SERVE

MONTANA VOLUNTEENMANAGEMENTOOLKIT

&

servemontana

GOVERNOR'S OFFICE OF COMMUNITY SERVICE
serve.mt.gov




Greetings

¢KS D2OSNYy2NRa hFFAOS 2F [/ 2YYdzyAde { SN
Management Toolkit, developed by Adraine Kreglo with Serendipity Solutions
Consulting. Adraine comes to us from Florida with some great ideas on managing
volunteers for eventsorganizations and emergency situations.

It is my honor to tell you Montana ranks".ih the nation for volunteerism and
flourishes due to the very charitable nature of its citizens. We are fortunate to
have volunteers doing all kinds of wonderful a@cross the state helping those

in need. Our office sends a big thank you to all the volunteers who make a
difference in many ways, not only on service but engaging citizens in the benefits
of volunteering and carrying on the Montana tradition of neighdhelping
neighbors.

Organizations and volunteers work together and benefit from one another when

they are able to recruit, recognize, retain and manage their volunteers in a way
GKIFG STFSOAOSte YSSia GKS O2YYadzyAleéQa
establish and create today will prove essential to find and organize volunteers to

help your organization. We are excited to offer this toolkit as a means to enhance
the resources available for volunteer managemernyour community.

Best wishes,

‘ [

Ja@}émbardi

Executive Director

D2JSNYy2NRa hFFAOS 2F /2YYdzyArAde { SNWAOS
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INTRODUCTION

This toolkit is designed as averall view of the essential
components of volunteer recruitment, recognition, retention and
management. Mostly organized in bullet points, it will touch on
the main issues faced by volunteer managers, and suggest some
tips and strategies for overcomirtigem.

Organizations who effectively manage
volunteers match people willing to share their

time andtalentsto projects and programs
that meet thefocus of their missions andeeds
of their community, by implementingthe tools
and resources found in this toolkit.

We hope that you will find pieces of
this publication immediately
applicable and easy to take home to
your volunteers and community.
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DEVELOP AN EFFECTIVE RECRUITMENT MESSAGE

1. Mirror your target groupWhile yourgeneral recruitmentmessage may
be the same, changing the wordiagd your approaclior different outlets
will help reachwider audiences

o If recruiting corporatevolunteersat a company meetingt might be
appropriate towearbusiness attireand useorganizational language
However iftrying torecruityouth or familieghrough a community
newsletter,R2 Yy QU  TeéhQaddprodtaynh outcomse Appeal in
more human terms about the need for andlue ofvolunteer
contributions, and whatheir servicewill benefit. This is especially
important for social justice and social service fofits. If recruiting
college students at an ecampus boothemphasize personal and
professional skill development offered through the opportunity.
Diversifying your presentatiowill help getmilitary veterans, senior
citizens, pet loverghe athletically inclinedyoung professionajand
single parent$o suppat the same cause or project.

2. 1T YOU would not responid the messaggrewrite. It is important to
present volunteer opportunities as an exicarricular activity, a social
event, a way to learn marketable skiésmd make new friends along the
gl &8 XDdy 20 &Aa Yiiskighsioh & wdrk.PRjénis&hat sound land,
tedious andunappreciatednay be incredibly important to your mission,
but are naturally not going to inspire people to trade in their free tione
committoanagencyp 2 Y Qi 06 S -evafubld ok lewriie 2 NIB

3. Work on your elevator speecBeing able to clearly articulate your
mission, need or requesb strangers and supporters alikéll createmore
interest in your projectaind help generate new volunteers and funding
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[ SGQa 2271 4G Iy SEIFYLXS 27F sKk2¢g (2
into amore effectiverecruitment message targeting youth volunteers.

Original
[ T

B Myakka River State Park needs 25 volunteers to meet on
Saturday, March 8, from 9:00 agy2:00 pm to pull weeds so a
new trail can be cleared. Meet rangers at entrance. We will
provide water, gloves, tools, andShirts.

B We need 5 volunteers to assist with bingo, serve ice cream and
talk to residents on Sunday, March 9 from
2:00¢ 4:00 pm at Westminster Asbury Retirement Center.

B Volunteers are needed to tutor math on Tuesdays, after
school, for 2nd and 3rd graders at Blackburn Elementary
School. Program runs from 2:4%:00 pm. Contact
Mrs. Blake for more information.

Modified

|
B YOUcan make a difference

MOYODBANRBYYSyil A aiitheliveKobdidBrip &

your chance! Blaze a new residents on Sunday, March | EvenYOucan be a
trail at Myakka River State 9 by visiting Westminster math tutor! Second
Park this weekend! Meet Asbury Retirement Center and third graders at
the park rangers at the gate (925 Manatee Avenue W in Blackburn Elementary
on Saturday at 9:00 am to Bradenton) from Z 4 pm! in Palmetto want and
pick up your supplies. Hike Call Bingo games, host an need YOU to help them
through the woods with ice cream social, and more develop their math
your friends to identify and importantly, interact, one skills on Tuesdays, after
remove exotic on one with wonderful school from 2:4% 4:00 ) .
LX I ydaxed2 YLX S Gpeopldwhbd KaSe fahtashic & LY ® ¢ KAYT1 | 02dzu
and most crucial step in stories to telll Offer to matter how bad your .
NI AEfOfFT AYyId  wri baeis for therd, ask YPUK YAIKD 052 UF
clearing a path for people to them to share photographs U KA YI e 2 dzQ NB 0 [}'J‘ t
enjoy for years to come! of loved ones with you and PYR gK2 [y2gaXezc
Bring a bag lunch simply take the time to just might learn
refreshments provided listen to what they have to something by going
by the park. First 25 say. Open to the first 5 back to the basics!
volunteers will receive teens who respond!
free FShirts!
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DEVELOP AN EFFECTIVE RECRUITMENT MESSAGE

Not your style?Too casual®Vhile mirroring your audience is an effective
strategy, tiloring your recruitment message does not have toyuu out of your
comfort zone.You can develop your own style through trial and error, considering
your target and community, thinkg about which projects were popular or had a
high turnout, and evaluating why. Buiganeralrule of thumb is to try to include

the following in your message:

0 Showcase the importance, the impact or the fun one can have by
participating in the project, or with your organization in general.

o Make sure to highlight any marketable skills, networking or
development opportunities afforded by your project. People
volunteer for a variety of reasons, and knowing more about
motivation (see Social Motivators in the Orientation section) can help
you recruit, recognize and retain volunteers loyal to your mission.

o Clearly state the time commitment, physical requiremeiaisd
necessary training or materials a volunteer needs to bring to the
project. Decrease frustration by being specific about expectations!

052y Qi FT2NHSG t23AaG6A0a adzOK | a LI
address, orsite contact name and email or phonember. Maybe it
R2Say Qi ySSR (42 06S oNRFROFad Ay GF
certainly needs to reach registered participants in advance

[ S Q& ome hote (formal) &xamplesf recruitment messages
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{ Example}

Dear[College Student Voluntekr

The is a coalition of a diverse group
of college students who promote youth volunteerism and civic
engagement on various campuses. We are a strong network of
future community leaders, offer many lecture and shadowing
opportunities and we invite you to consider becoming a member!

Since 2000, has been implementing our mission to
encourage and support 's youth in strengthening their
communities through service and volunteerism. We meet six (6)
times throughout the year at various locations. members

range in ages from 1824, representing many colleges and
universities in the state. Although members are not

compensated for travel expenses, many schools support
YSYOSNEQ SFTF2NIa& 0& NBAYOdzZNEAY 3
council participation.

YOU can truly make a difference in improving the quality of life
and meeting the needs of your community by joining

| encourage you to take advantage of this opportunity!

Yours in Service,
[A commissioner, ED, board member or chair]
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Example}
-t .

~ Families

o <<OO
4™ Annual Family Fest!
Saturday, July _ , 2012
2:00pm8:00pm
123 Street, Anytown
Come and celebrate the end of summer with your neighbers Middle School!

Program includes ced, friendlysoccer and basketball games, a display of artwork by student and
senior center artists, followed by an open talent show.

All your favorite fair food will be available and proceeds benefit

Volunteers get free hotdogs arufinks!

Volunteer positions availablé perfect family volunteer opportunity!

/| KAt RNByQa 022 0Ka FafeaidimgY S & Art exhibition

Seating set up/take down Parking Food concessions
Talent show set up Bounce house Petting zoo
Lost and foundable Referees Registration

Please contacBUeat 333-333-3333by Ju |y 17h to reserve your volunteer spot!

A quick volunteerorientation will be at 1:30pm
See yown Saturday!
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[ Example}

/Are YOU prepared? J

wWhat about your family? Community?

wls your Business Continuity Plan current?

wls your Evacuation Plan current?

wYour staff and volunteer disaster roles, procedures and protocol?
wAny changes to your staff, capacity or organization structure?
wlime to get organized and take action

VOAD (Voluntary Organizations Active in Disaster#)

L.

wWe will facilitate a discussion about roles and responsibilities for
voluntary organizations active in disasters (VOAD).

wrhe information will be compiled for publication. Please come
LINB LI NBR 02 alLJSI]1 |oz2dzu ez2dzNJ 2NHI Yy
Mitigation, Response and/or Recovery.

Friday, June , 2012
1000 to 1145 hours.

County Administration Building,
123 Main Street, 5 Floor, EOC

VOAD steering committee
and County Emergency Management

Major. Hermesg Communications Coordinator

333.333.3333d4dfter 1800 hours;
HermesJR@  .org
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[ Example}

Are You Disaster Ready?

ily can
Learn how you and your fami
raise awareness and get prepared!

.

host a fun,

neighborhood
party!!

Volunteer fo help organize a
Disaster Preparedness Training in
your community. The Governor's

reOdy mf gov Office of Community Service can

help sponsor your local event!

- Get a Kit
Build an emergency supply kit
= Make a Plan

Map Your Neighborhood

- Be Informed :
Share local information & register For more information
to volunteer ‘please call 406-444-9077 :

: or email :
: servevolunteer@mt.gov :
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{ Example}

y

y Here
Help

Hope

In honor of theDr. Martin Luther King, .
National Day of Service

Saturday, February _, 2013  9:30 AML:8® PM.

A Riverside Community Center
Route 111 and 34th Street, Anytown

Teams of teen, college students, aREVP volunteers will visit the homes of
senior citizens in the Riverside community to assess their home safety needs.
Volunteers may select up to $100 in items from the home safety inventory list to
donate to the senior homeowners. Pick up the inventatythe Community

/] SYGSNI I yR NBGdz2NYy G2 GKS aSyA2Nna K2YS
extinguishers, flashlights, standing floor fans, space heaterd more. All items

are provided completely free of charge to the residents.

For more infomation, please ca(333) 3333333
or email us awvolunteers@something.org

Volunteers are asked to arrive at the Community Cente9:89 AM
to take the Age Sensitivity training course.
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[ Example}

ONEDAY TRAININGOPPORTUNITY

Corporate Volunteering;

Delivering to the Corporate Sector

This one dayprogram is being brought to your community through the
group, andocuses on the key success facttmsstrengthening and expanding
employee volunteer programs based on the Standards of Excellerateggtr

Find out how employee volunteering can benefit th@mpanythe

employeesand thecommunity Learn strategies for approaching
businesses in your community to engage them in corporate volunteering. This
interactive oneday boot camp is designed tievelop the capacity to provide
strategic consultation services to businesses. Find out how to markesglbur
and yourservices to corporate clients and manage the relationship for-teng
success$n the business sector!

Who should attend?If you:

currently work with corporate community partners

want to establish a corporate program

plan to work with businesses and employee volunteering

are looking for ways to market your services to the corporate community
want to expandyour corporate servies

¢ plan to offer consulting services to businesses

¢ plan to approach local businesses for funding

X h! {1 h![5 ! ¢A®ustl, 2012
9AM - 2PM
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PROMOTE THROUGH LOCAL AND SOCIAL MEDIA

Takeadvantage ofechnology

In the past generating media interest required only a press relemse
contactingthe local paper with enough notic&oday, how people get their
information has changedostrategies havalso changed

e Utilizeonline tools andesourcessuch as Constar@ontact orFacebookto
help streamlingecruitment,event planning and contact managemedat
volunteers For example, gtting peopleto like your Facebook page puts
your status updates and requests directly in their home fegkich may
reachpotential volunteersmore casually and more often than your website
updates Plus, it is free!

¢ Research shows few youth volunteers check their email with regularity. If
trying to recruit youthfind a young volunteer willing to text or twegbur
recruitment messag and opportunities

e Be sure to include keywordls articles you posthat make your information
searchable onlineThese keywords can help direct potential volunteers to
your article and site. When writing, think about what a person would type
into an engine if they were looking to get involved with something like your
program or mission. Include those words in your message!

¢ \olunteers can helgupplementyour media list by starting or findirigcal

blogs, social groups (such as local running groups or gardening collectives)
andcommunity newsletterso promote youropportunities
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Online recruitment sites

Using web portals, you can reach a greater audience. If your partner agencies
allow yau to post on their sites, do so and allow them to post on yours. If your
area has an organized recruitment source (such as a Volunteer Center) or
recruitment site (such as Build Montana) put these sources to good use!

o Keep your website, FacebookpuTube channeGoogle+ or othr online
contentcurrent. The number one way people find yauganizations
online, soupdatingthis informationcould bepart a volunteer position.

e Timing is important. Take advantagehailiday spirit, or nationalbcal
momentum by scheduling/posting your events around Days of SeMicK:
Day, National Volunteer Weekationsal Youth Service Day,Join Hands Day,
kMM 5Fe&Z al1S I 5AFFSNBYOS 5Feésx +£Si

mzZ2ntana

strengthening communities through nonprofit connections

http://www.mtnonprofit.org/buildmontana/

¢tKS D2@SNY2NXDa& hTTeritdurages voluntestisnand (& {
neighbors helping neighbors. Build Montana is a service of the Montana
Nonprofit Associabn providing robust search capabilities for volunteer
opportunities throughout Montana, aggregating over 16 national search

sites into one search. This is a powerful online resource for the public to
access opportunities to volunteer. Please join yoerrns and register your
2NBI YAT FGA2yQa S@Syida 2NJ aSINOK F2NJ
community atwww.buildmontana.org
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buildmZ2ntana

strengthening communities through nonprofit connections
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. VOLUNTEER RESOURCES
In This Section

o resources for nonprofits

volurfeer recrutment

o Recrult Yolusmeers - néed yolumeens n Mordang? Learm the Bow 10 oot your yolunisac opportinity ouf to the most

resonrces lor volumeess
peugle
ces lor nonprofits
¢ Serve Montana-Governars Ofice of Community Service - 15 hame 1o serve.mt gov and ready mt.gov Find
Volurt9ar NeEsIocm ' -
resources on Momana's ArreriConms pr OGRS, amergancy preparedness and techncal assistance and suppont

SEMICES 10 COmImUNty serace organzabions and natoral service programs o Mortana

buildmiZintana

Is sponsorod in part by + Corporation for National & Community Service - 5 8 fadersd sgency ™t engapes maore than five melion Amencars
r n serpce through Servor Corps. AmenCorps. andt Lexn and Serve Amenca and leads President Obama's natcnal col
10 servce indigove Unted We Serve Lesam more ubot CNCS in Montans and tedources avadable 1o your
thank you! ] CHES in Montans

organzabon

volunteer opportunitles + The Momtana Campus Compact - Do you warnt % connect win colege students nierested nvolumesrg? Leam
mare about MTCC e largest iigher educannn network in Montana and dedi ated 30 promoting CoMmenty sance
Soarch by Interest:

CAC ANQEQAMEnt. and SenACa-4earmng 1N NgNer e ation

{ssiect one =l
or Entor 3 Keyword: ¢+ Yoluntewer Time Caloulator - The Value of Volunteer Time. cpdeled arrusiy and mace avasisble by ingepsrient
[ [T T T oo TPeT s .
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Developand maintaincommunityrelationships

Developing andnaintainingyour network andfriendships through collaboration

with other agenciess a great strategy to meet joint and community goals. These
relationships are especially valuable when you or your community partners need

letters of support, agach agengknowsi KS a4 02 LS 2F GKS 20KSN
Relationships with your volunteers and your media contacts can also be mutually
beneficial to nourish.
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Inclusion is important.

Diversify opportunities (even if you have to get creative). If someone responds to
82dzNJ YS&aal 3Ss odzi OFyQiU LISNF2NY GKS | R(
opportunity on hand to offer. The more people involved with and talking about

your agency in a positMight, the better!

0 C2NJ SEI YLX SXdaSIfta 2y 2KSStad LT |
RSt AGSNI YSIHfax GKSe OFly 0SS SEOSTt ¢
and out of the car to deliver the meals to the doors, saving time);
efficient office assistant@nd impressive computer gurus.

0! y2GKSNJ SEI YL SX5Aal aiiSNJ wSaLl2yaSc
a chainsaw or clear debris in the aftermath of a disaster, but there
are a 1000 other ways a volunteer can helgeatedcrew is needed
to field calls andequests from residents and connect those requests
to the spontaneous volunteers eager to do said sawing and lifting.
Others are needed to talk to the media, organize supply drives at
their churches, or offer to chaperone a playground while parents of
children there volunteer on the project in a different capacity.
Masseuses have been known to volunteer at the Volunteer
Reception Centers (VRCSs) in the aftermath, to offer stress relieving
massages to emergency workers and volunteers! Singers; story
tellers,teachers, chefs, paperwork pros, organizers, followers, pet
lovers, translators, gardeners, and just friendlyefaavilling are all
useful toin response and recovery, and a good volunteer manager
will not only go out of their way to include any® who tales the
time to show up but also make sure that each person feels valued,
appreciated and knows that their time is well spent.
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Stay releant

{dzNBX @&2dz R2y Qi gl yiad G2 lyy2e OdaNNByid 2
contact and requests than their time, commitment or interest level can
tolerateX 6 dziT A F @2dz 6l yid (G2 NBONHZAGEZ AOG A&

who youare, what youdo, andwhat youneed Here are some tips.

e Create community awareness about your progragnba G F @ Ay 3 Ay (K
eye. In addition to mailing your press releases to every union, social club,
newsletter and newspaper, use the volunteers you haved@erywhere.

052y Qi KI @S I @2ftdzyiSSNI NBIFIRé (G2 y¢
several) an be your goal. Until then, represent your agency at every
meeting or event you can get into.

o If you have volunteers willing to assist in this capacity, great!
Encouragehem to openboothsat community festivals, school job
fairs, anywhere that potential volunteersanbe found. A friendly
volunteercanpromote your initiativein a different lightthan you can.

e Make presentations to the hobby associations, fraternal organizations,
school clubs, community center groups, and chuicbles unigue to your
community. The more diverse your volunteer base, the more potential
volunteers your requests will reach.

e Word of mouth is a great way to recruit. If a volunteer enjoys your projects,
activities, and events, they will talk aboutetir experiences, and invite their
friends, too. Your elevator speech can be developed into some talking
points for volunteers and flyers, too.
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¢ In terms of publicity, be strategidn addition to planning your projects and
announcements around holiga or national Days of Service to maximize
momentum and interest, give the media what it wants.

o For example fiyou wanttelevision media, include an oppunity for
something visuah your press releasén appeal that includes an
interesting opportuniy for asound biteor package is more likely to
make the evening news. Journalists may love your project, but they
have a job to da@ help give them something they can present.

A Gmp CANBYSYy charedgiphadiarnddrt@ N |
W{AYIAYI AVl NKS2MFAY®SGEAND

A dThe highlight of the festival will be the largest Egg Hunt ever
hosted in the state! More than 100 children under 6 are

A~ - s A

SELISOGSR G2 FGGSYR | yR Kdzyi

{+F

2N

AGaNE® W2Kya2yQa 3INRdZI 2 aSyizN

outdoor art display, 35 easels, hundreds of canvases and
buckets of paint, to offer their use free to the public, during

0KS WAPSNBRARS /2YYdzyArAidé [/ SyiuSND

o LT AGQa LINAYd YSRAFZT YI1S F LXSI

angle- intergenerational, youth led, etc.

A GAchance encounteat the store introducedhigh school

sophomore Jim Doe and WW?2 veteran Sara Smith. During the
conversation, Sarah realized that her Church and his Key Club

were both interested in restoring Pride Ra®n exchange of
information, a lot of collaboratiomand 6 months laterSarah
and Jim will cdostthere2 LISY Ay 3 OSNBY2y e
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Quick, basic tips forudreach

Engagement, not presentation.
Engage voluteers by exchanging informationedrnabout them and what their
interests are and let them know about the organization

Different strokes, for different folks.

Volunteershave differentinterests andheeds, so different approaches are

sometimes necessarg 2 Y QU | A& dzyYS & 2 Y SHebbintededtedt Ry Qi
in helping your cause, until you have asked. Give volunteers of all ages,

capabilities and experience the opportuntty be included in your mission.

Once is never enough.
Follow up with people who show any interest. It takes time todtelationships

Appeal to seHnterest.

Discuss the programs of the organization that relat¢hi® volunteer
professional, personabr people skillsPeoplerespondbest to things they know

or have experienced~or example, retirees may be interested in bringing some
aspect of their years of professional or personal experience in a specific field to
your agency. However, they may want to branch off in some totally unrelated
direction. Both can benefit your missi and communityWork with your
volunteer.Discusghe ill building inherent irjoining a boargpublic speaking,
marketing, gant writing, negotiationsetc. for your agency.

Communication

o Explain whya project is important, or how this fits into themission.

o Always encourage guestions

o Trainingg develops skills a volunteer will need, but also gives you
the opportunity to go over what is expected.

o Use media (the internet, newsletters, meetings, videos, etc.) to full
potential; the more the merrierwhen it comes to distribution!
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TRENDS IN VOLUNTEERISM

1. A high percentage of people volunteer episodically
If your agency has had trouble recruiting long term volunteers, it may be
time to restructureopportunitiesalong with this trendnto an episodic
effort, to see if you get better results. Sometimes it just takdittle spin to
completely change the tone arappeal of an opportunity

2. The number of young people volunteering has increased.
If youthare usually not part of your volunteer target group, now may be
the time to reconsider. Volunteer experience gives the chance to make
friends and contacts outside of school and peer groups, and look good on
resumes and college applications. With more emphasiservice, reaching
out to schools, youth groups, families and individual students can open up a
veritable army of potential volunteers for your organization.

3. The number of college studeswolunteering has decreased.
Maybe pitching opportunities thnagh sociology professors or spinning the
skill development aspedh your outreackcan turn this trend around, if
there is a campus in your communi§tudents want skills, so emphasize
the servicelearning and your willingness to write letters of
recommerdation for stellar volunteers.

4. The total number of adults volunteering has increased.
The current generationetiring is not as eager or content to stuff envelopes
quietly in the background, 25 hours each and every week, for your agency
a4 GKS LINBGA2dza IASYSNI GAZ2Y 6L ad CKAY
retireeshave just as deep interest in the community, but tivegnt to
makeuse of their professional skikgdseeresultsin shortterm projects.
They want to be treated as your colleagyerot your assistarg Give them
more control and let them use their own energy and networking to recruit!
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TRENDS IN VOLUNTEERISM

Volunteer Rates by Age00s2010

16-19

28.9%
32.9%
21.9%
Oregon 32.5%
Washington| 42.2%
33.1%

20-24

20.0%
20.3%
27.7%
21.2%
22.4%
32.4%

2534

28.2%
28.3%
33.6%
30.2%
27.1%
32.4%

3544

41.0%
42.8%
35.8%
40.8%
42.9%
33.9%

4554

39.4%
40.6%
33.5%
37.2%
37.0%
32.2%

55-64

39.7%
35.8%
39.4%
34.4%
35.1%
32.7%

65-74

36.7%
38.6%
39.2%
30.1%
30.3%
32.1%

Alaska
ldaho
Montana

Wyoming

Montana at a Glance

Program Funding

Senior Corps Projects Participants

Foster Grandparent Program 5 182 $1,186,664
Retired and Seniof Volunteer Program 14 4.681 $£796.863
Senior Companion Program 253 $834 988
5316 $2818 515
AmeriCorps Projects Participants? Education Award 3 Program Funding
AmeriCorps State Competitive 3 1.051 $2.025,603 $2,538,937
AmeriCorps State Formula b 164 $361.807 $695,132
Amer|Corps Natlonal 3 5 $24,975 $494,.000 4
AmeriCorps NCCH 6 N/A N/A §
AmeriCorps Fixed Amount Grant 11 113 $102,983
AmeriCorps Indlan Tribes 1 N/A N/A $50,000
AmariCorps VISTA £ a5 $471,750 $1.022.805
14 1,418 $2.987.119 $4 800,874
Learn and Serve America Granteos Participants Education Award Program Funding
K-12 School-Based Q61 N/A $421.174 &
K12 Community-Based 1 223 N/A $550,000
ERVE | 3 1,184 $971.174
Other Funding Grantoos Program Funding
Disability Outreach 1 $106 947 7
Program Development & Technical Assistance 1 $97.750 ?
State Commission Administration 1 $298.242 7
NODING TOTA $502.939
RAM 1 67 7.918 $2.987.119 $9.093,502
(Including Segal AmeriCorps Education Awards) $12,080,621
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VolunteeringinAmerica.gov

Montana

Volunteer Rate
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Number of Volunteers

Thousands
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Year
Top Four Activities (2008-2010)
Percent
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General Labor
Fundraise

Collect / Distr Food

Prof / Management

Legend
B Montana [l us

these might not be the top four activities for the nation

year

Avg. Hours served in a

Trends and Highlights

Based on single year data (2010)

o 239,468 Montana residents volunteered 29.6 million hours of
service through or for a nonprofit or community organization in
2010

o Service also takes place informally when people work with
neighbors to address or fix a community issue. In 2010, 14.1
percent of Montana residents volunteered informally, totaling
approximately 108,714 individuals.

o In Montana, more than 9,100 people participate in national service
each year through 900 national service projects and programs.
This year, the Corporation for National and Community Service
(CNCS) will commit more than $12,700,000 to support the national
service initiatives (Senior Corps, AmeriCorps, Leamn and Serve
America, and other programs) in Montana.

Volunteer Hours Per Resident
60.0 7

50.0
40.0
30.0
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Bl Montana [ us

Whete People Volunteer (2008 to 2010)

Educational 23.1%
Hospital 6.8%

Other 9.5%
‘ P

- Sport / Arts 5.3%
Religious 28.3%

Social Service 18.4%

Numbers in the chart don't add up to 1009 because of rounding

* Not reported due to the sample size for this estimate.

EIN N Volunteering/nAmerica
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TRENDS IN VOLUNTEERISM

Benefits to recruitingp5+:

e Quantity
0 There are 77 milliopeople between the age of 50 and Bbthe
United States. This is the largest cohort of the US Populatiore
than the population of Canada.

e Resources
o 55+canhaveabundantresources; time, talent and treasures they
can contribue now and as theppeginto retire.
o0 Theyare more educated than any other previous generation in the
US; onethird of Boomers have a college degree.
0 Theyhave more wealthhan previous generations in the US.

e Diversity
O 55+represent agreater ethnic and religious diversity than previous
generatiors.

¢ Interest in Working
o Most (69%) plan to work in some capacity during retirement; only
28% expect not to work at all. More than 75% report that work is
important to theirselfesteem

e Already Volunteering
O 55+are already volunteering at the highest rate in the courgry
33.2 %, which is higher than the national average, 28.8%.

e Longevity
o The average life expectancy is 83 ydarpeoplecurrentlybetween
the age of 50 and 65
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TRENDS IMOLUNTEERISM

The changing paradigm wblunteering:

Old Paradigm New Paradigm
Volunteer Civic Dut Improve the world
Motivation y Find Personal Fulfillment
Pattern of

Volunteering

Long term and regular

More short term, sporadic

Expectation of
Reward

Low; seek mostly
recognition/appreciation;
some expense
reimbursement

Higher; seek
recognition/appreciation,
expense reimbursement by
possibly also cash
equivalents or cash
incentives

Relationship to the
Organization

Strong identification;
conforming andoyal

Loose identification; more
individualistic and critical;

more likely to walk away if
unsatisfied

Manager 0s
the Volunteer

Subordinate

Partner

Manager 0s
Management Style

Command and control; top
down; volunteer manager &
Aexperto

More participative and
collaborative; focus on
teambuilding and
leadership development;

manager as 0

Interviewing and
Placement

Priority on organizational
needs; limited knowledge ¢
volunteer; some skill
assessment

Better balance between
organiza@ional and voluntee
needs; more thorough
assessment process; focus
on whole person

From Templ e

Uni versityads

Center for I nt
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VOLUNTEER MANAGEMENT COMPONENTS

\

/ _ \__/,) Orientation

Volunteer Match

KEY PO| N-lzﬁck here to go back to Table of Contents)

o Why do people volunteer? 28
o Interview and placement 29-30
o Agency/Project introduction 31
o Orentation autline 32
o aO/ t S tSbdalyhtvairs 3334
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WHY DO PEOPLE VOLUNTEER?

A Because they were asked!

A Sense of Duty

A Recognition

A Fun

A Networking

A Gain New Skills

A Career Planning/Professional Development
A Desire to Make a Difference

A Personal or Life Changing Experience

Why5 h b geodple Volunteer?
A Never Asked
A Burnout
A Mismatched Skills
A Unclear Expectation
A Bad Treatment
A Little or no Recognition

A Too Busy
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INTERVIEW ANDOLUNTEER PLACEMENT

Your agency might not use a formal interview, or use the Social
Motivators for determining placement for their volunteers.

That is OK. There are times when it is not appropriate or necessary.

For instance, when the participant onlyess an onsite project briefing for a one
day, large group event, and is not looking for a more regular volunteer role. Or,
when a volunteer arrives and tells you in no uncertain terms that they want to
serve inspecificcapacity.

However experience has sha that agencies that invest the time to interview
and orient new volunteers have higher satisfaction ratings, loyalty and retention
than organizations that do not. Social Motivators aside, here are some points to
consider when determining how to place alunteer eager to make a difference.

Match an experienced volunteer with a new volunteer for hands on,
one-on-one training or mentoring.

Provide a guided tour of the organization so the volunteer feels more
comfortable in the surroundings.

Discuss the background, mission, and goals of the agency; explain the daily
F OGAGAGASE YR K2¢g (0KS @g2N] oAt LI

Be considerate about schedules when setting meeting and training times
and dates.

Whether recruitedat a community booth, or by a recruitment committee,

it is important to be specific in the tasks that you assign a new volunteer, as
new recruits may be intimidated by making decisions in unfamiliar territory.
Before we get to volunteer job descriptiongéthe AppendiX here are

some sample interview/placement examples:
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Whatever process you use for placement, here are some
suggestions for personaligroject role connections:

o Outgoing Volunteers

Direct client work, activities, patient visits, workiwgh
younger children, meal delivery, public relations, etc.

0 Quiet/Shy Volunteer

Indirect client work, behind the scenes work, filing, copying,
errand running, onen-one work, general maintenance,
record keeping, etc.

o Creative Type Volunteer

Marketing tasks, ideas to promote agency to youth and/or
other demographics, art work, poster making, flyers, web and
brand development, etc.

o Groups of Volunteers

Activity leaders/participants, singrlongs, yard work, food
work, massmailings, flyer disthution, etc.
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AGENCY/PROJECT INTRODUCTION

When a new volunteer joins your organization and attends an
orientation, what do they want to know about your agency?

One day events, such as community festivals and environmental-gjgamay
need only an omproject site pep talk, safety speech and thank you, 20 minutes
before the project. But long term volunteers who want to commit to your mission

may want more information about what your organization does!

Basic format:;

Page| 31

Welcome
Office Tour
Meet the Staff
Agency History
Mission/Vision
o Statistics about national and local issues
o Current Goals
Programs
o How volunteers fit into the big picture
o The importance of the volunteer work
Process
o Tracking and Reporting
o Evaluation and Outcomes
Safety and Risk Management
Camaraderie and Networking
Current Opportunities
Website and Contact methods
Publicity and Media Policies

Open Q&A session
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ORIENTATION OUTLINE

Volunteer orientation

Hereis a general outline to consider when orientvmgunteers to your mission,
project, staff, processand agency.

Interview and placemerg Volunteers may register with your organization virtually

but it is important that you meet face to face at some point before you refer a volunteer
for an event oan ongoing opportunity. You may need a volunteer greeter at a special
fund raising concert only to find that the volunteer you are interviewing prefers to share
his time in a library where it is quiet and calm.

Introduction(to volunteers)c Roll out the ed carpet to insure that your volunteers

feel welcome and more importantly, respected, as a menddgrour organizational

team. Give the volunteer a tour of your agency, if applicable. Introduce the volunteer to
staff, board, and other constituentsSharepromotional literature, program materials,

and other information to help acquaint the volunteer with your goals.
aO/ £ StflyRQA cAwdolintedr hanagérican askalvolurtebi o spend

5 minutes completing theurvey(found in the Appendix and gain valuable insigito

why this person is willing to shatieeir time and talents to supporthe mission.

McClelland's Need Theorgreated by gsychologisDavid
McClelland, is a motivational model that attempts to explain
how theneedsfor achievementpowerand affiliation affect the
actions of people from ananageriacontext. It is often taught in
classes concerninganagemenbr organizational behavior.
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al /[ 9] [SOBIBLMOTIVATORS

According to McClelland, three overlapping drivestivate people

Need forAchievement

Move it:
_| oOve Desire for excellence
things to DO Wants to do a good job

Needs a sense atcomplishment
Wants to advance
Desires feedback

Need forlnfluence

Likes tdead

Enjoys giving advice

Enjoys job status

- Likes to see their ideas carried out
Ask me my opinion! Likes influencing important projects

| Play Well Need forAffiliation
with Others Likes tobe popularivell thought of

Enjoys and wants interaction
| ,%; People
© like me!

Dislikes being alone in work or ple
Page| 33 serve.mt.gov

Likes to help others
Desires harmony
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According to McClelland, here are tBesocial motivators and how they
apply to volunteer placemerdnd recognition

o Need forAchievement

This vdunteer will prefer assignments that have specificcome
targets, provide a new challengar likely to lead to selfimprovement

Recognize by:

Tangible items (plaque, certificate)
Letter of praise to their employer
Nomination for an award or honor

o Need for

Thisvolunteer will prefer positions that involve setting directions
or providing advice, leadership positigims advocacy

Recognize by:

o0 Need forAffiliation

Thisvolunteer will prefer assignments that fostpositive
relationships and belonging to a larger group

Recognize by:
Note of thanks and/or personalized gift
Throw them a social gathering or party

Name/photo in the newspaper or newsletter
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VOLUNTEER MANAGEMENT COMPONENTS

Agency
| Mission, Vision, | S u p e rVI S i O n

Evaluation

\\

r\7 olunteer

Collaboratlon .|
! |
\ Growth, Challenge /

KE\F’OI NT&Iick here to go back to TableGintents)

o Engage volunteers effectively 36-37
0 Volunteerpositiondescriptions
A ldentify the features and benefits 38-39
A Connection to goals and mission 40
o Defining& communicating clear expectations 41
0 Needsassessment andvaluation 42-44
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ENGAGKEOLUNTEERS EFFECTIVELY

What aresomecharacteristics of an agency which engages volunteers
effectively?Themanagement

o Laysthe foundation through mission and vision

The volunteers are seen as valuable human resources whose efforts
directly contributel 2 G KS | OKAS@OSYSyid 2F GKS
a mission clearly articulated, widely shared and opelidgussed

o Combinesinspiring leadership with effective management

There is a clear focal point of leadership, but all levels of
management (policynaking, executive and middle management)
work in concert to encourage and facilitate volunteer involvement.

o Buildsunderstanding and collaboration

There is a conscious effort to reduce boundaries and increase the
teamwork between paid and volunteer staff. Accomplishments of
volunteers and of staff arequallyshared and celebrated.

o Learns, growsand changes

There is an openness to the possilaktifor change and an eagerness
to improve performance and better meet the points outlined in the
mission statement. The value of involving volunteers from all
segments of the community is understood and appreciated.

Avoid MicreManagingg Volunteers needo have clear expectations in their
job descriptions to allow them to perform their roles efficiently and effectively
without a staff person to stand over their shoulder while they complete their
tasks. No one enjoys being miaranaged Avoiding this wi aidin retention.
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ENGAGE VOLUNTEERS EFFECTIVELY

Risk Management

Due diligence is necessary to protect you and your organization. Job descriptions,
safety briefings, and superwisi are components d¥olunteer Management.

e Create a positionlescription (See Appendix for templatélWhen taking requests for
volunteers from another agency, or formulating one of your own, ber@deaut what
skills and abilities are required, to ensure that appropriate volunteers are placed.

e Providesafetytraining, and keep recorddMake sure volunteers understand basic safety
proceduresand have acknowledged that they received this training. This can help
protect the organization in the event that something happens.

e Interview potential volunteersinterviews are not only great to make a bond with and
place a volunteer, they also allow you to verify and clarify the information submitted on
intake forms.nterviews give volunteers an opening to ask questions, clarify
responsibilities and express any concerns.

e If your agency requires background checks, make sure that the fees are written into
your budget If your agency is placing the volunteer with a different organization, make
sure they know that the accepting agency is responsible for this procedure.

e Be cautious when placing volunteers with vulnerable populat{oes children or the
elderly)Check and abide by the policies of schools and other organizations your
volunteers will serve. Make sure your volunteers know the importance of key issues,
suchas confidentiality. Some agencies will require confidentiality agreements and
background checks.

e V2fdzyGSSNARQ LIKeaAOlf KSleflittKvolinied? askighhents (0 A S &
Provide a wide array of volunteer roles to potential volunteéfsecommon sense in
placement: some volunteer roles are more strenuous or risky than others.

e Include a Release of Liability for in the volunteer applicalake sure volunteers
understand the risks they may encounter in a disaster service (for examplghasent
by induding a Release of Liabilityeésthe Appendiy directly on the volunteer
application and reviewing it with potential volunteers during the interview.
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IDENTIFY THE FEATURES AND BENEFITS

While often technical, a volunteer position description should include
any marketable skills, networking or other benefits you can identify.

Will the volunteer meet the mayor? Develop their public speaking and
presentation skills? Gain technical knowleddmut painting or building a house?
Become certified in some form of disaster mitigation or management? Interact
with potential employers? Be featured in national media? What about the
benefits their service will have for your agency, or communithaege?

Clarify the expectations.

When designing volunteer position descriptions, clearly specifying roles,
expectations, responsibilities and how each position fits in with the overall goal or
strategy will reduce misunderstandings for you and your volurgeBefore a

project begins, you can get a good picture about capacity by considering how all
the pieces (job descriptions) fit together, identify gagisd rewrite accordingly.

However, a handy rule is tefine what is important; ignore what is notlf a

volunteer is coming to track inventory in the back of a donated food warehouse,

Ad YFAYOQFAYAY3I | GLINRPFSAaA2Y I -shitJLIS|E NI y
would probably not only be more appropriate, but more a comfortable way for

the volunteer to gve of their weekend. On the flip side, if your volunteer will be a

media representative for your agency, doing interviews on TV and/or in print, it is

vital that you communicate your expectations about dress code, tone,

confidentiality, etc. from the gego.

Getting too technical or unnecessarily strict can make a volunteer feel like their
involvement in the project is just another shift at work. Try to avoid this! Your
volunteer should feel good about the work they do with your agency.

Be clear in youexpectations, and ALWAYS be grateful for the extra, free help!
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General points to consider:

Every position description will look different, reflecting the styles and
expectations of your agency and taking into account those of your target
volunteers. May agencies do not formulate formal positions, instezasually
sending a blurb to an already vette@dlunteer through email, or discussing a

need that a certain volunteer could meet, over lunch with said volunteer. You do
not need to overly formalize youyarocess and procedures in order to get things
accomplished for your communitiput you do need to communicate what will be
expected of the potential volunteer in some wdsxperiment with what works for
you and your volunteetsout strive for consistency.

Review the position description to determine if it:
¢c YSSiGa GKS 2NBEFYATIFGA2yQa LINA2NRG @
¢ ensures the inclusiomwolunteers with special needs
¢ Identifiesthe features and benefitsf the role
¢ conveys a powerful message of commummypact

Considewhen designing volunteer roles:
¢ safety, risk management and liability issues
¢ confirming that volunteers are available to do the task
¢ the amount of travel, commitment or training required for volunteers to
perform the task is reasonable

Some possible elements to include in volunteer position descriptions:

Position title Reports/responsible to
Overview of position Specific tasks

Time required Qualifications
Physical/age requirements Skills/education required
Training required Benefits to the Volunteers
Dates and planning Dress code

Accessibility of location Special instructions
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Does this volunteer job description convey the appropriate message?

Often, instead of the fulNision or mission, a purpose statement is included at the
top of a position description, helping the volunteer connect to the overall goal of
their work. A purpose statement describes how a project or program contributes
to the achievement of the organizatz y Qa (¥ee AgpdndiyTiardditional
example andPosition Description Template

Examplel: Advisory Board Member

Purpose:To promote school age volunteerism in County

Program descriptionTo further the mission of , the Advisory Board is
comprised of an independent body ofl® youth and 4 adults, who provide advice,
vision, support, expertise, and direction to grow and promote Wy e2dzi K
volunteer initiatives.

Commitment Meetings are held the first Tuesday of each month, freh3PM at the
Center. Decisions cannot be made without quorum, however if a schedule
conflict arises, votes may be given over the phone or through email.

Job Description:Adult Advisor
The4 Adult Advisors:

Provide leadership and guidance to Advisory Board.

Develop leadership skills of youth on board.

Help board develop policies and procedures as needed.
Communicate, on a regular basis, with the board and staff of .
Inform of any concenms relevant to the success of the school
age volunteer program.

oo

Skills preferred Ability to model leadership qualities, desire to develop youth leaders,
ability to work on a team and interest in helping kids connect to their community.

Benefits An AdultAdvisor has the opportunity to formulate and influence local policy

and network with community decision makers. Mileage is reimbursed for meetings, and

0N} St yR f2R3IAYy3I SELISyasSa I NBE O20SNBR F2N
participation in the yedy volunteer appreciation retreat.
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DEFINING &£&OMMUNICATING CLEAR EXPECTATIONS

Volunteers need clarity about:

o Significant agency policies, procedures, and operations that affect
them or that they affect.

0 Their responsibilities and functions toward thgency and its clients.
0 ¢CKS 3SyOeQa NBaLRyaArAoAftAGASE G206

0 Any risks associated with the project or program.

Supervising volunteers:

o Define andcommunicate clear expectations

o Guide and gpport volunteers

o Ensure that volunteers feel rewardeahd recognized

o0 Give volunteers thénstructions, direction, feedback
corrections information andfreedomthey needto perform
their functions well

o0 Take care of th@erson, not the task

o Provide guidance in the way that works for the volunteer

o Support, ratherthar©2 Y G NP f = (GKS @2f dzy i SS
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NEEDS ASSESSMANDEVALUATION

Whyshould volunteer supervisoonduct needs assessmefits

While sometimescumbersome to collect, tracland maintaingata gathered on
& 2 dzNJ @2 dzynd sxpax@&ncewilis2rixdlyour agengyartners clients
andcommunityat-largewhen it comes time to publicize achievemeiris
quantitative terms, change your policies pursue new funding sources.

When developinghe funding sources foyour programyou naturallythink about

potential outcomes and develop a tracking process so you can prove that you are
meeting your targets to funders and stakeholddf®wever, as a volunteer
YIEYF3ISNE A0 Aa Ffaz AYLRNIFYyG iogctsSal t dz
to your organization and overall satisfaction with their experiefiae form of
volunteerevaluation iad Y S SsBe&smené Needs assessments aggaluations

of the changing needs of the agency, the community and the volunteers

Why is itimportant to assess thaeeds of the volunteer program?

e Create new roles for volunteers

e See where more volunteers are needed

e Determine volunteer interest

e Find out where volunteers are no longer needed

¢ Find ways to volunteer to make staff more effective
e Buyin for volunteer programs

¢ Inclusion of your corporate or community partners

Popular nethodsof conducting needs assessments

Focus groups
Email/web surveys
Interviews

Mail surveys
Telephone surveys
Pre and Post tests
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NEEDS ASSESSMENT EMALUATION

Evaluation of your program

By ollecting £edback from both the voluntesiand supervisa, issues can be
identified and obstacle®vercome Establishing an open line of communication
early in the volunteer relationship makewvaluationsamore helpful and atural.

Agencies may want to consider holdinggininual evaluations where volunteers
can speak openly with one another and agency sfdf&e are many options,
ranging from informal emails, to very formal university developed surveys. For
most managersgvaluationsare written, conducted in onen-one interviewsor
handledin a group forum/meeting.

Volunteersmay be initially intimidatedr annoyedby the idea of an evaluation
Reassure them that evaluations gi@unteersa chance to address issues and
problems they may be facing in an open and receptive environpragrt help you
develop better programs and pursue new goals, volunteers and funthagit is
a task worth doing.

Thethree basic reasons for conducting uvokeer evaluations are to

¢ help the volunteer work closer to their potentjal
¢ help the organization better involve volunteg@nd
¢ give volunteerghe opportunity to identify new needs or solutions.

Failing to evaluate a volunteer sends a clear message that you don't care about
the qualityof the work being doneBoth volunteers who know they aren't doing
well and those who think they should be congratulated for good work will think
less of the volurger effort, if some sort of evaluatiors not conducted.

Page| 43 serve.mt.gov



NEEDS ASSESSMENT EMALUATION

Some basic evaluatiompt

e Begin with a clear and accurate job description for
each volunteer position

e Follow the RAP method
0 Review the past
0 Analyze theresent
o Plan the future

¢ Listenat leastas much as you talkmnaybe more)

e Be cautious not to review personality traits,
shortcomings, etc. but stick to the volunteer job
responsibilities at hand

e Make certain at every stage that volieers are not
feeling badgere@nd know that they are valued,
I LIWINBOALF SR YSYOSNAR 27F 0KS

e If a challenge or need is identifigdake action. If it
65S02YSa 200A2dzax F2NJ SEF YLIX
and talents are mismatched in an opportunityfey
that person alternatives in their service
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VOLUNTEER MANAGEMENT COMPONENTS

/ E ™,

\
\
Appreciate

» Recognition

\ and Retention

KEY PO' N-Iz&k here to go back to Table of Contents)

o Ensuring volunteers feel valued 46
o Equip, respect and keep volunteers 47-48
o Opportunities for development 4950
o Keep them busy 51
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ENSURING VOLUNTEERS FEEL VALUED

Match the volunteer with the appropriate recognition.

Keepinginmindh O/ £ St £ I yYRQAa (fe2 agd82) theavaylydud | (i 2 NB&
recognizevolunteers can vary wildly. With a luncheon, a newspaper article, a
college recommendation or just a smile, recognition is a vital and constant part of
volunteer managemenfseeRecognition and a Retentidstrateqy 101 ways
Montanans can recognize volunteers, in the Appendix

¢ Volunteers may be genuinely touched by offering to serve as a job
reference, write letters of recommendation dryou nominate great
volunteers for local, state and national awards.

e 52y QiU KSaAOGlFIdS G2 aSyR I LINBaa NBf S
dedication of the volunteera/ho go the extra mile for your agency or the
community atlarge.Families or corporate volunteer groups appreciate the
media attention as well, and makes fpositive stories

AwSO23ayAT S @2dziK a | 3INRdzLIZ y23 AYRA
spotlight, and feel more comfortable in groups.

o0 Alternative to the volunteer luncheoiBuild/rent a float in the next
community parade and invite them to rideth big banners
announcing who they ar@make sure it has loud, very loud mysic

A Youth (and adults, too) may also appreciate time you invest in researching
and assisting with scholarship applications. Maybe as a volunteer
recognition, your agency could lead or host a scholarship workshop or
seminar. Maybe ask representatives from tiveahcial department of a
community college, university or a guidance counselor to givotgate
information on FAFSA, Work Study, Pell Grants, terminology and timelines.
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EQUIP, RESPEBINDKEEP VOLUNTEERS

Retention tips:

o Have light snacks and beverages on hahiinexpensive and
may mean the differece between crankgnd happwolunteers.

o If job responsibilities differ, even slightly each day, be sure to have
someone on hand who can instruct thelunteeron where they
are needed and what they will be doingy one wants tovander
around looking for someone to tell them what to do.

o Givevolunteerst G alLJ OS¢ ¢gKSNBE GKSe& Oly
personal belongings when they come to your agency or just want
to take a brearom their task; this gives them sense of
ownership and belonging.

0 Always beaccessiblethis may mean giving theolunteer in
charge of a projech mobile phone numbewhereyou can be
reached or a backup staff person who would be able to answer
any questions they may have.

o Letstaff andother volunteers know when a newolunteer will be
arriving, what his/her name is, and what general tasks they will be
performing; this way th@ew recruitwA £t £ y 20 FSSt &2 d
and intimidated by other staff membeend (perhaps territorial)
veteran volunteers

o Check in with volunteers regularly; especially when tasked with

something new, like taking on more responsibilities from a retiring
volunteer,or dealing with a new fax machine or office software.
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Retention tips (continued):

0 Keeparecordd@ 2 f dzy (0 S S NHRoQrs dng daliu@te Relzl f
GFAY I YRR 6 fzof iofiyfairsto the agency Take the
number of hoursandtimesit by *$21.36to get thedollar figure
(* Independent Sectot
ThisnumbeyF @ 0SS dzaBbRREAYBHADPKSA F2NJ
Good for you in fundraising, go@lsoasvolunteerrecognition.
Volunteers feel pride in seeing the numbers.

0 Volunteersdeserve the assurance that what they are dpia
important, needed and valued; let thenknow that without their
KStLI GKS 3SyOeé ¢g2dd R YSOSNI KI @S
appropri 1S aSYGAYSYy (o

o Get to knowvolunteers personally, inquire about their outside
hobbies, and become a friend to themvhenever possible

o Always create new challenges and responsibilities for volunteers;
this will keep their motivation and interest levéigh.

o Involve volunteers in the decision making proces&n if access
to policy making decisions is beyond your power to give. Let
volunteers have input on anything you cémm what type of
d2RlI &aK2dZ R 0S Ay (0UKS @OSYyRAYy3 YI
newsletter should include.

o Work withvolunteersknowing how valuable they can be as
advocates for yor agency in the community; each individual
reachesa different and diversegroup of friends, who magne day
be in a position tanake powerful decisions and contribute to
non-profits (like yours¥inancially.
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OPPORTUNITIES FOR DEVELOPMENT

Provide pofessional and personabportunities todevelop through
trainings your agencgan provide.

al 20S @2dz R2 y20 KIFIGS GKANAY3A | KAIK LN
@2t dzy 0 SS NI 6 dfrask&riouhd, &ang yo@dan gethBaiiety of local

speakers from Public Safety, the business sector and from local schools to come

offer vdunteers access to training in a variety of togiefen helping those
communityagencies fulfill their own outreach requirements and paving the way

for future collaborations).

LG R2SayQi KIFI@S G2 0SS | F2 NNinfe Hdmg O G dzNB
Buying, Becoming a Master Gardener, or How to Clog seminars or meetings are

just as easily (and legitimately) arranged as providing access to disaster
certifications, Resume Development WorkshapsToastmaster training.

Providing new, optionathances to learn something different, as a change from
the norm is a great way to recognize and retain loyal volunteers.

If you and/or your staff have the ability to train in a topic, even better! Maybe
surveying staft and volunteers; about what theycould teach, and what they
would like to learn, would be a rewarding exercise for everyone. These
opportunities are a great way teepen community awareness agét to know
one another

What if your project requires pre or ongoing training to provitle skills the
volunteers need to succeed and complete the objectives? This can also be a
retention tool, as it shows that you are willing to invest in and trust your

volunteers with more responsibility and status.

Also, young volunteers can gain resumglding skills through volunteering.
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OPPORTUNITIES FOR DEVELOPMENT

Here are some more formal guidelines for training volunteers.
1. Four steps in training volunteers
Step One: Identify Training Needs
Step Two: Design Training
Step Three: DeliverTraining

Step Four:  Assess and Refine Training

2. ldentify and define 3 types of learning

a. Knowledge information
b. ills ability to perform a set of tasks
c. Attitudes the way a person feels aboat sees a topic

3. Identify four principles of effetive volunteer training design

Principle One: ,dZAfE R 2y LI NILAOALNI yiG&aQ SEL
Principle Two: Make training experience interactive
Principle Three: Communicate key lessons through visual, auditory
and experiential modes
Principle Four: Apply learning

4. Waysto evaluate the effectiveness of training.

Written participant evaluation Reflection exercise at the end of training
Participant chechn interviews Participant performance in position
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KEEP THEM BUSY

Protect volunteers from burnout, but keep thelbusy

1. If a volunteer begins to stagnate, let them know that there are options.

o0 There is always more work to be done in your offfoe your mission or in
the community atlarge. Let people rotate oudf positions they no longer
enjoy.Find out what they would like to do instead.

2. Explain why or how the job they are doing is necessary and important.

0 Always look to create interest and belief in what you have your volunteers
doing. They are giving up their time, so make sure #meywthat what
they are doingcounts!

3. Find or create opportuties that are fun or unexpected.

o0 For example, organizz community scavenger hufdr residentsto raise
awareness about local agencies and what they affend send teams of
volunteers out tainterview and tour a variety of nefor-profits in town in
preparation Or do something spontaneous, like announce that there will
be agrouphike up a local mountain, and/orBBQ, and askolunteersto
assist in the planning, marketing and logisticsa &seak from their regular
work. Ask volunteers to organize a food pantry driveddocal partner.
Challenge and include volunteerskeep them vested and interested.

4. Always, always, convey your respect and appreciation.
0 Repeated manytimesinthis2 2f {A0X a4 | @2f dzy d SSNI

stressed enough that retention cormdown to you making certain that
your volunteers feel satisfied, fulfilled, usefahd valued.
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FUNDING

Sustain and Develop

Ve 55 vV B

Funding || Outcomes

KEY PO| N-lzﬁck here to go back to Table of Contents)

0 Key elements of a volunteer budget 53

o Project fundraising 54
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KEYELEMENTS ORVOLUNTEER BUDGET

What budget items are necessary for a volunteer program?

It takes money to manage a volunteer progravlunteer Managers should be
able to forecast expenses and communicate the need for support to decision
makers within the organizatioiSee Appendix fdBudget ExamplesHere are
some common line items in a volunteer pragr budget:

Staff salary and benefits Equipment

Office Supplies Other materials
Printing/copying Postage

Recognition Training for volunteer

The value of volunteer time is higher than ever befdnelependent Sector sets
the ratefor the national rate As of February 2012 ne hour of time served by a
volunteeris valued a$21.36. (http://independentsector.org/volunteer_time )
Multiply that rate by all of your volunteers and thiene they contribute to your
organization and use it in all grant applicati@ssinkind support.

Coordinating Volunteers for Special Events

Local organizations, companies, communities of faith, and government entities
host festivals and special eventsoughout the yearVolunteer coordination
(registration, assignments, supervision, recognition) is essential to insure a
successful evenW/olunteer Managers can charge a fee to coordinate these
efforts, or for trainings you deliver or bring to your comnity.

Managing Corporate Employee Initiatives
Raise funds for your volunteer program by partnering with areapanies to
managetheir corporate employee volunteer initiative&ncouraging employees

and their families to participate in the communitya | &G oAy GAY € T2 NJ
someone needs to develop and implement the projects.
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PROJECT FUNDRAISING

Use your networks and ask; for resources, help, support, etc.

The constant need to sustain ngmofit programming is a challenge that staff and
volunteers can meet, together. Even if your project is a samual clearup,

someone needs to buy the gloves and garbage bags;there will always be

some cost. Invitig volunteers to help with the fundraising effort is a great way to
give them the opportunity to develop their organizational and professional skills
AND bring necessary projects to your community. In addition to just spreading the
word that your agency sorth supporting, willing volunteers can:

1. Make the Ask
0 Intimidating and exhilarating, sometimes all it takes is the right

person asking for support and resources at the right time. Let your

@2fdzy 0SSNB 1y2¢ o6KIG GKS F3ISyoOeQa

to talk about those needs wherever they are comfortable.

2. Write Grant
o Look and you will fintbcal, regional, national, federal, private and

corporategrant opportunities to fimnymission.Diversifying your

funding streams is importanso if a volunteeis willing to try their

KFYR FG F 3INXyad GKIFIG &2dz2NJ | 3SyOe
try and give feedback and support. It is a learning opportunity for you
both, and might just bring in a new funding source.

3. Corporate Campaigns
0 Many companies encaage their employees to volunteer, and will

even offer a monetary match for the time their staff gives to your
agency. Encourage volunteers who believe in your mission to inquire
about these programs.

4. Events and Sponsorship
0 Going after sponsorships andsting fundraising events are tried and
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VOLUNTEER CATEGORMSIDEAS

Volunteer Categories

Exampledy VolunteerCategory
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o Neighboring 62-63
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64-66
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PROJECT EXAMPLE: PAWS

Volunteers collect small bags of dog and cat food and deliver the pet food to the
homes of senior pet owners who may findirtancially difficult to adequately

feed themselves and their four legged friends

Volunteers plan, host and collect food from various donation driVasy

maintain the route of senior citizens referred through county and home health
agencies, keeptrack¥ S| OK K2YSQa LS4 RSOGFAftaz |y
deliveries each month

PROJECT EXAMPBE> BREATH AND BARK

Big Breath and Bark raises funds and awareness to provide all fire emergency
vehicles with pet snout shaped oxygen masks.

Volunteers establish and maintain the relationships with the fire station

personnel, drum up media interest through press releases and interviews,

researchthe kind of masks needed, what sizes and where they can be bough
coordinate the plagues thatoginti KS a il GA2ya 6A0K R2Yy2NEQ

PROJECT EXAMPLE: PETS IN EMERGENCIES HANDBOC

Volunteers research and publish a disaster resource guide farvpeers.

Volunteersresearch and publish a guidéf 2 OF f G LISG FNARSYRf &¢
event of fire, flood, or other disasterVolunteers alsarain youth in intervieving,
reporting, and/or printing skills.
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Disaster Preparation

PROJECT EXAMPLE: EMERGENCY PET SHELTER

Volunteers open and operate a pet shelter for emergency workers andeesgjils

SSYA2NI OAGAT Sya FyR ald NRATE NBAARSY(3

accompany them).

Volunteersmanage a pet sheltdrom registration, scheduling, cleaning
transportationmethods of the animals, care on site, and satisfaction surveys
among the human recipients of the service.

PROJECT EXAMPLE: VRC

A VRC (Volunteer Reception Center) becomes a headquarters for spontaneous
volunteers in post disaster situations.

Volunteers set up procedures, host drills, and deploy in the aftermath of disasters
to handle unaffiliated volunteerdJsually done in collaboration with or at least
training by local Emergency Management officials or leaders

PROJECT EXAMPREEPAREDNESS TRAININGS

This program pays the training fees for registered volunteara variety of topics,
sothey are better able to respond during times of disaster.

Volunteers are encouraged to participate in a wide variety of community trainings,
and the agency covers their fees, whenever possible. Volunteers participate in
drills for emergency management, CERT, conflict resolgtamything that

appeals to and better prepares a volunteer to serve their community.
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PROJECT EXAMPYBUTHSERVICE LEARNING COUNCIL

A grant making groupomprised entirely of youth volunteersstablished to
promote more servicdearning increase community issue and asset awareness,
andgive experiences in policymaking, civic responsibility and fisaahgement.

Youth wlunteers hold monthly meetings toonsider submitted community grant

proposals andnterviewthe communitymembersseeking their funding¥oung

volunteersget experience in evaluating, discussing and scoring granthéaoeal

projects@l NA 2dza | 3SYy OASa LIN®paesardcdleatnikd O2 dzy O
included incommunity projects, and hopeful recipients need to demonstrate that
GKS& Oly dziAfATS @2dziK Ay LINR2SOGa GKI

PROJECT EXAMPLEAILBLAZERS

Middle school youth paired with college studeyasd overseen by local rangers
create and maintain new trails and paths in the national forests

Primarily a servicéearning project, volunteers serve as educators, environmental
specialistsMaster Gardeners, equipment traineasd operatorsio create safe

trails and paths for families to enjoyhis can be expanded to include wildlife
preserves, community gardens aadenplayground ¢ the idea is to onnect
established and aspiring environmentalists in volung@ejects in your area.

PROJECT EXAMPBEOKS AND BIRTHDAYS
Books and Birthdays is a volunteer initiative promoting literacy.

Volunteers coordinate with the school and teachers to make mignitsits to
classrooms, where each classmate who has a birthday that month is given a new
book. During the visit, volunteers read each new btmthe class, and cupcakes

or small snackare provided.
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PROJECT EXAMPLE: TIDY TOMBSTONES

Tidy Tombstones is@emetery Mapping and Restoratipnoject

Volunteersmap, landscape and restore a local indigent cemetery for the purposes
of identifying where residents are laid to rest. Some doaywhotographthe
gravestones to be put into searchable online database. Others develop and
maintain a virtual website of the cemetery. Those interesteadmi$caping and
restoration work willrepair vandalized and washed away headstones, etc.

PROJECT EXAMPLE: CAUTION ZONE

An environmental progam established to research amal circulate information
 62dzi KIFTFNR2dza YFGSNRFfAa Ay @2f dzyiSSNE

Volunteers spend time researching contammtsand effects and then inform
their neighborhoodesidents about the potential dangers lodzardous wastes in
and around their homes/olunteersalso trainothersin the areas of conserving
energy, reducing waste, conserving wateglucing ruroff and utilizing indoor
and outdoor plants as a health benefit. Volunteers frohi2kand higher
education partner with community based agency representatives and county
government to identify and remove hazardouaste and materials from homes.

PROJECT EXAMPRMHELDLFEEPRESERVATION

A council of volunteers focused solely @aucing theenvironmentalimpact of
visitorsat 5 preserves and national parks in ttate.

Working with environmentalists, rangers, and college professors, volunteers
spendtime creating signs, posters, an online video campaign, etc. to help remind
visitors how tdeave as little mark on the natural surroundings as possible.
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Health
PROJECT EXAMPLE: HOME SAFETY FOR SENIORS

Home Safety for Seniofscuseson assessing needs and installing items in a
AaSYA2NRDa& K2YS OKI bealth VypidaSshfétyg@d@pmank SA NJ 2 JS N
includes items such as smoke alarms, fire extinguishersshmtbath and rug

mats, energy efficient light bulbs, levered door handles, floor fans, etc.

Teams of volunteers visit seniors who have been referred by senior service
agencies in theihomes to assess their safety needs and deliver/instdéity

items. All services are free to senioBefore the project, participants must
complete the 2 houAgingSensitivity course and after, both volunteers and
recipients complete surveys to evale their satisfaction and get feedback. This
feedback is used by the overseeing committee (entirely volunteer), which meets
to insure the needs are being met in the most efficient and least invasive manner

PROJECT EXAMPLE: HEALTH E SENIORS

Health ESeniors provides computer classes for senior citizens and families to help
find reliable health information on the web.

Volunteers develophe curriculum and provide this class to various community
centers in the area.

PROJECT EXAMPLE: COMIC RELIBF! wL b Q L ¢

Comic Relief collects old comics and graphic novels for young people who are
hospitalized, or recoveringabuseS| NAY Q LG K2ada addzFFSR
children in medical and psychological recovery.

Volunteers host drives, coordinawgth hospitals and recovery centers and drop
off donations.
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wdzR2f LIKQ&d wSR b2a$sS 9ELINBaa Aa |y Fyydt
volunteers(teams of Santas and elveglivering presents during Christmas Eve
home visisto children whohave been identified by various organizations.

Volunteersserveas Santas, elves, support teams, drivers, route organizers,
verifiers (contacting all the families the week before to foon ages of children,
and whether they want the free visit), wrappers, sorters, bag checkers and

donation solicitordhroughoutthe month of December.

PROJECT EXAMPLE: CAROUSEL KIDS

Carousel Kids provides babysitting and respite care by certified wausitters.

Volunteers must be certified by the American Red Crgmssr@gencymaycover
the fees). Then they are added to a list of available babysitters, anggpeened
families in their neighborhood can be connected to them throyghr agency
Teen volunteers earn service hours for their work in lieu of payment.

PROJECT EXAMPLE: WEEKEND DADS

Weekend Dadwasstarted by a teen havingiouble finding ways to relate to her
well-meaningDad when she was visiting hidh K 2  @&luefess when it came to
figuring out what to do wittitheir time together. This projecencouragsfamilies
of all shapes and schedulesvolunteerin a variety of monthly projects

This is a family volunteer initiative, #oe eligible projects are thepportunities
open to all agesTheprogramidea is thatvolunteerswill participate with their
children inmostly episodic events around the communitjhe goal is to
encouragedeepercommunity awarenesgpromotepositive activikesthe family
members ca do togetherandestablish volunteerism as a natural part of life.
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PROJECT EXAMPLE: OPERATION PAINTEEN

Volunteers paint the exterior of homes for families in need...FREE!

Volunteers collect, evaluate and prioritize the requests for $eiisyice, coordinate
project dates, collect waivers, acquire paint donation and transport materials and,
naturally, paint the houses!

PROJECT EXAMPLE: SOME ASSEMBLY REQUIRED

Volunteers assemble gifts (bikes, swing sets, etc.) during the holiday season.

Volunteers field phone calls requesting this (often last minute) service during the
Christmas season, and organize shifts and teams to assemble a wide variety of
items. Participants often report feeling accolmph KSR I YR a Kl yRe@e ¢

PROJECT EXAME NOSEY NEIGHBORS

Nosey Neighbors connects families and neighborhoods.

Teams oWvolunteersorganize block parties in their own neighborhoods. They
invite all residents to attend. They serve refreshments, engage speakers, and
request the attendees to complete questionnaires, listing their personal needs as
well as any skills or talents theyght be willing to share with neighbors. The

goals are to bring residents of a neighborhood together in an informal setting; to
gather important information in terms of neighborhood needs; and to publish a
Resident Guide Book after the event, listing tlzames and addresses of the
residents and their needs/skills, etc.
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Neighboring Feature: Winter Preparedness Party

Host a WinterReady Neighborhood
Preparedness Party!

Prepare your community for winter and emergencies of all kinds by arganizing
a WinterReady Neighborhood Preparedness Party. By hosting an event,
promoting local volunteerism, and sharing emergency preparadnass
information, you can help ensure your neighborhood and whole community
are disaster ready. The Governor's Office of Community Service can help
SPONSOr your event! You can receive supplies to build emergency supply
starter Kits, resources o host a Map Your Neighborhood training. and meal
reimbursements for participants.

10 Steps to hosting a Preparedness Party or Training

1. Plan your party or training with local community leaders and volunteers
(examples: DES Coordinators, local fire departments, Senior Corps
programes, AmeriCorps Programs. Aging Services, schools. etc)

2. Research location. date. and estimated number of participants

3. Submit an "Event Funding/Supply Request Form” to the Governor's
Office of Community Service (OCS)

4. If funding is requested and upon confirmation of funding from OCS.
submit a signed “Funding Agreement”

5. OCSwill s2nd you emergency supply starter kits supplies and Map Your
Neighborfiood resources

&. Promate your event- post to Build Montana or cantact OCS far
assistance

7. Host your event! Make sure to take pictures and have everyone signin

8. Submit your receipts for reimbursement with a signed and completed
“Training Final Report” form

9. Receive reimbursemant (if 2pplicable)

10. Celebrate that your community is prepared!

Contact us to get started!

Govamor's Office of Community Sarvice
PO Box 200807, Helens, MT 58820
408-444-3077, zerve@mt.gov
ar
Jo Radtke. Grants Coordinator

Winferreqdymonfqna 408-444-1718, nradtke®@mt. gov
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Retired Helena teacher recognized
by Montana Audubon with award

ElizawileyIndependentRecord Carlawambachwasvoted the AudobonSocietyEducatorof the Yearfor 2011.
"Teachergouchthe future. It's a big responsibilitybut it's alsoa joy," saidWambachof her award.

9gSy G ym @8SIENB 2ftRX /FNXF 2Yol OKQa YI yiN

{ KS Qa -fiamed, Yetirédfschool teacher who has the enthusiasm and energy of the Energizer bunny.

Wambach was recently named Educator of the Year by Montana Audubon for launching the Helena National

C 2 NB a i @-8pedieRRragkam, used in areaamlb since 1996. She loves going into classrooms to share

her knowledge and passion about wildlife, wildlife habitat and watchable wildlife ethics.

2 YOI OK 61 & FSIFGddzZNBR Ay (KS a20AS0eqQa ySéatSGAGSNI 21
Helena and regularly participating in International Migratory Bird Day celebrations and is often invited to

classrooms to talk with students about owls, wings, feet and beaks.

During the Lewis and Clark Bicentennial celebration, she traveled aroundgiom providing a hanesn
learning adventure about native birds.

As a teacher for more than four decades, Wambach said one of the highlights of her career was in 1992 when
was named a Presidential Award winner from the National Science Foundation.

Since ' YOI OK 2FFAOALIE & NBGANBRI &aKS$S@xanoifySileehjayétile (2 NB
waltz, polka and Irish dancing.

GL R2y QG LIX Iy (G2 3SG 2tRX o0dzi AT L KIFI@S G2 R2 Al L

ReporterAlana Listoe: 444081,alana.listoe@helenair.comr Twitter.com/IR_AlanaListoe
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gsblog‘

Volunteer of the Month: January 2012

| Volunteer of the Mantr

Angie Lohrke
of Miles City, MT

Nominated by: Kate Leawt!

Angie is a woman that embodies our
mession of courage, confidence and
character. She is a dedicated Girl
Scout that has been nvolved with
scouting for 20+ years. In her youth,
Angle sarned her Gold Award and s
currantly a Girl Scout leader for her
daughters’ Troop. She makes Girl
Scouts 50 exciting and fun that her pre-
school daughter has been ilching to
jon Girl Scouts mince she siarted
taling!

Ange Lotvke

Along with leading, Angle assssted in planaing and hosting the Mands Acrons
the Border avent in 2000. She created and wamcuted an annual large scale
fundraiser for the local Girl Scouts 10 eam money 50 any girl that s Interested
can afford the rp 10 the Hands Across the Border event sach year

Angie takes har commitment 10 girls 10 a deopar level by being a long time
Sarvice Unit Manager for Mies City, She holds us together, Hor leadership s
Invaluable and though she desarves a break, she continues serving because
I's in the best interes! of the program. She gives of herself freely and without
complant even after she spends her days chasng after the many kids she
cares for In her home daycare. Sha never complans about not having time
for herseif but rather asks how else she might be able 10 help

Angm has definialy made my world a better place!

Leave a Reply

Name *

Gurw orgrblog vokunieer-af-the-month-january- 2012/
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TIPS AND TRICKS

Stay realistiin your expectations

Remember theseare volunteers! Be grateful when they give their time, talent
and resources to your cause, and be forgiving when they are unable to follow
through, if it happens upon rareccasion. If something is critical or delicate, do
not simply delegate and forgeatbout it, expecting that this free extension of staff
will figure it out alone.

Nurture, train,and reward the loyal volunteers who believe in and want to work
long term for your agency, but always remember that YOU are the supervisor, and
their donationof time is a gift, not a duty.

Foster a sense @gency/communityownership in your volunteers to increase
their sense of commitment and responsibility, and be understanding when they
need to cancel for personal reasons. It can be navwacking and frusating, but

as a supervisor, you need to be organized and prepared to handle these
challenges when thegrise

hT O2dNESIT AT | @2f dzychrén Nignmdnttidytoup2 ¥ T 2 f

episodic projects is a good stratede sparing in criticisrand critique, and
express gratitudevhenyour volunteers shine for your group!

Make sure that whoever is doing the recruitibglieves in volunteerism

Make sure that person or persons relate to the volunteer. Mirror their image. Do
NOT look like one of their bosses or teachers when you go in to speakvto
volunteers Be a partner and peenot an authority figure.

Respect and value individuality

Realize up front, that someolunteerswant to be leaders whilethers prefer to
AAYLIX @ LI NGAOALI GST 2F0SYy o&@&KAYR GKS
accommodateheir individual interests.
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Track hours and keep records

Keep statistics on how manplunteersparticipate inyour projects, events, and

programs. Volunteers, especiallyouth, mayneed their hours documented i

i KSe& QNB LJdzNEB daley ifyoud finidezstdod neEnéed this idforrdation
the statsticswill help in grant writing andh publicity. This also helps volunteers
realize the overall impact their commitment and service hadon your agency,
mission, and community.

Planning should not btne maincomponent to service

Worrying a year about a ongay event is NOEBffective use dtime. 52 y QU
overthink job descriptions and forms, dre afraid to get out and just do
something.Toomuchfocus onplanning isan unnecessary barrier to service.

Findand keep @inding for your projects

Everyonecan make an ask and learn to bewccessfugrant writer. Practice

makes perfect; the more times you use your elevator speech on a potential donor,

or submit a grant proposaihe better you will become at articulating your needs

and outcomes to funders. It is a skill that develops oiraet Ifyou submit a grant

YR R2 y2i 4dzOOSSRX R2y Qi 62NNET LINRTFS3
rate a success, and they write for a livikgep trying and encourage your

volunteers not to give ugJnderstandthat grant makers want to see medfeND

results in reportsDevelopmedia contact andjet coverage for your eventsf you

make your funders look good, they are more like to continue their support.

Incorporate inclusion

Every member of your community has something to share. Make inclusion
an intrinsic part of every project and program.

52y Qi 6 Snodifffangthingrin thigtoolkit

This publication is filled with suggestions, based on years of experience in
volunteer management. Howevek 0 A a Y Q8 lea8e2sain i fidld, trust
e2dzNESEF YR 2dzZRAYSyYy G a YdzOK | a &2dz N
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{ Example}

Dear[College Student Voluntekr

The is a coalition of a diverse group
of college students who promote youth volunteerism and civic
engagement on various campuses. We are a strong network of
future community leaders, offer many lecture and shadowing
opportunities and we invite you to consider becoming a member!

Since 2000, has been implementing our mission to
encourage and support 's youth in strengthening their
communities through service and volunteerism. We meet six (6)
times throughout the year at various locations. members

range in ages from 1824, representing many colleges and
universities in the state. Although members are not

compensated for travel expenses, many schools support
YSYOSNEQ SFTF2NIa& 0& NBAYOdzZNEAY 3
council participation.

YOU can truly make a difference in improving the quality of life
and meeting the needs of your community by joining

| encourage you to take advantage of this opportunity!

Yours in Service,
[A commissioner, ED, board member or chair]
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Example}
-t .

~ Families

o <<OO
4™ Annual Family Fest!
Saturday, July _ , 2012
2:00pm8:00pm
123 Street, Anytown
Comeand celebrate the end of summer with your neighboss Middle School!

Program includes ced, friendly soccer and basketball games, a display of artwork by student and
senior center artists, followed by an open talent show.

All your favorite faifood will be available and proceeds benefit

Volunteers get free hotdogs and drinks!

Volunteer positions availablé perfect family volunteer opportunity!

/| KAt RNByQa 022 0Ka FafeaidimgY S & Art exhibition

Seating setip/take down Parking Food concessions
Talent show set up Bounce house Petting zoo
Lost and found table Referees Registration

Please contacBUeat 333-333-3333by Ju |y 17h to reserve your volunteer spot!

A quick volunteer orientation will be at 1:30pm
See you on Saturday!
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[ Example}

/Are YOU prepared? J

wWhat about your family? Community?

wls your Business Continuity Plan current?

wls your Evacuation Plan current?

wYour staff and volunteer disaster roles, procedures and protocol?
wAny changes to your staff, capacity or organization structure?
wlime to get organized and take action

VOAD (Voluntary Organizations Active in Disaster#)

L.

wWe will facilitate a discussion about roles and responsibilities for
voluntary organizations active in disasters (VOAD).

wrhe information will be compiled for publication. Please come
LINB LI NBR 02 alLJSI]1 |oz2dzu ez2dzNJ 2NHI Yy
Mitigation, Response and/or Recovery.

Friday, June , 2012
1000 to 1145 hours.

County Administration Building,
123 Main Street, 5 Floor, EOC

VOAD steering committee
and County Emergency Management

Major. Hermesg Communications Coordinator

333.333.3333d4dfter 1800 hours;
HermesJR@  .org
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[ Example}

Are You Disaster Ready?

ily can
Learn how you and your fami
raise awareness and get prepared!

.

host a fun,

neighborhood
party!!

Volunteer fo help organize a
Disaster Preparedness Training in
your community. The Governor's

reOdy mf gov Office of Community Service can

help sponsor your local event!

- Get a Kit
Build an emergency supply kit
= Make a Plan

Map Your Neighborhood

- Be Informed :
Share local information & register For more information
to volunteer ‘please call 406-444-9077 :

: or email :
: servevolunteer@mt.gov :
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{ Example}

y

y Here
Help

Hope

In honor of theDr. Martin Luther King, .
National Day of Service

Saturday, February _, 2013  9:30 AML:8® PM.

A Riverside Community Center
Route 111 and 34th Street, Anytown

Teams of teen, college students, and RSVP volunteers will visit the homes of
senior citizens in the Riverside community to assess theme safety needs.
Volunteers may select up to $100 in items from the home safety inventory list to
donate to the senior homeowners. Pick up the inventory at the Community

/] SYGSNI I yR NBGdz2NYy G2 GKS aSyA2NDaeK2YS
extinguishers, flashlights, standing floor fans, space heaterd more. All items

are provided completely free of charge to the residents.

For more information, please call (333) 33333
or email us at volunteers@something.org

Volunteers are askeatarrive at the Community Center By30 AM
to take the Age Sensitivity training course.
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[ Example}

ONEDAY TRAININGOPPORTUNITY

Corporate Volunteering;

Delivering to the Corporate Sector

This one day program is being brought to your community through the
group, and focuses on the key success factors for strengthening and expanding
employee volunteer programs based on the Standards of Excellence strategy.

Find out how employee voluaering can benefit th€O0Impanythe

employeesand thecommunity Learn strategies for approaching
businesses in your community to engage them in corporate volunteering. This
interactive oneday boot camp is designed to develop the capacity to provide
strategic consultation services to businesses. Find out how to market yourself
and your services to corporate clients and manage the relationship fortéyny
success in the business sector!

Who should attend?If you:

currently work with corporate ammunity partners

want to establish a corporate program

plan to work with businesses and employee volunteering

are looking for ways to market your services to the corporate community
want to expand your corporate services

¢ plan to offer consulting serees to businesses

¢ plan to approach local businesses for funding

X h! {1 h![5 ! ¢A®ustl, 2012
9AM - 2PM
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Adapted fromThe Volunteer Development Toolbgx 993
Assessment tool:

Mark the statement that most closely matches your preference, most of the time.
There are no wrong answers.

1 a. When doing a job, | prefer to have specific goals.
b. | prefer to work alone, and | am eager to be my own boss.

c. | feel a litd uncomfortable when forced to work alone.

2 a. | go out of my way to make friends with people.
b. | enjoy a good debate.
c. After starting a task, | am not comfortable until it is completed.

3 a. | enjoy offering advice to others.
b.I prefer to work in a group.

c. | get satisfaction from seeing tangible results from my work.

4 a. | work best when there is some challenge involved.
b. I would rather give direction than take direction from someone else.

c. | am sensite to othersg especially when they are mad.

5 a. | like being able to influence decisions.
b. | accept responsibility eagerly.

c. | try to get personally involved with my superiors.

6 a. | place importance on my reputation or position.
b. | have a desire to outperform others.

c. | am concerned with being liked and accepted.

7 a. | enjoy and seek warm friendly friendships.
b. I attempt complete involvement in a project.

c. | want my ideas to predominate.

8 a. desire unique accomplishments.
b. It concerns me when | am being separated from others.

c. | have a desire to influence others.

9 a. | think about consoling and helping others.
b. I am verbally fluent and persuasive.

c. | am restlesmnd innovative.

10 a. | set goals and think about how to attain them.
b. I think about ways to change people.

c. | think a lot about my feelings and the feelings of others.
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Answer KeyCompare your answers and mark the appropriate
motivation for each. Then, tally your answers at the bottom. Which
social motivator is most prevalent?

1. _ a. Achievement 5.  a.Influence
___b. Influence ___b. Achievement
___C. Affiliation ___C. Affiliation

2. __ a. Affiliation 6.  a. Affiliation
___b. Influence ___b. Achievement
___c. Achievement ___c. Influence

3. __ a.Influence 7. __ a.Achievement
___b. Affiliation ___b. Affiliation
___c. Achievement ___c. Influence

4.  a. Achievement 8. __ a. Affiliation
___b. Influence ___b. Influence
___C.Affiliation ___c. Achievement

5.  a.Influence 9.  a. Achievement
___b. Achievement ___b. Influence
___C. Affiliation ___C. Affiliation

Tally your numbers:

ACHIEVEMENT:

INFLUENCE:

AFFILIATION:
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RECOGNITION AS A RETENTION STRATEGY

101ways Montanans can recognize volunteers

No o hsMwDdhpRE

o

10.
11.
12.

13.
14.
15.

16..

17.
18.

19.
20.

21.
22.
23.
24.

25.
26.
27.
28.

Pagel| 79

Smile 29.
Put up a volunteer suggestion box

Treat to a soda

Reimburse assignment related expenses
Ask for a report

Volurteer Appreciation Day

Thank you letter form the Board of
Directors

Plan annual ceremonial occasions

Send a birthday card

Arrange for discounts

Give service stripes

Send a note about them to

serve.mt.gov

Maintain acoffee bar

Invite to staff meeting
Recognize/accommodate personal
needs and problems

30.
31.
32.
33.
34.
35.
36.

37.

38.

S LX SlFralryld 6S@Sy ¢ KS\Bo.
to be)
Provide a babysitter or even a nursery 40.
t2a0 a+2ftdzyGSSNI 2F (KE1.
2SSlkaz2yuUKk, SINE AY
lobby 43.
Greet by name
Send arhanksgiving Day card to the 44,
@2f dzy 6 SSNR& FI YAf & 45,
Respect their wishes 46.
Give informal teas 47.
Keep challenging them 48.

Take the time to explain and include 49,
volunteers

Provide preservice training 50.

Help develop self confidence
Award plaques to sponsoring groups 51.
Be vebal 52.

serve.mt.gov

Motivate agency VIPs to converse with
volunteers

Give volunteers notice about upcoming
changes and events

Make sure they know your office door is
open to them

Afford participation in team planning
Respect sensitivities

Enable to grow on the job

Enableto grow out of the job

Give additional responsibility and
access

Provide free training, professional
development opportunities and
seminars related and unrelated to their
volunteer assignments

Send newsworthy organization to the
media

Haedwin® ang’ dbékgsastingypdrties

for volunteers

Host a volunteer and staff potluck
Create a pleasant surroundings

0 KB WeeldBnmeSoLsiafh cafiée breaks

Celebrate volunteer achievements in
public

Enlist to mentor new recruits

Have a public reception

Take time to talk

Keep youipromises and appointments
Articulate plans clearly and early

Send to a meeting as a representative
of your agency

Take/make time to talk and to answer
@2t dzy G SSNEQ ljdzSaidAizya
Defend against hostile or negative staff
Commend to supervisory staff
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53.
54.
55.
56.

57.
58.

59.
60.

61.
62.

63.
64.
65.
66.
67.
68.
69.
70.
71.

72.
73.
74.
75.
76.
77.

78.
79.
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Recommend tgrospective employer
Send a valentine

Admit to partnership with paid staff
Provide scholarships to volunteer
conferences or workshops

Offer advocacy roles

Say thank you, and reaffirm what their
work means to you, the agency, the
clients and the communitgt-large
Provide opportunities to attend
meetings or conferences with staff
Recommend that amazing volunteers
apply for the Board of Directors
Utilize as consultants

Write thank you notes after projects, or
just in appreciation

Invite participation in potly formation
Surprise with coffee and cake
Celebrate outstanding projects
Carefully math volunteer with job
Praise volunteers to their friends
Always say goodbye or goodnight
Plan staff and social events

Provide useful tools

Give access to the office manks and

80.

81.

82.

83.

84.

85.

86.

87.

88.

89.

90.

91.

92.
93.

94.

Post a thank you on your website or

Facebook page

Send a letter of appreciation to their

employer, or family

ttly I awSO23ayAdAizy 9RA
agency newsletter

Color code name tags to imudite

particular achievements

Compliment your volunteers in front of

them

Notice changes

{re asS YArAaasSR
Distinguish between groups and
individuals in the groups
Maintain safe working conditions
Walk volunteers to their cars, if at night
Be patient ifasked to answer the same
guestion many times

Award special citations for
extraordinary achievements

Fully indoctrinate regarding the agency
Ask them to represent your agency for a
radio interview

Be familiar with the details of their
assignments

e 2 dz

supplies 95.Bewilingd 2 &Ll {1 2y | @2f dzy
Rent a billboard for public laudation behalf, if asked

I OOSLII @2t dzy G SSNAE Q Ay R6 CohdvazommuniBwvide, interagency

Be honest and open with volunteers recognition events

Provide opportunities for evaluation 97. Plan a theater party

Maintain a meaningful file 98. Maintain a detailed service record on

Remind volunteers of their past each volunteer

accomplishments 99. Host an outdoor party in the park

Plan occasionaixtravaganzas 100. {YAES FtYyR al e oS C
Utilize purchased newspaper space for have done this withdz(i & 2 dz¢

recognition 101. (e AaOGKIYy]l @&2dzH¢
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Date Submitted |

Nomination Category (Please select one)

servemﬁn’rcnc

For service and volunteerism in the areas of
education, healthy futures, environmental
stewardship, veterans & military families, and
economic opportunity

reodym?‘n’rana

For service specifically related to disaster
services, emergency preparedness, and
emergency response

MATH
SCIence

For outstanding volunteers (individuals,
groups, organizations, or businesses) that
promote Math and Science education in
Montana

Nominee Information

Name /Organization

Address

City/State/Zip

Day Phone

Email

Service Activity

Service Location(s)

Nominee Type

Organization

Group of Individuals

Educator

Youth or Young Adult (under age 25)

Adult (ages 25 -54)

Adult (ages 55+)

National Service Member
National, Learn and Serve, Senior Corps)

(AmeriCorps State, AmeriCorps VISTA, AmeriCorps

Please Specify:

Other - Please Specify:
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Contact Information for person submitting the nomination

Name

Organization

Address

City/State/Zip

Day Phone

Email

Relationship to Nominee

Please list three words that describe the nominee

1. 2. 3.

Nominee References

Please provide two (2) references that can verify or give additional information on the
n o mi n eendces activities. (References may not include the nominee, nominator, or
any person related to the nominee.)

Reference 1 Reference 2
Name Name
Relationship Relationship
to Nominee to Nominee
Email Email
Day Phone Day Phone
Photos
If possible, please attach photos  (no more than 2) of the nominee relating to
his/her/their service activity. When sending photos, please include the nomineeds

in the title of the photo . Please note that any photos submitted become property of the
Governor s Of fice of Community Service and may be us
Symposium. (Photos are not required for nomination.)

Photo Submitted \ Yes \ \ No \

Photo Caption

People Pictured

Photo Credit
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Nomination Narrative

Describe why you are nominating this individual or organization . Please include
information about the type of service or volunteering the nominee does.

Please keep narrative to under 300 words.
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Submission Instructions:
Please submit your nomination form and any other materials to ServeMontana, the
Governords Office of Community Service.
U Email to serve@mt.gov_(preferred)
U Faxto 406-444-4418
U Mail to:
Governordos Office of Community Service
PO Box 200801
Helena, MT 59620

TheGovernords Office of Community Service will cont
nomination. If you do not hear from us within 24 hours please call 406 -444-9077 to
confirm the nomination form arrived.

All nominations for the 2012 Awards must be received by December 21, 2011 .
Awards will be presented during the annual ServeSymposium in Helena February, 2012.

For more information, please visit serve.mt.gov or call 406 -444-9077.
Thank you for your nomination - together, we can make a difference!

These awards are brought you by:

MONTANA <A

servem£ntana cjitizen

GOVERNOR'S OFFICE OF COMMUNITY SERVICE Cor S

Governor Schweitzer & First Lady's

X
MONTANA COMM.ISSION ON - M AT H
community servjce science

Initiative
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ADULT VOLUNTEER REGISTRATION TEMPLATE

Adult Registration Form (Example 1)

Agency Name
112 Main Street, Anytown, State, Zi833-333-3333, Fax: 33333-3334* website and emaihddress

Our Mission:

Name: Birth date: / /
Address; City: St: Zip:
Daytime phone: Emalil

How did you hear abouytAgency):

Please a notfamily reference that we may contact:

1) Name:

Address; City: State: Zip:

Phone: Relationship:

Can you perform all the tasks outlined in the job descrifion

Please list hobbies and/or talents that you might be willing to share

| understand that all the information on this form is voluntarily supplied and may be used and
disclosed for volunteer purposes only. | also agree to release and hold harmless the staff, the
volunteers, and the board of directors ofAgency) from any and all liability for disclosing

this information to agencies and their agents who request volunteer assistance, or injury
incurred while on volunteer assignment. | hereby volunteer my services and understand that |
am not a paid employee of any agerarygroup to which | may accept assignment, nor am | an
employee of (Agency) . By becoming a volunteer, | understand that | will have the
opportunity to participate in many individual and group volunteer projects. By signing this
application, | granpermission for participation in events without requiring additional
permission forms. | also grant(Agency)  permission to use photographs taken of me at
volunteer activities for publication to promote volunteerism.

I LILX A OF vy G @&yeafsiamblded) dzNS Date
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ADULTVOLUNTEER REGISTRATION TEMPLATE

Adult Registration Form (Example 2
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