
,'. , 

',-<, 
, ~\. 

'\ 

This microfiche was produced fromdocume~:ts nce'ived for 
inclusion in the HeIRS data base. Since HeIRS cannot exer~ise 

control over the physical condition of the oocum,ents submitted, 

,---

11111
1
.
25 IIIIIM 111111.6_ 

MICROCOPY RESOLUTION TEST CHART 
NATIONAL BUREAU Of STANDARDS-1963·A 

Microfilminl procedures llsed to crute this fiche comply ,with 

the standards set forth iR 41CFR 101·11.504 
} 

Points of view or. oPinhnns stated in this document are 
those of the authorls) and do not represent the official 
pnition or policies of th U.S. Department of Justice. 

, . 
U.S. DEPARTMENT Of JUSTICE 
LAW ENfORCEMENt ASSISTANCEADMINISTRATlON 

~, - ' ,', '('( .\~,;~, ' . :., 
NATIONAL CRIMINAL JUSTICE REfERENCE SERVICE 

,WASHINGTON, 0.C.20531 
a 

t~ . 

~, " 

(] 

\\ 

,',< 

GUIDELINES FOR PROFESSIONAL STAFF 

For 
',' " 

.:1.;1:" ' Es~iBLl:SHING 
VOLUr.4TEERS IN PR6BATlbN SERVICE, 

';:," 1\ 
,:: 

;' .. N. Y. State Divisi90 of Probation 
","'::; ; ~ 

A1btiny tN. Y. 

,December, 1974 

__ '------.. " __ ~ •• ..r ........ ___ ........... \; ........................ em ... ctt1Tjl"'~ ._ . _J>_'" ~-- ~ ............. '~, _..".'.;,......-...._~r .. • ... '_ .. 

" 

( : 

(.) 

If you have issues viewing or accessing this file contact us at NCJRS.gov.



i 

Civic, government and servi?e agencies enjoy much of ,their }?re,~e,nt 

growth due ,to the '-work . and~chi'e~.a~ent of citizens"';'ho volunteer th:~ir 
" ii. ~ .;, '" '~, '- -'''-'-:;,o~ , : . ,\' .-

~. ~. , 

t.ime and talent t,,o collaborate '~~.the work of thrse~gencies. The r 
tiIn~~honor,ed sucq.~(ss of the Red Cross, correct.io~\prOgrams, Charnb:~r~: 

,,~~~ '1"::; ";~;~~. ';:,', 

of Commerce and ntfmerous Servide"~:''Clubs testify to thl accomplishrnen~'s of ... ~,)(, .>:~ J;.";:: :: " 

.}iitizenswhofreeAs, gave of the~r time and 'effort. ';;~his c~llaborat~.on 
Jf;: ~ 'i . (; 

~~tc\~izen VOl,unt~~r and profes~~onal ha~ notonl¥ 'I~complish'ed past;+"'" 
:j'q'i" :.; , I;, ,_' I ~~, 

':Wi:,~oa,;Ls but alS:o hasJ~provided orgaI:flzatioris with the m1:ppower to plan new 

goals for increas~~, service. In;~ddition, this ~oll~borative eff'6rt ilk c, 
d'!:','·' .,> /~~ .. ~." " '~~" " ,··;.~f~~~~ 

has given:"'fresh stii'imli to thepi:-ofessional to carryqut his work atM' 
" .-;';;;:, 

enlighte~ent to th~ c,it'~:£\~fi:);~iolunteerr:gaI'ding the troblems encou$tered 

by community agencies. :, 'K 
• 1 f)~ . " ;:_~&,' 

) ,1 l ".:: " ',1; 14: 

The groyith cycle in'volUlnteerisrn ha:s also made ai.%dgnificant +wpact 

"; on the Ju:s'tj!~e system~> In 1972, a national survey: f~:(~.nd that appro~;i-
. ',. ", d) ','." 

·',r !' ::::;~ ~ 1 '~ 

mately ;two-:thirds of the criminal justice agencies' in'::fthe United St?':fes - .. 
.. },~, p~~~ 

repor~~d ~ome significant involvement of volunteers i~l~ their helpin~r 
';,' " 1 If -",r:l~{ '~.:;:: 

service olriented programs. . ;I~~'~; . 
.;' . 'F,~ j':-" 

Citizen volunteers in the Justice System have enrich@tl prison :g:r;o-
:.\j - ~. 

g.rams,l.extended and intens·ified probatipn services anct( are closing b1)8 
. ': .'. :f/' 

gap brb<leen the ex-convict. and conununit:ies. • 'l~herefore" a volunteer Y 

in Pr.bbation is defined as a citizen who, under the guidance of pro-i 

fessional staff, works with probationers, or with the departmen't in . 

. some o:1':'her service capacity. 

The basic purpose of a citizen volunteer program in Probation is 

to involve citizens in local Probation agencielS in order to increase 

probation service. Consequently, a probation staff enlarged with citi~ 

'"1. Guidelines and Standa.rds for the Use of Volunteers in Correctional, 
prc.lgrams, LEAA, Scheier Ivan, pg. 4, August 1972 

ii 
,~ , 

zen volunteer scan proY,ide more complete and more profelflsional service. 

The citizen volunteer ~1sists and reinforces. the Probation program. 

Volunteers are not luxuries, t:h~Y" are part o~'..~J:.he services offered by 
;/ 

a Probation Department. Professionals can nf/w focus on specific case 
,'j ~ 

needs where their sR,ecial sk~lls are required. At the same time, 
.' ,,' 
. . . 

volunteers can expand areas of service ranging from individual t.utoring 
<', 

to marriage counseling. 
I' 

Further, the expectation is that volunteers, 
1~~::; ;',~ ,;,' " "" '" . 

. , 
well selected and trained, canas a result ,of their knowledge, varied 

bac:.kgrounds and experf'~nce, discover and focus attention on some pre-

viously unsuspected serViCe~¥pl:l'0r;, 

offer· is their time. Their t.ime The special gift which volun~:eers 
:'.\ 

provides service to other people ~kich may ,.'~evef be achieved solely 
"".~: 

by the employment of a paid staff .:'~;; ,Because they 

time, relat.~onships withthe~'~ cltlnts a~~ often 

are freely giving their 

more relaxed and in-
[ '- '.; ~f~"'1 :.' 

formal than those of paid worl~ers. They can devote a great deal of 
, . . 

" '. i ",' .'.,' 

time to one particular clientpr J:o a single piece of work tha.t is 

necessarYf arid they are able to continue ~. relationship almost indefi-
~ t 

nitely withOu.:t having to :.consider possll;lle greater needs of some new 
" :?'.',·\:i\ 

clients for whom there is a sta:t.:utory'obligationto help . 
(,) 

Probation service delivery can,therefore, be amplified and inten-

sified through the use of volunteers working with professionals, 

making a much more effective service than one which relies solely upon 

the Probation officer. 
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"USE OF TaE GUIDELINES 

Because local probation departments vary in number 

of professional personnel, prObationers a,pd work

load,\\- the guidelines are not designed to speak to 

every local variance. Rather, they are designed to 

be applicable to each department, as general'guide

lines. Specifically, where to begin a volunteer 

program/ what is the proper supervisory stru.cture, 
, " 

what is the proper design for training and evalu-

ation? Each specific issue must be left to the 

local probation department. 

The New York State Division of Probation Volunteer Services Unit 

will bontinue to develop further material in the area here'in:des-
.~ ,:~.' 

cribed, and serve as a resource and consultative body to loci3,'l de-

partments. 
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The effective im.pJfeme~ta~ion of a Volunteer P,rogram in, PX'obation 

",,,,,,,,,,dB init~ally t.he \\dmin~strator' s commitmen:, and does involve fox 

t'heAqndnistratot' some changes and the,; delegation of some aspects of 

probati,on practioe wh,ich do not fiti,ther t,:ra9,it'ioI)aldepart.menta;1 opera

tions" TheadminiIDtrator is t'.Qe key, flgri,re 'in initiating ot' ~;l':panding 
any kind of program. It is the adrainistrator wh~ establishe~ the con

cept by which opi'ilion artd reaction iii both the community and ,the agency 

will resnond to the' prori' .. r' ::1m. ,. I:' ~. ~'! ,It is the administrator's apprOach which 

assures the necessary coqperation.of the staff. The administrator's 
,. 

positive attitude regard,~ng the contributior:i 9f the volunteer will give 

the necessary support to 'the program and lessen misundetsth~h~in9 or 

negative feelings wbich might a~ise. 
}~~1', 

The sucgess or a Vo;l:unteer ProgrcWl i$qui:r:es 'that it address the 

concerns of t.he professional staff. An endeavot of this importance 
f;, 

cannot be im}?osed, misunderstood as to""its int~ltt.f nor~llawed ta grow 
\ 

at too slow a pace.. The' enti~e staff', or" tit least those int~rested, 

mu~t resalve possible misgivings with such,. a ptogr~ prior t.o iden

tifying department needs, and plannin~j 'V'al'l.mteer p1iogram implementatian. 

An effective fot'UIl\ f6r stUdying yolunteerism is the regular staff 

meeting. At the outset, as with any new program, regular staff' 

meetings sh,ould be. supplemented by frequent program pla11ning and develop

ment activities. The agenda should include: 

1. Developmen.t of a Professional-Volunteer Team Concept 
, 'Y 

,14~"',An~;t~~sJs or Probation department needs 

'3. Development of a.kills as resource professionals and 

managers. 

\~ 
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DEVEL.OJ? A .~fROP:ESSIQt~AL - VS!~UNTEgR 1RAM CONCEp'£, 

An essent~,al in9redient to ~n.y vQ,lunteerprogram is a s:pirit. of 

cooperation bet:ween $t;.aff and VOl1ll1tee;r:s~; This raises the issue that 

pai.d s~~ffmay nat welcame' a vol~"n~e(1:,t,pro9ram. The lack of acceptanc,e 

can,}?e based 'on such fears as~ 'j]),dderl Sii;-aff time needed by volunteers; 

threat to pr.ofessional image~thre·at: to job security; unre.lia1oility 

of voluntary workers: improper use of confidential information and'a 

failure to appreciate limitatians. These concerns are real and they 
Ii 

must be address,ecL Initiative must come from the Ooordinator of Vol
<.:' 

\.mteers and the Administrator, at staff meetings or small group meetings 

1.n Qrder to resolve these concerns. Ad~qk~late staff time g.-iven to this 

area, if .n~ce·,;;sa,rYf will se;rve to inSUre th~t t.he volunteer program 
.-" 

;s a staff l?rogl:'am~ Staff input, therefore, is a keringredient to 
:~ I'; 'I ,:.:: f. 

.~. 

pltogram success. 

In addit~on, staff participation should play an active ~ole in 

program reoruitment, planning and evaluation. 

AN'ALY'SIS 0'1" DEPARTMENTAl:, NEEDS 

Proper departmental development grows out of on-going evaluation 

of department objectives. The question always to be asked is:> what 

are we daing, not ",hat have we done. 'l'his means on-goillg self' evalua

tion. 'rhe interfacing of a Volunteer Program with depaxtmerit-al objet.l

tives must also stand this test of self-evaluation. Th(~refare, cursory 

cOl.'!Ullents, "Well, maybe tpe~· can supervise easy casEfs," ox; I fiNe> Volunteer 

can do a pre ... ·<sent.ence investigation" militate against dE~pa:d:mental growth as 
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well as depriving the professional of exercising'their skill,in ana
i 

.lyzinq present pXogranl effectiveness. Precise j1~b descr.iptions, re ... 
" 

ct.uitment of Volunteers l maximum Use of the voluj~teer initiative and 
, 1 

sltil1 depends upon the skillful preparation by t1~e st~ff. 

'One technique of assessing present program 1~erformC\~ce and per-
, (r 

haps need; that l,.~ n be suprlemented by VOlu.n:teer\~, is a self- evalu-

ation checklist. A few examples fo'llow: '1\ ~~ 

(A) prime Prevention 
" 

(I 

lo _____ The department has developed and diss,minates comprehensive 

(8) 

" r 

\\information cover;i.ng communityresourc.es. 

2. There is an 6ngoing assessment of the <.lelivery aiild effici----
ency of Probation Services. ,,',; 

':'!\I, :' ,,' 

3. ___ Staff is assigned as liaison wit~ cortunu,nity res~tij~Ce~;f. 
'1 ."-,, 

'!J 

4. ___ Staff is ,assigned to p~blice'diational activi~,i~;S regardin9 

delinquency and crime preventi~n. ,t; 
5 ........ __ 'l'he Probation !>epa);'tment participates in the deve.:lopment of 

" 

~:, 

}:ntak! 

lo ___ 'l'he l?xQbatio-nDepart.ment has ;an intake program. 

,2 ,,_ • .-A wide range: "Qf co~.unit.y reSO\lrc~s are identified 'and util

l,::.~{\ in meetil,)g the needs of those assigned to the intake 

"j--" 

, -,': 

.3,, ___ ,_....;R.O.R. services are provided. 

4 .. , .... ____ Probation supervision offices arfe located in the geographical 
'. \:f 

area of residence and/or activU:y of the clientele~': 

1 

! 

~ 
! 
! , 
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I 

l 

Ii 
II 

-4-

(C) Investigation an9 Presentence Reports 

(D) 

1. The primary purpose of the investigation is to provide the 

court with sucoinct and accurate information and analysis 

for judicial decisio'n making. 
I; I' 

2. In the interest of clarityp preoision, effectivenes~ abd 

economy, only information directly :r.elevant to the judi.cial 

decision is collected during the investigation., 

Supervision 
n 

l.)~ system of differential supervision is est~ablished in 

\'1riting. 

2. continuous evaluaticlh is made of the supervisory program/: 
---, t 

:,1 

and recorded in the case record. 
, ,'. \' 

II 
3. ___ Adjustments a;re made to the supervisory program in keeping 

with the findings and results of the case evaluation. 

4. ___ As needed for t~,~ supervision program, commWlity resources 

a,re arranged,. or de'leloped., and scheduled for service to 

the probationer. 

other techniques that might fadilitate, the analysis of departmental 

needs include: 

1. Utilizing a resource person, knowledgeable in probation,s:=rvice 

and communication skills, to a~t as a group l.eader and facili

tator for staff discussion. 

2 . Di viding ptesellt staff into teams to study and evaluate each 

func·tional ar~a of service delivery and requj.re e~ch team to , ~ 

report on how each area CQuld be improved through the use of 

"<I, 

, \' 
'.' 
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volunteers. 

\)3. Surveying probationers as to what communi,ty resources they 

need. 

o 

DEVELOPMENT OF SKILLS AS ~SOURCE 

PROF~SSIONALS AND MANAGERS 

J~ ~'(th the advent of a Volunteer ,Program, the Probation Officer 
~~ 6, 

as'sumes two new roles. The officer becomes a manager ofV,Ol1.:u')teers and ___ .;;;...;;0=.-. 

a consultant to them as they relab;/ to the probationers. In ordel;::, to 
5' 

fulfill both roles adequately, staff training for supervising volunteers 

is fundamental. Workshops, in-service' seminars, or staff discussions 

in both areas are recommended fO;l:: staff. 

This dual responsibill.ty will call for parbti.cular skills. The 

supervision of Volunteers Ilteans the aequisitd.onoz ~nanag~Yl.l\ent and leadex'

ship skills, an,d in general l1earning t.o help volunteers se~their., mis w• 

takes and improve. As a cons1.11tant# the PX'obation officer will be 

deVeloping skills in group dynamics, -communication, and in volunteer 

recruitment, particularly from; minori~tQy groups .. 

Under· 'the mandate to provide sta,f'f training and dElvelopmept ,the 

N'ewYork State Di'V'ision of ,Probation will be organizing workshopE.::':~nd. . ; 
Jt 

training programs to assist local Volunteer Coordinators in cari1=yi-bg,: 

out their neW funct.ions. 
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PLANNING THE VOLUNTEER PROGRAM 
> ""- • 

Careful and practicalplanthing is necessary to insure that the 

Volunteer pt'og'rarn fits into the ,overall goals of local probation seryice 

delivery. This will assure that there are meaningful work experiences 

for volunteers. Planning initially means a realist.ic analysis of the 

'Wotk to be done so that responsibilities can be divided into manageable 
,) 

and interesting tasks to be assigned to volunteers. 

The management of this planning stage is best carried out by a 

Coordinator of Volunteer s, full or pa,rt time. Large departments might 
;, 

eVen consider two or more coordinators. The rationa1.e for t,:nis immediate 

staff appointment is the 'peed for ong,oing efff,active program ,pla.nn:i.ng, 
" , " , 

facilitation of sta·ff input,' and the overall administration of the 
\ 

program. \ In Iddition t the Coordinator designs programs to mee.t,the 
\) 

needs expressed by the staff. For e:a:ample, the expansion of.~e.tvice 
.. 'I' 

deliv~ry in intake (Volunteer employment liciisona) and deceli~~ra~,i;ted 

programs, (special reporting centers~, increased. counselin9' ~apabil.i.ti~s, 

the addition of interpreto'r.s and employment counselors may be areas:,:;>,f 

staff concern for which the Coordinator can design Vo,1.unteer ;pro9'xamri. 

The first step in the planning stage, the analysis of work t.o be 

done, will be aided by an identification of the following: 

1.. The unmet needs of probation clients'. 

2. The needs of the community. This could include judges 

as well as the various social agencies, both public and 

private, with whom the volunteers will have contact. 

3. The wishes and needs of the probation staf£~ 

4. ,I What will volunteers be willing to do. 
)i 
If 

;,/1 

1 
! 

(I , 
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Once the work to be done is ident:Lfied, volunteer program objectives 

can be d~tined. and the methods to, meet t.hem be designed. 

The .~.econ.d stee in pia.nning .is crucial to a suc~essfulprograrn, 

defining clear program objectives. What exactly do you. want the Vol

unteer Program to accomplish? Program objectives shoUld also be con

sistent with tbe goals of 'the Probation Department .:'The objectives 

m~foltbe attainable and practical for the Department., a"s well as written 

in specific rather than vague or general terms. The~esign of the 

pro9r~ and job descriptions develop from these ~ritten objectives. 

A consi(leration of the following and similar questions will hel}? in

sure effective planning program implementation: 

1. What is the program to accomplish? 

2. What are the Volunteers to do?' 

3. To whom will Volunteers report? 

4. Who are the clients? 

s. 
6. 

Who will refer clients to .the Volunteerst? 

How will clients be referred? 
,-/ 

7. .Who will supervif3e/their work? 

8. Who 'wiil be responsible for correctin9 'What goes wrong? 
,1 

9.. When are the objectives to be accomplished? Are tl'le 

obje4~tives lo~g range or short? 
I' '. 

1\ " 

Planning the volunteer program must also consider the department's 
"":j 

organizat.ional chart.. The inclusi~;n of the position of Coordinator of 

V;;ylunteera shoul,c1 clarify the lines of fo.rmal and informal communication 
~-'~ ) ,,/!~ :, 

~!~een t~~rao~~dinator, Supervisors, and Probation Officers .. / / ;;r 
/~/ 

c:. .. _/ 

} II 

An example of such communication follows: 
(ley: 
___ Formal 

--,... ...... Informal 

I _Supervl.sor 

. 
The organ.izational chart oan also serve as a valuabl~,e resource in 

.order to obtain total staff input for the training: phase of the v01-

unteer program. 

1. Job Descriptions 

Af'l;.er ascertaining the tasks that a volunteer will perform, and 

,·,here organizationally, it is advisable to provide job o.escriptions. 

With realistic job descriptio~s for volunteers, planning can be concen~ 

trated on the work to be done, candidates easily identified and matohed 

to the work requirements. The objective)s of the job, the time it will 

take, the limits of responsibility and the lines of accofhtability 

should all be specified in the job description. Training requirements 

should also be a part of a comprehensive job desc~iption. crob de

script.ions must. also encourage the recruitment of low income and minority 

volunteers. 

By means of a clear job description, the voluntee~ will be made 

to feel as an integral and contributing .~art of the Probation De

partment. 

1 
1 
( 
f 

i 
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·t»osition: 

Staff Advisor: 

Purpose: 

" 
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~AMPLE JOB DESCRIPTION *1 

Investigation Aide 

Principal Investigation Officer 

Assist Probation Officers in t-he work of 
Presentence investigation 

Major Responsibilities: Receives client and explains the purpose of 
<-----/:.-;:;::;:'/.:;; ~ 

the presentence inv~stigationf>,provides the client with form 

DP 2.3 (Defendant's ,Presentence Questionnaire) and assists in 

completing the form, introduces the client to probation officer 

and as~ists probation officer in verification of infQrmation r 

and home and collateral visits. 

Responsible to: 

Respdn~ible to Serve: 

Time Required: 

Qtl:alj~ficatioh~) 

One probation supervisor or one probation 
officer 

AssignedpreEl~ntence ;~investigation clients 
.,' '\' 

">, )1 n 

Qri~f,.)tationand training - one hour a week 

t 1), "', l' :r,n.;,,~;rvl.ewJ.;ng c l.ents - four hours a weelt 

As~isting pr'6bationgJficer - four hours a 
wee')( _ ':~~,~ 

Knowledge of agency, 'plans, program goals, 

d'lierttele' needs and agency needs i general knowledge· in the art of 
;'~~~i.-J '.< . . <', , ,.-', 

, humax'fnpotnmuni.cation;B.A. preferable, although this could be 
, :\~ , __ ;,,1:" • , 

,-~ 

waived in specific instances; knowledge of community se:rvices and 

resQul;'ces; willingness to take training. 

Training Suggested: Attend,arice at volunteer orientation sessiOn:~ -
,,7 

, 011.e hour a week for three weeks. Ongoing training and develop-

mentwith staff .... one hour a week through~~t. term • 

. 'Term: 

r 

.~ 

\ -. , I', 

I 

I 
I 

_ L.;; 

" I' 
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g\.MPLE JO~:3 OESeR! PTION #2 
I 

pO$ition: youth Program Tutor 

staff Advisor: IHrector of assigned supervisor 
,'>,. I 

Purpose: Provide educational assistance for clientele 
who have difficulties achieving satisfactory 
grades at schoo* 

Major Responsibilities: Meet regularl~l one-to-one with aSsSigned pro

bationers to improv~ their school work, develop new inter,ests 
"~I ,~ .. ,' 

and increase their motivation toward ,educationi coordinate'regu-
" .\ 
,,' 

lar J.y with client t s probation officer regarding progress; attend 

assigned staff meetings to assure mutual cooperation and growth 

and share information. 

nesponsible to: Program Director or assigned probation off.icer' 

Time Required: 

a week 

Qualific~tions: 

Staff meeting - one hou~~a week 

J, Instruction service to clients 
q 
I:, ,,' .. 

three hours 

13 ~,A: ;r college stttdent; interest in_~l1.d en-

joyment of working with youth; ability t.o communicate with youth 

from disadvantagec1:homt~s; adequate knowledge of relevan:t subject 
\, 

matter to be taught; willingness to attend orientation courses 

and staff meetings. 

Term: 

Training: 

One term, September to June 

orient'at-iQ~ ___ . r 

(in" thi's caEeijoiy r"addl tional trai.ning may 
not be necessary) 

l 

! 
l 
,\ 
i 

I 

I 
I 
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SAMPLE JOB, DESCRr~ION #3 

. Position:' 

. Purpose: 

Majo.r Responsi,bilit.ies: 

Volunteer in Probation 

To develop a helping relationship with a 
Prnbation client 

To build a feeling of trust and understanding 

with a Probation client assigned one to one for the purpose of 

providing st}.pport and direction to the ,client: report regularly 

to client's Probation Officer: fill out contact reports. 

Respon~ible to~ 

Time Required: 

Assigned Probation Officer 

Direct involvement with a Pit;:obation client -

a minimum of one contact each weeki'preparing and filing contact 

reports - 1/4 hour a week: consulting with supervisor - 1/2 hour 
.,', c:::.:::: 

a week; attendin~ in-service training'- 1 1/2 hours a month. 

Qualifications: 
'. 

A mature adult, age 18 or over, with necessary 

time, concern, commitment, able and willing to have a non-judg-

mental attitude. 

Training Suggested: 
, :):\~'~!:~t!: 

Three orientat,,'~on sessions by Probation staff; 
l',:~ 

and a moiithly",,~:p.-service training session. 
. ,:;,1,\: h~:~~~a,: 

,< "">7i~~' 

Term: ,:p~e year commitment. 

h 

Ii 

1,,1," 

" "" 

".,,:\ 

o 

position: 

Purpose: 

\ 
\\ 

SAMPLE JOB DgSCRIPTION #4 

Deputy Volunteer Coordinator in Probation 

'J.lci~:as~ist "(and substitut.e for, in emergencies) 
'the Co\:)rdinator of Volunteers in Pr6bationin 
the general administration 'of the program. 

M(!.jot Responsibilities: To facilltate the ongoing operation of the pro-

gram by acting, as volunteer liaison between various departmental 

programs, and to coordinate the training programs inherent in these 

programs: to assist in the training Q~ volunteers; to assist in the 

recruitment of volunteers by the development of resources; to 

address large groups of interested citizens orienting them to the 

Volunteer in Probation programt to become involved, in the Probation 

process seeking and developing new ways and means by which Volun

teers can c'hange and develop within the Social Justice System. 

Responsible to: The Coordinator of Volunteers in Probation 

Time Required: Minimum - 2 full days a, week at present 
"'.' .. \ 

', .. " 
Maximiun - 5 day week (limited";'~~:>urs per day) 

Qualifications: Mature adult~ at least 18 years of"a,ge,. 
",' 

intelligent, unde~standing and willing to learn. Knowledge of 

existing groups within the Cbunty that would be interested in 

Volunteers in Probation; previous experience in administration 

desirable. 

Training Suggested: Initial training of one week (5 consecutive 
.;, 

days): one hour every week with coordinat,?r; ou.t.side conferences, 

seminar's , institutes as scheduled .. ' 

Term: One year commitment. 
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Ih summary, the planning process for a volunteer program in 

Probation includes: 

1. Identifying the needs of staff, department~ community 

and offender 

2. Establishing goals and objectives to meet these needs 

3. 

4. 

5. 

Designing the volunteer program 
',,1"\\:'\:4 

Dett~rminiti~:, the administrative structure 
:;.',:~~~ij;. . 

Monitoring program implementation 

6. Ongoing evaluation of the program 
" t, 

'r, ' 

_.l 
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PROORAM SIZE 

Most authorities in the field,of volunteerisrn~ e.g., NICOV, 

Boulder, Colorado, advis~ "start small ll in order to have a manageable 

program that can grow gradually and natura,lly. A small beginning is 

the normal extension of the planhing stage and the best, way to test 

plans made, correct mistakes, and provide fo~ the unforeseen. 

"START SMALL, DON'T STAY SMALL." Anticipate growth and plan for 

an expansion of the program, after six months to a year's experience. 

New horizo'ns will open, and the program can grow on a solid foundation 

of success. 

PROGRAM 'FINANCING , '" 

volunteers receive no salary, but they require training, super-

vision and support. The resources of both the ,community and the depart-n . . . 

ment shotJ.ld be assessed and the .following support items considered: 

insurance for volunteers and the department~ staff and volunteer"t.ra:ining), 

conferences· and reference materials, travel expenses, groups activities 

for volunteers and clients, ackno\iledgement activities, volunteer identi-
,~:;'~': . 

fication cards, telephone and offl.~~i,supply expenses. The appropriate 

time for this assessment and consideration is during the planning stage. 

Voluntee~~ receive no salary, but it should not be a financial 

burden to be a volunteer. 

Withr'egard to insurance, health,. accident or liability, c(Jntact 
, :~ 

your local insurance company. Volunteers Insurance Associati.ons , 5301 

""~'''"'"'l 
\,-' 
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Wisoonsin AvenUe, S.W., Washington, P.c .. , 2Q015, provides apa.1.icy 

for volunteers. 

C7 RECRUITMENT 

Recruitment, screening, and training of volunteers are part of 

the same process. .It is ~ case of placing the right voluX'Lteer in the 

right job, properly traine'~/I~ 
'.~\ 

Recruitment of volunteei\~ reflect initial department program anal
'\ 

ysis and subsequent volunteer h~ogram planning. The department, having 
\\ 

'\, 

established its goals and strateg,~es for the Volunteer Progrc{m, is ade-

quately prepared to begin the reo,zuJ:t:!llent component of the program. 
",,---, 

Recruitment efforts t.o be effective,~, must be well planned. To 
'~, . ,,-

fill all voluntee:r jobs will require a plan '<''f.qr continuous effort on 
~-;~, 

'~~ . 
the part of the coordinator. The best staff per$a~!lel, equi,~ped with 

well defined and attractive job descriptions, Sh9.'9-1~-b~",.assigned this 

project of appealing to the groups and individuals needed to assist the 

~"":::ili:~~rk of p~R?ation. Begin recJCui ting where the people are who can beS1} 
't~,~~I~,~' if' ",' 

fill the job descripti'o~'l:s. The recruiter must be aggressive, dynamic, 

and confident. 

If, for example a department realizes the need for further com-
",' I: 

munity involvement in high crime areas, particularly if the need is to 

provide a probationer with a stable model on a regular basis, some 

~ecruitment will necessarily be .initiated in these nei9hbo~hOOdS. 
y Volunteers can also be recruited from any nUmber of other sources 

\ 

f , 
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inolucH.ng =. community service agencies;\~~nd orga~izations: volunte~'f 

Action C~~ters; local colleges and universitiesi staff contacts,: and 
"", 

the public '\a,t,large through the use of mass information media. 
\\;'" ~ 

A few sug~estions on where to begin: as candidate~ express an 

interest in assis~ing the department as volunteers, they should be 

screened: regarding t,peir qualifications and their commitment. The 
" L 

volunteer registration form should provide this information. Subse-
• 

quently, a personal interview should be conducted with e.ach candidate, 

at which time, potential volunteers should be made aware of the pro

gram's requirements. Among the requirements will be that Volunteers 

in Probation programs will generally r.equire a long term commitment 

from the volunteer (four months to a year), participation in pre

service and in""s~rvice training t contacts with the professional staff, 

regular written reports, and a minimum number of hours of weekly ser

vice. ~he·interview should also elicit, as accurately as possible, the . 
candidate's motivation for becoming a volunteer in probation. 

ltecruitrnent also raises the issue of the use of ex-offendei:'s;,I,,:in 
J'\·)\~V' 

a volunteer program. If the proper care is e~ercised in both the 
'. : ~~ j ';J,J;':;r.~,~)f f 

screening process and the ongoing supervision of the program~ a candi-

date should not be rejected solely on the basis of a criminal record. 

Ex-offenders have proventhe~:c worth as vital contributors to service 

pr09rams in the crimin~L'j~stice setting_ The immediate rapport that 

the ex-offender coutd bring to probation's clientele could be of in

estima:bl~ va~~e" to a volunteer program. 

A geheral rule for screening is, you screen the volunteer just as 

",', 
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cal':efully as you would a p,rofessional staff person. 

Screening takes place at the following entry points to a volun

teer program: 

, ' 
>'1, 

1. Registrat:ton "form 

2. Interview 

a. W~th volunteer Coordinator 

b. With the probation officer with whom the volun

fteer will work 
j' 

;. I 

3. TrainA.rtig 
l~,.,' 

4. Probationary period as a volunteer 

These same points can also provide a maximum number of graceful 

exits, 'if the volun~teer wants to screen himself out. 
tJ;,;~'(1 '.', ~ 

.~", ,',,,. 
">:, 
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SAMPLE REGISTRATION F~ 

i. Name _________________ ---:airthdate ___ ~t_ .... I __ 

2. Address Ci,ty Tele. 
----------.--~-------------- ~,~, -------- --------~ 

3. Education stat,le nighest year dompleted ___ , ____________ _ 

4. 

5. 

6. 

7. 

Occupation, __ _ 

Previous experience in working with people ______________________ __ 

I., 

Special skills
j 

interests, hobbies _____________________________ __ 

Name any foreign languages you speak. ______ .... ____________________ ~ 

8. I am interested in the following type of volunteer service ___ _ 

9. Do you prefer working with juveniles or adults? _________ _ 

. 
10. lndica'te person to be notified in case of accident or sudden 

illness 

Name Address 
--------------------~----------- ---------------------'-, , 

city ________________ lJ.ielephone_· . __________ _ 

11. List two personal references: 

Address 

'~\ 

--------------------~~.-.-----------

12. Other comments __________________________________________________ ___ 

.i 
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TRAINING 

Training is absolutely necessary in the implementation of a vol

unteeX' program. The training of volunteers has ;two part.if pre-service 

. or orientation training cmd regular in-service sessions. Both 

training parts should emphasize the attainment. of skills and be de

signed to meet the n~;eds. of the volunt.eers. 

Introductory mater!;!).l should be brief and to the point, supple

mented by staff conducted training: sessions. This training should avoid 

rigidity and should be sufficiently instructive and informative so as 

to bring out the natural qualities and experienc..es of the vol'a:mteers 

wi,thout attempting' to convert them into substitute professionals. 

An effective training course involves the participants. Role play

in.g, group exercises, open discussions are a few suggestions for in

volving the trainees and good methods to aid the participants to learn 

from each other. 

Training should inform the volunteer about the job he/she is to 

do, the system within which the job is to be done, the probationer, as 

well as the skills needed to p~rform the job effective,;I,y. 

Initial t~_~i~=3hould phase into on-the-job training in which 
. . 

the volunteer attends ongoing training sessions and staff meetings. 

Regular consultation with staff supervisors should continue to be of 

crucial j;mportance throughout the volunteer t s entire \',ork'experi~n:be. 

In order to make the volunteers realize that th~¥ are a vital part 'of 
the probation process, the regular staff should frequently seek out 

ideas, comments and reactions of the new volunteers. 

For a successful program, all of the values of a g~pd service 

\ r:' 
- ---~ 
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agency must be communicated to the volunteer, for example: 
., 

a sense of 

beJ..onging; a sharing in objectivesr:providing realistic goals, a sense 

that progress is being made; .that information is being shared; and 

that confidence is part of the relationship between superiors and sub

ordinates. 
\' 
'14. " Preparation of the tra1n1ng program should also take into account 

the organizational structure of the department and the co'ntribution 

that each level sees as important to include in the to~al training 
., 

program. 

'1> 
DEPARTMENT 

, Director -----1(> I 

Deputy -_-.....,-t> 
N 

P 

Supervisor I----(>U 

, .. 'q 

CONCEPTS: For· Example , .. 

Management procedures 
Insurance 
Liability 

Department Policies 
Public Relations 
Training 

Criminal J'ustice System 
Courts 
Reports 
Job Descriptions, 
Supervision 

Develop Special Skills 
Job De~riPtions ~ 

TRAINING~COMMITTSS 

(~ 

() 

J 

fl 
I 

,I 
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Q.RI ENTAT ION 
c::} 

What do you,want'tb.e volunteer to do? The answer tc this should 
help fOlrmulate your t"raining program. program objectives and job 
descriptions should constitute the'foundation 0'; training. The parti
culars of a training program must be'designed by_~he local departments. 

c:", 

An example bf using job descriptions as a basis for developing an 
orientation program follows: 

(Job description #3, Volunteers in Proba'tion) 

~ - Develop a helping relationship with a probat.ioner. 

Day 1 

'J! 
ORI~Nr!'ATION 

a. Group activity - skill development as related to the job - a 

well selected activity provides an immediate atmoashere for 

unifying the volunte~r groups as well as introdUcing the 

volunteers to techniques they should find helpful when working 

with the probaticners. 

h. 

Follow up with group discussion pointing cut that such skills 

will be used in working with probationers -- 1 hr. 

Volunteer Film 

- Discussion 

- 1 hr. 

, c. Description of Probation Service 

Day .~ 

.., 1, hr. 

''l'h:i.s particular part is at good place to involve staff personnel 

either in a lecture setting or as small group leaders 

a. What the volunteers will be doing~ 

- volunteers' role in probation 

(\ 
'J 

b. 

c. 

Day 3 

a. 

b .. 

c. 

II 

20 (b) 

... who tbey report'to 

... responsibilities of V01\ll11:teers 

responsibiliti~s of probaticn staf~, 

... team concept 

- 1 ht. 

I' 11 

" Ii 

I! 
1\ 

Small G~ou~ Activitx 

Discussion 

... activity related to v,aricus values and 
cultural patterns of society 

- 45 m':inutes 

- charalcteristics of probation clients 

- the slMall group activity shoUld have a 
natural tie-in \\lith this discussion 

- 1 hr. 

,Small Group Activity - General Discussion 

- Purpose-to learn to establish effective 
helping relationships 

- \l'e~~l cOnUnunicati"r, 
~'" 

- llOll'i-V~~ communication 

II 1 ,:'\ / - 1 hr ~ , 
" "", ," ~-) / 

..G!~n~'rnJ~~view of prQbatignv." obation service 
~ F 

~~~~4~ow~n-=in~t~o~sm~a=l=l~g~r~o~v(~tr~~_~lw~i~th~~pr~o~b:a='~t=io~n~o~f=f=i=c=e=r~s._w~h:C_w~i=l=l 
~9r'k ... Kith VQlulqteers 

~ probatipn officers introduce volunteers to 
theit ,fteamU 

1,1 

review l:eportipg procedures and their importance;, 
',' 

- explain the importance of regular visits 
with the probationer 

/
y,0~/~answered questions 

/ - 2 hra. ,~ 
/ -0 
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;; E V 'A L U A 'l' !' 0 N 

The placement of t.he eval~,ation section 'in this booklet re'sembles 

too clp'sely t~e actual practice of evaluation o~, Volu~teer Programs. 
~,,) • j '~\'I-' ."..{~~~:.,~.,.:" L 

, ~ Right at the end! Too o.ften the last. month of most prO'grams is spent 

scurrying a.bo~t with questionnaires, surveys, index tables, graphs, and· 

the ~ope that the program was a success. The tradition seems to be 

ndid we do a good job,1I when proper";:evaluati9n, regardless of, the,file,Q'ree 

of its sophistication, s'&10uld be asking, "~ we doing a good job? II 

whether' or not a program remains current as, to its effectiveness 
" 

demands that an evaluation system begins .on day one. 

EV~LUATION BEGINS ON THE FIRST DAY OF THE PROGRAM: 

The goal to strive for in this cri_tical area of/insuring continuous 

program effectiveness is technical evaluation designs. ,and fullt,ime re

search personnel. This, unfortunately, is not very often the reality,' 

For this reason, the following evalu-
'. ',.'J,.' 

ation sUggesti~ns:;;may be considered' as a yiabi~ alternative th;~{£;;~ill 
, "'1,', ,/" .i~,~ 

provide minimal but sound information with''.:wh:l.ch ongoing progr,,~m eff-
'¥J . \ :~f~~~·;>. ' 

ectiveness can,pe determined. It is not a substitute for mores9i?his-

generally for budgetary reasons. 

ticated research~ i~ is a first step. 
'1\' 

In,adciition, the following sys-

tern may s~r,ve as a 9'?od base upon which furt~er evaluati~n desigAs can 

be built. This ong'oing-, feedback system has }jeen drawn from the \'Iork of 
,. -'I' ;"i, 

Dr. Ivan>'Schier, Dir~c.tor o'f National Information Center on Volunteers, 
<--;,_ ...... '. 

Boulder, Colorado. 
""<', 

' .. OUTLINE FOR A MINIMAL BASIC FEEDBACK 

Introduction 
. 

o (I) Ma.nagerial Considerations: Needs 

(A) 

and actions of staff and volunteers 
. '. 

(B) 

.(C) 

. l'.~"f"'''''' .... ~4\ 
~~"",,~~~·e-~-.. 

" 

-22-

Participatory management in evaluati0Q._ 

progra.mso that staff input is vita'f.-~-=' 
,/,/ 

:1'. , ~/, . ·'r,~;;'.-., • .. "'~ 
Goo.d ·:r:ecord keepl.·ng: for example 

'r .... r .. v. 'r'~~~J;', 

·-.v''{?~~:~'',,~ 
'1. Number of Volunteers 

2. Hours per Volunteer 

3. How are Volunteers utilized 

4. 

5. 

6 ,,'· .. ~ 

.;~~~.:: 
Turnover rate of Volunt~¢r·s 

Assignment records 

Record for case reports 

It is a staff 

Evaluatio,n Design 

Feedback System 

(1) 

(2 ) 

(1) Ask the People 

(2) Sampling 

(3) Ask the Right Questions 

(4) Clients 

(5) Analysis 

Ask the People 

To know what is going on -~: The staff (all levels), 

clients, Volunteers,t:.h~~..i funding agent, volunteer co-
'.':;~Hi' 

.ordinator 

" ' 

Why If these people reject the program, no evaluation no 

matter how sophisticated can mak~ ,the program a success. 

Therefore, ask the participan,ts for their perception of the 
: .~;.;'. .:~;" 

,program. 

Sampling' 
,l ~:. 

Ask all the peoplefin the program, orK very large 
", (1 f) 1\ • 

1 

o 



(3) 

(A) 

.' ,I 

~~~i,f 
seleotion - and - inolude failure oases. 

\ ,~,r:, 

A further;: suggestion for sampli~9 is the use ('of: 
1'1'\\ 

,~ 1'::'\,.> •. ,\.,. 
(&\) Outs:i:Q~ interviewer ,.. ex""oollege student 

(b) .Insider intel;',Viewer "" staff oool:'dinator 
'~" II " 

l\.J;}K ,the Right· ~ue~..t~ ',,' 

What a):e the ewe stionS? 

ABQUT: 

Good 
Things 
in. the 

~oah§. ,program 

Bad 
Things 
in the 

, program 

, Oppor:tunities 
. for 

Expansion -
Imarovement 

Volunt.eer' 

cool;t,\ina t.or 

II 

S'caff 

(3) 

staff 

Volunteer 

(4) 

(5) 

ABourr :' , 

F~r eaoh volunteer: 
'.\" 

Client ra}tationship - how :i,s 

Clie11"t re';t'ationship - how is 

Clients 
~.(IjOO -

it? 

it? 

How is relationship 

Staff - Volunteer 

Volunteel:' - Staff 

Youtl)' advisoty board, 'l.V'itb some adults, to discuss client 

needs and possib~e program input. 

an,a1.ysis 

"Est.ablish a cOmlnittee, of 'Staff and volunteers to study 

responises and draw conclusions 

A. Discuss 
"','! . .,:~ 

","- Loo'kl.ng for solutiqns and 
insights 

a. Discuss --agr~ements Implement 

mhe a'i!>ove eValpation is only a start, in lieu of JI1Ol:'e 

sophisticat.ed techniques; where sta~~':f,ca:pabilities ate limited 'by money, 
'1~"" .I!:,:'.' 

,time, personnel .• " ;f/ 

Evaiuation begins on day on,e to obtain cons~ant, £eedbac~, ,to 

whether or not the J?rogrami!il'~}s meet,ing program obJectives. ') 
:~:~~: " (~~ 

l 

For l?robation Depar,t.ments located near Unive:t;sities, an excellent 

topic for a Masters Research paper is youl:' Volunteer Prog:ram. 
""',': 
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VOLUNTEER SERVICES UNIT 
NEW:\\YORK STATE DIVISION OF PROBATION 

John J. Keegan 
Director of Volunteer 
Division of Probation 
Gov. A.E. Smith State 
P.O. Box 7018 
Albany, NY 12225 

Services 

Office Building 

Telephonet (518) 474-1003 

\ Evelyn R. Spruiell 
\1 Me·tropoli tari\.l}l:'~a Volunteer Coordinator 
I Divisioi'l of P'f.-'obation 
\ 2 World Trade Center 

;\ Room 5612 
\New~Yo~k City, NY 10047 

'Tele.phone: (212) 488-2621 
< "j" 

"'. 

±homas'~1 C. 0 ~ Connor 
Central and Western Region Volunteer Coordinator 
rli~ision of Probation ~~. 
Sen. Hughes State Office Building 
E~oorn 432 
Siyr.~cuse, NY 13202 

,;1/ 

'1~ei~phon,e: (315) 473-8221 
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