












































_goals will be especially difficult, but per-

haps most beneficial for smaller nonprof-
it organizations with high staff turnover,
poorly paid employees, many volunteers,
work overloads, or other factors that
hamper effective administration. Innova-
tive training approaches including the
use of videotape and computer-assisted
instruction may be necessary to meet
these challenges. Nonprofit organiza-
tions’ board members and employees,
professional risk managers, and insur-
ance personnel share a responsibility to
fill these needs.

2. Nonprofit organizations should act
collectively to meet their risk manage-
ment needs.

Many insurers are not familiar with
nonprofits and, largely as a result, are
wary of insuring them. The unfamiliarity
owes to differences between nonprofits
and the for-profit enterprises that ac-
count for most insurance business. Non-
profit organizations differ from for-prof-
its in their organizational objectives, ac-
counting practices, and numerous other
matters that confound application of
standard insurance procedures. This
handicap is compounded by the meager-
ness of the revenue most individual non-
profits represent to insurance agents, bro-
kers and carriers. Some nonprofits pose
such small risks that their calculated pre-
mium is less than the minimum a compa-
ny is willing to accept.

To offset these handicaps, nonprofits
need to act collectively and regulatory
impediments to such collective action
need to be minimized. By sponsoring in-
surance programs or forming purchasing
groups, nonprofits can make themselves
more attractive to commercial providers
or avail themselves of alternatives to the
commercial market.

Another advantage of collective action
is that nonprofits are better able to obtain
meaningful access to insurance data doc-
umenting their claims experience.

Beyond group purchasing, cooperation
among nonprofits may lead to the forma-
tion of risk sharing mechanisms, such as
statewide insurance pools, captives, and
risk retention groups, that serve only
nonprofit organizations.

Such mechanisms can assess the desir-
ability of coverage restrictions, exclu-
sions, deductibles and other terms from
the perspective of what nonprofit organi-
zations need rather than what would pro-
duce the largest return on capital.

Perhaps most importantly, nonprofits-
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NONPROFIT SECTOR LEGAL LIABILITY, INSURANCE
AND RISK MANAGEMENT PROJECT

Events of the past decade have substantially heightened awareness that nonprofit
organizations may be held financially responsible for losses suffered by others.
Fortunately, the “liability insurance crisis™ that caused so much distress during
the mid-1980s diminished as a result of a softening insurance market and a barrage
of Congressional and state legislation designed to constrict liability and increase
risk management options. This improvement in conditions created an opportunity
to undertake a careful examination of fundamental liability exposure problems
and to propose more satisfactory arrangements.

In the interest of achieving these objectives, the Ford Foundation funded the Non-
profit Sector Risk Management Project. In cooperation with the Yale University
Program on Nonprofit Organizations and the University of Nebraska College of
Law, the following activities were undertaken. :
m Task force creation: The Nonprofit Sector Risk and Insurance Task Force.
brought together interested individuals from some of the nation’s largest coalitions
of nonprofit organizations and human service providers to focus attention on the
legal liability and insurance problems of nonprofits. During its year-long existence,
the task force studied the issues extensively and then issued findings and recom-
mendations in an effort to stimulate action.

= Policy forum sponsorship: A policy forum was held in Chicago, November 11-
12, 1988 to foster dialogue among experts from various disciplines who could offer
a range of perspectives on the causes of and potential remedies from nonprofits’
liability and insurance problems. Approximately one hundred individuals from
23 states attended. They included nonprofit organization administrators, insur-
ance executives, lawyers, state insurance regulators, legislative staffers, professors,
and consultants.

® Policy formulation and critique: Dozens of policy options were analyzed from
legal, economic, political, philosophical, and pragmatic perspectives. Included
were measures requiring legislation (e.g., expanding immunity or otherwise limit-
ing liability), and actions nonprofit organizations might take within the existing
legal framework (e.g., purchasing insurance collectively and forming mutual risk
pools).

® Data compilation: Information previously collected by nonprofit associations
and researchers throughout the country was identified, assembled and reviewed.
The information collection effort focused on quantitative and anecdotal data per-
taining to the following matters: (1) nonprofit organizations’ loss experiences; (2)
lawsuits filed against nonprofits or affiliated individuals; (3) nonprofits’ experi-
ences with risk retention groups and other nontraditional methods of managing
risk; (4) the insurance industry’s perceptions of and procedures for rating nonprof-
it organizations; (5) effects of liability exposure on nonprofit operations. Gaps in
the research base were noted and suggestions for improving the quality and quanti-
ty of data were offered.

m Legal analysis: To assess the current exposure of nonprofits and volunteers, and
to identify exemplary legislative models, an analysis of legislation, court deci-
sions, and administrative regulations dealing with various aspects of nonprofit or-
ganizations’ liability exposure was conducted. Recently enacted statutes designed
to limit liability received special scrutiny.

m Historical review: The history of charitable immunity and the insurance cycle as
it affects nonprofits were examined to increase understanding of the evolution of
liability, immunity and insurance in the nonprofit sector. The review was used as
a basis for anticipating future developments.

= Release of recommendations: Upon completing its inquiry, the Nonprofit Sector
Risk and Insurance Task Force released eight recommendations to balance the
needs of nonprofit human service providers with the legitimate interests of injured
parties. These recommendations encourage nonprofit organizations to improve
their risk management practices, increase their control over insurance data, work
together to meet their insurance needs, and support eqmtable legal liability rules
and claims procedures.
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only risk sharing mechanisms can pro-
vide a source of insurance capacity dedi-
cated to the nonprofit sector.

3. A national center should be estab-
lished to assist nonprofit organizations
in meeting their risk management
needs.

To conduct risk management effective-
ly, nonprofit organizations need expert
assistance. Specialized expertise is an in-
valuable aid to nonprofit organization ad-
ministrators seeking to evaluate insur-
ance policies or institute risk manage-
ment programs. In addition, the
nonprofit sector as a whole needs a
source of reasoned guidance in assessing
the desirability of liability limitations
and other proposals affecting risk man-
agement.

To accomplish these objectives most
effectively and economically, the task
force proposes establishing a national
center. The center would be empowered
to undertake activities in each of the fol-
lowing areas:

m [nformation clearinghouse
8 Training

@ Technical assistance

m Policy analysis

4. Insurance industry data collection
and reporting practices should be mod-
ified to facilitate analysis of premium
and loss statistics specifically for non-
profit organizations.

Until insurers adopt standard proce-
dures that enable them to analyze data for
nonprofits separately, no one can deter-
mine whether nonprofits’ premiums are
too high or too low.

Past experience has clearly demon-
strated insurers’ tendency to adjust non-
profits premiums based on the loss expe-
riences of for-profit businesses. Most
strikingly, insurers sharply increased
nonprofits’ D&O rates based on multi-
million dollar shareholder claims against
directors of for-profit corporations. Sepa-
rating data for nonprofit organizations
could better insulate them from the loss
experiences of for-profit organizations
and support the creation of more homo-
geneous categories of nonprofits.

5. Nonprofit organizations should in-
crease their control over their insur-
ance premium and loss data.
Nonprofit organizations need access to
concrete data regarding the amounts they
pay for insurance and the causes and
costs of claims insurers pay on their be-
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half. Currently such information is not
available in a systematic form because all
existing insurance data services are un-
der the control of insurers and naturally
serve their interests.

Nonprofits need access to data that is
now hidden behind insurers’ claims of
proprietary interest. As a first step, non-
profits need to work together with actu-
aries to identify data they can use most
efficiently. In addition, state insurance
regulations should clearly grant nonprof-
it organizations a right of access to their
own insurance data.

6. Expedited methods should be avail-
able to improve the claims resolution
process.

The filing of a legal claim against an
organization or volunteer creates an im-
mediate need to defend. If the cost of set-
tlement would be less than a full defense,
the claim may result in a settlement even
if it is groundless. To reduce the settle-
ment value of a weak suit and to protect
nonprofit organizations and volunteers
against unnecessary defense costs, sum-
mary dismissal of groundless suits
should be more readily available. For
meritorious claims, dispute resolution
mechanisms that avoid the full costs of
extended litigation are desirable.

7. Tort liability standards should be
modified to reduce the magnitude of
awards for noneconomic damages
while providing for greater certainty
that injured parties will receive some
compensation for loss.

Regardless of whether separate liabili-
ty standards should govern recovery
from charitable human service providers
or any other organizations, changes in the
liability system would improve the legal
environment in which nonprofits oper-
ate. The current system has been charac-
terized as a “lottery”” in which a few indi-
viduals receive very large awards while
many others who have suffered similar
injuries receive nothing. The costs of
maintaining this lottery approach to vic-
tim compensation are enormous and un-
necessarily divert resources from more
worthwhile endeavors.

In recognition of interstate differences
in tort liability and the complexity of this
area, the task force has not attempted to
delineate the full specifications of a suit-
able law nor has it expressed an absolute
preference for only one approach.
Among the more suitable alternatives to
the present system would be a system of

rules that provide for compensating vic-
tims for their economic losses plus rea-
sonable attorney fees, perhaps in ex-
change for a reduced liability standard or
other liability modification that would
clarify the obligation to pay. Economic
loss in most cases would consist of such
out-of-pocket costs as medical and reha-
bilitative expenses together with lost
wages minus monetary benefits the vic-
tim receives from other sources because
of the loss. The inclusion of attorney fees
is necessary to offset victims’ customary
use of pain and suffering awards under
the current system to cover this expense.

8. Volunteers should be protected in
most instances from personal liability
for monetary awards, provided the or-
ganizations they assist assume finan-
cial responsibility for claims that oth-
erwise could be filed against volun-
teers.

From the perspective of a volunteer or
potential volunteer, the prospect of being
sued is a frightening peril that several
studies have found diminishes willing-
ness to become involved in nonprofits’
activities. Allowing suits to be filed
against volunteers also exposes them to a
risk they may not recognize and, at least
in the case of frivolous litigation, can do
nothing to protect against. While these
facts create a strong need to protect vol-
unteers from personal financial liability,
important countervailing considerations
weight heavily against granting volun-
teers immunity from suit. Simple immu-
nity could leave victims with no compen-
sation for their injuries and eliminate an
important incentive to exercise due care
in conducting all activities.

To steer between unsatisfactory ex-
tremes, the task force recommends allow-
ing nonprofit organizations to free their
volunteers from most risks of personal
liability to third parties by meeting pre-
scribed financial responsibility stan-
dards. The purpose of the financial re-
sponsibility standards would be to pro-
vide insured parties with a source of
recovery and to preserve the legal sys-
tem’s financial incentives to act with due
care in accord with the law. An example
of such a financial responsibility stan-
dard would be that an organization main-
tain a liability insurance policy or make
alternative arrangements to pay losses up
to a specified amount. For automabile in-
surance, the standard might be the same
as the financial responsibility law apply-
ing to all motorists in the state.
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Volunteer Record-Keeping, Part 2

DOCUMENTING
VOLUNTEER
PARTICIPATION:

s a volunteer administrator, when
A you document the participation of

volunteers in your agency, you
perform a vital service that benefits every-
one involved. Utilized as a management
function, the record-keeping of volunteer
service provides information that can be
used to evaluate individuals, to assess
programming, to plan for agency develop-
ment and to provide feedback to the com-
munity about the value of services. (See
“For the Record: Effective Volunteer Man-
agement Through Documentation,” fall
1988 VAL)

Understanding the merits of this func-
tion is a step in the right direction. To turn
theory into practice, however, you must
adopt a method of documenting partici-
pation that is useable, practical and effi-
cient. If it's not, your efforts will end in
frustration.

There are four major steps to follow
when developing a system for document-
ing the services of volunteers:

1. Define what to document.

2. Record volunteer participation.
3. Collect the data.

4. Report volunteer services.

Peggy Sissel is the director of volunteer
services for the Galveston County Health
District in Galveston, Texas. Part | of this
article on record-keeping appeared in the
fall 1988 VAL (“For The Record: Effective
Volunteer Management Through Docu-
mentation”).
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Defining Documentation
Documenting the participation of volun-
teers can mean different things. This term
generally implies that an accurate record
is kept of what volunteers do in an agency
and how often they do it. Exactly what
kinds of information are documented
about volunteers vary by agency and indi-
vidual. Records of volunteer service are
sometimes based solely on numbers of
hours contributed.

Your efforts at managing information
about volunteers can involve a more
thoughtful, systematic approach to re-
cord-keeping, however, which includes
important demographic information, the
types of jobs that the volunteers perform,
how often they volunteer and the econom-
ic and organizational value that their con-
tribution makes to the agency.

This larger definition of volunteer docu-
mentation is needed to use record-keep-
ing as a management function. It can
mean the difference between a successful
volunteer program and one that is stag-
nant and unresponsive to the agency, the
volunteer and the entire community. The
time you invest in the establishment of

- your volunteer documentation system will

reward you again and again as you are
able to ascertain an accurate picture of
what volunteers do for your organization.

One of the most important components
of any information management system for
volunteers is the individual personnel file.
The creation of this file, and the determi-

nation of what it should contain, is one of
the first steps toward setting up your docu-
mentation system. Minimally, the volun-
teer's personnel file should provide im-
portant information about what services
they perform, what department or service
they participate in, who their supervisor is
and when they began service.

The file may also contain a number of
different documents and forms, including
a completed volunteer application, letters
of reference, an agreement of confidenti-
ality, emergency contact names and num-
bers, pertinent medical information, eval-
uation forms, supervisory records, award
and recognition information, as well as an
up-to-date record of the total number of
hours contributed to the agency. Keep in
mind that you want to have information in
the file that is useful to you and to the
volunteer. If it is not, you are simply push-
ing paper.

Not o be overlooked in each volunteer’s
file is the job description—one of the most
important components of the volunteer
personnel file. It is the qualitative record of
what the volunteer has done and contin-
ues to do for your agency. A volunteer job
description should contain all of the same
information that would be found in job de-
scriptions for paid staff, including the vol-
unteer's title, departiment, supervisor,
schedule, description of duties, specific
tasks and responsibilities, qualifications,
and the length of commitment reqguired for
the position.
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Beyond being informative, the job de-
scription also provides liability protection
for you and your agency. It clearly docu-
ments the tasks, duties or functions that
you have assigned to the volunteer, and
that the volunteer has agreed to perform
as a representative of your organization.

The merit of the job description in docu-
menting volunteer participation will also
be apparent when you prepare your re-
ports. Without it, your records of the num-
ber of hours contributed will tell only part
of the story about what volunteers do for
your agency.

Finally, the personnel file and job de-
scription should, according to accepted
legal counsel, be kept by your office for a
period of three years after the volunteer
leaves your agency. This ensures that per-
tinent information about them will be avail-
able should they request a reference or
otherwise require some information. You
should consider using the guideline of
handling volunteer files as you would files
for paid staff, keeping them confidential,
protected and up to date.

Recording Volunteer Services

An important distinction needs to be
made between the “recording” and “re-
porting” of volunteer participation. “Re-
cording” pertains to the act of writing
down the time or service contributed by
each volunteer on a day-to-day basis. On
the other hand, “reporting” volunteer par-
ticipation is an administrative task that in-
volves compiling information about the
number of service hours and the duties of
all of the volunteers involved in your agen-
cy, cumulatively and individually. This in-
formation is then presented in a written or
oral form to the management of the agen-
¢y, its board of directors and administra-
tors.

Three important issues must be consid-
ered when devising a system for record-
ing volunteer hours: ease, utility and ac-
cessibility. Whether it is you or the volun-
teer who is responsible for doing the day-
to-day recording of hours, it won't get
done if it isn't easy to understand and use.

The medium used to record the partici-
pation of volunteers may be simple in for-
mat or very sophisticated. Some options
might include the use of post-it notes, a
loose-leaf sign-in sheet, a clipboard, a
blackboard, personal time cards, a three-
ring binder with individualized pages,
notebooks or diaries, mileage forms, cli-
ent service forms, a tape recorder or mes-
sage machine, a personal computer, or
anything else you may find suitable.
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Although each type of system has its
own merits, the use of individual cards or
forms which you can then place into each
personnel file will save you the additional
step of re-recording the information to in-
sert it into each volunteer's file. Whatever
method you choose, the pertinent informa-
tion that you want volunteers to record
should fit into the space you provided.
Also be sure to provide a format that will
minimize reporting errors. As long as you
get the information, your system doesn't
have to be fancy, it just has to be usable.

Regardless of the method you use to
record volunteer services, unless you
have a tremendous amount of time on your
hands, the day-to-day users of the record-
ing method should be volunteers them-

Utilized as a
management function,
the record-keeping of
volunteer service
provides information
that can be used to
evaluate individuals, to
assess programming, to
plan for agency
development and to
provide feedback to the
community about the
value of services.

selves. However, you will want to make
sure that your format is self-explanatory. If
lengthy training time is required, chances
are that the system won't be easy for the
volunteers. In addition, it won't be easy for
you to get data from your system if it is so
sophisticated that errors continually
plague the reports. Beware of using meth-
ods that have the potential to provide you
with a lot of information at the expense of
clarity and ease. You can almost guaran-
tee that the resuitant data will be incom-
plete, and therefore, not usable.

Utility is another major factor to be con-
sidered. Your system must not only be us-
able by you and the volunteers, it must
also provide all of the data you need. You

will want to be able to retrieve the informa-
tion in a way that suits how you want to
report it. In other words, you need to envi-
sion the documentation system as a
whole, and brainstorm the types of infor-
mation that might be useful to your pro-
gram before you take the step of determin-
ing how you will ask volunteers to record
their hours.

For example, if it is important for you to
assess the days of the week that are par-
ticularly underserved by volunteers, you
may want to create separate recording
forms for each day of the week. This will
help you directly assess a need for sched-
uling changes. If you need to know the
number of clients that are served by each
volunteer, during their shift as well as cu-
mulatively for the month, you might
choose to leave a space on the volunteer's
time sheet for this tally, rather than doing a
time-consuming review of client records.

Accessibility to the system is also criti-
cal. Even if the method you designed is
understandable and easy to use, if the
volunteers can't get o it, it won't be effi-
cient. How you choose to have volunteers
record their time will vary greatly depend-
ing upon whether they do tasks out of their
homes, at various offices, or congregate at
acentral location. Forthose volunteers do-
ing work in the field or outside of a tradi-
tional office setting, this might mean that
the recording forms will have to be kept
with them, perhaps in their cars, or at their
homes or offices.

If your agency has one or more build-
ings where volunteers serve, it is essential
to designate a specific space in each
building or department where all volun-
teers could sign in and keep their records.
This room or desk where volunteers re-
cord their hours should be in an area that
is easily accessible without interrupting
staff or clients. Safety of the records is
imperative, as is privacy, since these re-
cords document how much service is be-
ing given to your agency, and by whom.

You will want to make sure that the gen-
eral public cannot peruse the records, as
some volunteers may not want anyone out-
side of the program to know that they are
involved. You owe it to them to protect
their privacy. Also, be sure that the re-
cords are protected from clients and small
children and that they will not be dis-
turbed, lost or stolen by mischievous or
careless individuals. An additional safe-
guard is to have the recording system be
clearly marked as service records for vol-
unteers, in order to prevent coworkers
from mistaking it for something else.
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Collecting the Information

Once you have decided on a system of
recording volunteer services, determining
the method for gathering the data on a
periodic basis is not as easy as it may
seem. Some creative thinking may be re-
quired, depending upon the specific con-
ditions existing at your agency.

This task should not be too difficult if
your organization is housed in one build-
ing in which all of the volunteers work. On
the other hand, if you have multiple loca-
tions at which volunteers are placed, or if
some of your volunteers do all of their
service in the field, you will have a harder
time collecting their records. In this case,
self-addressed, stamped envelopes dis-
tributed on a regular basis to the volun-
teers will help them maintain the responsi-
bility of sending in their forms. However,

the cost involved in this method may pre-

vent you from adopting this approach in
your agency. Another tactic might be to
coalesce volunteers for weekly, monthly
or quarterly organizational or educational
meetings, at which time you could collect
their records. Alternatively, you might con-
sider enlisting the services of a fellow staff
member or volunteer to gather the infor-
mation for you.

Of course, it is also possible for you to
collect each volunteer's record of services
by telephone. However, this time-consum-
ing method of gathering information re-
quires that you do it on a regular basis,
and it is not particularly efficient unless
you are able to incorporate this task into
your management routine successfully.

Reporting Volunteer Participation

There are a multitude of ways to report
volunteer services. The number of volun-
teers in your program and the total number
of hours contributed by them are an obvi-
ous starting point, but you can also focus
on the number of clients served by volun-

teers, the dollar value of these services to.

your agency, as well as the number of
volunteers in each specific task or duty.
Keep in mind that you won't be able to
report the latter figure without a job de-
scription for each person. Also, if you wish
to track volunteer services by task or func-
tion, the job description for each volunteer
must be assessable. This means that it not
only must be placed in their personnel
file, but preferably noted on their sign-in
forms as well. This will eliminate the con-
tinual need to refer back tc another source
of information when compiling data about
each volunteer.

Volunteer services can be further bro-
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ken down into the different departments
where volunteers work, their schedule and
the average number of hours that each
volunteer provides to the agency per
week, month and year. The length of time
that volunteers are active with the agency
can also provide a meaningful picture of
their satisfaction with their roles as volun-
teers, and is a critical statistic for program
planning, evaluation and development.
Data can also be generated about the
number of volunteers who serve in more
than one department, project or job, as
well as the number of volunteers who reg-
ularly agree to fill in during unusual cir-
cumstances or in emergencies. Not to be
overlooked is the wealth of demographic

This larger definition of
volunteer
documentation can
mean the difference
between a successful
volunteer program and
one that is stagnant and
unresponsive to the
agency, the volunteer
and the entire
community. The time
you invest will reward
you again and again.

information that can be reported about
your volunteers, such as age, sex, race,
education, current work status, residence,
geographic service location, previous vol-
unteer experience, and their reasons for
volunteering. This collective data can pro-
vide pertinent information to help you plan
and assess your program's breadth in
terms of community accountability and in-
volvement.

Perhaps the most tangible way to docu-
ment the importance of volunteer services
to your organization is by reporting the
value of their donations of time and talent.
By applying a dollar figure to what these
unpaid staff do for your agency, you con-
cretely illustrate their importance to the

organization and to the community. As an
administrator, you are then able to report
that your staff of volunteers has generated
a specific dollar amount of services dur-
ing any one year. After all, most agencies
must consider the bottom line in any serv-
ice provided, whether they be nonprofit or
private enterprise. Therefore, it is impor-
tant that you be able to respond to that
issue when advocating for finances and
resources for your program.

There is no best way to calculate and
present the economic value of volunteers.
As in all other aspects of documenting
volunteer participation, each program ad-
ministrator needs to assess what will work
best for them and for the agency. The main
issues to keep in mind are that any meth-
od for equating an economic value to vol-
unteer efforts must be fair, accountable
and adjustable.

Now, we all know one or two volunteers
who are worth a “million bucks,” but that
figure is neither fair nor accountable. It is
certainly adjustable, however! How you’
determine a dollar figure per volunteer
hour or function can depend on your
agency standards for similar paid posi-
tions, on standards for paid labor in your
community, or on an average number of
other factors. For example, an agency that
has a volunteer dentist and a host of volun-
teer nurses, along with a variety of volun-
teers that provide clerical services, must
decide if the dollar value of the services
should be separated by job description or
averaged together. The choices might be
to assign the dentist a volunteer value of
$50 per hour, the nurses a rate of $15 per
hour and the clerical help $5 per hour, or
to calculate all three of the volunteer posi-
tions at a simple rate of $10 per hour.

Summary

The four steps of defining, recording, col-
lecting and reporting volunteer participa-
tion are critical to any program, large or
small, urban or rural. However, this dis-
cussion should only be considered a
starting point, since each agency and pro-
gram which uses volunteers will have dif-
ferent circumstances to be considered. If
you are not already doing so, it is time to
chart out what you want to “record” and
what you what you want to “report” about
your volunteer program. Keeping in mind
the important points of practicality, effi-
ciency and ease, you can become better
organized, more knowledgeable about
your volunteers and better equipped to
deal with the long term needs of your pro-
gram.
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REQUIRED

VOLUNTEERING:

By Joy Peters

Joe is caught shoplifting. It's his first offense,
and he has no other police record. Rather than
serving time in jail, he is sentenced to 100
hours of community service.

Susan attends a parochial high school and
must complete 30 hours of community service
to graduate.

Beth is working towards a degree in special
education. She is required to participate in a
student internship program in which she must
volunteer in the community to gain firsthand
experience.

ore and more, these thumb-

nail sketches depict the ea-

ger “volunteer” who calls for

a placement. In fact, as high
as 30 percent of the individuals who are
volunteering in my agency at any given
time are motivated by other than altruistic
sentiments.

Webster defines a volunteer as “one
who enters into or offers himself for any
service of his own free will.” The gradua-
tion reguirement and court-ordered sen-
tence stretch the concept of free will and
throw an additional ingredient into the vol-
unteer pot—that of external motivation. In
light of these examples, where the motiva-
tion is somewnhat reflective of the mother
who "volunteers" her son to do the dishes,
the question is whether this external factor
detracts from the essence of volunteerism.
Does the requirement contradict the tradi-
tional spirit of the action, or can a broader
definition of volunteerism bring the re-
quirement into congruence with the con-
cept of giving of self to help another?

The changing motivations of volunteers
certainly require a change in use in terms
of how we manage our non-paid staff. It is

Joy Peters is the volunteer coordinator for
the Montgomery County (Maryland) De-
partment of Recreation, Therapeutics
Section.
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reassuring to recognize that in spite of the
transition in volunteerism, the results are
often the same. Many times, a court or-
dered volunteer who finds fulfiliment in
completing a graduation requirement fre-
quently feels good because he has
helped a child improve his sports skills.
Because of this underlying reality—that
regardless of whether the volunteer is in-
ternally or externally motivated, he can
and does receive personal satisfaction—
the goals of volunteerism are achieved. It
is still people helping people. Individuals
are offering their skills to other individuals
or agencies without attaching a price tag,
and the dividends remain high.

So how should we respond? As manag-
ers of volunteers, should we react in a
slightly cynical manner when a prospec-
tive volunteer admits to other than the pur-
est motives? Should we throw up our
hands in horror and lament the passing of
the true spirit of volunteerism?

Perhaps a better approach is to accept
these changes. Recognize that there will
be fewer volunteers operating out of pure-
ly selfless motives. The trend is definitely
moving in the direction of people seeking
volunteer positions as a means to an end,
rather than an end in itself. Rather than
viewing this as a contradiction to the es-
sence of volunteerism, let's broaden our
perspective and expand the definition of
the volunteer. Let's include not only those
who provide a service of their own free wili
but also those who are guided by other
reasons to seek service placement. Re-
gardless of the initial motivation, the re-
muneration is the same: personal satisfac-
tion. By capitalizing on this trend and turn-
ing it into a positive factor, we have the
opportunity of tapping the potential of
many individuals who otherwise we would
have little chance of enlisting.

Broadening our definition of voiunteer-
ism does not mean changing our goals,

however. The goal of a good volunteer
program must still be to “man the trench-
es" and meet the needs of the agency.
While this goal must continue to be upper-
most, because of the changing motivation
of volunteers, we must also seek to fulfill
their specific needs if we are to retain
them.

As a first step, probing the individual's
motivation and perception is essential. A
relaxed interview provides the best at-
mosphere for uncovering the “hidden
agenda” that indicates a volunteer's true
motivation. The interview is also an appro-

‘priate time to determine the individual's

attitude towards volunteering. Discover-
ing these feelings is particularly critical
when placing a volunteer with a require-
ment attached. Does the volunteer see the
obligatory placement as an imposition on
his or her time? Or is he/she fulfilling the
requirement with a sense of anticipation?

The second step is obvious: making a
suitable placement that meets the needs
of the volunteer and the agency. If we only
consider the needs of our agency, we will
find ourselves mechanically fitting people
into slots, and the results will be disap-
pointing. Just as a young child becomes
frustrated by attempting to force the wrong
puzzie piece into a space, our goals will
be hindered by a lower level of productivi-
ty and a higher incidence of absenteeism
among our volunteers if we drop them into
the first available vacancy without consid-
ering their needs. People contribute their
best when they feel in tune with what they
are expected to do, and this means care-
ful placement.

As managers of volunteers, we must ex-
pand our vision and accept the age of the
“required” volunteer. It offers us a dynam-
ic volunteer force whose requirement
poses no threat to the very essence of
volunteerism—that of reaching out in serv-
ice to others.
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EFFECTIVE

VOLUNTEER GROUP
LEADERSHIP

Fight steps to ensure that program
objectives are achieved and group
members find their experience
maximally rewarding

By Michael J. Marx, Ph.D.

eing a volunteer leader is poten-

tially a very important job. It can

also be a personalily rewarding

job if done effectively. Of
course, that raises the question: “How
does one effectively lead other volun-
_ teers?" Admittedly, the answer is: “It de-
pends upon the leader's style, the situa-
tion and the type of volunteers." But there
are eight steps which have proven to be
effective leadership techniques.

Step 1. Build a Good Rapport
Among Group Members.

When two people meet for the first time,
they will usually explore the fruitfuiness of
meeting again or developing the relation-
ship further. If their first impressions are
good ones, they may end their conversa-
tion by arranging to meet again. If their

Dr. Marx is the president of Selection Sci-
ences, Inc. in San Francisco. He has con-
ducted training needs assessments, de-
signed training and provided organiza-
tional consulting for a variety of profit and
nonprofit organizations. He currently is
developing a series of volunteer leader-
ship kits on screening, supervising, moti-
vating and planning. This article was orig-
inally prepared for the American Cancer
Society, California Division.
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first impressions are bad ones, they prob-
ably will leave the meeting to chance, if
not take steps to avoid it altogether.
When volunteers become members of a
group, they do the same thing—test to see

whether their membership will be reward- -

ing. And, just as in a personal relation-
ship, first impressions are crucial. That is
why it is so important to build a good per-
sonal rapport among team members from

A good leader will discover
which results volunteer
group members value
most and give them
assignments from which
these results can be

realized.

the very beginning. They all must be
made to feel comfortable and needed or
they might not return.

How do you build rapport among team
members? One of the best ways is to be-
gin with a brief “getting acquainted” ses-
sion. Group members each give a brief
description of their background and rea-
sons for volunteering for this committee.
After each introduction, other members

are invited to ask casual questions and
explore areas of common interest. It is this
guestion-and-answer exchange between
each person and the rest of the group that
helps build rapport.

When everyone has introduced him/
herself, the leader can turn members' at-
tention to a discussion of their expecta-
tions for the group. How do individual
members want the group to operate in the
process of achieving its goals? What
problems have they witnessed in other
groups they hope this one can avoid? This
discussion clarifies member expectations
forthe leader and vice versa. It also invites
members to be open and honest about
their interests. When this stage is reached,
the group is ready to get down to busi-
ness.

Step 2. Understand Different
Motivations for Helping.
Volunteers are motivated by their expecta-
tion that they will achieve certain valued
results. Some of these results are personal
and some are altruistic. A good leader will
discover which results volunteer group
members value most and give them as-
signments from which these results can
be realized.

Personal results are the positive things
a person feels or learns about him/herself
from doing a particular type of volunteer
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fob. For example, some volunteers want
tasks that challenge them to use their ex-
isting skills or to develop new skills. Other
volunteers want tasks that let them interact
with enjoyable people. (A volunteer desir-
ing to run a stop smoking clinic probably
values the former more. A volunteer happi-
ly stuffing envelopes or answering tele-
phones probably values the latter more.)
Usually personal rewards fall into either
the achievement or affiliation categories.

Altruistic results are the positive things
persons see happen to others as a result
of what they do as a volunteer. For exam-
ple, some volunteers want to offer positive
help to cancer patients. Others want to do
the same with healthy population groups.
Still others want to make the organization
run more smoothly. (A volunteer in Service
and Rehabilitation is probably in the first
category. A volunteer in Public Education
is probably in the second. A volunteer in
Fund Raising is probably in the third.)

Problems arise when volunteers are as-
signed to or choose the wrong tasks—
those that do not offer the personal or altru-
istic results they value most. It is important
for volunteer leaders to question commit-
tee members to find out what personal
and altruistic results they want most to
achieve. They then try to avoid appointing
volunteers to jobs in which they are need-
ed but unmotivated.

Step 3. Make Sure the Group Has
or Sets Clear Objectives.
This is extremely important! A team must
have specific objectives for which to
shoot. The leader's job is to make sure
these goals are established and clearly
understood by everyone involved. The
leader's job is also to get team members
committed to these goals so they will exert
the amount of effort required for success.

How should groups go about setting
objectives? The best way is for the leader
to initiate a discussion around the ques-
tion: “What specific results do we want to
achieve in.this program, project or activi-
ty?" Sometimes these results are already
specified, as in the case of smoking clin-
ics, and sometimes they are not. If they
are, then the next question for the group is:
“What level of results should we try to
achieve?” Should we try to get 156 or 25
participants per clinic? Should we get 10
or 15 schools K-6 to adopt our “Early Start
to Good Health” program as part of their
regular curriculum?

Whenever possible, the committee
should set objectives that are results-ori-
ented, specific, quantifiable—and chal-
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lenging. With these kinds of objectives, a
group knows exactly when it is victorious
and members can take a personal plea-
sure from accomplishing a challenging
objective.

Step 4. Identifying the Activities
Required to Achieve Each
Objective.

Once a group knows what it wants to ac-
complish, then it can decide how to ac-
complish this. If the objectives are clearly
stated in terms of results, the group can
conduct brainstorming and discussion
sessions to get a list of the different activi-
ties required of them. Involving the whole
group in this step is very important. Mem-
bers usually have different backgrounds
or experiences so they can suggest all

It is impossible to
coordinate a team effort
unless the leader knows
what has been
accomplished, has yet to
be accomplished, and
cannot be accomplished
unless there is a change
in plans. Inevitably,
circumstances change,
things go wrong, or
expectations are
incorrect.

kinds of activities or strategies that a lead-
er might not think of alone. In addition,
they will often identify activities or strate-
gies they are more interested in pursuing.
If there is more than one way to reach a
goal, let team members reach it in the way
they find most enjoyable or rewarding—
as long as it will work.

During a planning meeting, the leader
can write a program objective(s) at the top
of aflip chart or blackboard and ask group
members to list all the different ways this
objective could be reached. Then each
approach can be taken separately and
group members asked to list all the activi-
ties that must be performed if each ap-
proach is taken. Following this, the group
can be asked to establish criteria for se-
lecting the best approach. Then, using

this criteria, the group can choose the
best alternative. Voting is not recommend-
ed. Mutual agreement or consensus is. If
the group votes, someone may “lose" in-
stead of being persuaded. And if this hap-
pens, s’he may not be as committed to the
group's final plan of action.

Step 5. Defining Group Members’
Roles

When group members have identified
what activities must be carried out to
achieve objectives, they can begin to de-
fine individual roles. it is usually bestto let
group members decide for themselves
what activities they will take responsibility’
for. They know their own capabilities and
what results they value most. Obviously,
then, they are best able to choose the
tasks that motivate them most and to avoid
the tasks they find unmotivating. If the
leader needs to suggest or even “assign”
tasks or roles to a volunteer, the informa-
tion gained in Step 2, “Understanding dif-
ferent motivations for helping,” can be
used to identify what might satisfy the vol-
unteer most. Occasionally there will be
tasks two people want or no one wants. It
is the job of the leader to work out accept-
able solutions in these instances. Usually
the solution in both cases is to divide up
the activity so two or more people share
responsibility for it.

Once group members have accepted
various responsibilities, the next step is
for members to indicate what type of sup-
port they need from other group members.
Forexample, | may agree to give a presen-
tation to the bank president, but | may
need to have arrangements made by the
committee member who knows this per-
son. | may agree to do a task if the member
who did it last year will meet with me to
explain the procedure in advance. Some
tasks may even require support from two
or more group members. But this is the
principle of a team effort. Members have a
primary role on some activities and a sup-
portive role on others. But everyone works
together.

The final step is to set deadlines for
these activities to be performed. Once this
is done, all group members have defined
the primary and support responsibilities
which comprise their role. They also know
when their assignments are to be com-
pleted. All that is left is for the leader to
have this information typed and distribut-
ed to all members. This way everyone
knows what everyone else is supposed to
do and can refer to the role descriptions if
questions arise.
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Step 6. Monitoring Group Progress
by Getting Feedback.

It is impossible tocoordinate a team effort
unless the leader knows what has been
accomplished, has yet to be accom-
plished, and cannot be accomplished un-
less there is a change in plans. Inevitably,
circumstances change, things go wrong,
or expectations are incorrect. When these
happen, the strategy has to be changed.
To assume that members will report these
problems immediately is usualily folly.
People do not like to admit they are having
problems. That is why it is important to
establish in advance a procedure to pro-
vide regular feedback to the coordinator
on what has been accomplished, what
changes have occurred, and what prob-
lems need to be handled.

This system does not have to be elabo-
rate. A telephone call, memo or postcard
may be sufficient. But members of the
group should agree on when and how they
will communicate what to whom. Will they
give bimonthly feedback or monthly feed-
back? Will they always call or just write a

note on a pre-stamped, addressed post- -

card? What shouid they be sure to men-
tion in their feedback? Should feedback
summaries be distributed to everyone at
the next meeting or mailed out?

The added advantage of this system is
that the leader can provide recognition to
volunteers as they progress toward the
goal. It takes seconds to send them a
memo of congratulations or appreciation.
But this small act has a strong positive
effect on members’ commitment to the
group and its objectives. Besides, they
earned some recognition, so why wait un-
til the project is over?

Step 7. Redefining Members’
Roles When Necessary.

What do you do when certain volunteers
are not making the progress the group
needs to achieve its objectives? Do you
fire them? Do you give them a pep talk?
Do you perform their duties yourself?
These are all relatively unpleasant solu-
tions for you and for the volunteers. And
they are all methods of last resort. Long
before you reach this point, try a different
solution.

Ask the volunteer if s/fhe has run into
some unexpected barriers or problems
and needs team support to overcome
them? It is very common for volunteers to
experience difficulties they lack (or be-
lieve they lack) the ability to solve. Ifthis is
the case, perhaps the solution is to get
some additional support from other team
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members who possess the necessary
abilities.

If the person does not really want sup-
port, then the problem may be a loss of
interest or motivation for their particular
role. In this case, you can ask the volun-
teer to look over the role responsibilities of
other group members and see where a
trade might be possible. Then you can
mediate the trade. If this does not work,
you can ask the volunteer to redefine his or
her role in a way that would be acceptable
or enjoyable. Perhaps they can achieve
the desired resuits in a different way.

Always be willing to let group members
redefine their roles if this will enhance
their involvement and performance and
not cause other problems. But ask them to
define the changes they need in their role
definition; do not do it for them. When
changes are defined, then work from
there.

The goal of volunteer
leadership is to facilitate
the exchange between the
organization and its
volunteers. The
organization must
achieve its mission, and’
its volunteers must value
their experience. With
good leadership, everyone
can win!

Step 8. Recognize Group
Members’ Contributions.
Some people seem to believe that a lead-
er should withhold recognition of others’
performance to increase the value of his or
her praise when it is given. While they may
have some basis in truth, for the most part
this theory is both manipulative and un-
sound leadership practice. It is true that
volunteers do not need to be recognized
every time they do something. But they
should always sense that their efforts are
recognized and appreciated. And a vol-
unteer leader's occasional praise can
communicate this, especially if it is done
properly.

Although it is important to recognize
volunteers' effort and contributions, it is

not always easy to do this correctly. In
fact, one authoritative source found that 65
percent of all praise or compliments made
the recipients embarrassed, uneasy, de-
fensive or created suspicions of an ulterior
motive. So if you are going to give group
members praise, make sure to follow
some simple rules:

1. Be specific in your praise. Rather than
saying, “Good job, Marsha!" it is better to
say, “Marsha, the way you handled that
situation showed real tactfulness and a
good understanding of the problem."”

2. Praise the-act, not the person. Instead of
saying, “You are a great volunteer, Jack,"
which praises the person, it is better to
say, “Jack, the approach you suggested
we use worked beautifully.”

3. Be discriminating with your praise.
When some volunteers do more than oth-
ers due to greater effort, recognize both
contributions, but subtly give greater rec-
ognition to the greater achievement.

4. Recognize accomplishments soon af-
ter they happen. Do not necessarily wait
until the next time you meet. Telephone or
send a note to recognize a volunteer's
achievement. If you wait, you could forget
or the comment could lose its value.

5. Be totally sincere. If you do not believe
what you are about to say—do not say it.
People are well trained to detect decep-
tion and when receiving praise from a
leader, they can be particularly sensitive
to ulterior motives.

6. The best reward for many volunteers
would be a “promotion.” Provide rewards
that volunteers value. Some volunteers are
satisfied with the verbal recognition they
receive for doing a good job. Other volun-
teers are best rewarded by a “promotion”
or opportunity to assume a more challeng-
ing assignment. Look around your organi-
zation for opportunities suitable to mem-
bers of your team or group.

In summary, being a leader of a group
of volunteers can be a very rewarding ex-
perience, especially if done properly. The
eight steps which have been described in
this article are generally sound principles
of group leadership.

Take a moment before your group
meets to visualize the type of team rela-
tionship you want to foster. Then use the
suggestions in this article to help you cre-
ate this relationship. Remember, the goal
of volunteer leadership is to facilitate the
exchange between the organization and
its volunteers. The organization must
achieve its mission, and its volunteers
must value their experience. With good
leadership, everyone can win!
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CREATIVE
FOLLOWERSHIP

The time has come to focus our attention
where it really belongs.

By Marilyn MacKenzie

great deal of attention has been
A lavished on leadership—its style,

its development, its methods and
its future. Probably more articles, books,
tapes and lectures have been dedicated
to this issue than any other in manage-
ment or volunteerism. Much of our cele-
bration of National Volunteer Week focus-
es on outstanding leaders. They seem
destined for glory.

A book by Rick Lynch, Developing Your
Leadership Potential, came across my
desk recently. In it he defines leader as a
“person with a following"—leadership is
“the act of influencing others to follow
you."

This got me thinking. There are a whole
lot more of us “followers” than there are
leaders. Who is writing about us? You'll
have to admit that everyone of us has
spent time as a follower. Sometimes, fol-
lowing can be darned difficult. | suspect
people who believe that following is a
passive act are wrong.

You have to be able to deal with confu-
sion, ambiguity and uncertainty to be a
good follower. We are more than a nation
of sheep! In fact, our understanding of
teamwork suggests that we all have an

Marilyn MacKenzie is one of three princi-
pals of Partners Plus in Richmond Hill,
Ontario, which offers consultation, facilita-
tion, training and project coordination to
voluntary organizations across Canada. In
addition, she coordinates a certificate
program in volunteer management, has
extensive volunteer training experience
and is the author of Dealing with Difficult
Volunteers.
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equally important part to play in the cre-
ation and achievement of goals and ob-
jectives, in the accomplishment of tasks
grand or small. Lynch's definition of lead-
ership makes it clear that there is a con-
tract, perhaps unstated but implied: This
is my job—leader; this is your job—follow-
er.

Thetime has come to focus our attention
where it really belongs. Let's stop our elit-
ist navel gazing and turn to a more fruitful
pursuit: “creative followership.” Let us
study the roles and responsibilities of a
truly creative and committed follower.

There are three principles of creative
followership:

1. A creative follower participates whole-
heartedly in all phases of the enterprise.
2. A creative follower displays a willing-
ness to listen to reason, to open oneself to
new possibilities.

3. A creative follower is genuinely com-
mitted to work with the group to develop
solutions, plans and programs that result
from group effort.

Let's explore the implications of each of
these principles.

1. A creative follower participates
wholeheartedly in all phases of the
enterprise.

This means:

8 When meetings are called you show up.
If you say you will serve on a committee,
you come to meetings. You answer the
R.S.V.P. How many times have you strug-
gled to attend a meeting that had to be
cancelled because it failed to meet quo-
rum? It ain't right and it isn’t responsible
followership.

@ You come prepared to discuss issues
that are on the agenda. You are expected
to read precirculated materials. This is
greatly facilitated if the precirculated ma-
terials are short, concise and to the point.
It is easy to presume that some precircu-
lated materials are deliberately sent out to
confuse and bewilder you so that you'll
bow to wiser heads than your own.

® You voice your concerns when you have
them, not later when you phone to com-
plain to the chair about the wrong deci-
sion “they” made. You, as a full member of
the committee, are there to register your
concern. If you fail to share your point of
view, you haven't done your duty. That's
what you are there for!

® You share responsibility for decisions by
the group. Once the decision is made, it
must become your decision. No subtle
sabotage allowed. No “well, it wasn't my
idea.” This goes double if you didn't show
up in the first place. Please don't revisit
decisions made in your absence. Be pre-
pared to live with it.

2. A creative follower is willing to
listen, to be open to new possibilities.
This isn't easy. Followers are often asked
to join a committee because they have
“history"—experience and knowledge
about the past that may make them useful,
but the understanding of how things were
shouid not prevent you from recognizing
how things are now. Keep those grey cells
working, rather than drifting in neutral.
The creative follower functions rather
like an expensive camera with both a wide
angle and a zoom lens. You must be able
to grasp both the big picture and the de-
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Boy Scouts Tackle “Five Unacceptables.” Barclay M. Bol-
las, News, SUMMER 1988, p. 12.

Disabled Youth Cite Recognition, Increased Self-confi-
dence as Volunteering Benefits. Ruth Thaler, SUMMER
1988, p. 15.

Adolescent Suicide Rate Triples. Janine Jagger, M.P.H.,
Ph.D., FALL 1988, p. 25.

Help Teens Choose Life. Hildy Baldwin, FALL 1988, p. 24.
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The Nonprofit Drucker. Leadership Net-
work, 15000 Paluxy, PO Box 9090, Tyler,
TX 75711, 1-800-447-7770, ext. 0. Au-
dio-cassette series. Complete set:
$279.95; single volumes: $69.95. Call for
details.

Five volumes of 25 audio cassettes with
companion action guides, this series fea-
tures interviews with executives of lead-
ing nonprofit and business organizations
and other experts on the nonprofit sector.
Management scholar Peter Drucker and
his guests address such topics as identify-
ing the organizational mission, providing
leadership, managing relationships with
board members, volunteers and other key
constituencies.  Participants include
Frances Hesselbein, national executive
director of Girl Scouts of the U.S.A.; Dud-
ley Hafner, executive vice president and
CEO of the American Heart Association;
and Philip Kotler, professor of interna-
tional marketing at the J.L. Kellogg Grad-
uate School of Management, Northwest-
ern University.

- il etiam SRR |

The Forgotten Half: Pathways to Success
for America’s Youth and Young Fam-
ilies. Youth and America’s Future, 1001
Connecticut Ave, NW, Suite 301, Wash-
ington, DC 20036-5541. 208 pp. 1988.
$5.00 prepaid.

Researched and produced by The Wil-
liam T. Grant Foundation Commission
on Work, Family and Citizenship (Youth
and America’s Future), this report is
based on a two-year study of 16-24-year-
olds—"‘the young people who build our
homes, drive our buses, repair our auto-
mobiles, fix our televisions, maintain and
serve our offices, schools and hospitals,
and keep the production lines of our
mills and factories moving.” Presents
profiles, analysis and recommendations.

SRR |

The 1,2,3 of Evaluatmn Natlonal Chari-
ties Information Bureau, 19 Union
Square West, New York, NY 10003-3395,
(212) 929-6300. $10.00 prepaid.

A guidebook containing three tools to es-
tablish better controls, plan more realisti-
cally and tell your organization’s story
more effectively (and therefore, raise
more money). NCIB developed and test-
ed these tools over a 10-year period. For
nonprofit organization leaders, fundrais-
ers and planners.
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1988 Management Compensation Re-
port of Voluntary Health and Human
Service Organizations. National Assem-
bly of National Voluntary Health and So-
cial Welfare Organizations and The Na-
tional Health Council, 1989. $25.00 pre-
paid. (Order from: The National
Assembly, 1319 F St., NW, Suite 601,
Washington, BDC 20004, (202) 347-2080.)

This report is a comprehensive overview
of management compensation practices
exclusive to nonprofit health and social
welfare organizations. It tracks compen-
sation levels, compensation practices
and supplemental benefits and perqui-
sites on 56 selected management posi-
tions.

m—
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Career Action Plan. William Bloomfield.
Meridian Education Corporation, 236
East Front St., Bloomington, IL 61701,
(309) 827-5455, 1988. 160 pp. Item No.
3300, $7.95.

A book that helps young people develop
the critical life skills necessary to plan for
and find work while creating a realistic
career plan. Self-analysis, decision-mak-
ing, goal setting, self-control, communi-
cation and responsibility are emphasized
throughout.

iz ol g R N R I AT |

How to Receive a Delegated Assignment.
Some Useful Guidelines. Dennis La-
Mountain. ODT, Inc., PO Box 134, Am-
herst, MA 01004, (413) 549-1293, 1989. 4
pp. Sold in packs of 5 for $10.00 prepaid.

A “tip sheet” on blue and white card-
stock for employees (or volunteers) seek-
ing reasons to take on assignments that
might come their way. The tip sheet of-
fers point-by-point guidelines for accept-
ing assignments and making them work.
Includes a short self-quiz to determine
attitudes toward delegated assignments.

SN e e e e e

Utne Reader, PO Box 1974, Marlon. OH
43306. Bimonthly. $24/year.

o TP |

“The first and only magazine devoted to
bringing hard-to-please readers the best
of over 1,000 independent, small-circula-
tion magazines, journals and newslet-
ters.” Write for brochure that lists sam-
pling of articles and publications.

Reaching Out. School-Based Communi-
ty Service Programs. National Crime Pre-
vention Council, 733 15th St., NW, Suite

‘540, Washington, DC 20005, 1988. 109

pp. $15 prepaid.

Developed under a grant from the Flor-
ence V. Burden Foundation, this book
provides practical help for starting and
sustaining a school-based community
service program. Using checklists and
discussion, it presents options for pro-
gram designers. Profiles 33 active pro-
grams, including programs of mandatory
and optional service, ones operated by
schools or by others based in schools,
ones that offer credit, etc. A third section
provides useful forms, including student
registration, evaluation and a volunteer
contract between student and site, train-
ing materials to help students develop
ideas about the kind of work they would
like, a sample community needs survey,
a journal entry worksheet, and more.

| R ST AT B S B N R Ao T

Clip 'N Copy—Copynght-Free Art with
the Volunteer Manager in Mind. Associ-
ation for Volunteer Administration, PO
Box 4584, Boulder, CO 80306. $8.95-
$9.50 (see below) + $1.50 shipping.
(Make check payable to: AVA.)

The Clip 'N Copy series is filled with
copyright-free cartoons, graphic images,
words and phrases especially designed
with volunteer themes. Printed on high-
quality paper and punched to fit in a
three-ring binder. Chapter 1: The Starter
Kit contains over 100 cartoons by five
different artists and 60 words and
phrases in both calligraphy and type
styles. ($8.95 + shipping) Chapter 2:
Recognition & Borders contains over 175
cartoons, generic images and borders as
well as 50 words and phrases, which can
be used to design awards, certificates, in-
vitations, announcements, etc. ($8.95 +
shipping) Chapter 3: Holidays & Seasons
contains page headers and banners to
help celebrate the seasons, the months in
calligraphy, children at play, holiday im-
ages and more. ($9.50 + shipping)

33






Poster design by Windsor (CT) High School Student Lisa Santoro for the Connecticut Governor's Youth Action Program/State Department of Education.

The spring poster is courtesy of Windsor High School, Windsor, CT and the Connecticut Governor’s Youth Action Program, which
sponsored the contest that produced this award winner by Lisa Santoro. You may reproduce this art for your own volunteer- related
recruitment and recognition purposes.
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