












































Article Placement. As your organiza-
tion gathers news you may wonder
where to put each article. Do you put the
president's message on the back page or
the front cover? Where does the calen-
dar of events go? How important is the
election notice? Should you run a notice
of a related group’s activity when space
is tight? In other words, what articles or
columns get top billing?

Significance, interest and timeliness
are the keys to article placement. The
calendar is important, but the notice of
the awards ceremony to be held a week
from Tuesday would rate the prime spot,
perhaps the front page. Using the three
guides, you can evaluate and decide.

PHOTOS

Photos add interest to a newsletter.
Often they can attract a reader’s atten-
tion to an article he or she might have
skipped over. When spotlighting one per-
son, such as a volunteer or an election
candidate, use a head-and-shoulder
photo. Otherwise, action shots make the
best pictures. They can tell part of the
story for you or at least add a visual
dimension to what you have written.

Anytime you use a photo that is “per-
sonally revealing,’ you need a release
from the person involved. This is a sim-
ple form stating that the subject under-
stands that the picture(s) will be used
for publicity purposes. These signed
forms, which you can type up yourself,
release you from any subsequent legal
action. Examples of such photos would
be pictures of handicapped, blind or dis-
abled individuals. Anyone who is will-

stamatic. The pictures turned out fine.
Just be sure to use black and white film
and ask your photo developer to process
the pictures with a glossy, rather than
the popular textured. finish. Glossies
reproduce better.

Of course, if you can afford to, you
might want to hire a professional pho-
tographer. If not, there may be an
amateur in your group who would be
willing to take pictures for you.

Photo Screening. Photos cannot be
pasted directly on the page and
reproduced. They will need to be made
into what is called a screen—or half-
tone—first. This is a process which
breaks the photo down into a series of
dots, usually 65 to 133 dots (or lines) to
an inch.

The process is inexpensive and can be
done by a graphic or commercial photo
service. Or you can avoid that step by
having your printer screen the photos
when you are ready to have your
newsletter printed.

PASTEUP

Now that you have decided on a for-
mat and design, gathered and written
your copy, and had your photos
screened, you will need to prepare a
“pasteup” (sometimes called a
“mechanical””). Pasteup refers to
camera-ready copy for printing. It in-
cludes type, photos, line art, etc., for each
page pasted on a piece of paper.

Rubber cement, nonphoto blueline
pencils, and nonphoto blueline graph
paper are invaluable aids when doing a

pencils can be used to mark column
widths and space for photos and artwork
which will be pasted on later.

Nonphoto blueline graph paper can be
purchased at any art supply store in pads
of 81/2 x 11 or 8 1/2 x 14 and used as a
pasteup sheet rather than using plain
white paper You can use the lines to
guide your placement of the nameplate,
headlines, photos, transfer lettering, and
artwork, then type your copy directly on
the blueline graph paper. The blue lines
will not print.

Estimating space on the pasteup is the
most difficult job that you will have
when publishing a newsletter. You won't
want to come to the end of the last
newsletter page with three sentences of
the article to go. To avoid this, type up
the copy in the column width you've
chosen on plain white paper. Then
photocopy it, cut it apart and lay it on
your pasteup sheet. (This preliminary
layout is called a “dummy’") If you have
too much copy you may have to do some
editing or juggling to make it fit. If you
run short of copy, leave more blank
space between articles, around pictures,
or on the mail flap. You can also use
“fillers,’ cartoons, words of wisdom,
recipes and so on to fill in blank spaces.

One column is the easiest format to
paste up. Two columns are a little more
difficult, and the three-column format is
the most difficult and time-consuming,
Be sure to consider this when choosing a
format.

PRINTING

If your organization has the equip-

ing to pose for a picture, however, should pasteup. Rubber cement, used sparingly ment, and if your newsletter does not
contain any pictures or artwork, you
could reproduce it very economically by
photocopying or mimeographing. This
saves printing costs but takes more time
and energy on your part.

Otherwise, offset printing is by far the

be willing to sign a release.

Don't let fancy photo equipment scare
you. When I needed a picture of
children training for the Special Olym-
pics for the first issue of my newsletter.
the only camera I had was a Kodak In-
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on one side (either the back of your orig-
inal or the paper you're pasting on to)
will allow you to remove and change the
position of pictures, artwork, and copy if
you make some last minute design or
placement decisions. Nonphoto blueline
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poor have given through service. A tax
benefit for volunteer time would equal-
ize the tax treatment of the two groups.

THE CONS

Three arguments can be made against
a tax benefit for volunteer time:
1. It would be contrary to the spirit of
volunteerism. In effect, opponents
argue, a tax benefit is nothing more than
commercialization of volunteering. The
National Advisory Council on Voluntary
Action to the Government of Canada
concluded in 1977 that “this approach
runs counter to the very nature of volun-
tary action.” Payments for service,
whether direct wage payments or in-
direct tax payments, eliminate the
“volunteer” aspect of the service.
2. It would foster government
encroachment into voluntary opera-
tions. Sam Brown, director of the federal
volunteer agency ACTION, commented
recently in a memorandum to Vice
President Mondale that “. .. today's posi-
tive outlook of volunteer administrators
would soon be replaced with revulsion,
if recent educational history is any
guide. There is a rising chorus of opposi-
tion to the federally imposed paperwork
and controls which are attached to fed-
eral aid. When voluntary agencies,
which are typically less well-organized
than colleges and universities, discover
they have to keep daily records of the
hours served by every volunteer while
remembering that only certain kinds of
volunteer work are eligible for tax cred-
its, the reaction will probably be similar
to that of higher education.”
3. It would distort the pattern of
volunteering. Individuals would be
more inclined to work for those organi-
zations eligible for tax benefits. As Gor-
don Manser noted at an NCVA Con-

ference on Legislation in 1975, “... there
would be a serious competitive disad-
vantage for those agencies who did not
offer the deduction to their volunteers.”

THE QUESTIONS

As is evident from the above argu-
ments, proponents of each side must
make value judgments; there is no
definite “good” or “bad” side—merely
trade-offs of advantages and disadvan-
tages.

What is certain, however, are the
serious questions that remain to be
worked out in the creation of any tax
benefit bill. These include:
® Credit or deduction. Should the tax
benefit be a tax credit or a tax deduc-
tion? In general, tax credits would bene-
fit a larger portion of the population. Tax
deductions tend to be utilized only by
those in relatively higher income
brackets. This would change, of course,
if current attempts to change the tax
code to allow taxpayers to take both the
standard and charitable deductions are
successful.

@ Organizational eligibility. Should
all tax-exempt organizations be eligible
or should benefits be restricted? Who
will certify eligibility and check for vio-
lations? The potential detriment to orga-
nizations not qualifying is so great under
this type of legislation that there is
strong incentive to illegally qualify. The
Walsh bill listed above, for example,
would be very restrictive, limited to
volunteers serving only with the
Veterans Administration.

® Allowable activities. Should there
be any restrictions as to the types of ac-
tivities for which the benefit will be con-
ferred? The McKinney bill currently
under consideration would restrict the
benefit to services related to the treat-
ment of the handicapped. What about a
broader restriction to those volunteers
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actually involved in service delivery?
Should one include fundraising or
lobbying volunteers?

® Value of time. What dollar value
should be attributed to a volunteer's
time? The minimum wage figure used
in the Walsh and McKinney bills? The
$4.86 per hour computed by Dr. Harold
Wolozin as volunteers’ contribution to
the GNP? What about volunteers with
special skills? As Gordon Manser notes:
“There is an inherent dilemma in the
valuation of time for volunteers. Either
everyone's time is valued the same for
the purposes of arriving at a deductible
amount, which may be unrealistic (for
example, the physician who donates his
time in a clinic as compared to my high
school son, who volunteered to stuff and
seal envelopes), or a volunteer’s time is
valued by the importance of the con-
tribution, or its market value, which is
impossible.”

® Minimum service requirement.
Should a volunteer be required to work a
minimum number of hours before be-
coming eligible for the benefit? The
McKinney bill, for example, would re-
quire 50 hours of service to achieve
eligibility. Would this encourage or dis-
courage volunteers?

® Recording requirements. Some of
the major questions in this issue revolve
around record-keeping. Who must
maintain records, and what kind? Can
voluntary organizations afford to keep
detailed records, or do they already keep
such records for insurance or funding
purposes? Was the Canadian Advisory
Council correct when it concluded that
“... the system of accounting to the gov-
ernment for such time would be an ad-
ministrative nightmare .. ?"

THE ANSWERS?

NCVA is interested in the potential of
a tax benefit for volunteers. We'd like
your input on both the general idea and
the specifics of such a benefit. Would it
be worth it to you and your organiza-
tion? How can we get the best results
with the fewest problems? Is it really
volunteering anymore?

Send your suggestions and opinions
to:

National Affairs

NCVA

1214 16th St., N.\W.

Washington, D.C. 20036

We'll relate the results in a future
issue.
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Begin by reminding your staff personnel to mention your
upcoming conference whenever .communicating with
others—in telephone conversations, in correspondence, in
personal interviews, etc.

Be sure to mention the conference in your agency
newsletter and invite agencies you work with to announce
the date and agenda in their own publications.

Press releases should be mailed to appropriate media in
the target area several weeks in advance. Newspapers,
radio, television, college newspapers and other publications
should receive copies. Although some media sources may
limit your coverage to one item, you may find some newspa-
pers and electronic media willing to print whatever is
mailed to them—so don't hesitate to send each release to
every source.

The success of your media coverage may be improved if
a responsible representative of your organization discusses
the upcoming conference and the possibilities for coverage
with local newspaper editors or news directors of radio and
television stations. Ask about deadlines, and who to direct
the mailing to.

The release itself should not be more than a page in
length and should include the vital elements (who, what,
when, where) first, followed by how and why in successive
paragraphs.

Your story will probably be “cut” (shortened) from the bot-
tom so remember to position vital data in the first two
paragraphs. In the case of newspapers, if the editor is
receptive to your news items, you may wish to send several
press releases dealing with different aspects of the con-
ference, such as a story concerning a featured speaker or
another spotlighting the workshop topics.

Invite the local media to send reporters to the conference.
Perhaps the newspaper will assign a photographer or the
television station a reporter and cameraman. In any case,
make available a press release concerning the pertinent as-
pects of the conference and if there is a well-known
speaker, provide copies of their speech. Assign a member
of your staff to answer questions for reporters, such as the
number of participants.

Brochures or fliers are valuable public relations tools for
your conference, since they easily explain the basic infor-
mation for future reference. A brochure or flier is easily dis-
tributed and staff members may hand them out during
public appearances. Remember, however, that a brochure
without sufficient information is worthiess and will probably
create more bad feelings than good ones. Be sure to include
a registration form that can be detached and mailed.

Although the brochure need not be elaborate, it should be
attractive and printed on a reasonable quality of paper. Find
a volunteer professional, if possible, to design the con-
ference brochure or flier.

Evaluation

The importance of the evaluation aspect of conference
planning cannot be emphasized too greatly. In the evalua-
tion procedure, you may discover whether the first steps of
planning have been fulfilled by correctly assessing needs
and setting corresponding goals and objectives.

Evaluation provides both long and short range benefits. In
the long range, future educational programs may be im-
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proved through criticisms, suggestions and praises learned
through the evaluation process. Appropriate follow-up ac-
tivities may be planned if necessitated by the results. If the
participants, faculty and staff show a preference for specific
methods of presentation, those ideas may be utilized to a
greater extent in future meetings. Conversely, if results show
specific methods fail to achieve desired expectations, their
use may be minimized in the future.

Short range advantages of a constant evaluation process
may help to avoid problems before they arise. Perhaps the
schedule may be modified, physical arrangements
changed for the better or other causes of difficulty isolated.
Through immediate efforts to meet the participants' expec-
tations for the meeting, you may increase their responsibility
for its success and encourage them to voice their reactions.

Do not forget that the opinions of faculty, resource per-
sons, staff and the planning committee are equally as valu-
able as those of the participants. Their observations are
made from a different, yet advantageous, yiewpoint and
should be weighed accordingly.

Before deciding upon the method of evaluation you will
utilize, it is necessary to determine:

—what kind of information you are hoping to obtain through
evaluation;

—where the information will come from;

—how the newly obtained information will be used; and
—how the information obtained during the evaluation will
be reported.

Personal interviews of a representative section of the par-
ticipants may result in a great deal more information be-
cause of the “face-to-face” contact, but the effort is time
consuming and requires training of the interviewer.

Through preparatory meetings, the conference planners
can meet with the participants ahead of time to discuss the
goals and objectives and prepare them to attend. This type
of evaluation requires much planning and preparation. To
avoid misunderstanding, point out that premeetings are de-
signed to accomplish the goals of the conference or
workshop.

Discussion or "bull” sessions during the conference can
provide a wealth of information by noting questions or sug-
gestions in addition to the discussion contents. If
systematically reported, it can be very useful to future plan-
ning.

Moderators may serve as “roving reporters” or a group of
persons may be assigned to mingle with the participants to
get the “feel” of the conference.

Questionnaires may be completed by participants, staff,
planning committee or faculty before, during or after the
conference. Form and content of the questionnaires may
vary but try to contain it to one page. Multiple choice ques-
tions work well and should be included whenever possible.
Also include at least one “open ended” question for sugges-
tions or general comments. Do not require the respondent to
sign the form to encourage free expression.

Post-meeting reports also provide valuable information to
the success of a conference. Encourage reports from partic-
ipants’ local organizations, staff, the planning committee
and faculty.

While no planning effort could be totally worry-free,
careful attention to details and strict attention to the evalua-
tion process can assure success every time.
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people concerned with rejuvenating
such pride. Many of them are not in the
volunteer field today.

2. The Opportunity to Participate

Any society which is free, or aspires
to be, seeks to guarantee the right to par-
ticipate. For example, we have the right
to vote, the right to assemble peaceably.
We can advocate any cause nonviolently,
if it doesn't restrict unduly the rights of
others. But try reading the Bill of Rights
alone on a desert island. The point is the
right to participate means little or
nothing without the opportunity to par-
ticipate. Volunteering is a principal way
our society has of adding practical op-
portunity to abstract rights.

Insofar as volunteer leaders do their
job, they increase the range of accessible
participative opportunities. Nonelitist
volunteering is in a sense an extension
of the ballot. Citizens have greater op-
portunity to “vote” with their volunteer-
ing every day, instead of maybe once a
year. They also have greater choice of
“candidates” for their “vote™: a whole
range of service, policy and advocacy
volunteer roles.

There is more of a potential rather
than actual situation as long as the
volunteer movement remains signifi-
cantly elitist instead of “people ap-
proach” in character. The “ballot boxes”
for the volunteer vote must be located
not only in marble agency halls, but also
near all people—with transportation
gladly provided as needed.

To the extent we take serious respon-
sibility for achieving this, volunteering
can implement a central value in our
society: making rights to participate
more meaningful by linking them with
opportunities to participate. I know of no
other vehicle in our society more prom-
ising in its capability for doing this. We
should say so to anyone interested in
good citizenship.

3. Freedom/Free Choice

One important index of freedom in a
society is the range of choices open to
people, realistically limited by death,
taxes, school, the draft, traffic lights, and
the like. Volunteering represents a main
vehicle for extending permissible,
realistic freedom of choice.
Theoretically. you can choose not to
volunteer or you can negotiate and/or
choose among a range of volunteer op-
portunities, and quit any one of them. In
the real world, ‘'staff resistance”
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diminishes this as does a limited range
of accessible volunteer opportunities to
choose from. In some cases, there are
also real pressures to volunteer; for ex-
ample, the ambitious executive who
knows his/her firm links promotion to
community participation. Not inciden-
tally, volunteer leadership itself may be
creating some of these freedom-
diminishing pressures, with overkill in
incentives and pleadings for volunteers
to remain, or other undue pressures on
the nature of volunteers. Possibly a
realistic “right to turnover” is more con-
sistent with the voluntary spirit than
pressured perseverance.

Volunteering today is thus somewhat
flawed as a representative of “freedom
work.” Moreover, one also can refuse,
change, or quit paid work jobs. But
freedom here may be infringed upon by
the need to keep wolves and creditors
away from the door, however much you
dislike the work.

Volunteering, as we know it, is still in
the process of arriving as a prime ex-
pression of freedom. Nevertheless, I
think we should enunciate the ideal as a
kind of civil rights in work to all who
care about freedom, but who may not
recognize us as companions.

4. Actualizing the Ethics of Car-
ing

There is a strong message in our
society carried by our great religions but
with a secular parallel: We are meant to
do something in this life, but we must
take care of first person singular. We are
meant to care about others. We can do
this in some kinds of paid work.
Nevertheless, I believe volunteering is a
crucial, more accessible way of actualiz-
ing abstract ethical principles. I suppose
this is perilously near platitude. But peo-
ple who feel strongly about the ethics of

caring probably tend to implement them
through action, much of which is volun-
tary in nature.

There still may be a position vis-a-vis
ethics which holds that contemplation
needs implementation, and I believe this
is also the essential ethical position
represented by volunteerism. Therefore,
we ought to make ourselves known to
others who feel the same way in a
different language, then join forces.

5. The Worth and Power of the In-
dividual

Every “volunteer value” we've dis-
cussed is oriented to the individual: par-
ticipatory rights, freedom of choige,
pride in work, and caring about others.
In these and other ways, volunteering at
its best says you can do things by your-
self and for yourself. I believe volunteer-
ing in our society today continues to
offer the hope of power in individuals, if
only they will make an effort to use it
while we effectively facilitate their
efforts.

This volunteer sense of worth/power
is probably lessened in many agency
volunteer programs, because volunteers
are seen mainly as fulfilling the will and
mission of the agency. Their caring is
co-opted rather than facilitated. But it
can be nurtured more so in all-volunteer
or volunteer-dominated groups. in ad-
vocacy groups and by individuals them-
selves.

Alienation in our era seems to be
based on a belief that important things
can be accomplished only by big busi-
ness, big government, big labor. and
maybe big volunteerism. So we need to
say it again, to all who are concerned
about erosion of worth in the individual,
though unfamiliar with our lingo:
Volunteering says you can. Not many
other groups are making that statement.

The Natlenal

' brochure contact

Informatlon Center on Volunteerism
(NICOV) offers a wide selection of service plans for
vclunteer programs w’hrch mclude consultatuon publlca-
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(Continued from p. 2)

to show retarded children how to crawl. Tracy has made a
list of good things and bad things about volunteering:

Makes me feel good. If you make a promise to
Keeps me busy sometimes volunteer and something more

when I don't have anything to fun comes up you have to do
do. the volunteering because you

promised.
Sometimes it's boring.

Teaches me about people.

Makes me proud when I help
someone and they succeed.

Tracy already is well aware of the virtue of sharing. Would
you say that she fits into a category?

Nat is a 45-year-old black midget in a wheelchair. He also
is a Big Brother and spends a great deal of time with youth,
counseling and teaching. He gives talks on behalf of volun-
teerism, and in general he is an inspiration to both the
physically fit and the handicapped. Would you label Nat
“disabled?"

The expanding benefits of volunteerism go far beyond the
obvious as staff members gain a new perspective on client
potential. Many concerned staff have dream lists of things
they would do if only they had the time. One facet of such
wishful thinking came true for the Virginia State Office on
Volunteerism when a Junior Leaguer developed a booklet
for us called “Funding Resources for Voluntary Programs.’
This has proved to be one of our most widely circulated in-
formation pieces. In another instance a college student ma-
joring in political science volunteered to attend meetings
and bring back complete sets of notes. The director’s wish to
be in two places at one time was fulfilled.

The possibilities for creativity in volunteerism go on and
on. The Voluntary Action Center in Hampton, Virginia, has
published a special volunteer pamphlet for insomniacs and
those who work the early evening shift.

There is a saying about the halt leading the blind, but col-
lege students in Washington, D.C., are conducting a volun-
teer program whereby the blind lead the sighted. Each year
children attending the Lighthouse summer day camp can
become leaders in a braille sports car rally. Drivers follow
route instructions read to them by a blind or partially
sighted navigator from braille or large print sheets. One
driver admitted that using a blind navigator was a little un-
nerving at first, but the big thing was having the kids get
such a kick out of performing the service. The rally master
is familiar with the braille reading ability of the children,
and the course is mapped in advance. There are few sports
that a blind person can participate in, not to mention taking
a navigator's role.

“New areas of volunteer service are opening in the United
States today,’ Harriet Naylor tells us in her book Volunteers
Today, *and favorite assumptions about volunteers are being
jolted. Attitudes and ways of work are being refashioned.
The distinction between public and private services is no
longer sharp. Our image of a volunteer is taking new form.
Sometimes, for example, his expenses are paid. Committed
to the value of volunteerism for a democratic society, we
must adjust patterns of leadership development to new de-
mands.’
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The volunteer coordinator has a mission accorded to no
one else working in human services. The social worker is
assigned a caseload or a group; the psychiatrist and the psy-
chologist have their patients; counselors have their clients.
Those who work with volunteers have the entire range of
humanity to choose from—no limits, no restrictions, no
classes, no barriers, no fees to collect.

Many programs across the country are accepting this
challenge. The Retired Senior Volunteer Program has Foster
Grandparents, and there are Senior Companions. Both rec-
ognize the needs and abilities of older adults. The very suc-
cessful walk-a-thons, bike-a-thons, and dance-a-thons dem-
onstrate the abilities of youth to meet some critical needs.
High school seniors escort the aged on shopping trips in un-
safe neighborhoods.

A volunteer coordinator is, in a sense, a conjurer. A non-
traditional volunteer can be given a traditional task. A 71-
year-old welfare recipient with a drinking problem looks
forward to reading stories to children in a hospital. A 17-
year-old boy with a severe case of cerebral palsy, speech and
walking problems, teaches a chess class. A female substance
abuser, suffering from arthritis and walking with assistance,
has coordinated the volunteer programs in all branches of a
large urban university.

We in the field of volunteerism have the opportunity to
build new images, the ability to retain the best of the old
ones, and the courage and foresight to venture into the
untried.

Not to do so negates everything volunteerism stands for
and betrays those hominids who first stood on their own two
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