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Civic, government and serv1ce agencies enjoy much of thelr prefent

“growth due -to the work and ach1 ment of c1tlzens who volunteer thelr'

time and talent to collaborate ln the work of these agenc1es. ,The~g,

bs

tlme—honored succ ss of the Red Cross, Correctlonﬁ

il &

(/
vof Commerce and numerous Serv1c

Programs, Chamberﬁb

4,\

“Clubs testlfy to the accompllshments of

\

goals for lncreased serv1ce. In additlon, thlS collaboratlve efrortﬁr
. SR

z 2
capdisdind

: enltghtenment to the c1’ﬂzen'volunteer regardlng the problems enco;ntered

by'communlty agencxes.

The groﬁth cycle ins volunteerlsm has also made ag
/ ‘ ”‘(‘ : . o
on the Justmce System. In 1972, a national'surveyjf i

reported gome sxgnlflcant 1nvolvement of volunteers‘

. l /1»
‘ serv1ce oriented programs.

»‘grams, extended and intensified probatron services and are closing the

1v}

gap between the ex~convict and communrtles.’ Therefore, a volunteer !

0

in Probatlon is defined as a c;tlzen who,‘under the guidance of pro-!

fessional staff, works with probationers, or with the department*in'
‘some other service capacity. | ' |

The basic purpose of a citizen volunteer‘program in Probatlon is
to 1nvolve citizens in local Probation agencies in order to increase

probation service. Consequently, a probation staff enlarged w1th'c1ti¥

ﬂ“l. Guidelines and Standards for the Use of Volunteers in COrrectlonal

Programs, LEAA, Scheier Ivan, pg. 4, August 1972

Y e A
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.needs where thelr specral skrlls are requlred

time, relatlonshlps wrth the r

N

ii

LR e
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zen volunteers can prov1de more complete and more professlonal servxce.r

The c1tlzen volunteer assrsts and relnforces the Probatlon program.

e
BN

: Volunteers are not luxurles, they are part of the services offered by

Professxonals can n/w focus on SPECLflG case
Y

' At the same time,

a Probatlon Department

volunteers ‘can expand areas of Serv1ce ranqlng from lnleldual tutorlng
to marrlage‘counsellng.: Furtner,gthe expectatlon is that volunteers,

well’ selected and tralned can‘as‘a result of their knowledge, varied

e

backgrounds and experlence, dLscover and focus attention on some pre-

v1ously unsuspected servrcevdhpsv

The specxal grft whlch volunt ers offer is their tlme. Their time

provides serv1ce to other people wthh may never be achieved solely

by the employment of a pald staff Because»they are freely giving their

clrents are -often more relaxed and in-

formal than those of pald workers.‘ They can devote a great deal of

time to one partlcular cllent or to a s1ngle piece of work that is

‘necessary, and they are able to contlnue a relationship almost indefi-

\

Z‘nltely thhout havxng to COHSldeILPOSSLble greatex needs of some new

clients for whom there lS a statutory obllgatlon to help.

S}

Probatron servrce delrvery can,gtherefore, be amplified and inten-

sified through the use of‘volunteers working with professionals,

making a much more . ffectlve servrce than one which relies solely upon

the Probation officer.




) "USE _OF THE GUIDELINES

CONTENTS

Because local probation departmeﬁ%s vary in number

; ; Section ' N R Page “
of profe551onal personnel, probatloners and work- ; b ‘ Introductibn | : i ! -
load thc guldellnes are not de51gned to speak to Administration - Y
N every local varlance. Rather, they are desxgned to e Planning the Voluntéér Program § | 6
? be appllcable ‘to each department, as gengral QUldeft,k ; Job Description | '9
lines. Specifically, where to begin a volunteer : é Program Size v 14

program;“what is the pr0perbsupervisory structure,

‘ ! Program Financing 14 : _ ——
what is the proper design for training and evalu- % :% Recruitment ,; 18 !
ation? Each specific issue must be left to the J ; . ’ 16 A
local probation department. i "

21

AN

The New York State Division of Pronatlon Volunteer Servxces Unit

w1ll contlnue to develop further materlal in the area herein: des—

crlbed and serve as a resource and consultative body to 1ocal de~

PRENSISSEE e =

i partments.
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The effect;ve lmpgementatxon of a Volunteer Program in Pxobatmon

"damands inmtmally the dmmnxstrator s commitment and does xnvolve for

Al

the Adninmstrator some changes and the delegatx&n of some aﬂpeats of
probat:on practice whxch do not flt theﬂtradmtlonal uépartmanual operam

tlons.‘ The admlnlatrator ig the key- ngure 1n Lnltlatlng ot expandxng

any kind of program.’ It is the adminlstrator who establishes the con-  >

cept by which oplnlon and reactlon ig both the communlty and the agency

will respond to the program. It is the admlnlstrator s approach which

agsures the necessary comﬁeration of the staff. The administrator's

positive attitude regafdin@ the contribu&ioﬂ Qf‘the volunteer will give
the necessary support to the pragram and  lessen mxsunderstandmng ar
negative feellngs which mi ght arlse. T
The success of a Volunteer Pragram rﬁqulres that it address the
concerns of the profGSSlqnal stafff An endeavor of this importance
cannot be impqsed, misunderstood as tﬂwitsfingent;~norC@llowéd;to grow
at too slow a pace, The‘entiée staff, or at least those intgxestéd,
must resolve possible misgivings with_such a progxamﬁprior to iden~
tlfylng department needs and plannlng votunteer pxogram 1mplementatlon.
" an effective forum for studying valunteerlsm is the regular staff

meetlng. At the outset, as with any new program, regular stéff'

meetings should be supplemented by frequent program planniﬁgiand develop-~

ment activities, The agenda should include:
: 0

1. Development of a Professional-Volunteer Team Concept

‘ 1“*uAnéﬁ@s}s‘of Probation department needs
" 8. Development of skills as resource professicnals and

managers.

- N

’ m?:llll R T

DEVELOP AK?ROFESSiggAL = VOLUNTEER TEAM CONCEPT

An essent&al lngredlemt to any volunteex program is a spirit of
oooperatxon between 8t aff anﬁ volunuﬁers, This raxses the issue that

pald staff may not Welcome a va&untbar prngram. The lack of acceptance

-ean be based on such faars as‘f udéad staff time needed by volunteers;

threat to professmonax 1maga: threat;to job security; unreliability

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

fﬁiluxe to appreciéteblimitationsg These concéxns are real and they
mﬁst be addresgpd,k Initiativé must come from the Coordinator of Vol-
unteers and the Administrator, at staff meetings or smali group\meetings
in order to resolve these concerns.‘ Adeguate staff time given to this

area, iﬁ‘nécessaxy, will serve to insure that the volunteer program

jiS‘a sﬁaff program.’ Staff input, therefore, is a key ingredient to

program success .

In addition, staff partiolpatlen should play an active role in

‘program recruitment, planning and evaluaﬁlon.

" ANALYSIS OF DEPARTMEMTAL NEEDS
e i

Pr@pgi departmental development grows out of on-going evaluation
of department objectives. The guestion always to be asked is: what
are we’doing, not what have we done. This means on-gdimg self evalua~
tion. The interfacing of a Volunteer Program with departmental objen-
tives must also stand this test of self-eﬁaluation. Therefore, cursory

comments, "Well,, maybe they can supervise easy cases," or, "No Volunteer

b

can do a pre-sentence investigation' militéte againgt departmental growth as

at
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well as depriving the professional of exarcxaxng ‘their gkill in ana-

'iyzing present proyram effectivenesam

Precise pr descrlptmona, re-

cﬁuitment of Volunteera, maximum use of the voluhteer Lnxtlatxve and

skiil depends upon the skillful preparation by tbe staff,

‘" One technique of assessing present program kerfbrmagce and per-
| &

haps need, that «.n be supplemented by'Voluqteer§, is a self- evalu-

ation checklist.

(A)

(B)

A few examples follow: ﬁ\ {

|
LU

Crime Prevention

l._____The department has developed and dlssémlnates comprehensive

(information covering community reSources.

2. There is an

origoing assessment of the delivery and effici-

ency of Probation Services,

4, Staff is assigned:tm public e{séﬁtional activitigs regarding

e
S

delinquency and crime preventi @
5. ___ The ?robatlmn nepaxtment partlclpates in the development of
communxty ww_&urces‘

L, — . _The debatlan Depaxtment has an lntake program.

e D w1de~rangewmf community resources are 1dent1f1ed3and util-

4‘ad in meeting th° needs of those assigned to the mntake

E)rh.)gr a-n‘ .

3. R.O. R. services are prov;de

4. } Probation supervision offices are located in the geographical

" o
L

area of residence and/or activity of the clientele.’

JUNIDEES

o S b i

(©)

(D)

e

Investiqatibn and Pregentence Reports

1. The priﬁary purpose of the investigation is to provide the
court with suceinct and accurate information and analysis
for judicial dgp?sion naking. | | “

2.;~__;;n the interest of clarity, precision, effectiveness and
economy, only information dixectly relevant to the judicial

decision is collected during the investigatién.‘

Supezvmsxon

1. A,system of differential supervision is established in

writing. |

2. Continuous evaltaticn is made of the supervmsory program

i

g W

3. Adjustments are made to the supervisory program in keeping

and recorded in the Gase “record.

‘with the findings and results of the case evaluation.
4. As needed for tHe supervision pragram, community resources

are arranged, or developed, and scheduled for service to

the probationer. T

Other technigues that might facilitate the analysis of departmental

needs includes

1. Utilizming a resource person, knowledgeable in probation service
and communication skills, to act as a group leader and facili-
tator for staff discussion. .

2. Dividing present staff into teams to study and evaluatekeach
functional area of service delivery and require each team to

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

“‘\/k




volunteers,
"3. Surveying probationerg as to what community resources they
need.

@)

DEVELOFPMENT OF SKILLS AS RESOURCE

PROFESSIONALS AND MANAGERS

4. . ‘ : / s \

E%th the advent of a Volunteer Program, the Probation Officer
l;%\ [/ !
agsumes two new roles.

The officer becomes a manager of*ﬁglnmteers and
a consultant to them as they *elate$to the probationers. in ordefitd
Iulﬁlll both roles adequately, staff training for supefvxslng volunteers
ig fundamental. Workshops, in-service seminars, or staff ﬂlscuss&ons
in both areas are recommended for staff. A

This dual responSmelity W&ll @all fox parbmcular skiils. The
Supeerslon of Volunteers means the waqums;iémn o maﬁ«g@mant and leadex-
ship skills, and in general Learnxng to help voﬁunﬁeers seé their mis-
takes and improve. As a consultant, the probation officer will”be
developing skills in group dynamics, nammﬁnication; and in voluntéer
recxuitment, particularly £rom m;norxty groups.

Under the mandate to provide staff training and developmept the
New York state Divigion of Probation will be organlzxng workshopu*mpd‘f

tralnmng programs to assisgt lacal Volunteer Coordinators in carxyang

out thelr new functions.

R

i

v

Coordinator of Volunteers, full or part time.

-6

PLANNING THE VOLUNTEER PROGRAM

Careful and practical:plaMﬁing is necessary to insure that the
Volunteer program fits into the overall goals of local probation service
delivery. This will assure that there are meaningful WQrk experiences
for volunteers. Planning initially ﬁeans a realistic analysis of the
work to be done soﬂthat resp@nsipilities can be divided inko manageakle
and interesting taéks to be assigned to volunteers. :

The management of this planning stage is best carried out by a
Larée‘departments might
even consider two or more coordinators. The rationale for this immediate
statf appointme;t isuthe“ﬁee& for ongoing effective program planning,
fa0111tatlon of gﬁafi input, ‘and the overall administration of the
program, \\In 4dd1tlon, the Coordinator designs prograpms to meet the

needs expressed by the staff. For example, the expansion ofﬁge&vxce

delivery in intake (Volunteer employment liaisong) and decemhralimed

programs, (specxal reporting centers), increased counsellng capabllltlms,

the addltmon of interpretors and employment counselozg may be areasmaf

staff concern for which the Conrdinator can design Volunteer programJ.

The first step in the plannlnq stage, the analysis of work to be

done, wlll be aided by an identification of the following:
1. The unmet needs of prcobation ciients

(,,f

2. The needs of the community. Thms 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 staff.

4. What will volunteers be willing to do. i

i
194
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Once the work to be done is identified, volunteer program bbjectives

can be dqﬁined and the methods to meet them be designed. ‘

The gecond step in planning is crucial to a successful program,

defining clear program obijectives. What exactly do you,want the Vol-

unteer Program to accomplish? Program objectives should also be con- 2
sistent with thehgoalé of the Probation Department. “The objectives

must be attainable and practical for the Department,'és well as written

| in specific rather than vagpe”or general terms. The design of the

» program and job descriptions develop from these written objectives.

A consideration of the following and similar questions will help in-

e e e K

sure effective planning program implementation:
1. what is the program to accomplish?

2. What are the Volunteers to do? .

- g g e o

3. To whom will Volunteers report?
4. Who are the clients? /
5. Who will refer clients to the Volunteers?

6. How will clients be referred?

L R S T e 2

7. Who will supervige/ﬁheir woxk?

g”/N '8,

9. When are theﬁobjéctives to be accomplished? Are the

Whﬁ“Wiiiiﬁé“responsible for correcting what goes wrong?

dbje%tives long range ox short?
Planning the Q&luntgg;ﬁprogramfmust also consider the department's
RS ' YA’,\‘?) .
organizational chaxt. The inclusicn of the position of Coordinator of

Vﬁ;gnteeraqg?oulﬁ clarify the lines of formal and informal communication
) v &‘ o
pgﬁ@men gﬁ@féﬁagdinator, Supervisors, amd Probation Officers.
S 4
e ,

¢

4§
B

[y

‘An example of such communication follows: "
- ciNeys
@ I
{
’ Formal

Direétor ‘
! - l ——m—w Informal

(e
ey

[ Deputy Director | 7
1

[ Supe%Visor | [CCoordinator/Volunteers |

(:E[,‘tj E'g]:_t): T
N olunteer Volunteer :

i

The organizational chart can also serve as a valuable resource in

.order to obtain total staff input for the training phase of the vdi—

Llunteer program.

1. Job Descriptions

After ascertaining the tasks that a volunteer will perform, and
where organizationally, it is advisable to provide job descriptions.
With realistic job descriptions for volunteers, planning can be concen-
trated on the work to be done, candidates easily‘identifiéd and matched
to the work requirements. The objectives of the job, the time it will
take, the limits of résponsibility and the lines of accobatability
should all be specified in the job description. Training requirements
should also be a part of a comprehensive job description. Job de-
scriptions must also encourage the recruitment of low income and minority
voluriteers.

By means of a clear job description, the volunteer will be made
to feel as an intedral and contributing part of the Probation De-

partment.

i b e o e e . e ot e

bk e €
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;  SAMPLE JOB DESCRIPTION #1

‘Position: . : Investigation Aide
Staff Advisor: . Principal Investxgatlon Officer ;
Purpose: Assist Probation Officers in the work of

Presentence investigation
Major Responsibllltles-“ ReceiVes‘client and explains the purpose of
‘the presentence. anestxgatlon,,pIOQLdes the client with form
DP 2.3 (Defendant's Presentence Questionnaire) and assists in
»completlng the form, introduces the client to probation offlcer
and assxsts probatxon officer in verlflcatlon of 1nformatmon,,

and home and collateral visits.

. Responsible to: . One probation supervisor or one probation
R officer
Responsible to Serve: Assigned presentence investigation clients
b o Y | - ) ,
Time Required: Orientation and training -~ one hour a week

Ln;erviewing clients ~ four hours a week

Assgisting probatlon‘o’flcer - four hours a
week,

Quallflcatlons. w7 f“ Knowledge of agency, plans, progxam goals,“

cllentele needs and agency needs, general knowledge in the art of.

,“‘ommunlcatlon. B.A. preferable, although thls could be

g

B : waxved ln SpelelC ingtances; knowledge of communlty serv1ces and

resources' wmlllngness to take tralnlng.

Traxnlng Suggested f Attendance at volunteer orlentatlon seSSLOns -
one hour a week for three weeks./ Ongoxng tralnlng and develop-
' ment with stafgke one hour a week throughoﬁt~term.

T erms I One year »

c e g

®
b
e
b
i

Term:

I

“10=-

SAMPLE JOB DESCRIPTION #2

I3

Pogition:
staff Advisor:

Purpose:

Major Responsibilities:

Youth Program Tutor

Director of assigned supervisor

Provide educational assistance for clientele
who have difficulties achieving satisfactory

grades at school

Meet regularly one-to-one with asgigned pro-

b

bationers to improve their school work, develop new interests

and increase their mot;vatlon towara educatlon, coordlnate regu-

larly with client's probatmon offlcer regarding progress; attend

assigned staff meetings to assure mutual cooperation and growth

and share 1nformatlon.

MResponsxble to:

Time Required:

a week

Qualificetions-

Program Dlrector or assmgned probatlon offlcer

Staff meeting ~ one hour a week

iy
I

, Instruction service to clients - three hours

B A. or college student; lnterest in and en~

{

joyment of worklng Wlth youth; abxllty to communlcate thh youth

from disadvantagedghomes; adeguate knowledge of relevant subject

matter towbe taught} willingness to attend orientation courses

and Stafffmeetings;'"'

Training:

 One term, September to June

. -

Orlentam;on

(in this category;“additional training may

not be necessary)

<y
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SAMPLE JOB DESCRTPTION #3

3Volunteer in Prgobation

To develop a helping relationship with a
Probation client

. Purpose:

Major Responsibilities:
with a Probation client assigned one to one for the purpose of
providing support and direction to the client; report regularly
to client‘s Probation Officer; £ill out contact reports.

Responsible to: Assigned Probation Officer |

Time Required: .ﬁﬂQDirect involvement with a Brobation client -

a min;mum ofngﬁe contact each week; preparing and filing contact
reports - 1/4 hour a week; consulting with supervisor - 1/2 hour
a week; attending in-service trainingil 1 1/2 hours a @oﬁ%h.
Qualificgtions: |
timé, concern, commitment, able and wiiling to have a non-judg-
mental attitude. |
Training Suggested: Three orientaqggn seésions by Probation staf

and a monthly in-service training session.

Term: ..One year commitment.

To build a feeling of trust and understanding

A mature adult, age 18 or over, with necessary

£;

N

Position:

Gy

Purpose:

I

N
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SAMPLE JOB DESCRIPTION #4

Deputy Volunteer Coordinator in Probation

Toassist ‘(and gubstitute for, in emergencies)

“ the Coordinator of Volunteers in Probation in
the general administration of the program.

MajorVRésponsibilities; To facilitate the ongoing operation of the pro-
gram byiaéting-asyvolunteer iiaison between various departmental |
prégfams, and to conrdinate the training programs inherent in these
prog;aﬁs; ;o assist in the tréining of volunteers; to assist in the
reciuitment of volunteers by the develbpment of resources; to
address large groups of interested citizens orienting them to the
Voluntee£ in Probation program; to become involveqlin the Probation
process seeking and developing new ways and means by whiéh Volun~
teers can change and develop within thé Social Justice System.

Responsible to: The Coordinator of Volunteers in Probation

Time Re@uired: Minimum\— 2 full days meeek at presené

Maximim - 5 day week (ligitedwhpurs per day)

Qualifications: Mature adult, at least 18 yearswaffage,.*“&,

| ihtelliéenﬁn under standing ;ndwéiiiing to learn. Knowledge of

exis%ing grbups:within the éounty that would be interested in

Volunteers in Probation; previous experience in administration

] desirable.

§ Training Suggested: Initial ﬁraiﬁing of one week (5 consecutive
days); one hoﬁf'every week with coordinator; outsidééconferences,
seminaré. institutes asg scheduled. ' S

Tarm: One year commitment.




In summary, the planning process for a volunteer program in

Probation includes:

1.

Identifying the needs of staff, department, community
and offender

Establishing goals and objectives to meet these needs

B Designing the volunteer program

e g
SN

Determinihg,

the administrative structure

Sy
R

Monitoring program implementation

Ongoing evaluation of the program

ot R i

BRI, W

"ment should be assessed and the following suppért items considered: .

.

* . PROGRAM SIZE “ :

Most authorities in the field of volunteerism, e.g., NICOV,
Bouider, Colorado, advise "étart small" ‘in order to have a manageable
program that can grow gradually and natufally, A small beginning is
the normal extension of the planning stage and the best way to test
plans made, correct mistakes, and providé fep<the unforeﬁeen.

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

an expansion of the program, after six months ta a year's experience.
New horizons will open, and the program can grow on a solid foundation

of success.

PROGRAM FINANCING

Veolunteers receive no salary, but they requiré training, super-

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

insurance for volunteers and the departmenti staff and vclunteer”ﬁréining”
conferences and reference materials, travel expenses, groups activities
for volunteers and clients, acknoyledgement activities; volunteer identi-
fication cards, telephone and dff%ééusupply expenses. The appropriate
timé for this assessment and consideration is during the planning stage.
Volunteeé% receive no salary, but it should not bhe a financial/
burden to be a volunteer. '

With regard to insurance, health, accident or liability, contact

your local insurance company. Volunteers Insurance Associations , 5301
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Wisconsin Avenue, S.W., Washington, D.C., 20015, pxovides avpelicy\

for volunteers. h

> RECRUITMENT j

Recruitment, screening, and training of volunteers are part of
the same process, It is q case of placing the right volunteer in the
rlght job, properly tralned\

Recruitment of volunteeﬁg reflect 1n1t1al department program anal-
ysis and subsequent volunteer program plannlng. The department, having

established its goals and strateg@gs for the Volunteer Progréﬁ, is ade-

quately prepared to begin the reexﬂit@ent component of the program.

Recruitment efforts to be effecti&é%imust be well planned. To

! \‘\\‘\'»\ i
Eill all volunteer jobs will require a plan ‘for continuous effort on
the part of the coordinator. The best staff pegéagnel, equippeﬁ with
well defined and attractive job descriptions, shgqldxhe\assignﬁd this

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

'ork of pxabatlon. Begin redruitih§ where the people are who can best\L

M‘

£ill the job descrlptions The recruiter must be aggressive, dynamic,

and confident.

If, for example a department reallzes the need for further com~

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

e T

provide a probationer with a stable model on a regulax bas%s, some

AR

g 0] ] 4 » 3 ’. N /
recruitment will necessarily be initiated in these neighborhoods.

//Vblunteers can also be recruited from any number of other sources

TR

“lﬁ“i"

inciuaihgﬁ community service agencies#gnd organizations; VQlunte@;

Action c nters- local colleges and universities; staff contactsg:; and

the publlc at large through the use of mass information media.

A few s@é§gstlons on where to begin: as candidates express an
interest in assiSQing the department as volunteers, they should be
screened regarding‘their gqualifications and their commitment. The
volunteer registratidn form should provide this information. Subse-~
quently, a person%l interview should be conducted with each dandidate,
at which time, potential volunteers should be made aware of the pro-
gram's requirements. Among the requixementg will be that Volunteers
in Probation programs will generally require a long term commitment
from the volunteer {(four months to a ygar), participation in pre-~
service and in-service training, contacts with the proﬁessional staff,

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

vice. The-interview should also elicit, as accurately as possible, the

El

 candidate's motivation for becoming a volunteer in probation.

Recruitment also raises the issue of the use of ex—offendefgﬁin

N

A volunteer program. If the proper care 15 exercxsed in both the

screening process and the ongoing supervxsiohﬁof the program, a candi-
date should not be rejected solely on the basis of a criminal record.
Ex-offenders have proven thgix‘WQrth as vital contributors to service
programs in the criminglfﬁﬁétice éetting.% The imﬁediate rapport that
the ex-cffendex goulaﬁbring to probation's clientele could be of in-

estimable Valve to a volunteer program.

its

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

R
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carefully as you would a professional staff person.
Screening takes place at the following entry points to a volun-
" teer programs: |
1. Registration .form
;; 2. Interview
a. With Volunteer Coordinator
b. With the probation officer with whom the volun-

. keer will work
3. Training
4. Probaéﬁonary period as a volunteer

These same points can also provide a maximum number of graceful

exits, 1if the voluntieer wants to screen himself out,
G
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SAMPLE REGISTRATION FORM

Name Birthdate A

Address City

Education -~ state highest year completed

Occupation

Previous experience in working with people

Special skills, interests, hobbies

Name any foreign languages you speak

I am interested in the following type of volunteer service

Do you prefer working with juveniles or adults?

Indicate person to be notified in case of accident or sudden

illness
Name Address
City Telephone*ﬂi
Ligt two personal references:

Name Address

8 L

Other comments

1
:
N
N
‘1
|




. T .Y

kR

R i g L ¢ g s gy

TRAINING

Training is ébsnlutely necessary in the implenentation of a vol-
unteex piogram. The training of volunteers has two parts pre-~service
or orientation training and regular in-service sessions. Both
training parts should emphasize the attainment of skills and be de-
signed to meet the needs of“the volunteers.

Introductory material should be brief and to the point, supple~
mented by staff conducted training sessions. This txalnlng should avoid
rigzdmty and should be sufficiently instructive and mnformatlve S0 as
to bring out the natural qualities and experiences of the volunteers
without attempting to convert them into substitute professionals.

An effective txaining course involves the participants.

@

Role play-~
ing, 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. ﬁ

- Training should inform the volunteer about the job he/she is to
a&, the system within which the job is to be done, the probationer, as
well as the skills needed to perform the job effectively. |

Initial training should 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
¢rucial Jmportance throughout the volunteer's entlre work: experlence.
the probation process, the regular staff should frequently seek out
ideas, comments and reactlons of the new volunteers.

For a successful program, all of the values of a gopd service

i i S
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agency must be communicated to the volunteer, for example: 'a sense of

beionging; a sharing in objectives; providing realistic goals, a sense
that,progress is being made;_théé information is being shared; aﬁd
that confidence is part of the relationship between superiors and sub-
oxrdinates, M

Preparation of the tré&ning‘program should also take into account
the organizational structure of the department and the contribution
that each level sees as important to include in the total training

prog’]’:am . [\ (:x .

‘

DEPARTMENT CONCEPTS :

I Management procedures
Insurance
Liability

" Director

Department Policies
Deputy : > Public Relations
. Training

Criminal Justice System
Courts

Repoxrts

Job Descriptions
Supervision

Supexrvisor

Develop Special Skills
Job Descriptions

SR S

Y TRAINING COMMITTEE

For Example "




Day 2

/

L 20 (a)

j . 4
/ ORIENTATION

i
i

What do you.want the volunteer to do? The answer to this should
help formulate your training program. Program objectives and job
descriptions should constitute the'foundation of training. The parti-
culars of a training program must be designed by Lhe local departments.

An example of using job descriptions as a basms for developing an
orientation program follows:

(Job description #3, Volunteers in Probation)

Job ~ Develop a helping relationship with a probationer.

\‘ ORIENTATION
pay 1 "

a. Group activity = skill development as related to the job =~ a
well selected activity provides an immediate atmosphere for
unifying the volunteer groups as well as intré&ﬁcing the
volunteers to techniques they should find helpful when working
with the probationers. -

Follow up with group discussion - pointing out that such skills

will be used in working with probationerg =~ 1 hr.

B. Volunteer Film

- Discussion
| - lmr.
., ¢. Description of Probation Service
o H ~ 1 hr,
This particular part is a good place to involve staff personnel

either in a lecture setting or a= small group leaders

(2

{

a. What the volunteers will be doing:

- volunteers' role in probation

[————
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Day 3
a.
b.
C.

y

Pl
e

7

20 (b)

H

who they raport’ to

i

responsibilities of volunteers
~ responsibilitissz of probation staff
- team concepi ﬁ

- 1 hx,

Small Group Activity

-~ activity related to various values and
cultural patterns of society

- 45 minutes

© o~

Discussion ; S0y

- characteristics of probation clients

- the small group activity should have a
natural tie-in with this discussion

1 hr.

£

Small Group Activity -~ General Discussion ’ oy

Q&ngx@lmgiLQW of Probati
Breakd

N\

\ N

&

-~ Purpose-to learn to establish effecthv
helping relationships =

- Ve§hg} communication

NN

- non-v&x\gg communication

)

L//'

obhation service

s

into small ro<6; with probation officers who will

wor with volunteers

\

- probation officers introduce volunteers to
theix "team"

- review reporting procedures and their importance

- explain the importance of regular vigits
with the probationer ,

</7/ﬁ/?

unanswered questions
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mhe placement of the evaluatron sectron 1n thrs booklet resembles
too closely Lhe aotual practrce of evaluatron of. Volunteer Programs.
| ‘Too often the 1ast month of most programs is spent
scurrying about with questionnalres; surveys, rndex tables, graphs,wand§_
the hope that the program was a sucoess. The traditionsseems to be
"did we do a good joh," when proper#evaluation, regardleSS'othhe,degree
of its sophrstlcatlon, should be askrng, "are we doing a gooﬁ‘job°" |

Whether or not a program refains current as to its effectiveness

demands that an evaluation system;beglns.on day one.

EVALUATION BEGINS ON THE FIRST DA? OF THE PROGRAﬁ

The goal to strive for in this crltlcal area of/Lnsurlng contrnuous
program effectiveness is technical evaluatron designs and full time re-
search personnel. This, unfortunately, is not very often the reality,’

generally for hudgetary reasons, For thrs reason, the following evalu—

ation suggestlons may be considered as a v1able alternatlve th)
provide mrnxmal but sound rnformatlon w1th whlch ongoing program eff-

J

ectiveness canhhe determlned. It Js not a substltute for more

ticated research; it is a first step. Infaddrtlon, the following sys~
tem may serve as a good base upon which further evaluatlon desrgns can
be burlt  This ongorng feedback system has been drawn from the work of
Dr. Ivan Schler, Drrector of National Informatlon Center on Volunteers,
Bouldex,’ Colorado. o |

OUTLINE FOR A MINIMAL BASIC FEEDEACK SYSTFM

/; (I) Managerial ConsrderatronSﬁl Needs

(A) An ongoing (everyday) feedback on a program ~= on decisions

and actions of staff and volunteers

-22=

i <

(B) Partic;patory management‘in evaluation,

It is a staff

J ,program so that staff 1nput is vrta)
A i ; /4
{C) - Good record keegmng for example

......
h,;’\/’lﬁl

1. Number of Volunteers

2. Hours per Volunteer
3. How are Volunteers utilized.
4. Turnover rate of Voluntéirs
5. Assignment records
6

.., Record for case reports

Evaluation Design

Feedback System

(1)
(2)
(3
(4)
(5)

Ask the Peopley“%
Sampling

Ask the Right Questions -
Clients

Analysis

(1) Ask the People

The staff (all levels),

To know what is going on - ASK:

4 m

clients, volunteers, th fundlng agent volunteer co—

~ ordlnator

Why - If these people reject the ;rogram, no evaluation no o
'f"~ matter how sophlstlcated can make the program a success.
Therefore, ask the partrcrpants for their perceptlon of the
e program. o |
(2) sampling
’ e Ask all the people@in the program, or

; very large

H u iy N
W . 5 . “ IR AP
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selection“i and - inalude failure cases.
A furthex guggestion for sampling is the use of
(a) 0u£§ife interviewer -~ ex-college student
(b) mnalder int@rviawex ~ gtaff coordinatox
{3) Ask the Right Questions .. . o
” What, are the questions? . o
(A) Q
ASK_THE ABOUT : LR,
Good Bad Opportunmties
Things Things forx
. in the in the Expansion =
Bxperience Goals Program . Program Improvement
Volunteax‘ '
C@Qrﬁinatcr
bund&r
Staﬁf -
(B) '?k . v ~ ‘ 1 /
ASK_THE: ABOUT :.

For each volunteer: How is relationship

Stafs Client relationshxp - how is it? Staff -~ Volunteex

Volunteer  Client raxatmcnshlp - how is it? Volunteer - Staff =
{(4) Clients ’
Youth advisbfy board, with some adults, to discuss client

needs and pQSSib%e program input.

(5) ﬁgﬁlgsia - o ‘
Establlsh a mommlttee of staff and volunteers to study
responﬁes and draw conclusions -

A. Discuss -- disagresments - Loakmﬂq for solutlons and
insights .
B. Discuss -~ agreements C— Implément

‘ B .-i‘r' n i

gy e

e s

~~time, personnel,
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The above evaLuatlon is - only a start, in lieu of more

o

e

sophlsticated techniques, where stafﬁ?capabilmtx@b are lmmltéd by money,

7

Evaluation begins on day one to obtain constant feedbacﬁ\ggito s

meetinq program objectives.

I

whether or not the_prquam»ﬁ

For Probation Dépanﬁmenﬁs located near Universities, an excellent

topic for a Masters Research paper is your Volunteer Program.

BT
T
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? \ , VOLUNTEER SERVICES UNIT :

; \ ; NEW@XORK STATE DIVISION OF PROBATION ° . !
: \ ‘ LT BEE Ty ] B ; )
\ ‘ ; b
\\ John J. Keegan .
\ Director of Voiunteer Services . . : U
\ Division of Probation e o
" \ Gov. A.E. Smith State Office Bulldlng : « P .
Y . P.0. Box 7018 ' .
\“ Albany, NY 12225
\ : : 1
’\“ Telephone: (518) 474-1003
| « o
\ Evelyn R. Spruiell Co
* Metropolitan; Area Volunteer Coordlnator o
\ Division of E¥cbation S ' <
! 2 World Trade Center -
j Room 5612 -
| New- York City, NY 10047 |
Telephone: (212) 488-2621 |
| Thomas C. O'Connor SR j§
; Central and Western Region Volunteer Coordlnator a ;

Division of Probation i -
; Sen, Hughes State Office Building L
@ Room 432 . *i
| .y:@cuse, NY 13202 Eod

1.‘,"" ”
| Telephone: (315) 473-8221 .
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