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USING VOLUNTEERS IN YOUR JAIL 

PREFACE 

Operating ~ city or county jail calls for- creative planning. Jail 

Administrators almost invariably have bu~gets inadequate to purchase 

the services their prisoners need and to hire the necessary staff. This 

dilemma has been solved in some communities through the use of volunteers. 

This manual describes how volunteers can be constructively used in a 

jail. The steps to take in e~tablishing a successful volunteer program, 

one which will survive and thrive, are outlined in the following chapters. 

The advice of this manual is a distillation of the exper'ience Offender· 

Aid and Restoration (OAR) has had in establishing volunteer programs in 

the Jails of 23 cities or counties, and the experiences of some of OAR's 

sister organizations. In 1978-1980 the National Institute of Corrections 

contracted with OAR to train jail administrators and Sheriffs from 30 

states in volunteer. programming. That experience also has shaped the 

content of this manual. 

This manual is intended for on-the-job use. Write in it. Tear out 

the forms in the appendices. Copy the pages as needed. If your copy 

becpmes dog-eared and worn out, then it's likely that your volunteering­

in-jail program is off to a good start. 
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I. THE NEED FOR CITIZEN INVOLVEMENT 

America • s ja il s are overcrowded. They are understaffed. They are 

underbudgetad. Yet jails are expected to be the connrunity's social 

vacuum cleaner t~ deal with the drunk, the mentally ill and the mentally 

retarded, as well as the clearJy criminal. 

This difficult situation is compounded by the fact that the jail gets 

little community attention. Jails are invisible institutions. People 

know where to find the school, the library, the museum, the ball park, 

the hospital, and the dog pound. But not the jail. Jail s are instftuti~~ .~ ~~ 
which, even if not out of sight, are out of mind. 2!0th the guar~e~(/\<;- ~ 
guarded are forgotten peop 8 Criminol og i st J.M. Moynahan, Ph.D., recently 1e~ · 
told the American St)ciety of Criminology that " ••• jails are the institutions 

we know and understand. the least. II 

How did the situation arise? Dr. Walter Menninger suggested the 

reason when he wrote --

Having built walls to keep people in, we have successed in 

keeping people out. 

There has been little citizen interest in jails and. there~~as been 

less encouragement by jail administrators for citizens to be interested. 

C1tizens and jailers alike have been content to let the walls keep people 

out of their jails. 

That is changing. Jail administrators increasingly are inviting 

volunteers inside the walls. Three recent developments are fueling 

this trend: 

, 
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First, is the explosion in the jail popu1ation. Over 6.2 million 

people now pass through America's ja iJ s each year--nearlY twice as many 

as 10 years ago. Most jails have insufficient space and staff to provide 

minimal care for the avalanche of prisoners. 

Seco~d, bec~use of inadequate.space and services, lawsuits are an 

exploding phenomenon: As of this writing 1,300 of .the country I s 3,900 

jails are under cour~ order. Thus there is great judicial pressure to 

provide s~rvices, and volunteers are a rreans to provide them. 

e The third developrrent which calls for volunteers in the jail is the 

disillusionment that many Americans have. come to feel for the criminal 

justice system. These citizens are fed up with crime. They are fed up 

with'the jail's revolving door, which sends offenders out worse than when 

t~ey entered and soon open's again for the reentry. They are fed up with 

the outrageous cost to them as taxpayers of bUii'~in.g cell s (currently 

averaging $37~500 per cell) and then the enormous expense of staffing and 

maintaining a new and bigger jail. They want to break this upward spiral 

of cost and of was~ed human lives. 

In the long term, it is crucial that jails become visible institutions. 

Citizens must come to know and understand their local jail if there is 

ever to be the commitment of adequate funds, and i~ expectations of ~hat 

the jail 'can accomplish are to be adjusted to a rea~istic level. 

Aside from this long-term need for citizen involvement in jails, six 

immediate benefits come from citizen vo1un~eer involvement: 

1. ' 'Volunteers provide services without further stra in'ing the ja ill s 

budget. Volunteers are free. They require training and 

supervision by ,professionals, but their time is free. 

! 
:! 

l! C, 
\ ! 
\ 

11 

t. 

H 
11 
I. 

il 
! 

l' 

Il 
!I 

I; 
I' 
lit 
! 

e 
!i 
ii 
•• 

If 
I' 

/1 
! 
{ 

/-
II 
~ .; , 
!-
\1 
! 

J 

11 
i' 
rl 
j 

( f, 

II f 
I 
I, f 
! 

c. 

-4-

. 2. The jail administrator can increase-the scope and quality of 

services because volunteer staff give services which could not 

otherwise be afforded. 

3. The tension among prisoners is reduced, especially in jails where 

,there ~re programs matching volunteers and prisoners one-to-one. 

Jail administrators report that one-to-one programs bring greater 

calm among prisoners. Violence in a jail usually erupts when 

there is hopelessness and pent-up frustration among the prisoners. 

Volunteers bring hope to jail prisoners. There is hard ev"jdence 

that volunteers are effective i~ enabling prisoners to maintain 

self esteem, to acquire job finding skills, to maintain ties 

with their families, and to develop positive goals for the future. 

This evidence derives from the evaluations that have been made 

of on-going volunteer programs such as Man-to-Man, Partners, 

Volunteers in Probation, Friends OutSide, and Offender Aid and 

Restora tion. 

4. Volunteer programs serve to garner good press for the jails. The 

only media coverage most jails get is negative, e.g., a jail 

break, or alleged mistreatment of a prisoner. Volunteer programs 

make good stories and the jail becomes visible in a positive light. 

5. The jail administrator acquires a const'ituency. The volunteers 

come ~o know the needs of the jailis management. They come to 

understand the problems caused by jail over-crowding. Thus they 

generate pub1 ic support for an adequate budget, for adequate 

staff and equipment, and for measures which will reduce the over­

use of jail. , 
I 
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6. Prisoners are less likely to return to jail, and more likely 

to lead crime-free lives after jail. 

Will the jails forever remain invisible institutions? ~i11 the kept 
J~ J~ 

and the keepers stay faceless? Will the(g~and the ~e~ continue 
"" 

to suffer from inadequate community support? 

Someone once quipped, "Criminal justice is a gane of cops and robbers 

where ,the citizens play the trees. 1I If we allow this concept to continue, 

c~+izens will inevitably abdicate to police, courts, sheriffs, and jail 
C ' 

administrators all responsibility (t~anslate that as blame) for dealing 

with the growing crime rate. Yet we know that it is neither possible nor 

desirable to employ enough professionals to do the entire job. 

. The community is responsible for its offenders. This responsibility 

is inherent in a democracy. The trained involved corps of citizens, 

working with professional's to provide effective jail services, r,epre­

sents a"significant step toward more responsible, more reconciled, more 

crime-free communities. 

You can, by your concern and efforts, cause this significant step to 
be taken. The specific guidance which fo1lows in this manual will help you. 
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II. PLANNING YOUR VOLUNTEER PROGRAM 

You can develop a plan for a volunteer program to suit your community's 

needs by taking four steps. 

c 

1. Ana~yze y~ur community) your jail, and your prisoner population. 

2. Identify the jall management problems that volunteer can help to 

sol ve. 

3. Brainstorm for solutions. 

4. Shape the solutions into a workable plan. 

STEP ONE - A 'rHREE WAY ANALYSIS: The first step in design ing a ja-il 

volunt~er program, is to analyze the characteristics of the three major 

components: your conmmity; your jail; and the prisoner popu.lation. 

Attached as Appendix A is a survey outline developed for the purpose of col­

lecting and compiling data about these three elements. From this survey, you will . - . 

summarize the characteristics, attitudes, resources available, and per­

ce i "led problems of each - the corrnnun i ty, the ja il an d the pri soners ° 

This survey will require 80 to 160 person hours, that is, the full time 

of one· person for two to four weeks. When it is done well and thoroughly, 

with the results set down in writing--clear1y, concisely and completely, 

you will have made yourself a valuable planning tool. You also will have 

begun to forge an invaluab~e partnership of persons and resources for up­

grading criminal 'justice and corre,r~tions in your cormn.mity. 

STEP TWO _0 IDENTIFY YOUR PROBLEI~!S: The second step 

is to distribute the completed suy'vey to a varied group of 10 or 15 persons 

who are willing t~ help with the planning process. The group should 

include you--the jail administrator; key jail-staff persons; a judge; 

a prosecutor; a defense attorDey; civic leaders; business and banking repre-

} 

--------------------------~----~--------------------------------------------------------~~~~~~~~~~~-------~ 
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sentatives; persons from the social service comrunity; the cOmr/l.lnity's 

churches, and one or two ex-offenders who have made their way to a self­

respecting life-style after jail. Give the'group two weeks to study the 

survey and then call tham together for a one-day planning session. 

Here is a suggested format for. your one-day session --

Begin by identifying the probl ems eXi,sting in your ja i1 which citizen 

volunteers can help the jail management to solve. Frnm experience, 

it can be predicted that the problem or problems will very likely 

fall into"one- or more of the following seven problem areas, encountered 

~n jails,all across America today: 

a wide-spread tendency,among the prisoners to see themselves as 

worthless or hopeless or desperate--and no means available to the 

jail manager to help the prisoner recover self-respect. 

_ 1 itt1 e cormun ity ,tnterest in the ja il, resul ting in inadequate budget 

and under-staffing 

low jail-staff morale 

a large numb~r of under-educated prisoners, and no adult education 

proQram in the jail 

_ a large number of unskilled prisoners, and no job ,training program 

ava ilable 

_ many prisoners with serious personal problems, and no counseling 

program in the jail 

an over-crowded jail--more bodies than bed spaces. 

Whether th,ese are your ja ill s probl ems or whether your 'ja i1 has other 

problems, you must identify each problem and put it down on a black­

board or the like for the whole group to see and agree. Be careful 

to write down, in each case, the real problem and a single problem. 
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. w1.en the giroup has agreed as to what the problems are, then take up 

each one 'in turn arid 

1) Assess the fa.~ af the problem. ·Writ.f~ that down in a few words 

on the black.board. 

2) Env.'l.sion an improved state of affairs in which the problem is 

I"esol ved (i.e 0,- how do we want the situ,ation to be after changes 

a're !l).;3de?} Write that down. Be brief and specific. Use words 

that £!epict the new situation. 

-,-----

STEP THREE - BRAINSTORM: Now, take ea.ch of the problems on your 1 ist 

and take as large a block of time as you can afford, to brainstorm alter­

native~ for solving,.ttJ!.!.Eroblem. The idea is to involve everyone in the 

group, in coming up with free-wheeling solutions, to be written down on 

blackboard or butcher paper as soon as they are uttered. You should be 

able to develop 30, 50 or 100 ideas for each problem including the wil~est 

ideas, rejecting none. Piggyback one idea. on another. Emphasize quantity, 

not qual ity. Pennit no cr'iticism or evaluation of ideas during the 

brainstorming session. 

STEP FOUR - SELECT YOUR SOLUTIONS: Devote the 

last two hours of the planning session to picking out the best ideas, pr 

combinations of the best ideas, from all those that have been listed for 

each problem. Let the whole group participate in this selection of ideas. 

It is, often good' to separate the ideas into natural groupin~s as a prel im­

inary step in thi s process. The end resul t of the process is to write down 

a,clear and concise solution, one solution for each problem, that is agreed 

to be desirable ~nd workable. I 

I , , 
, , 
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SOME QUESTIONS TO BE CONSIDERED: Here are some questions to be con­

sidered during your one day planning session --

1. Is it feasible to solve the problem with the help of volunteers? 

Volunteers can have an impact on a variety of jail problems. Later in this 

chapter, we Will d1scuss various types of jail volunteer programs and their 

purposes. However, it is important that the problem area be one that vol­

unteers can affect. \ For example, it would probably be impossible for vo~-

, unteers to affect the problem caused by a shortage of non-flammable mattresses 

On tIle other hand, vol unteers may be util ized very well in providing adul t 

. education for pri soners. 

2. Is a volunteer program the most effective way to address the problem? 

Consider' all the various ways of addressing the problem. There may be other 

'solutions to the problem of, say, providing education for prisoners, but 

( obstacles to these options (such as financial resources to hire teachers) 

may not be realistically overcome. In such circumstances, volunteers may 

be the most effective way of solving the problem. 

3. Would a volunteer program duplicate efforts already underway? 

[very community's resources are finite and limited. It is important to 

coordinate jail services and to insure that they do not compete or overlap. 

For example, if a church group currently provides literature or chaplain 

services to prisoners, the planned program must be established so as to 

complement and str~ngthen that service, not compete. 

4. Does the problem involve frustration and hopelessness? 

A one-prisoner-to-one-volunteer progr?m is recommended for such situations, 

where volunteers are recruited, screened and trained, then carefully 

matched with jail prisoners. The purpose of the volunteer/prisoner rela­

tionship that develops through visits of the volunteer to the jail is to 

1 
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empower the prisoners to become self-sustaining members of society when 

they are released. The relationship continues after the prisoner is re­

leased, and the volunteers assist him/her in securing employment, locattng 

housing or vmatever is needed to help the ex-offender be a contributing 

member of society-. One-to-one volunteers give jailed persons, jobless 

and discredited as they usually are, the understanding that someone on 

the outside cares about them, that they need not give up on themselves. 

In this way, volunteers can have a·significant effect on the person's 

post-rel e'ase activity, and can contribute to the reduction of "repe,ater" 

crime • 

5. Does your jail suffer from a poor public image or from public "invis.i­

bil itt'? 

The best way to educate the, public about corrections is to allow concerned 

citizens to help in the correction process. Regular visits to the jails, by 

a responsible, carefully screened and trained group of citizens, creates 

public interest and caring--a proven way to develop support for an adequate 

ja il budget. 

6. Does your jail staff have a morale problem? 

Many correctional officers, bombarded da ily with requests for hel p that 

they have no time or means to fulfill, grow cynical and weary with their jobs. 

Many dails suffer from high staff tu'rnover. A volunteer corps in the jail 

helps staff morale, 1) by providing a way to keep prisoners "off the officers' 

backs" and 2) by publ icly apprecia~ing and noticing the good work done by 

correctional officers. "Correctional Officer of the Year" b~nquets are the 

annual feature in some communities with jail volunteer programs. 
I 

I , , 
, 
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7. Does the problem involve a lack of educational programs? __ 

Many volunteers are qualified to teach illiterate prisoners to read and 

write, and to help more advanced prisoners to get credits toward their high 

school equivalency (GED) certificates. Such education programs replace 

idleness with constructive and purposeful effort and measurably increased 

prisoner morale, and can be conducted in even very limited space. 

8. Is unemployment a problem? 

Statistics show that ~ offenders are unemployed or under-employed when 
c. 

they enter jails and, of.course~ a great many more are unemp]oyed when they 

leave jail; and that this unemployment contributes in a major way to "repeater" 

crime and to the "revo1ving door" syndrome whereby many prisoners leave the 

j
ai1 only to return soon again. Work empowerment or job readiness programs, 

conducted in jail and after jail, have been devised which help with the 

problem. These programs-help offenders prepare for, get and keep meaningful 
jobs. 

9. Do the prisoners need counseling services? 

Skilled counselors and therapists can be recruited to counsel prisoners. 

As you know, many prisoners come to jail with serious personal problems, 

which are compounded by incarceration. Helping prisoners deal with such 

problems contributes to their self-control and good behavior and also 

returns them to the community in a healthier frame of mind. 

10. Is overcy'owding your jail's problem? 

V01unteers in many communities have developed projects that permanently 

reduce the Jail'~ population. Some, projects are--
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- Re1 ease on Recognizance (ROR) Projects-· permit the judge to rel\~lse­

pre-trial defendants on their promise to return to court for trial. Volun­

teers interview newly arrested persons, using a fonn based on a "point 

system" (see Appendix B). Points are determined according to the defendant's 

length of ,residency in the community, employment, family ties, type of 

offense and the 1 ike. ' If the defendant scores enough points, the judge 

has the basis for deciding to release the person--without bond--on h;~ 

or her personai promise to return for court hearings. 

C Third Party Custody Defendants who 'don't qualify for ROR are released 

by the judge to a "third party" who takes ,the responsibil ity for keeping 

in contact with the defendant and seeking to ensure the defendant's 

appearance in court. Volunteers are recruited, screened and trained to 

be "third party custody" volunteers. 

Community Service Restitution - Instead of jail, the judge sentences 

non-viol ent offenders "(with the offenders' consent)· to work in the con.nun,ity I s 

hospital or parks or social services as a way to expiate their crimes. , 

Volunteers help develop the work slots, and they monitor the offenders 

participating in these projects 

Neighborhood Justice - Volunteers are trained to mediate cases involving 

neighborhood quarrels, family violence, bad checks passed at local stores, and 

the like. This services relieves court dockets ~nd tends to cut the jail 

population 

'volunteer Assistance - Volunteers are recruited and tra ined to counsel 

victims of crime, assisting with victim compensation or offender resti-

tution I 

I , , 



l' I 

~ 1 
.e 
~ 

I 
I 
I 
I' 
I 
1,( 

-
I 
I 
I 

-
S 
I 

( 

i 
I 

-13-

III. LAYING YOUR PROGRAM'S FOUNDATION 

When you have finished your planning day, then the way is prepared for 

you to lay the foundation for an effective volunteer program. We recorrmend 

that you organi~e nermers of the planning group who participated1n your 

planning day, into two committees: 

- one committee to help you 1) decide the managenent approach you will 

take for operating the program; 2) draft a manual of polices and proc­

cedures for the program, and 3) set the program's budget. 

- a second committee to obtain the needed funds to start up the program. 

Some foundation-laying guidelines follow --

D~CIDE THE MANAGEMENT APPROACH -- ~e jail administrator who is starting a 

volunteer program in the jail has a variety of options. The nature of the 

work to be perfonned by'volunteers, the program's size, the ambunt of 

involvement of jail staff and the level of funding which will be neces­

sary, are a few of the variables to consider in planning stages of the 

program. 
, .. 

One basic decision which will 'have important effects on these others 

is whether the program will be developed and operated directly by jail 

personnel, themselves, cr by a board of community citizens and its staff. The 

latter approach usually involves the establishment of a legally incdrpora,ted not­

'for-profit organization. The purpose of this chapter is to compare and 

contrast the do-it-by-yourself approach with the community group approach. 

For ease of discussion, let us refer to programs adminfstered by jail 

personnel as the JP model and to programs administered by a community group 

as the CG model. Let us acknowledge that in actual pract-ice, these are 

not pure and independent types. A jail administrator operating a JP program 
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may" give the volunteers a significant role in- decision making and, thUS, 

for all practical purposes, semi-automomolJs status. Conversely, a CG 

program always operates in a jail according to rules laid down by the 

jail administrator. Moreover, if the jail administ)"ator or his/her 

represen~tiv€ ~erves on the board of directors of a CG program, then 

he/she has direct input at the level of program policy making. 

Thus, in operation, a mixing of JP and CG program characteristics 

often occurs. This tends to mute the strong advantages or disadvantages 
c. 

associated with each. 

JP Programs: Doing it Yourself - There are several advantages to imple­

menting and operating a jail volunteer program directly. First, there is 

some 'ill'VTlediate appeal in having maximum control over the program. Because 

a jail administrator's first responsibility is jail security; he wants to 

be assured that any new activity will pose a minimal security threat. 

Having complete' control over program operation would seem to be the most 

certain way. Direct recruitment, training, and supervision uf volunteers 

provides a feeling of assurance that you know what volunteers are doing. 

Furthermore; immediate control of volunteers helps to lessen fears that 

they might do things which would put th~m in danger. 

It should be noted, however, that the concerns of security a~d safety 

are probably most affected by careful volunteer 'screening and training, 

,and by proper ~uidelines for volunteer activity, rather' than byorgani­

zational structure. Jail personnel should be assertive in these areas, 

regardless of program type. For example, both JP and CG programs should 

involve the jail administration in issuing security clearances for volun­

teers; Similarly, training of volunteers in either type of program should 

directly involve jail personnel. Finally, jail personnel who observe , 
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volunteer behavior which is problematic from a security or safety stand­

point can and should assume a corrective role in either a JP or CG program. 

The bottom line is always admission to the jail and this is controlled 

by jail administration. 

,A second advantage to a JP program is that it may be quicker to get 

started when you do the work yoursel f. If you envi sion a program performing, 

perhaps, a single function with few volunteers; it would not be necessary 

to organize for significant community involvement. There is an inevitable 

l~.~ when you bring in others to get a program underway. Meetings must be 

set and somewhat langthy discussions ensue which often seem to slow down 

program development. Suffice it to say that when one is in a hurry, the 

participation of others can seem like a mixed blessing. 

On the other hand, the question of program size and the ambitiousness 

of program goals are important factors which should be balanced against 

speed in getting started. If one's goal is to create a very small program 

with little capacity to help solve the jail's main problems, then getting 

a community group t~ organize the program may add an unnecessary layer 

of complication. However, if one"s goals are larger, then the cOO1Tlunity 

thinking and assistar;ce which is available in the CG model (or the JP 
, 

model with a very active Community Advisory Council) may be useful and 

necessary, even if it takes longer. 

Another potential advantage of the JP model--one which could possibly 

have a marked effect on the program--is that when jail personnel are 

directly involved, they may develop a greater sense of ownership. Here 

again, the diff~rence is probably a matter of degree. There is certainly 

a tendency for CG volunteer programs to be seen by jail personnel as 

separate from the jai1--both administratively and in tarms of purpose. 

There may be a lesser tendency for them to view JP programs this way. 
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However, even in a JP program, there are gradations of responsibility 

for program planning and operation. If, for example, it is the jail 

captain who has primary responsibility for the volunteer program, then 

it may be seen as lithe captain's program", even if the captain makes 

an effort to inv~lve other jail s~ff. 

The jail administrator who would like ~ore than grudging acceptance 

of a volunteer program by jail personnel knows that: it cannot be ordered. 

Acceptance will grow out of the actual experience of jail personnel in 

observing the effects of the program. If the progr~am has a beneficial 

infl uence on the pri soners and does not add excessi ve stra in to the staff's 

already stressful jobs, then they will be supportive. Moreover, the JP 

model may have its greatest advantage in the early stages of program devel­

opment, since it identifies theeffort as bas'ically "in house". However, this 

in itici1 advantage will soon be overcome by the experience of actual program 

operation, wherein staff enthusiasm will have little to do with the JP-CG 

dimension. 

CG Programs: Involving the Community - let us turn now to discuss some of 

the' advantages associated with beginning a' jail volunteer program admin­

istered by a community group, the CG model. One of the seeming advantages 

here is that somebody else does most of the work and has most of the 

responsibility. ~ile this is true to an extent, it should be noted that 

the jail administrator and jail personnel will be called upon to perform 

certa1n periodic tasks associated with keeping a CG program alive and 

heal thy. 

For example, the jail administrator usually must assume an active role 

in encouraging a group to organize itself to provide volunteer services. 

At a minumum, this will involve an initial meeting or two with group 

organizers and writing a letter of support for their efforts. As the 

, 
, 
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program gets under way, there is the need, previously ~~ntioned, for jail 

personnel to assist in training volunteers. Also, it is advisable for 

the jail administrator or his/her representative to serve on the program's 

board of directors. When funds to support the program are being sought, 

a jail administrator may again be asked to take an active role, at least 

to the extent of writing a letter of suppprt to a funding source. 

The upshot is that there is some work to be done by jail personnel, 

even in a CG program. However, this work is comparatively undemanding 

in a CG context. 

Another probable advantage of a CG program is longevity. Here, it is 

important to underline that we are speaking in terms of probability. The 

creation of new organizations is a high risk enterprise, and those that 

exist on "soft" money (e.g., government grants and foundation awards) are 

qu ite susceptibl e to early demi se. However, when a group of concerned 

citizens commits itself to a volunteer effort, it does give a certain 

"staying power" to the enterprise. 

A jail administrator or employee may have the vision, talent, and 

personal loyalty of volunteers necessary to keep a JP program going, as 

long as he continues in the job. However, when such a person leaves, 

the stage is set for the collapse of the program. One of the ironies 

of a successful program administered by one person is that his perfor­

mance may be so hard to follow that the-successor either doesn't try, or 

tries and fails. 

In a CG prpgram, people come and go, but the program continues. While 

it is possible for individuals to dominate such programs, it is less' 

likely that the presence of anyone person will be critical to the organi-

II , 
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" 
;tition's survival. The CG program is still susceptible to funding woes, 

C· but these can be minimized by keeping the' number of pa id staff low, and 

by the development of an effective Financial and Fund-Raising Committee. 

An additional benefit of a CG program is that it can serve as a 

source of sl~pport _for the ja il manager on issues of common concern, 

such as jail space, jail conditions, and jail staffing ratios. When 

citizens who are familiar with the situation speak out on these topics, 

they lend credibility to the arguments of jail managers who are seeking 

_. - ---- . 

imp -.. vements. This potential advantage is often overlooked by jail person-

( 

. . 
nel who may view citizens' groups with suspicion. -

However, it is clear that areas 'of common concern between citizens and 

jail personnel are at least as great as the areas of difference. A ve~y 

productive relationship is possible when common concerns are pursued at 

every opportunity. There is far more potential for a CG program to sup­

port changes that jail personnel favor than is commonly realized. 

Yet another advantage of a CG program is its ability to grow into other 

program.areas which are not "in jail" but which, nevertheless, affect jail 

conditions. For example, a CG program may begin as a one-to-one volunteer 

effort. It may then become apparent to the volunteers that too many 

people are being held in jail pretrial and they may seek to add another 

program component,. such as third party custody. If their efforts are suc­

cessful, the population pressure within the jail will be reduced, bene­

fitting prisoners and jail personnel alike.* It is much less likely that 

a JP program will seek this kind of program growth outside the jail. 

* See page 12 for a mo~e complete li~t of such program components. 
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Furthermore, in tenns of,growth, it is more likely that a CG program 

will form links with allied organizations whose ideas and assistance 

will nurture it. Every locality has a community of social service organi­

zations which lend mutual support and help each o~her grow. A JP, program 

is likely to remain isolated from'these resources because its home is in 

the jail rather than in the larger community. 

Summary -- We have reviewed principal advantages of JP and CG programs. 

These are condensed for easy compari son in Appendix C. 

On the whole, it would appear that the advantages weigh more ~eavily 

in favor of the CG model for ja i1 volunteer programs. Howe ve'r , program 

size and goals are critical to determining which approach is the more 

be,neficiar in any given case. If the program will involve more than 10 

volunteers and intends to provide direct services to large numbers of 

prisoners, then the CG type of program appears better. If the program 

is to be quite small and is not intended to provide direct services to 

prisoners, then the JP approach may serve as well or better. 

DRAFT YOUR MANUAL - The best way to envision the program as planned 

is to draft a Manual of Policies a~d Procedures for governing it. The 

following arrangement of the manual is recommended: 

Chapter I '- Mission and PU!Qose - State simply and clearly what your new' 
. 

program is intended for. Base this statement on the written results of 

your one-day planning session (page 6 above). A sample statement is 

attached i~ Appendix N . , 

II. The Board of Directors (or Board of Advisors) - State here the make­

up and duties of the program's Board of Directors or Advisory Board, 

as described on page 22 below. 

III. The Staff - Describe each staff position and the responsibilities of 

each staff member, as described on page 23 . 
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IV. The Volunteers - Outline the volunteers' duties~ and how the vol~ , , 

unteers are to be recru ited, screened, tra ined ~"I.nd managed, as described 

on pages 26 .. 35. 

v. Goals Your program should huv~; .~j1Dl~gd goals in order to determine 

whether it i-s being successful and w(;)l'·th~thfl e. Li st and describe 

in this chapter the "yardsticks" you win use for this purpose, as 

described on page 240 

VI. Records and Files - List the records and files to be kept in the 

volunteer program's office. A sample list is attached at' Appendix D 

VII. Financial Management - Describe how the funds for the program are 

to be controlled and accounted for. A s~mple budget, balance sheet, 

income-and-expense statement,-and schedule of accounts, are at Appen­

dix E. 

VIII. Relations with the Public - Outine the methods to be used to 

inform and to maintain good relations with the community, as discussed 

on page 37. 

IX. Annual Evaluations - Describe the evaluation procedure for the pro­

gr;im, as di scussed on page· 4G. 

Oncethe program is underway, this Manual will become its "Bible". 

It should be prepared in loose leaf form and revised at the end of each 
. 

year following the program's annual evaluation, so as to incorporate 

lessons learned and to adjust the program to new conditions. Copies' 

should be distributed to each Board member and staff member. 

SET YOUR BUDGET - The drafting of the program's Policy and Pro­

cedures Manual should be followed immediately by a calculation of what 

it will cost annually to operate the program. We recommend that you 

use the sample budget at Appendix F for budget estimating purposes. 
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When you have added up all the budget line estimates, you will 

find that the total dollar figure at the bottom of your budget sheet 

adds up to a considerable amount. However, it will not amount to more 

than the cost of building one or two new jail ce~ls, or the cost of 

maintaining 10 or 20 prisoners in the jail annually. By comparing 

the new program's goals in terms of reducing the jail's population, 

aS,against the program's cost, it will be seen that a successfully 

opera ted program will resu1 t in a greatly reduced overall cost to the 

taxpayers. 

OBTAIN THE FUNDS - With the Pol icy 'and PrOCedUl"eS Manual and the 

Budget Estimates in hand,your Funding Committee will have the tools 

'needed to obtain the funds for establishing your volunteer program. 

We recommend that the Funding Committee 1) first prepare charts to 

show benefits and cost comparisons, and then 2) make formal presen­

tations and request for funds to the City or County's governing auth­

ority, to the United Way, and possibly to the major corporations and, 

foundations based in the community. 

.. 

f 

I 
i 

(. ,:' 
.}!of 

"..:;. 

'f! .-. (> ~, 
). ~ .•.. ! ,., 
~' 
t 
~ r 
I, 
t 
r, 

I 
~ 
~ 
1, 

~ 
~ 

I 
fi 

-22-

LAUNCHING YOUR PROGRAM 

With program funds in sight or in hand, you can now take the final 

steps necessary to get underway, as follows: 

ESTABLISH TH~ BOARD OF DIRECTORS OR ADVISORY BOARD - If you choose to 

mai<e the program the direct resp'onsibi1 ity. of jail personnel (a JP program)-­

and you want to assure good community support as well as access to sources 

of volunteers--you will organize'a broadly-based group of community citizens 

to be an Advisory Board for the pro~ram. If you decide on vesting the 

responsib1 ity in a cOllm.mity group of citizens (a CG program), you will 

organize a Board of Directors that will establish a non-profit and tax­

exempt corporation. 

In either case, most of the charter members of the Board may well be 

recruited from the group which you call together to plan the program (as 

describ&d on pages 6- 8 above). The Board shoul d have 12 to 24 menDers, 

representing the jarl staff, the local government, local courts and bar associ­

ation, business and banking community, social services community, civic· 

groups, religious sector, and ex-offenders. 

The three main functions of the Board will be 1) to set policy for 

the program 2) to oversee the work of the program staff and 3) to provide 

access to the various segments of the community whose cooperation is needed 

to make the program fully successful. 

The Board should meet at least monthly in the program's early stages. 

It should elect its own officers, and each member other than'the officers 

should be assigned to a Board Committee--such as the Nominating and By­

Laws, Personnel, Finance and Fund~Ra ising, and Program Development Com­

mittees. See Appendix G • 
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EMPLOY THE STAFF - A first duty of the Board wi11 be to conduct a 

talent search and employ a Program Coordinator who will be in overall 

charge of the program and its staff. It is extremely important to choqse 
. 

the right person for this task. The Coordinator should be services-

oriented, thus a person with social work or social service background 

would be desirable. However, it is essential that the Coordinator 

also have a~inistrative, supervisory, and training skills. Further, 

he or she will deal extensively with the public: informing the public 

of ~ne progr~m, recruiting volu~~eers, and working with other community 

agencies for support, technical assistance and referrals. These last 

duties call for communications skills. 

Th"e'Coordinator, once employed, will help to employ the remainder of 

the full time paid staff, which .must include an Office Manager-Secretary 

and 'may include an In-Jail 'Specialist, a Job Specialist, and a Court 

Special ist. Fo.r sample descriptions and job qual ifications, see Appendix H. 

ORGANIZE THE OFFICE - The program office should be located not in the 

jail but in a downtown office convenient for visits by the volunteers. 

Where possible, it should be in a rent-free space ,furnished by a city or 

community agency as a tend~r of the community's commitment to the program 

and its continuation. It shoul d be furnished with one desk per staff 

member~ telephones, chairs, typewriter, calculator, file cabinet and 

supplies cabinet. 
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PRINT PROGRAfl1 MATERIALS - The Program from·the outset will need suppl ies 

of 7 or more printed materials, most of the forms can be reproduced on an 

office copier or mimeograph machine. Materials for t~e typical program 

woul d incl ude: 

Letterhead 

Leaflet - for recruiting volunteers 

Handbook - volunteer guidelines 

Volunteer Registration Form 

Volunteer Monthly A~tion Sheet 

Participant Registration Form 

Fl ier - for describing the program to ja,;l pri soners 

Samples of the forms are attached at Appendix I. 

SET THE FIRST YEAR'S MEASUREMENTS - Only one thing now remains for you 

to do before you recruit, screen and tra in younfirst group of volunteers 

and put them to work. That is, to set goals and success standards for 

the first year's operations. 

Your goals will vary according to the purpose of your volunteer program; 

but surely two of the yardsticks you will want to use will conist of a 

monthly account of the number of volunteers who enter the program and 2) a 

count of the number of prisoners or offenders who enroll in the program. 

See Appenqix J. 

THE TIME FRAME - You c;an estimate that it will take neal"ly nine months 

from the start of planning to the day when your first group of volunteers 

sta rt to work. It takes that long to set up a program tha twill 1 ast and 

develop in value over the years, and the potential results are well worth 

the effort. 
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Here is a suggested development schedule: 
( 

Planning - 4 steps 5 weeks 

Draft the Manual and Set 

the Budget 3 weeks 

.Obta in_ the Funds 13 weeks 

Establish the Board and 

Employ the Coordinator 4 weeks 

Employ Remainder of Staff 

and Organize the Office 2 weeks 

Print Program Materials 3 weeks 

Recruit, Screen and Train 

First Volunteers 5 weeks 

TOTAL 35 weeks 
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V. OPERATING YOUR PROGRAM 

THE VOLUNTEERS - Citizen volunteers form the foundation of your 

program. The basic and most important job of the program's Coordinator 

is to recruit and to prepare concerned men and women from the community 

to help your jail's prisoners to help themselves. 

- Recruiting -Who will these volunteers be and how will they be recruited? 

The first response is this: that any recruit selected for your jail pro­

gram must.~vidence three characteristics -

- Stability, balance and integrity 

- Reasonaple maturity - volunteers must usually be at least 20 years old 

- Empathy (the ability to put oneself into another person's shoes) 

The second suggestion: Get a clear picture of the prime or ideal 

volunteer for your program. Suppose say, that 70% of the jail population 

consists of black males in the 20's, that a large percentage have less than 

a high school education and that most were unemployed or under-employed at 

the time of arrest. A prime volunteer for this population might be a 25-

45 year old black man or woman, from a low to middle income neighborhood, 

with a steady work record. 

This is not to say that target volunteers are the only acceptable 

candidates. But visual izing the most-needed type· of candidates in this way 

does focus the recruitment drive. Of course, your recruitment efforts will 

enlist volunteers who differ decidedly from the target type. However, 

for purposes of planning the recruitment activity, it is best to 

have in min~an individual with specific characteristics. Otherwise~ the 

tendency is to enroll the most easily recruited volunteer, and this some­

times resul ts in a relatively homogeneous group of volu.nteers. Where 

the target volunteer type is traditionally more difficult to recuit (such 1 I; 
.----------------------~----~~--~~-----
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as the black men and women) the targeting of this group for special 

attention is 1 ike1y to result in a more diverse volunteer corps., 

Often you win have ~ore than one target-type of vo1untee'r. When an 

adul t educa tion pY'oject or a 1 ibrary project is to be a part of the program, 

recruitmen.t efforts would also be a'imed at persons with teaching experi·­

ence, especially in the area of basic education, and at persons with 

experience in library work. Such volunteers can be assigned to assist 

with the training of other volunteers who possess good educational back-
c 

grounds and. communication skills but lack experience in teaching or 'librar,y 

work. If there is to be an in-jail Alcoholics'Anonymous project as part 

of the program, a target group for recruiting wou1 d inc1 ude ,. of course, . 

the. local Alcoholics' A.nonymous chapters. 

The recruiting of volunteers is a marketing process. There is a product· 

(the program) and a customer (the prospective volunteer). The goa' is to 

get your best message before your most appropriate audience. You have' 

already determined the appropriate audience; you now have to review the 

product and describe ·it in the best possible way. 

A prime motivation for volunteering is the desire to invest one's 

humanity, to lend a helping hand to people in trouble. Therefore, the 

volunteer ~rogram can best be presented in terms of the satisfaction to 

be gained from: 1) helping another person, 2) contributing to the com­

rrunity, 3) meeti.ng and working with other concerned citizens 4) putting 

life experience to a good use,. 5) generating possible solutions to problems, 

6) developing a.new skill, 7) acquiring knowledge in the areas of criminal 

justice and social service. 

Another question to consider: why should the prospective volunteer work 

in a jail program in~tead of another volunteer program? Consider the char-
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acteristics of those programs that might also attract your target vo1un­

teers--e.g., Big Brothers, Red Cross, Mea1s on Wheels, etc. How does your 

program differ from these? A major difference, no doubt, is that your 

program operates in the jail. Those attracted to the program are likely 

to see this as ~ positive feature 'of the program, for a number of reasons: 

1) It is not the usual situation and therefore the volunteer has a more 

distinct identity~ 2) the need is c1ear--to assist the person prepare for 

return to the cOlTITIJnity as a better citizen, and 3) reducing crime is an 

important .~nd pressing problem. 

It is advisable to stress the fact that volunteers are trained to go 

into the jail and are involved in important work of significance to the 

community; and that this work is open only to reliable, responsible and 

thoughtful persons, will ing to make a serious cOJl11litment. This approach 

will single out your program and attract a special kind of person--not the 

typical person who "doesn't want to get involved" but the special person 

who wants to hel p. 

News accounts of social problems leave many people with a sense of 

being overwhelme~'with no way of responding or of improving the situation. ,. 

A volunteer Jail Program, however, provides a specific way to help indi­

viduals an.d. to help reauce a serious social problem - repeater'crime. 

The training that volunteers receive is a major inducement to join 

the program and should also be emphasized. 

At the same time, there are costs associated \'lith volunteering and 

these need'to be made c1 ear to prospective vol unteers. How iruch time 

is required? Many volunteer programs ask volunteers to contribute eight 

hours a month. This is not unreasonable. What are the money costs to the 

vol unteers? H'ow far does he need to drive? Are there park ing costs? 
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Some programs are able to reimburse volun~eers for expenses; but with 

most, ,the costs of volunteering are part of the contribution made by 

the volunteer. 

The. place where tr~ining sessions are held is an important consider­

ation. Hold the_sessions in an area convenient to volunteers' homes. 

If you are seeking volunteers from a certain neighborhood, the best 

place to hold the training session is in that neighborhood. If you are 

trying to attract persons with 1 ibl'ary skill s, it may be best to hol d the 
c. 

sessions i~ the central library. 

Now, what are the best ways to reach target volunteers? One way is 

, to start with personal contact~. Seek names of persons in the target groups 

who might be interested in the program, and develop a network of referrals. 

Another approach is to tell your story to as many people as possible through 

sources such as --

1) Churches and synagogues 

2) Local industries. Ask company newsletter editors to publish your' 

'appeal. Meet with groups of active or retired company members. 

'3) College' students. The best arrangement is a formal intern arrange­

ments whereby the student gains credit for his/her volunteer work. 

4) Civic, social and professional organizations. 

5) Mass Media (see page 27) 

a) News releases 

b) Public Service Announcements on radio and teievision. It is 

recoll1Tended that someone representing the target volunteer' 

group make the presentation 

6) Flyers and posters--in libraries, businesses, municipal and 
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industrial complexes, shopping centers, laundromats, apartment house 

bulletin boards, and the like. 

7) The local volunteer bureau. Look carefully at the contract if 

a formal agreement is required. The hiring, firing, and supervision ,of 

the volunteers should be in the hands of the Volunteer Program, and not 

in the Bureau's hands. 

8) Association for Retired Persons--such as Retired Senior Volunteer 

Program, the Senior Core of Retired Executives. 

9) Persons with special skills--either specifically needed by the pro­

gram such as teachers, librarians, etc., or as persons who can help partici­

pants learn more about a trade or hobby. Such volunteers could include 

mechanics, electricians, carpenters--tradesmen of all kinds; and artists, 

athletes and craftsmen; as well as businessmen and professionals. 

Screening - A propective volunteer should complete a registration form 

(Appendix I ) and include 3 personal references. The prospect should be 

given a description of the program and a volunteer job description (see 

Appendix K). Before'inviting a person to a training session, 1) check 

. references and police records, and 2) conduct a screening interview. 

There are three reasons for thi s 'interview: 

1) To eQable the Program Coordinator to determine whether the pros-

pect meets program qualifications. 

2) To give the prospect: 

-- facts about the program 

information about the job to be done 

information about benefits to the prospect 

" 
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. 3) To get from the prospect: 

-- his or her expectations of the program 

-- enough data about the person to serve as a guide, in the case 

of one-to-one assign~ents, to matching of volunteer and 

. priso~er. 

A suggested set oT non-directive questions for use in interviewing 

follows: 

1. What have you enjoyed most in previous volunteer assignments? What 

t;ave you enjoyed least? (ATTITU.DES) 

2. What kind of people do you work with best as co-workers? What kind of 

people are you most interested in as clients and why? Are there types 

of pe'opl e you feel you'd be unabl e to work with? (INTERPERSONAL RELATIONSHIPS) 

3. What would you consider to be the ideal volunteer job for you? Why? 

(MOTIVATION AND VALUES) . 

4. What things have you done that have given you greatest satisfaction? 

(MOTIVATION AND VALUES) 

5. Why are you interested in doing volunteer work? What are your long­

range objectives? (MOTIVATION) 

6. What do you like to do in your leisure time? (VALUES) 

7. What is your lIenergylllevel and how would you describe your work 

habits? (WORK HABITS) 

8. Thinking back, what are the most significant decisions you have made 
• 

in your life and how do you feel about them? (DECISION MAKING) 

9. What makes you really angry - on the job or at home - and how do you 

deal with this anger? (EMOTIONAL STABILITY) 

10. Tell me about your family? (EMOTIONAL STABILITY) 

11. What kind of supervision do you prefer? (MOTIVATION) 

r 
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12. Describe your temperament. What do you like best about yourself? 

If you could, what would you improve? (EMOTIONAL STABILITY) 

If the interview reveals that the person is not qualified for the 

program, a simple explanation is best. One of the three following options 

might be u~ed: 

1) Simply tell the' prospect with all good will that there seems to be 

no place where his/her services can be used and express thanks for the 
. . 

offer of help. 

c 2) Assign the person' to vol unteer tasks wh ich do not inval ve access 

to the jailor direct relationship with a prisoner. 

3) Refer the person to another volunteer organization more appropriate 

for that particular person. 

Train new volunteers as soon as possible after they are screened, and 

put them to work as soon as possible after they are trained. 

Training - The three purposes of basic training for new volunteers'and 

of monthly feed-back training for volunteers in service are __ 

l} To assure that. each volunteer - before beginning work - knows what 

is to be done and how to do it. 

2) To make it clear to each volunteer from the start that he or she 

belongs in .a vitally important enterprise, an adventure in healing the' 

community. The program needs each volunteer's insights and ideas as 

it grows and develops. 

3) To provide regular opportunities for feedback - where volunteers 

in-service tan ~ent their frustrations, work out problems, exchange 

inSights, and even have a little rewarding fun. 

The first two purposes'are to be carried out during basic training. 

The third purpose is best carried out at feed-back sessions he1 d once 

every month or two months. 

---~--~--~---~---"':'-----------
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See Appendix L for a suggested basic tra ining program. 

Managing - Volunteers require "care and feeding". They provide 

specific services, take on large responsibilities, follow rules and 

regulations 'and give up their free time, all without money, which is 

the common reward for these things. Since. money is not an objective 

for volunteers; supervision, recognition and support are essential to 

keep them activated and motivated. Here are six management principles: 

1) Volunteers are unpaid staff. Staff is the key word here. This 

means that' vol unteers shou1 d be treated the same way that other 'staff 

members are treated by the administration, by other staff members, by 

prisoners. If you assume a "they're just volunteers" attitude you've 

lost them. Accordingly,' all your volunteers will need: 

a c1 ear, concise- job description 

clear lines of supervision and authority 

an opportunity to set and share job goals 

regular evaluation and feedback 

2) Volunteers need to know what is expected of them - This should be 

spelled out clearly in the recruiting and screening process~ and in the 

form of a job description (see Appendix K ). 

3) Volunteers need rewards - Certificates, dinners, pins, etc, are 

great ways to recognize and reward volunteers, but they don't do quite 

enough ·to keep motivation and activity at a high level. 

Volunteers will find reward from their work from three sources: 

to, 

," j 

\ 
\ 
1 -

\ ( 
~ -

c:. 

-34-

From paid staff - The program coordinator should help volunteers with 

problems in their work, and be specific in recognizing volunteer 

accomplishments. The most effective volunteers can be given 

additional assignments -- e.g., assisting other volunteers or 

~upervi?ing groups of volunteers. Highly-motivated volunteers 

often welcome increased responsibility and regard it as a recog­

nition of their abilities and service. 

Have volunteers set goals for thenr work in conjunction with paid staff. 

Evaluate progress on a regular basis and provide constructive feedback 

and praise where appropriate. A rule of thumb is to think of ways that 

you li~e to be supervised and evaluated by your supervisors. Demand 

as much responsibility and accountability for performance as if the 

volunteer were receiving a paycheck. Make the work important work. Vol­

unteers who feel useful do a better job. 

4) Volunteers need on-going supervision and accessibility - Regular 

supervision is good preventive maintenance, enabling the supervisor to 

become aware of problems before they reach unmanageable proportions. 

The volunteer must know that help is available. 

Volunteers shoul d be contacted individually at least monthly for 

confidential counse'lling. Build this time into their work schedules. 

A "feed-back'i session of the whole volunteer -corps every month or two 

months is also needed. This provides a forum for volunteers to talk 

together about problems and successes--to surpr"ise themselves. Out of 

these sessions also come good ideas for future directions of the volunteer 

program; and evaluation of the existing program. 

S) Volunteers need help to know when they have finished their assign­

ment or accomplished their goal This is especially important for volunteers 

, 
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who work one-to-one with offenders. A volunteer assignment is not for 

life. 'When the volunteer is no longer needed to assist the client, 

the relationship should be terminated and the volunteer offered a new 

assignment or the opportunity to rE::st. The program coordinator mus~ 

be alert to this ~'winding down" of activity. This provides a good 

point for evaluation and recognition. 

6) Some volunteers should be fired - Once in a while you will need 
't
1 to terminate a volunteer. There are some obvious signs of this (not :11 

,;1 
showing up'~ not obeying jail rules) but there are also signs in the per- :'~1 

iii fonnance of vol un teer duti es and in the rel at i onsh i p wi th others--pa i d 111 

staff, 'other vol unteers and prisoners. It is the reponsibility of the : l~ 
j ~I 

program coordinator to talk to the volunteer about the situation. He j 
or she shoul d suggest a 1 terna tive behaviors and stress the need for change .'I'l 

Some questions to be considered are: Is the problem a mismatch of il! 
, til assignment with goal s and skills? Is it a personality problem? Is ql 

the vol unteer tired or burned out? Try adjusting the volunteer ' s assign- I:]~ 

menta If the volunteer continues to overstep his/her area of respon- II 
ibil'ity" is secretive or fail s to cOrTmunicate, or if there is a loss I~ 

li of trust, termination is your last-resort response. ~ 
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JHE PRISONER - Word has certainly circulated the jail during the II 
,.tt! ~ planning process that a new program is on the way that will involve ~ 

citizen volunteers. Now your job is to find out who among the jail popu- ~ ~ 
lation is interested in participating in your program, and who needs the ,!, ~ 

~. program. Make the program known through posters, through distribution i ~ 

of a f1 ier and th rough word of mou th • I II I ( 
Your time spent talking with prisoners about the program should be allotted ~,: .. , 
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really knows how to help someone who has been -in ~ai1 20, 50 or 100 

times for public drunkenness. 

Among those who are eligible and interested, give first attention 

where the need is the grsc.ter. For example, if a high school equivalency 

(GED) prog~am is ~hat you. are offering, you might give enrollment priority 

to those who need a high school diploma in order to get a job. In thi s 

case, someone 50 years 01 d who has no high school degree but has been 

a painter for 30 years would be given a lower priority. 

'Enrolling - Prisoners need to be involved. in an enrollment process ~ 
as do potential volunteers for three main reasons: 

1) to provide a mechanism for screening 

2) to insure that expectations are entirely clear 

3) to provide a basis for accountability and recordkeeping in the 

number of participants. 

The main aspect of participant enrollment is the filling out of an 

intake form, enrollment fo~, or registration form (see Appendix l). 

An enrollment form should be filled out on each participant and filed 

under the program he/she is partiCipating in. This information will lead 

to easy compilation of monthly, quarterly and annual statistics on how 

many people, in what programs, and of what characteristics are being served. 

These statistics will allow you to demonstrate program effectiveness, 

hel ping to ass~re continued financial support of the program. 

to those who you feel will benefit and be interested. These may well bt! ~ 

the younger prisoners who have been in jail only onc:e=----'"'o-'-r~t~w~;~c~e~._~N:o___=on:e:.._ ____ ~ __ _Ldl1l,L_..!...ll ______________________________ "'--
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FINANCIAL MANAGEMENT - More volunteer programs have foundered 

because of inadequate financial records than any other cause. The 

program must have a set of double-entry books kept according to 

genera 11y accepted accounting principl es. If the Secretary - Offic.e 

Manager is not an experienced bookkeeper, then by all means employ a 

local bookkeeping serv1ce to help him or her. Employ a certified 

public accountant to audit the books annually. See Appendix E. 

RELATIONS WITH THE PUBLIC - In one important sense your volunteer 

program is a new and promising way to upgrade your whole cOfinunity. 

A basic purpose of the program is to reduce repeater crime and to 

salvage minor offenders before they become confirmed criminals. 

Instead of bemoaning the rising crime rates, you as the jail manager 

and the vol unteers as citizens are doing something real ,and lreaningful 

to cut crime. 

In order for your volunteer program to survive and thrive, the 

community must be made aware of it, of its purpose and its worth­

whileness. In the beginning, the program and its purpose must be 

annoul'1ced to the comrrunity. As the program progresses, its accomplish­

ments and progress must be publicized so that the community will be 

aware of these achievements, and take pride and interest and a feeling 

of ownership in them. 

The Coordinator of your program, with all his or her other duties, 

will not have many working-hours for public relations. So we recommend 

here a simple, tested way to keep your program in the public eye. It 
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f 1) 1 tt 2) two or more _news releases every year and, consi sts 0 a news e er, 

3) the staging of a special event every year: 

Your ~letter may be published quarterly, every three months. The April, 

June and Oc;tober issues may be a simple four pages, describing things 

that are happening in the jail, rises and falls in the jail population, 

stories of special accomplishments of particular volunteers, editorials 

writte~ by you or by the judges you work with about the jai1 's needs, ex­

of~ender s!Jccess stories, and the like. The January issue may be an 

annual report, similar to a corporation's ~nnual report, wherein your. 

annual evaluation of the program's accompl fshments (see pages 40-42). 

are summari'zed, together with the program's annual financial report. 

This newsletter should be mailed or hand-delivered to a list composed of 

key leaders and ~pinion-makers in your community. Every city council 

member and county supervisor, State and Federal representative, appointed 

public official, civic association leader, social service agency director, 

bank president, majo~ business chief executive, church minister and syna,­

gogue rabbi, newspaper city editor, TV and radio news director, foundation 

director, and member of the jail volunteer corps, past or present, sh~u1d 

receive the newsletter. If your conr.runity is tYP,ica1, you will distribute 

300 to 400 copies. 

The ~ releases will keep the general public aware of your program. They 

should b~ written around some newsworthy event or some striking stage of 

development of y.our program. "Deliver these personally: They may 

be hand del ivered to the eorrmunity's newspaper and TV and radio station, 

f You need not and should not develop or given out at a press can erence. 

I 

I 
• , 



( 
\ 

( 

-39-

too many releases--a goal of b/o a year is adequate. 

An annual special event oj sal so recommended to keep your program in 

the public eye. It may take the form of a Candidatels Night, where 

all the candidates for City Council, say, a.ppear and state their 

views on criminal justice and correctionsj'or a Correctional Officer 

of the Year dinner, where the community is invited to honor the jail 

staff; or an annual dinner to honor outstanding jail volunteers; or 

the like. 
". 

c. 
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-VI. EVALUATING YOUR PROGAM 

In order to know where your volunteer program is, in terms of 

results and progress, you will need to evaluate it on a regular basis. 

Evaluation is done for five IlBjor reasons: . -

1) to determine if you have met your stated goal s for the program 

2) to document that your expenditure of budgeted dollars has been 
worthwhile 

3) to ~roduce the: hard facts you need for promoting your program to 

the public and to justify its continuation 

4) to determine, in tenTls of process, whether the management pro­

cedures you have used provide an effective operating structurej 

and to determine what modifications or additions or deletions are 
necessary 

5) to gauge ·the effect volunteers have had upon prisoners. 

It is essential that YOU develop your evaluation plan before YOU begin 

your program operatipns (see IISet the First Year l s Measurementsll on 
page 24). 

PERFORMANCE EVALUATION - As you develop goals for your program, broken 

into concise objectives, you set the stage for evaluation at the level 
o • 

of simply measuring performance as related to objectives. Your objectives 

initially have b,een geared to activities necessaryin launching your 

program for the first year. let1s look at some Possible first-yea'r 

goals anQ objectives that may have been developed: 

Goal -
To establ ish a volunteer G.E.D. tutoring program in the county 
ja i1. , 
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Objective 

- To recruit, screen, 'and train 20 volunteer tutors for the G.E.D. 

program. 

- To provide volunteer tutoring services to 120 prisoners. 

- To averag~ lQ hours of volunteer tutoring per prisoner. 
..... 

f " t can measure the perfor~nce toward By the end of the lrs year, you 

these objectives easily, providing you have set up a recordkeeping 

system to keep track of this information. Evaluation of this type 

gives a ~OOd indication of what was accomplished during the year in 

terms of your specific objectives. Examples of record-keeping forms 

you can use or adapt are found in Appendix I. 

Volunteer and prisoner records that will also be useful for evalu-

ation include --

Volunteer Record 

Personnel data from registration 
forms 
Dates and name of assignments, 
reassignments or termination 

-- Training dates " " 
-- Log of volunteer actlvlty 

Volunteer self-evaluations 
Supervisor's evaluation 

Pri soner Record, 

-- Personal data from registration 
forms 
Dates & type of services 
Dates & name of volunteer assignment 

.. - Date of rel ease ' 

PROCESS EVALUATION ~ This form of evaluation provides you with information 

about the operation of the program as a whole, to supplement the perfor-

mance evaluation data. P"erformance evaluation concerns on)y the. progra.ms' 

attainment of stated objectives. Process evaluation informs about such things 

as the interrelation between volunteers and paid staff, attitudes of top 

management toward the program, the feelings of the volunteers about 
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their training and supervision, and the attitudes of the offenders 

about the worth of the program. This process evaluation coupled 

with a statistical summary of program activities and with the pro­

gram' s annual Financial Report will. give you tht~ "big Picture" you 
need. 

The National Information Center on Volunteerism has developed a 

syste~tic process evaluation approach. This approach, called Basic 

Feedback System, is widely used as a sel~f-evaluation tool designed 

, for volu~teer programs. The different members of your volunteer program 

"universe" can be asked to complete the fonns at regular intervals 

to assess their reactions to what is gOing on (see Appendix J for more 
on Basic Feedback System). 
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C~tY/County ______________ ~State ____ __ 

Date --------

JAIL and COMMUNITY INVENTORY 

JAIL ISSUES 

1. Estimate' on the chart below the average inmate population in a given week. 

MALE FEMALE JUVENILE BLACK WHITE HISPANIC OTHER TOTAL 

2. Estimate the number of prisoners in each age category (TOTAL for one year 

17 and under ---- 18 through 30: __ _ over 50. ----31 through 50 ____ _ 

3. According to state statutes, what is the maximum age for juveniles? 
Under what special conditions can they De tried as adults? Please ~l"'i-s""'t--

4. Estimate the ratio of first offenders to repeat offenders in the jail? 

Are there plans for new· jail construction? Yes No 

If yes, What are the counties involved: 

Date construction to begin: Date of ope.ning: ------
Number of beds: Estimated cost: ---- ------

JAIL PROGRAMS 

6. Mark an x next to the programs that you now have in·your community/jail. 

( 

Alternatives to In-jail 
-=I~n~c~a~r~c~e~r~a~t~1~'o~n~ _____ ~P~r~ograms 

Third-party custody 
Release on 

Recognizance 
Treatment centers 
Halfway houses 
Pre-Release centers 
Detoxification 
Community Service 
Probation 
Restitution 
Other Alternatives 
SPECIFY 

Arts and crafts 
Counseling 
Detoxification 
Medical/De'ntal 

clinic 
Legal Aid 
Volunteer visits 

--.Religious services 
- Recreation 

Library 
Other Programs 
SPECIFY 

Post-Jail 
Programs 

A.A. 
Alcohol treatment 
Counseling 
Education programs-­
Job training -­
Emergency housing 
Halfway houses 
Job placement 
Volunteer support 
Other Programs 
SPECIFY 

APPENDIX A 
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7. Check below available meeting space C.sl in the jail: 

Classroom 
Booths for lawyers 
General visiting area-------Dining hall 

Meeting rooms for volunteer 
programs 

Recreation rooms 

[J 

D 
[l 

8. How would you identify the needs and problem of prisoners in the jail? [J~ 
Please complete the chart below. -

IPre-trial 
-

(before sentencing) 

" 

VOLUNTEER PROGRAMS 

During Incarceration 
(while sentenced) . 

At ter Release 

[l 

D 

9. To determine the programmati.c needs for the jail, it is important 
look at the history of any volunteer activities within the jail. 
complete the chart below'. . ' 

to n 
PleaseLJ 

IFORMER PROGRAMS SPONSORING GROUP DATE DATE REASON PRO 
STARTED ENDED GRAM ENDED 

I 

I! ( 
R' \ ... 

f. 
(. 

I, 

~ , 
I 
! 
I 
1 

l 10. Are there any volunteer group~ in the jail at the present time? Yes_· __ [l 
No If yes, please complete the chart below 

I' 
1., 

r 
~ame of 
!Sponsoring Group 

!program 
Emphasis 

Person to Date LlJ 
Contact/Telephone Initi' 

f 

t 
f r 
1 

I' 
t;,' 11. Lfist aglencties belc:w ~n YOtuhr cO~tuhni t Y

l 
thtat serve as a "clearinghouse" 

f or vq un eers, p.La.c1ng em W1 vo un eer progt:ams. 
~---­! 

Agency 
-specI.il1zes- in 
ServicC!s to: Contact Phone Number 

0 
. ..... 

D 
D 

I 

I , , 
, 



C~ty./County _______________ State ____ __ 

Date --------

JAIL and COMMUNITY I~roENTORY 

JAIL ISSUES 

1. Estimate'on the chart below the average inmate population in a given week. 

MALE FEMALE JUVENILE BLACK WHITE HISPANIC OTHER TOTAL 

2. Estimate the number of prisoners in each age category (TOTAL for one year 

3. 

4. 

.17 and under --- 18 through 30: __ _ 3l through 50 ___ _ over 50. ---
According to state statutes, what is the maximum age for juveniles? 
Under what special conditions can they be tried as adults? Please ..,.l .... i-s..,.t--

Estimate the ratio of first offenders to repeat offenders in the jail? 

Are there plans for new· jail construction? Yes 

If yes, What are the counties involved: 

No 

Date construction to begin: Date of opening: 

Number of beds: ----- Estimated cost: _______ _ 
-----

JAIL PROGRAMS 

6. Mark an x next to the programs that you now have in·your community/jail. 

( 

Alternatives to 
Incarceration 

Third'party custody 
Release on 

Recognizance 
Treatment centers 
Halfway houses 
Pre-Release centers 
Detoxification 
Community Service 
Probation 
Restitution 
Other Alternatives 
SPECIFY 

In-jail 
Programs 

Arts and crafts 
Counseling 
Detoxification 
Medical/De'ntal 

clinic 
Lesral Aid 
Volunteer visits 

--·Religious services 
-- Recreation 

Library 
Other Programs 
SPECIFY 

Post-Jail 
Programs 

A.A. 
Alcohol treatment 
Counseling 
Education programs-­
Job training -­
Emergency housing 
Halfway houses 
Job placement 
Volunteer support 
Other Programs 
SPECIFY 

APPENDIX A 
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Check below available meeting space(~l in the jail: 

Classroom 
Booths for lawyers 
General visiting are-a------Dining hall 

Meeting rooms for volunteer 
programs 

Recreation rooms 

8. How would you identify the needs and problem of prisoners in the jail? 
Please complete the chart below. -

IPre-trial During Incarceration At ter Release 
(before sentencing) - (while sentenced) . 

VOLUNTEER PROGRAMS 

D 
D 

[J 

9. To determine the programmatic needs for the jail, it is important 
look at the history of any volunteer activities within the jail. 
complete the chart below'. . 

to n 
PleaseLJ 

t • ~ORMER PROGRAMS SPONSORING GROUP 

( . -. 

DATE DATE 
STARTED ENDED 

REASON PRO 
GRAM ENDED 

n 
LA 

t 
10. Are there any volunteer group~ in the jail at the present time? Yes_' __ [) 

f 

f 
t. 
I 
I 
1 

No If yes, please compl.ete the chart below 

~ame of fProgram Person to 
~ponsoring Group Emphasis Contact/Telephone D~~ Initi' 

[J 

t: 11. List agencies below in your community that serve as a "clearinghouse" 
r for vqlunteers, pla-cing them with volunteer prog~ams. 

..;J; 

C-
\'-----1 Specializ.es in 
, Agency Servic~s to: 
~-
f 
lJ 
-j I! 
I' 
1 

Contact 
~.:.=..;;;...;;.----.--- - Phone Number 

,~ 

D 
- [~ 

.J 
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CO~lliUNITY RESOURCES 
( ." 

~l2. Listed below are 'some typical immediate needs of prisoners and 
their families. Please complete the chart below for tnose services 
in your community. 

-----~---. 

IEED AGENCY CONTACT PERSON PHONE NUMBER 
'-'--' 

~mer~E::ncv Huusing 

:ood Stamps -

lental Health S~rvice 

.lcohol-rela tE::d Problems 

Irus-rela ted Problems 

[edical Referrals 

:rans~orta t.r":.n Services 

~3. Some groups in your community may have compiled a directory of services 
available to residents. The following are suggested for 7iour inves­
tigation. 

Directory Publication 
.enq Available Date Contact 

( -
ITE... JAY . 

aMBER OF COMMERCE 
~lAL SERVICE DEPARTMENT 
LOCAL GOVERNMENT UNIT2 

BLIC LiBRARY 

~GUE OF WOMEN VOTERS 

:iER: 

14. Please list the local newspapers serving your community. 

~N_a_m~e~o~f~N_e~w __ sp~a~p~e_r ____________ E_d_i_t_o_r ______________ D_i_s_tribution 

( 

APPENDIX A (cont'd) 

Phone Number 

. 
, 

. 

(daily or 
~.weekly) 

( 

( 
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15. List local television and radio stations that serve your community. 

er.. V.) Name of Station Station Manager Location-· 

(Radio) 

c: 

16. Identify funding sources which are known to have a particular interest 
in criminal justice. 

SOURCE CONTACT PERSON EXAMPLES OF PAST FUNDING LOCATION 

Private 
Individuals 

Foundations 

uocal 
Government 

ptate 
Government 

t'ederal 
Government 

~hurches 

pther 

17. Please pr.ovide the following information; 

Th.e name 02 your area's Comprehensive Employment Training Act (CETA) 
Prime Sponsor: 
(Name) (Phone #). 

(Address) 

[1 
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Please analyze your criminal justice process and put it in flow-chart 
form, from arrest through adjudication. Below is an example. 

". 

Adult DefeDelaDt 

(18 year. , older at date of ofEeD.e) 

Arre.t 
J, 

Sett1ns of BODd 
a) Has1atrace 
b) BoDd H_rillS 1n 

CeDeral D1.trict Court 

Appointment of Co~el for lDd1aeDt 
J. 

Arra1rt 

Felony Hiad...aaor .., os. 
PreltmiDary H.arinS in Trial in Geo.ral 
CeDeral Diatrict Court Di.trict Court 
~ J. 
Craad Jury Appeal to Circuit 

4' ____________ ~~--____ --~'Court 
J; 

trial in Circuit Court 
(jury or Don-jury) 

in 80De ca ••• ---pre.eDt~c~ 
~ 

report 

Appeal to Y1ra1nia Supr... Court 

CeDeral Dietrict Court 
court Dot of ~ecord (loweat) 

Circuit Court 
court of record 

Supreme Court (biaheat) 
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Advantages of JP and CG Volunteer Programs 

Program Type 

JP 

JP 

JP 

CG 

CG 

CG 

CG 

CG 

Advantage 

1. Maxinal control over program functioning. 
Full supervison of volunteers. 

2. Faster start-up time. 

3. Greater sense of program ownership by 
jail personnel, initially. 

1. less work for jail administration and staff. 

2. Longevity. Less dependence on the presence 
of anyone individual. 

3. Volunteers can serve as outside support for 
jail personnel on issues of crowding, poor 
conditions, and staff ratios. 

4. Program more likely to grow in jail-related 
directions outside of jail. 

5. Program more likely to develop helpful links 
with other community organizations. 

1. JP,volunteer programs are those administered by jail personnel. 
2. CG volunteer programs are those administered by a conll1lnity group. 

Comroonts 

1. Security and safety concerns can be 
addressed in both models through volunteer 
screening, training, and guidelines. 
Partial supervision of volunteers by 
jail staff in CG n~del. 

2. Program size and goals justify delay 
in getting broader invol vement .. 

u 
3. Program may be associated with one staff >< 

members. Ultimate staff acceptance for 2; 
for JP and CG programs cone out of ~ 
operational exper·ience. ~ 

1. Some periodic work must st111 be con­
tributed by jail personnel. 

2. Longevity in CG programs made less 
certain by "soft money" funding •. Ther~ 
are ways to cope with this. 

3. Not a cOl1111only perceived advantage. Com­
munity voluntep.rs often viewed with 
suspicion by jail staff. 

4. JP program less likely to seek growth 
beyond in-jail functions. 

5. JP program likely to be seen as part of 
jail, not a comn~nity effort. 
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Fi li ng System 

Section I - Client files 

Divide client files into two main sections: ACTIVE and INACTIVE. File alphabetically 
in appropriate section. If it is desirable to divide Active section into sub-categories 
(e.g. those needing job placement and those already placed) do so by placing a 
colored coded dot on the label of the client's folder. (See attached, for sample 
codi ng system). 

Section II - Volunteer files 

Maintain a folder on each volunteer and file alphabetically in separate section. 

Section III - Financial files 

The f'inancial section should include all items pertaining to the flow of money in 
and out of the program. Such items as the following might be included: 

1) Records of funding contracts (by funding agency) 
a} copies of financial reports 
b) copy of signed contract with budget 
c) copy of regulations affecting use of monies 

2) Financial records of program 
a) Financial reports to Board of Directors 
b} Unpaid bills to be posted 
c) Unpaid bills posted (Accounts Payable) 
d) Paid bills bY'creditor - last paid bill on top with check I and date 

1) Individual major creditors - one folder each 
2) Miscellaneous creditors by date of payment - one folder for all 

3) Checking account statements and cancelled checks 
4) Trial balances (monthly) from general ledger and adding machine tapes 
5) Federal and state tax forms 

Section IV - Topical files 

The topical files contain any files not included in the other sections. Examples 
of categories which might be found in this section are funding sources, (all 
correspondence and programmatic reports), community and national groups with which 
the program has significant contact, other OAR programs including OAR/USA, minutes 
and corresp'ondence with Board of Directors, literature from membership organizations 

Within each section it would be advisable to file the folders alphabetically by the 
most significant word in the title (e.g. a folder containing monthly reports to the 
Board would be filed under Reports to Board or Board of Directors - Reoorts but not 
under Monthly Reoorts to Board.) Also, using a different colored label for each 
section (e.g. red for financial, blue for clients, yellow for topical etc.) helps 
to identify' what section a folder belongs in and minimizes misfiling. 

It is also advisable to make two copies of all correspondence leaving the office, 
filing one copy in Correspondence Chronological and one in the appropriate subject 
fi le. 
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Client Files With Vocational Component 

Divide files into two major sections: ACTIVE and INACTIVE. 

Instead of sub-dividing the ACTIVE section into sub-categories indicate the 
participant's status by the following code: 

1) Enrolled: Manila folder with name typed on label. File alphabetically 
in ACTIVE section 

Doe, John 

2) Pending Placement: A "J" is written on the right side of the label 
when the persons becomes .job-ready (or completes Job-Seekings Skills 
Workshops), and job development (job search) begins. File alphabetically 
in ACTIVE section. 

• 7-~~·. ... .. - "-.?--.- .. .. 
Doe, John J 

3) Employed/needing· follow-up: A colored dot is placed over 
the "JII at the time of employment. File alphabetically in ACTIVE 
section. At the end of the follow-up period, file in INACTIVE section. 

• Doe, John o 
.4) Subsequent placements: When a person requires aid in finding a second 

job, remove the colored dot from over the "J" and place it beside the "J". 
File alphabetically in ACTIVE section. Repeat step 3 when employment is 
located. 

Doe, John () J Doe, John 80 
INACTIVE: Clients who have not been active for two months or longer should be 
placed in INACTIVE unless there are extenuating circumstances. 

Client folders: Maintain in each client folder at a minimum: . 

I} Employment Development Plan (See page 10, 11, 12 of Work Empowerment Manual) 
2} Offender Su~nary Record listing chronologically date, action taken, results 

and staff person providing the service. 
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Financia 1 '·1anagement 

~ood financial management is based on solid bookkeeping and accurate financial 
reporting. A good set of books will go a long way in providing the program 
with solid fiscal management leading to: 

1) More time and energy to devote to improving program services. 
2) Improved financial forecasting and foreseeing of cash'flow 

difficulties and solutions. 
3) Solid footing when audited by funding sources. 
4) Good reputation for management of funds and increased liklihood 

of funding or refunding. (Many funding sources, especially 
government are more concerned about financial accountability 
than program results.) . 

Infe~ior accounting is the bane of small profit and not-for-profit organizations. 
No n;~tter how honest or pure your intentions, a bad audit report to a funding 
source will be difficult to live down. Poor accounting will almost always 
result in: 

1) Loss of thousands of dollars in mismanaged funds, unallowable 
costs, fines~ and penalties. 

2) nifficulty in focusing on primary purpose of Drogram because of 
excessive time and energy spent in resDonding to poor audit 
reports and meeting with funding representatives to convince 
them not to discontinue funding. 

3) Unexpected cash flo\!( problems for which you are u~Drepared. 
4) Hesistancy on the part of funding sources to provlde funds 

because of a reputation of poor fiscal management. 

In fact, because accounting records depend on consistent, solid effort, they are 
much more difficult to correct than programmatic inadequacies which often yield 
to an enthusiastic staff person or a reorganization. Good accounting cannot ' 

'make up for a bad progra~, but bad accounting can bring a good program down. 

Good accounting is based on generally acceDted accounting principles (GA~P) laid 
down by the accounting profession. Transactions will occur in the course of 
the accountinq year which do not seem to fit neatly into the set-up .of the. books. 
On those occasions, it is good to consult with a qualified accountant or s1milar 
type person. It is important that such a person be recruited onto your Boa~d of 
Di rectors. 

The accounting function is a supporting function whic~is much easier to do 
right from the beginning than to correct at a latter date. Done well it 
will provide the program with information it needs with a small time investment. 
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SOME BASIC ACCOUNTING 

1) Assets = Liabilities + Fund Balance----Basic Accounting Equation 

2) 

3) 

4) 

Fund Balance = Income - Expenses (Fund Balance is adjusted in the books 
at the close of the accounting year.) 

Debits = The left-hand side of the Debit/Credit column. 
C~edits ~ The right-hand side of the Debit/Credit column. 

Don't try to apply common language definitions of debit/credit to their use 
in accounting. 

Debits = Credits----Double-entry bookkeeping.' 

A balanced ledger means that for each debit entered an equal credit has been 
entered. It does not mean that the entry correctly reflects the transaction. II 

5) Normal Balance • The kinG of balance (debit or credit) normally expected to 
appear in a given category (Assets, .liab~lities, fund bi'Tance. income or expense). 

I Normal balance for each category is: 

Assets • Debit Balance, 
Liabilities • Credit Balance 
Fund Ba1ante a Credit Balance 
Income • Credit Balance 
Expense = Debit Balance 

To increase a c.ategory with a debit normal balance, debit the account. 
To decrease a category with a debit nonnal balance" credit the account. 

To increase a categ~ry with a credit normal balance. credit the account. 
To decrease a category with a credit normal balance, debit the account. 

Abnormal balances (should they occur) are shown as negative numbers. 

6) Assets, Li"abilities, and Fund Balance = Balance Sheet Accounts. Balance Sheet 
accounts are never closed out unless the account no longer exists. 

Income and Expense • Nominal accounts. Income and Expense accounts are closed 
out at the end of the accounting year to the Fund Balance account. 

7} Daily Journals or IIJournals of original entry" 

I 

I 

11 

I 
Accounts Payable - a journal in which all bills are recorded as received It 
Cash Disbursements - a journal in which all checks are recorded when I 

written,(including voided checks).' , 
Cash Received - a journal in which all =ash receipts from outside ~~ 

sources (not an ; n-house transfer of funds) are iii 
recorded as received. . 

General Journal - any transaction which does not fit in the other 
journals. Usually used for corrections, accrual ." 
of expenses, and recognition of non-cash transactions. It 

APPENDIX E (cont'd) 

~ 
Ii 

, 



( 

Basic AccountinQ continued 

S (usually monthly) of Daily Journal activities'. B} General Ledger - ummary 

9) Trial balance - Adding of all debit balances in the General Ledgerdto, 
~ee if they equal the sum of all credit balances in the General Le ger. 
Result=Balanced General Ledger. 

10) Bank Reconciliation: 

Balance in cash accounts 
Plus (or minus) any adjus~eryts 
(service charge, non-suff1c,ent 
funds check etc.) made by bank 
and not previously recorded in 
books. 

EQUALS 

Bank Statement Balance 
Plus (or minus) any adjustmen~ 

(outstanding checks or depos1ts) 
made by company but not yet 
t"ecorded by bank. ' 

The Bank Reconciliation is very important because it indicates control 
of cash. (Al' debits and credits to the cash account have been properly 
recorded. ) 
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Financial Records 

f4aintaining financial records are an important part of the bookkeeping function. 
All source documents (invoices and the like), payroll records, time sheets, 
bank reconciliations, worksheets, trial balances, and financial reports ,should 
be kept on fil e (l.S part of a .e.ermanent record. 

The financial section of the filing system should include all items pertaining 
to the flow of money in and out of the program. Such items as the following might be included: . 

1) 

2) 

Records of funding contracts- ( by funding agency) 
a} copies of fina'ncial reports to agency 
b} copy of signed contract with budget 
c) copy of regulations affecting use of monies 

Financial records of Rrogram 
a) Financial reports to Board of Directors 
b) Unpaid bills to be posted 
c) Unpaid bills posted (Accounts Payable) 
d) Paid bills by creditor - last paid bill on top with. check' and date 

1) Individual major creditors - one folder each 
2) Miscellaneous creditors by check number used to pay bill _ one 

folder for all _ 
e) Trial Balances (monthly)from general ledger and adding machine tapes 
f) Bank Reconciliations 
g) Checking account statements and cancelled checks 
h} Time Sheets 

3) Federal and state tax fonns 
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Chart of Accounts . 

The'Chart of Accounts list the account numbers for all accounts used by a 
program. A sample chart follows: . 

Asset = 100 IS 

T·; abi J ; ties = 200 - 239 
Fund Balance = 240 - 299 
Inccme = 300's 
Expe.~ = .400' s 

;.::.sr:rs 100 

'I 

101 
106 
107 
120 
125 
135 
136 
150 
151 

L!ABII.I'I'IES 200 
204 
205 
206 
207 
220 
222 

FOND BAIANCES 240 
241 

:mcn1E 300 
301 

Expenses 400 
405 
415 
420 
425 
430 
432 
439 

Chart of h:counts 

FUnd Numt:ers: tlnrestricted:& 0 
~=l . 

Cash in Bank - First Bank 
Cash in Savings 
l:)npl.oyee Advance 
Petty Cash 
Aco:nlnts Receivable 
Ccntnct Receivable 
~e De!::osits 
Prepaid EKcenSes 
Office E'quiprent 
.Acct.m.llate:1 Oepreciaticn on Equipnent 

Accot.lnts Payable 
FICA Tax Payable 
FICA Tax Withheld £:ran emcloyer's payd:leck 
Fede..~ Incane Taxes Withheld 
State Taxes Withheld 
Accrued Payroll Taxes 
kcrued Interest 

Fur.d Balance - Unrestricted 
Fund Balance - ~ 

Unrestricted 
CETA 

Sa.laries, 
Social sE!curi ty (FICA) 
Hospitalization 
tJnemplOjlment Insurance 
Travel 
F.qui;me.?lt 
Adve-""tising 
Interest Expense 

APPENDIX E (cont'd) 

'J 

1 
1 

, 
I 
,I 
j 
'I 
,1 
i 

I 
1 
1 
J 

I 

I 
1 
I.] 

j 

./ 

! 
~ 
'I 
i 

·1 
I 
I , 
\ 

I 
I 

I 
:1 
~l 

~ 

H 
ij 
L 
'1 i 
I 
I 

t 
~ 
I' , 
r 

EXPEl'1?ES coct. 440 
443 
450 
451 
452 
453 
454 
455 
456 
458 
460 
490 

(. 

Office Supplies 
, postage 

Bcokkeepin9 and Audit 
Legal 
Insurance 
Equiprent maintenarlCe 
Printing ard Reprcduc:tion 
Telephone 
P-ent 
Consulting Se-~ces 
Utilities 
Oiscret..i..onaJ:Y 

New account nmCers can be added ~ly by assigninq the new category an 
unused nanber. For exmrple an new. type of expense could l::e assigned. a nunber 
such as 427-a m.m:er which is not rDtl being used. 
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Income Statement 
.Period ending 2128/19_ 

Un~strict~e~d ____ ~C_E~TA~G_ra~n~t ____ ~T~o~ta __ l 
Income 

Grants and dona;ions 

Exoenses 
Salaries ' . 

FICA Tax 
c· 
t10spita li,zation 
Travel 
Supplies 
BooKs,Periodicals, Memberships 
Postage 
Legal 
Printing 
Telephone 
Rent 

Tota 1 Expenses 

Excess of Income over Expenses 

Excess of Income over Expenses 
Fund Balance Beginning of Period 

(1/1/19_) 
Accumulated Fund Balance 

, $ 2,035.00 

$ -O-
-0-
-0-
9.36 

13.40 
20.00 
15.00 
2.00 
-0-

171.74 
-0-

$ 231.50 

$ 1,803.50 

$ 1,803.50 

98.32 

$ 1,901.82 

APPENDIX E (cont/d) 

$10,587.26 n2,622.26 

. 
S 6.517.48 $ 6.517~48 

423.84 423.84 
55.92 55.92 

211.00 220.36 
76.41 89·.81 
-0- 20.00 

28.00 43.00 
-0- 2.00 

45.60' 45.60 
461.00 632.74 
143.46 143.46 

$ 7,962.71 $ 8,194.21 

; 

2.624.55 $ 4,428.05 

$ 2,624.55 $ 4,428.05 

35.81 
, , 

, 134.13 
$ 2,660.36 $ 4,562.18 
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Assets 

Cash • Che:king 
Cash '. Savings 
Petty Cash 

Tota 1 Assets 

Liabilities 
. Accounts Payable 

FICA Tax Payable 
FICA Tax Withheld 
F-ederal Tax Withheld 
State Tax Withheld 

Total Liabilities 

Fund Balances 

Ba 1 ance 'Sheet 
February 28, 19 

, -

A~cumulated 'Fund Balances (See Income Statement) 
Total Liabilities and Fund Balances 
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$ 3,374.71 
2,822.19 

__ 2 .... 5.00 

$ 6,221.90 

$ 543.24 
211.92 
211.92 
572.40 
120.24 

$ 1,659.12 

$ 4,562.18' 
$ 6,221.90 
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Category Code 
,", . 

, 

Income 301 

Expenses 

Sa laries 1400 808 
FI CA Tax Ex(!ense 11405 808 
lIospi ta lila tion 1415 800 
~orkmen's Compensat10n 1)452 808 
Unemployment Insurance 1420 808 

Travel 1425 860 

Operating Expenses 
Telephone 1455 851 
Printing 1454 727 
Postaqe 1443 728 
Office' Supplies 1440 130 
Books & Periodicals 1442 730 
Rent I456 920 
Util1ties 1460 920 

I 

Total Expenses 

\ 
Date of report ________ _ 

Signed _________ _ 

Income ana ~xpense Sheet 
~'onth ly Report 

Budget Month of Total 
Amount 

.. 

to Date 

GRANT ______ _ 

. Budget Projected Expenses 
Balance Honth of 
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Sample ·One-Year Budaet 

Salaries 

Program Director (Jail/Volunteer Specialist) 
Job Specialist 
Administrative Assistant 

Fringe Benefits 

Social Security @ 6.13% of payroll 
Hospitalization @$84/mo/person 
Unemployment 3.4% of 1st $6,000 
Workmen1s Compensation 1.75% of payroll 

. " 
TOTAL PERSONNEL COSTS 

Travel ( .20/mile and $35 per diem·= rate of reimbursement) 

$38,400 

··16,200 
12,000 
10,200 

$ 4,718 

2,354 
1,080 

612 
672 

$45,062 

$ 2,100 

Conference travel and per diem 
$125/mo for 12 months other travel (450/mi/mo + 1 per diem) 

600 
1,500 

Operating Expenses 

Printing @ $60/month 
Equipment maintenance 
Office Supplies @ $60/month 
Insurance (fidelity bond) 
Utilities @ $50/month for 12 months 
Rent @ $200/month for 12 months 
Telephone @ $160/month for 12 months 
Books, periodicals, memberships 
Emergency Fund for Participants $70/month 
Training Supplies @ $180/year 
Di scretionary 
Contractual Services 

·TOTAL BUDGET 

APPENDIX F 

$ 9,370 

720 
150 
720 
110 
600 

2,400 
1,920 

150 
840 
180 
100 

1,000 

$54,588 
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TO: Public Relations Committee 
FROM: Board of Directors, 

GENERAL COMMISSION 

The Public Relations Committee, is responsible to thE; Board of Directors to assume 
prima~y responsibility lor matters pertaining to informing the public. on an on-going 
basis of the organization's purpose, changes, progress and successes;" and further 
to enlist community involvement in the/organization. 

COMPOSITION 

1. The chairperson of this committee is appointed by the Board chairperson. 

2. Comnjtt~e me~bers are appointed by the'Board chairperson in consulta~ion 
with the committee chairperson • 

3. The membership shall include a chairperson, at least, two other members of 
the Board, and staff ex-offico. 

4. Additional members may be appointed (not necessarily members of the Board) 
as needed. 

RESPONSIBILITIES 

1. Develop an overall campaign to inform the public. 

2. Design and develop printed material: brochure, posters, flyers. 

3. Arrange for media coverage and interviews: TV, radio, newspaper.· 

4. Develop a speaker's bureau and arrange appointments for presentations on a 
monthly basis. 

5. Aid staff in designing newsletter format. 

6. Conduct special events. 

7. Gather inf.ormation with regard to criminal justice system, volunteerism, 
for use by Board and staff. 

APPENDIX G 
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TO: 
FRmi: 

Executive Committee 
Eoard of Directors, 

GENERAL COMMISSION 
The Executive Committee is to function on behalf of the Board of Di'rectors in matters 
of emergency and interim periods between regularly scheduled Board meetings. The 
Executive Committee shall have and exercise the authority of the Board of DirectoIS 
provided that such authority shall not oFerate to circumvent the responsibility and 
authority vested in the Board of Directors by the ARTICLES and BY-LAWS. 

COMPOS ITION 

1. The Executive Committee shall be composed of the officers of the Board of 
pirectors and the chair of each standing comittee. 

2. Other persons such 'as chair of ad-hoc co~~ttees, at-large members, and/or 
past officers may be appointed at the discretion of the Board. 

'" 

3. The Executive Director is ex-officio member of the Executive Committee. 

RESPONSIBILITIES 

Respond to the call o,f,.the Board Chairperson or the Executive Director for 
emergency meetings to deal with special problems between Board ~eetings: 1. 

2. 
At the discreticn of the Board Chairperson meet to review general work of the 
organization, establish the agenda for the Board meeting, and supervise the 

work of committees. 

APPENDIX G (cont'd) 
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TO: 

FRO}!: 
Nominating and Personnel Committee 
Board of Directors, 

GENERAL COMHISSION 

The Nomination Committee is res onsible 
responsibility for matters pert~ining t to the Board of Directors to assume primary 
management of human'resources on the Boa

o 
dPersdons and staff, the selection and r an staff. 

COMPOSITION 

1. The chairperson of thi s committee is appointed by the Board h c airperson. 

2. Committee members are appointed by the Board the committee chairperson. chairperson in consultation with 

3. The membership shall include 
B 

a chairperson, at 1 3 h 
oard,ana staff ex-officio. east ot er members of the 

4. Additional me~bers may be appointed ( as need,ed. not necessarily members of the Board) , 

RESPONSIBILITIES 

1. Review present Board considering breadth the level of participation of skills, talents, perspectives and . 
by each member; so as to guide nominations. 

Nominate for Board service such candidates and are co i d as have real contrl.'bution to make 
. rom tte to serve if elected. 

2. 

3. Poll the Board annually as to the'areas of for ar,d interested in. Committee service each is best skilled 

4. Evaluate the work of the Executive Director annually. 

5. Serve as's se.arch committee in the position. event of a vacancy in the Executive Director 

6. Prepare proposed personnel policies f or adoption by the Board. 

7. Hear grievances from staff members if unresolved by the Executive Director. 

8. Recommend' sala.ry schedule annual~y to the Finance Committee; 

9. Provide orientation and training for Board ~embers. 

APPENDIX G (cont~d) 
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c TO: Program Development Committee 
FROM: Board of Dirl!ctoIS, 

GENERAL COMMISSION 

The Program Development Committee is responsible to the Board of Directors to assume 
primary responsibility for matters pertaining to creation ar.d evolution of services 
provided 

COMPOSITION 

1. The chairperson of this committee is appointed by the Board chairperson. 

2. ·Committee members are appointed by the Board chairperson in consult~tion with 
the committee chairperson. 

3. The membership shall include a chairperson, at least 3 other members of .the 
Board, and staff ex-officio. 

4. Additional members may be appointed (not necess~~ily members of the Board) as 
needed. 

....... 

RESPONSIBILITIES 

. I 

1. Es tablish an annual plan which includes: wha t will be done, how it ""ill be ,I .. 
acco~pllsheds ~ho is responsible for doing it, the target date for accomplishing 
it and the resources (people, space, dollars) required. 

2. Monitor service delivery as it. relates to any cont~act(s) 

3. Review quarterly service delivery reports and send report to appropriate 
agencies, 

4. .Evaluate service delivery on an annual basis. 

5. Research the need for and design of potential new progra~s. 

6. Establish with the staff the operating policy for: a) volunteer training and 
screening, b) communication procedures with Jail personnel, c) selection of 
prisoners for participation . and d)record-keeping. 

APPENDIX G (cont'd) 
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TO: Finance Committee 
FROM: Eoard of Directors 

GENERAL COMMISSION 

Th F" 

/ 

• 

e ~nance Committee is responsible to the Board of D' 
resp~nsibi~ity for matters pertaining to fund_raising,1:ectors to assume primary 
pendltures, budget and ~iscal control. ~nvestments, capital ex-

COMPOSITION 

1. ~e Chairperson of this committee is appointed by the Board 
Chairperson. 

2. Committee members are appointea by the Board Chairperson 
~ the committee chairperson. in consultation with 

3. Membership shall include a chairperson, the treasurer 
of 2 other b f of the Board, a minimum 

mem ers 0 the Board of Directors, and staff ex-officio. 

Additional members may be appointed (not 
needed. necessarily members of the Board).as 

4. 

RESPo"NSIBILITIES 

1. 

2. 

3. 

4. 

5. 

Draft a recommended annual budget for adoption by the Board of Directors. 

Review monthly financial reports. 

Prepare plan for generating required income for the year 
implementing that plan. and participate in 

Approve budget al t·ernatives during the year _~ 
the Board. anu make report/recommendation to 

Other related tasks as may be assigned by the Board. 

APPENDIX G (cont'd) 
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JOB DESCRIPTIONS 

Program Director (Volunteer Coordinator) 

1. Resp.onsible for implementing policy and conducting an effective program. 

2. Superv~ses staff' and volunteers. 

3. Recruits and screens volunteer applicants. 

4. Coordinates periodic basic training sessions for volunteers. 

5. Conducts monthly "feed-back" gatherings of volunteers. 

6. Matches volunteers with offenders. 

7. Liaison person with jail management and court personnel. • 
" .8. Maintains friendly relationships with community organizations providing 

special services to offenders. 

. 9. Administers public information program. 

1. 

2. 

3. 

4. 

5 .. 

6. 

7. 

ADMINISTRATIVE ASSISTANT 

Assists Director with volunteer screening and training (makes appointments, 
makes arrangements for training facilities, ensures that all necessary 
material and equipmentJ.s available, etc.) 

Assists Director in the preparation of public information materials·. 

Provides preliminary information to prospective volunteers and others. 

Keeps administrative and financial :files and records. 

Provides secretarial support. 

Acts as local purchasing agent and mainta~ns supplies. 

Other duties as designated by Director. 

JOB SPECIALIST 

1. Provides ljaison with Employment Security Office. 

2. Conducts employment component of the volunteer training. 

3. Develops job openings and promotes the hiring of ex-offenders. 
. . 

4. Counsels participants and their assigned volunteers in relation to job market 
and employerl,s needs. 

S. Serves as liaison with employers of participants. 

6, Obtains data pertaining to employment of participants as to hires, duration of 
hires and job ladder progress. 

'­, 

I 

r 

\ 
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VOLUNTE~~ RZGISTRATION 

l . DATE. __________________ __ 

rAME --------------------------------------10m: ADDRESS _______________________ PHONE _____________ _ 

lUSINESS ADDRESS _____ ~--------~~-~--------iPHONE 
r -----------------
l'ATE OF BIRTH SEX 

-------------------~ ~----
MAAITAL STATUS (CHECK ONE) 

o Never married 
o Married 
o Widowed 
o Divorced 
o Separated kELIGION 

; --------------------------
" :,'UMB~R OF CHILDREN LIVING AT HOME • NUMBER OF OTHER FAMILY MEMB'EltS· LIVING IN YOUR 
iOME ·.(INCLUDE SPOUSE) '--------
I 
I' 
fIGHEST SCHOOL GRADE COMPLETED~ __ ANY OTHER FORMAL EDUCATION OR TRAINING? -------
l 

f-'RESENT JOB (INCLUDE BRIEF DESCRIPTION OF DtrI'IES) 
-------------------~-----------

t--1 
ft 
I 

~---------------------------------------------------------------------------I, 
lAVE YOU DONE ANY OTHER. VOLUNTEER WORK? IF SO, WHAT KIND, FOR WOM AND WEN? . i -------------
t , 
i'-------~----------~------~-------------------------------------------------i' 

\:._------------II ,-----------------------------

I t,--:---------------------
}--------:----------------------
~----­
~ 

- - - - - - - - - - - - -- - - - ~ - - - - - -
(PLEASE DO NOT WRITE BELOW) 

8 
~----------------------~--------------------------------------------r -. 
i! !; iji------------------------------------------------------------
I: 
~------------------~------------------------------------------------------
I: \j-:-. -------------------
~.~ 

~ 
u 
I' • 

I 
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~AT HOBBIES AND RECREATIONAL AC'l'IVITIES DO YOU ENJOY? ________________ Ji 
I 
I 
i ._( ------------------------------~--~------------------------------

!'HAT ORGANIZATIONS DO YOU BELONG TO? (FRATERNAL, CLUBS, CHURCH GROUPS. SPORTS TEAMS. -"p! 
'OLITICAL, ETC. ) _______________________________ "' 

'I 

J:,: 
----------------------------------------------------------------------------------------- " .! 

,I 

----------------------------------------~"----------------------------------------------~) Jj ILL YOU PARTICIPATE IN OAR DURING THE SUHMER M:JNl'HS? YES NO -
c are interested in your id~as and views on crime and delinquency and their causes and 
reatment. There is room for many kinds of view and we want to try out as many of these 
iews as seem reasonable. Please state your views frankly at the botto. of this sheet. 
f you need to, use a separate sheot. 

LEASE LIST TWO PERSONAL REFEiENCES 

ADDRESS/PHONE ~ER 

,I 

1.1 
I 

:11 

",l ; I 
i 

---------~--------I 

"I! 
------------- -------- j 

. have read the OAR. leaflet. I do want to serve AS .. volu~lte~r to hulp offenc.lurs h~lp. 'jl 
;hei Ives. I am prepared to receive training and to devote ~f!!1 hours monthly to this 11 
lurpose for "one year. I will hold OAR blameless if I incur injury incident to my OAR work. 

IOTE: It is part of OAR procedure to make appropriate checka on the suitability of any new 
rolunteer for the responsibility of work involving off~nder8. We trust you will understand 
:his in the &pirit intended. Any checks will be made in & manner designed not· to caUls you 
~mbarra8sment and will be kept in confidence. 

,1 
r1 
~1 

-----~ 
~j (SIGNAXURE OF VOL~EER) 

Please understand that your obligation as a volunteer includes attending 
monthly f~~dbilck s~ssions ilnd sending monthly ilction sheets. Your 
cornmittment to your offender do~s not ceilse when your offender is "released 
from jail. That is often when you will be needed most. 
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OFF!NOER RECISTRATION 
. . . 

( DAn IN'l''tRvtEI,l£O 

-----------------
VOLUNTE.E.R ASSICNED DATE 

I,.{h~c; is your nar.e1 

'!ol.lr hOQIJ ~adl:ess1 

How \'"ng1 Q,Os. 

-------------------~yrs. 

~hen were YOI.l born? 

Male 
Female 

". 

Yho do ~101.l Uve with? 

mos. 
I n ~or::::::wni t v 1 , -'-----..,yr5. 

Ma-:r1ed 
--------~Neye: Married 

Widowed 
---------01vorced 
_________ Separated 

Address. _______________________________________________________ . 

--------
Phone 
Pb~1n8 
to s~ayt ___________ ~:OS. 

yrl. 

____ Black 

Wh1te 
-----O~her 

t 

~Spouse 
Parents ---' 

eM.ldr.a 
---Other 

Phone 
--------------------

F~i1y situ~t10n (health, f1n~ncial, ecc.) _______________________________________________ __ 

What is the highest school grade you comple~ed1 ______________ __ Any ocher formAL education 
or training'l ______________________________________________________________________ w ________ ___ 

Interested 1n scme ~dult education while in jall?' yes ______ no 

~hat kind of wor~ do YOI.l do or wh.t Kind or work did YOI.l l~st do? 
---------------------------

-;~;r--·------~;;~;~;;~;----------r;~--

.- H~;__~b1l1tY and w11Ungness to --1-
c:o=nun1~ate 

Is c:onc~rned about others 

I R~ soon-a-; to rai se 

I 

I s~o w S 1114 ~ ~ ~~ tv ~ ~~ s - ~ 1 ~-il~ e - - I--
I H&;nt;1nS~i!~f~t'e~o~~t I 

-I H-~;;uts-1de -;~cr-e~c·1on~l -1~-~ere$tsl-
I Ha: PO:s1-t1~e-~tt~~~d. ·to~.r~ ,-

I 'ocietv ---., 
I Is ~elaxed at ease With others 

~ilS oL.ns for the future 

Has suooort of fa~1lv 

I w 

-----~--------~-------------~-~-.-----.--------. Notesl 

APPENDIX I (cont/d) 
.'1 ! ;1 

",\ .' d yo" l,IC' t· ... do .,han not l%rk1ng7 ______________________________ _ 
- (:~~ 0 .. ... .. 

, 

Prescn~ ch~rge! _______________________________ , ______________________________________ _ 

'{our St~tus: Bond: 
no 

Awaiting tI'ial 
--,----'Await1ng sentence 

H~s it .been set? ___ yes -llow much 1 $~-:""_~---­
~ill you =-ke bond1 ---yes 

-------Awaiting appeal 
_______ S~rv1ng tiQe How 10n&1 ______ _ (T'oc~l) . _no -----
L~wy.r--------------________ ------------------------------------
00 'you have any IDed.ical problems (for ex&cple: eyes, ears, dental, drug or ~leohol problems)'! 

," 

Do Yol.l have ~ plan for ~h. fl.lture7 ___ yes ___ "0 If yes, pli~5e d.iscuss your plan: 

\Jh~t kina of vol~teer do you prefer? 

o leier? ---- S.lI'Ile age7 ---- Male? ---- Fem.ale'! ---- !l~ck1 -----
',Jhy'l __________________________________ -:--

Do Yol.l nave any other ~omments1 ___________________________________________________ ~ _____________ _ 

lN~RV1EW£R 

ApPENDIX I (cont'd) 
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KONntLY ACTION SHEET 
Honth. __________ oj 

Date FUed _________ _ 

F£~, .;R,_----------~---- VOLUNTEER. __________ ~--,[]\ 

Pencil is OK. ChecK ALL BLOCKS TaAT APPLY a~~ i 1e thil Action Sheet by the 5th of the month. 
clude NECESSARY REMARKS. 

OFFENDER'S LOCATION 

O Jail • ------:---o other Inltitution_, ______ _ 

o Resid.nce, __ ~ ________ _ 

MARKS: 

OFFENDER'S l.EGAL STATUS 

[:JAwaiting Trial,onl ___ ~-----------
_, (date) 

{ 

Awaiting Sentence on. _________ _____ 

Case Continued until, ________ -,----

On Probation 
In cUltody of OAR Volunteer 

8 Post Sen ence lince 

Other __________ ----------------

4. 

,>,:~_[ll 
OFnNDER 'S A.CTIVITr ',,~. ,:".,' l 

§ Jailed ,;', .j:':,:.:~.~ p'1 
, ", ." ~1 

. tmpl~y.d ,ru~~ Time ..:- ':':,~.::-(" \ 
Employed, Part Time .. ,,'" :>:" (I 

~lOYer' __ ' __ ' _" _...;...~----:'-,:'J-' ~:'~'JIJ 
, "' 

~---------,-:.LJI 
Occupation 'j 

8 seek.ing Work .~"';\J 
S~hool ' l& 

'I 

-~-----'·'1 
Schoo 1 lfi:l 

'l 

-_1 
~ ~ 

o Other 

ASSISTANCE PROVIDED ~ 
O Frequent Visits (mere than 3x 1n ~ 

4 wee~s) :e~ 

O Infrequent Visits (EXPLAIN) .~ 
ti , n 

,,0 Neg~~1ated for services on offen-Il 
der', behalf (attach copiel if ~ 
poas1ble) 

B 

r 15• S~RVICES PROVIDED­

\ 
\IJO~ Placement 

By 
Volunteer/Agency Name Key Contact 

.4 
Telephone';' 

,', 

, -

~ Education or Tralnins 

hLl J. Aid 

tlsau 
-------------------------------------------r~4~~~ 

I 
I, 

\ Housing 

II Financial 
t 
i Tuition 
t 
rlHed:1cal or Dental 
I, ----"'!'. ''''" .. -----~--------.;.----_..ot!''''''!'''~ 
i Food 

! Clothing 
\ - --------------------------~;....~_t,~ ~ 
! Transportation .e:. Other ________________ __ 

RE~SI .~. ',,; 

6. PROGRESS tHIS MONTH--I believe he or Ihe has progrelled toward or regre •• ed from the 80al o! 

self-control, .elf-relpect and the ability to cope, this month, a. follows. 

, 

\ -
! 7 • ~ ..ANS NEXT MONTH 

! - § Continue lame alliatance and 

l Will contact OAR for Ipecial 

I Directorl ~l.a.e call to 
I (phone) 

.ervices 

help 

discuss probleml 
day eve. 

B 
Offender .ucceedins. OAR Ihould terminate •• 
ot (date).' 

Plea •• al.iSn new Offender. 

-0 
Other __________________________________ __ 

8. OnlEll RDWlKS: 

, 
I I 
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NATIONAL INFOR.l,.1A.TION CENTER ON VOLUNTEERISM P.O. Box 4179 Boulder CO 80305 303/447-0492 

VOLUNTEER PROGRAM 

_ \ SCORECARD 1 

Want to see how you're doing? Below are some representative questions to help you 
take the temperature of your program. Of course, not all questions .are equally rele­
vant to all agencies, and you might even want to make up some of your own scorecard 
questions. 

Place two checks on each line if you're sure it's true for you ..... 
Place one check on each line if you're uncertain or if it's only partly 

true . II • • • .. • • • • • • '. • • • • • • • • • • • • 

Leave the line blank if it's not true for your program ..... 'r' •• 

Please be sure to look at all questions. 

PLANNING 

1. Spent at least three months planning our program, before it started~ care-
fully consulting all relevant people . . . . . . . . . • . . . . . •. 

2. During this time we looked into at least three national publications on the 
s'ob j ec t . . . . . . . . .. . 'II • II • • • • • • • tI • • 

. RECRUITMENT AND SCREENING 

3. We have written volunteer job descriptions, at least two paragraphs long. 
4. Deliberately go out after the kind of people who can fill our volunteer 

jobs . . . . . . . . . . . . . . . . . . . . . . . . . . II • • • • • 

S. At lc<!.st half of our vclunteers are personally and consistently involved 
working directly with clients ...................••. 

6. Definite plans or efforts to involve new types of people as volunteers: 
minori ty, younger, older. poor, etc. . • . . . . . . . . . . • . 

7. Before accepting volunteers we use and study a volunteer background regis-
tration form . . . . . . . . . . . . . . . . . , . . . . . 

8. Each volunteer is interviewed at least onc:e before acceptance. . . . .. 
9. Each volunteer is interviewed at least twice by different people .... 

10. At least half of the clients we think could benefi t from volunteers have 
them . . . . . \' . . . . . . . . . . . . . . . . . . . . C! • • • • • • • 

ORIENTATION AND TRAINING 

11. Require at least five hours volunteer orientatio~ before assignment ... 
12. Top management and/or regular staff are closely lnvolved in volunteer 

orientation. . . . , . . . . . . . . . . . . . . . . . . . . . . . . . 
13. We have in-service training meetings monthly or more often . . . • . . . . . 
14. Films and/or tapes, and/or slide shows, and/or role plays used for at least 

25% of the total tra,ining time . . . . . . • . . . . . . . . . . . . • '. . . 
15. Each new volunteer r~ceives and keeps a written orientation manual 
16, Systematic effort to orient staff to working with volunteers . . . 

-11-
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17. 
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20. 

21. 

22. 
2:5. 
24. 
25. 

ASSIGNMENT, WORK ROLES 

We have at least two main alternative work·roles for volunteers •••• 
We deliberately seek maximum compatibility of 'volunteer and client by 
asking and assessing both volunteer and client ••••••••••••••• 
In addition to intuition, we employ specific compatibility criteIia such 
as home location, interest,s, sex, age, etc ••••.••••••••••••• 
Volunteers sign or explicitly assent to a work contract of specific time 
commitment over a maximum period of at least eight months ••••••••• 
At least 90% of our volunteers are assigned and on the job no more than 
four weeks after the end of pre-service training •••••••••••••• 

THE VOLUNTEER COORDINATOR 

We have a regular position of Volunteer Coordina,tor or Director 
He or she feels he has enough time to do the job adequately . • 

. . . 
Volun teer Coordinator is suitably paid. • .,... • • • • • • • • • • • • • • • 
Our ~'olunteer Coordinator has attended at least three days of training 
insti.. tute-conferences, also has read at least ,150 pages in this specific 
area, in the past year ••••••••••••••••••••••••••• 

26. Our Volunteer Coordinator has an office near other staff and is regularly 
invited to attend staff meetings at the supervisory level • • • 

27. Not more than 40 volunteers for each direct supervisor of volunteers •••• 

MOTIVATION - INCENTIVE 

2? Each vol~'teer has an 1.0. card or lapel pin or other suitable agency 
identification . . . . . . . . . . . . . . a _ eJ • • • • • • • • • • 

29. Certificates and/or volunteer recognition meeting at least once a year. 
30. Regular or supervisory staff are also recognized for their leadership 

role in volunteer programs. • . . • • • • • • • • • • . • • • • • ••• 
31. Volunteers have a desk or other designated place to roost at agency ••.• 
32. Provision for good experienced volunteers to move up in responsibility 

and status as volunteers, e.g. head volunteer, volunteer advisory board, 
etc. . ................ _ .... a _ ....... . 

33. At least one of our ex-volunteers is now on regular paid staff •• 
34. Of volunteers who complete training, at least two-thirds are with us at 

the end of a year (or their assigned hitch) • • . • • • • • • • • • •. ' •• 
35. At least a third of our new volunteers are brought in by present volUnteers 

RECORD-KEEPING, EVALUATION 

36. Within five minutes, we can tell you Ca) exactly how many volunteers we 
have, and also(b) for any individual volunteer, current address, job and 
assigned client, if any . . . . . . . . . . . . . . . . •. " . . . . . . . 

37. Volunteers are required to report at least once a month by phone or by 
report form and we enforce this • • • • • • • • • • • • • • • • 

3S. At least twice a year we systematically ask regular staff what they think 
of volunteer programs • • • • • • • • • • • • • • ••••••••••••• 

39 Ditto, both volunteers and clients, what they think •••••••••••• 
40. Generally, volunteers are actively involved (e.g. advisory board) ifi de­

cisions regarding thei~ own volunteer program • . • • • • • . 
41. We have a regular statistical-evaluative component supervised by a pro-

fessional in the area. . . . . •. •••.•..• • . • 
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BUDGET, FINANCE 

We prepare a regular, carefully considered budget for the volunteer program 42. 
.43. 
44. 

We keep good account books and formal records on the program. . . . . .. -----
A~ leas~ one-half' of our volunteer program funding is from local sources 1: 
(loncl udlng below) . . . . . . . I 

45. 

46. 
47. 

'48. 
49. 

so. 

At least one-half volunteer prog;~ f~din~ is·i~c~~o;a~ed in'r~g~l~r' 
state or local agency budget. . . . . . • . . • . . . . • . . . • . • . 

PUBLIC RELATIONS 

We.have a newsletter for our volunteers, monthly or bi-monthly ..... 
Ma7n (~r only) local newspaper has at least three favorable articles or 
edltorloals on volunteer program, each year. . . . . . . . • . . . '. . . 
At least one of those is not deliberately requested by us . • • . .•. 
,~egular staff invited to t~lk on o~r program in town at least 10 times 
a year. . . . . . . . . . . . . . . . . • • . • . . . . 
Agencies or organizations in similar service areas have expressed approval 
of our volunteer program .........•.... . . . . . 
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SCORING YOURSELF: JUST COUNT TIiE CHECKS. Total Volunteer Program Score = r-----. 

NAME DATE ORGANIZATION 

You: comments are welcome. 
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A. SCORECARD FOR VOLUNTEER COORDINATORS AND DIRECTORS 

Scorecard is intended to be used by coordinators, directors, and 

supervisors of local volunteer programs. It provides a self-report of a 

sampling of standards for volunteer program administrative performance. 

This form is designed to apply generally to a wide variety of volunteer 

programs and, of course, only a sampling rather than an exhaustive enu­

meration of all standards are pre·sented. 

We suggest that directors or coordinators self-administer Scorecard 

every three to four months. Directors of new programs will find their 

programs' scores quite low, but the form itself can serve as a "standard 

setter" in itself. The form can be given to directors and their super­

visors to compare their perceptions of the program; a spread of more than 

ten points is cause for concern. Also, Scorecard can be used to design 

a trainihg session fClr volunteer directors or to help decide on the com­

position of workshop groups by simply administering it to the group and 

examining. sectional scores. 

B. SCORING 

The scoring process for this form is very simple. Just count the 

number of checks in each of the nine sections~ record each, and then re­

cord the total for all sections. These se"'~,"ional and total scores are 

referred to hereafter as "raw scores." 

c .. NORMS 

These norms are based on the responses of 474 people. The sample 

includes volunteer coordinators in a broad selection of programs from 

primarily the united States and Canada. 

-14-

, 



c: 

( 

( 

NORMS FOR TOTAL SCORES 

n Raw Score n taken dire;ct1y from 
Scorecard as per ins'c.ructions: 

° - 25 
26 32 
33 - 37 
38 - 42 
43 46 
.47 - 50 
51 - 52 
53 - 55 
56 - 57 
58 59 
60 - 61 
62 - 63 
64 - 65 
66 - 67 
68 - 70 
71 - 73 
74 - 76 
77 80 
81 - 84 
85 - 100 

You are higher than 
approximatelg: 

5\ of programs 
10\ 
15\ 
20\ 
25\ 
30\ 
35\ 
40\ 
45\ 
50\ 
55\ 
60\ 
65\ 
70\ 
75, 
80' 
85, 
9o, 
95' 

You are in the top 5, 

NORMS FOR TOTAL SCORES OF 50 - 65 

Raw Score 

50 
51 
52 
53 
54 
55 
56 
57 
58 
59 
60 
61 
62 
63 
64 
65 

You are higher than 
approximately: 

30' of programs 
33' 
35\ 
37\ 
38\ 
40\ 
44\ 
45\ 
48\ 
50' 
53\ 
5S\ 
59\ 
60\ 
63' 
65' 
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Scorecard is divided into nine sections covering major volunteer pro­

gram management functions such as Planning, Recruitment and Screening, Ori­
entation and Training, etc. 

After tallying each section of Scorecard, locate your raw score in each 

section of the following grid and circle it; connect the circled scores with 

straight-lines. The resulting line graph will allow you to visualize the 

strengths and weaknesses of your program, and areas of needed development. 
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National Information Center On Volunteerism. P.O. Sox 4179. Boulder. Colorado 80306 

[ TOP r~ANAGEr~ENT SELF-CHECKLIST IN REGARD TO VOLUNTEER PROGRAMS' I 
This self-checklist is for top management in your agency or organization. e.g. the 
Director. Executive Director. Chairperson of the Board, and possibly Associate or 
Regional Director as well. 

The purpose is to enable you to check your attitude with other administrators, and 
with national practice. in regard to the amount of investment necessary and reason­
able in a volunteer program in order to return good results. 

Of course, not all the questions below are equa11y relevant to a11 agencies and organi­
zations. We ask you simply to "translate" each question as necessary into the terms 
most relevant to your o~~ organization. 

Please read each statement below and then marl< it according to the category which comes 
closest to your view. 

Place two checks on each line if you're sure it's true for you. • • • • • • II 
P lace one check on each line if you're uncertain or if it's only part ly true •. ;; 
Leave the line blank if it's not true for you. • . . . . . . . . . . 

If you don't have significant numbers of volunteers now, i.e •• if you have no volunteer 
, program, answer the questions in terms of "I would" or "I plan to." If you do have a 

volunteer program now, or its beginnings, answer according to how you actually operate 
now in regard to that program. 

1. 

3. 

4. 

5,. 

6. 

7. 

8 . 

9. 

10. 

11. 

We have a volunteer program now in our agency. 

I prefer to have volunteers incorporated as unpaid workers within the agency, 
rather than as a semi-independent auxiliary outside it. 

I believe volunteers should be involved in every part of our operations, work­
ing with all paid staff. I do not believe vol~~teeTS should work primarily' 
and only for the Director-Coordinator-Supervisor of volunteers. 

We can handle volunteer insurance and liability considerations without much 
trouble. 

Volunteers do well enough handling confidential materials. I don't see that 
is a matter to be particularly' concerned about. 

I'm confident we can attract all the good volunteers we need. 

Volunteers can be found to help with professional level tasks, as well as more 
routine ones. 

The volunteer coordinator's or director's office is adjacent to and/or incor­
. porated with those of the rest of staff. 

The volunteer program coordinator or director has his or her own secretal~ or 
support person. 

He/she has funds to purchase and/or print volunteer training aids and mate­
rials amounting to at least $10 per year per volunteer .. 

Volunteers do have a room or desk space to call their own in our agency. 

I am willing to spend significant amounts from our regular budget for extra vol­
unteer program expenses such as: 

12. Mailing of notices. 
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13. Printing and office materials. 

14. An extra telephone. 

IS. Reimbursement of some work-related expenses for volunteers. 

16. Banquets, certificates, and other incentives. 

17. If our organization's budget were doubled next year, I would still have at 
least as many volunteers as we have now. 

18. Within three years or less, I think we can use and should have twice our pre­
sent number of volunteers. 

In regard to staff time which must be invested in a quality volunteer program, I 
am prepared to: -

19. Have line staff invest as much as one hour for only two or three hours of vol­
unteer time returned at the beginning of the program (knowing the ratio will 
get better later). 

20. Allow at least ten hours a month of staff orientation to volunteers in the 
first six months of the program, even if that necessitates some neglect of 
their other duties. 

21. Recognize that working with volunteers might require staff to work some even­
ing and weekend, or other extra time. Therefore, routinely and without ques­
tion. criticism, or unnecessary extra bureaucracy, we give staff full compen­
satory time for these activities. 

22. We give apPTopriate recognition to line staff who agree to work with volun-
-teers, seriously train and adjust their roles for this, and successfully work 
with them. This includes ~s a minimum, entry into their work records of their 
supervisory training and experience with volunteers, plus provision for clear 
and explicit recordi~g in ~y merit or advancement rating system we have. 

23. I give careful if not preferential attention to present or ex-volunteers in my 
agency in the hiring of new paid staff, based on an objective assessment of 
their work record and experience as volunteers. 

24. I see that volunteers are provided with letters of work recommendation if they 
request them, or other appropriate work credit, for their use in applying for 
paid work anywhere else. 

25. In selecting any new paid staff, I incorporate as a significant part of our 
evaluation their receptivity to and experience in working with volunteers. 
This involves as a minimum some consultation with our Director of Volunteer 
Services or other experienced person in the area. 

26. It al~o involves giving our volunteer director a veto on the staff candidate 
for serious objections he/she may have on receptivity to volunteers, appro­

. priately documented. 

I personally am willing to: 

27. Appear at volunteer training sessions and recognition gatherings to welcome 
volunteers and express appreciation on behalf of our agency. This may be as 
many as eight ~o t.en 'appearances a year. 

28. Participat'e directly on the volunteer program planning and/or advisory board 
as much as two hours a month. 

29. I am not only willing to (questions 27 and 28), I actually do so at present. 

30. Our Director of Volunteers devotes at least thirty hours a week solely to the 
volunteer program. 
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}I ~3l. Our director of coordinator . . 
o 1S a pa1d person 
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____ 32. H1s/her salary level is th ' • 
in our agency. at of a supervisory 

____ 33.. His/her level in 
and/or highly k O 

s 111ed person 
administrative status ~s 

____ 34. He/she regularly attends and part' 0 4 supervisory. 
3S H / h . 1c1pates in staff . ____ • e s e 1S given substant' 1 0 meet1ngs. 

program 0 h 1a t1me at these . 
W1t staff (at least 10% to 20~ fmeet1ngs to discuss the volu t 

36 I see th 0 0 meeting tim Of n eer 
---- • dO e volunteer coordinator d' e, 1 necessary) 

1rect communication on progres; ~~ct~~b~t le~st once a week regularl' 
____ 37. I see as necessary the 11 P ems 1n the program y for 

funds. for attendance b a ocation.of work-time, travel '. 
three training workshoYs the coordlnator or director at'aan? :eglstration_fee 
leadership skills p a year, for purposes of im . mln~mum of two or 

• prOvlng hls/her program 
____ 38. Our coordinator-director co 

he/sh:,does not spend signi~~entrat:s exclUsively on the 
relat1ons. or the like. 1Cant t1me on general public 

~,.. Ou 
volunteer program' 
relations, community 

----~~. r supervisor of volunteers ha 
on a continuing basis for the Sk:~unlldergone special training 

40 W 4 S needed in h' /h and requires this 
---- • e have a, framework or h' 1S er job. 

volunteers may have form~c an1sm for identifYing and 100 " . 
their work experience wit~r agency's objectives or opera~kng at any suggestions 

41 us. ons as a result of 
- - • W~ plan to have eventuall a 

our service (clients, patren;s~e;:!t~;~S)Olunteer for every three Consumers of 

~;:. We have the above ratio or better right n~w 
.l:~-'-. We p~an to have eventually at leas • 

ber 1n the agency or 6rgan10zat~on.t five volunteers f 

____ 44. We have this 'ratio or better 
4 or every paid staff mem-

45 I now. 
---- • 0 plan to have at least one 1n ad 0 0 volunteer w k O 

mln1stration. or lng with me directly or 
46 in my office 

- . I have this Si'tuation right now. ' , 
____ 47. I myself am presentl 

. at least five ho y a regular volunteer in a p 
urs a month). rogram in this community (for 

____ 48. Eventually I would d fO 0 
tients) inVOlved a e llnltely like to s 

s vo unteers. ee some of our clients (consumers 
Th ' pa-ey are no,.", in significant numb 

n 
I . ers. 

am W1lling to have the at 0 
out against my actual suppo t~~udes towards volunteers 

r lve performance sometime 

TOTAL SCORE 

Signature (Optional) 

ition 
Organization 
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?XFressed here checked 
In the next six months. 

Date 
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A. TOP MANAGEMENT CHECKLIST 

The Top Management Checkli"st is designed for the administrator or 

high-level supervisor in the agency or organization. This administrator 

is not directly responsible for operating the volunteer program, but is 

ultimately responsible for several or all functions of the agency. In 

many cases, volunteer coordinators have found that this form can be 

administered to several levels of management in the same organization. 

The Top Management Checklist is meant to get a reading on speci£ic 

commitments which the administrator is willing to make on behalf of the 

volunteer program, distinct from generalized verbal support. Considerable 

tact and sensitivity is necessary in deciding whether or how to administer 

this form; for example, perhaps the volunteer coordinator ,,""ill want to use 

it only as a basis for a discussion. 

This is one of the few forms we. suggest administering before a pro­

gram gets started. If, at that time, top administration does not have 

minimal understanding or acceptance of the specific cormni tments necessary 

from them, the program should not proceed until they do have these~ In 

fact, administration and discussion of this form may help start this pro­

cess of understanding and commi~~ent. 

B. SCORING 

~imply count the total number of checks and record. This total is 

4:;onsidered the "raw score." 

C. NORt.1S 

The norm sample of 99 responses for the Top Management Checklist is 

still quite low, and thus the percentiles should be regarded as estimates 

only. Coordinators may find particular questions more significant for. 

their programs than others (for example questions 45 to 50). 
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c. NORMS FOR TOP MANAGEMENT CHECKLIST 

If your Top M~lagement Checklist 
raw score is: 

° - 35 
36 - 41 
42 - 43 
44-- 50 
51 - 52 
53 - 54 
55 - 56 
57 - 58 
59 - 60 

61 
62 

63 - 65 
66 - 67 
68 - 71 
72 - 73 
74 - 75 
76 - 79 
80 - 82 
83 - 84 
a5 - 100 
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You are higher than 
approximately: 

5 % of programs 
10% 
15% 
20\ 
25% 
30\ 
35\ 
40% 
45\ 
5o, 
55\ 
60% 
65\ 
70\ 
75\ 
80\ 
85, 
90\ 
95\ 

You are in the top 5, 
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No, not really 

o 
1 
2 

= really doesn't exist 
» exis'ts, .but poor 

fair 
average 
good 

3 = 
4 = 
5 = excellent. 

Training of volunteers in this program: 

... 
" 

Acceptance and support of volut;lteers by staff:'" 

Recognition given to volunteers: 

Volunteers are trusted to do important things: 

..... 

o . 1 2 

o 1 2 

o 1 2 

o 1 2 

14. Any other comments you'd care to make would be appreciated. 

,ignature (Optional) 

VOLUNTEER PROGRAM 

3 4· . 5 

3 4 5 

3 4 5 

3 4 5 

I 
Date 

I 
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'WCount of separate units will be somewhat judgmental here. 
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l1.L'wUY .;)/ ( I . BFS - 2E 
'NATIONAL INFORMATION CENTER ON VOLUNTEERISM,P.O.Box 4l79,Boulder,CO 80306,303/447-0492 

I STAFF RE'\CTIONS 'TO VOLUNTEER PROGRAMS 

This.questionnaire is not just to make more·paperwork for you. It's because we want 
your frank ideas on the improvement of the volunteer program. You may sign it or 
not, just as you prefer. Please answer all questions on the form. 

1. How long have you had any sort of contact with the volunteer program? ------
2. How much time during an average week are you in any sort of contact with volun-

teers? . hours. 

3. What are the main different things vohmteers do directly under your supervision? . 

4. What do you think is the best way of organizing volunteer programs for your 
agency? (Choose the closest to right for you) 

a. 
b. 
c. 

In an organization of their own, as a separate auxiliary. 
Integrated wi thin the agency as "unpaid staff". 
Undecided. -

S. In relation to the total number of clients (patients, consumers) served by your 
agency-organization, what would be the best or highest ratio of volunteers to 
clients you'd ~ant? (Choose the closest to right Eor you) 

a. One volunteer to 50 or more clients. 
b. One volunteer to 20 clients. 
c. One volunteer to 5 clients. 
d. One volunteer to 2 clients. 
e. One or more volunteers for every client. 

6. Could the agency now use: 

a. More volunteers? 
b. Fewer volunteers? 
c. About'the same number? 

7. What concerns you more about the volunteer program? (Check one in each line) 

a. Insurance-Habili ty -or- b. Volunteer training 

a. Volunteer turnover rate -or- b. Spending too much time with volunteers 

8. What jobs, if any, could volunteers usefully perform that they don't n~w? 
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10. 

11. 

( ~. 

Could any jobs volunteers now perform probably be done better or more efficiently 
using paid profeSSional or paraprofessional paid staff? 

h~at are some of-the things you see as particularly helprul in the volunteer pro­
gram? 

What are some of the things that could be improvedJ 

What are the best ways.of involving volunteers in your organization or agency? 
(Choose one on each line)" 

a. 'Working directly with clients -or- b. Administrative duties 

a. Serving as individuals -or- b. Serving as groups 

13. Were you ever a volunte.er in a service area similar to the one you're in now? 

Yes 0 No 0 

14. Any other comments or suggestions you'd care to make would be most welcome. 

Signature (Optional) _________________________________________________________ Date ____________________ ___ 
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A. STAFF REACTIONS TO VOLUNTEER PROGRAMS 

This form is designed ,'Eor paid employees who work directly with vol­

unteers; for example, social workers, 'nurses, probation officers, and 

teachers. The form assesses paid staff's impressions of the volunteer 

program: levels of understanding, commitment, and satisfaction. If used 

regularly, it should help the coordinator .identify' the initial stages of 

staff resistance, while the problem is still manageable. This form can 

also aid in reorganizing the program towards staff needs. 

e B. SCORING 

As with the Volunteer Feedback Form, some important responses are not 

categorized in this scoring,index. 

Question 2: 0 hours - 0,. Beyond that, points up to 10 for the num­
ber of hours reportee divided by 2 and rounded to next 
highest Whole number. Thus, if 7 hours is reported -
3~ ~ints rounded to 4 pointsi '20 hours - 10 points. 

'3: C 1) 0 listed • 0 points; 1 listed - 1 point; 2 listed -
3 points; 3 or more - 4 points. 
(2) For every one of first three which appears responsi­
lli, add 1 point. 
,(3) For every one of first three involving direct signi­
ficant contact with clients, add ,1 point. 

4: Ca) = 0 points; Cb) • 10; (c) - 5. 

5: (a)" 0 points; (b) - 2; (c) - 4;' Cd) - 6; Ce) • 10. 

6: (a). 10 points; (b) - 0; (c) - 5. 

7: (a) = 0 points; (b) • 5 (line ,1) : 
(a) - 5 poings; (b) - 0 (line 2). 

8: None listed - 0 points; one - 3 points; two - 5; three -
8; four or more - 10. 

9: 0 or "none" - 10 points; one • 5 points; two or more - O. 

10: None - 0 points; one thing listed - 3 points; two things -
5; three things - 8; four or more things - 10. 

12: (a). 5 points; (b) - 0 (line 1). 
(a) - 5 points; Cb) - 0 (line 2). 

Total number of points (raw score)' 
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C. NORMS 

The norms for the Staff Reactions to Volunteer PrograL~ form are based 

on responses from a total of 184 paid staff working directly with volun~ 

teers. 

NORMS FOR STAFF REACTIONS TO VOLUNTEER PROGRAMS 

If your Staff Support 
raw score is: 

o 39 
.40 - 45 
46 - 47 
48 - 49 
50 - 51 
52 - 53 
54 - 55 
56 - 57 
58 - 59 

60 
61 
62 
63 

64 - 65 
66 - 68 
69 - 70 
71 - 72 
73 - 75 
76 - 79 
80'- 100 

APPENDIX J (cont'd) 

You are higher than 
approximately: 

5\ of programs 
10\ 
15\ 
20\ 
25\ 
30\ 
35\ 
40\ 
45\ 
50\ 
55\ 
60\ 
65\ 
70\ 
75\ 
80\ 
85\ 
90\ 
95\ 

You are in the top 5\ 
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FEEDBACK FORM FOR ONE-TO-ONE CLIENTS 
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NICOV 3/77 ·BFS -,6M 

National Information Center On Volunteerism, P.O. Box 4179, Boulder, 'Colorado 80306 

I YOU HAVE A VOLUNTEER - ~HAT DO YOU THI NK? I . 
We'd app~eciate your help. We hope you'll give us your ideas on how the volunteer pro­
gram can be made better for all of us. We'll be glad to keep your answers as yours 
only; you don't have to sign this unless you want to. Thanks a lot. 

Place two checks on each line if you're sure it's true for you ••••••••• 
Place one check on each line if you're uncertain or if it's only partIr. true 
Leave the line blank if it's not true for you •...••••......•. 

Please be sure to read all the questions. 

1. 

2. 

3. 

4 • 

- 5. 

My volunteer is easy to talk to ..•. 

My volunteer listens to what I have to say . . . . . . . . 
Most of the time my volunteer can find good answers to the questions I ask 

My volunteer uses plain wOl'ds I can understand. • . • •. . • . • 

My volunteer feels free to ask fo'r help from me. • • . • . 

II 
;t 

6. My volunteer respects me and wants me to be my own person. 
expect me to be just like him. • . • . • • • • . . • • • . 

My volunteer doesn't 

7. 

B. 
My volunteer understands me even when ,I don't agree with him. 

My volunteer is not too strict or too hard with me • • • ••• 

9. My volunteer meets with me in person at least two times a week 

10. 1 know the address and t'elephone number of my volunteer •.•. 

. . . 

11. My volunteer PTkd I have gotten together with other volunteers and people they 
work with. . to • II: • • • • • • • • • • • • • • • • • • • 

12. 1 trust my volunteer with my personal feelings • 

13. 1 know how to :each my volunteer whenever 1 need him •••• 

14. I,'m willing to help my volunteer by doing, things he thinks I should do 

IS. I neyer let my volunteer down by missing meetings with him • • • • • 

16. I have at least one friend who would like to have a volunteer like I have. 

17. My volunteer is not too easy with me •••••••••••••• 

18. My volunteer calls me on the 'telephone at least two times a week 

19. My volunteer does not miss meetings with me. . . • . . . . 

20. If it were possible, I would like to be a volunteer myself • • 

21. I think my volunteer has helped me • . . . 
22. I really like my volunteer as a person 

23. My volunteer has helped me solve problems. . • 

24. I think my volunteer and 1 will still see each other after we don't have to • 
25. 

26. 
1 think my volunteer really likes me • • • 

My volunteer',has met my family and friends 

. . . . 
27. My volunteer doesn't use "psychology" on me. 

I\nnr-"I __ a~ - • 

. . . . 
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28~ ~b3t are so~e of the good 'things ,your volunteer d~es t~at help you? 

: .. •• T • 

29. What are some of the things your volunteer does that maybe don't'help 'as much? . ~ . ., 
. ' .. . .. ,' . . ~ . 

," .., 

, " 

3Q. :bat are some new things your volunteer could do that would be good? 

Signature (Optional) _________________ _ Date _________________ __ 
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NICOV 3/77 ' 
BFS 6F 

National Information Center On Volunteerism, P.O. Box 4179, Boulder, Colorado 80306 

YOU HAVE A VOLUNTEER - WHAT DO YOU THINK? 
We'd appreciate your help. We hope you'll give us your ideas on how the volunteer pro­
gram can 'be made better for all of us. We'll be glad to keep your answers as yours 

. only; you,don't have to sign this unless you'want to. Thanks a lot. 

Place two checks on each line if you're sure it's true for you. . . . . . . • II 
Place one check on each line if you're uncertain or if it's only partly true. I 
Leave the line blank if it's not true for you •••••••••••••••• 
Please be sure to read all the questions. 

My volunteer is easy to talk to • • . . . . . . . . . 
My volunteer listens to what I have to say. · . . . 

1. 

2. 

3. 

4. 

S. 

Most of the time my volunteer can find good answers to the questions I ask. • 
My volunte~r uses plain words I can understand .••..•. · . . . 
My volunteer feels free to ask for help from me • '. 

.6. My volunteer respects me and wants me to be my own person. 
expect me to be just like her • • • • • • • • • • • • • • • 

My volunteer doesn't 

7. 

8. 

. . . 
My volunteer understands me even when I don't agree with her •• 

My volunteer is not too strict or too hard with me. . . . . . . . 
9. My volunteer meets with me in person at least two times a week. 

10. I know the address and telephone number of my volunteer 
· . . ~ 

. . 
11. My volunteer and I have gotten together with other volunteers and people they 

work with • • • • • • • • • • • • • • • • • • • • • • • • 

12. I trust my volunteer with my personal feelings. 

13. I know how to reach my volunteer whenever I need her. 

14. I'm willing to help my volunteer by doing things she thinks I should do • 

15. I never let my volunteer down by missing meetings with her ......•. 

16. I have at least one friend who would like to have a volunteer like I have 
17. My volunteer is not too easy with me ... . . . . 
18. My volunteer calls me on the telephone at least two times a week. 

19. My volunteer does not miss meetings with me • • . • • • 

20. If it were possible, I would like to be a volunteer myself. . 
21. I think my volunteer has helped me .•. 

22. I really like my volunteer as a person. 

23. My volunteer has helped me solve problems ••• 

24. I think my volunteer and I will still see each other after we don't have to • 
25. I think my volunteer really likes me. 

26. My volunteer has met my family and friends. 

27. My volunteer doesn't use "psychology" on me • 
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28. What are some of the good things your volunteer does that help you? 

29. What are some of the things your volunteer does that maybe don't.help as much? 

30. What are some new things your volunteer could do that would be good? 

( 

Signature (Optional) _____________________ Date ____ _ 

( 
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A. FEEDBACK FORM FOR ONE-TO-ONE CLIENTS 

This form is designed for clients, patients, ~d consumers who work 

with volunteers. Often, clients are not accustomed to being asked how 

they feel about the volunteer program, and in some cases they may be con­

cerned about-reprisals if they are critical of the program. In all cases, 

clients should be assured of confidentiality~ individual responses should 

not be shared with others. 

NICOV has found clients' responses to this form to be honest and use­

ful. It is important to be sure the client ill not handicapped by languagE 

or reading problems~ if so, the form should be read aloud or translated, 

with re~nses recorded by the interviewer. 

This form has been revised to a new format, which is easy to read 

and complete, but with three important open questions at the end. Two 

separate forms appear in this publication: one for the client who has a 

male volu..'"'lteer (BFS-~) and one for the client with a female volunteer 

(BFS-6F); separate forms were" developed in order to avoid the somewhat 

confusing "his/her" designation~ 

B. SCORING 

Simply count the total number of chec.ks and record·. The three open 

questions can provide useful information too. Since this form is newly 

revised, no national norms exist at this point. 
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·NICOV 3f?7 

NATIONAL INFORMATION CENTER ON VOLUNTEERISM,P.O.Box4l79,Boulder,CO 80306 303/447-0492 

I CHECKLIST FOR BOARD MEMBERS 1 
This checklist is for unpaid (volunteer members of boards of non-profit organi­

zations. A sampling is presented of conditions considered desirable for optimum 
functioning of boards or advisory groups. 

Ideally, all or at least several members of the same board should complete this 
checklist, and compare and discuss results. If you are a member of more than one 
board, complete this- checklist with only one of these boards in mind. 

General background for this checklist was provided by The Board Member: Deci­
sion Maker for the Non-Profit Organization by Pauline L. Hanson and Carolyn T. 
Marmaduke. This handbook is currently available from NICOV for $2.75. 

1. 

For each item below, please answer as follows unless otherwise instructed: 

Place two checks on the line if you're sure it's true or fully true • • •• II 
Place one check on the line if you're uncertain or if it's only partly true ~ 
Leave the line blank if it's not true • • • • • • • • • • • • • • • • • • '. • 

A. MISSION AND ROLES 

I ' .. 
! ' , 

The mission, purposes, and goals of the non-profit organization are clearly 
defined and are in writing. I understand them completely. • •••• '. " •• 
I. fully support the mission, purposes, and goals of the organizations. a~ . ~. 

3. 

4. 

s. 

I unders tan.d them. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
The role of the Board in relation to the organization is clearly defined. 
I fully understand what is expected of the Board: what it should and 
should not do. . . . • . . • . . . . . • . . • . . . . . . . . . . . . . . . 
I know exactly what is expected of me personally on the Board: my role, 
responsibilities, and "job descr;.ption" as a Board member. This role was 
fully explained to me prior to my joining the Board •••••••••• '0' • 

I 'think my role on the Board is appropriate in terms of my background, 
experience, capabilities, available time, and desire to serve •••••• " • 

SECTION TOTAL (total nu~r of checks). D 
B. MEMBERSHIP 

1. The number of Board members on our roster is: 

2. 

3. 

( 4. 

s. 

7 to 17 = 'I ] 
5 to 6 or 18 to 24 = , + 

less than 5 or 25 or more = no check 
Our membership i~ fully representative of the capabilities and constituencies 
needed for our purposes and responsibilities •.•...•••••••••• 
Women are sufficiently represented on our Board (or, if a women's organiza­
tion, men are suffici ently represented). • • • • • . . . • • • • • • • • • 
Ethnic and racial minority groups are sufficiently represented on the 
Board. . . . '. . . . . . . . . . . . . . . . ~ . . . . . . . . . . . . . . . 
Prospective Board members are carefully evaluated beforehand and selected 
in accordance with Board needs and balance . • . . . • • • . 
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6. We have a nominating committee for this purpose. and a clear, well thought 
out Board membership poli cy.. • • • • • •• • • • • • • • • • 

(' 
SECTION TOTAL o 

C. BOARD ORGANIZATION AND PROCESS 

1. We have a comprehensive set of written by-laws and other necessary charter 
papers (for example. if necessary, Articles o~ I~corporation) •••• ~ ••• 

2. We have at least the following actually funct10n1ng elected Board offlcers: 
President or Chairperson; Vice-President or Vice-Chairperson; and Secre­
tary/Treasurer (may be two separate people). • • .'. • • • • . . • • • • • 

3. The 'Board has at I east sevflral standing committees or task forces. They 
meet or otherwise communicate regularly outside o~ Board meetings and ~e­
port back to the Board at all or most Board meetings . . . • ....• '.' . 

4. Because taking minutes prevents the Board Secretary from part1c1pat1ng 
fully in Board meetings. a competent person who is'not a member of the 
Board takes accurate minutes. These are reviewed and approved at or be­
fore the next Board meeting. • • • .' • • • • • • .'. • • • • • . • • • • • • 

S. Board deliberations consistently follow an orderly. rational process such 
as Robert's Rules of Order •.•.....•....•••••..•••.. 

6. Meeting length is neither too long nor too short in relation ~o the planned 
agenda and other business we must conduct. \~e ha~e enough. t:me carefully 
to consider important decisions; we don't waste t1me on tr1v1a or unneces-

L 

. 2. 

3. 

4. 

s. 

sary matters • • • • • • • . . . . . . . . . . . . . . . . . . 

SECTION TOTAL D 
D. LEVEL OF BOARD PARTICIPATION 

At an average Board meeting (average from the last three meetings) the 
following percentage o'f members attend: 

65% to 85% = I .... 
more than 85\ = II J 
less than 65\ = no check 

At an average Board meeting (average from the last three meetings) the 
number of members present who do not attend the full meeting (for example. 
come late or leave early) is: 

none or perhaps I or 2 = II ] 
a few. several = I .... 
more than a. few, more than 2 or 3 = no check 

Of the past two Board or Executive Committee meetings, I have attended: 
two meetings = 11 
one meet:.ng = I .... 
none = no check 

I have one or mo~e specific ongoing committee or individual task assign­
mentes) for the Board. I work on these regularly .••..•...•.• 
Board directions are set and decisions made: 

with full and balanced participation of all = 11 
by distinc'dy less than all our membership I: I .... 
basically by one or two people = no check 
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6. The proportion of Board meeting agenda items either suggested directly by 
Boa:d.m~bers or derived directly from follow-through or regular Board 
act1v1t1es (for example, committee or task for reports) is: c 

1. 

2. 

3. 

1/2 or more = II ] 
1/3 to 1/2 = I ~ 
less than 1/3 = no check 

SECTION TOTAL 0 
E. SUPPORT OF '!HE BOARD BY THE ORGANIZATION 

The Board receives the following kinds of support from the organization we serve. 

Board member: receive full and prompt reimbursement of Board-related 
travel. subsl.stence. phone. and other expenses •••.•••••• 
WhE'~. n7eded, st~ff services are provided for Board-related work, su~h' • 
as ~ypl.ng, c~er1cal help, and research for Board work. 
Comfo~table and quiet working conditions and supplies f~r'B~a;d'm~e~i~g~ •• 
and, 1f nec7ssary! committee meetings are provided ••••••••.•• 

4., ,~orough or1entatl?n to t?e organizati~n itself. prior to beginning ser- •• 
Vlce on the Board.1s provlded .••.••.•.••..•••••. 
A~ leas~ o~ce. a year (once during the past year) training related t~ ~ffe~-· _._ 
tlve funct10n1ng as a Board member has been provided • . • • • . • . • • 

s. 

.(' 'SECTION TOTAL 0 
----------~.----------------~==-

1. 

2. 
3. 

4. 

s. 

6. 

7. 

F. BOARD-STAFF RELATIONSHIPS 

The Board as a whole has a single staff l;a;son or 
• • contact person in the 

organization. This person attends all Board and Executive Committee 
'meetings •....•. 
This pers?n is, the top ~t~ff ~p~r~tin~ ~ffi~e~ ~f'the'o~g~iz~tio~ : .• 
The rela~10nsh1p between the Board and the person is one of smooth .•.. 
cooperatlve teamwork. without significant conflict or adverse tension' 
Othe~ senior st~ff regularly attend at least a significant part of Bo~rd •• 
meetln?S, to b:lef us on their accomplishments and problems. and to 
share lnformat10n and ideas 
I kn?w these staff and thei~ ~o;k·q~i~e·w;li. 'a~d'h~v; ~ ~o~f~r~abl; •• 
shar1ng relationship wi th them . • . . . • . . . . .. . . • 
In general! our principal staff liaison and senior staff fuil;' ~h~r~ ;r~b: • 

, lems as wejl as accomplishments with the Board. I don't feel we hear only 
what they think is, convenient for us to know ' 
~uring'rny term on the Board I have been appro~ched ~riv~t~l~ ~i~h'a'p~iic; • 
l~s~e or Pos~tion by a senior staff person other than the regular staff 
llalson. ThlS was outside of nornlal •. open Board channels, as a "bypass." 

Never = II ] 
Once = I ~ 
More than once = no check 

Board members mutually respect each other; there are no "factions" ' 

SECTION TOTAL 0 
'-Ll ~_ 

I I 

I 
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G. SCOPE OF RESPONSIBILITY AND DECISION 

c· ~1>' legal responsibilities on the Board and potential liabilities have been 
clearly spelled out, and any liabilities have been effectively protected by 
bonding, insurance! etc. . . . . . . . . . . • . .....•... 

2. 

3. 

4. 

s. 

6. 

7. 

( 
\. 

2. 
3. 

4. 

S. 

6. 

7. 

We are asked for and reach desisions on a full range of important issues 
, ~'i thin the scope of the Board's role . . . . . . . • . . • . . . . . . . 
Staff follows through conscientiously in attempting to implement these 
deci s ions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Staff provides excellent feedback on·the implementation and impact of these 
decisions Cfor example, a report at Board meetings). . . . • .. • ..• 
In general Board decisions have a substantial positive impact on the direc-
tion and functioning of the organization . . • . . • 
I personally am listened to \"hen I speak up. My ideas are welcome and 
seriously considered by other Board members. . • . • . . . • . . . • . 
In the interim between Board or Executive Committee meetings, staff makes 
decisions that fall within the stated role of the Board: 

• never = II ] 
occasionally = I + 
fairly regularly = no check 

SECTION TOTAL D 
H. INFOR~~TION FLOW 

Board meeting dates are set far in advance, in full consultation with Board 
memb ers. . . . . . . • . .'. . . . . • . . . • . . . . • . . . . . . .... ---
We are again reminded of date and place, as meeting time draws near ••. ' . 
Each Board member receives a planned, written agenda for the next meeting 
well before this meeting • . . . . . . • . . • . • . . . • • • . . . • . . . 
This agenda is supported by written background which is clear, relevant, , 
without being overly voluminous. This is received early enough for study 
prior to the meeting ; . . . . • . . . . . . . . . . . . • • . . . • . . . . 
Additional, more detailed resource material is available on request before 
the meeting or' during it. . . . . . . . . . . . . . . . • • . . 
Each Board member is provided with a complete up-to-date list of Boar.d 
member addresses and phone numbers . . . . . . . . . . • . • . . . . . 
Board members regularly and routinely receive all new publicat ion!: of th.e 
organization; for example, neWSletters, flyers, bulletins, brochures, and 
announcements. . . . . . . • . . . . . . . • • . . .. . • . • tI ~ • • • • 

SECTION TOTAL D 
TOTAL NUMBER OF CHECKS D 

,OPTIONAL: 

( .Jur name Date ----------------------------------------------------Name of Board ___________ ~ _______________________________________________________________________ _ 

Type 0 f 0 rgani za t i on 5 erved by t he Board _____________ .......: ________________________ _ 
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A. CHECKLIST FOR BOARD MEMBERS 

This is a quick, easy to administer checklist for unpaid board mem­

bers of non-profit organizations. The form is divided into specific board 

function sections, in order to identify special strengths and problem 

areas when the form is tabulated. A selection of items are presented as 

desirable conditions for optimum functioning of boards and advisory groups. 

Board members should complete the checklist and discuss results. General 

background for this checklist was provid~d by The Board Member: Decision 

Maker for the Non-Profit Organization by Paul.ine L. Hanson and Carolyn T. 

Marmaduke. 

B. SCORING 

Simply count the number of checks in each o~ the eight sections, ,re­

cord each, and then record the total for all sections. 

C. NORMS 

This form is quite new: it was first administered in September, 1976. 

Therefore, the number of responses is still quite low, 79 responses, and 

the norms can be approximates only. You may locate your total raw score 

range and approximate norm range in the following table. 

NORMS FOR TOTAL SCORE 

Raw Score taken directly from 
Ch~cklist as per instructions: 

o - 57 
5a 70' 
71 7a 
79 100 

You are higher than 
approximately: 

25\ of programs 
50' 
75' 

You are in the top 25, 

Checklist for Board Members is divided into eight seetions covering 

specific board functions such as Mission and Roles, Membership, Board-
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Staff Relationships, etc. Since these norms are based onfewe.r items 

each than total Checklist norms, they must be considered even less reli­

able, though still useful as rough approximations. 

After tallying each section of Checklist, locate your raw score in 

each section of the following grid and circle it; connect the circled 

scores with s_traight lines. The' ,resulting line graph will allow you to 

visualize the strengths and weaknesses of your board. 
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Sampl e Volunteer Job Description* 

Oualificati~~s . , 

1) ! ~ yea:cs ,,1 d .m::.!; .!..:;:,:;u! 

2) ::-~:u;:e ar,d st .. i:·le 
3) non-juciger:e!ltal a:::,d :,c..l~-:! 

4) friendly 
" .. 

.Job Responsibilities 

1) 
2) 
3) 
4) 
5) 
6) 
7) 
8) 
9) 

10) 

11) 
12) 

1 '" .; • ..,:"_.,'!".~e.,."ted ofI~ender :'n ~he ~1odel Couney Jail to sarve as a :: =g'.! ar '!~J::" ':c: :0 3". ... -- • - .-

to serve as a sCI\.;;;:din~ l:::l~'!.";i :.::,;: en: ·;:·ifender .. 
~ '~ .. '. -- ~"': '\"~-:::'::: .. ··~~d for the oIIende-.: to sarv'e as a .l.._ .... r-. '-'- ... L!_ .... '-"----.- •• _ .. -

to o"'ov' C':' SI'p:iC ,-C f.::.'· cr.=:.: :£~:.ci~: 
to h'·, '"' - .. ': - ~:. 'r" -Ii' ,.; •. ~ : ri~ .. .. : ,., ,to,"::',: :::: .;::r past achievemen c: 

le_r- ..... c v .. ;. ",.c. --_ .. --, _0>. -- .• . after his release 
to help in the: ccv.:.lopr:-:;::::': vi .:1 ':,;,..:.:..::'onal plan for the O!I=r.~er 
to help the cl!e::c raal:=e ~!~!t6r vocatio::al goals 
to fill ouc ~onthl! ~C:r0S ~~~2C3 . • 

to be dir::;.('cl" '~c='·-·~ .!~b;;; ~".: dt:?~:";i=:=d by the Ja.:..l,!Vol.:.m:eer Specialist 
-- J - -k"--"-- -- _ .... - h t d~_c: .... ""'~s 

to ..... -·"t .l.·n ' .:--:,''i ~ .... - .. '.~ ._ ... -: •. ; ~? c·:1'.:;:" .""lu.,teers c.n:e a iUClr.t ::; _ ... .. uC;: ~ • d _ ... 1 _ J. _ ;::::I ___ :- _ •• J _. =- . _ - __ .. _ 

Trai<lb,~ 

E"fJal~c.cic:1 - ..:.'-~~ '~.:: .. : ·.: .... =.-.4.] :. ::'.: ... : .. -.L: ·.·.:ir.::c:n !"=po~ts, Sn:a~:" ~r·;':'t;p-~ec?~.i:,g.s 

and oche:::' .::,:·:,:::~r!i::.:.::.:~.: .:.::: :: .. ~::. .'~:!: =~.:..;. __ 

* See also Appendix M and N for more examples of Volunteer Job Descriptions 
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Sample Volunteer Training Proqram 

As noted on page 32 of thi s manual, volunteers wi 11 be tra i ned by the 

volunteer program staff. The most important aspect of this training will be 

a tour of the jail facility and a thorough revie\'/ of jail rules and regulations. 

The second component of volunteer training, specifically tailored to particular 

volunteer tasks, will be a presentation and discussion of the volunteer's job 

descript~on and related activities. Below is a brief agenda outline for 

accomplishing these functions of the volunteer training. 

More generally, no matter what the specific volunteer assignment is, volunteers 

should be given basic guidelines for their interaction with prisoners. Attached 

are guidelines that you can draw upon for your own volunteer training sessi~n. 

This section will prove valuable for answering volunteer's questions regarding 

"how" to conduc-t··themsel.~e_s as well a providing examples of what to excect during 
. . 

the course of their in-jail volunteer experience. 

7:00 p.m. 

'7:05 p.m. 

Sample Volunteer Training 

Agenda 

Welcome of Volunteers, introductions of staff 
(Suggestion: It is good during the welcome ~o mention 
the value of the volunteers and your appreciation of 
their involvement.) 

Group 'building or "ice breaking" activi.ty 
(Suggestion: This is an important activity to get 
people comfortable, develop group cohension, and 
get peop1e ready to learn. A simple activJty 
would be to pair off volunteers or have them pair 
off with someone they don't know, and have them 
ask each other these questions: 

.1) Name 
2} Occupation 
3} How did they get 'interested in this 

problem and why did they volunteer? 
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After a few minutes together, ask the volunteer, to 
introduce his or her partner, brieflj[ answering the 
questions.) 

7:30 p.m. Overview of the specific volunteer activity--the volunteer job 
description. 

8:00 p.m. 

8:30 p.m. 

8:40 p.m. 

9:25 p.m. 

10:50 p.m. 

(Suggestion: Review the volunteer tasks relevant to 
your program~ allowing time for questions and answers • 

. The pre-service interview will have provided each 
volunteer with a specific job description.) 

Guidelines for volunteer interaction with prisoners. 
(Suggestion: By using the guidelines attached to 
this appendix or excerpting them and adding others, 
the guidelines that you want to convey to the 
volunteers can be developed. It is suggested 
that this section be introduced as a brief primer 
on constructive ways to relate to people in 
general and prisoners specifically. A suggested 
format for conducting this section: the trainer 
states the heading of the guideline and asks for 
a brief discussion of its meaning, interjecting 
examples and explanations where appropriate. 

Coffee Break 

Jail .Tour 
(Suggestion: Take the volunteers in a group on a 
basic tour of your facility highlighting meeting 
space, where to enter, a view of a cell block, 
location of special equipment--instructional or 
emergency--, etc. You may at times note specific 
items and procedures that you will refer to in 
the' next section on Jail, Rules and Regulations. 

Jail rules/Volunteer regulation 
(Suggestion: Most easily conduct'ed by presenting 
the most important information abour procedure, 
security, etc., that the volunteer will need to 
know. St~ess the utmost importance in following 
the rules. This is also a good point to stress 
that if a volunteer has a problem with a rule, 
he or she should take the problem to his supervisor 
or to you. Volunteers should never confront jail 
staff concerning rules or their interpretation 
about it. 

Swearing-in 
(Suggestion: The more formalized, the better. It is 
best to have this acceptance ceremony performed by 
the Sheriff, the Jail Administrator, a judge, or a 
person of similar standing. You're stressing here 
the commitment that the volunteer is making ,and the 
necessity for abiding by jail and program regulat'ions. 
Present I.D.ls or certificates at this point.) 
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G~neral Conrnents: This is a fast paced, minimal-time agenda. r~ost 

likely you will elect to devote a greater amount of time to each section 

of the training to assure that questions are fully answered and that each 

volunteer has complete clarity concerning jail regulations and his or her 

assigned duties. 
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Guidelines fOL Volunteers 

~Iost persons ..... ho wind up in jail have had 1I'0re 
than their share of "too great" frustrations in their 
~arly lives. Host havp. undergone repeated failure 
exper iences: some of their o"m making, other failures 
the result of ineffective socia~ systems. 

, In one important sense you are in a better position 
to help the prisoner than a judge or a probation officer. 
'lou do not, represent the law, you do not have to be 
sternly authoritative, you do not have to deal out 
punishment. You can be a friend, an ally. You must 
represent acceptance, understanding, affection, and 
concern -- "somebody who'd come to my funeral if I 
died." , 

The I't'OCUllll of lIst:ahllshill<j inward control bcgins 
when a bond develops between the prisoner and you, to 
the point where neither wants to let the other down. 
After this desire develops, the next step -- transfer­
ring the desire not to let you dO\m ,to not wanting to 
let· ~~, the prisoner, down -- is an easier accom­
plishment. Thus we go from lack of inward control to 
objective inward control (1 don't want to get into 
trouble because it would hurt the person I respect) and 
then to thl! final goal of subjecti.ve im-Iard control (I 
have my own st.andards to which I must be true'. 

Ask yourself continually "'~at are the pressures 
that have overwhelmed this person -- and how can they 
be eased? What forces are driving this person adversely 
and how can they be counteracted?" Your secondahI goal 
must be: to work out a plan with thepl'isoner wh ch 
will enable the prisoner to cope, and then to help put 
that plan into effect. 

Working with prisoners cannot be reduced to "cook­
book" form. Huch will always be left to your good 
judgement. The guidelines given below provide a frame 
of reference for you i~ your efforts to help the offend­
er 1) to gain inward control and 2) to help oneself. 

Break the Ice -- Once a prlsoner is assigned to 
you, the first step is for you to meet and to explore 
with the prisoner lhe possibility of a useful relation­
ship. 

" 

~; 

+ 

Even in the free community where new reldti0~­
ships are spontaneously and mutually sought, .:e J'-t_:' 
find ourselves uneasy in me~tin9 stranger~. "'he ;<ll' 

prisoner will share your uneasiness ~t first meeting, 
Do not expect a welcome with op~n 3rrns. You will 
probably find that he or sl:e is slInlc-ious. ':'01' :'"an' 
prisoners, the OAR volunteer represents the fi r!.' t 
person from the community who has offered friend~hi' 
It will take time and patience before the pris~ner 
develops trust and confidence in you. 

In approaching your new relationship, ,~e suqge$~ 
that you do not fall back on small-talk about the 
weather or sports. It's better to talk about the 
situation ~n which you find yourself. You might start 
off by sayLng that you too are uneasy in this situatirlO. 
You might share with the prisoner your reasons for 
being a volunteer -- what you expect to gain frol' ~!, 
how you happened to be assigned to him or her and 
so forth. Another possibility is to ask about '~hat' s -­
fa~iliar to the inmate and unfamil iar ';0 j'ou. \'lhat 1'" -0 

jall lIfe like? '~at is a typical day in jail? ...., 
c 
o 
u The poin't is that you will do well to confront 

early the issue of your new relationship and the 
reaso~s why you are both in it. You can small-talk 
your way around the issue, but that does little 
toward building a relationship. 

Be yoursel~ -- There is no need ~:: establish a 
facade or to create some kind of special st~tus for 
y~~rself in your relationship with the prisoner. 

Use Appropriate Language -- Whose lar.g~age is t~ 
be used, your's or the jail vernacular? 1~ ~3e 1ang­
ua?e that is not part of you will likely leaj to vour 
belng seen as a phony. There is a language that bot:1 
of you can use. Aim to spea\(.' siMply a,nd directly. 

nean tlhat You Say -- h· ".- • :ra~'e " .;>t'C: .• lse unle!1:' 
you've thought it through fi;;t ~nd,are nrepared to 
carry it out. The prisoner will tes~ you, =a11 your 
bluff, and see if you will deliver. ~his is ~n iM­
pOTlant part of the prisoner's l£:"rn(l\o tu Ln.:.it VC'II 

h:hlCh will COI'!Ie slowly in any cas'" , . 
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Don't let the prisoner down even in small things. 
Show up for appointments and be on time. If you don't 
show responsibili ty, )'OU can't oxpect the person to 
learn. it. 

Express Your Jlonest Feelings -- Do not use up 
your energy in keepIng back your qenuine feelings. 
The prisoner needs to know that you have limits to 
your patience and that you are not God. Express your 
feelings genuinely. An honest and unmasked expression 
of feelings is one important way for you to show con­
cern. 

There is, however, a big difference between losing 
control of your anger and rejecting the person, as 
against a measured expression of anger and continued 
acceptance. 

De su~portive, Encouraging, Friendly, But Also 
Firm -- It s part of your job to be honest and object­
ive, disapproving when this is warranted, as well as 
praising. supporting and encouraging when that is 
warranted. 

Respect -- Respect is the keystone. The prisoner 
will not be open with you until he or. she respects and 
trusts you. Conversely, you must respect the' prisoner's 
individuality and basic rights as a human being. There 
is no room for narrow prejudices or feelings of superi,or­
ity. Respond to the prisoner's needs'and interests, not 
to your own. 

Respect is something that most of us take for 
granted, but the prisoner may never have known respect 
before. YDur treatment of him or her as a worthwhile 
human being may have a tremendous impact. In this con­
nection, deal with the person's present and future rather 
than the past. ~o d",ell on an unsavory pa5t ,,,eakens 
the offender by givin~ more opportunity to justify 
present troubles on the hasis of past deprivation. 

Call the Person by Name -- as much as possible. 
When you call by name you co~unicate respect, friend­
liness, and warmth. ' 

Listen -- l1aybe it' s easie~ for you to do mos,t of 

-
1 

1 
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the talking, even to preach or scold; but chances 
are the pr isoner has had plenty of this before. I''ho t U:f' 
person likelv hafHl.'t had is anot~ler ~urni!n heine ,..ho "J1] 
hear him or her out, really listen to what he or d~(' t:(I<' 
to lIay. 

Listening is not easy for most of us. 
stick our two cents in, to P&SS judgement, 
It takes will power to develop an attitude 
objective listening. 

We ache to 
to moralize. 
of patient, 

Try to understand the underlying feelina. Do 
not be overly concerned about the actual wor 5, for 
words can be used to hide feelinqs. It isn't so much 
what 1. said as how it Is said. 

Listen for themes in your conversations with the 
prisoner. What repeats itself will give you the clues 
you n~ed as to what iS,bothering the person. 

It will take considerable listening and question­
ing in order to ascertain what is pressing on the per-
son because people hide their problems even from 
themselves -- when they are painful. 

.~at the prisoner has to say when he or she orens 
and begins to level with you may shock you in its dif­
ference from your own set of values. Try to think of 
these shockers in terms of their causes, objectively, 
without either judging or condoning. 

'Let the comments you 
ask be primarily in terms 
demoralizing him or her. 
listen, try to understand 
what they are. 

make and the questions you 
of the pressures that are 
As the prisoner talks and you 
and define, in your own min~, 

8esides determining your offender's pressures" 
your attentive listening will help you to determine 

up 

the prisoner's needs and capabilities and limitations. 
Through listening you can det'ermin\) his or her interests, 
too. All ,this viII be as pure gold when the time co~es 
for you to work out a plan with the prisoner. 

Another aood reason to listen: it allows the 
prisoner to verbalize and to get out pent-up ,emotions 
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a cleansing, cathartJc, and healthy thing. 

Don't Probe -- Let the prisoner tell you in his 
or her own good time about the offense co~mitted, the 
family left behind, or any other deeply held guilt­
associated matters. lie or she will tell ~ou \;,!H~r. the 
person comes to trust "oU. 

Protect the Prisoner's Confidences -- Do not dis­
cuss what you are told in confidence with anyone, un­
less the prisoner gives assent. 

, Accept the Prisoner 0.- Accept him or her as a 
human being with problems and as an indio"idual who is 
no,better or ~o worse than anyone else. To pigeonhole 
or to categorize a person is, in a way, to dehumanize 
tho porson. AS8ume a non-judgmuntal attitude toward the per­
son so that you will be able to give the acceptance needed 
so badly' in a time of trouble. 

Accepting the individual as he or she is mav.be dif­
ficult. Because of your different backgrounds, hp. or she 
probably has a different set of valuos from yours. If 
at any time during your relationship you Hnd that you 
can't be accepting of this person, do not hesitate to 
make new arrangements with the OAR director, but if 
you can accept the prisoner as is, he or she .dll 1>e aware 
of this acceptance. 

Be Patient -- Do not expect overnight miracles. 
When thIngs have been going wrong for years and years 
with a person, these things cannot be corrected in a 

'few weeks or months. The positive effects of your 
rel~tionship with the offender may not have' a decisive 
effect until long after you've stopped working with the 
person. 

I 

Expect Setbacks -- Even if slow progress i. visible, 
there will be setbacks. 

You will probably find. that the 'prisoner half 
expect. to fail in an effort to change for the better. 
Patient persistence is a key part of your job -- it 
conveys to the offender that you will. not give up on 
him or h~r. You must stick with this person until your 
expectations for change overcome his or h(''; expectations 

~/ 

-----I I 

to be a disappointment. 

Be prepared to deal with your feelings when the 
setbacks and dissappointments happen. You can show 
anger-under-control, a~ a· nGnnal human being. But you 
cannot vent your frustrations and uncontrolled anaer 
on the prisoner. Although you are trying to achieve 
success with the offender, remember th,at the prisoner 
does not owe success to you. Success is owed onlv to 
oneself. 

Win Respect for Yourself -- The prisoner will 
never respect you, untIl It Is clear that you cannot 
be conned or manipulated. The prisoner may have al­
~eady been successful at manipulating teachers, parents, 
~nd/or employers. You must be different. 

Part of the reason for attempts to con vou is to 
measure you -- to find out whethor you are .-naive 
weakling or someone who can be respected. The "con 
person· respects those who refuse to be conned. Ifow­
ever, you should expect the ·con person- to express 
anger when manip~lative efforts fail. 
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The prisoner's manipulations may be expressed in 
requests for you to influence guards, or a witness, 
or for you to bring something into the jail which may ~ 
not be allowed. If the prisoner asks vou to do some C 
borderline thing, say that you will check to see if ~ 
it'. all right. Then ask the appropriate jai,l offic~al. & 

After the prisoner gets out of jail, you may be 
asked to provide a loan, the use of vour car, or 
requested to co-sign a loan. Say -no· to such sweep­
ing reque.ts, for such lOAns have a way of destroy-
ing the best friendships. A denial of the request for 
that reason will be understandable and probably accept-. 
able to the prisoner. 

Don't let your desire to establish a friendship 
lead you into. doing anything for the prisoner that 
isn't in his or her best interest. The manipulator's 
favorite strat.egy is to work on your sympathy and to 
plant a sense of guilt about letting a friend down. 
You are wrecking your relationship \-lith the prisoner 
when you allow yourself to be conne~o 
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You don't have to believe everything the prisoner 
tells you, either. Some prisoners have come to believe 
that stretching the facts i.s necessary -- maybe they 
have had to lie and to con in order to survive. Check 
the facts whenever you can. See ~ow well what he or she 
tells you accords with reality. When it doesn't, it's 
usually good to let the person know that you know this, 
kindly but firmly. When you do this, you provide a 
Wreality test" (within his or her means to achieve it). 
lie or she May get into the habit of Droducing it more 
often. Certainly he or she'll respect you more because 
you expect the truth. 

Expect lIostility There will be a til!\e '~hen the 
prisoner, overwhelmed by troubles, will confront you 
with hostility. At such times, do not force con­
versation upon the person and above all do not respond 
in a hostile, sarcastic or anxious manner. Do not act 
shocked. Retain your composure, ignore the hostility 
or withdraw for awhile, and chances are that the pri­
soner will regain his composure. 

Try to differentiate between a withdrawn and a 
hostile prisoner. A withdrawn prisoner can use your 
quiet attention And perhaps psychiatric help as well. 

Some prisoners h~rbor deep~seated hostilities 
that have built up over a long time -- usually directed 
toward people connected with the prisoner's difficultIes. 
Some of these feelings rise from the prisoner's real 
frustrations, while others may represent effort, to 
blame his or her troubles on other'people. Tell the 
prisoner, when such hostility surf.aces, that you can 
appreciate the intensity of his' or her feelings but 
are not in a position to judge the person or his/her 
enemi~s. Then help the prisoner to take a realistic 
look at the consequences of acting on angry feelings 
in terms of the person's own chances for success in 
the free community. 

Discussin! Yourself -- If the prisoner asks you 
personal quest ons, answer them honestly, even if 
this is difficult. Although your association is 
focused on helping to help oneself, it should be a 
give anJJ take si tuation \~hich may include some talk 
about yourself and your family. 

• 
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Advice -- Cefore offering advice, assist the 
prisoner in arriving at his or her own conclusion. If 
aided in seeing the options, most people can choose 
the best course of action. Even if your advice is 
sound, you will ve encouraging an outer directed mode 
of behavior, rather than inner directed. If you feel 
nonetheless that advic~ is warranted, make sure that 
you understand the prisoner's problem fullY and frorn the 
prisoner's point of view. Wait until you have figulf· r! 
out the pressures on the person and his or her n~ed:;, 
capabilities and limitations and interests. "See 
through John -- and then help John to see his way 
through.w --

Advice goes astray when given from the volunteer's 
point of view rather than the prisoner's. Given a 
certain situation, you might solve it in a certain 
way which "'ould be very good for you; however, thi s 
same solution for the person might not be good at all. 
A person who feels obliged to accept a solution torejnn . 
to him will never really identify with it. I!e or she ,,'iJ 1 
merely go through the motivns. 

The person has received much advice which hasn't 
helped. Wait until he or she as~s for vopr advice hefore 
you give it. Advice should come only after your re­
lationship ia well-e.tablished. 

EXfect Success -- You can easily trap yourself 
into thl.nklng that because the prisoner has heen a fail­
ure he or she will continue to ~p' a tailure. If vou 
allow yourself to teel this Hay, you can be sure that 
the pri90ner will pick up the feeling and act in the 
way you 1!xpect. 

Part of holding out expectatf.ons of success for 
the prisoner i6 to get the PCT80P to facp. up tn hi~ or 
her own resnonsihilitv in the dilp.IT'rla. Tc allOl~ 
the person to see oneself as someone that Mthinqs just 
happen to· or as wa born loser" will only encourage 
further distortion and lack of inward contro,l. 

Exploit ~issatisfaction -- 'llien the nri~oner 
begins to express dissatisfaction with his or her 
lot in life, move to exploit that feeling. As much as 
is possible, try to bring about discomfort along with 
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t.his f'!clillg of clissatisfaclion. Now 1s thi! time. to 
un(1(>r.l irl'Z: Wh.lt fllt:llrc SlIer.css \-/i 11 mean lo lhr. oH("ndo.r. 
ftO\" yOli r."\/I l~~~~~ s,:,c~ess. Gat. th~ per son to W,"lnt 
somelhi"", iln(f hel"~ h.lr:t, her to ~o after it .. 

!=.~~!'.~9.!L.~l.f:!I'~f!!.E.!.'~~ -- Don't rush it: but. 
as your relatiollshlp develops, encourngo the pr.lsouel 
to think about him/herself ano his/her futuro. You 
wi 11 hiwe corne a long WRy logdlher. when you get to thl. 
p13':c whtlce you can help lhe person to plan the steps 
whi cll will will S~) ['-re':pttCl anrl SUCGes~. Hany prJ.soners 
hnve never drme /\fIt thiJ.l:'n'] about themselvl:!s in any 
purposeful, forward-looking way. 

Sot. Go:l1s-- "!hen you b~gi.n planning lII.head, try 
to 9r.;t1.hl· pr bOJ'I>l;' to thin't in tcn'lS. of realist1~ 
(loal!!. No Ilolution i6 worthwtlile if 1t h unrea11stic 
ior t.hiG p~rtJcular prlaoner at this present time. 

Prep~~ for Rel~~~ -- Moot prisoners, when release 
rll'ly i!lpprOi!lChpfl, become Ilmciou:; and ridden by self­
']O'll.,t, 1l1lhC'uyh such (u~liny5 mar bt-' carpfully dis-
9u~sed. Wi 11 my record LoUw IRn everywhere? Am I 
really a bo!:n 10I1el"? At this t.ine it ilO very Bupporl--. 
ive end nncesul'Y for you to tell the person that. 
-Hill ion5 of othQU have mad"! i.t, and 80 can you. At 
th~ sanl6 tl.l'I(', hc]p the N>rson to r~,,'liz:e ,that. he or she 
will lliubably I:lccl peuple with pra1udlces who will b. 
unwi ll,hHiJ to 9i vo a frient11~ reception, even thou2h 
the 1'''' rfitm hit ... pa id hls or her debt to «Joe) ety. . L'l.1t 
t.G ~h~ pr.i."~t1.,r "bp"t. ·!Oht:n)lUn~ hu, or 1'1",,,. reaction. 
to .u(:h people. The person wIll ellcount~r many ot-har pit­
fnlls just like the res\: of us in the free world. "ne 
muat decide hO".~ to uea I with lhase pitfalls, but you 
will b~ available to tftl~ thioqs ~vor and to help find 
ways to get around the pitfdllB betwoen h1m/hur and a 
full Ii fe. 

Jle~ After r.elea~f' -- The most important part of 
your rob t)c·jrlifiWhenthf: PI" honer becomes :l fret! per­
"on, If you h"ve nl:! or her trust and have el'tablishcd 
mutually .• plan of :lct i""l\, you can be a major help lo 
thiB ponv>n in worki.ng hi.:; !'C her 1'1"n. Now i:J the 
time for you t·o steQr your no.., 11' freerl friond to those 
services' ~Ihil'h PIa" he ret!dflu. No .. , ;Qtp.rcede fol' VOlll' 

h'~en" in his or her ~frI)Tt.B to land a job. Now keep 

in close touch with hiJY1/her and J'ci.nforce his or her 
~?fiorlg l:.J C\cc~pt ollE>self as, a ,mrth':' huma~ Lein,) ... ·,10 
can succ~ed .i n thl~ frcf: cOIIUl1uni ty. 

1~ word of ()l"Iution h.lre -- it i~ easy tc l'}s~ YOU!' 

contact '-lith the pr ison!!r ;ust after r'?l('df:f'c'. I~", s;.;n 
to agree as to thn tint' and ~Ilace ot: the pcxt. "!~H t-f'!cJ( 
'Iou part. at evel'Y JneE'tin~. 

Use the CriFis -- If the prif;oner is typi(";tl, ,!,. r" ~'.'. 
hi'S Hved witii-ci-crit»h: r.t'.lch of th(> tiJ:\(!. in ';tet, 
the person's whole lif~ .nay havp. been Otle big crisle.;. ":'rf 
re1·.:;on i~~ accustomei III be in'..' O·/PI'Cl':"t.· 'n. CI j St.'S an" r.,!',' 

expf'(:t lo be defeateu. If, after th.., rl'l's0n 1~"''''(>~ ;i': 1, 
~'ou are al::>le lo h~l!, \'in ,'i(\fI1(' sfIli\ll victor\' in the! 1 !·".l 
crisis that comes aloll~. it \Ii 11 ao a lon<) wa:: t.ow<'Inl 
Imahlin~ hir.l or her to make the turn fro:r habitual ~II­
feat to hi\Litu~J victo~y. 

Two Don'ts: 

Don~t Expect 'l2.~nks -- YOII Ina\' not n'cei\'e th." ... I:~ 
or any lihow 0.£ gratlluut! f,-orn thl': pris('.nt.>l. I ~ c'= ~ '.' .. ~. 
fl'cl it but Play Ilot knm" ho\o' to cxrn:~!, it, I1U'.' al" •. ·.i;.~J:: 
be embarrassed bJ it. t1aybe t.he pcrsOl. hi)~ I\('· ... ·}' >n,-'I .... : 
.eal]" !;ul:itaillE:d atter.:.i0·1 anc" itf fl:,.:tj,·'1 ; \ ;0:" • ",,' 
not. be able 'to handle it in a 110t'ln.ll way, arlc ria': i (; ..• 
t·0l' i.t up hungril}, ... ·ithout gi '!in!) in n~t.urn. YOL' ;na" 
nrvet' hear a "thank you. II but your effot't ""i 11 bl' h. 
thE:- long l"un appreriated, probably IllOre thaI) you or 
anyone will ever know. 

Don' t (lver- Identify -" You Ci\nnot take the l>urdp.r. 
of th;;oiht!r person 's prohlcm <'rl yoursel f. The), arc 
thp. prisolle.c's problems, n-lt yours. 

To feel with anottll~r person gives that. person 
strength. To:l-r;;el like CJ:lother [>er50n ma'-:('s that 
Ilerson believe that yo II. are pm"er lfl5~, too. 
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VOLUNTEER SERVICES PROGRAM - WASHINGTON, DC 

Introduction - The program started 4 years ago with a $100,000 grant 

submitted by the Department of Corrections to LEAA •. The money provided 

the depar.tment with a three-person staff whose job it was to begin a 

Volunteer Services Program for the seven c~rrectional institutions in 

the area. Initially, none of the corrections officials felt there was 

any need in their institutions for volunteers. After an intense, seven 

month ca~aign, the cooperation of the officials was gained. The Vol~ 

unteer Services Program started with the initial one volunteer to one 

prisoner project and now has a variety of programs. 

Program Description - The Volunteer Services Program is a three-staff 

program ,directly under the supervision of the director of the Department 

of Corrections, Delbert Jackson. The program is financed from the 

Department's budget. 

At every correctional facility, there is a correctional staff person whose 

job is in part volunteer supervision. The ,head of every department is the 

direct supervisor of the volunteers assigned to that department. The 

assistant administrator: is the general supervisor, and the director designs 

volunteer programs, finds the community resources and volunteers for these 

programs as well as does trouble-shooting, screening and recruiting. There 

are seven VISTA volunteers working in the institutions. These are men who 

are serving time. Their duties involve public relations in the institution 
, , , 

monitoring an up-to-date listing on active volunteers"and keeping accur~te 

records of volunteer activities. 

APPENDIX M 
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During the last year, an Executive Support COl1111ittee was dev~l oped'. This 

is a volunteer group of influential community leaders whose principal 

role is to demonstrate support of new programs. They write letters, 

do some communtty networking, organize meetings and whatever else is 

necessary to get a project off the ground.. They are comparable to 

an Advisory Board, but seem as active as a Board of Directors. 

The volunteer programs currently in operation are: 

1 ) Dentistry (use of residents of dental school) 

2) visual arts 

3) psychiatric hel p 

4) culinary school (3-year program - see attached insert) 

5) medical services 

6) Parole Volunteer.~dviso~'s Program 

The volunteer programs planned to be implemented are: 

1) Control Data Plato Project (computer tutoring) 

2) computer training (Xerox) 

,One program they desperately need and want is a follow-through program -­

where the volunteer goes on with the offender once released. 

Training - Initial orientation is done at main office - usually 2-4 hours. 

There is no formal training at the correctional facility itself. This is, 

in part because most of the volunteers have professional or semi-profes­

sional skills - those are the only types recruited (see attachment for types 

of sk ill s) • 

The exception is the Parole Volunteer Advisors' Program. The volunteers 

get 8 hours, of tra ining (see Attachment). 
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Matching - The only matching conducted is skills of volunteer to job 

to be done. The offenders receive the services' of a volunteer on a 

first-come first-served basis. 

Again, the exception is the Parole Program. The volunteer is matched 

with the p~rolee on the basis of mutual interest and the specific needs 

of the parolee. 

Recruitment - At the onset of the program, there was formal volunteer 

e °tme t ° re~ru, n V1a: 
'. 

public speaking, referrals from other volunteer agencies 
I 

and advertising. Now there is none. New volunteers are recruited through 

word of mouth and churches. Currently, there is no feeling that more 

volunteers are needed to alter t~is pattern. 

Screening - The screening process, although not comp1icated, ·is thorough. 

It includes 

1) personal interviews 

2) appl ication 

3) services agreement 

4) reference check 

5) criminal check 

The jail volunteer administrators screen for skills. A person with unid~n­

tifimble skills and who only wants to "help others" is disqualified. 

This seemed to be the only measureable criteria used to disqualify a 

potential volunteer. 

Reporting - The volunteers are not required to file progress reports. Yet 

their Jobs are so structured that there are forms to be filled out for 

most of them. 

A.,....,.""IJUr-U.,. U ' ___ .LI..J\ 

c. 
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The VISTA volunteers keep close tabs on the work of the volunteers. 

If a volunteer has not show up for three weeks, s/he is automatically 

purged from the program. A volunteer is supposed to work 2 hours a 

week. 

Volunteer support and recognition - 1"he prima~ way volunteers are recog­

nized is'verbal praise. And this is given very generously. There is'a 

o "best volunteer of the year" award, as well as dinners. The volunteers 

receive a letter of recognition. The volunteers also receive letters 
". 

of thanks at least two times a year. 

Culinary School Description 

The school enrolls 12 inmates at a time. It is a three-year course, 

40 hours a week, with one full time chef as instructor. 

The scre2ning mechanism is ve~ complex and lengthy. It involves 

psychiatric and medical examinations, referrals, a three week probation 

.pet'iod and.a six month apprenticesh ip period. 

When an inmate is accepted in the course, he gets instruction in clean­

liness, nutrition, and basic cooking skills. Also, he is guaranteed 

a job for the following reason; 

Three very prestigious clubs in Washington have agreed to hire the 

gr~duates of the school. These clubs pay very well: average salary is 

$20,000. Three graduates are now earning $40,000. 

Because the word has spread in Lorton about the success of this program, 

there is now a, 300 person waiting list. As a result, monies are underway 

for expansion. 

The recidivism rate of the 50 graduates is o! 
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D E IJ ART MEN T 0 F COR R E (' "" J () N S 
VOLUNTEER TEI{~lINATIO~'~ FOLe,t 

Dat~: N<l m ... ·=-----,.;---=""-------(jrr;'~-----li(mmr-- ____ _ (last) (first) 

LQ~l Day or' Assigllmcnt: _________ ~ _______________ _ 

". 
~~dson For Termination:: ___________________________ _ 

~, 

• 

Volunteer'S Signature Supervisor's Signaturc 

" 

ATIACHMENT M (cont'd) , 
.-) 
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GS-1710 

l'ror\.·~.:..h~lii.d knoW'I"dg(' of Iht: Ih~ol'ies, pl'ill.:iplt!~j, and lC'ctdniques 
of educ~tk:n and lrlli/lillg in slIch iJl'(:i!~ as instruction, sllidiJ.!Ict! cOtJn~~lin~, cdu­
l:c)tion adlllillblrc1tior., dC'v('lol'lJI<':lIt or' cvaluillioll of curricula, in!:i1J'uclkllllll ma­
lerial dlld oiJs, and c:-<.lu~ati()ni:ll 1('51 s ,Hid rrh.!a:'1I1'~~m('llt s. 

~. Educiltinfi Tutors - GS-7 $5.93 per hoar GS-17j 0 

~i1Ine as tc.!achcl's. 

:L Pura-professional Educ;1t ion Te.sc.:hC'rs and Tutors - GS-7, $5.93 @br ~ G 5-170J. 

, POl:>ilions involving HOIl-pl-ofessional work of a t~(.hnkal, sl'~cializ-
c.d, or Supp~""Irt lIatul'C in the fielc.l of' education and trdining. The work rC'quircs 
ability 10 apply dpruclicdl undel'stand,ing or speci.Jlized skills and knowl('dgt~ of 
thc pJrl kuldr education or trainirlg activities involved, but docs not reqUire lun 
professional knowlcdge or ~dUClllioli concepts, techniques and practices. 

4. Instrllctor-

S..'lme as teach~rs. 

5. liccnsc.!d Psycholoqisl - GS-S $4.78 per hour G5-18Q. 

\oJorks undcr authorizLltion of Chief Pl:oychologist. Involves pro­
f.:s!::ioll<ll W'ol'k relaling to the behc'lviCl', capacilie~, tl'aill:o, illle,-e:it and aC"livi­

: tic s of i nlTla Ie s • 

G. Psychological Aide - GS-S $4.78 per hour G5-181 

Works under Chief Psychologist. Wor'ks in positions which involve 
the pcrfol'''HUlCC of nOli-professional tcchnical work in connection with a pJ'ogram 
of ~cl'Viccs ill p:;ychoh.1gy. 

7. Parole A idl~ - G 5-5 $4.78 pt!r hour GS-I02 

. Assist parole offic~n. in cOllJucting intervicW's, coun!icls ullt!t'r 
~upcrvisi()ll, and develOps reSOUl'ces for parolc('s. Po~ilion r~quin~s a pt'<1<.:li­
ccllu/u.Jcrstulldilig or 1!1t! ol'jccliv(!::i, policies, procC'dur<.·s" or rcgulatol'y require­
ments pcrl(1illln~ to the W'ol-k,--<lnd IIIl' ilbility to a~ply skills or' knowl~c1!~(' 
illvolved. 

G5-060 .. 0 

Advl:j" ()il, .. duliliisll'I', hup~l'visl.', or 1JC:'I'form it 1->ro~ri.lm or ~Jlin­
IUrd \o'clf'lrl' dilli 1'l'Ii~i~,)II!-> guitJ'lIlCl.'. 
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$4.78 PCI" hour GS-1411 

N~.III-·pn.)l<'ssi0r .. :1I or technical work in librar'ies which arc adnaini­
sl"J'(!d in dl:COI'J;IIlCC wilh th~ pructicc and techniqucs or professionclilibrdriull­
ship. Such v.ol'k J.dnwrily rrquires a lU'ilcticul knowlcdge of librury funClh.,n: 
awl $crvices; cillO Ihc. ability 10 apply standard library tools. methods, and pro­
cedures to the sl',"vicc needs of the liurary. 

10. J{e:crcation Voluntc('I' - GS-5 $4.7B GS-189 

Provides support and. assi stance in carrying out recrelltion prv­
grams and activities. l~equir\:s practical knowledge of recreatiollai activities 
such ns athletics or ,lrt5 and crafts, skill in handling related materials and 
equipment. and thc ability to enlist participant interest in recreational pursuits. 

11. General ResolJJ'cc Developer - GS-IS $10.52 per hour GS-301 

Persons. usualJy of established community status. who provide 
various services such as obtaining recreation. entertainment equipment. etc. 
Mohilizes voluntcer organizations and provides general overall supp\)rt fol' 
Di !il1~jct of Col umuia Corrections programs. 

] 2. ('('Immunity Ref-oure D"velopc!J' - GS-S-ll $4.78 per hour GS-IOI 

Persons providi ng sel'vices to indi vidual programs and/or wards 
of th~ Department of Corrections. cg •• one-to-one relationship. 

13. Para-Legal - GS-:S $4.7,B, per hour GS-954-OS 

Provides uncertified advise. conducts studies or a legal nature. 
represents residents at di sciplinary he~rings. participate$ in resident advocacy 
research. 

ATTACHMENT M (cont1d) 
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CORRECTIONAL. VOL.UNTEER SERVICES PROGRAM 

COMMUNITY GROUPS REGISTRATION FORM 

Date: 

Nome of Group or Organization: 

Location: _._--_._--_._-----------------_._------
Sia of Membership: _________ _ Number of Members to Participate as Volunteers.: 

Volunteer Serviee you wish to offer: 

Music Reerection __ _ T ran sporiatian Legal Services 
Dance __ _ Education Correspondence __ _ 

Photography 
Employment J"ni stanc:e __ _ 

"'Other Drama __ _ Visiting 

Indie~te the eantact persons in your organization Jar Volunteer Servic:es: 
~Sp~iC, : 

Name: Name: 

Address: __________________ _ Address: _______________________ _ 

Zip Cocl. Zip Code 

Phone: Phone: 
HClme Bu.in ••• Ho",. BIIsiness 

Has your group previoully offered a urvice in a Correctional Facility? Yes __ _ Ho __ _ 

IfY •• , Where/When: ____________________________________________________________________________ __ 

A.. If the urvice you offer is a form of entertainment. list two other places you have performed. Please' include names and 
addresses of persons to contact for references: 

1. 

2. 

B. For Volunteer Servicu not clasled as entertainhment, flease i.ndic,atedt~e qualifications 01' your grou
l
P to I dperfolrm the 

services offered and t~e reaso.n you~ group. wis es to De~ome Invo 'Ie, In t~e co~rect~a"a process. ne u e a so on 
outline of any supportive services (I.e., fflend, sponson! !ransf~rtat,on, finanCial Old, ete.), fOur group may be 
wi·lling to offe[ in the eommunity to the parolee or .. to families a Inmates: 

C. Pleou give names and addressu of two pe.rso,!s who are I1Q1 members of your organization but WQuid be fa,mili,~r .. 
with 1he gaols and objectives of your organization and could be contacted for references. (Groups c:ompletlng A 
above need only offe;' one reference here). . 

1. ________ . __________________________________________________________________________ __ 

2. I: 
____ ~D~._=D~o~e~s~y~o~u~r~g~ro~u~p~w~i~s=h~Q~I~s~is~t~a~nc~e~in~de~v_e_l_o~pi_n;g_a __ vo_l_u_nt_e_e_r~p_ro~j_e_ct_? ___ Y __ e_s _______ H_o _____________________________ ~ 

FOR OE~ART"'ENT USE ONLY 
, 

(~ Copy sent to Volunteer Service Offic:e, Central OHice ________ __ 
Do'. 

By: 

Foeilily. Porol. Ollie., .'e. SIolI P.rson', Signolure 
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CORRECTIONAL. VOL.UHTEER SERVICES PROGRAM 

REFERENCE FOR VOLUNTEER SERVICE GROUP OR ORGMnZATION 

Dear 

Your nome has been 9iven as a reference by: 

In relation to the following volu~teer service which this organization is offering as a supplement to the services 
and programs of the Deportment: 

The moi~r recipients of this service are expected to be: 

• 
P lee se return th;' comple'ted form in the envelope provided. Any re sponse" that you offer will be tre~ted a scan­
fidential. Thank you for your cooperation. 

Sincerely your$, 

COORDINA TOR, VOLUNTEER SERVICES 

ORGANIZATION PROFILE 

1. DQ YQU feel Ihat the above orgonizotion possesses the ability 10 provide the service 
indicated? o .Yes 0 No 

P lease explain: _______________________________ _ 

'. . 
2. Do yQ.u feel that the proposed service would be well received and of benefit to the 

recipients? . DYes o No 

Wh '.J b k'f 0'0 you foresee if this service is provided in on institutional setting? 3. ot crow OC 5, I any, 

f . d' 'duol members of this organization whos" participation in this volunteer urvice 4. Are you aware 0 any In lVI, 

program should be totally restricted or limited to any degree?' 

Comments: __ ~~ ____________________________________ __ 

c, 

• 

RUTLAND COMMUNITY CORRECTIONS CENTER 

Introduction - About six years ago, Vermont closed all its local jails 

and built corr~ctions centers throughout '.the state. These centers house 

between 70-100 persons. 

In each center, there is a full time volunteer coordinator and between 

4-5 social workers on staff. They are supervised by a program director. 

The role of the volunteer coordinator is to: 

1) assess the needs in the center 

2) recruit, screen and train volunteers to fulfill these needs 

·3) deSign programs to fulfill the individual needs of the offenders. 

Program Description - A Volunteer Coordinator was hired for the Rutland .... 
Community Corrections Center. She began her task by winning over the. . . . 

correctional staff. They bal ked at the idea of "turning over" the jail 

to volunteers. Her approach was to go from staff member to staff member, 

a~king for their opinion on 

l} what their needs'were 

2} how best to maintain security with the arrival of volunteers 

3~ what types of programs would help make th~ir job easier. 

She then did a needs assessment, and incorporated the st~ff input with 

the assessment. She compiled a list of volunteer jobs, complete with 

job definitions and skills requirements. When a volunteer applies, 

s/he goes through the list as they would for a "regular job" and chooses 

accordingly. (See Attachment) 

The staff feel very 'comfortable with this tool, for its gives very 

definite guideline,S to each task. and it assures them a minimal level 

of quality control over volunteer performance. 
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Recruitment - The recruitment of volunteers used was the normal 

process of 1) community networking; 2} advertising; 3} word of mouth. 

Screening - l} Three types of references are required: 

a} work 

b) volunteer work 

c) character references 

There is also a criminal record check, a personal interview. and a 

volunteer .. appl ication form. 

The criteria for not accepting a volunteer are: 

1) a poor interview ;-:e., the potential volunteer makes a derogatory 

statement about offenders, or the staff, or s/he imply they will not con­

form or do not approve of the security methods in the center. 

2} bad references .. 

Training - There is an a-hour training including: 

1) counselling skills 

2) jail and criminal justice ~ystem ~rientation 

The trainings are held every two months. (see Attachment) 

Matching - two tools are used: 

l) mutual consent between offenders and volunteers. 

21 skills of volunteer and needs of offenders. 

Follow Through - The Volunteer Coordinator talks to the newly assigned 

volunteer once a week for his/her first month. "then once every two 

week for his/her second month." After that, there are monthly trouble­

shooting sessions. She is al so available to the volunteer on an as-

needed basis. 
ATTACHMENT N (cont'd) 

\'1 
r 

'. ! 
1 \ 

1 ~ \ 
! 1.1 \ I I 

j 
\ 
I 

\ 
'I 

r I 
:1 

! 
. j 
" " " :i 

i 
~ 

~ 

! l 
) 
I 
! 

~l 
" i, 

I f 
{ 

:1 I' , 
" I 

I 
1 
1 
[. 

i" 
I 

f 
l ~ 

·,1 I 

I 
:'1 { 

; ! 

:l I 

~ 
, f" 
i h-
I' f ? 

r 
" 

J, , /.1 
j 

I 
, 
! 
f 

I I-
t 

f 

~ 

I \: , 
; 
r 
f 

I ~ 
t: , 
~ , 
i 
t~ 

i 
/'; 

i 
, 
f 

1 
, 

~ 
11 

Ij " 

C 
"-

" , 
I 

( 

-3-

E1,aluation - This is done in three ways: 

1> Feedback from the offender at least once a month 

2) Feedback from the staff. 

3) -Troubl ~-shooting session with the vol unteer. 

Volunteers are officially considered staff. That 'is, they receive 

mileage reimbursements, workmen's compensation, free meals and insurance 

protection. This status has two obvious advantages: 

1) the volunteers receive tangible benefits from their work, which·in 

turn rewar.ds them for work. 

2) the jail administration protects itself by having the power to 

discipl ine and "fire" volunteers directly. 

Volunteer Reinf.or.cement - These are distributed both generally and on 

the basis of merit. 

General: 1) All the volunteers get a dinner. 

Merit: 

2) All the volunteers receive official permiSSion to enter the 

Center at will. 

1) Volunteers receive letters of commendation from the super­

intendent on the basis of merit. 

They also receive letters of thanks from the offenders as·well. 

All volunteers must sign a formal agreement with the Rutland Center 

(Attachment ). This serves,to formally contract a volunteer thus pro­

tecting both the volunteer and the jail administration. 
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A WELCOME TO ALL VOLUNTEERS 

The following remarks are offered by William Ciuros, Jr., Commissioner 
Department of Corrections, State of Vermont. 

Criminal behavior reflects a failure on the part of the community as 
well 'as,on the_ individual. The individual offenders are often alienated 
people, rarely an integrated part of the community. They have histories 
of failure at home, at school, and at work. Corrections does not have the 
resources to address all or most of their problems. The question of jobs 
and education must be addressed by the larger community, but personal 
growth, socjal acceptance of, and, in the straight community, a sense' 
of worth and personal investment, can come most readily fram a personal 
relationship between a volunteer and an offender. A one to one relation-

·ship can expose an offender to a different lifestyle, a change of peer 
group and lead to new involvements which help a person get out of his 
or her drinking pattern (which contribut~s very largely to crime). 

Another important function of the volunteer is to facilitate the contact 
between the offender and his or her family. That can mean supervising 
furloughs to the home, helping the offender and family use legal and 
~ommunity help. Prison is as much a hardship on the fami1Y (neighborhood 
embarrassment, financial problems, insecurity, separat'jon as on the 
offender. Volunteers can help when frequently the larger community 
ostracizes or ignores t~e distressed family. 

And finally, the self-serving tendency of institutions can be balanced 
and challenged by a strong volunteer presence. 

If we expect offenders to feel responsible for their destructive actions 
towards the community, the community has to be a moral model for'them; 
if we want the offenders to behave as if they had a stake in the conmmity, 
the communi,ty has to behave as if it had a stake in them. 

You, as a volunteer, are the living, caring and immediate impulse from 
the community to the offenders. I want to thank you for your time and 
energy. The effects of your work may not be directly visable, but it . 
is never lost. 
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. The Fortune Soc iety 
229 Park Avenue South 
New York, NY 10003 
(212) 677-4600 

-2-

The paid and volunteer staffs of the Fortune Society are primarily 
ex-offenders engaged in a public information program to he~p 
improve resources for prisoners and ex-offenders. The Society pro­
vides a number of services, including a Speaker's Bureau tutoring; 
counseling and employment assistance; and legislative research 
and testimony. Fortune News, a monthly newspaper available for 
a nominal contribution, contains net only information on current 
programs and activities, but also ~ncludes a publication list of 
books available in the field of criminal justice. 

c Volunteer Services 
Hennepin County Court Services 
A-506 Government Center 
Minneapolis, MN 55487 
(612) 348-2975 

This volunteer program is among the most innovative and sophis­
ticated court volunteer services programs in the nation, and serves 
as a model for those wishing to establish similar structures. 
HCCS makes available a variety of written and audio-visual materials 
at cost. Complete publications information and othe data can be 
obtained by writing the Volunteer Services office. 

John Howard Association 
5 S. Wabash Street 
Chicago, IL 60603 
(312) 263-1901 

A pri'mary objective of the Association is to bring about changes in 
pol icies and practices in the fiel d of crime and del inquency through 
planning, research, and action to meet needs and overcome systemic 
and structural inequities. The Association has developed a manual 
for the Law Enforcement Assistance Administration entitled Volunteers 
in Juvenile Justice. Designed to assist administrators in developing 
effective volunteer programs and recognizing opportunities for vol­
unteerism, the manual pushes for reform in the way volunteers are being 
utilized. Topics covered include standards and goals in juvenile justice, 
development and manage~nt of volunteer programs, and the need for 
more volunteerism in the criminal justice field. Single copies of the 
manual may be ordered free of charge from the National Criminal 
Justice Reference Service, P.O. Box 23036, Washington, DC 20024. 

'APPENDIX 0 (cont'd) 
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National Association on Volunteers in Criminal Justice (NAVCJ) 
University of Alabama 
P.O. Box 6365 
University, AL 35486 
(205) 348-6738 

NAVCJ has recently merged with VIP/NeCD (Volunt~e~s. in Prevention! 
Prosecution, Probation, Prison, and Parole! ~ d1V1Sl0~ of.the Nat10nal 
Council on Crime and Delinquency). The un1f1ed organ1zat!on serv~s 
the criminal justice volunteer movement by offering techn1cal aSS1S­
tance, inciuding, courses on criminal justice v~lunte~r management 
and information dissemination. The NAVCJ Exam1ner (forrrerly the 
VIP Examiner) is the organizational quarterly newsletter. NAVCJ 
is a membership organization open to a~l concerned about vol~nt~ers 

'in criminal justice. In 1982, NAVCJ w1~1 ha~e complete~ th~lr , 
Volunteer Program Guidelines Project Wh1Ch wll1 result ln elght 
manuals presenting guidelines and training f~r.volu~tee~ program 
manag~ment within various segments of the cr1m1nal Justlce system. 

National Council on Crime and Delinquency 
Continental Plaza 
411 Hackensack Avenue 
Hackensack, NJ 07601 
(201) 488-0400 

The work of NCCD falls into four broad categories of activity: 
1) Comrrunity Consultation and Training - providing technical 
assistance and on-site assessments; holding seminars, workshops, 
and training programs on delinquency prevention, commun~ty devel­
opment, and management training. 2) Public and.Pr~fessl0na~ Edu­
cation--publishing a number of journals and per10dlcals deslgned 
to assist all segments of the criminal justice system. 3) Research 
and Development of Standards--engag~ng in ~ long-term s~dy.of 
parole experience anddevelqplnga Dlagnost1c ~arole Pr~d1ct!on . 
Index. '4) Information Clearinghouse--collect1ng and d1sse~'nat1ng 
information on all aspects of crime and del inqu'ency, espec!ally the 
development of ,new concepts and the results of demonstrat1on.pro­
jects. NCeD's Selected Publications List des~r~bes ~he.~ost 1mpor­
tant works available on all aspects of the cr1mlnal JUS~lce system 
and ~an be ordered free. Of particular interest to volunteer programs 
is NCCD's nationwide crime prevention program. 

National Insti'tute of Corrections 
320 First Street, NW 
Washington, DC 20534 
(202) 724-3106 

The National Institute of Corrections (NIC) is a national center of 
assistance to state and local corrections. The goal of the agency 
is to aid in the development of a more effective, hu~ane, safe, and 
just correctional system. NIC is both a d~rect-servlc~ and ,g~ant­
giving agency serving the field of correc~l~ns. Its flY: legls-. 
latively manda'ted activities are: 1) tralnlng, 2) techn1cal aSS1S-
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tance~ 3) research and evaluation, 4) policy and standards formu­
lation and implementation, and 5) clearinghouse. The basic objective 
of NI~'s program is to strengthen state and local correctional agenc1es. 

National Institute of Corrections Jail Center 
P.O. Box 9130 
Boulder, CO - 80301 
(303) 443-7050 

!he NIC ~ail Center coordinates a project ,which provides training, 
In!ormat1on, and technical assistance to jail systems through six 
Jall Area Resource Centers. Each jail participating as an Area 
Resource Center excels in a varieity of operations, services, and 
p~o~rams, an~ ~hough NrC funds, they are able to host working 
~lslts from Ja~l administrators and staff who wish to initiate or 
~mprove ope~at!o~s in th~ir own jails. The NrC Jail Center matches 
1nteres~ed 1~d1vlduals wlth the appropriate Area Resource Center, 
and assls~S In. other a~pects of technial assistance. The Jail Center 
al s~ pr~v1des lnfOnna~10n s~arche~ and ~eferral s on a broad range of 
tOP1CS 1n the correct1ons fleld, 1ncludlng corrections volunteer program models. 

Offender Aid and Restoration, U.S.A. 
Old Albemarle County Jail 
409 East High Street 
Charlottesville, VA 22901 
(804) 295-6196 

The tw~ ~rimary\ foci of this national organization is to assist 
loca~ ~al1s ~nd prisoners br effectively mobilizing citi7ens, to 
partlc~p~te ~n their communities' correctional systems and to ass'ist 
commun1~les 1n meeting their criminal justice needs by advocating, 
devel ~p'lng and operating community-based a 1 terna tives to incar­
ceratlon for non-Violent offenders. Much of this work is accomplished 
~hrough ~wenty-two affil..1atelLloca 1 programs in nine states. 'For more 
1nformatlon, contact the Field Services department at the above address. 

U.S. Jaycees Criminal Justice Program 
P.O. Box 7 
Tulsa, OK 74102 

The Jaycees, in conjunction with the U.S. Department of labor 
are bringing together public and private resources to increas~ 
the opportunties open to the ex-offender. They have established 
rela~ion~hips with state employment offices to aid ex-offenders in 
~ettln~ Jobs, led a public education program to develop and 'promote 
communlty-based programs, established a Jaycee chapters within 
prisons, and set up a nationwide volunteer network. A Corrections 
Program cha ir,man in each state can be used as a resource in devel­
Oping contacts with other projects to aid ex-offenders. The national 
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office in Tulsa ca~ provide interested persons with the address 
of the.program ehalrman in each region. A free monthly newsletter 
summar1zes recent developments in corrections, Jaycee activities 
and program resources. ' 

Partners, Inc. 
1260 West Bayaud 
Denver, CO 80223 
(303) 777-7000 

/ 
~ARTNERS c?nducts administrative seminars for individuals interested 
1n developlng volunteer-supported programs. The seminars 'encompass 
al~ as~ects of programming including recruiting, volunteer suppo~t, 
communlty ~uppor~, gov~rnmental alliance, funding, etc. A brochure 
o~ the s~m1nars 1s.a~a1l~b1e upon request. Additionally, PARTNERS 
wl1l asslst CO~u~ltles ~n~erested in developing their own PARTNERS 
program. Cont1nulng adm1n1strative support is provided to operate 
programs, by contract agreement with PARTNERS. 

, . 
VOLUNTEER: The National 
P.O. Box 4179 
Boulder, CO 80306 
(303) 447-0492 

Center for Citizen Involvement 
1214 16th Street, NW 
Washington, DC 20036 
(202) 467-5560 

VOLUNTEER was formed in 1979 by the merger of the National Center 
~o~ Volun~ary Action (NCVA) and the National Information Ce~ter on 
o unteer1sm (NICOV). VOLUNTEER acts as a technical assistance 

re;ource and ~n.advocate ~or'those interested in all aspects of 
vOlunteer:actlv1ty. Serv1ces include training, information services 
c(onsultatl0n, grant demonstration projects, publications distributio~ 
see,enclosed Vol~nteer Readership catalog), and evaluation. 

S~rvlces are p~ovlded on a fee-for-servce basis, or through Asso~ 
clat~ Members~lp plans. Associate Members may receive the above 
serylces free o~ charge~ in addition to subscriptions to Voluntary 
ACi~on)'Le~dershlp magazlne, and Newsline and Volunteering (public 
po lCY blmonthly newsletters. 
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The following is an excerpt from Corrections yol unteer Informa~i~n 
Portfolio produced by Volunteer: The Nat10nal Center for C,t,zen 
Involvement for the Natio~al Institute of Corrections. 1980 

CRIMINAL JUSTICE AND VOLUNTEER ORGANIZATIONS 

American Correctional Association 
4321 Hartwick Road,' L-208 
College Park, MD 20740 
(301) 864-1071 

A membership organization of correctional personnel and interes'ted 
agencies and groups, the ACA promotes professional development and 
action in the field of corrections. Write to this organization 
for complete publication list and information on current programs, 
including citizen participation. 

CONtact, Inc. 
P.O. .BOI 81826 
Lincoln,-NE 68501 
(402) 464-0602 .... 

Although CONtact is primarily concerned with-the employment and 
education of ex-offenders, its programs include work with prison 
reform legislation, establishment of volunteer programs in criminal 
justice, and consultation with other national organizations working 
with prisoners and ex-offenders. This office publishes a monthly 
newsl etter, CONtact, wh ich conta ins information on programs and _ 
agencies concerned with corrections. Publications lists may also 
be obtained by writing the organization. . 

Corrections Volunteer Information Service 
VOLUNTEER: The National Center for Citizen Involvement 
P.O. Box 4179 
Boulder, CO 80306 
(303) 447-0492 

Through this service, VOLUNTEER provides free information and 
1 ibrary searches on vol unteer services in ja i1 s, probation and 
parole programs, correctional institutions, and comrrunity-based 
correctional facilities for Resource and Organizational Associates. 
For information regarding Associate plans and services, contact 
the above address or VOLUNTEER's Washington, DC office: 1214 
16th Street, NW, Washington, DC 20036; telephone (202) 467-5560. 
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The State of Vermont is an Equal Opportunity Employe:., Dis:rimi~ation 

. d national or1g1n, d1sabl1ng 
because of age, sex, race, colo~, cree,'. 
condition, or any other factor 1S proh1b1ted. 
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JOB DESCRIPTION 

JOB TITLE:' Resident Protege 

DESCRIPTION/RESPONSIBILITIES: A program has been designed with the 
intention of matching residents with mature, community-minded citizens 

.who will act as "listeners", friends, and "counselor",.. to the resident 
during his stay at RCCC and during the resident's transition into 
the community after his time is served. The Protege will help the 
resident during. his stay in such ways as dealing with difficult issues 
for the resident (al-cohol problems, education problems, work problems, 
personal adjustment problems) and assisting the RCCC Counselors with, 
their work with the resident. This is not meant to be a"Professional 
Couns~lling Role~ •• but rather a person to person caring relationship. 
The Protege may eventually wish to "escort" a resident on short 
co~~unity trips {to the movies, shopping, job searches) •.•••••••••••••••• OVE 

• 
~ .. 

\';ORKS \-lITH/REPORTS TO: Works with correctional staff, particularly 
Correctional Counselors. Reports to Shift Supervisor and Volunteer 
Coordinator. 
T!~8 I~~OLVED: Approximately 5 or more hours per week for a year 
committment (or less depending on the residents sentence) 

SPECIAL SKILLS DESIRED: Must be a "people person". Willing to work 

closely with a residel'lt in a one-to-one relationship. 

SPECIAL TRA-INING \"ILL BE PROVIDED REGARDING RCCC POLICY A~TD PROCEDURE. 

The State of Vermont is an Equal Opportunity F.mploycr. Disc~imination 
because of age, sex. race, color, creed, national origin, disabling 
condition, or any other factor is prohibited. 

INSERT A (cant "d) 
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The Protege will act as a liaison between the resident and the community El 
. upo~ the residents transi'tion into the cornmunity.---assis.ting ehe resident Pot 
in locating job possiblities, churches, etce f, 

The' Protege may spend time with the residents family and probation g' 

C.: officer. "f 
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JOB DESCRIPTION 

JOB TITLE: ARBORETUM SPECIALIST 

DESCRIPTIONjRESPONSIBILI'l'IES: A special project called the "Arboretum 

Project" is in the planning stages. Within the confines of the 

Correctio~al Ce~ter is a 100' by 75' yard. It is hoped that the lot 

will be turned into a "park-like" space ••• an arboretum. \'le would like 

to pla?t tr.ees, flower·gardens, a picnic area and walk paths :l:.n the 

yard. However, we are looking for some one from the community to work 
• 

as our consultant in this undertaking •. 
~-;om-:s \·,rrTH/REPORTS 'ro: Works with several center staff and residents 
and reports to Volunteer Coordinator. 

TI}S ItNOLVER: Initially only several hours a month in planning through~ 

the winter. During the summer and spring, the hours would increase to 
a couple hours a day, five days per week or more as desired. 
S PSCH, L S KILT.s DES TUr,p· . 

Good knowle<:3ge of gardening. Ability to \>/ork \'I1ith a team~ Ability 
to work closely with a crew of residents working on the arboretum. 

. SPECIAL 'r:RAINING \'lILL BE PROVIDED REGARDING POLICY Atl"D PROCEDU~E AT RCCC 

The State of Vermont is an' Equal Opportunity Employer. Discrimination 
because of age, sex, race, color, creed, national origin, disabling 
condition, or any other factor is prohibited. 
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JOB DESCRIPTION 

\C_ JOB TITLE: INSTRUCTOR-------HOBBIES/CRAFTS 

D:::SCRIPTION/RESPONSIBILITIES: Individual will lead/facilitate 
g=oup activity/class in the area of leisure inte=ests (hobbies/crafts) 
This may include but is not li~ited to painting, drawing, writing, 
stamp collecting, furniture refinishing, musical instruments, poetry. 
gardening (we have a large acre garden through out the summer) 

.~ ( 
--' 

( 

• 

~';ORKS \'iITH/REPOR'rS TO: \';orks with o~ficers on duty and reports to 
volunteer coordinator and shift .supervisor~ 

TIME Il'.'VOLVED: Approximately 2 to 5 hours a ''leek or more as desired. 

SPECIAL SKILLS DESIRED:' Should be skilled in the area of instruction. 

Should be willing to work with residents • 

SPECIAL TRAIN'ING REGARDING RCCC POLICY AND PROCEDURE WILL BE PROVIDED. 

rhe State of Vermont is an Equal Opportunity Employer. Discrimination 
~ecause of age, sex, race, color, creed, national origin, di~abling 
condition, or any other factor is prohibited. 

il . ! 

,.1 

!I,j 
, 

I: 

I 

I 

JOB D~SCRIPTION 

\,,( JOB TITLE: Instructors-----Vocational 

DESCRIPTION/RESPONSIBILITIES: Individual will teach courses 

i 
I 
I, \ ( 
f 
I 
~ 

I 
I 
I; 
i 

in such things as business, construction, mechanics, math, 

restaurant work, etc. Program is designed to give residents an 

overview of various areas of work. 

o 
.... 

\';ORKS \','ITH/REPORTS' fro: Works with staff on duty and reports to 

volunteer coordinator. 
TI!>1E INVOLVED: 

S PEC L~ L S KILLS DES IRED: Should be knowledgaole in area of 

instruction. Must be willing to work closely with residents. 

SPECI,.;L TAA'INING \'lILL BE PROVIDED IN REGARD TO RCCC POLICY AND PROCEDURE. 

'I'he State of Vermont is an Equal Opportunity Employer. Discrimination 
because af age, ~ex, race,color, creed, national origin, di~abling 
concition, or any other factor is prohibited. 

lNSERT A (coni'd) 

I 
I 
I 

, 



. JOB DESCRIPTION 
. - . 

JOB TITLE: Kitchen Crew Leader/Instr.uctor(s) 

DESCRIPTION/RESPONSIBILITIES: Meals a~e prepared by a cre'l' of 

correctional Center residents. This position~s) functions as an 

instructor for the crew in the preparation of meals and other general 

kitchen skills. 

• 
Y;OBKS }"IITp/~EPOETS 'T'o: \'1orks with Correctional Officer who is 

assigned to kitchen area. Reports to Administrative Asst.--Jack Jones. 
'T'pH:; T]::,"\TOT,VEO. , 

. Primarily for lunch ~nd dinner meals (breakfast oPtional)IC 
Appr'oximately two to two and one-half hours total for preparation and i 

. clean-up instruction. ' _1 SPECIAL SKILLS DESIRED: Willingness to train thre~ to four individuals 

in food preparation and kitchen maintenance. Knowledge of institutional 
cooking equipment and food preparation an asset, but not essential. 
Enjoyment of cooking and "teamwork" is essential. 

~ 
I~ 
1\ 

I 
SPECIAL TRAINING WILL BE PROVIDED REGJ"\RDING R.C.C.C. POLICY A~-;n PROCEDURE .1' 

The State of Vermont is an Equal Opportunity Employer. Discrimination' 
because of age, sex, race, color, creed, national origin, disabling 
concition, or any other factor is prohibited. 
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JOB TITLE: EDUCATIONAL TUTOR 

DESCRIPTION/RESPONSIBILITIES: 

Individual will work one to one with a resident instructing in areas such as 

Math, English, Reading, etc. 

~..;or\:·..s \'1' ITH/ REPORTS 'ro: Classroom instructor/Volunteer Coordinator.' 

. T IHE INVOLVED: 

At least 2 hours/week minimum for 4-5 month commitment. 

. S.PECIAL SKILlS DESIRED: 

1. Willingness to wor~ one-to-one with resident(sf. 

2. Should have competency in area of instruction. 

The State of Vermont is an Equal Opportunity Employer. Discrimination 
because of age, 'sex, race, color, creed, national origin, disabling 
conditio~, or any other factor is prohibited. 
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. JOB DESCRIPTION 

JOB TITLE: CANTEEN C?-RT OPERATOR (S) 

DESCRIPTION/RESPONSIBILITIES: A cart containing personal supplies 

• 
\';O~KS HITP.!REPORTS 'ro: Works with Corrections pfficers on duty and 

~eports to Jack Jones or shift supervisor on duty. 

TIl'iE INVOL".JED: Approximately two hours per day, five days a week. 

SPECIAL SKIidI.s p>=":SIB;;n:. Must be able to make change and be willing 

to take responsibility for stock inventory and cash receipts~ 

LIHITED RESIDENT CONTACT POSITIONS. 

**SPECIAL TlU\INING l'iILL BE PROVIDED REGARDI7.':G R.C.C.C. POLICY AND 

The State of Vermont is an Equal Opportunity Bmployer. Discrimination 
because of age, sex, race, color, creed, national origin, disabling 
condition, or any other factor is prohibited. 

JOB DESCRIPTION 

JOB TITLE: Instructor~-------Recr~ation 

DESCRIPTION/RESPONSIBILITIES: Individual will lead/facilitate 
gr.oup activity/class in the area of recreation. This includes but 
is not limited to basketball, volleyball,wrestling, softball, handball, 
bo):ing, etc • 

• 
WORKS l'lIT3/REPORTS TO: \vorks with corrections officer on duty 
and repor~s to shift supervisor and volunteer coordinator (as liaison) 

TI}m INVOLVED: approximately 4 hours a week or more as desired for a 
seasonal cornrnittment. 

SPECIAL SKILLS DESIRED: Should be skilled in the area of instruction. 

Hust be willing to wor~"'- closely with residents. 

SPECIAL TRAIl'iING ~nLL BE PROVIDED IN REGARDS TO RCCC POLICY AND PROCEDURE. 

The State of Vermont is an Equal Opportunity Employer. D~scrimination 
becaus~ of age, sex, race, color, creed, national origin, disabling 
condition, or any other factor is prohibited. 

INSERT A (cont'd) 
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JOB DESCRIPTION 

JOB TITLE: Supply control Assistant 

DESCRIPTION/RES PONS IBILITIES: 

Individual will work with Administrative Assistant in charge 
of agency purchasing system. Duties will include but may not be 
limited to: inventory control" supply p~rchasing, and related 
duties. 

• 

i'iOHKS \-lITHI REPORTS TO: Jack Jones, Administrative Assistant 

T IHE n.VOLVED: Approximately two hours a day. 

SPECIAL SKILLS DESIRED: 
Good organizational skills 
Moderate typing skills 
Ability to work under direction 
Ability to wo~k independently 

Training in RCCC policy & procedure provided. 

'llhe State of Vermont is an Equal Opportunity Employer. Discrimination 
~ecause of age, se~, race, color, creed, national origin, disabling 
r.oncition, or any other factor is prohibited. 

« • ,'!; 

.i 
1 

Jl , ! 
I 

11 
I 

.J 

I 

[
-:1 
I 

I 
1,1 

.) 

'>i 
1 
j 

1 

I.'.~ J 
1 

1i,1 
,~J 

Ii 
" 

--- _ ........ """"'. 

:~3 TITLE: Instructors----Personal Adj~stment 

::~SCRIPTION/RESPONSIBILITIES: Instructors in Pets:> nal Adjustment 

w~ll teach such courses as personal finance, parent effectiveness 

~=aining, psychology courses, sociology, transactional analysis, 

st:ess management, work readiness, decision making skills, etc. 

• 
~·.iC;';:-:.s \ .... ITH!REPORTS 'ro: Works with staff on duty and reports to 

shift supervisor and volunteer coordinator. 

T:::'1'iE INVOLVED: 2 to 4 hours per week or more as desired 

S?ECL;L SKILl$ DESIRED: Should be knowledgable in area of instruction 

Should be willing to work closely with residents. 

. SPECIAL T'RAINING WILL BE PROVIDED IN REGARD TO RCCC POLICY Ah"D PROCEDURE. 

The State of Ve,rmont is an Equal Opportunity Employe.r. Discrimination 
because ,of age, sex, race, color, creed, national origin, -disabling 
condition, or any other factor is prohibited. 
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. JOB DESCRIPTION 

JOB TITLE: Clerical Assistant 

DESCRIPTION/RESPONSIBILITIES: 
Assist clerical staff with general office responsibilities. 

Duties will include but are not limited to: typing, filing, 
answering phones and other office related duties. 

• 
\'WRXS \'IITH!REPORTS TO: Administrative Assistant 

TIt·1E INVOLVED: Maximum of 4 hours per day 5 days a week. 

SPECIAL SKILLS DESIRED: 
organizational skills. 
provided. 

Should po ssess typing I. communication and 
Orientation in RCCC policy and procedure 

The State of Vermont is an Equal Opportunity Employer. Discrimination 
because of age, sex, race, color, creed, national origin, disabling 
condition, or any other factor is prohibiten. 
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JOB DESCRIP'I'ION 

JOB TITLE: Assistant coordinator - Community Services program 

DESCR IPTIONj RES PONS IBILITIES : 

Assist Coordinator with organization/clerical aspects of 
development in the following areas: 

a) resident programs 
b) volunteer recruitment 
c) public relations 
d) special events 

\';ORKS HITH/REPORTS 'fO: Community Service Coordinator 

TIHE Ih"VOLVED: 10 hours per week flexible schedule 

SPECIAL SKILLS DESIRED: 

I dividual should be able to take direction, have good 
com!nun~cation skills, "think on his/her feet" I ha:re good 
organizational/clerical skills & be able to wO:k 1ndepend~~tlY 
on occasion. Training will be provided regard1ng RCCC po 1CY 
& procedure. 

. . " a f" ion The State of Vermont is an Equal Opportun1ty Employe: .. D1s~r1m1~ _ 
:,eca use 0 f age, sex, race, co lor, creed, nat iona 1 or 19 1n,. d 1sab 11ng 
condition, or any other factor is prohibited. 
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STATE OF VERMONT 

DEPARTMENT OF CORRECTIONS 

RUTL.ANO COMMUNITY CORRECTIONAL. CENTER 

167 STATE STREET 

RUTL.ANO. VERMONT 05701 

TEL.EPHONE (AREA COOE .02.) 773-916& 

NAHE: 

VOLUNTEER ORIENTATION 

.1. TOUR OF FACILITY 

3. ORIENTATION 

1. JOB DESCRIPTIONS 

2. C. J. SYSTEM -------
3. CORREC'l'IONS SYSTEM -----
4. R.C.C.C. ___________ _ 

5. THE OFFENDER --------
6 • VOLUNTEER'S ROLE ------

----------------------

7. VOLUNTEER BENEFITS AND RESPONSIBILITIES ----
4. ASSIGNl'lENT AND INTRODUCTION TO SUPERVISOR 

-----------------------
5. I. D. CARD 

------~----~------

6. INSURANCE ---------------------
7. MILEAGE --------------------
8. FOLLm-,T-UPS -----------------
9. !·lOtlTHLY RE?ORT ----------------

/0. Hew TO uSe.. ph:n1e.. /ac..crss suP-€YViSCJ, s-fz1+"f; 
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Name of Applicant: 

Name of Reference: 

Company/Agency: 

Position: 

RUTLAND COMMUNITY CORRECTIONAL CENTER 

COMMUNITY SERVICES PROGRAM 

TELEPHONE REFERENCE CHECK 

App:ocants position/role there? 

Did person work well with people? 

. If so, in what capacity? 

. Did person function in "helping" role? 

a. Reliable 

b. Trustworthy 

3. Punctual 

d. "Independent 

Would you recommend this person to work with offenders in the position applied for? 

Do you have reason to believe (s)he should not? 

Other comments. 
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the offender. The responsibi1it f 
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Justlce system and the communit~. 
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