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| ntroduction

Some of the unique challenges that social justice agencies face include restricted staff capacities, high
demand for services, great need in the community, and limited funding support. In view of these challenges,
agencies committed to addressing social justice issues, particularly, are forced to always be innovativein
seeking alternative strategies for implementing programs and services and for assigning limited available
resources to seemingly unlimited needs. It is difficult to find volunteers with the expertise needed to work
effectively in each agency’s respective organizational environment.

One solution to these concerns is found by connecting with seasoned professionals; in particular, with the
highly skilled Baby Boomer population that is just beginning to retire. These potential volunteers have the
time, energy, and tremendously valuable skill setsto make enormous contributions to their local social
justice organizations.

Community Shares and three of its member organizations —the ACLU of Ohio Foundation, Adoption
Network Cleveland, and Hard Hatted Women — with funding from The Cleveland Foundation’ s Successful
Aging Initiative, saw the importance of successfully engaging seasoned professionalsin their community.

The agencies collaborated to create and implement a model for grassroots organizations to effectively engage
this population in meaningful work that supports a shared mission of social justice. Their vision isa system
in which the mission to achieve socia justice is supported through active participation of seasoned
volunteers. The benefits of this project are many:
- Participating nonprofits and members of Community Shares achieve their missions and visons with

enhanced human resources;

Seasoned volunteers have an outlet for expression, meaningful ways to use their time, talent, and

wealth, and an opportunity to make an impact in their community;

The community as awhole enjoys the advantages of the socid justice work done by these agencies

with the support of such volunteers.

This Best Practices Manual is the manifestation of these agencies’ collaboration on atest pilot program,
involving eight senior volunteers, over a span of 18 months. Recruiting efforts centered on offering
opportunities for the individual s to use their time and talents in ways that interest them, allow them to grow,
and engage them in civic change. All aspects of the process were scrutinized, with feedback from both
agency members and volunteers.

From this, the team created a system of Best Practices covering everything from recruiting to supervising to
rewarding this unique population of high-impact volunteers. Their successes, aswell as research and
suggestions, are presented here in the hope that others will be able to benefit from their experience and take
advantage of the rich resource that the seasoned professional can be for any organization.



Background Data on the Target Population

DEMOGRAPHICS

The aging of 78 million Baby Boomers (those born from 1946 to 1964) has caused a demographic revolution
in America. And the next generation of retirees will be the healthiest, longest lived, best educated, most
affluent in history. Consider:

Due to healthier lifestyles, improved healthcare and lower birthrates, we are approaching atime when
there will be more older adults than youth.

In 2004, 12% of all Americans were 65 and over. By 2050, people 65 and over will comprise an
impressive 21% of the U.S. population.

In 2050, the number of people 65 and older is projected to reach 86.7 million.

Americans reaching age 65 today have an average life expectancy of 82.9 years.

Cuyahoga County isthe second “oldest” county in the United States outside of the Sunbelt.

20% of people ages 65 to 69 today have a bachelor®@degree or higher education. Among people ages 70
to 74, 19% have achieved thislevel of education; for those 75 and over, 15% are college graduates.
The median net worth in 2000 of households with householders 65 and over was $108,885. In contrast,
householders under the age of 35 had a median household net worth of $7,240.

Registered voters ages 65 to 74 had the highest rate of voter participation in both the 2000 and 2002
elections.

ATTITUDES

The gift of longevity is behind the new shift in the way people think about retirement. In 1900 the average
American lived to the not-so-ripe age of 47. Today that number is 77, and rising. And that®long enough for
retirees to get bored. How much golf can one play?

As aresult, now people seldom think of retirement asafinal stage of life, but rather as an interlude between
stages. More and more individuals are "retiring” for a period to catch their breath before making the
transition to a new chapter in life. Neither young nor old, they are finished with midlife, yet they can look
forward to the likelihood of decades of vitality. The vast majority of Boomers plan to continue working —
full-time or part-time, paid or unpaid —in their so-called retirement years. According to arecent study by
AARP, nearly 80 percent of Boomers are planning to continue in paid labor during their 60s and 70s.

CHARACTERISTICS & MOTIVATIONS

Nearly half of al Americans age 55 and over volunteered at least oncein the past year. Even among those
age 75 and older, 43% had volunteered at some point in the previous year.

Boomers are more demanding than their volunteering predecessors. They seek opportunities for growth and
new uses of their time that are innovative, interesting, and meaningful to them. The chalengeisto
understand their needs and create an environment that can benefit from their unique contributions. They are
going to want to change the status quo. And they are likely to seek volunteer experiences that are project-
oriented rather than giving lots of hours over long periods of time.

Participation of this population in volunteering could be expanded substantially if more were asked to
volunteer or were offered an incentive to serve. According to a 2002 survey sponsored by Civic Ventures,
just 17% of adults age 55 and over who were not directly asked to volunteer did so on their own. Among
those who were asked, however, 83% volunteered. An additional 21% of these Americans would commit at
least five hours aweek to volunteering if they received a small incentive for their service, such as discounts
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on prescription drugs and/or a $200/month stipend. Offering such an incentive could nearly double the
current 55-and-over volunteer workforce, from 25% to 46%. Nearly one in three of these adults say they
would serve 15 hours aweek for such an incentive. More than half of the respondents say civic engagement
will be at least afairly important part of retirement

A 2003 survey conducted for AARP found that many Americans between the ages of 50 and 70 plan to work
far into what has traditionally been viewed as the "retirement years.” The most common reasons given by
pre-retirees for wanting to continue working in retirement were the desire to stay “mentally active” (87%) or
“physically active” (85%) and the desire “to remain productive or useful” (77%). Slightly more than half of
the pre-retirees indicated that their motivation was based on "a need for money.”

Sources:

S. Kathi Brown, "Staying Ahead of the Curve 2003: The AARP Working in Retirement Study," Washington,
DC: AARP, 2003

Marc Freedman, The Selling of Retirement

Peter D. Hart Research Associates, “The New Face of Retirement: An Ongoing Survey of American
Attitudes on Aging,” San Francisco: Civic Ventures, 2002

Volunteer Connections. Volunteer Canada, 2001

The Cleveland Foundation

www.usgovinfo.about.com




| nfrastructure

It isvital to build a comprehensive infrastructure in every organization. Having a solid infrastructurein
place allows an agency’ s staff and volunteers to expend their time and energy furthering the agency’ s cause;
it protects the agency and the volunteers; and it provides continuity in the event of personnel changes. Main
areas to consider are: position descriptions; volunteer agreements; background checks; paid vs. unpaid,;
internal support; orientation and training; confidentiality; work product agreements; and volunteer tracking.

POSITION DESCRIPTIONS

BEST PRACTICES
Before recruiting aretired or seasoned professional, have a clear, detailed outline of the volunteer
assistance needed for specific projects or programs of the organization.

Use aligting of competencies to help askilled professional relate his/her own skill set to the specific
needs of an organization. Our list of competenciesincluded: Marketing and Communications; Human
Resources; Finance; Strategic Planning and Devel opment; Fundraising; Education; Support Services; and
Technology.

After theinitial screening process, meet with the volunteer to discuss the agency’ s needs and the
volunteer’ sinterests, availability, and skillsin order to determine hisg'her role in the organization.

Develop a position description, which outlines the expectations and responsibilities of both parties, with
the input and approval of the volunteer.

See Appendix for More Resour ces:

Sample List Of COMPELENCIES........ccueieieieireeie et n s 18
Sample POSItioN DESCIIPLION ......ccviiieeiecie ettt s e e st e reetesnesreestesneeeenrs 19
VOLUNTEER AGREEMENTS

BEST PRACTICES
Before reviewing forms and agreements with the volunteer, offer a clear introduction to the organization
and itsmission.

Provide each volunteer with aVolunteer Handbook, including volunteer agreement, confidentiality
agreement, and any legal forms required by your organization. The handbook should list both the
volunteer’ s and the organization’ s responsibilities.

Agreements can include policies on:

Volunteer commitment

Organization’s commitment to volunteer

Disclosure statement

Volunteer confidentiality

Permission to perform background check

Volunteer feedback form

Volunteer Protection Act of 1997 —to provide certain protections to volunteers, nonprofit
organizations, and government entities in lawsuits based on the activities of volunteers.

O O0OO0OO0OO0OO0Oo



TIP:
Many for-profit employee handbooks and policies can be altered to fit a volunteer’ srole in a nonprofit
organization.

See Appendix for More Resour ces.

V OlUNEEEr COMMITIMENT LEIET ...veiiiieeeie ettt e e et e s s e e e s s e e e s sabaeessabeeessaareeessasreeesssnrees 20
Essential Contents of VoluNtear HANADOOK ..........oooueeiiieeee ettt ettt e e e e e e e e e e e e e e eeenneees 21
BACKGROUND CHECKS

BEST PRACTICES
Determine whether there are positions or project descriptions that require background checks as well as
reference checks, such as working with children or working with the organization’s finances.

Document information about the necessary steps to complete the process of background checking,
fingerprinting, local procedures, and costs in different municipalities.

TIP:
- OnMarch 22, 2001, Amended Ohio Senate Bill 187 became law. Thelegidation’s purposeisto help
ensure that youth-serving organizations that place volunteersin positions requiring “unsupervised access
to children on aregular basis’ use appropriate screening methods. This law does not mandate fingerprint
checks. It does say, however, that fingerprint checks must be suggested as a“best practice.” Asan
incentive to organizations to fingerprint, the law says that organizations that use a fingerprint check as
part of their regular screening process are immune from civil liability should a volunteer (who has no
“hits” asaresult of that check) harm a child being served by that organization.

PAID VS. UNPAID

BEST PRACTICES
If you choose to pay small stipends to volunteers for their services, be aware that there may be tax
consequences and reporting requirements associated with the payments.
From the exempt organization’ s standpoint, such payments, if they represent compensation for services,
must be reported on Form 1099-MISC if the total paymentsto the individual for the calendar year exceed
$600.
For the volunteer, payments for services are generally taxable and must be reported on the individual’s
income tax returns. Even if the volunteer receives less than $600 and does not receive a Form 1099-
MISC, the payments may still be taxable. It isimportant to note, however, that there may be a
component to the payment that is non-taxable, such as an expense reimbursement. Thus, volunteers
should consult atax advisor about the taxability of stipends and other payments from a nonprofit
organization since each situation is different.
The IRS also publishes helpful information in Publication 17, Y our Federal Income Tax. This
Publication and other information can be accessed at the IRS' website at www.irs.gov.

INTERNAL SUPPORT

BEST PRACTICES
Create buy-in for senior leadership and board support.
0 Remind everyone that many nonprofit organizations could not exist without the involvement of
volunteers.



0 Most boards of directors understand the significance of volunteer support to the organization®
mission. Solicit support from your executive director and the board finance committee to
allocate some amount of the annual budget to your volunteer program, even if it isonly asmall
amount of money. That amount can grow over time as your agency expands and the value of
volunteer contributionsis reported to your board.

0 Thevalue of awell-managed volunteer program is often overlooked because the contributions of
volunteers are not well documented. To document a volunteer’ s value, simply ask current
volunteers to report their hours and tasks. Assign the current national average of the hourly
monetary contributions of avolunteer (see Appendix for Dollar Value of Volunteer Time).

0 Volunteers can serve as some of the best PR for your organization aswell. They are often
passionate, informed, and articul ate about the work of the organization. Long-time volunteers
can recruit friends and neighbors, assist with orientation, and serve as a team leader for group
projects.

Provide options for organizations that can't fund a full-time position solely for volunteer management.

0 Most nonprofit organizations have a staff person who oversees hiring, payroll, and similar
human resources functions. Thisindividual may be able to integrate some volunteer program
functions, such as devel oping job descriptions, recruiting, and orientation, into his/her routine
duties. Day-to-day supervisors can then be assigned to volunteers based on the responsibilities
they will undertake.

o Insmall organizations, volunteer recruitment, supervision, and recognition will only be given the
time it needs when it is a staff person’sjob responsibility. Therefore, it isimportant to formally
identify these functionsin a staff member’s job description.

0 Many nonprofit organizations cannot afford a paid staff person dedicated solely to volunteer
management, but efficient use of existing resources, collaboration with other area nonprofit
organizations, and the creative use of volunteers can help sustain a viable volunteer program.
Volunteers themselves may handle coordinating other volunteers, aslong as one volunteer is not
doing the work that would otherwise constitute a staff position. Thisrole might be particularly
appropriate and attractive to a newly retired volunteer who held management responsibilitiesin
his/her career.

Consider options for sharing resources amongst organizations.

0 Anemail distribution list of like-missioned organizations is useful, with one organization being
the clearinghouse for volunteers and interns. Another option might be to have several
organizations apply for avolunteer coordinator that would serve all the partner agencies.

0 Recruiting efforts can be bolstered using existing community resources such as RSV P, Business
Volunteers Unlimited, and VolunteerMatch.org. These organizations provide volunteer
recruiting services for area nonprofit organizations.

0 Additionally, there are avariety of nonprofit organizations that assist other organizations with
large mailing projects and other office work. Mailing project volunteers can be requested in
advance and projects can be done on or off-site. In Cleveland, some examples of these groups
include RSV P, Vocational Guidance Services, PLAN, Cleveland Clinic Center for Autism, and
the Veterans Administration.

TIP:
Citing her concern that most agencies don’t have the appropriate volunteer management practicesin
place to absorb more “high impact” volunteers, Mary Foley of the Volunteer Center of Manassas, VA
reports that “ Engaging 50+ volunteersin meaningful serviceis not difficult, but it istime intensive.”
Designing new volunteer opportunities for older adults and working with the volunteers to set project
godls, timelines, etc., will demand an initial investment of time from agencies. Foley states, “This will
also require additional resources to promote these programs, train local agencies, and tend to the
volunteers and projects.”



See

ORI

Appendix for More Resour ces:
Dollar Vaue Of VOIUNLEEr TIIME .....iiii ettt te e tee st s s ee s tsete e te e s e e s aassneeseeenreenreesrenns 22

ENTATION AND TRAINING

BEST PRACTICES

See

Designate one person to consistently handle volunteer orientations.
Use an orientation checklist. See Appendix for example.

Consider agroup volunteer orientation if there are enough volunteers starting at any one time to warrant
one. Plan atime, send invitations, and follow up with phone calls. Usethisasatimeto train alarger
number of volunteers at once as well as provide a sense of community and connection with the staff and
current and new volunteers.

Once avolunteer’ swork isidentified and agreed upon, assign aresource staff person to the volunteer to
supervise, train, and work directly with him/her.

Appendix for More Resour ces:
Orientation ChECKITSE .......coiiiiiiieie et 23

CONFIDENTIALITY

BEST PRACTICES

Develop a confidentiality agreement that will be signed by board members, staff, consultants, and
volunteers — anyone who has access to information about members or clients served.

Stress to volunteers the reasons and importance of honoring a confidentiality statement.
K eep these signed contracts on file.

If applicable, HIPPA laws and standards should also be explained and adhered to, based upon the type of
client information with which an organization works.

TIP:

See

HIPPA law covers protected health information. An organization that must comply with HIPPA law isa
covered entity or one that transmits protected health information.

Appendix for More Resour ces:
Sample Confidentiality AQrEBMENT..........ceeiii it reesaeens 24

WORK PRODUCT AGREEMENT

BEST PRACTICES

Create awork product agreement that offers a clear outline of the project, deadlines, responsibilities,
expectations, and modes of communication, as agreed upon by the resource person and volunteer.

If avolunteer is providing your organization with specialized services such as insurance consulting, legal
advice, or accounting, check whether the organization will be subject to certain reporting requirements.
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Nonprofit organizations must report the value of donated servicesin their audited financia statements
when the services create or enhance non-financial assets or when the services require specialized skills,
are provided by persons possessing those skills, and would typically have to be purchased if volunteers
were not available. Further, IRS Form 990 (see www.irs.gov for example) alows nonprofit
organizations to report donated services received at no charge or at substantially lessthan fair market
value. Consult your accountant or auditing firm for further guidance on these reporting requirements
related to volunteers.

TIP:

By performing these basic preparations, you will avoid duplication of work or assignments within your
organization and, more importantly, you will show your volunteers that you value their time and skills
and that you intend to make the most of any hours they are able to offer you.

TRACKING

BE

ST PRACTICES
Create a paper or electronic filing system within the organi zation to manage volunteer data.

Database Management: Consider options for tracking your volunteers el ectronically, whether using
existing agency databases or asimple Excel spreadsheet; aso consider database programs used by
various other organizations and how to adapt them to track volunteers. Consider maintaining three sets
of data:

Basic information:
0 Number of volunteers per year
0 Number of volunteer hours per year
0 Monetary value of volunteer work
0 Number of projectsinvolving volunteers

Prospect information:

Those expressing interest in volunteer positions

Datesreferred

Steps taken

Interview information

Status

Keep thisinformation up to date and follow up with those still not placed, yet interested

OO O0OO0OO0Oo

Retained volunteer information:

Contact information

Contracts/forms on file

Types of projects

Dates

Volunteer surveys and evaluations (filed either within database or in volunteer’sfile)

O O0OO0OO0Oo

Optional information to include in any of the above databases:
Number of volunteers working on specific projects
Diversity of volunteers

Range of ages of volunteers

Length of volunteer involvement

Stories

Testimonials

Pictures

O O0OO0O0OO0OO0Oo



TIPS
- Create afilefor ongoing volunteers that contains important documents and correspondence.

It isimportant that thisinformation is easily accessible through a database search. Volunteer
involvement and statistics are valuabl e facts to offer in grant proposals and organizational material.
Maintaining this information electronically helpsin instances of staff turnover and protects ingtitutional
memory.

Y ou may want to keep track of volunteer survey responses, especially demographic information, for
recruiting purposes.

Sour ces:
Website for Senior Tech Center List of Database Management Software
http://www.seniortechcenter.org/learning paths/data _management/tips tools templates/prepackage
d db software list.php




Recruitment

When recruiting this generation of volunteers, keep in mind their motivations. Research shows that these
volunteers are most often driven by a commitment to the organization’s mission. It follows, then, that your
richest pool of resourcesisalready at your fingertips—it is your circle of established supporters.

Many of these volunteers also seek to keep their professional skills sharp. Therefore, one-to-one recruitment
— matching an organization’ s specific need to a supporter’ s known skills and approaching that supporter —
will yield a high rate of success.

BEST PRACTICES
- Recruit by seeking specific competencies (defined as areas of expertise, i.e. financial knowledge,
fundraising, document recovery, etc.)

Invest timein personal/professional contact. The most effective outreach used in this study was through
e-mailsto organizationa supporters and one-on-one recruiting.

Recruit within your established circle of supporters. This project showed that time was better spent
connecting with internal supporters than participating in external community events.

See Appendix for More Resour ces:

RECTUITMENT FIYEN ...ttt st s te e aesreeneesaeeneenee e 25
ReCrUtMENt WEDSITE PagE.......cc.o ettt ne e 26
SampPI e POSITION DESCITPIION ......eviieeeieieieeese st 19
Sample List Of COMPELENCIES........ccuiieieieeiiee et 18
VOIUNEEES INEEIESE FOIM ...ttt ettt bbb 27
Article from Non-Profit Times on Onling RECIUITING ......cccevvieereiieese e 29
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Screening and Placement

When screening and placing this generation of volunteers, consider each case from the perspective of a
career counselor. Unlike volunteers who come in to stuff envelopes, these new, skilled volunteers may
require personalized guidance to identify their role as a volunteer.

These volunteers will provide specialized skills and talents. Take the time to ensure that both the
organization and the volunteer are getting the most out of the volunteer’ stime spent. Timeinvested in
properly screening and placing each volunteer will pay great dividends.

INTERVIEWING & SKILLSIDENTIFICATION

BEST PRACTICES
Suggested screening and placement procedure:

o Afterinitia contact, ask the prospective volunteer to fill out aVolunteer Interest Form.

o Initiate a personal contact from the designated Volunteer Coordinator to discuss the volunteer’s
interest and the agency’ s need. Usethe Interview Questions and the Skills Inventory asa
guide for the interview.

0 Oncethe volunteer is placed within the agency, have him/her complete aVolunteer
Registration Form. Thisform collects demographic, contact, and emergency contact
information.

o Determine whether a background check is required (often the case if volunteers are working with
children or money; see related section in Building an Infrastructure for Your Organization,

above).
See Appendix for More Resour ces:
VOIUNEEEr TNEEIESE FOMM ...ttt e st e st e e s aeere et e sneeneeseesneeneenean 27
INEEIVIEW QUESLIONS ......veeiieiteeitee e ettt et et e et e st st e et e e beesbeesbeesaeesasesnbeebeesbeesseesasesnsesnbeebeestenns 31
S KT L1V 10 Y/ 33
Volunteer RegiStration FOIMM..........coi it et enee e 34
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Supervision

Supervising this generation of volunteersis distinctly different than supervising traditional or less
experienced volunteers. These new volunteers may be more self-directed and use more initiative; as aresullt,
they may reguire ready access to senior staff. The relationship should be based on mutual respect.

BASIC SUPERVISORY PRINCIPLES
The basic principles of supervising staff also apply in volunteer relationships.

Offer ongoing communication, periodic performance assessments, and assignment status meetingsto
help volunteers complete their projects thoroughly and in atimely manner.

Be sure that your volunteer has the staff and other resources needed to complete his/her project.

Use a clearly defined position description and/or volunteer agreement letter to establish expectations and
time commitments and to evaluate the performance of your volunteer periodically.

Be sure that the person assigned to supervise avolunteer does indeed have the time and resources to do
so0. A volunteer left without consistent staff contact may feel unappreciated and without guidance and
support and may soon |eave the organization. Interact regularly with the volunteer and ask questions
about the position, the working conditions, and any challenges.

If problems arise, deliver your feedback without blaming the volunteer. Use"|" statements to
communicate your concern. For instance, if avolunteer does not show up regularly, you might say, "I

fear something bad may have happened when | do not hear from you. | want to be sure that you are okay
if you are unable to come to the office. What can we do to make sure you let me know next time?”

Document all conversations with volunteers to support decisions to terminate.

A volunteer should be dismissed only as alast resort and with all the sensitivity and tact you would use
in terminating an employee: choose a quiet, private setting; identify the expected behavior and the
specific problems you have observed; allow the volunteer to speak; document the meeting in writing.

CONSIDERATIONS FOR SUPERVISING OLDER VOLUNTEERS

There afew specia considerations to keep in mind when managing volunteersin their 40s, 50s, 60s and
older.

Newly retired volunteers often seek flexible schedules and a sense of purpose in their experience.

They expect to be treated as an "employee" even if they are not paid.

They want to feel that their work is contributing to the mission of the organization, so make an effort to
explain to your volunteer how his or her work is furthering your agency®overall goals and strategic
plans.

Be aware that some older volunteers may have physical or other limitations that that need to be

accommodated. Create a comfortable, open relationship with your volunteers so that they can be candid
about special needs they may have, and be ready to adapt volunteer assignments as needed.

12



A volunteer with considerable work experience and high-level skillsto offer may not require supervision
per se but rather may simply need a staff liaison to consult as he/she compl etes a specific assignment. A
volunteer developing a disaster recovery plan may ssimply need assistance with community contactsin
seeking an alternative work site, for instance, or a health insurance consultant may need access to the
agency executive director or finance committee to gather past practices information before researching
health insurance options for the agency.

These kinds of senior level volunteers require ateam approach to supervision. They may have alevel of
expertise in a particular area not held by anyone else on staff and hence bring incredibly valuable
knowledge and experience to the benefit of the organization.

Adults with alifetime of work experience may be more comfortable in asking for what they need,
whether that is flexible scheduling, additional training, or access to senior staff. In that sense,
supervision can be easier.

An evaluation form can be useful in providing the volunteer with the opportunity to tell you about his/her
experience with your organization. It isimportant, if you use such aform, that you have away to
acknowledge the volunteer’ s feedback and make changes as appropriate.

See Appendix for More Resour ces:

Sample POSItiON DESCIIPLION ......ccviiieeiesie ettt sttt tesreetesreereestesnaennesrs 19
Volunteer FEedbatK FOIM..........ooui ettt et e e e s re e e nee e re s 37
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Rewards and Recognition

Regardless of the type of relationship —friend, parent, spouse, co-worker — rewards and recognition enhance
our interactions and support the growth and devel opment of our connections with others. A creative,
established rewards and recognition program can ensure retention of your volunteers, helping them feel
appreciated and connected to your mission.

Volunteers may be motivated to contribute their time and talents to a charitable organization for many
reasons. They may seek:

Toearn praise

A sense of accomplishment
Affiliation with agroup

To have an influence

BEST PRACTICES

- Create a standardized rewards and recognition program that will ensure that you regularly recognize
every volunteer. The program should list various milestones, whether by accomplishment (a completed
event or project) or by time (achieving a certain number of hours served or years of service). For each
milestone, list several different rewards or methods of recognition so that you can personalize your
“thank you” for each type of volunteer.

TIPS:
- Researchers assert that Boomers and seasoned professionals may be less interested in having their
personal contributions recognized and more interested in how their efforts are effecting change and
advancing the organization®mission. They want to have their knowledge and experience recognized
and put to use to help someone or support a cause important to them. Community and connection are
also very important to this population.

When recognizing and rewarding the newly retired or seasoned volunteer, take care to consider the level
of contribution your volunteer is providing. Thelevel of expertise a seasoned professiona offers can be
extremely valuable, regardless of total hours given. Also, these professionals are likely accustomed to
formal and sophisticated forms of recognition. While your organization may not be capable of offering
expensive or large-scale rewards, consider atype of recognition that would be worthy of the value of the
professional’s contribution. A framed certificate or engraved plaque, presented at aformal gathering,
may be appropriate.

The better you get to know your volunteers as individuals and try to understand their motivations, the
more personalized you can make their rewards and recognition.

Example:

Jimisaretired records management professional and business continuity expert who volunteered to share
his expertise with the ACLU of Ohio Foundation. When Business Volunteers Unlimited offered a workshop
on the current regulations governing disaster recovery planning, the ACLU paid for his attendance at the
workshop.

Quote:

"I find the exposure to all the various activities offered by the ACLU — and to the wonderful and interesting
people who work there —is one of my greatest experiences. Also, the opportunity to be moreinformed —on a
deeper level —and to become more involved in central issuesisinvaluable to me! Any way | can help the
organization is meaningful! Everyone has been wonderful to me and has expressed their appreciation often!
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Most of my previous volunteering was done when | was a college student, or was at least quite temporary.
At the ACLU, | feel more or less like a more permanent member of the staff and, of course, feel more
involved with the day-to-day operations of the group.”

-- Linda, ACLU of Ohio Foundation volunteer, retired schoolteacher

See Appendix for More Resour ces:

WaySto ReWard YOUN VOIUNLEEY ..........ooieiieeeeeee ettt seeeee e sne e e 39
SAMPIE COITITICALE. ...ttt ettt n e e e s 40
Sour ces:
Beyond Recruitment, An Online Workshop About Recruitment & Maintaining Volunteersin the New
Environment

Volunteer Connections; Volunteer Canada, 2001
Reinventing Retirement News| etter
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Conclusion

Nonprofit organizations facing limited staff and resources stand to benefit significantly by pursuing mutually
favorabl e relationships with highly skilled, seasoned professionals, particularly those in the Boomer
generation who are now beginning to retire.

The aim of this Best Practices Manual isto provide guidance from the standpoint of experience to
organizations seeking to engage this population of volunteers. The result of a collaborative effort among
four nonprofit organizations, it offers their successes, research, and recommendations. The hopeisthat
others will benefit from their experience and be able to take advantage of the rich resource that these
volunteers can be for any organization.

In order to maximize the benefit of this new generation of volunteers, it is critical that organizations
customize their approach to recruiting, placing, supervising, and recognizing these citizens. Organizations
must carefully consider this new volunteer’ s motivation, level of expertise, expectations, and past life
experiences.

When this extra effort is made, the rewards to al parties involved — the organization, the volunteer, and the
community served — can be extraordinary.
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Sample List of Competencies

1. Marketing and Communications

2. Human Resources

3. Finance

4. Strategic Planning and Devel opment
5. Fundraising

6. Education

7. Support Services

8. Technology
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Sample Position Description

Hard Hatted Women
Volunteer Position Description

Education Liaison
The Education Liaison will assist our team in working with the schools.
Responsibilities: Coordinate and help devel op two workshops primarily for teen girls. Match
tradeswomen with Career Day speaking opportunities. Recruit tradeswomen speakers and update
the list of speakers. Host training for new tradeswomen speakers.

Skills: Ability to work with adolescent girls. Excellent organizational and communication skills.
Knowledgeable in Microsoft Office.

Experience: A retired teacher isideal for this opportunity. Familiarity with the Cleveland
Municipal School District isaplus. A friendly, outgoing manner is appreciated.

Hours: Estimated eight hours a week based on the volunteer’ s schedule. We can be very
flexible.

Reporting to: Education Director.
Benefits: Opportunity to work with enthusiastic, hardworking staff and members of Hard Hatted
Women. Involvement with our organization connects volunteers and staff to other community

members interested in socia justice.

For more information about Hard Hatted Women, visit our website www.hardhattedwomen.org.

Please note: This position description is negotiable, based on the volunteer’ s preferences,
previous work experience, and schedule. 1ssues of supervision, recruitment, payment and related
capacity issues are to be addressed through the proposed project.
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Volunteer Commitment L etter

March 31, 2005
Dear Jm,

Thank you for your willingness to volunteer your services with the American Civil Liberties
Union of Ohio Foundation.

Based on our previous discussions, your activities as a volunteer will involve the devel opment of
a business continuity plan and assi stance with the creation of arecords retention and disposal
schedule. You will begin March 31, 2005 and will continue as a volunteer through the
completion of these two projects. At the conclusion of these projects, we will discuss additional
volunteer commitments depending on your preferences.

Y ou have indicated that you can spend approximately 5-10 hours per week on these activities.

The ACLU agreesto provide you the resources, access to staff, expense reimbursement, and
training and networking opportunities to ensure your successful completion of these projects.

We understand that your circumstances may change at any time, and we are happy to discuss any
changes to this arrangement as may be needed.

We are greatly appreciative of your willingnessto share your expertise in these important
projects. If you have any questions or concerns during your time with us, please don®hesitate to
let me know.

Sincerely,

Ann Rowlett
Deputy Director
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Essential Contents of Volunteer Handbook

Cover Page

Thank you page from President/ CEQ/ED

Organi zation mission statement/vision

Welcome letters from President/ CEO/ED and V olunteer Manager (or staff member
primarily responsible for volunteer coordination)

Table of Contents page

Volunteer Opportunities page

Organization introduction/history

General volunteer information

i. Volunteer Code of Ethics

ii. Volunteer Rights

iii. Federal and State Law on Volunteerism

iv. Tax deductions

Specific policies/procedures/requirements for the Organization
i Health/medical issues

ii. Sexual harassment

ii. Volunteer meetings, supervision, in-services and evaluations

iv. Absences

V. Accidents

Vi. Grievances

Vil. Resignations/terminations

viii.  Discipline and/or termination of volunteer assignment

iX. Organization holidays

X. Important Organization telephone numbers
Xi. Organization chart
Note page

Tear-off sheet for HIPPA statement
Tear-off sheet for receipt of handbook
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Dollar Value of Volunteer Time

AVERAGE HOURLY VALUE OF VOLUNTEER TIME
(United States Figures)

The Independent Sector organization devel ops the national average hourly value of volunteer
time, derived from the annual President’s Economic Report. This figure is based on the average
non-agricultural hourly wage from the previous fiscal year, increased 12% to allow for benefits.

The 2005 U.S. Average Hourly Value of Volunteer Timeis $17.55.

This represents an average value of volunteer roles and activities. It ranges from basic, ssimple
tasks that might be valued at minimum wage, up to professional services given by doctors,
lawyers, engineers, etc. that would be valued very highly.

To obtain additional information about this dollar value figure, contact: Carla Bundy,
Independent Sector, 202-467-6134.

For more information, visit the Independent Sector website.

Y ou will find anumber of interesting resources:

- Dollar Value of aVolunteer Hour: 1980-2003
Volunteers--Number, Hours, and Dollar Vaue: 1989-2000
Dollar Vaue of aVolunteer Hour by State: 2002
Giving and Volunteering in the United States report series
Source: Association for Volunteer Administration website:
http://www.avaintl.org/resources/dol lar.html
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Orientation Checklist

When possible show introductory or organizational videos.
Bring in staff members to discuss their work or role and clients served.

Provide introductory materials and client testimonials.

o O O o

Orient volunteersto the :
Office space
Location of materials
Use of office equipment
Office procedures
Expense reimbursements
o Affirm that their work makes a difference and offer tangible data that demonstrates the

importance of volunteer support for the organization.
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Sample Confidentiality Agreement

a member of

[Insert Name of Organization] 7 S H A R E S
PLEDGE OF CONFIDENTIALITY

Thisisto certify that I, , an employee, student, volunteer or
Board member of [Organization], understand that any information (written, verbal or other form)
obtained during the performance of my duties must remain confidential. Thisincludesall
information about members, clients, families, employees and other associate organizations, as
well as any other information otherwise marked or known to be confidential.

| understand that any unauthorized release or carelessnessin the handling of this confidential
information is considered a breach of the duty to maintain confidentiality.

| further understand that any breach of the duty to maintain confidentiality could be grounds for
immediate dismissal and/or possible liability in any legal action arising from such breach.

Signature of Employee/Student/V olunteer

Date

Signature of Staff Withess

[Insert Name of Organization
Address
Phone/Fax #s
General Information Email Address
Web Address|
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Recruitment Flyer

Are you looking
for ways to make
a difference in
your community?

Do you want to
share your wisdom to
promote civic change?

We have just the opportunity for you!

“Engaging for Civic Change," a special volunteer Do you have skills and experience in these areas?
program supported by the Cleveland If so, we want to hear from you!
Foundation's Successful Aging Initiative, is seeking *  Marketing and communications
seasoned individuals moving into a new phase of o Human resources
their lives to support the causes they care about. ¢  Finance
We will offer you: . Strateg.lc. planning and development
. e Fundraising

e  Flexibility ;

S S e Education
e Diversity of responsibilities e Support services and technolo
e Training and self-improvement PP 4

Valuable relationshi ith coll
: Froe:c?oni ir:sgr:zgin ::s B To learn more, please call Frances Martin at
% Community Shares, 216/361-9920, or visit
www.communityshares.org/eecc.shtml.
Put your creativity to work in a place where your experience
will be valued and appreciated!

Partner organizations in this project include: Community Shares, ACLU of () é“l_'i I\"R" iE'S'
Ohio Foundation, Adoption Network Cleveland and Hard Hatted Women
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Recruitment Website Page

Engaging Elders for Civic Change — Volunteer Program for Seniors and Retired People in Greater Cleveland Page 1 of 2

A collaborative project

En gCIging Community Shares, ACLU

of Ohio Foundation, Adoption

for Civic Change Mot

Are you looking for ways to make a difference in your
community?

Do you want to share your wisdom
to promote civic change?

We have just the opportunity
for you!

Engaging for Civic Change,” a special volunteer program supported by the
Cleveland Foundation's Successful Aging Initiative, is seeking seasoned
individuals moving into a new phase of their lives to support the causes they
care about.

Put your creativity to work in aplace where your experience will be valued and  Quick Links:
appreciated! We will offer you:

] Jntes)

« Flexibility

e Diversity of responsibilities Jiew i intee si

o Training and selt-improvement

o Valuable relatienships with coleagues Downlead the project flyer

e Frasdom in scheduling
httpe//www.community shares.org/eecc. shtml 1 1/28/2005
Engaging Elders for Civic Change — Volunteer Program for Seniors and Retired People in Greater Cleveland Page 2 of 2

Do you have skills and experience in these areas? If so, we want to hear from Visit project partners:
Cor

youl
e Marketing and communications
« Human resources
e Finance
e Sirategic planning and development
« Fundraising
« Education To download the pr
» Support services and technology need Adobe

Click here to fill out a vojunteer form, Somecne will call
vanely of volunteer cppartunifies available!

ufo discuss the

We also have need for specific volunteer positions. Click here to see a list.

i
[¥OF

Project Partners:

FOUMDATION

SHARES M

copyright 20012005 Geater Cleveland Communiy Shares
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Volunteer Interest Form

Are you looking for ways to make a difference in your community? Do you want to share your
wisdom to promote civic change? We have just the opportunity for you: “Engaging for Civic
Change,” a special volunteer program supported by the Cleveland Foundation. Volunteer
opportunities are available at these four organizations:. Community Shares; ACLU of Ohio
Foundation; Adoption Network Cleveland; Hard Hatted Women.

Please contact me so | can learn more about volunteer opportunities.

Name

Address

City, state, zip

Day phone Evening phone
Email Fax number

How did you hear about this volunteer opportunity? Check all that apply.
Flyer
Web site
Word of mouth
Recruited by friend/colleague
Church
Email
Organization
Newspaper
TV
Referred by
Other

Why are you interested in volunteering? Check all that apply.
| support the mission of the organization(s).
| want to give back to my community.
I am seeking opportunities for growth, self-improvement and learning.
| want to meet new people and network.
| want to share my knowledge, skills and experiencesto benefit a nonprofit
organization.

Please indicate the organizations with which you would like to explore volunteer opportunities.
Community Shares
ACLU of Ohio Foundation
Adoption Network Cleveland
Hard Hatted Women
I’m not sure yet. I'd like to discuss where | can help the most.

What type of position are you interested in? Check all that apply.

Casud
Clerical
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Communications, media, public relations
Education

Finance

Fundraising

Human resources
Management/leadership
Special project
Technica

Skilled trades

Legal

Other

Special skills you have (computer skills, public speaking, desktop publishing, marketing,
bookkeeping etc.)

What level of time commitment are you interested in making?
1-5 hours per week
6-10 hours per week
20+ hours per week
Intermittent, as-needed for special projects

When are you available to begin volunteering?

What are your schedul e/time preferences?
| prefer afixed schedule (set hours each day/week/month)
| prefer to call the agency when | have time to help out
| prefer that the agency call me when thereis a special project

Areyou over the age of 49?7 (Thiswill help ustrack statistics for our project funders.)
Yes
No

Please return thisform to:
Frances Martin
Community Shares
3631 Perkins Ave.
Cleveland, OH 44114
frances@communityshares.org
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Article from Non-Profit Timeson Online
Recruiting

TaENoNProFrr IvMES

The Leading Business Publication For Nonprofit Management

Monday, August 15th, 2005

News Update

Online Advocacy
Lifting responseratesviathe I nter net

The three myths of online fundraising are:

1. donorsareold and are not online;

2. the young people who are online won®give; and,

3. when those young people get to be 55 years old, they are going to be direct mail
responsive.

In fact, the opposite is true: 59 percent of households headed by a person 55 years old or older are
online and are regular Internet users. That® compared to 72 percent of those who are 19 years old
and in their early 20s, the highest ranking group. In addition, other research has shown that the
older generation is not just using their children®or grandchildren®hand-me-down computers:
They@e buying new computers and using high-speed connections.

(Click herefor more)

Tips of the Week
Online - Volunteer management in cyber space

In addition to its other advantages, the online environment provides many possibilities for
volunteer recruitment and management. In her chapter "V olunteer Recruitment and Management”
in the book Nonprofit Internet Srategies, Alison Li presents some of the online options that have
become available to nonprofits regarding their volunteers:

Online volunteer matching. Online volunteer matching services alow organizations to
reach new prospective supporters beyond geographic borders. Would-be volunteers can
search for opportunities by name of organization, location, mission or other criteria that
matter to them. Volunteers can learn more about organizations with they are familiar and
discover new organizations they were not aware of.
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Expanding the boundaries of volunteering. Internet resources can help managers
rethink the way volunteers are recruited and managed, primarily by reaching those who
do not fit traditional molds by virtue of age, disability, race, ethnicity or availability.

Virtual volunteering. Opportunities are now open to people who find it difficult to
volunteer in person because of disabilities or work or family responsibilities that prevent
them from coming to an office during regular working hours.

Managing and retaining volunteers. Online tools can allow volunteers to schedule their
work and log their hours via email or an online scheduling system.

Recognizing volunteer efforts. The Web is an excellent place to recognize the
accomplishments of volunteers.

Corporate linkup. Many corporations are searching for ways to help their employees
volunteer and to serve their communities, and the Net hel ps them do this.

Copyright 2005 The NonProfit Times.
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| nterview Questions

Sample Interview Questions

(It isrecommended that a maximum of 10 questions be selected for a single interview.)

What interested you about this volunteer position?
Is there an aspect of our mission that motivates you to want to volunteer?
Tell me the story of how your chose your education program OR career path OR life work?
Have you volunteered in the past?
0 Yes: What have you enjoyed most about previous volunteer work?
o No: What have you enjoyed most about previous paid work or other activities?
Areyou involved in other organized activities?
What special skillswould you like to utilize as a volunteer?
Are there tasks that you do not want to do as a volunteer?
Can you briefly talk about your experiences asthey relate to this position?
What would you say are three of your strengths?
Do you prefer working independently or with a group?
What would be the ideal volunteer job for you — and why?
Describe your ideal supervisor.
What are your expectations of our organization? Of our employees?
What are your personal goals for this experience?
Do you have any concerns about what we expect of you?
Are you willing to make atime commitment of ?
Areyou interested in some training pertinent to this position?
Areyou willing to provide training in your area of expertise to other volunteers or staff
members?
Do you have any questions that you would like to ask us?

Why should we interview volunteers?

To give the volunteer sufficient information to make a decision about volunteering for your
organization.

To demonstrate that you take the volunteer’ s involvement serioudly.

To gain factual information about the volunteer, complete contact information and references
if needed or appropriate.

To explore whether there is a match between what is needed/offered by the
organization/volunteer.

What do we want to find out?

Do you want to engage this volunteer?

What are the volunteer’ s expectations?

Why does the volunteer want to volunteer for your organization?

What tasks are appropriate for the volunteer?

What are the limitations that might influence what tasks the volunteer can undertake?
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What are the volunteer’ sinterests, skills, knowledge and experience?

When is the volunteer available to work?

How much support or supervisions will the volunteer need?

What are the volunteer’ s attitudes toward your organization — its mission, philosophy,
constituency, etc?

Who conducts the interview?

Often conducted by the person who is generally responsible for managing volunteers
Existing volunteers often have a good understanding of new/potential volunteers’ feelings.
Involving traditionally under-represented groups as interviewers and decision makers helps
break down barriers and reach people from those under-represented groups

A panel of interviewers may be intimidating; perhaps the volunteer may be interviewed more
than once, allowing for different perspectives or a second opinion

Where should the interview take place?

A quiet location that allows for respect of the volunteer’ s privacy
An environment that is comforting, welcoming, easy to find and accessibleto all parties

What preparations are needed before the interview?

Coffee, tea or water and perhaps snacks should be available.

The interviewer should have a structured framework within which to work.

The job description should be at hand.

To make sure all volunteers are treated equally, they should all be asked the same range of
guestions.

Simple, unthreatening questions should be prepared, since the volunteer may be uneasy about
the perceived imbalance of power (volunteer vs. professiona) to start with.

A brief summary of relevant information about your organization should be prepared;
bombarding the volunteer with lots of facts and details should be avoided.

Information about the sel ection procedures, training, benefits, reimbursements, etc. should be
available.

Interviewers should avoid using jargon.

Considerations in evaluating the interview guestions/process

If you found yourself skipping certain questions, why?

Which guestions seemed to work? Which questions didn’'t work? Why?

What factors about the interview (location, environment, choice of interviewer, etc.) worked
or did not work?

Did the prospective volunteer ask you anything that caught you off guard or you were not
expecting?
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Skills Inventory

Instructions. Please put a check by each item that you have experience and/or skillsin.
Fundraising:

0 Fundraiser
0 Capital Campaign Management

Marketing:

Educational Program Devel opment
Historian

Newsletters

Photography

Publications

OO O0OO0Oo

Relationship Devel opment:

Ambassador

Board Member Recruitment
Committee Member Recruitment
Corporate Partnership Devel opment
Mentor (Executive Level)
Networking Contacts

Program M anagement

Senior Advisor

Senior Manager

O O0OO0O0OO0OO0OO0OO0Oo

Support Services:

Accounting

Clericd

Event Management

Finance

Human Resources

Legal

Strategic Planning/Devel opment

O O0OO0O0OO0OO0OO0o

Many of our volunteer needs are project based. Please check here if you have project
experience as a manager and/or member.

Thank you for taking the time to complete thisinventory.
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Volunteer Registration Form

Thisinformation will be treated confidentially and will be aggregated to assist the Cleveland
Foundation in tracking the success of this program and to help usimprove our volunteer
recruitment, training and support efforts.

Name

Address

City, state, zip

Home phone Work phone

Email

Agency you are volunteering with:

Job description or projects you are assisting with:

Emergency contact

Relationship

Home phone Work phone

Address

City, state, zip

Date of birth / /

What is your race?
African-American
White (non-Hispanic)
Hispanic
American Indian
Asian/Pacific Islander
Other

How did you hear about this volunteer opportunity? Check all that apply.
Flyer
Web site
Word of mouth
Recruited by friend/colleague
Church
Email
Organization
Newspaper
TV
Referred by




What is your current employment status?
Retired
Employed full time
Employed part time
Not employed
Volunteering

Highest level of education:
Elementary school
Some high school
High school diploma
GED
Some post-secondary coursework
Technical degree
Associate’ s degree
College degree
Graduate degree
Degreein process

What type of work experiences have you had? Check all that apply.
Casud
Clericd
Communications, media, public relations
Education
Finance
Fundraising
Human resources
Management
Sales
Special project
Technical
Skilled trades
Legal
Consulting
Other

How many years of paid work experience do you have?
0-10
11-20
21-30
31-40
41+
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What types of volunteer experiences have you had in the past? Check al that apply.
Casud
Clericd
Communications, media, public relations
Education
Finance
Fundraising
Human resources
Management
Special project
Technica
Skilled trades
Legal
Consulting
Other

How many years of volunteer service do you have?
0-10
11-20
21-30
31-40
41+

What do you find rewarding about your volunteer work with this organization? Check all that
apply.

| am supporting the mission of the organization.

| am giving back to my community.

| am gaining opportunities for growth, self-improvement and learning.

| am meeting new people and networking.

I am sharing my knowledge, skills and experiences to benefit society.

| am receiving reimbursement for my volunteer related expenses and/or a stipend.
Yes No

How many hours per week are you volunteering with this agency?
1-5 hours per week
6-10 hours per week
20+ hours per week
Intermittent, as-needed for special projects

What kind of schedule are you working?
Mornings
Afternoons
Evenings
Weekends
As needed

Other nonprofit or membership organizations you are affiliated with:
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Volunteer Feedback Form

[INSERT NAME OF ORGANIZATION HERE]

We need your ideas to help usimprove the ©volunteer program. Please give us
the benefit of your frank opinion on these questions. Y ou may sign the form or remain
anonymous, as you prefer. Please be sure to give your best answer for ALL questions on the
form.

How long have you been volunteering with us?

Please describe briefly your volunteer job(s) here.

Would you like to make any changes in your volunteer responsibilities at thistime? If so, please
describe.

How many hours do you spend on average per month volunteering with us?

Would you like to volunteer more or less hours with us than you are now? If so, in what way?

Do you want to establish an end point to your volunteer commitment? If so, what would be your
preferred end date?

What are the main reasons you joined us as a volunteer?

What are some of the main satisfactions you' re getting from your volunteer work with us now?

What are some of the main frustrations?

What do you see as some of the good things about this volunteer program?
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What do you see as some of the things that could be improved?

Please describe any suggestions you may have on useful new jobs volunteers might fill in this
organization.

Thinking of your volunteer experience with this organization, please rate these factors on ascae
of 0to 5, with zero being "strongly disagree" and 5 being "strongly agree.”

012345-Volunteers are adequately oriented and trained as needed.

012345-1 feel accepted and supported by the staff.

012345-Thelevel of recognition given to volunteersis appropriate.
012345-Volunteersaretrusted to do important things.

012345-My work is contributing to the mission of the organization.

012345-My skillsare valued and put to good use to benefit the organization.
012345-1ammadeto feel apart of the team in accomplishing the work of the organization.
012345-1am provided the resources and access to staff needed to complete my projects.
012345-1 would recommend volunteering with this organization to my friends and family.

012345-1am pleased with the training and self-improvement opportunities made available to
me.

012345-1receiveregular, sufficient feedback on my performance in this volunteer position.
Any other comments you’ d care to make would be appreciated. Use a second sheet if necessary.

Signature (optional): Date:
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Waysto Reward Your Volunteer

Say “thank you” often

Hold a public recognition event, or recognize volunteers and present them a
certificate in connection with aregularly scheduled meeting or event, such asa
board meeting, staff party or public education program

Provide tangible evidence that their efforts have made a difference

Invite them to a board meeting and ask them to report on their project
Acknowledge volunteer contributions in organization publications, such as
newsletters and annual reports Ask them to chair a working committee

Ask their advice on management issues in which they have expertise, or ask them
to train others Act as areference, or write reference letters on their behalf as
requested

Offer training opportunities, or invite them to attend relevant community
meetings for learning and networking

Send a hand-written thank you card to their home

Hold an open house or cocktail reception which includes a public recognition of
volunteers

Include them in staff activities as much asis practical and as the culture of your
organization will allow: invite them to attend staff meetings, staff outings and
parties, include them in staff communications, emails, etc.

Take them to lunch

Giveagift

Consider afinancia reward or stipend, within IRS regulations for reporting
taxable income.
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Sample Certificate
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