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\ . USING VOLUNTEERS IN YOUR JAIL ;55 é; p I. THE NEED FOR CITIZEN INVOLVEMENT %(//”/”//)
C R b |
PREFACE T % B America's jails are overcrowded. They are understaffed. They are
| \sg underbudgeted. Yet jails are expected to be the community's social
Operating a city or county jafl ealls for ereative planning. . %l vacuum cleaner to deal with the drunk, the mentally i11 and the mentally
Administrators almost invariably have budgets inadequate to purchase } | retarded, as well as the clearly criminal.

the services their prisoners need and to hire the necessary staff. This This difficult situation is compounded by the fact that the jail gets

dilemma has been solved in some communities through the use of volunteers. little community attention. Jails are invisible institutions. People

This manual describes how volunteers can be constructively used in a know where to find the school, the library, the museum, the ball park,

jail. The steps to take in establishing a successful volunteer program, the hospital, and the dog pound. But not the jail. Jails are 1nst*tut1on o °§

which, even if not out of sight, are out of mind. /Both the guards and th ”z;

r.I—e.

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

The advice of this manual is a distillation of the experience Offender - guarded are forgotten peop]e.z Criminologist J.M. Moynahan, Ph.D., recently

Aid and Restoration (OAR) has had in establishing volunteer programs in told the American Society of Criminology that "...jails are the institutions

we know and understand the least."

i
the jails of 23 cities or counties, and the experiences of some of OAR's Q
Z

sister organizations. In 1978-1980 the National Institute of Corrections How did the situation arise? Dr. Walter Menninger suggested the

contracted with OAR to train jail administrators and Sheriffs from 30 { reason when he wrote --

states in volunteer programming. That experience also has shaped the Having built walls to keep people in, we have successed in

content of this manual. : : x keeping people out.

This manual is intended for on-the-job use. Write in it.  Tear out % There has been Tittle citizen interest in jails and there has been

less encouragement by jail administrators for citizens te be interested.

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

becomes cog-eared and worn out, then it's likely that your volunteering- Citizens and jailers alike have been content to let the walls keep people

out of their jails.

B A S

in-jail program is off to a good start.

That is changing. Jail administrators increasingly are inviting

volunteers inside the walls. Three recent developments are fueling

TR

this trend:
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First, is the explosion in the jail population. Over 6.2 million
people now pass through America's jails 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.

Second, because of inadequate.space and services, lawsuits are an
exploding phenomencn. As of this writing 1,300 of the country's 3,900
jails are under court order. Thus there is great judicial pressure to
proVide sérvices, énd volunteers are a means to provide them.

°  The third development 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
tﬁey entered and soon opens again for the reentry. They are fed up with
the outrageous cost to them as taxpayers of buiTding cells (curren£1y
averaging $37,500 per cell) and then the enormoug egpense of staffing and
maintaining a new and bigger jail. They want to break this upward spiral

of cost and of wasted 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 if_expeétations of what
the jai1‘can accomplish are to be adjusted to a realistic level. |
Aside from this long-term need for citizen involvement in jails, six
immediate benefits come from citizen volunteer involvement:
1. . ‘Volunteers provide services without further straining the jail's
budget. Volunteers are free. They require training and

supervision by-professiona]s, but their time is free.
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The jail administrator can increase’ the scope and quality of
services because volunteer staff give services which could not
otherwise be afforded.

The tension among prisoners is reduced, especially in jails where

‘there are 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.
Yo1unteers bring hope to jail prisoners. There is hard evidence
that volunteers are effective in enabling prisoners to maintain
self esteem, to acquire job finding skills, to maintain ties

with their families, and to develop positive goals for fhe 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
Restoration.

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 pos1t1ve Tight.
The jail administrator acquires a constutuency The vo]unteers
come to know the needs of the jail's management. They come to

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

- generate public support for an adequate budget, for adequate

staff and equipment, and for measures which will reduce the over-
use of jail.

 E e s A e
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6. Prisoners are less likely to return to jail, and more 1ikely

l to lead crime-free lives after jail.

| Will the jails forever remain invisible institutions? Will the kept
| ks e

ana the keepers stay faceless? Will thngggggé_and the Starded'continue
to suffer from inadequ;te community'support? |

Someone once quipped, "Criminal justice is a game of cops and robbers
where .the citizens play thé trees." If we allow this concept to continue,

ci+izens will inevitably abdicate to police, courts, sheriffs, and jail
A .

administrators all responsibility (translate 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 professionalé to provide effective jail services, fepre-
sents a”signifiéént step toward more responsibie, more reconciled, mofe

crime-free communities.

You can, by your.concern and efforts, cause this significant step to

OIS S HE4 ¢

be taken. The specific guidance which follows in this manual will help you.
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IT. PLANNING YOUR VOLUNTEER PROGRAM

You can develop a plan for a volunteer program to suit your community's
needs by taking four steps.
1. Analyze your community, your jail, and your prisoner population.

2. ldentify the jail management problems that volunteer can help to

solve.
3. Brainstorm for solutions.

° 4, Shapg the solutions into a workable plan.

STEP ONE - A THREE WAY ANALYSIS: The first step in designing a jail
yoluntger program, is to analyze the chéracteristics of the three major

components: your community; your jail; and the prisoner population.

Attached as Appendix A is a survey outline deve1oped 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-

ceived problems of each- the community, the jail and the prisoners.

.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 thordugh]y,
with the results set down in writing--clearly, concisely and completely,
you will have made yourself a valuable planning tool. You also will have
begun to forge an inva1uab]e partnersiip of persons and resources for up-
grading criminal justice and correcticns in your comminity.

STEP TWO - IDENTIFY YOUR PROBLEMS: The second step
is to disfribute the completed survey to a varied group of 10 or 15 persons
who are willing to help with the planning process. The group should
include you--the jail administrator; key jail-staff persons; a Judge;

@ prosecutor; a defense attorney; civic leaders; business and banking veore-
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sentatives; persons from the social service comunity; the community'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
sﬁrvey and then call them together for a one-day planning session.
Here ié a suggested format for your one-day session --
Begin by id;ntifying the problems existing in your jail which citizen
volunteers can help the jail management to solve. From experience,
it can be predicted that the problem or problems will very 1ikely
fall into-one or more of the following seven problem areas, encountered

in 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.
- 1little community interest in the jail, resulting in inadequate budget
and under-staffing
- low jail-staff morale
- a large number of under-educated prisoners, and no adult education
program in the jail
- a large number of unskilled prisoners, and no job training program
available
- maﬁy prisoners with serious personal problems, and no counseling
program in the jail

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

Whether these are xodr jail's problems or whether your jail has other
problems, you must identify each problem and put it down on a black-
hoard 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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‘When the group has agreed as to what the probiems are, then take up

eaéh one in turn and

1) Assess the cause of the problem. Write that down in a few words
on the blackboard.

2) Envision an improved state of affairs in which the problem is
resolved {i.e., how do we want the situation to be after changes
are mide?) Write that down. Be brief and specific. Use words

' that depict the new situation.

STEP THREE - BRAINSTORM: Now, take each of the problems on your 1ist
and take as large a block of time as you can afford, tc brainstorm alter-

natives for solving that problem. The idea is to involve every one 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 wildest
ideas, rejecting none. Piégyback one idea on another. Emphasize quantity,

not quality. Permit no criticism 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, or
combinations of the best ideas, from all those that have been 1listed for
each problem. Let the whole group participate in this selection of ideas.
It is often good to separate the ideas into natural groupings as a prelim-
inary step in this process. The end result of the process is to write down

a.clear ahd concise solution, one snlution for each problem, that is agreed

to be desirable and workable.

A S e Ay



s AR

e

B e =

&

SOME QUESTIONS TO BE CONSIDERED: Here are some questions to be con-
sidered during your ore day planning session -- '

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

Volunteers can have an impact on a varijety of jail problems. Later in this
chapter, we will discuss 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 vol-
.unteers.to af%ect the problem caused by a shortage of non-flammable mattresses
On tne other hand, volunteers may be utilized very well in providing adult

~ education for prisoners.

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 sciving the problem.

3. Would a volunteer program duplicate efforts already underway?

Zvery community's resources are finite and 1imited. 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 chapTaint
services to prisoners, the planned program must be éstab]ished so as to
complement and strengthen that service, not compete.

4. Does the problem involve frustration and hopelessness?

A one-prisoner-to-one-volunteer program is recommended for such situations,
where volunteers are recruited, screened and trained, then carefully
matched with jail brisoners, The purpose of the volunteer/prisoner rela-

tionship that develops through visits of the volunteer to the jail is to
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empower the prisoners to become self-sustaining members of society whén
they are released. The relationship continues after the prisoner is re-
leased, and the vo]unteérs assist him/her in securing employment, locating
housing or whatever is needed to help the ex-offender be a contributing
member of society. One-to-one volunteers give jailed persons, job]éss
and discredited as they usually are, the understanding that someone cn
the outside cares about them, that they need not give up on themselves.

In this way, volunteers can have a-signiffcant effect on the person's
post-release activity, and can contribute to the reduction of “"repeater"
crime.

5. Does your jail suffer from a poor public image or from public "invisi-

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
jail budget.

'6.‘DoesAyour jail staff have a morale problem?

Many correctional officers, bombarded daily with requests for help that
they have no time or means to fulfill, grow cynical and weary with their jobs.
Many Jjails suffér from high staff turnover. A volunteer corps in the jail
helps staff morale, ]) by providing a way to keep prisoners "off the officérs'
backs“ and 2) by publicly appreciating and noticing the good work done by
correctional officers. "Cbrrectiona1 Officer of the Year" bqnquets are the

annual feature in some communities with jail volunteer programs.
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7. Does the problem involve a Jack of educational programe? ..
Many volunteers are qualified to teach illiterate prisoners to read and
write, and to help more advanced prisoners to get credits toward theip 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 most offenders are unemployed or under-employed when
they enter Jails and, of.course; a great many more are unemployed when they

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

syndrome whereby many prisoners leave the
Jail only to return soon again. Work empowefment 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 kéep meaningful

Jjobs.

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 frane'of mind.

10. Is overcrowding your jail's problem?

Volunteers in many communities have developed projects that permanently

reduce the jail's population . Some projects are --
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" Release on Recognizance (ROR) Projects-- permit the judge to relzase’
pre-trial defendants on their promise to return to court for trial. Volun-
teers interview newly arrested persons, USing a form based on a “"point
system" (see Appendix B). Points are determined according to the defendant's
length of.re;idency in the community, employment, family ties, type of
offense and the 1ike. If the defendant scores enough points, the judge
has the basis for deciding to release the person--without bond--on hi;
or he; personai promise to return for court hearings.

Third Party Custody Defendants who 'don't qualify for ROR are released
by the judge to a "third party" who takes the responsibility for keeping
in contact with the defendant and seeking to ensure the defendant's
appeaﬁance in court. Volunteers are recruited, screenad and trained to

be “third party custody" volunteers.

Cbmmunity Service Restitution - Instead of jail, the Jjudge sentences
non-violent offenders ‘(with the offenders' consent)-to work in the community'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

ﬁeighborhood Justice - Volunteers are traine& to mediate cases involving
neighborhood quarrels, family violence, bad checks passed at local st@res, and
the 1ike. This services relieves court dockets énd tends to cut the jail

population

Volunteer Assistance - Volunteers are recruited and trained to counsel
victims of crime, assisting with victim compensation or offender resti-

tution
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? 1 I11. LAYING YOUR PROGRAM'S FOUNDATION j \ <  may give the volunteers a significant roje inm decision making and, thus,
i (\, % ‘ for all practical purposes, semi-automomous status. Conversely, a CG
When you have finished your planning day, theﬁ the way is prepared for % ’ program always operates in a jail according to rules laid down by the
g you to lay the foundation for an effective volunteer program. We recommend | ? jail administrator. Moreover, if the jail administrator or his/her
that you organi;e members of the planning group who participated in your g representative serves on the board of directors of a CG program, then
g planning day, into two committees: ; f - he/she has direct input at the level of program policy making.
i - one committee to help you 1) decide the management approach you will | | T_hus. in operation, a mixing of JP and CG program characteristics
| take for operating the program; 2) draft a manual of polices and proc- ? : often occurs. This tends to mute the strong advantages or disadvantaées
} I . cedures for the program, and 3) set the program's budget. ; égsociated.with each.
l.- - - a second committee to obtain the needed funds to start up the program. f JP Programs: Doing it Yourself - There are several advantages to imple-

Some foundation-laying guidelines follow -- : | menting and operating a jail volunteer program directly. First, there is

 some jmmediate appeal in having maximum control over the program. Because

oD

DECIDE THE MANAGEMENT APPROACH -- The jail administrator who is starting a -

L, . . a jail administrator's first responsibilit .is jail security, he wants to
volunteer program in the jail has a variety of options. The nature of the ! P y J Y

L~

be assured that any new activity will pose a minimal security threat.
work to be performed by volunteers, the program's size, the amount of Y Y P Y

. Having complete control over program operation would seem to be the most
involvement of jail staff and the level of funding which will be neces- I P prog P

T ,‘ Wi %
TN

R

: certain way. Direct recruitment, training, and supervision uf volunteers
sary, are a few of the variables to consider in planning stages of the Y g P

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

e i ea T cqq - . Furthermore, immediate control of volunteers helps to lessen fears that
One basic decision which will have important effects on these others : . _—

i A AR (B

. ‘ th ight do thi which would put them in danger.
is whether the program will be developed and operated directly by jail &y mig o things P ! g

) L. It should be noted, however, that the concerns of security and safety
personnel themselves, cr by a board of community citizens and its staff. The )

il

. are probably most affected by careful volunteer screening and trainin.,
Tatter approach usually involves the establishment of a legally incorporated not- P y Y g g

o = ey ] i3

. . . as . . and by proper guidelines for volunteer activity, rather than by organi-
for-profit organization. The purpose of this chapter is to compare and : Y Proper g y y org

] zational structure. Jail personnel should be assertive in these areas,
contrast the do-it-by-yourself approach with the community group approach. P

Ex

- ) . regardless of program type. For example, both JP and CG programs should
For ease of discussion, let us refer to programs administered by jail A Prog yp . P Prog

involve the jail administration in issuing security clearances for volun-

personnel as the JP model and to programs administered by a community group ) ,
‘ teers. Similarly, training of volunteers in either type of program should

.\
TN

as the CG model. Let us acknowledge that in actual practice, these are

NS B R Ee

) < . . ) directly involve jail personnel. Finally, jail personnel who observe
not pure and independent types. A jail administrator operating a JP program :

3
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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 yourself. Ifyouenvision a program performing,
perhaps, a single function with few volunteers; it would not be necessary
to organizé for significant community involvement. There is an inevitable
1c3 when you bring in others to get a program underway. Meetings must be
set and sohewhat lengthy discussions ensue which often seem to slow down
program development. Suffice it to say tﬁat when one is in a hurry, the
participation of others can seem 1ike 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 Tittle capacity to help soive the jail's main problems, then getting
a community group to organize the program may add an unnecessary layer'
of complication. However, if one's goals are larger, then the community
thinking and assistance which is available in the CG model (or the'JP
model with a véry 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 diffarence 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 jail--both administratively and in tarms of purpose.

There may be a lesser tendency for them to view JP programs this way.

7T
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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 theljai1
captain who has primary responsibility for the volunteer prograﬁ, then
it may be seen as "the captain's program", even if the captain makes
an effort to involve other jail staff. ‘

The jail administrator who would 1ike more 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 program has a beneficial
influence on the prisoners and doesnot add excessive strain 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 basically "in house". However, this
initial advantage will soon be overcome by the experience of actual program

operatidn, wherein staff enthusiasm will have 1ittle 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-
istereﬁ 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. Wrile this is true to an extent, it should be noted that
the jai1‘administrator and jail personnel will be called upon to perform
certain periodic tasks associated with keeping a CG program alive and
healthy.

For example, the jail administrator usually must assume an active role
in encouraging a group to orgénize 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 mentioned, 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 actjve role, at least
to the extent of writing a letter of support to a funding source.

The upshot is that there is some work to be done by jail personne?,
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
egist on "soft" money (e.g., government grants and foundation awards) are
quite susceptible to early demise. 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 Toyalty 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 successfHI 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 program, peob]e come and go, but the program continues. While
it is possible for individuals to dominate such programs, it is less

1ikely that the presence of any one person will be critical to the organi-
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- but these can be minimized by keeping the number of paid staff low,

imp ..vements.

Jail personne] are at least as great as the areas of difference.
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Aation's survival. The CG program is stil] susceptible to funding woes,

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

An additional benefit of a (G program is that it can serve as a
source of support for the jail manager on jssues 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'

This potential advantage is often overlooked by jail person-

ne1 who nay view citizens' groups with susp1c1on

However, it is c1ear that areas of common concern between citizens and

A veny
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 Ja11 personnel favor than is commonly realjized.

Yet another advantage of a CG program is its ability to grow into other
progfam.areas which are not “in jail" but which, nevertheiess, affect jail

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

effort. It may then become apparent to the vo]unteers 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 1ikely that

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

* See page 12 for a more complete 115t of such program components.
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Furthermore, in terms 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 other grow. A JP. program
is Tikely 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 comparison in Appendix C.

On the whole, it would appear that the advantages weigh more heavily

in favor of the CG model for jail volunteer programs. However, program

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

beneficiai 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 and Procedures for governing it. The

fo11bwing arrangement of the manual is recommended:

Chapter I - Mission and Purpose - State simply and clearly what yournew

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

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

attached in 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 reSponsibi]ities of

each staff member. as described on paac 22.
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- IV. The Volunteers - Outline the volunteers' duties, and how the vol-

unteers are to be recruited, screened, trained and managed, as described
on pages 26-35. |

V. Goals - Your program should have apnuai gcals in order to determine
whether it is being successful and worthwhile. List and describe

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

described on page 24.

VI. Records and Files - List the records and files to be kept in the
volunteer program's office. A sample 1ist is attached at Appendix D .

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

to be controlled and accounted for. A sample 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-

gram, as discussed on page: 4C.

Once the program is underway, this Manual will become jts "Bible".
It should be prepared in loose leaf form and revised at the end of each
yéar following the program's annual evaluation, so as to incorporate
lessons learned énd 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 cells, or the cost of
maintaining 10 or 20 prisoners {n 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
operated program will result in a greatly reduced overall cost to the
taxpayers.

OBTAIN THE FUNDS - With the Policy and Procedures Manual and the

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

needed to obtain the funds for establishing your voluntear 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.
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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 THE BOARD OF DIRECTORS OR ADVISORY BOARD - If you chéose to
make the program the direct responsibility 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 program. If you decide on vesting the

responsiblity in a community group of citizens (a CG program), you will
organize a Board of Directors that will establish a non-profit and ta*-
exempt corporation.

In either case, most of the charter members of the Board may.we11 be

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

described on pages 6-8 above). The Board should have 12 to 24 members,

representing the jail 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 vérious segments of the community whose cooperation is needed
to make the program fully successful. |
The Board should meet at 1eas§ monthly in the program's early stages.
It should elect its own officers, and each member other than' the officers

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

Laws, Personnel, Finance and Fund-Raising, and Program Deve1opmeht Com-

mittees. See Appendix G .
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EMPLOY THE STAFF - A first duty of the‘Boa}d will be to conduct &
talent search and employ a Program Coordinator who will be in-overa11
charge of the program and its staff. It is extremély important to choose
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 hgve_administrative, supervisory, and training skills. Further,
he or she will deal extensively with the public: informing the public
of Ene program, recruiting volur..eers, and working with other community
agencies for support, technical assistance and referrals. These last
‘duties call for communications skills.

Thé'Coordinator, once employed, will help to employ the remainder of
~ the full time paid staff, which mst include an Office Manager-Secretary

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

Specialist. For sémp1e descriptions and job qualifications, see Appendfx H.

ORGANIZE THE OFFICE - The program office should be located not in the.
jail but in a downtown office convenient for visits by the vo]unteers
Where poss1b1e, it should be in a rent-free space furnished by a city or
connun1ty agency as a tender of the community's commitment to the program
and its continuation. It should be furn1shed with one desk per staff

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

supplies cabinet.

e SATIS TR

F

o R 1 T

-24-

PRINT PROGRAM MATERIALS - The Program fromthe outset will need supplies
of 7for more printed materials, most of the forms can be reproduced on an
office copier or mimepgraph machine. Materials for the typical program
would include:

Letterhead _

Leaflet - for recruiting volunteers

Handbook - volunteer guidelines

Volunteer Registration Form

Volunteer Monthly Action Sheet

Participant Registration Form

Flier - for describing the program to jail prisoners
Samples of the forms are attached at Abpendix I.

SET THE FIRST YEAR'S MEASUREMENTS - Only one thing now remgins for you
to do before you recruit; écreen and train yourrffrst 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 yoﬁ 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 prisorers or offenders who enroll in the program.

‘See Appendix dJ.

THE TIME FRAME - You can estimate that it will take nearly nine months
from the start of planning to the day when your first group-bf volunteers
start to work. It takes that long to set up a program that will last and
develop in value over the years, and the potential results are well worth

the effort.
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Planning - 4 steps
Draft the Manual and Set
the Budget

.dbtain_ the Funds

Establish the Board and
'Emp1oy the Coordinator
Employ Remainder of Staff
~and Organize the Office

Print Program Materials
Recruit, Screen and Train

First Volunteers

TOTAL

-25-

Here is a suggested development schedu1é:

5 weeks

3 weeks

13 weeks
4 weeks

2 weeks

3 weeks
5 weeks

35 weeks

g

V. OPERATING YOUR PROGRAM

THE VOLUNTEERS - Citiien 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 commﬁnity
to help your jail's prisoners té help themselves.

" Recruiting -Who will these volunteers be and how will they be recruited?
The first response is this: that any reéruit selected for your jail pro-
gram must evidence three characteristics -

- Stability, balance and integrity

- Reasonable maturity - volunteers must usually be at Teast 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 populaticn
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 he 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. Bht visualizing the most-needed type of candidates in this way

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

: en1i§t volunteers who differ decided1y from the target type. However,

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

have in mind an individual with specific characteristics. Otherwise, the
tendency is to enroll the mbst easily recruited volunteer, and this some-
times resu1t§ in a relatively homogeneous group of volunteers. Where

the target volunteer type is traditionally more difficult to recuit (such
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as the black men and women) the targeting_of this group for special
attention is 1ikely to result in a more diverse volunteer COrpS-,

Often you will have more than one target-type of volunteer. When an
adult education project or a library project is to be a part of the program,
recruitment efforts would also be aimed at persons with teaching experi-
ence, especially in the area of basic education, and at persons with
experience jn 1ibrary work. Such volunteers can be assigned to assist
with ihe training of other volunteers who possess good educational back-
ggauhds and communication skills but lack experience in teaching or Tibrary

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

- of the program, a target group for recruiting would include, of course,

the‘1oba1 Alcoholics' Anonymous chapters.

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

(the program) and a customer (the prospective volunteer). The goal 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 program can best be presented in terms of the satisfaction iq
be gained from: 1) helping another person, 2) cohtributing to the com-
munity, 3) meeting and working with other concerned citizens 4) putting
1ife experience to a good use,.5) generating possible solutions to problems,
6) developing a new skill, 7) gcquiring knowledge in the areasof criminal
Justice and social service.

Another quesfion to consider: why should the prospective volunteer work

in a jail program instead of another volunteer program? Consider the char-
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acteristics of those programs that might also attract your target volun-
teers--e.g., Big Brothers, Red Cross, Meals 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 1ikely
to see this as a positive feature of the program, for a number of.reasons:
1) It is not the usual situation and therefore ;he volunteer has a more
distinct identity, 2) the need is clear--to assist the person prepare for
return to the comminity as a better citizen,'and 3) reducing crime is an
important_gnd pressing probiem. '

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, willing to make a serious commitment. This approach
will single out your program and attract a special kind of person--not the
typical person who "doesn't want to get invo]Qed“ but the special person
who wants to help.

News accounts of social problems leave many people with a sense of
being overwhelmed, with no way of responding or of improving the situation.
A volunteer Jail Program, however, provides a specific way to he]p indi-
viduals and. to help reduce a serious social pro§1em - repeater?crime.

The training that volunteers receive is a major inducement to join
the program and should alsoc be emphasized. |

At the same timé, there are costs associated with volunteering and
these need to pe made clear to prospective volunteers. How much 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

volunteers? How far does he need to drive? Are there parking costs?




Some programs are able to reimburse vo]unteeré for expenses; but with
ﬁost,'the costs of volunteering are part of the contribution made by
the volunteer. |
The place where trzining sessions are held is an important consider-
ation. Hold the.sessions in an area convenient to volunteers' homes.
If you are seeking vo1ﬁnteers from a certain neighborhood, the best
place to ho]d the fraining session is in that neighbobhood. If you are
trying'to attract persons with 1ibrary Ski]]s, it may be best to hold the
se;sions in the central library.
Now, what are the best ways to reach target volunteers? One way is
" to start with personal contacts. 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 compaﬁy members.
3) pol1ege'students. The best arrangement is a formal intern arrange-
ment, 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 television. It is
recommended that someone representing the target volunteer
group make the presentation

6) Flyers and posters--in libraries, businesses, municipal and

At
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industrial complexes, shopping centers, laundromats, apartmént 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, 1ibrarians,‘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 vo1unteef should complete a registration form
(Appendix 1 ) and include 3 personal réferences. 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 this ‘interview:
1) To enable the Program Coordinator to determine whether the pros-
pect meets program qualifications.

2) Te give the prospect:

facts about the program

iﬁformation about the job to be done

information about benefits to the prospect
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. * 3) To get from the prospect: g ; - 12. Describe your temperament. What do you 1ike best about yourself?
i (5: -- his or her expectations of the program ;} E (i If you could, what would you improve? (EMOTIONAL STABILITY)
' -- enough data about the person to serve as a guide, in the case ( ; I the interview reveals that the person is not qualified for the
; of one-to-one assignments, to matching of volunteer and | 5 program, a simple explanation is best. One 6f the three following options
i _prisoner. | ; é might be used:
A suggested set of non-directive questions for use in interviewing g é 1) Simply tell the prospect with all good will that there seems to be
i follows: ‘ ' ? g no place where his/her services can be used and express thanks for the
. 1. What have you enjoyed most in previous volunteer assignments? What ; f . offer of hEiP- .
I o ve you enjoyed Teast? (ATTITUDES) ; f < 2) Assign the person-to vo1unteertask5hmiéh do not involve access
i 2. What kind of people do you work with best as co-workers? What kind of f . © to the jail or direct relationship with a prisoner. |
~ people are you most interested in as clients and why? Are there types % | | 3) Refer the person to another volunteer organization more appropriate
i of people you feel you'd be unable to work with? (INTERPERSONAL RELATIONSHIPS) - f ~ for that particular person.
3. What would you consider to be the ideal volunteer job for you? Why? ; : ' Train new volunteers as soon as possible after they are screened, and
ilif (MOTIVATION AND VALUES), | f f' (,> put them to work as soon as possible after they are trained.
Il 4. What things have you done that have given you greatest satisfaction? § ; Training - The three purposes of basic training for new volunteers and
(MOTIVATION AND VALUES) é | of monthly feed-back training for volunteers in service are --
!I 5. Why are you interested in doing volunteer work? What are your long- i | 1) To assure that each volunteer - before beginning work - knows whaf
, range objectives? (MOTIVATION) is to be done and how to do it.
El 5. wﬁat do you 1ike to do in your leisure time? (VALUES) ;; % : _ 2) To make it clear to each volunteer from the start that he or she
Ei 7. What is your "energy" ‘level and how would you describe your work - . j :3 belongs in a vitally important enterprise, an adventure in healing the
habits? (WORK HABITS) ' | community. The program needs each volunteer's insfghts and ideas as
ﬁﬂ 8. Thinking back, what are the most significant decisions you have made ? it grows and develops.
: in your 1ife and how do you feel about them? (DECISION MAKING) | 3) To provide regular opportunities for feedback - where volunteers
aa '9. What makes you really angry - on the job or at home - and how do you | | ip-service can yent their frustrations, work out problems, exchange
1] deal with this anger? (EMOTIONAL STABILITY) | , insights, and even have a 1ittle rewarding fun.
/ 10. Tell me about your family? (EMOTIONAL STABILITY) % (T , The first two purposes-are to be carried out during basic training.
=§ 11. What kind of sgpervision do you prefer? (MOTIVATION) ;v The third purpose is'best carried out at feed-back sessions held once
. , %, every month or two months.
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( .See Appendix L for a suggested basic training program.

Managihg - Volunteers require "care and feeding". They provide
specific services, take on large responsipilities, 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 ére six management principles:

1) Volunteers are unpaid staff. Staff is the key word here. This
means thaé'vo1unteers should 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
Tost them. Accordingly, all your volunteers will need:

/ -- a clear, concise job description

| -- clear lines of supervfsion 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)'V01unteers 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:
Internally - tHey will feel good about what they are doing for
the community and those incarcerated.
From clients - though not always a form of reward you can count

on, it is a source of reward that is meaningful and deep.
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From paid staff - The program coordinator should help volunteers with
problems in their work, and be specific fn recognizing vo]unfeer
accomplishments. The most effective volunteers can be given
additional assignments -- e.g., assisting other volunteers or
supervising 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 thedr 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 1ike to be supervised and evaluated by your supervisors. Demand
'as much responsibiIity'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 should be contacted individuallyat least monthly for
confidenti;1 counselling. Build this time into tﬁeir work schedules.

A "feed-back" session of the whole volunteer -corps every month or two
months is also needed. This provides a forum for volunteers to talk
together about prob]ems and successes --to surprise themselves. Out of
these sessions also come good ideas for future directions of the vo}unteer
program; and evaluation of the existing program.

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

ment or accomplished their goal - This is especially important for volunteers

g
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who work one-to-one with offenders. A volunteer assignment is not for
1ife."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 rest. The program coordinator must
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
to terminate a volunteer. There are some obvious signs of this (not
showing up, not obeying jail rules) but there are also signs in the per-
formance of volunteer duties and in the relationship with others--paid -
staff, ‘other volunteers and prisoners. It is the reponsibi]it& of the
program coordinator to talk to the volunteer about the situation. He
or she should suggest alternative behaviors and stress the need for change.

Some questions to be considered are: Is the problem a mismatch of
assignment with gea1s and skills? Is it a personality problem? Is
the volunteer tired or burned out? Try adjusting the volunteer's assign-
ment. If the volunteer continues to overstep his/her area of respon-
ibilﬁty, is secretive or fails to communicafe, or if there is a loss
of trust, termination is your last-resort response.

THE PRISONER - Word has certainly circulated the jail during the
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-
1ation'is interested in participating in your program, and who needs the
program. Make the program known through posters, through distfibution
of a flier and through word of mouth.

Your time spent talking with prisoners about the program should be allotted
to those who you feel will benefit and be interested. These may well be

the younger prisoners who have been in jail only once or twice. No one
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really knows how to help someone who has been “in 3di1 20, 50 or 100 -

times for public drunkenness.

Among those who are eligible and interested, give first attention

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

(GED) program is what you.are offering, you might give enrollment priority

to those who need a high school diploma in order to get a job. 1In this

». someone 50 years old who has no high school degree but has been

a pa1nter for 30 years would be given a lower Priority.

-

Enr011ing - Prisoners need to be iﬁvo]ved.inian enroliment proeess ¥
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 form,

or registration form (see Appendix ).

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 peop]e,.wn what programs, and of what character1st1cs are being served.

These statistics will allow you to demonstrate Program effectiveness,

helping to assure continued financial support of the program.

.
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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
generally accepted accounting principles. If the Secretary - Office
Manager is not an experienced bookkeeber, then by all means employ a
Tocal bookkeeping service 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 community. ‘
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 volunteers as citizens are doing something realland meanihgful
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-

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

announced to the community. 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 pub1ic'eye. It

C
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consists of 1) a newsletter, 2) two or more news releases every year and,

3) the staging of a special event every year:

Your newsletter may be published quarterly, every three months. The April,
June and October issues may be a simple four pages, describing things

that are happening in the jail, rises and falls in the jail population,
stor1es of spec1a1 accomplishments of particular volunteers, ed1tor1a1s
written by you or by the judges you work with about the jail's needs, ex-
of:ender success stories, and the 1ike. The Janugry issue may be an
annual report, similar to a corporation'’s annual report, wherein your .
annual evaluation of the program's accomplishments (see pages 40-42).

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

This newsletter should be mailed or hand-delivered to a 1ist composed of
key leaders and qpinion-mékers in your commnity. Every city council
member and county supervisor, State and Federal representative, appointed
public official, civic association leader, social service agency director,
bank president, majof business chief executive, church minister and syna-
gogue rabbi, ﬁewspaper cfty editor, TV and radio news director, foundation
director, and member of the jail volunteer corps, past or presgnt, shqu]d
receive the newsletter. If your community is typical, you will distribute

300 to 400 copies.

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

should bé written around some newsworthy event or some striking stage of
development of your program, " Deliver these personally. They may
be hand delivered to the community'snewspaper and TV and radio station,

or given out at a press conference. You need not and should not develop

I
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too~many releases--a goa1,of two a year is adequata.

An annual special event is also recommended to keep your program in

the public eye. It may take the form of a Candidate's Night, where
all the candidates for City Council, say, appear and state their

views on criminal justice and corrections; or a Corre;tiona] 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 Tike.

fom e o M o e o o e ¢
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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 mjor reasons:

worfhwhiIe

<

3) to produce the’ hard facts you need for Prormoting your prcgram to
thé‘public and to justify its continuation

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

© cedures you have used provide an effective operating structure;

and to determine what modifications or additions or deletions are
necessary

§) to gauge ‘the effect volunteers have had upon Prisoners.

It is essential that you develop your evaluation plan before you begin.

your program operations (see "Set the First Year's Mea surements™"

page 24).

on

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

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

of simply measuring performance as related to objéctivesu Your objectives

initially have been geared to activities necessaryin launching your

Program for the first year. Let's Took at some possible first-year
goals and objectives that may have been developed:

Goal




- - Objective _

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

- To provide volunteer tutoring services to 120 prisoners.

- To average 10 hours of volunteer tutoring per prisoner.

By the end of the first year, you can measure the performance toward
these objectives easily, providing you have set up a recordkeeping
system to keep track of this information. Evaluation of this type

gives a good 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

Prisoner Record

-- Personnel data from registration
forms

-- Dates and name of assignments, -
reassignments or termination -

-- Training dates

-~ Log of volunteer activity

-- Volunteer self-evaluations

-- Supervisor's evaluation

Personal data from registration
forms

Dates & type of services

Dates & name of volunteer assignment
= Date of release

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. Performance evaluation concerns only the programs'
attainment of stated objectives. Process evaIQation jinforms 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 the "big picture” you
need. _

The National Information Center on Volunteerism has de

systematic process evaluation approach.

Feedback System, is widé1y used as a sel

veloped a
This approach, called Basic

f-evaluation tool designed

’ The different members of your volunteer program

can be asked to complete the forms at regular intervals

to assess their reactions to what is going on (see Appendix

"Universe"

. J for more
_on Basic Feedback System).
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City/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

17 and under 18 through 3G 31 through 50 over 50

3. According to state statutes, what is the maximum age for juveniles?
. Under what special conditions can they be tried as adults?

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

Please list

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

(f Are there plans for new-jail construction? Yes No

If yes, What afe the counties involved:

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 In-jail Post-Jail
Incarceration Programs Programs
Third- party custody Arts and crafts A.A. —
Release on ~ Counseling _ Alcohol treatment __
Recognizance Detoxification Counseling .

Treatment centers _ Medical/Dental Education programs___
Halfway houses ~ clinic . Job training _
Pre-Release centers  Legal Aid — Emergency housing __
Detoxification ~_ Volunteer visits __ Halfway houses ‘__
Community Service ::-Religious services Job placement _
Probation Recreation __ Volunteer support _
Restitution —_ Library __ Other Programs _

( Other Alternatives __ Other Programs SPECIFY

' SPECIFY SPECIFY

APPENDIX A
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7. Check below available meeting space(s) in the jail: [}
Q' Classroom _ Meeting rooms for volunteer
Beoths for lawyers programs
General visiting area Recreation rooms [}
Dining haill
8. How would you identify the needs and problem of prisoners in the jail? [}
_ Please complete the chart below.
Pre-trial During Incarceration After Release

(before sentencing)

(while sentenced)

- VOLUNTEER PROGRAMS

9.

To determine the programmaﬁic needs for the jail, it is important to

look at the history of any volunteer activities within the jail. Please
complete the chart below. '

Td

FORMER PROGRAMS

SPONSORING GROUP DATE  |DATE [REASON PRq— 1

STARTED {ENDED |GRAM ENDED

L .
10. Are there any volunteer groupé in the jail at the present time? VYes’ [}

No If yes, please complete the chart below .
ame of , rogram Person to Date B
iSponsoring Group Emphasis Contact/Telephone Init ik
L?

ll.

List agencies below in your community that serve as a "clearinghouse"
g

~

Agency

for volunteers, placing them with volunteer programs.

- Specializes in

P e A O A WS ORRCIT v
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~_ Services to:

CQPtigt,,,” - Phone Number [7
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[ﬂ




rv it mev -

T

3 3 -2- E}
City/County State P %
- 2 :
bate i‘ ; 7. Check below available meeting space(s) in the jail: {}
t j
. i | Q Classroom ' Meeting rooms for volunteer
Qﬁ~ - S Booths for Ilawyers programs
JAIL and COMMUNITY INVENTORY v i General visiting area Recreation rooms [}
. i g Dining hall
JATL ISSUES : . i % 8. How would you identify the needs and problem of prisoners in the jail? [}
. . o _ Please complete the chart below. .
1. Estimate on the chart below the average inmate population in a given week. !:i'g Pre~trial X During Incarceration After Release
) L y; (before sentencing) (while sentenced)
MALE FEMALE | JUVENILE | BLACK | WHITE | HISPANIC | OTHER | TOTAL ] '
i
{

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

17 and under 18 through 3Q - 31 through 50 over 50

. - VOLUNTEER PROGRAMS
3. According to state statutes, what is the maximum age for juveniles? .

Under what special conditions can they be tried as adults? Please list 9. To determine the programmatic needs for the jail, it is important to

look at the history of any volunteer activities within the jail. Pleasef
complete the chart below.

o et e A o e S

. . . . .. it ? DATE DATE |REASON Péo
2 § i
4. Estimate the ratio of first offenders to repeat offenders in the jailcz X ) [FORMER PROGRAMS SPONSORING GROUP STARTED | ENDED | GRAM ENDEDI

n

(f Are there plans for new-jail construction? Yes No j

S———

N

If yes, What afe the counties involved: ' L

[

L

Date construction to begin: Date of opening: ﬂf ?
1 .
Number of beds: Estimated cost: L é : . o
[ —_— | t 10. Are there any volunteer groups in the jail at the present time? Yes [}
JAIL PROGRAMS v : No If yes, please complete the chart below
: ' . . . '; . Name of . rogram Person to Date |
6. Mark an X next to the programs that you now have in-your community/jail. P Sponsoring Group Emphasis Contact /Telephone Initis 1
Alternatives to In-jail Post~Jail R §
Incarceration Programs Programs i ’ . ‘ E}
‘ .
(X
Third-party custody __ Arts and crafts _ A.A. _ ,
Release on Counseling _ Alcohol treatment .. . ~
Recognizance Detoxification  __ Counseling — i ‘ : Li
Treatment centers __ Medical/Dental Education programs : . _ , ) .
Haifway houses - clinié Job trainiig & - : , 11. List agencies below in your community that serve as a "clearinghouse"
Pre-Release centers __ Legal Aid - Emergency housing - ‘i for volunteers, placing them with volunteer programs.
Detoxification __ Volunteer visits __ Halfway houses — : R " Specializes in S s B
Community Service -Religious services __ Job placement — f] Agen : . . )
Probation —_ Recreation 7 vVolunteer support __ ! |5 : .. Services to: . Concact . . Phone Number [?
Restitution __ Library . Other Programs __ , Al : : i
( Other Alternatives __ Other Programs __ SPECIFY g | {
' SPECIFY SPECIFY 1 §
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COMMUNITY RESOURCES

B

( .

\_ 12, Listed below are
' their families.

in your community.

some typical immediate needs of prisoners and

Please complete the chart below for those services

{EED

ACENCY

CORTACT PERSON

PHONE NUMBER

imergency Housing

‘ood Stamps

fental Health Service

\lcohol-related Problems

irug-related Problems

ledical Referrals

.ransportat’:n Services

13. Some groups in your community may have compiled a directory of services

available to residents.

tigation.

The following are suggested for your inves-

ency

Directory
Available

Date

APublication

Contact

Phoné Number

(
ITE. WAY )

AMBER OF COMMERCE

CIAL SERVICE DEPARTMENT
LOCAL GOVERNMENT UNIT)

BLIC LIBRARY

AGUE OF WOMEN VOTERS

iER:

14. Please list the local newspapers serving your community.

Editor

Name of Newspaper

Distribution

(daily or
iweekly)

APPENDIX A (cont'd)
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15. List local television and radio stations that serve your community.

(T.V.) Name of Station

Station Manager

Location-

(Radio)

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

SOURCE . CONTACT PERSON

EXAMPLES OF PAST FUNDING

LOCATION

B~ T~ T = T o Bl o Bl v B el

Private
Individuals

Foundations

rocal
Government

BEtate
Government

I I, -
Find | fesid

Federal
Government

Churches

ther

17. Please provide the following information;

The name ol your area's Comprehensive Employment Training Act (CETA)

Prime Sponsor:
(Name) :

(Phcne #).

(Address)
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18.

?le;se analyze your criminal
form, from arrest through adjudication.

justice process and put it in flow-chart
Below is an example.

Adult Defendant
(18 years & older at date of offense)

Arrest

L
Setting nf Bond
a) Magistrate
b) Bond Hearing in )
General Discrict Court

Appointment of Counsel for Indigent

Arrairm:

Felony Migsdemeanor

N 2
Preliminary Hearing in

NG 4
Trial in General

General Disctrict Court District Court

Graand Jury Appeal to Circuit
j - jCourt

<
Irial in Circuir Court
(jury or non-jury)
in some cages-——presentence report

Appeal.tp Virginia Supreme Court
General Discrict Court

court not of record (lowesc)

Circuit Court
court of record

Supreme Court (highest)

Nainc aud Revitnshngp ol €W INILEVIEW FUkM

INTIRVIFWIR

DATL

. VERIFITR Charge o T s 2
LOCEUP ¢ dc .

NAME . e . . ALGASLSE e,

. NWO . MFap duob, Placs ot Futis . _ . i . Wiooo...
( . D.Coor AREA Rl‘\ll)l-.\'l ! '1 ad OF YN tor I

PRESENT ADDRESS |

iength oi Keudence

e e Py Has

e Pav cwn rent
Lives with f1clation) .

. Remarks e e
PRIOR ADDRESS
Length of Residence .

. Laved with (rela

Lawyer & #'s:

Reason ror mu\mg Kemu: r.s

~Km Hy- Apt= ..

Pyt Hm=-Rm H;—Ap(:". 8

.Un & OR YN
YNP o oPhone e,

.On& OAYN
ten) ..o.ooo........

: Keanat R C e e e ceee eecreeiieedimeeeeeaeaa

3, FAMILY IN D.C. AREA not living with defendant (relation) ..o . e mac——n

' MARRILD N W D C CL how long ...... Siatus TSLS howlong ........ Support wife Y N ...._...

i Sex . Wife )

1 CHILDREN No. - Age By GE ~ Support Children YN ...
Children hving with .___._............ Address (if not with defendant) ... i

name; address;
~ POSSIBRLE CUSTODIAN relationship; ozcupat.

e P LR e A A TS L s < SE B e o i . & 0 - S

_PRESENT EMPLOYMENT ADDRESS

Alecoholic YN Lo iiiiaiieaaas

Length of employment . _..........._. ... Typework . o il Wages oooommeens

Supervisor «...oiiciciiiiaean Phone .. ... ... Remarks oo oo ceicecciaiecaccmancceancm—a-

— PRIOR EMPLOYMENT ADDRESS . ... i imioiiimicmaoce e tmcacanmamnemcamcmceamammenn e

Length of employment _......._..__. Typework .. ... Why left oot caccceaoas

SUBSTITUTE—UNEMPLOYED how long _._..........._. How supported ..o eeicacannas

- Remarks .o e cce e cmncccmcmeecmeaeecceemmeamsmeseeecemesssomseanees

<’ ’ LY 1 Y Highest completed ... Grad. YN
~ HEALTH

Physical Disorder Y N Nature eceeecamesomocacneccacaencannccacnane Where treated <o eeeeenceeccccicnen

Hospitalized for Mental Disorder YN When ... .... ... Where «oociicooanaaes How long _..ccaceean.

Narcotisnow YN ever YN Whenlast ..o TYPE coeccecaccaans Treatment cecvecceneccas

COURT CONTACT: Count Appearances

]! i i’ﬁf Dx:( N ' PR Duc Back
f i : Prior Y N When Where Charge RO Bondsman Show Y N
] } { PROBATION - PAROLE - CONDITIONAL RELEASE: Prcscm/?rior (071703
) i ] z : P};:s:n( Charge When —— e Revoked;'-—:—Wby
{i : ' CRIMINAL RECORD: (In- and 0u-0£D.C.) wumemmmemsesmessmmmsssessenmemeamansamescenesees emmemeas
& : 1 MPD Record Furmshcd e eeaean e eieeemmesecescecsesiresacesescesaecns
| L . REFERENCES: Name Addiess Relation Phone In Ci?
e ettt e e e e e eeeaemamaevareeaenameannas
| : VERIFICATION AND RECOMMENDATION: T 7D papeerelon
{ : (@ vouttn) ) Fasble ) Ly 321y A3 4121 L2340 IGREE T
i:,: ' ‘ 0 CITATION Verified ] 3121 1121 32 1234567 ‘8&,5‘7‘&'“,“? i"'gé,‘:?"
P; ' (Couu Rec,~ ) PR WR ) NOREC Reason ... coveeeeeneee ! B_T;\.dn?:'::""d info
' L e " CONDmgI:JS I Habh ¢ d Mlab V L)l-::_l_)-\ . Q B?n':-:#ul:l:d"“
| : | ACTION: CITATION 73 No Kel Gy .. - ) ) RelDue ack USACC.... . ‘B“E’Svli.n,;'""rf"{niln
' f COURT: [JPR _ CONDITIONS | (Inu .. Yabod MabVOtahe T WRIT {aud, T ordieogere
‘”‘ u i 0 EINANCIAL - OTHF, . = |
1 i

ADDCMMTIY A fovwatl an
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Volunteer Programs

Advantages of JP] and CG

Advantage

Comments

JP

JpP

JP

CG

CG

6

CG

CG

1. Maximal control over program functioning.

Full supervison of volunteers.

. Faster start-up time.

. Greater sense of program ownership by

jail personnel, initially.

. Less work for jail administration and staff.

. Longevity. Less dependence on the presence

of any one individual.

. Volunteers can serve as outside support for

Jatl personnel on issues of crowding, poor
conditions, and staff ratios.

. Program more likely to grow in jail-related

directions outside of jail.

. Program more 1ikely to develop helpful 1inks

with other commnity organizations.

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

\J

2.

. 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 model.

Program size and goals justify delay
in getting broader involvement. -

Program may be associated with one staff
menbers. Ultimate staff acceptance for
for JP and CG programs come out of
operational experience.

. Some periodic work must still be con-

tributed by jail personnel.

. Longevity in CG programs made less

certain by "soft money" funding. There
are ways to cope with this.

. Not a commonly perceived advantage. Com-

munity volunteers often viewed with
suspicion by jail staff.

. JP program iess likely to seek growth

beyond in-jail functions.

. JP program 1ikely to be seen as part of

jail, not a community effort.

APPENDIX €




Filing System

Section I - Client files

Divide client files into two main sections: ACTIVE and INACTIVE. File alphabetically

in appropriate section.
(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
coding system).

Section II - Vo]unteer files

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

Section III - Financial files

The financial section should include all items pertaining to the flow of monéy 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
¢) 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
¢) 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 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 conta1n any files not 1nc1uded 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 correspondence with Board of Directors, literature from membership organizations etc

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 - Reports but not
under Monthly Reports to Board.) Also, using a different colored label for each
section (e.g. red for financial, blue for clients, yellow for topical etc. ) he1ps
to identify’ what section a fo]der belongs 1nand|n1n1m1zes misfiling.

It is also advisable to make two copies of all correspondence leaving the office,

;j}ing one copy in Correspondence Chronological and one in the appropriate subject
ile. _

APPENDIX D

If it is desirable to divide Active section into sub-categories

B Ao
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Doe, John

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 1abe1

File alphabetically
in ACTIVE section

4=llll======l=ll====5EiEiil!ﬂ!!!iiE!lllE:i
- 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.

B D S et Rt T2
Doe, John J o

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

Doe, John

4) Subsequent placements: whén 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.
= [ o
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INACTIVE: Clients who have not been active for two months or longer should be
placed in INACTIVE unless there are extenuating circumstances.

Doe, John

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

1) Employment Development Plan (See page 10, 11, 12 of Work Empowerment Manual)
2) Offender Summary Record listing chrono]og.ca]]y date, action taken, results
and staff person providing the service.

APPENDIX D (cont'd)
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Financial Management

Bood 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 Tlow
difficulties and solutions.

3) Solid footing when audited by fundina sources.

4) Good reputation for management of funds and increased 1iklihood
of funding or refunding. (Many funding sources, especially
government are more concerned about financial accountability
than program results.)

Inferior accounting is the bane of small profit and not-for-profit organizations.

No matter how honest or pure your intentions, a bad audit report to a funding
source will be difficult to 1ive down. Poor accounting will almost always

" result in:

1) Loss of thousands of dollars in mismanaged funds, unallowable
costs, fines, and penalties.

2) DNifficulty in focusing on primary purpose of program because of
excessive time and energy spent in resoonding to poor audit
reports and meeting with funding representatives to convince
them not to discontinue funding.

3) Unexpected cash floy oroblems for which you are unorepared.

4) Hesistancy on the part of funding sources to provide 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 program, but bad accounting can bring a good program down.

Good accounting is based on generally accepted accounting principles (GAAP) laid
down by the accounting profession. Transactions will occur in the course of

the accounting 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 similar

type person. It is important that such a person be recruited onto your Board of
Directors.

The accounting function is a supporting function whicﬁyis 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.

APPENDIX E

1)
2)

4)

5)

7)

SOME BASIC ACCOUNTING

Assets = Liabilities + Fund Balance----Basic Accounting Equation

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.
Credits = The right-hand side of the Debit/Credit column.

Don't try to apply common 1anguage 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.

Normal Balance = The kind of balance (debit or credit) normally expected to
appear in a given category (Assets, liabilities, fund balance, income or expense).

Normal balance for each category is:

Assets = Debit Balance-
Liabilities = Credit Balance
Fund Balante = Credit Balance
Income = Credit Balance
Expense = Debit Balance

To increase a category with a debit normal balance, debit the account.
To decrease a category with a debit normal balance, credit the account.

To increase a category 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.

Assets, Liabilities, 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 vear to the Fund Balance account.

Daily Journals or "Journals of original entry"

Accounts Payable - a journal in which all bills are recorded as received
Cash Disbursements - a journal in which all checks are recorded when
written,(including voided checks).

Cash Received - a journal in which all cash receipts from outside
sources (not an in-house transfer of funds) are
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.

APPENDIX E (cont'd)
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Basic Accounting continued

8) General Ledger - Summary (usually monthly) of Daily Journal activities.

. . . to
Trial balance - Adding of all debit balances in the General Ledger to

9) s;;a}f they equal the sum of all credit balances in the General Ledger.
Result=Balanced General Ledger.

10) Bank Reconciliation:

Balance in cas? accoug;s sment
Plus (or minus) any adjus nents

(service charge, non-sufficient| EQUALS
funds check etc.) made by bank

and not previously recorded in

books.

Bank Statement Balance.
Plus (or minus) any adjustments

made by company but not yet
recorded by bank.

- [ (] . . 1
Reconciliation is very important because it indicates contro
zgecgga% (:11 debits and credits to the cash account have been properly
recorded. ) .

APPENDIX E (cont'd)
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Financial Records

Maintaining financial records are an important part of the bookkeeping function.
A1l source documents (invoices and the like), payroll records, time sheets,

bank reconciliations, worksheets, trial balances, and financial reports should
be kept onfile as part of a permanent record.

The financial section of the filing system sho

to the flow of money in and out of the program
might be included: -

uld include allitems pertaining
. Such items as the following

1) Records of funding contracts- ( by funding agency)
a) copies of financial reports to agency
b) copy of signed contract with budget
¢) 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
) 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

Trial Balances (monthly) from general ledger and adding machine tapes
Bank Reconciliations

Checking account statements and cancelled checks
Time Sheets

T “h
[

3) Federal and state tax forms

APPENDIX E (cont'd)

vy [ adeac ] e Litania

L Yaee | | savan | [ g |

7 O o T



T s I .

S

P oo T

S

D . S

£y

Chart of Accounts

et T

Office Supplies

:
f
E

The'Chart of Accounts Tist the account numbers for all accounts used by a ; L 443 : ~ Postage Andit
program. A sample chart follows: : o 450 E:Z:ifeplng and
: Lo 451
‘ 452 | fﬁﬁ?;:ggi maintenance
of ts | o igi ’ Printing and Reproeduction

Asset = 100's , Fund Mumbers: Unrestricted = 0 A { 456 . : . ;
Liahilities = 200 - 239 CETA = ' ? % - 438 , C????iﬁiig s
Fund Balance = 240 - 299 : 460 u

Incane = 300's . ' ; ‘ 490 Discreticnary
Boenses = 400°'s . ; . .

2ZSETS 100 Cash in Bank - First Bank ; » .
. 101 Cash in Savings : ' '
106 Emloyee Advance . : the tégcry an
107 Petty Cash : , added simol: assigning new cat
120 ‘ Accounts Receivable t ; . New account mumbers can be i g% expense could be assigned a muber
" ; | umsed number. For example an new type S
125 Contract Receivahle i 427—a marber which is not now being used. .
135 : Refundable Deposits _ ; ; . suchas )
136 Prepaid Expenses '
150 Office Equipment f
151 Accoumilated Depreciation cn Equipment !
¥ . ’ i
LIARTLITIES 200 . - Accounts Payable : f P’ (
204 FICA Tax Payable ; P
205 ) FICA Tax Withheld framn employer's paycheck 1 s
206 Federal Incame Taxes Withheld : E
207 State Taxes Withheld :
220 Accrued Payroll Taxes !
222 Accrued Interest P
i
FUND BAIANCES 240 Fund Balance - Unrestricted b
T 241 Fund Balance - CETA : K
. !
INOOME 300 Unrestricted ; }
301 CETA : !
Expenses - 400 Salaries. : ;
405 . Social Security (FI@) )
415 Hospitalization -
420 . Unemployment Insurance
425 ' Travel
430 Ecuipment .
432 Advertising -
439 Interest Expense
; ,
APPENDIX E (cont'd)
APPENDIX E (cont'd) . -

L e s oA e

I L




Income Statement
Period ending 2/28/19__

Income

Grants and donations

Expenses

Salaries
FICA Tax
c'rlospi‘t:a'l'iz.at'lcm
Travel
Supplies
Books,Periodicals, Memberships
Postage
Legal
Printing
Telephone
Rent
Total Expenses

Excess of Income over Expenses

Excess of Income over Expenses

Fund Balance Beginning of Perind
(1/1/19_)

Accumulated Fund Balance

Unrestricted CETA Grant Total

$ 2,035.00 $10,587.26  $12,622.26
$  -0- $ 6,517.48 ¢ 6,517.48
-0- 423.84 423.84

-0- 55.92 55.92 .

9.36 211.00 220.36
©13.40 76.41 89.81
20.00 -0- 20.00
15.00 28.00 43.00
2.00 -0- 2.00
-0- 45.60° 45.60
171.74 461.00 632.74
-0- 143.46 . 143.46
$  231.50 $7.962.71  § 8,194.21
¢ 1,803.50 2,624.55  § 4,428.05
$ 1,803.50 $2,624.55  $4,428.05
98.32 35.81 ‘134,13
$ 1,901.82 $2,660.36  § 4,562.18

APPENDIX E (cont'd)
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Balance Sheet
February 28, 19

Assets

Cash - Chezking

Cash - Savings

Petty Cash
Total Assets

® Liabilities
V " Accounts Payable
FICA Tax Payable
FICA Tax Withheld
Federal Tax Withheld
State Tax Withheld
Total Liabilities

Fund Balances

Accumulated Fund Balances (See Income Statement)
Total Liabilities and Fund Balances

APPENDIX E (cont'd)

$ 3,374.71
2,822.19

25.00

$ 6,221.90

———————————

—————————————

$ 543.24
211.92
211.92
$72.40
120.24

S ——————————e——,

$ 1,659.72

$ 4,562.18

$ 6,221.90

|
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Income ana :kpense Sheet

Monthly Report GRANT
Category Code Budget Month of | Total to Date " Budget Projected Expenses
. Amount Balance Month of
Income 301
. Expenses

Salaries 1400 808

FICA Tax Expense 1406 | 808

Hospitalization 1415 808

Workmen's Compensation 1452 808

Unemployment Insurance 1420 808

Travel 1425 | 860

Operating Expenses

Telephone 1455 851

Printing 1454 121

Postage 1443 728

Office Supplies 440 730

Books & Periodicals 1442 730

Rent 1456 920

Utitities 1460 920

Total Expenses

Date of report

Signed

APPENDIX E (cont'd)
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Sample One-Year Budaget

$38,400

Salaries
Program Director (Jail/Volunteer Specialist) 16,200
Job Specialist , 12,000
Administrative Assistant 10,200
Fringe Benefits $ 4,718
Social Security @ 6.13% of payroll 2,354
Hospitalization @$84/mo/person 1,080
Unemployment 3.4% of 1st $6,000 612
Workmen's Compensation 1.75% of payro11 672
TOTAL PERSONNEL COSTS ‘ $45,062
Travel (.20/miie'and $35 per diem = rate of reimbursement) $ 2,100
Conference travel and per diem . ' 600

$125/mo for 12 months other travel (450/mi/mo + 1 per diem) 1,500

Operating Expenses $ 3,370
Printing @ $60/month 720
Equipment maintenance 150
Office Supplies @ $60/month 720
Insurance (fidelity bond) 110
Utilities @ $50/month for 12 months 600
Rent @ $200/month for 12 months 2,400
Telephone @ $160/month for 12 months 1,920
Books, perjodicals, memberships . 150
Emergency Fund for Participants $70/month 840
Training Supplies @ $180/year 180
Discretionary 100
Contractual Services 1,000

-TOTAL BUDGET $54,588

APPENDIX F
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TO:
FROM:

Public Relations Committee
Board of Directors, '

GENERAL COMMISSION

The Public Relations Committee is responsible to the Board of Directors to assume
primary responsibility for matters pertaining to informing the public on an on-going
basis of the organization's purpcse, changes, progress and successes:'and further

to enlist community involvement in the organization.

COMPOSITION

1.

The ¢hairperson of this committee is appointed by the Board chairperscn.

2. Comnittee merbers are appcinted by the Board chairperson in consultation
with the committee chairperson.

3. The membership shall include a chairperson, at least two ather members of
the Board, and staff ex-offico.

4. Additional members may be appointed (not necessarily members of the Boafd)
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, newspéper.'

4. Develop a speéker'sAbureau and arrange appointments for presentations on a
monthly basis. .

5. Aid staff in designing newsletter format.

6. Conduct special events.

7. Gather information with regard to criminal justice system, volunteerism,

for use by Board and staff.

APPENDIX G




TO: Executive Committee

FROM: Ecard of Directers, ' ' | | [:
: [j
GENERAL COMMISSION

|
E
|
d Board meetings. The - k
i i i tween regularly schedule
of emerEen e lnterlTlp;:iZdaneexercise the authority of the Board of Directors ]
a

i ittee sh ; onsibility and
Exec9glgetgéimzzz§ authority shall pot operaté to circumvent the Tesp Y
provide a

|
i
Y-LAWS.
authority vested in the Board of Directrors by the ARTICLES and B [1
|
COMPOSITION L EX
o |
The Executive Committee shall be composed of the officers of the Boar ;
a Diiectors and the chair of each standing comittee. | . . %
' . : d/or
’ - .mittees, at-large members, an {}
ns such as chair of ad-hoc corm e |
. ggzirogzzi:rs may be appointed at the discretion of the Boér |
. Committee. .
3 The Executive Director iz ex-officio member of the Exe;ut;ve o . E;
RESPONSIBILITIES . E‘
the Executive Director ot - . |
£ the Board Chairperson OT : |
o Resp:zic;omzziiiziltzhaeal with special problems between Board rweetings .
emer : |
he
to review general work of t E
1 the Board Chairperson meet . P ;
2 tﬂiziiigzetizgaziish the agenda for the Board meetlng, and supervise - .
organi: ’ | . i
work of committees. i}
3
8

APPENDIX G (cont'd)

TO: Nominating and Personnel Committee
( FROM: Board of Directors,

GENERAL COMMISSION

The Nomination Committee is responsible to the Board of Directors to assume primary
responsibility for matters pertaining to persons and staff, the selection and
management of human resources on the Board and staff.

COMPOSITION

1. The chairperson of this committee is appointed by the Board chairperson.

2. Committee members are appointed by the Board chairperson in consultation 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 necessarily members of the Board)
as needed. '
I/
* RESPONSIBILITIES

1. Review present Board considering breadth of skills, talents, perspectives and
the level of participation by each member; so as to guide nominatiomns.

2. Nominate for Board service such candidates as have real contribution to make

and are committed to serve 1f elected.

Poll the Board annually as to the areas of Committee service each is best skilled
fo; ard interested in.

»

4. Evaluate the work of the Executive Director annually.

Serve as ‘a search committee in the event of a vacancy in the Executive Director
position.

Prepare proposed personnel policies for adoption by the Board.

7. Hear grievances ffom staff members if unresolved by the Executive Director.
8. Recommend’ salary schedule annually to the Finance Committee:
9.

Provide orilentation and training for Board members.

APPENDIX G (cont'd)
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. TO:
( FROM:

Program Development Committee
Board of Directors,

GENERAL COMMISSION

The Program Development Committee is responsible to the Board of Directors to assume
primary responsibility for matters pertaining to creation ard evolution of services

provided

COMPOSITION

The chairperson of this committee is appointed by the Board chairperson.

2. 'Committee members are appcinted by the Board chairperson in consultation 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 (mot necessarily members of the Board) as
needed. '

7
‘\ !
RESPONSIBILITIES

1. Establish an annual plan which includes: what will be done, how it will be
accermplished, who is responsible for deoing it, the target date for accomplishing
it and the resources (people, space, dollars) required.

2. Monitor service delivery as it relates to any contract(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 prograrms.

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 participatien . and d)record-keeping.

APPENDIX G (cont'd)
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TO: TFinance Committee

FROM: BPBoard of Directors,

GENERAL COMMISSION

The Finance Committee is res
respens1bility for mattrers pertaining
penditures, budget and fiscal control.

ponsible to the Board of Directors to assume primary

; to fund-raising, investments, capital ex-

COMPOSITION

The Chairperson of this committee is appointed by the Board Chairperson

2. Committee members are appecinted
ed b
¢ tne sitee men Chairpersgg. y the Board Chairperson in consultation with
3. Membership shall include & ci :
airperson, the treasurer of th i
of 2 other members of the Board of Directors, and staff ex-:fgizig’ # minimm
4. Additional members ma b
o Yy be appointed (not necessarily members of the Board).as
" RESPONSIBILITIES
1. Draft a recommended aqqual budget for adoption by the Board of Directors
2. Review monthly financial reports,
3. Prepare plan for generating re
i
imprenencing thatoior: g required income for the year and participate in
4. Approve budget alternati i
spprove b ves during the year and make report/recommendation to
5.

Other related tasks as méy be assigned by the Board.

APPENDIX G (cont'd)
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JOB DESCRIPTIONS

Program Director (Volunteer Coordinator)

Responsible for implementing policy and conducting an effective program.
Supervises staff and volunteers. |

Recruits and screens volunteer applicants.

Coordinates periodic basic training sessions for volunteers.

Conducts monthly "féed-back“ gathérings of volunteers.

Matches yo]unteers with offenders.

Liaison person with jail management and court personnel.

Ma1nta1ns friendly relationships with community organ1zat1ons providing
special services to offenders.

Administers public information program.

ADMINISTRATIVE ASSISTANT

Assists Director with volunteer screening and training (makes appointments,

makes arrangements for training facilities, ensures that all necessary
material and equipment is available, etc. )

Assists Director in the preparation of public information materials.
Provides preliminary information to prospective volunteers and others;
Keeps administrative and financiaiefi1es and records.

Provides secretarial support.

Acfs as local purchasing agent and maintains supplies.

Other duties as designated by Director.

JOB SPECIALIST
Provides liajson with Employment Security Office.
Conducts employment component of the volunteer training.

Develons job openings and promotes the hiring of ex-offenders.

Counsels part1c1pants and their assigned volunteers in relation to job market

and emp]oyer .5 needs.

Serves as liaison with employers of participants.

Obtains data pertaining to employment of participants as to hires, duration of

hires and job ladder progress.
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( VOLUNTEER REGISTRATION

) DATE
;AME

'OME ADDRESS

} PHONE
[USINESS ADDRESS PHONE

!
I
?A'I'E OF BIRTH

SEX

fr
¢
:
&
|
¥
i

ELIGION

UMBER OF CHILDREN LIVING AT HOME

OHE (INCLUDE SPOUSE)

TGHES'I' SCHOOL GRADE COHPLETED .

:

g

ANY OTHER FORMAL EDUCATION OR TRAINING?

MARITAL STATUS (CHECK ONE)

0O Never married
O Married

O Widowed

0 Divorced

O Separated

NUMBER OF OTHER FAMILY MEMBERS LIVING IN YOUR

i I
: {
\

d

RESENT JOB (INCLUDE BRIEF DESCRIPTION OF DUTIES)

AVE YOU DONE ANY OTHER VOLUNTEER WORK?

IF SO, WHAT KIND, FOR WHOM AND WHEN?

(PLEASE DO NOT WRITE BELOW)

PR 2




HAT HOBBIES AND RECREATIONAL ACTIVfTIES DO YOU ENJOY?

/i

Y

B yub v .

AT ORGANIZATIONS DO YOU BELONG TO? (FRATERNAL, CLUBS, CHURCH GROUPS, SPORTS TEAMS,
'OLITICAL, ETC.)

haren:s ’.

IL.I. Y.'OU PARTICIPATE IN OAR DURING THE SUMMER MONTHS? YES NO.

¢ are interested in your ideas 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 wmany of these

lews as seem reasonable. Please state your views frankly at the bottom of this sheet.
f you need to, use & separate sheot. '

LEASE LIST TWO PERSONAL REFERENCES

NAME ' ADDRESS /PHONE NUMBER

LOv, SHEET

OFFENDER . iutikh

. have read the OAR leaflet. I do want to serve as a volunteer to help offenders help.
‘hei lves. I am prepared to receive training and to devote ﬂ:! hours monthly to this
'urpose for one year. I will hold OAR blameless 1f I incur injury incident to my OAR work.

I0TE: It is part of OAR procedure to make appropriate checks on the suitability of any new
rolunteer for the responsibility of work involving offenders. We trust you will understand
:his in the spirit intended. Any checks will be made in a manner designed not. to cause you
rmbarrassment and will be kept in confidence.

(SIGNATURB OF VOLUNTEER)

Please understand that your obligation as a volunteer includes attending
monthly fdécedback scessions and scnding monthly action sheets. Your
committment to your offender does not cease when your offender is relcasecd
from jail. That is often when you will be needed most.

CTINL ST ' COMMENTS o
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‘ OFFENDER REGISTRATION . : i . 3¢ do you lihé to do whan not working?
H
, o
. . DATE INTERVIEWED t E
VOLUNTEER ASSICNED . DATE ﬁ Any past croubles with the law?
: ‘
What i{s your nane? J; ; E
Your home address? Phone 3 §
: Planning ! i E
How loung? - :::' In communicy? ?::' te stay? ‘°:' : Present charge?
. . b 7€ hd ’?i ;
) . 1 | . Bond:
: i | Your scatus: ond: E
When were you borm? ‘ ‘ : 2 T Has it been set? yes no
; 4 L Avaicing crial How much? §
Male Married Black P Awaiting sentence Y{1l you make bond? pe .
Female Never Married White Lo Awaiting appeal . . ——Jno E
Widowed Oclier * i . _Serving time How lomg? ______ (froa today) e (Tocal) —
Divorced ~ i i ' '
Separated : i- Lawyer E
Who do you live with? . . : Spouse Children ;, ] Do 'you have any wedical problems (for example: eyes, ears, dental, drug or alechol problems)?
' ' Parents Ocher : . - ‘ ‘

Address

Phone

Family situacion (health, financial, etc.)

. > . . . . E
. ,/ g .
—-— - o
* )

y . : Do you have a plan for cthe future? yes no I1f yes, pléase discuss your plan:
What is cthe highest school grade you completed? : Any other formal educagion : - . . : .

or training? v : ;

Interesced {n some adulz educaticn while in jail? yes no | . . E
) ' ' ’ . e S . \Uhat kind of volunteer do you prefer?
What kind of work do you do or what kind or work did you last do? f R i .
N - ) | Older? Same age? Male? Female? __ Blaek? _____ Whi tcE
A B — - - e R— e————
: L Why? .
------- DG A D S D D D S ek AP R T YD dp D R R .--_,-----—-----.---‘--------------._----‘-----------. l M
YES CHARACTERISTICS [NO Nocess ? { Do you have any other commencts? . E
H;s abili:y and Hillingncss to i ‘ E . :
cormunicate L . " \ E
1s concerned abou: o:hers - B ‘ I

’Resoonds to raise ’ ~ ] :
1 ‘ 1
(‘hous maturicy acts his age .

i : o INTERVIEWER
’P‘u.n:ains _self-respect. ] | ' o

N i’y
lﬁas outside recreational interests, :

‘Has positive atritude toward

( ‘ocietCy

-

Is relaxed,ac case with others B v § ‘ : o D
———1Has olans for the future , ‘ ' ' APPENDIX I (cont'd)
| Has suooorc of family APPENDIX I (cont'd) | . : H
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MONTHLY ACTION SHEET Month
- Date Filed

™

VOLURTEER

Fi(. _ <R

le this Ac:ion‘Sheetrby the Sth of the month. Pencil is OK. Check ALL BLOCKS THAT APPLY agi -
clude NECESSARY REMARKS .

OFFENDER'S LOCATION
[:j ' . Jail *
[:]Othc: Institution ‘

[:]Residence
[:]Unk;byn

MARKS:

Jailed ‘5. FEETC N
Employed Full Time -.;","-\i;pﬁf"
Exployed Part Time L i

B§

|

3. OFFENDER'S ACTIVITY IPUN B
B

Zxployer

Occupation
Seeking Work
School -

School

CoUTEe

{

Other
FEMARKS 3

. OFFﬁﬂDER'S LEGAL STATUS

4. ASSISTANCE PROVIDED
.[:]'A"‘iting Trial on [:] Prequent Visits (more than 3x in |
o (dace) 4 weeks) ‘Ex
Awalting Sentence On i

———————

Infrequent Visits (EXPLAIN)
Case Continued until .

‘ 3 Offen-B
eil Negotiated for services on E
servin cng:n;:O;:CiOR der's behalf {attach copies if
In custody of OAR Volunteer possible) .
E%%Post Sentence since ‘ EE] Assisted Offender's family
' . Other
Ocher REMARKS®
REMARKS

[§5: SEZRVICES PROVIDED: By
i Volunteer/Agency Name

o

Telephon:‘

Job Placement N
E Education or Training . " s

L(‘ 1 Ald ,4?§$4f
:Bail ) T 5
fHousing : ——— —

Financial T i ﬁﬂf. ~ «:
Tuition - e - Ti

Key Contact

"IMedical or Dental
" Food
| clothing

‘Transpor:aéion

! Other

| REMARKS 3 -
|
L

§6. PROGRESS THIS MONTH--1 believe he or she has progressed toward or regressed from the goal o!f

%self-centrol, self-respect and the ability to cope, this month, as follows:
}

¥
4

; = .
%7.Q.,ANS NEXT MONTH 8. OTHER REMARKS:
E' Continue szme assistance and services

Will contact OAR for special help

| Director: Please call to discuss problem:

* (phone) day eve.
Offender succeeding. OAR should terminate as ‘ ' '
[:] of (date).’ ot

[:] Please assign new Offender. } . |

TR
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NATIONAL INFORMATION CENTER ON VOLUNTEERISM P.0.Box 4179 Boulder CO 80306 303/447-0492 (:}

Want to see how you're doing?
take the temperature of your program.

VOLUNTEER PROGRAM

SCORECARD

0

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 ré sure it's true for you .

Place one check on each line 1f you're uncertain or if it's only partly
true . . D

Leave the 11ne blank 1f 1t s not true for your program e e e e e e e e

Please be sure to look at all questions.

Y
v

PLANNING

1. Spent at least three months planning our program, before it started, care-
fully consulting all relevant people . . . . . . . e

2, During this time we looked into at least three aatlonal publlcatlons on the
subject

-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 . . . R e N N T

5. At least balf of our volunteers are personally and con51stently involved
working directly with clients. . . . .. e .

6. Definite plans or efforts to involve new types of peOple as Volunteers
minority, younger, older, poor, etc. . . . .. . .

7. Before accepting volunteers we use and study a volunteer bachround regis-
tration form . . . s e e e e e e

8. Each volunteer is 1nterv1ewed at least onre before acceptance - .

9. Each volunteer is interviewed at least twice by different people . . .

10. At least half of the clients we think could benefit from volunteers have
them .

ORIENTATION AND TRAINING

11. Requlre at least five hours volunteer orientation before assignment. .

12. Top management and/or regular staff are closely involved in volunteer
orientation, . . e o 4

13. We have in- serv1ce tralnlng meetlngs monthly or more often e e e . . e _

14. Films and/or tapes, and/or slide shows, and/or role plays used for at least
25% of the total traxnlng time . . . . .. . e .

15. Each new volunteer receives and keeps a wrltten or1entat10n manual e

16. Systematic effort to orient staff to working with volunteers .

-11-
APPENDIX J

. . 3
Below are some representative questions to help you E
Of course, not all questions .are equally rele-

§

17.
18.

i
20.

21,

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. . . ¢« v & + ¢ ¢ ¢ o « o &
In addition to intuition, we employ specific compatibility criteria such
as home location, interests, sex, age, etc. .
Volunteers sign or explicitly assent to a work contract of specific time
commi tment 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 wecks after the end of pre-service training.

22.
23.
24.
25.

26.

- 27,

~area, in the past year. . . . . . . . . . . .

THE VOLUNTEER COORDINATOR

We have a regular position of Volunteer Coordinater or Director . . . .
He or she feels he has enough time to do the job adequately .
Volunteer Coordinator is suitably paid. . .~. . . + ¢ . ¢ v ¢ ¢ ¢ ¢ i v o« &
Our !olunteer Coordinator has attended at least three days of training
institute-conferences, also has read at least 150 pages in this specific

Our Volunteer Coordinator has an office near other staff and is regularly
invited to attend staff meetings at the supervisory level . .. . . . . .

Not more than 40 volunteers for each direct supervisor of volunteers. . .

2f

29,
30.

31.

32.,

MOTIVATION - INCENTIVE

Each volunteer has an I.D. card or lapel pin or other suitable agency
identification . . . . . .. v i vt i e 6 s v v e e e e o« e e e e
Certificates and/or volunteer recognition meeting at least once a Yyear.
Regular or supervisory staff are also recognized for their leadership
role in vOlunteeTr PTOZTaMS. . « ¢« + « « o o o o o o s o o o o o o o o o o »
Volunteers have a desk or other designated place to roost at agency . .-
Provision for good experienced volunteers to move up in responsibility
and status as volunteers, e.g. head volunteer, volunteer advisory board,

etc. . . ® s & ¢ o s e & e o e v . o ¢ "8 . s & & e e e » 8 e s @ e .

At least one of our ex-volunteers is now on regular paid staff. . . . . ..

Of volunteers who complete training, at least two-thirds are with us at
the end of a year (or their assigned hitch) . . . . . . ¢« ¢ ¢ ¢ ¢« ¢« v o o'

At least a third of our new volunteers are brought in by present volunteers

IRIIn]

RECORD-KEEP ING, EVALUATION ,

Within five minutes, we can tell you (a) exactly how many volunteers we .
have, and also(b) for any individual volunteer, current address, job and
assigned client, if any . . . . . « . o o o0 00 .., C n e e e e e e s
Volunteers are required to report at least once a month by phone or by
report form and we enforce this . . . ¢ « ¢ ¢ ¢ v ¢ ¢ ¢ o 4 . « e e e e
At least twice a year we systematically ask regular staff what they think
of volunteer programs . . . . . . . e e s 4 4 e s e e e e e e ve e s
Ditto, both volunteers and cllents, what they think . . . . . ¢« ¢« .+« . .
Generally, volunteers are actively involved (e.g. advisory board) in de-
cisions regarding their own volunteer program ., . . . « « « « o o« = o o o &

We have a regular statistical-evaluative component supervised by a pro-
fessional in the area . . .
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‘48. At least one of those is not deliberately requeséeé gy.u; .

NAME DATE

NICOV 3/77 BFS - 1

BUDGET, FINANCE

42. We prepare a regular, carefully considered budget for the volunteer program

43. We keep good account books and formal records on the program. e

44. AF least one-half of our volunteer program funding is from local sources
(including below) . . . . . . . . e e e e e e e e e

45. At least one-half volunteer program funding is incorporated in regular
state or local agency budget.

L

|

PUBLIC RELATIONS

%% B

46. We have a newsletter for our volunteers, monthly or bi-monthly.

47, Ma@n (?r only) local newspaper has at least three favorable articles or .
editorials on volunteer program, each year. '

49. cRegular staff invited to talk on our program in town at least 10 times.
2 YeaT. . . . v e e e e e e e e e e e

50. Agencies or organizations in similar service areas have expressed approval
of our volunteer program. ' :

L

o Ao OO o, IO . IO ... N . O = R I " ™™ |

SCORING YOURSELF: JUST COUNT THE CHECKS. Total Volunteer Program Score = [ ]

ORGANIZATION

Yoeur comments are welcome. '

ke |

o T

r

A. SCORECARD FOR VdLUNTEER 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 exhaustiye enu-

meration of all standards are presented. .

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, bhut 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 pvoints is cause for concern. Also, Scorecard can be used to design
a training session for 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 seriional 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-
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NORMS FOR TOTAL SCORES Ejg 1 Scorecard is divided into nine sections covering major volunteer pro-
. ) : 5| : ram management functi i ; .
< "Raw Score" taken directly from You are higher than § } ( g _ s . ctions such as Planning, Recruitment and Screening, Ori-
o Scorecard as per ins‘tructions: aprroximately: é « entation and Training, etc.
2 f < |
0 -25 5% of programs [3;
26 - 32 10% ; i After tallying each section of Scorecard, locate your raw score in each
gg = 2; . ' ;2: [? % section of the followlng grid and circle it; connect the circled scores with
43 - 46 25¢ - : straight-lines. The resulting line graph will allow you to visualize the
- * :
gz :g . gg: [2 ; strengths and weaknesses of your program, and areas of needed development.
53 - 55 . 40% . |
56 - 57 45% : f
58 - 59 50% Ei ;
60 - 61 55% : "
62 - 63 ~ 60% : :
64 - 65 . 65% E§ |
66 - 67 70% | |
€68 - 70 . 75% i i
71 - 73 80% | !
74 - 76 85% E |
77 - 80 90% !
8l - 84 95% |
85 - 100 You are in the top 5% f‘
/
( f
NORMS FOR TOTAL SCORES OF 50 - €5 |
Raw Score You are higher than
approximately: .
50 30% of programs
51 . 33y
52 35% l
53 _ 37% g
54 : 38%
55 40%
56 44% ﬂ
57 45%
58 48%
59 50% E f
60 53% ' ;
61 55% ;
62 , ' 59% :
63 60% E
64 63% ;
65 65% ? |
: 4
( (
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CHAPTER V

TOP MANAGEMENT CHECKLIST
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Leave the line blank if it's not true foryou. . . . . . + « « v ¢« « ¢ . .

Natlonal Information Center On Volunteerism, P.0. Box 4179, Boulder, Colorado 80306

TOP MANAGEMENT SELF-CHECKLIST IN REGARD TO VOLUNTEER PROGRAMS

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 equally relevant to all agencies and organi-
zations. We ask you simply to "translate" each question as necessary into the terms
most relevant tc yodur own organization.

Please read each statement below and then mark 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 . . . . . . . /v
Place one check on each Iine if you're uncertain or if it's only partly true . - 7

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

s
(-‘a

volunteer program now, or its beginnings, answer according to how you actually operate
now in regard to that program.

1. We have a volunteer program now in our agency.

2. I prefer to have volunteers incorporated as unpaid workers within the agency,
rather than as a semi-independent auxiliary outside it.

3. 1 believe volunteers should be involved in every part of our operations, work-
ing with all paid staff. I do not believe volunteers should work primarily’
and only for the Director-Coordinator-Supervisor of volunteers.

4. We can handle volunteer insurance and liability considerations without much
trouble.

5. Volunteers do well enough handling confidential materials. I don't see that
is a matter to be particularly concerned about.

6. I'm confident we can attract all the good volunteers we need.

7. Volunteers can be found to help with professional level tasks, as well as more
routine ones.

8. The vclunteer coordinator's or director's office is adjacent to and/or incor-
porated with those of the rest of staff.

9. The volunteer program coordinator or director has his or her own secretary or
. support person.

10. He/she has funds to purchase and/or print volunteer training aids and mate-
rials amounting to at least $10 per year per volunteer,

11. 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.
15. Reimbursement of some work-related expenses for volunteers.

|

|

16. Banquets, certificates, and other incentives.

|

A_____17. I1f 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 ihe
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 appropriate 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 a2s a minimum, entry into their work records of their
supervisory training and experience with volunteers, plus provision for clear
and explicit recording in any 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. 1 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 also 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 to ten ‘appearances a year.

28. Participate 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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31. ire coord;
1. Our dlrectpr of coordinator is 2 paid person

32. His/her salary level is

—_— that : ‘
2 in our agency. °f 2 supervisory and/or highly skilled per
; 33. Hi e
" s/her level in administratjve status is sy
( —__34. He/she Tegularly attends and perseny.
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38, Our coordinator-d;
he/she .does not spend
Telations, or the like

piv—=""+ ¥e plan to have event

ber in the agency on ually at least five v

organization,
44. We have this ‘ratio or better n

- 45, ; Plan to have at
in administration.

olunteers for every paid staff mem-
ow,

47. I myself am
| M presently a re
at least five hours a montﬁ?.

48, Eventual}
Y Y I would definit i
tients) involved as volunt:iisllke

to se i
4 e some of our clients (consumers a
——49. They are now, | -

.

§ TOTAL SCORE

Signature (Optional)
(  ition ' ' Date

——c—

_ Organization
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A. TOP MANAGEMENT CHECKLIST

The Top Management Checklist is designed for the administrater 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. 1In
many cases, volunteer coordinators have found that this form can be

administered to several levels of management in the same organization.

Tﬁe Top Management Checklist is meant to get a reading on specific
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 will 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 commitments necessary
from them, the program should not proceed until they do have these. 1In
fact, administration and discussion of this form may help start this pro-

cess of understanding and commitment.

B. SCORING

-Simply count the total number of checks and record. This total is

considered the "raw score."”

C. NORMS

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 £ind particular questions more significant for

their programs than others (for example questions 45 to 50).
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NORMS FOR TOP MANAGEMENT CHECKLIST

If your Top Management Checklist

raw score is:

35
41
43
50
52
S4
56
58
60

65
67
71
73
75
79
82
84
100

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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While portions of this document
are illegible, it was micro-
filmed from the best copy
available. It is being
distributed because of the
valuable information it
contains.

National Institute of Justice
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Washington, D.C. 20531
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5.’ What are _some. of the mam' sat:.sfact_;ons ‘you 're gettmg .from your volunteer work

What do you see as soiﬁe of the good th:.ngs about t}us volunteer program now" C
What do you see ‘as some of the thmgs that could be 1mproved" ‘ . N
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’fl@._ Has anyone in"the: organrzat1on ever asked you before
o, teer program’ (Please check the closest to r;ght fbr you )

~When your present term or year of volunteer'serv1ce 1s up,: :
agaln or contlnue for another term’ (Check one,. Please ).

AR

Yes, def1n1te1y D lf{“, General mentron mlght not have been strong recommendat1on

Cetn e— e - . .

No, not really U‘"f_..i

13. For thlS volunteer program, would you please ‘rate each of the things below on a

scale of 0 to 5, using the followrng key

{ 0 = really doesn't exist . ) _ o
1 s exists, but poor . v SRR R RN
T 7 208 feir . R -
3 = average . R g
) 4 = good o .
5 = excellent.. g .o .. . -
Tralnlng of volunteers 1n thrs program. fwe oo 01002 3 4.5 -
Acceptance and support of volunteers by staffr~" 0 1 2 3 4 5
Recognition given to volunteers: 0o 1 2 3 4 5

Volunteers are trusted to do important things: 0o 1 2 3 4 5§

14. Any other comments you'd care to make would be appreciated.
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\ .ignature (Optional) Date

_

VOLUNTEER PROGRAM

PR

"*Count of separate units wlll be somewhat judgmental here.

e

TR TR e i "a:*
prOQIam leaders D~
o3 2

s,

\. *r.

 The” form should be

"3 e-ﬁt,g,.t o

AR I

not.included in the scoring index below._iu

-t

0-3 mos. -0 points, 4-6 mos., 4 i.-'

Question 1-
E o ':5 2-5 yrs. f 8 po;nts,

Total hours less than‘z = 0 points, 3~5 hrs;'-~2 6-10 [Tl
hrs. = 5; 11 or more total hours = 7., If ratio for total -~
_hours/"hours fillrng out reports is more than 5 to 1,.~. -
'add 3 points.- . R R e

3 or more frustrations = o pornts, 2 frustrations --3»‘ R
only 1 frustration = 6; no frustratzons or "none" = 10, T

.-x

No good things listed or "none® = 0 points, 1 good. th:ng - ;l u.f
" 3;02 good thrngs lxsted = 6; 3 good thrngs - a 4 or more. ing

~a

(a) = 0 pornts, (b) - 5 points, (c)

..-.- megame L eeest -
- M M .'- B -

f'lo points.

(a) = 10 points; (b) = O points; (c) = 5 points. L
- (n) =10 poxnts- (b) = 5 points; (¢) = 0.points, - 1~~;~' - ?i
L ;31‘ ‘Add total of poznts czrcled in all four items, RAnges .
e from 0 - 20. - - - - ! .

B T e et .. - . .
- R . . - e -

.Total number of points (raw score)-‘
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STAFF REACTIONS TO VOLUNTEER PROGRAMS
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* 'NATIONAL INFORMATION CENTER ON VOLUNTEERTSM,P.0.Box 4179, Boulder, (0 80306 303/447-0492

STAFF REACTIONS 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.

How long have you had any sort of contact with the volunteer program?

How much time during an average week are you in any sort of contast with volun-
teers? - - hours.

What are the main different things volunteers do directly under your supervision? '

What do you think is the best way of organizing volunteer programs for your
agency? (Choose the closest to right for you)

a. In an organization of their own, as a separate auxiliary.
b. Integrated w1th1n the agency as "unpaid staff". -
c. Undecided.

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 want? (Choose the closest to right for you)

One volunteer to S0 or more clients.
One volunteer to 20 clients.

One volunteer to S clients.

. One volunteer to 2 clients.

One or more volunteers for every client.

®pooe

Could the agency now use:

a. More volunteers?

b. Fewer volunteers?

c. About' the same number?

What concerns you more about the volunteer program? (Check one in each line)
a. Insurance-liability -or- b. Volunteer training

a. Volunteer turnover rate -or- b. Spending too much time with volunteers

What jobé, if any, could volunteers usefuily perform that they don't now?

-30- _ '‘APPENDIX J (cont'd)
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Could any jobs volunteers now perform probably be done better or more efficiently
using paid professional or paraprofessional paid staff?

BFS - 2E.

What are some of-the things you see as partlcularly helpful in the volunteer pro-
gram?

S B~ R R - R

What are soie of the things that could be improved?

What are the best ways.of 1nvolv1ng volunteers in your organization or agency?
(Choose one on each line)’

a. ‘Working directly with clients  -or- b. Administrative AUties
a. Serving as individuals -or- b. Serving as groups
13. Were you ever a volunteer in a service area similar to the one you're in now?
Yes 0 No O
14. Any other comments or suggestions you'd care to make would be most welcome.
Signature (Optional) D;te
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STAFF REACTIONS TO VOLUNTEER PROGRAMS

This form is designed for paid employees who work directly with vol-

unteers; for example, social workers, nurses, probation.officers, and

teachers.

program:

The form assesses paid staff's impressions of the volunteer

levels of understanding, commitment, and satisfaction. If used

regularly, it should help the coordinator .identify’ the initial stages of

staff resistahce, while the problem is still manageable. This form can

also aid in reorganizing the program towards staff heeds.

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 reported divided by 2 and rounded to next
highest whole number. Thus, if 7 hours is reported =
34 points rounded to 4 points; ‘20 hours = 10 points,

(1) 0 listed = O points; 1 listed = 1 point; 2 listed =

3 points; 3 or more = 4 points.

(2) For every one of first three which appears responsi-
ble, add 1 point. '
(3) For every one of first three invelving direct signi-
ficant contact with clients, add 1 point.

(a) = 0 points; (b) = 10; (¢) = 5,
(a) = 0 points; (b) = 2; (c) = 4; (d) = 6; (e) = 10.
(a) = 10 points; (b) = 0; (c) = 5.

(a) = 0 points; (b) = 5 (line 1).
(a) = 5 poings; (b) = 0 (line 2).

None listed = 0 points; one = 3 points; two = 5; three =
8; four or more = 10,

0 or "none" = 10 points; one = 5 points; two or more = 0.

None = 0 points; one thing listed = 3 points; two things =
5; three things = 8; four or more things = 10.

(a) = S points; (b) = 0 (line 1).
(a) = 5 points; (b) = 0 (line 2),

Total number of points (raw score)
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C. NORMS

’

The norms for the Staff Reactions to Volunteer Programs 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:

0 -
40 -
46 -
48 ~
50 -
52 -
54 -
56 -
58 -

60

61

62

63
64 -
66 -
69 -
71 -
73 -
76 -
80 -

39
45
47
49
51
53
55
57
59

65
68
70
72
75
79
100

You are higher th#n
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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NICOV 3/77 : o BFS -. 6M
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.

e B

CHAPTER VIII

"YOU HAVE A VOLUNTE'ER. = WHAT DO YOU THINK?"

Place two checks on each line if you're sure it's true for you . . . . . . . . . Vv
Place one check on each line if you're uncertain or if it's only partly true . .
Leave the line blank if it's not true foryou. . . . . . . . . . . . .

FEEDBACK FORM FOR ONE-TO-ONE CLIENTS

Please be sure to féad all the questions.

[

. My volunteer is easy to talk to. . . . . . . . . .

. 0 . . e . * . .

My volunteer listens to what I have to S2Y . o ¢« ¢« ¢« ¢ 2 « o ¢ & o o« &

Most of the time my volunteer can find good answers to the questions I ask .
My volunteer uses plain words I can understand. . . . .

My volunteer feels free to ask for help fromme. . . . . . . . . . .. ...

O H N e

. My voluniteer respects me and wants me to be my own person. My volunteer doesn't
expect me to be just like him. . . . . . . . . . .. .00 L

7. My volunteer understands me even when I don't agree with him . . . . . .
8. My volunteer is not too strict or too hard withme . . . . . . . .. ..
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. . . . .. . . . .. .00 0 .

12. I trust my volunteer with my personal feelings . . . . . . . . . . . . .

13. I know how to reach my volunteer whenever I need him . . . . . . . . . . ..
14, I'm willing to help my volunteer by doing things he thinks I should do . . .

15. I never let my volunteer down by missing meetings with him . . . . . . . . .

16. I have at least one friend who would like to have a velunteer like I have.

17. My volunteer is not too easy WIth me . . . & v ¢ 4 ¢ o o ¢« o o s o o o o o
18. My volunteer calls me on the telephone at least two times a week . . . . . .
19. My volunteer does not miss meetings withme. . . . . . . . ...

20. If it were possible, I would like to be a volunteer myself . . . . . . . .
21. I think my volunteer has helped me . & & ¢ ¢ ¢ ¢ 4 v ¢ o ¢ ¢ ¢ o o v o o
22. I really like my volunteer @s @ PETSOM . &+ « « « o+ o o o o o o o o o o o« o

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

NERRRRRRRRRRRANY

25. I think my volunteer really likesme . . . . . . ¢ o v v v v v v v v o v v
26. My volunteer has met my family and friends . . . . . . . 0 0 0 0 0 e 0 .

27. My volunteer doesn't use "psychology' on me. .
"APPENDIX J (cont'd) :
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NICOV 3/77 -
National Information Center On Volunteerism, P.0. Box 4179, Boulder,

¢ ‘ YOU HAVE A VOLUNTEER - WHAT DO YOU THINK?

" We'd appreciate your help. We hope you'il give us your ideas on how the
gram can be made better for all of us. We'll be glad to keep your answer
-only; you-don't have to sign this unless you want to. Thanks a lot.

ésé What are some of the gdod'things.your volunteer does that help yqu? BFS - 6F

Colorado 80306

e P TR

volunteer pro-
S as yours

P

Place two checks on each line if you're sure it's true for you

Ce e WY
- . i L Place one check on each line if you're uncertain or if it's only partly true. . ., Y
29. What are some of the things your volunteer dges that maybe don'? hé}pf?% mucﬁ? T , g Leave the line blank if it's not true for you . . . . .. .. .. . cee e e e

g Please be sure to read all the questions.

. My volunteer is easy to talk to . . . . .

. My volunteér listens to what I have to say.

1
2
3. Most of the time my volunteer can find good answers to the questions I ask. .
4. ﬂ; volunteer uses plain words I can understand.
5
6

Ny

. : ?
30. What ave some new things your volunteer could do that would be good? . My volunteer feels free to ask for help from me

VI . B A SIS R 0 T i I 25

- My volunteer respects me and wants me to be my own person. My volunteer doesn't
 expect me to be just like her . . . . . . . . . . . c s e e e e e

7. - My volunteer understands me even when I don't agree with her,.
8. 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 . . . .
lj

] ; 11. My volunteer and I have gotten together with other velunteers and people they

. . 1,) Date " f *“ work with . L] . L] L 2 L] * L[] L] ® L] L] L] . ® L] L - L * * LJ - L] . - * L ] * L] L ] . » L]

Signature (Optiona § 1 12. T trust my volunteer with my personal feelings, C e e e e e e e
. ; ] 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 hy volunteer down by missing meetings with her. .

EEEEEEEEEETE LT T

’ 16. 1 haQe 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.
18. My volunteer does not miss meetings withme . . . . . . . . ... .. .. . o

20. If it were possible, I would like to be a volunteer myself,
21. 1 think my volunteer has helped me. . .

22. I really like my volunteer as a person,

23. My volunteer has helped me solve problems . . . .

24. T 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 . . .

.36-  APPENDIX J (cont'd) (. ) . ~37- AMArUIA Yy s 7
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28. What are some of the géod 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

APPENDIX J (cont'd)
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A. FEEDBACK FORM FOR ONE-TO-ONE CLIENTS

This form is designed for clients, patients, and 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 toAbe honest and use-
ful. It is important to be sure the client is not handicapped by language
or reading problems; if so, the form should be read aloud or translated,

with responses 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 volunteer (BFS-€M) and one for the client with a female volunteer
(BFS-SF); separate forms were developed in order to avoia the somewhat
confusing "his/her™ designation.

B. SCORING

Simply count the total number of checks and record. The three open
questions can provide useful information too. Since this form is newly

revised, no national norms exist at this point.

¥



CHAPTER IX

CHECKLIST FOR BOARD MEMBERS
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NICOV 3/77 ‘ , | oro = ici
NATIONAL INFORMATION CENTER ON VOLUNTEERTSM, P.0.Box 4179, Boulder,CO 80306 303/447-0492

CHECKLIST FOR BOARD MEMBERS

This checklist is for unpaid (volunteer members of boards of non-profit organi-
zations. A sampling is presented of conditions considered desirable for optlmum
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 moré 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.

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 . . . . . ¥/
Place one check on the line if you're uncertain or if it's only partly true . 7
Leave the line blank if it'S not true o o . e o . s & e & e & e o o e s o a

A. MISSION AND ROLES

1. The mission, purposes, and goals of the non-profit organization are clearly
defined and are in wr1t1ng I understand them completely. . . . . . 3. . .
I fully support the mission, purposes, and goals of the organizations, as
Tunderstand them. . . . . ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o o o ¢ o 0 o ¢ o s o s s o o
3. 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 MOt dO: + « v o o « « o o o o s o o s o s o o o s o o s o o o o s oo
4. I know exactly what is expected of me personally on the Board: my role,
responsibilities, and "job description" as a Board member. This role was
fully explained to me prior to my joining the Board. . . . . . e s e s ele s
5. TI-think my role on the Board is appropriate in terms of my background,
experience, capabilities, available time, and desire to serve. . « . . . . .

SECTION TOTAL (total number of checks).

B. MEMBERSHIP

1. The number of Board members on our roster is:
‘ 7 to 17 = /Y
5 to 6 or 18 to 24 = ¥ -
less than 5 or 25 or more = no check
2. Our membership is fully representative of the capab111t1es and constituencies

needed for our purposes and responsibilities . . . . « v e ..
3. Women are sufficiently represented on our Board (or, 1f a women S organlza-

tion, men are suff1c1ent1y represented). . o . . « e e
4. Ethnlc and raczal m1nor1ty groups are suff1c1ent1y represented on the

Board. . . . v . .. 0o e o e S e e e e e s e e e e e e e

5. Prospect1ve Board members are carefully evaluated beforehand and selected
in accordance with Board needs and balance .

-41- APPENDIX J (cont d)
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We have a nominating committee for this purpose, and a clear, well thought
out Board membership policy. . . & & ¢ v 4 4 4t 4 o b et e e e e e e e e .

SECTION TOTAL

BFS - 12E -

nj

w

C. BOARD ORGANIZATION AND PROCESS

We have a comprehensive set of written by-laws and other necessary charter

papers (for example, if necessary, Articles of Incorporatiom). . . . . . . .

We have at least the following actually functioning elected Board officers:
President or Chairperson; Vice-President or Vice-Chairperson; and Secre-

tary/Treasurer (may be two separate people). . . . ¢« v « . . . . . e

The Board has at least several standing committees or task forces. They
meet or otherwise communicate regularly outside of  Board meetings and re-

port back to the Board at all or most Board meetings . . . . . . . . . . . .

Because taking minutes prevents the Board Secretary from participating

. 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. . . . . ¢ ¢ ¢ ¢ ¢ ¢ v 4 4 4 . . e e e e e

Board deliberations consistently follow an orderly, rational process such
as Robert's Rules cf Order . . . . . & ¢ ¢ ¢ v ¢ ¢ o vt e o o o o o o
Meeting length is neither too long nor too short in relation to the planned
agenda and other business we must conduct. We have enough time carefully
to consider important decisions; we don't waste time on trivia or unneces-

Sar)’ matters . . . e * e » . . LI ) L] . LI ) . . . « @ . . " » . . . - e e LI }

SECTION TOTAL

D. LEVEL OF BOARD PARTICIPATION

At an average Board meeting (average from the last three meetings) the
following percentage of members attend: _
more than 85% = vV -J
->

65% to 85% = v
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 1 or 2 = vV —
a few, several = v -
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 = vV
one meeting =V |+
. : none = no check |
I have one or more specific ongoing committee or individual task assign-
ment(s) for the Board. I work on these regularly. . . . . . . . . . ..
Board directions are set and decisions made:
with full and balanced participation of all = /f]
->

by distinctly less than all our membership = vV
basically by one or two people = no check

-42-
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6. 1In general, our principal staff liaisén.aﬁd.sénioé ;téfé

7. During'my term on the Board I have been approached

o

NIicov 3/77 .
BFS - 12E

6. The proportion of Board meetin i i
; eting agenda items either suggested dj
Boa?d.mgmbers or derived directly from follow- through gf regula;rggzig >
(,- activities (for example, committee or task for reports) is:

1/2 or more = vv
1/3 to 1/2 = v >
less than 1/3 = no check '

SECTION TOTAL

E. SUPPORT OF THE BOARD BY THE ORGANIZATION

The Board receives the following kinds of support from the organization we serve

1 B 1 f .

2. Whef needed, staff services are provided for Board-reiate&
3 gzmggpzﬂgi c1e§1cal help, and research for Board work )
. Tiable and quiet working conditions and suppli ) Boavd meet i
. - ies for B i
4 ;;g, 1fhnec?ssary, committee meetings are provigzd oard meetings
- 1horough orientation to the organization its, : Sttt e e
‘vice on the Board. is provided.g. Lzatie itself, prior to beginning ser-

5. At least once a year (once duri 1) ain “to eff
: t once uring the past year) trainin
tive functioning as a Board member has been provided . § related to effec-

. . - - . o

work, such

BENN

F. BOARD-STAFF RELATIONSHIPS

1. The Board as a whole has a sin
organization.
"meetings , ) .
2. This person is the top s N I
P staff operati :
3. The relationship betweea P ng officer of the organiz

gle staff liaison or contact person i
: in the
This person attends all Board and Executive Committee

ation . . .,
n the Board and the person is one of smooth,

» without significant conflict or adv ion.
. \ erse tension. . .
4. Other senior staff regularly attend at least a significant part of Board

meetings, to brief us on their ac i
: ] complishments an
share information and ideas. . . . d 9 problems, and to

S. 1 kn?w these staff and their work q&iée
sharing relationship with them .

well, and have a éoﬁfé}éaglé,. )
| . fuil.'. e
lems as weil as accomplishments with the Board. I don't_feelyw:h:::rp::?y

‘what they think is convenient for us to know , .
i g : rivately wi olicy  ——
issue or position by a senior staff person other thp Y with a policy

o ! : an the regular staf
liaison. This was outside of normal, .open Board channels, ag a "bypas§ "
Never = /v
Once = v -

e ————

More than once = no check

Board members mutually respect each other; there are no "factions"

SECTION TOTAL

APPENDIX J (rant!A)
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G. SCOPE OF RESPONSIBILITY AND DECISION

(ﬂ My legal responsibilities on the Board and potential liabllities have been
' clearly spelled out, and any liabilities have been effectlvely protected by
bonding, insurance, etc. . . . . .
- 2. We are asked for and reach de51s1ons on a full range of 1mportant Jssues
within the scope of the Board's role . . . . . .. .
5. Staff follows through consc1ent10usly 1n attempt:ng to 1mplement these
decisions. . . .« . « .. .
4, Staff provides excellent feedback on- the 1mplementatlon and 1mpact of these
decisions (for example, a report at Board meetings). . . . . . . e e .
5. In general Board decisions have a substantial positive 1mpact on the d1rec-
"~ tion and functioning of the organization . . . . e . .. . o .
6. I personally am listened to when I speak up. My 1deas are welcome and
seriously considered by other Board members. . . . . . .
7. In the interim between Board or Executive Committee meet1ngs, staff makes
" decisions that fall within the stated role of the Board:
o never = vV
occasionally = v +

fairly regularly = no check

SECTION TOTAL

H. INFORMATION FLOW

7 Board meeting dates are set far in advance, in full consultation with Board
. members. . . . . . e . e e e e e e e e e e
2. We are again remlnded of date and place as meetlng time draws near. .

3. Each Board member receives a planned written agenda for the next meeting
well before this meeting . . . . e e e . .
4. This agenda is supported by wr1tten background WhICh is clear, relevant,
~ without being overly voluminous. This is received early enough for study
prior to the meeting . . . .. . . .
5. Additional, more detailed resource mater131 1s ava1lab1e on request before
the meeting or durlng it ... . . . .
6. Each Board member is provided w1th a complete up to date list of Board
member addresses and phone numbers . . .
- 7. Board members regularly and routinely receive all new publlcatlons of the
organlzatlon, for example, newsletters, flyers, bulletins, brochures, and
ANNOUNCEMENES. & & & ¢ & o v v o 4 4 ot o o o o o e e e e e e

SECTION TOTAL

TOTAL NUMBER OF CHECKS

.OPTIONAL:

- .our name . Date

Name of Board

Type of organization served by the Board

e T TR TR It :’;1

e, o s+ s

T

T T

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 provided by The Board Member: Decision

Maker for the Non-Profit Organization by Pauline L. Hanson and Carolyn T.
Marmaduke.

B. SCORING

Simply count the number of checks in each of 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 followiné table.

~.

NORMS FOR TOTAL SCORE

Raw Score taken directly from You are higher than
Checklist as per instructions: - approximately:
0 - 57 ) 25% of programs
58 - 70° 50%
71 - 78 75%
79 - 100 i You are in the top 25%

Checklist for Board Members is divided into eight sections covering
specific board functions such as Mission and Roles, Membership, Board-

-45-  APPENDIX J (cont'd)
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Staff Relationships, etc. Since these norms are based on fewer 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 ci;cléd
scores with straight lines. The resulting line graph will allow you to

visualize the strengths and weaknesses of your board.
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Sample Volunteer Job Description*

: - valatlanghs~ P
Volunteer Job Nescricricn — oo Jzrelos 2 on2-to-one ralationshiy witn an
incarcerated offender in zme zdal TounTr Jail.
Qualifications
1) 1# years cld minizim
2) Lcure znd stable
3) non-judgemental and celm
4} friendiy
Job Rezponsibilicies
ioer o an iacarcers £ :n the MYodel County Jail
1) to sarve as a vesgular =rizliiery o 3T l»ﬁ%f;%&&ﬁéd offender in the X ¥
2) to serve as a sounding bozvd Ior fhe oriender fende
3= we e ayagie s 20 s oo~ -~ + o b-.-
3) to sarve az a iink tc tnz ouzziiz worid for the orrender
4) to provide supscrt for trg <Iifzundaer ) A " enes
he oifsnder idsnciis sxills Zrom past achlavaments
5) to hElp the vIilsndes a Lol E8t.o -2 ) ) . .
i 2] soczcional & he effander after his release
) to help in the & rocacional plan for t b4 der

1N
7
[l
[

&
b R e T i 1
7) to help the clier er vocatioral goals

8) te fill cut menthi:

O (T SIS I

(i SRVAS I Spacialist
9) to be dirzcrly e 2d by the Jail/Volunteer Spacia >
10) to meet in & =:z. thar volunreers onze 3 month to discuss
possible prodiens anc F :
i1) cc meke vszuliar in zeam ana.hpu it can bes improve
12) ©o ccntribuata conasl athly newsletter
Days aznc Houote

..
- 13 lcer

Trazinin:

tvaluacicn ~ &
and other coxmonizenion o

fn
f
{

* See also Aﬁpendix M &nd N for more examples of Volunteer Job Descriptions
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Sample Volunteer Training Proaram

As noted on page 32 of this manual, volunteers will be trained by the
volunteer program staff. The most important aspect of this training will be
a tour of the jail facility and a thorough review of jail rules aqd regulations.
The second component of volunteer training, specifically tailored to particular
volunteer tasks, will be a presentation and discussion of:the volunteer's job
description and related activities. Below is a brief agenda outline for

accomplishing these functions of the volunteer training.

More generai}y, no matter what the specific volunteer assignment is, volunteers

should be given basic guideljnes for their interaction with prisoners. Attached
aré guidelines that you can draw upon for your own volunteer training sessiph.

This section will prove valuable for answering volunteer's questions regarding

"how" to conduct themselves as well a providing examp]e; of what to expect during

the course of their in-jail volunteer experience.

Sample Volunteer Training

. Agenda
7:00 p.m. Welcome of Volunteers, introductions of staff
(Suggestion: It is good during the welcome to mention
the value of the volunteers and your appreciation of
their involvement.)
'7:05 p.m.  Group building or "ice breaking" activity

(Suggestion: This is an important activity to get
people comfortable, develop group cohension, and
get people ready to learn. A simple activity
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, briefly answering the
questions.)

7:30 p.m.  Overview of the specific volunteer activity--the volunteer job |

description. :
(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.)

8:00 p.m. 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 suagested
that this section be introduced as a brief primer
on constructive ways to relate to people 1in
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.

8:30 p.m. Coffee Break

™~

8:40 p.m. 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.

9:25 p.m. Jail rules/Volunteer regulation _

: (Suggestion: Most easily conducted by presenting
the most important information abour procedure,
security, etc., that the volunteer will need to
know. Stress 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.

10:50 p.m.” Swearing-in '
" (Suggestion: The more formalized, the better. It is

best to have this acceptance ceremony performed by
the Sheriff, theJail 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 regulations.

Present 1.D.'s or certificates at this point.)
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General Comments: This is a fast paced, minimal-time agenda. Most
Tikely 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 for Volunteers

Most persons vho wind up in jail have had more
than their share of "too great" frustrations in their
early lives. Most have undergone repeated failure
experiences: sSome of their own making, other failures
the result of ineffective social systems. .

" In one important.sense you are in a better position
to help the prisoner than a judge or a probation officer.

You 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 process of establishing inward control begins
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 down to not wanting to
let oneself, the prisoner, down -- is an easier accom-
plishment. Thus we go from lack of inward control to
objective inward control (I don't want to get into
trouble because it would hurt the person I respect) and
then to the final goal of gsubjective inward control (I
have my own standards to which I must be true).

Ask yourself continually "What 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 seconda£¥ goal
must be: to work out a plan with the prisoner which
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. MNuch will always be left to your good
judgement. The guidelines given below provide a frame

of reference for you in your effortg to help the offend-

er 1) to gain inward control and 2) to help oneself.

Break the Ice -- Once a prisoner is assigned to
you, the first step is for you to meet and to explore
with the prisoner the possibility of a useful relation-
ship.

Even in the free community where new relation-
ships are spontaneously and mutually sought, we ort_>»
find ourselves uneasy in mecting strangers. The jai:
prisoner will share your uneasiness at first meeting.
Do not expect a welcome with open arms. You will
probably find that he or sle is sunicious. Tor ran
prisoners, the OAR volunteer represents the first
person from the community who has offered friendshi: .
It will take time and patience before the prisconer
develops trust and confidence in vou.

In approaching your new relationship, we suqges*
that you do not fall back on small-talk about the
weather or sports. 1It's better to talk about the
situation Iln which you find yourself. You might start

off by saying that you too are uneasy in this situation,

You might share with the prisoner your reasons for
being a volunteer -~ what you expect to gain fron it
how you happened to be assigned to him or her and

so forth. Another possibility is to ask about what's
familiar to the inmate and unfamiliar “o ycu. VWhat iz
jail life like? that is a typical day in jail?

The point is that you will do well to confront
early the issue of your new relationship and the
reasons why you are both in it. You can small-talk
your way around the issue, but that does little
toward building a relationship.

Be yourself -- There is no need :: establish a
facade or to create some kind of special status for
yourself in your relationship with the prisorer.

Use Appropriate Language -- Whose larg:age is to
be used, your's or the jail vernacular? 1o ise lang-
uage that is not part of you will likely lead to vour
being seen as a phony. There is a language that both
of you can use. Aim to speak: simply and directly.

Nean what You Say -- Miwv:z: wake a orciase unless
you've thought it through first and are nrepared to
carry it out. The prisoner will test you, call your
bluff, and see if you will deliver. This is an im-
portant part of the prisoner s learnina to *rust vou
{vhich will come slowly in any case~).

APPENDIX L{cont' d)
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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 responsibility, you can't expect the person to
learn.it.

Express Your Honest Feelings -~ Do not use up
your energy in keeplng back your genuine 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.

Be Supportive, 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 unti) 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 superior-
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. Your 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. 7o dwell on an unsavory past weakens
the offender by giving 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 communicate respect, friend-
liness, and warmth.

Listen -~ Naybe it's easier for you to do most of

P

the talking, even to preach or scold; but chances

are the prisoner has had plenty of this before. 'hast the
person likelv hasn't had is another human heinc vhe v}
hear him or her out, really listen to what he or <he hac
to say.

Listening is not easy for most of us. We ache to
stick our two cents in, to pass judgement, to moralize.
It takes will power to develop an attitude of patient,
objective listening.

Try to understand the underlying feeling. Do
not be overly concerned about the actual worgs, for
words can be used toc hide feelings. It isn't so much
what is said as how it is said.

Listen for themes in your conversaticns with the
prisoner. What repeats itself will give you the clues
you need as to what is bothering the person.

It will take considerable listening and guestion-
ing in order to ascertain what is pressing on the per-
son because people hide their problems -~ even from
themselves -- when they are painful.

¥hat the prisoner has to say when he or she opens up
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 make and the questions you
ask be primarily in terms of the pressures that are
demoralizing him or her. As the prisoner talks and you
listen, try to understand and define, in your own mind,
what they are.

Besides determining your offender's pressures, .
your attentive listening will help you to determine
the prisoner's needs and capabilities and limitations.
Through listening you can determino his or her interests,
toco. All this will be as pure gold when the time comes
for you to work out a plan with the prisoner.

Another good reason to lister: it allows the
prisoner to verbalize and to get out pent-up emotions --
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a cleansing, cathartic, and healthy thing.

Don't Probe -- Let the prisoner tell you in his

‘or her own good time about the offense committed, the

family left behind, or any other deeply held guilt-
associated matters. He or she will tell vou wher the
person comes to trust vou.

Protect the Prisoner's Confidences ~- Do not dis-
cuss what you are teold in confidence with anyone, un-
less the prisoner gives assent.

Accept the Prisoner - Accept him or her as a
human being with problems and as an individual who is
no. better or no worse than anyone else. To pigeonhole
or to categorize a person is, in a way, to dehumanize
the person. Assume a non-judgmantal attitude toward the per-
son 80 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, he or she
probably has a different set of values from vours. If
at any time during your relationship you find 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 will be 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

relationship with the offender may not have a decisive
effect until long after you've atopped working with the
person.

Expect Setbacks -- Even if slow progress is visible,
there will be setbacks.

You will probably find that the prisoner half
expects 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 her. You must stick with this person until your
expectations for change overcome his or he; expectations

toc be a disappointment.

Be prepared to deal with your feelings when the
setbacks and dissappointments happen. You can show
anger-under-control, as a normal human being. But you
cannot vent your frustrations and uncontrolled anger
on the prisoner. Although you are trying to achieve
success with the offender, remember that 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-
ready been successful at manipulating teachers, parents,
and/or employers. You must be different.

Part of the reason for attempts to con you is to
measure you -~ to find out whether you are a naijve
weakling or someone who can be respected. The "con
person” respects those who refuse to be conned. How-
ever, you should expect the "con person” to express
anger when manipulative efforts fail.

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 you to do some
borderline thing, say that you will check to see if
it's all right. Then ask the appropriate jail official.

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 requests, 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 strategy is to work on your sympathy and to
plant a sense of guilt about letting a friend down.
You are wrecking your relationship with the prisoner
when you allow yourself to be conned.

T
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You don't have to believe everything the prisoner
tells you, either. Some prlsoners have come to believe
that stretching the facts is necessary -- maybe they
have had to lie and to con in order to survive. Check
the facts whenever you can. See how 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,
kxndly but firmly. When you do this, you provide a

realltg test” (within his or her means to achieve it).
He or she may get intc the habit of producing it more
often. Certainly he or she'll respect vou more hecause
you expect the truth.

Expect Hostility -- There will be a time when 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
hogtile prisoner. A withdrawn prisoner can use your
quiet attention and perhaps psychiatric hdlp as well.

Some prisoners harbor deep-seated hostilities
that have built vp 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 effortsg to
blame his or her troubles on other people. Tell the
prisoner, when such hostility surfaces, that you can
appreciate the intensity of his or her feelings but
are not in a position to judge the person or his/her
enemies. 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. .

Discussing Yourself -- If the prisoner asks you
personal questions, answer them honestly, even if
this is difficult. Although your association is
focused on helping to help oneself, it should be a
give and take situvation which may include some talk
about yourself and your family.

Advice -- Pefore offering advice, assist the

—————— ’ . s .
prisoner in arriving at his or her own conclusion. If
ajded in seeing the options, most people can choose
the best course of action, Even if your advice is
sound, you will be encouraging an outer directed mode
of behavior, rather than inner directed. 1If you feel
nonetheless that advice is warranted, make sure that
you understand the prisoner's problem fullv and from the
prisoner's point of view. Wait until you have figured
out the pressures on the person and his or her neced:,
capabilities and limitations and interests. "See
through John -~ and then help Johkn to see his way
through.”

Advice goes astray when given from the volunteer's
point of view rather than the prisoner's. Given a
certain situvation, you might solve it in a certain
way which would be very good for you; however, this
same solution for the person might not be good at all.
A person who feels obliged to accept a solution foreian
to him will never really identify with it. le or she will
merely go through the motions.

The person has received much advice which hasn't
helped. Wait until he or she asks for vour advice hefore
you give it. Advice should come only after your re-
latlonship ig well-established.

Exg_ct Success -- You can easily trap yourself
intc thinking that because the prisoner has heen a fail-
ure he or she will continue to he a failure. If vou
allow yourself to teel this way, you can be sure that
the prisoner will pick up the feeling and act in the
way you expect.

APPENDIX L (cont'd)

Part of holding out expectations of success for
the prisoner is to get the persor to face up tn his or
her own resnonsibility in the dilemma. Tc allowv
the person to see oneself as someone that “things just
happen to" or as "a born loser” will only encourage
further distortion and lack of inward control

Exploit bLissatisfaction -- VYhen the vwrisoner
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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this feeling of dissatisfaction. Now is the time to’
underline what future success will mean to the offender.
How you can Jdemanu success. Get the person to want

someLthing and help him/‘her to co after it.

Encourage Self-awareness -- Don't rush it; but
ag your relationship develops, encourage the prisoner

to think about him/herself anu his/her future. You

will have come a long way together when you get to the
place where you can help the pcrson to plan the steps
which will win se)f{~re:pect and success. Many prisoners
have pever done any thinting about themselves in any .

purpnseful, forward-looking way.

Set Goals -~ Vhen you begin planning ahead, try
to gt the prisorer to think in terms ol realistic
acals., Ho solution is worthwhile if it is unrealistic
tor this particular prisoner at this present time.

Prepare for Release -- Most prisoners, when release
day approaches, become anxious and ridden by self-
douht, plthough suck feelinys may be carefully dis-
guised. Will my record f{olluw me everywhere? Am I
really a born loger? At this time it is very support-.
ive and necessuary for you to tell the person that
*"Millions of others have made it, and so can you." At
the same time, help the person to realize that hé or she
will prubably ucet peuple with prejudices who will be
unvilling tc give a friendly reception, even though
the person has paild his or her debt to society. Talk
tH thie prisuner about controllinge higs or her veactions
to such people, The person will encounter manv othor pit-
falls just like the rest of us in the free world. tne
must decide how to deal with these pitfalls, but you
will be available to tal) things over and to help find
ways to get around the pitfalls between him/her and a

. full life.

Help After PRelease ~- The most important part of
your job bejins when the prisoner becomes a free per-
son. If you have nis or her trust and have established
mutually & plan of actirn, you can be a major help to
this porson in working his or her plan. Now iz the
time for you to steer your newly freed friend to those
services which may he reedad. Now jantercede for vowr
friend in his or her efforts to land a job. Now keep

in close touch with him/her and veinforce his or her
2f{forts tu accept oneself as a worthy human being who
can succeed in the free community,

k word of ocauvtion here -- it irs easy tc 1lnse vnur
contact with the prisonszr just after releacec. Be sure
to agree as to the time and nlace of the pext visit hefcirc
Y0Ou part, at every meetincg.

Use the Crisis -- Jf the prisoner is typical, ne cv e

hes lived with a crisic much of the time. in fact,

the person's whole life wmay have been one biag crisis. ~he
rerson is accustomez to being overceme hwoerises and roe
expect Lo be defeateu. If, after the person leaves dail,
"ou are akle Lo heln vin some small victorvy in the ¢irst
crisis that comes along, it will ao a long way toward
unabling him or her to make the turn fror habitual -
feat to habitual victory.

Two Don'ts:

Don't Expect Thanks -- You mav not receive thanks
or any show of gratitude from the priscner. t1e ar - . a4
frel it but may not know how to cexpress it, maw actJe')e
be embarrassed by it. Maybe the perso;. has neser .
1eally sustained attention and affuotiva b for , u:
not he able to handle it in a normal way, and ma. -Sue*
gop* it up hungrily vithout giving in return. You mav
never hear a "thank you,” but your effort will be ir
the long run appreciated, probably more thap you or
anyone will ever know.

bon't Cver-Identify -~ You cannot take the burden
of the.other person's problem on yourself. They are
the prisouer’s problems, not yours.

To feel with another person gives that person
strength. To feel like another person makes that
person believe that you are poverless, too.

APPENDIX L (cont'd)
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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 department with a threé-personAstaff whose job it was to begin a"
Volunteer Services Program for the seven correctional institutions in
the area. Initially, none of the corrections officiaTé felt there was
any need in their institutions for volunteers. After an intense, seven
month campgign, the cooperation of the officials was gained. The Vol-
unteer Services Prpgram 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,dirgctly under thgwsupervision of the director of the Départment
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 vo]unfeer supervision. The.head of every department is the
direct supervisor of the volunteers assigned to that department. The
assistantadministrator' is the general supervisor, and the &irector designs

volunteer programs, finds the commnity resources and volunteers for these

programs as well as does troub]e-shdoting, 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 vo]unteers.?and keebing accur&te

records of volunteer activities.

APPENDIX M
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During the last year, an Executive Support Committee was developed. This
is a volunteer group of influential community leaders whose principal
role is to demonstrate support of new programs. They write letters,
do some community networking, organize meetings and whatever else is
necessary to get a project o%f 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 help

4) culinary school (3-yeaf program - see attached insert)

5) medical services

6) Parole Volunteer Advisory's Program
The volunteer programs planned to be implemented are:

1) Control Data Plato Project (computer tutoring)

2) computer training (Xerox)
.bne program they desperately need‘and want is a follow-through program --

where the volunteer goes on with the offender once released.

Training - Initial orjentation 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 skills).

The exception is the Parole Volunteer Advisors' Program. The volunteers

get 8 hours of training (see Attachment).
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Matching - The only matching conducted is ski11§ 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 parolee on the basis of mutual interest and the specific needs

of the parolee.

Recru{tment'- At the onset of the program, there was formal volunteer
recruitment via: public speaking, referrals from otherlvo1unteer agencies
and &dvertiging. 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 this pattern.

Screening - The screening process, although not complicated, -is thor?ugh.
It includes

1) personal interviews

2) application

3) services agreement

4) reference check

5) criminal check '
The jail volunteer adminisfrators screen for ski11§. A person with uniden-
tifiable 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.

AT aALInar i 4 f _ __ o1 2N

-4

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 - The primary 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 5‘1etter of recognition. The volunteers also receive letters

of thanks at least two times a year.

Culinary §chool 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 screaning mechanism is very complex and lengthy. It involves '
psychiatric and medical examinations, referrals, a three week probaiion.
period and a six month apprenticesh{p period.
When an inm&fe is aéEepted in the course, he gets instruction in §1ean-
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
graduates 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 1ist. As a result, monies are underway
for expansion.

The recidivism rate of the 50 graduates is 0!

~
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DEFPARTMENT OF‘CORRE("I'I()NS
VOLUNTEER TERMINATION FORM

Datea:

Name: Erh GTI0) o

Last Day of Assignment:

?cason For Termination:

Supervisor's Signature

Volunteer's Signature '
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7. Parole Aide - GS-5

VOLUNTELR JOB DESCRTPTION

. Education Teachers - GS-7  $5.93 per hour Cs-1710

Urofcessional knowledge of the theories, principles, and techinigues
of educdticn and training in such arcas as instruction, guidauce counseling, edu-
cotion administratior., developmeni or evaluation of curricula, instructional ma-
terial and aids, and cducational tests and measucoments. ' :

2. Education Tutors - GS-7 $5.93 per hour GS-17i0

Same as teachers.

3. l’ura~;»:'of¢ssional Education Teachers and Tutors - GS-7, $5.93@hr. GS-1702

. Positions involving non-professional work of a technical, specializ-
td, or support nature in the field of education and training. The work requires
ability to apply a practical understanding or specialized skills and knowledge of
the particular education or training activities involved, but does not require fuil
professional knowledge or education concepts, techniques and practices.

4. Instructor -
—_—t e tor
Same as teachers.

5. Liccnsed Psychologist - GS-5 $4.78 per hour GS-180

Works under authorization of Chief Psychologist. lnvolves pro-

fescional work relating to the behaviar, Capacilies, traits, interest and activi=
ties of inmates. . ‘

6. Psychological Aide - GS-5 $4.76 per hour GS-181

Works under Chief Psychologist. Works in positions which involve
the performance of non-professional lechnical work in connection with a program
of services in psychology.

$4.78 per hour Gs-102

. Assist parole officers in conducting interviews, counsels under
supervision, and develops resources for parolecs. Position requires a pracii-
cal understanding of the objectives, policies, procedures:, or regulatory require-
ments pertaining to the work,--and the ability to apply skills or knowledge
involved.

8. Relivious Activity Volunteer - CH5 $4.76 per hour GS-060--9

Advise oi, wdminister, supervise, or perform a program of spiri-
taal welfore and religious guidance.,
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Volunteer Job Descriptions continued, Page 2

9. Librarian - G4-5-7-9-11

——

$4.78 per hour GS-~1411

‘ Nun--prot cssional or technical work in libraries which are admini~
stered Inaccordance with the practice and techniques or professional librarian-
ship. Such work primarily requires a practical knowledge of library functions

and scervices; and the ability to apply standard library tools, methods, and pro-
cedures to the scrvice needs of the library.

10. IRecreation Volunteer - GS;S

$4.78

Gs-189

!’r_oyides support and.assistance in carrying out recreation pro-
grams and activities. Requires practical knowledge of recreationai activities
such as athletics or arts and crafts, skill in handling related materials and
equipment, and the ability to enlist participant interest in recreational pursuits.

11.  General Resource Developer - GS-15 $10.52 per hour GS-301
' Persons, usually of established community status, who provide
various services such as obtaining recreation, entertainment equipment, etc.

Mphilizes volunteer organizations and provides general overail support for
District of Columbia Corrections programs.

12. Community Resourc Developer = GS=5-11

$4.78 per hour GS-101

Persons provid?ng services to individual programs and/or wards
of the Department of Corrections, cg., one-to-one relationship.,

13. Para-legal -GS-5  $4.78 per hour

GS-954-05

Provides uncertified advise, conducts studies of a legal nature,

represents residents at disciplinary hearings, participates in resident advocacy
research. :

ATTACHMENT M (cont'd)
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Name of Group or Orgonization: _ ___ .
Location:

Size of Membership:

CORRECTIONAL VOLUNTEER SERVICES PROGRAM

COMMUNITY GROUPS REGISTRATION FORM

Date:

Number of Members to Participate as Yolunteers:

Volunteer Service you wish to offer:

If Yes, Where/When:

A,

Music Recreation Transpertation Legal Services
Donce Education Correspondence Employment Assistance
Drome Yisiting Photography *Other
. ¢ .
Indicate the contact persons in your orgonization for Yolunteer Services: SP“"Q' o R
. Name: Name:
Address: Address:
Zip Cods Zip Code
Phone: Phone:
Home Business Home Business
Has your group previously offered a service in @ Correctional Facility?  Yes No

If the service you offer is o form of éntertoinment, list two other places you have performed. Plecse include names and
cddresses of persons te contect for references:

I.

2.

. For Yolunteer Services not clossed os entertcinment, please indicote the qualifications of your group to perform the

services offered and the reason your group wishes to become involved in the correctional process. Include clso an
outline of ony supportive services (i.e., friend, sponsors, transportation, financial sid, etc.), pour group moy be
willing to offet in the community to the parolee or to fomilies ot inmates:

Please give nomes and oddresses of two persons who ore pat members of your organization but would be familiar
with the goals and objectives of your crganization and could be contacted for references. (Groups completing ‘A"
above need only offer one reference here). .

t.

2.

Does your group wish assistance in developing a volunteer project?  Yes No

Copy sent 1o Volunteer Service Office, Central Office

FOR DEPARTMENT USE ONLY

Dote

By:

Focility, Parole Office, etc, Stoff Person's Signoture
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CORRECTIONAL VOLUNTEER SERVICES PROGRAM

REFERENCE FOR YOLUNTEER SERVICE GROUP OR ORGANIZATION

Dear

Y our nome has been qiven as a reference by:

In relation to the following volunteer service which this orgonization is offering as a supplement to the services
and programs of the Department:

The major recipients of this service are expected to be:

.
Plecse return the completed form in the envelope provided. Any response’that you offer will be treo'ed as con-
fidential. Thank you for your cooperation.

Sincerely yours,

COORDINATOR, VOLUNTEER SERVICES
ORGANIZATION PROFILE

). Do yau feel that the cbove orgonization possesses the ability 1o provide the service

O Yes [ No

indicoted?
Please explain:
2. Do yau feel that the proposed service would be well received ond of benefit to the O Yes [ No

recipients?

3. What drowbacks, if ony, do you foresee if this service is provided in on institutional setting?

Are you aware of ony individuol members of this organization whose participation in this volunteer service

program should be totally restricted or limited to ony degree?

Comments:

Signature

Title (If any)

Date

A TP
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RUTLAND COMMUNITY CORRECTIONS CENTER

Introduction - About six years ago, Vermont closed all its local jails

and built corrections centers throughout the state. These centers house
between 70-100 persons.

In each center, there is a full time volunteer coord1nator and between
4-5 soc1a1 workers on staff. They are supervised by a program director.
The role of the volunteer coordinator is to:

1) agsess the needs in the center
2) recruit, screen and train vqunteefs to fulfill these needs

-3) design programs to fulfill the individual needs of the offenders.

Program Description - A Volunteer Coordinator was hired for the Rut]and

Communxty Corrections Center. She began her task by winning over the
correctional staff. They balked at the idea of “turning over" the jail

to volunteers. Her approach was to go from staff member to staff member,

.aSking for their opinion on

1] what their needs ‘were

2) how best to maintéin security with the arrival of volunteers

32 what types of programs would help make their job easier.

She then did a needs assessment, and incorporated the staff input with
the agsessment. She compiled a 1ist of volunteer jobs, complete with
Job definitions and skills requirements. When a volunteer applies,
s/he goes through the 1ist as they would for a "regular job" and chooses
accordingly. (See Attachment ) |

The staff feel very comfortable with this tool, for its gives Qeny
definite guidelines to each task; and it assures them a minimal level

of quality control over voiunteer performance.
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<" Recruitment - The recruitment of volunteers used was the normal ' : ; («
4 3

' \ process of 1) commnity networking; 2) advertising; 3) word of mouth. Evaluation - This is done in three ways:

1) Feedback from the offender at least once a month
. 2) Feedback from the staff.
Screening - 1) Three types of references are required: )

" 3) Trouble-shooting session with the volunteer.
a) wor -

) vor ) k Volunteers are officially considered staff. That is, they receive
b) volunteer wor :

f mileage reimbursements, workmen's compensation, free meals and insurance
¢) character references

There is also a criminal record check, a personal interview, and a protection. This status has two obvious advantages:

Tication form 1) the volunteers receive tangible benefits from their work, which.in
volunteer.application form.

. ' turn rewards them for work. :
. The criteria for not accepting & volunteer are: : - K |

2) the jail administration protects itself by having the power to

1) a poor interview i.e., the potential volunteer makes a derogatory

statement about offenders, or the staff, or s/he imply they will not con- discipline and "fire" volunteers diTECtIY-

form or do not approve of the security methods in the center. , |
” : | L Volunteer Reinfiorcement - These are distributed both generally and on

4 2) bad references A B : =

the basis of merit.

et

Training - There is an 8-hour training including: General: 1) A1l the volunteers get a dinner.

1) 114 kills 2) A11 the volunteers receive official permission to enter the
counselling ski

g ey

Center at will.

2) jail and criminal justice system orientation

Merit: 1) Volunteers receive letters of commendation from the super-
The trainings are held every two months. (see Attachment) ! p

intendent on the. basis of merit.

R e P A SRR

2) skills of volunteer and needs of offenders (Attachment ). This serves to formally contract a volunteer thus pro-
| skills of volu . \ '

tecting both the volunteer and the jail administration.

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 also available to the volunteer on an as-
it needed basis.
ATTACHMENT N {(cont'd)
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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 commnity. 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, socidl acceptance of, and, in the straight community, a sense’

of worth and personal investment, can come most readily from 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 contributes 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
community help. Prison is as much a hardship on the family (neighborhood
embarrassment, financial problems, insecurity, separation) as on the
offender. Volunteers can help when frequently the larger community
ostracizes or ignores the 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 community,
the community has to behave as if it had a stake in them.

You, as a volunteer, are the 1iving, 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. ~ _

ATTACHMENT N (cont'd)
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The Fortune Society

229 Park Avenue South

New York, NY 10003
(212) 677-4600

The paid and volunteer staffs of the Fortune Society are primarily
ex-of fenders engaged in a public information program to help
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 nct only information on current
programs and activities, but also includes a publiication 1ist of
books available in the field of criminal justice.

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 primary objective of the Association is to bring about changes in
policies and practices in the field of crime and delinquency 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 management 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.0. 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.0. Box 6365
University, AL 35486
(205) 348-6738

NAVCJ has recently merged with VIP/NCCD (Volunteers in Prevention,

Prosecution, Probation, Prison, and Parole, a division of the National

Council on Crime and Delinquency). The unified organization serves
the criminal justice volunteer movement by offering technical assis-
tance, including courses on criminal justice volunteer management
and information dissemination. The NAVCJ Examiner (formerly the

VIP Examiner) is the organizational quarterly newsletter. NAVCJ

is a membership organization open to all concerned about volunteers
-in criminal justice. In 1982, NAVCJ will have completed their
Volunteer Program Guidelines Project which will result in eight -
manuals presenting quidelines and training for volunteer program
management within various segments of the criminal justice 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) Community Consultation and Training - providing technical
assistance and on-site assessments; holding seminars, workshops,
and training programs on delinquency prevention, community devel-
opment, and management training. 2) Public and Professional Edu-
cation--publishing a number of journals and periodicals designed

to assist all segments of the criminal justice system. 3) Research
and Development of Standards--engaging in a long-term study of
parole experience and developinga Diagnostic Parole Prediction
Index. 4) Information Clearinghouse--collecting and disseminating
information on all aspects of crime and delinquency, especially the
development of .new concepts and the results of demonstration pro-
Jects. NCCD's Selected Publications List describes the most impor-
tant works available on all aspects of the criminal justice system

and can be ordered free. Of particular interest to volunteer programs

is NCCD's nationwide crime prevention program.

National Institute 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, humane, safe, and
Just correctional system. NIC is both a direct-service and grant-
giving agency serving the field of corrections. Its five legis-
latively mandated activities are: 1) training, 2) technical assis-

APPENDIX 0 (cont'd)
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tance, 3) research and evaluation 4‘- i
. 2 _ » 4} policy and standards formy-
lation and implementation, and 5) clearinghouse. The basic ogggctive

of NIC's program is to stre !
agencies. ngthen state and local correctional

National Institute of Co . )
P.0. Box 9130 rrections Jail Center
Boulder, CO - 80301
(303) 443-7050 -

The NIC Jail Center coordinates j ] i
] J : a project which provides traini
sgg?rzizgogésgsgczeghn;cal asgis:ance to jail systems throughnzgg’
énters. Each jail participating a A
Resource Center excels in a variei i Sservices o
eity of operations, servi '
sfog;ams, and ;hough_N{C funds, they are able to host wo;§$:§ and
1.151 s from Ja]l ad@1n1strators and staff who wish to initiate or
i:g;g;gtgge;§§3sqg 1? the1; own jails. The NIC Jail Center matches
: Viduals with the appropriate Area R
and assists in other aspects of techni i e seoyter,
t ) _ nial assistance. Tha Jai
also provides information searches and referrals on a b?oaja;;ng:ngsr

- topics in the corrections fi i : h
program models. field, including corrections volunteer

Offender Aid and Restoration, U.S
01d Albemarle County Jail ’ A
ggg sast High Street

artottesville, VA 22901
(804) 295-5196

-

- \ . . . .

I2§a§w9 ?;‘mahy foci of this national organization is to assist
particqalts and prisoners by effectively mobilizing citizens to
commun}gq e 1n the1f commuq1t1e§'_correctiona] systems and to assist
dovarn ties 12 meeting their criminal justice needs by advocating,
ceratigéng and operating community-based alternatives to incar-
through or non-violent offenders. Much of this work is accomplished

ugn twenty-two affiliated local programs in nine states. For more

information, contact the” Field Services department at the above address.

U.S. Jaycees Criminal Justice P
P.0. Box 7 1ee Frogram
Tulsa, 0K 74102

The Jaycees, in conjunction with the U.S. De artme

are bringing ?ogether public and private resgurgesntoognéigggg

th? ogportqnt1e§ open to the ex-offender. They have established

re a§1on§h1ps with state employment offices to aid ex-offenders in
gettxng Jobs, led a public education program to develop and promote
community-based programs,.estab1ished a Jaycee chapters within
gr1sons, anq set Up a nationwide volunteer network. A Corrections
rogram cha1nman.1n each state can be used as a resource in devel-
Oping contacts with other projects to aid ex-offenders. The national

P S —— e A —— L e
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office in Tulsa can provide interested persons with the address

of the program chairman in each region. A free monthly newsletter
summarizes recent developments in corrections, Jaycee activities,
and program resources.

Partners, Inc.
1260 West Bayaud
Denver, CO 80223
(303) 777-7000 Y
PARTNERS conducts administrative seminars for individuals interested
in developing volunteer-supported programs. The seminars encompass
all aspects of programming including recruiting, volunteer support,
community support, governmental alliance, funding, etc. A brochure
.on the seminars is available upon request. Additionally, PARTNERS
will assist communities interested in ceveloping their own PARTNERS
program. Continuing administrative support is provided to operate
programs, by contract agreement with PARTNERS.

VOLUNTEER: The National Center for Citizen Involvement

P.0. Box 4179 1214 16th Street, NW
Boulder, CO 80306 Washington, DC 20036
(303) 447-0492 (202) 467-5560

VOLUNTEER was formed in 1979 by the merger of the National Center
for Voluntary Action (NCVA) and the National Information Center on
Volunteerism (NICOY). VOLUNTEER acts as a technical assistance
resource and an advocate for those interested in all aspects of
vo?unteer-activity. Services include training, information services,
consuitation, grant demonstration projects, publications distribution
(see enclosed Volunteer Readership catalog), and evaluation.

Services are provided on a fee-for-servce basis, or through Asso-
ciate Membership plans. Associate Members may receive the above

services free of charge, in addition to subscriptions to Voluntar
Action.Leadership magazine, and Newsline and Volunteering (public
policy) bimonthly newsletters. ‘

APPENDIX 0 (cont'd)
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: i teer Information
‘ ing isan axcerpt from Corrections yo1un Lio
TheP:r?gf]g'lw';: gprjosduced by Volunteer: The National Cer]ter fo;-ggatuen
Involvement for the National Institute of Corrections.

CRIMINAL JUSTICE AND VOLUNTEER ORGANIZATIONS

American Correctional Association
4321 Hartwick Road, L-208

College Park, MD 20740

(301) 864-1071

: izati i 1 and interested
ip organization of correctional personne
Qggﬁggzgsg;g grgups, the ACA promotes pfgfeis1ggq1 ds;:%gggiqgnand
jon i field of corrections. Write to this o
$g§1ggm;qe€26publication 1ist and information on current programs,

including citizen participation.

CONtact, Inc.

P.0. Bos 81826
Lincoln, NE 68501
(402) 464-0602

i i i ith-the employment and
h CONtact is primarily concerned y1t / .
élﬁggzgon of ex-offendersi.iﬁs p;og;ams]1:ilggepgg;&aggtgnpglgg?na]
reform legislation, establishment of volu ans ki
justi i th other national organizations
justice, and consultation wi nation o
i isoners and ex-offenders.. Th!s office p

:;5212;;Zr, CONtact, which contains information on programs an? 2
agencies concerned with corrections. Publications Tists may als

be obtained by writing the organization.

‘ i Volunteer Information Seryige
sgfﬁﬁgéég?s The National Center for Citizen Invo]vepent
P.0. Box 4179 ”
Boulder, CO 80306
(303) 447-0492

i i ] information and

is service, VOLUNTEER pr9v1de§ freg in :
I?E?gﬁs zgarches on ;o1unteer services in Jails, prmba§1onbandd
parole programs, correctional institutions, and community-base

correctional facilities for Resource and Organizational Associates.

For information regarding Associate plans and services, contact

! i ice: 1214
s or VOLUNTEER's Washington, DC office:
;gihaggizei?dgaf Washington, DC  20036; telephone (202) 467-5560.

APPENDIX O
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- JOB TITLE:

- ' A JOB DESCRIPTION

DESCRIPTION/RESPONSIBILITIES:

WORKS WITH/REPORTS TO:

TIME INVOLVED:

SPECIAL SKILLS DESIRED:

The State of Vermont is an Equal Opportunity.EmployeF.. Dis;rzg;qatlon
becauge of age, sex, race, color, creed, national origin, disabling

condition, or any other factor is prohibited.

INSERT'A
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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 (alcohol 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
Counselling Rolet..but rather a person to person caring relationship.

The Protege may eventually wish to "escort" a resident on short

cozﬁunity trips (to the movies, shopping, job searches).....ccecceececeees.OVE

WORKS WITH/§£PORTS TO: Works with correctional staff, particularly
Correctional Counselors. Reports to Shift Supervisor and Volunteer

-.Coordinator.

TIME INVOLVED: Approximately S 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 resident in a one-to-one relationship.

SPECIAL TRAINING WILL BE PROVIDED REGARDING RCCC POLICY AND PROCEDURE.

The State of Vermont is an Equal Opportunity Employer. Discrimination
because qf age, sex, race, color, creed, national origin, disabling
condition, or any other factor is prohibited.

. INSERT A (cont'd)
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The Protege will act as a liaison between the resident and the community

- e——
.upon the residents transition into the community~--assisting ehe resident % * )
in locating job pOSSlblltles: chu;ches, etc.‘ ' . ; % ) JOB DESCRIPTION
The  Protege may spend time with the residents family and probation Eal' i
. officer. ) : ‘ 2
C v |
L \..(, JOB TITLE: ARBORETUM SPECIALIST
! ' ' :
i DESCRIPTION/RESPONSIBILITIES: A special project called the "Arboretum
,i; .
{ Project” is in the planning stages. Within the confines of the
L
Correctional Center is a 100' by 75' yard. It is hoped that the lot
- will be turned into a "park-like" space...a2n arboretum. We would like
to plant trees, flower gardens, a picnic area and walk paths in the
* yard. However, we are looking for some one Irom the community to work
®
- as our consultant in this undertaking. .
WORXS WITH/REPORTS TO: Works with several center staff and recsidents
- and reports to Volunteer Coprdinator.’
L TIME IMVOLVED: Initially only several hours a month in planning through’
- ) the winter. During the summer and spring, the hours would increase to
C' ~ @ couple hours a day, five days per week Oor more as desired.
. B i ( SPECIAL SKILYS DESTRED:.

Good knowledge of gardening. Ability to work with a team. Ability
to work closely with a crew of residents working on the arboretum.

- SPECIAL TRAINING WILL BE PROVIDED REGARDING POLICY AND PRCCEDURE AT RCCC

! _ The State of Vermont is an-Equal Opportunity Employer. Discrimination
? ﬁ( because of age, sex, race, color, creed, national origin, disabling

d C : e e s

1 condition, or any other factor is prohibited.
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' WORKS WITH/REPORTS TO: Works with officers on duty and

' JOB DESCRIPTION

JOB TITLE: INSTRUCTOR======w HOBBIES/CRAFTS

DESCRIPTION/RESPONSIBILITIES: Individual will lead/facilitate

group activity/class in the area of leisure interests (hobbies/crafts)
This may include but is not limited to painting, drawing, writing,
stamp collecting, furniture refinishing,musical instruments, poetry.
gardening (we have a large acre garden through out the summer)

reports to
volunteer coordinator and shift supervisor,

TIME INVOLVED: Approximately 2 to 5 hours a week or more as desired.

SPECIAL SKILLS DESIRED: Should be skilled in the area of instruction.

Should be williﬁg to work with residents

SPECIAL TRAINING REGARDING RCCC POLICY AND PROCEDURE WILL EE PROVIDED.

The State of Vermont is an Equal Opportunity Employer. Discrimination
Secause of age, sex, race, color, creed, national origin, disabling
condition, or any other factor is prohibited.

|

S i

DESCRIPTION/RESPONS IBILITIES:

. " -

JOB DESCRIPTION

JOB TITLE: Instructors-——-—-- Vocational -
Individual will teach courses
in such things as business, construction, mechanics, math,

restaurant work, etc. Program is designed to give residents an

overview of various areas of work.

~.

" WORKS WITH/ﬁEPORTS‘TO: Works with staff on duty and reports to

volunteer coordinator.

TIMZ INVOLVED:

SPECIAL SKILLS DESIRED: Should be knowledgable in area of

instruction. Must be willing to work closely with residents.

SPECIAL TRAINING WILL BE PROVIDED IN REGARD TO RCCC POLICY AND PRCCEDURE.

The State of Vermont is an Equal Opportunity Employer. Discrimination
because aof 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

. X JOB TITLE: EDUCATIONAL TUTOR
\ JOB TITLE: Kitchen Crew Leader/Instructor(s) -

( DESCRIDTIO\J/RLSPONSIBILI’T‘IL‘:,.
" DESCRIPTION/RESPONSIBILITIES: Meals are prepared by a crew of

Ind1v1dual will work one to one with a resident instructing in areas such as
Correctional Center residents. This positionis) functions as an Math, English, Reading, etc.

instructor for the crew in the preparation of meals and other general f b

kitchen skills.

: WORS WITH/REPORTS TO: Classroom instructor/Volunteer Coordinator.:
- WORXS WITH/REDPORTS TQ-: Works with Correctional Officer who is - ’ :

N X ., e o

assigned to kitchen area. Reports to Administrative Asst.--Jack Jones.

" TIME INVOLVED:
TIéﬁB T}DJOIAHED-

Primarily for lunch and dinner meals (breakfast optlonal)
- Approximately two to two and one-half hours total for preparation and
"clean-~up instruction.

At least 2 hours/week minimum for 4-5 month commitment.

62

SPECIAL SKILLS DESIRED:

. ‘\( SPECIAL SKILLS DESIRED: Willingness to train three to four individuals .4 / 1. willingness to work one-to-one with resident(s).

in food preparation and kitchen maintenance. Knowledge of 1nst1;qtlonal
cooking equipment and food preparation an asset, but not essential.
Enjoyment of cooking and "teamwork" is essential.

2. Should have competency in area of instruction.

SPECIAL TRAINING WILL BE PROVIDED REGARDING R.C.C.C. POLICY AFD PROCEDURE.

The State of Vermont is an Equal Opportunity Employer. Discrimination'
because of age, sex, race, color, creed, national origin, disakling
(—/ condition, or any other factor is prohibited.

because of age, -sex, race, color, creed, national origin, disabling

i The State of Vermont is an Equal Opportunity Employer. Discrimination
L. - condition, or any other factor is prohibited.




A ('

.....

- DESCRIPTION/RESPONSIBILITIES:

. WORKS WITH/REPORTS 'TO:

- -

- JOB DESCRIPTION

JOB TITLE: CANTEEN CART OPERATOR (S)

A cart containing personal supplies

for the residents will circulate through the Center and will be available

to each security unit's residents.

fdom the cart operator. Operator will be responsible for inventory
of stock and for cash box receipts.

Works with Corrections Officers on duty and

reports to Jack Jones or shift supervisor on duty.

TIME INVOLVED: Approximately two hours per day, five days a week.

SDOECTIAL SKIT

1> En: Must be able to make change and be willing
to take responsibility for stock inventory and cash receipts.

LIMITED RESIDENT CONTACT POSITIONS.

**SPECIAL TRAINING

The State of Vermont is an Equal Opportunity Employer.

because of age, sex, race, color, creed, national origin, disakling
concition, or any other factor is prohibited.

Residents will purchase these supplies

WILL BE PROVIDED REGARDIXG R.C.C.C. POLICY AND PROCED

Discrimination
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JOB DESCRIPTION

<

JOB TITLE: Instructor--—---=--- Recreation

DESCRIPTION/ RESPONSIBILITIES: Individuval will lead/facilitate
group activity/class in the area of recreation. This includes but

is not limited to basketball, volleyball,wrestling, softkall, handball,
boxing, etc.

WORKS WITH/REPORTS TO: Works with corrections officer on duty
and reports to shift supervisor and volunteer coordinator (as liaison)

TIME INVOLVED: approximately 4 hours a week or more as desired for a

seasonal committment.

SPECIAL SKILLS DESIRED: Should be skilled in the area of instruction.

Must be willing to work closely with residents.

SPECIAL TRAINING WILL EE PROVIDED IN REGARDS TO RCCC POLICY AND PRCCEDURE.

The State of Vermont is an Equal Opportunity Employer. Discrimination
tecause of age, sex, race, color, creed, national origin, disakling
condition, or any other factor is prohibited.

INSERT A (cont'd)
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JOB DESCRIPTION l: |
! %
I[‘ {! <3 TITLE: Instructors----Personal Adjustment
i 1 .
JOB TITLE: : ‘ )f ’ “=SCRIP /RE T 0 S . ru i 34
: _ Supply Control Assistant ; . Z“ZSCRIPTION/RESPONSIBILITIES: Instructors in Personal Adjustment
DESCRIPTION/RESPONSIBILITIES: l: é : w2ll teach such courses as personal finance, parent effectiveness
Individual will work with Administrative Assistant in charge !
of agency purchasing system. Duties will include but may not be IE o training, psychology courses, sociology, transactional analysis,
limited to: inventory control,. supply purchasing, and related -~ !
duties. : - : i stress management, work readiness, decision making skills, etc.
. 2 ’
E WCKXXS WITH/REPORTS TO: Works with staff on duty and reports to
WORKS WITH/REPORTS TO: Jack Jones, Administrative Assistant } l - snift supervisor and volunteer coordinator.
, E TIME INVOLVED: 2 to 4 hours per week Or more as desired
g TIME, INVOLVED: Approximately two hours a day. E l
’éf {! / SPECIAL SKILLS DESIRED: Should be knowledgeble in area of instruction
Ty » reT = - , ’ {- : ) - . o | )
SPECIAL SKILLS pESISLD. . ‘Ey Should be willing to work closel¥y with residents.
Good organizational skills ! .
Moderate typing skills E} ~!
Ability to work under direction .; _
Ability to work independently . -SPECIAL TRAINING WILL BE PROVIDED IN REGARD TO RCCC POLICY AN‘D PROCEDURE.
Traiﬁing in RCCC policy & procedure provided. g

—
K
\

The State of Vermont is an Egqual Opportunity Employer. Discrimination
because -of age, sex, race, color, creed, national origin, disabling
conaition, or any other factor is prohibited.

P

1

The State of Vermont is an Equal Opportunity Emplover. Discrimination
Secause of age, sex, race, color, creed, national origin, disabling
condition, or any other factor is prohibited.
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" JOB DE J .
DESCRIPTION % . JOB DESCRIPTION

e bl AR AT

(' JOB TITLE: Clerical Assistant ‘
JOB TITLE: Assistant Coordinator - Community Services Program

DESCRIPTICN/RESPONSIBILITIES:

. Ass?st ?lerical staff with general office responsibilities
DutleS'Wlll include but are not limited to: typing, filin ]
ansvWering phones_and other office related duties, 3

DESCRIPTION/RESPONSIRILITIES:

Assist Coordinator with organization/clerical aspects of
development in the following areas:

wd S
k,%,@mﬁ:d&_.

g T

resident programs

i b) volunteer recruitment
¢c) public relations
d) special events

.. ]
[s1}
~

WORKS WITH/REPORTS TO: Administrative Assistant

WORKS WITH/REPORTS TO: Community Service Coordinator

TIME INVOLVED: Maximum of 4 hours rer day S5 days a week.

TIME INVOLVED: 10 hours per week flexible schedule

F'_SPSCIAL SKILLS DESIRED:

. SPECIAL {I1 D .
( orzziiziZEZiiI?Eifiié. Should po ssess typing,. communication and
ski . i : ; .
provided. €. Orilentation in RCCC policy and procedure
Individual should be able to take direction, have good
communication skills, "think on his/her feet", have good
organizational/clerical skills & be able to work independently
on occasion, Training will be provided regarding RCCC policy
. & procedure. :

O e ot sl et - " ..,

=€ wrnes

S . . . . . .
( 1 c v ] i | ) ] . . d . 1-

condition, or any other factor j v :
£ r 1s prohibited. ; . . . . .

P ( The State of Vermont is an Equal Opportunity Employer. Discrimination
Secause of age, sex, race, color, creed, national origin, disabling

condition, or any other factor is prohibited.

INQFRT A [~nAn+t 'AN r’ T

e v
PP

e S L



TN

STATE OF VERMONT
DEPARTMENT OF CORRECTIONS

RUTLAND COMMUNITY CORRECTIONAL CENTER
167 STATE STREET
RUTLAND, VERMONT 05701
TELEPHONE (AREA CODE 202) 773-9166

NAME :

VOLUNTZER ORIENTATION

-1. TOUR OF FACILITY

2. APPLICATION AND REVIEW

3. ORIENTATION
1. JOB DESCRIPTIONS

2. C. J. SYSTEM

3. CORRECTIONS SYSTEM

4. R.C.C.C.

5. THE OFFENDER

6. VOLUNTEER'S ROLE

7. VOLUNTEER BENEFITS AND RESPONSIBILITIES

4. ASSIGNMENT AND INTRODUCTION TO SUPERVISOR

5. I. D. CARD e

6. INSURANCE

~J

MILEAGE

8. FOILOW-UPS

9. MONTHLY REPQORT

/0. How To use phone /m super SOV\/ S"'am
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RUTLAND COMMUNITY CORRECTIONAL CENTER
COMMUNITY SERVICES PROGRAM

TELEPHONE REFERENCE CHECK

Name of Applicant:

Name of Reference:

Company/Agency:

Position:

App.ccants position/role there?

Did person work well with people?

"1f so, in what capacity?

.Did person function in "helping" role?

How was his/her performance?.
a. Reliable
b. Trustworthy
3. Punctual
dl"inéepeﬁdeﬁt

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.

Mmoo

. BvA & e ome _



a0

AT

i

Qs %wme\'ff :

Kot land Lommuni
C/ O mmun'\’r\i %em'\c,e,s Pro%ram [
\Jolunteer & %ree,me&r [

Qp o wauntes stalS membor o Yhe Rutland £
C,omr\f\uﬂ'\'\-\\ Coﬂec’r‘\m\' Center T- dfdare_ ":STCD’V: E
the ‘oest oF oy ob‘xlier, T won\\ LUkl ¥ae Yo f):(.,ag ]
ossioned coligations i P the vme QY‘Ome_-‘-\W\:n ed . E,

"Yéce renefits and resporst bilities oF my pos'*b .\_3'“ 3
as we\\ as Yne Po\\cf\es ané'pfo@ures r_e,\oc‘redex - :5
Center's Progroms and Scc.ux'\'\-\{ \nave ‘(oeev’: &rm - g
'\5 me . = Lnderstond Yot LQuartrrr n-sery ce.* ncahg‘il
i\l e made avoslolde fome N orde; ~\-\nog. \C:'fr.\ _ 3
[ erense My nowle é.ooe, ond stls re\ated USCTILNOL

A dhe ofSendex ond oleo INcrease my un&ers\-omé-\ﬂ% ii
\_,,2:\ e Uexrmont Oepor"rmer\“r ok Cortecdriens po\\. ies ard E?
o ]

procecures.

|
E

£ Sective. Dofes ; |

L,orrec.ﬂono\ Center 1

e

o A

Pt

o

i3

C

B R 2
Eo= d0vid

2%

mrem T wedadd Bt b A

[>~X.¥:1 4

. k“« S
P e e

AT

Eeria

LI )

—

. . . - %
wy ¥

" The Deprrtrent og‘Correctzons 186 the mandate, vis lakislative
action, tc protegt} the public b providing offendere nacessary
supervision, opp@rgunity, incentive and direction for personal
chanan, i )

Crime and its causes are not well understoood, nor is i+ fully
known what is and what ir not effective in producing chenge in
people., The gosls of finding & single rolution and appraach to
this complex problem must be aveided.

Tl:e responsibility for criminal acts muet be borne rrimarily by
the offender, The responsibility for desling with the offerder

constructively must be shared by the offender, the criminzl
Sustice system and the community.

Most offenders can, if proper attention and supervision are
svailable to them, function succeesfully in the com=unity or

in 2 community based facility, The Departwent of Corrections
shares one common inclusive purpose with other Departments

. within the Agency of Humw&kn Services: to increase the clients
ability to function as @ whole person and become 3 productive
member of the community., The total need for programs and social
services will never be met by regular paid staff alone. Volunteers,
knowledgeable and compassionzte, can help bridge the gap.
Community participation in correctional programs ané the personal
involvement of volunteers with offenders at all stages of the

‘correctional process, will assist the offender, the Departmwent
and the community. :

The people of the State of Vermont give the Departmest of Corrections
the following mandate &5 shown.in Title 2R Sertinn 1. V.S.A:

“The Department of Corrections created by Section 3081 of Title 3 shall
have the purpase of developing end administering s correctiznal progran
cestgned to pretact persons and property against offenders ¢f the criminal
iew, angd to rondar treatsent to offencers with the goal of zchieving their
successful return and participation as citizens of the Stats and community

1> icster their human dignity end to preserve the human rescurces of the
community.”

.

“The Deparizont shzll Tormulate its programs and policizs recosznizing.
thet elmust @1l oritinal cifenders ultimately return to the community, and
tnii the trediticnzl institutional prisons fail to reform o- rehabilitate,
tpzveting instezd to increzse the risk of continued criminz} zacts following
relzese.  The Dzrartiment shall strive to develop and imnler:z-: a conprehensive
protran which will provids necessary closed custodial confirzment of froquent
dingeious offenczrs, but winien 2150 will establish as its primary objective ’
ine éisciplinze p

reparation of oitenders for thoeir responsii]

z rcles in ihe
OpEn cemmuni ty. "

"inorder 1o implergnt iis progrims end policies, the Uz:partment chall
cevelop end mzintein correctional facilities which shall inz udz both resid-
crte-tentered drctitutions and fecilities reflecting non-residznce princinles
czsigr2g to fecilitate the reintegration of the offender int: the cermunity.
teess fecilitias shall wtilicze the supporting rezources of probation end

a;g]e services, thz increases cooparation of personnel in tmz fields of
el e

re, hea2ltn end educationi?achieve correctional purpuses znd objectives.” 1/
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