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ABSTRACT 

The Development of Volunteer 
Programs for Nature/Environmental 
Centers 

Nature centers and environmental 
education-related facilities are often 
understaffed and underbudgeted. One 
method these centers have used to keep 
up with the demand for their programs 
is to organize and promote a volunteer 
program, recruiting community members 
to supplement the paid staff. 

Even though the use of volunteers 
has increased, there is little written 
material available on volunteers at 
nature/environmental centers. A 1979 
study in New York <Guzewich> showed 
that 70% of the centers surveyed used 
volunteers for jobs ranging from 
teaching to maintenance and clerical 
work. Of those centers not currently 
using volunteers, 79% felt a need for 
a volunteer program. It is assumed 
that if center directors believe 
volunteers are important to their 
program, it would be beneficial for 
them to know more about how to recruit 
and retain volunteers. . 

By collecting information through 
both a literature review and a 
questionnaire mailed to nature centers 
throughout the nation that have 
volunteer programs, recommendations 
regarding development of volunteer 
programs have been made. Suggestions 
on recruiting, training, motivation, 
retaining, and evaluating volunteers 
are included. 
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INTRODUCTION 
VOLUNTEERS- WHO 
NEEDS THEM? 



Most people at one time or 
another have either been volunteers or 
worked with volunteers. In 1986, a 
study concluded that 47% of adults, 
and 53% of teenagers 14-17 years of 
age volunteered in the United States. 
The estimated value of the time and 
talent they contribute is $65 billion 
per year. Twenty-three million 
people volunteer 5 hours per week or 
more, and these volunteers come from 
all age, sex, and economic groups. 
<The Independent Sector, Washington 
D.C., 1986) Why do these people 
volunteer? Many simply want to be 
useful, others have an interest in the 
activity or work, some need to feel 
needed, while others have a relative 
or friend in the program being served. 

Environmental education and 
interpretation fields rely heavily 
upon volunteers. There are over 12 
thousand environmental 
education-related facilities in the 
United States today. Although their 
popularity has increased in the past 
few years, they are often understaffed 
and work with small budgets. 

One method centers have used to 
keep up with the demand for their 
programs is to organize .and promote a 
volunteer program, recruiting 
community members to supplement the 
paid staff. These volunteers come to 
the centers with different needs, 
interests, motivations, and learning 
st y 1 es . I t i s important that the 
nature.center staff be able to work 
with these volunteers and use them to 
their fullest potential. 

Information is widely available 
on volunteers in general. Research 
has been done on the use of volunteers 
as tu~ors at Jails <Grindstaff, 1980), 
volunteers for crisis intervention 
centers <Mahoney, Pechura, 1980), and 
in social work cases <Haeuser, 
Schwartz, 1980). Organizations such 
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as the Girl Scouts of America have 
published information pertaining to 
the use of volunteers <GSA, 1982). 
4-H ls another organization well-known 
for its use of volunteers. However, 
little published material is available 
which directly addresses volunteer 
programming at nature centers, its 
needs and specific problems. 

This monograph is designed to be 
a resource for those interested in 
developing a volunteer program at a 
nature center, natural science museum, 
or other environmental education 
facility, OR those wishing to evaluate 
and improve an existing volunteer 
program. It is a synthesis of 
infor·mation gained fr·om 1) a 
questionnai~e which was sent to 
directors and/or volunteer 
coordinators at nature centers 
throughout the country, and 2) a 
literature review on volunteers, and 
related topics such as training, adult 
learning, motivation, and evaluation 
techniques. 

This monograph offers no secret 
formulas to running a better volunteer 
program. Rather it provides 
suggestions from experienced 
individuals on methods they have 
found to be successful in recruiting, 
training, motivating, evaluating, and 
retaining volunteers. 

Whether you are just starting a 
volunteer program, or would like to 
improve an existing program, 
volunteers are an important resource 
to develop! Try some of these 
suggestions- and modify them to meet 
the specific needs of your own 
program, staff, and volunteers. 

·-•-·-·-·-·-
2 



. CHAPTER 1 
A PROFILE: VOLUNTEERS 
AND NATURE CENTERS 



Almost every nature center has 
struggled with the problems of 
developing and running a volunteer 
program .. The people who run and 
participate in volunteer programs have 
gathered a variety of experiences and 
ideas which can be a valuable resource 
for others. 

METHODOLOGY 

In order to tap this wealth of 
information, a nation-wide survey of 
nature centers and other environmental 
education facilities was conducted in 
the spring of 1985. Regional 
directors of the Association of 
Interpretive Natur~lists were asked to 
nominate one center with a model 
volunteer program from each state 
within their region. In this way, 
centers were included from al 1 but six 
states. No centers were recommended 
for South Dakota, Wyoming, Utah, 
Nevada, New Mexico, and Hawaii. 

A total of 59 questionnaires were 
sent to potential respondents in 44 
states. Questions in the survey 
covered such topics as recruitment, 
motivation, training, retention, and 
evaluation. The importance of 
volunteer programming in this field is 
exemplified by the fact that 49 out of 
the 59 centers responded. 

This section summarizes the 
results obtained from the survey. 
Survey questions are stated, and 
responses from centers are summarized 
and discussed. Two components of the 
volunteer program are examined: THE 
CENTER, and THE VOLUNTEER. 

THE CENTER 

WHY DO CENTERS USE VOLUNTEERS? 
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Most of the professionals 
responded that they use volunteers to 
increase the effectiveness of the 
staff and to provide services that 
their budget cannot cover. They 
indicated that qualified volunteers 
can help a center improve and extend 
existing programs and add new programs 
or services which would be impossible 
with current paid staff-time. Some 
volunteers have special skills which 
the paid staff may not have. Center 
staff may wish to seek the voluntary 
help of artists, carpenters, lawyers, 
or librarians- trained professionals, 
as well as those who have one of the 
above skills as a hobby. 

Another common reason centers 
reported for using volunteers is to 
involve community members and gain 
public support for the center. When 
volunteers become actively involved in 
a program, they begin to feel a 
positive tie with the organization. 
They talk about the center and can 
spread interest and create increased 
community support. Satisfied 
volunteers are one of the best 
advertisements for a center. 

The use of volunteers at nature 
centers gives people a chance to 
develop new skills or to gain job 
experience. Many centers use students 
as volunteers. This arrangement can 
be a cooperative venture in which both 
sides really benefit. 

FOR WHAT TYPES OF JOBS DO NATURE 
CENTERS .USE VOLUNTEERS? 

The types of jobs that volunteers 
can do vary with the ability of the 
volunteer. as well as the creativity 
of the volunteer coordinator in 
designing the task. It may also 
depend on the amount of staff time 

4 



• 

necessary for training and/or 
supervision neeped for the job. 

Responses to the survey indicate 
the most frequent job done by 
volunteers is teaching or conducting 
programs. Thi.s category includes 
working with school groups or helping 
out with public programs- whether it 
is a cross-country ski session, or an 
evening talk on owls. 

Other high-use areas for volunteers 
include secretarial work, maintenance, 
reception duties, sales <such as in a 
bookstore or gift shop), publicity, 
and research. 

Volunteers are also involved in 
animal care and wildlife 
rehabilitation at some centers. 

Not only are volunteers taking 
care of live animal exhibits, but many 
have the skills needed to design and 
build other types of exhibits
dioramas, display panels, and signage. 
They also produce publications and 
newsletters. This is a good way to 
use those with artistic abilities, or 
students involved in a museum methods 
course. Some centers use volunteers 
to do taxidermy work. 

Volunteers are also used to: 
help with accounting, provide food 
service, gather prairie seed, organize 
and work in the library, do inventory, 
work with fundraising and write grant 
proposals. 

Staff at one center in 
Connecticuit said they thought a key 
to their sucessful volunteer program 
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is ~fferlng a wide range of volunteer 
possibilities, each with its own set 
of skills and time commitments. They 
are able to use volunteers from all 
age groups. Their annual bike-a-thon 
conducted by 9-12 year old volunteers 
ls a fundralslng event for their 
wildlife rehabilitation program. Last 
year the bike-a-thon volunteers raised 
$3,000. 

WHAT GENERAL CHARACTERISTICS ARE 
CENTERS LOOKING FOR IN VOLUNTEERS? 

Survey responses seemed to £al 1 
into these three main categdries: 

-ability to work with people 
-interest in nature, children, or 

animals 
-willingness to learn 

Jobs at nature centers definitely 
require an ability and interest in 
working with people, and a love of 
nature and animals. Fortunately, 
many people who volunteer have 
these qualities. 

WHAT SKILLS AND KNOWLEDGE DO CENTERS 
FIND THEY HAVE TO TEACH THEIR 
VOLUNTEERS? 

The knowledge and skills 
respondents felt that volunteers 
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needed to be taught in order to 
perform their jobs included two basic 
areas: 

-natural history knowledge 
-communication, interpretation, and 

teaching skills 

Remember that according to the sur-vey, 
the majority of volunteers are 
involved in programming. 
Several respondents stressed how 
important it is that the volunteer 
have not only the factual information, 
but also the ability to present that 
Information to the public. 

HOW MANY VOLUNTEERS HAVE BEEN USED BY 
CENTERS IN THE LAST YEAR? 

The number of volunteers used at 
centers varies depending on the 
location, size of center, staff 
available to work with the volunteer 
program, and variety of Jobs to be 

. done. 
In the survey, there was a wide 

range in the number of volunteers·used 
within the last year. One center used 
only four volunteers, while another 
used 1,021. 50 volunteers was the 
most frequent response. The size of a 
volunteer program, however, does not 
necessarily indicate its success. A 
center with a few well-trained 
volunteers may be accomplishing much 
more than a center with many 
unorganized and unreliable volunteers. 

HOW MUCH STAFF TIME IS REQUIRED TO RUN 
A VOLUNTEER PROGRAM? 

Results from the survey show a 
high of 142 staff hours per week- to 
run a volunteer program, while another 
center devotes only two hours of staff 
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time per week. Again, these figures 
do not necessarily indicate which is 
the better program. The number of 
volunteer hours received per week is a 
better index of productivity. The 
center whose input was 142 staff hours 
per week received 730 hours of 
volunteer time per week (or a ratio of 
1:5 of staff time to volunteer time>. 
The center whose input was two staff 
hours per week received 20 hours of 
volunteer time, or a ratio of 1:10. 
Surprisingly, one center spent 50 
hours of staff time per week to 
receive 25 hours of volunteer time <a 
ratio of 2:1). 
See Table A for a sample of survey 
results. 

Table A. Staff hours per week working 
.with the volunteer program compared to 

volunteer hours received per week (a 
ratio of effort to yield). A sample 
of survey results shows a wide range: 

1 :29 
1: 25 
1: 20 
1:17 
1:15 
1: 12 
1 : 10 

1: 9 
1: 8 
1:7 
1: 6 
1: 5 
1: 4 
1: 3 

1: 2 
2: 1 

The staff tlme required to run a 
volunteer program will depend on the 
number of volunteers a center has and 
what types of jobs the volunteers are 
asked to perform. It also depends on 
whether volunteers already have the 
basic skills necessary. If they need 
to be trained, staff time increases. 

Many of the respondents involved 
in the survey saw a problem with the 
amount of staff time needed to run the 
volunteer program. Successful 
programs seem to have a staff person 
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designated to be in charge of the 
volunteer program. The volunteer 
coordinator might be a paid 
professional staff member or another 
volunteer. 

Since 1977, Dodge Nature Center 
in Minnesota has had a volunteer 
coordinator for their volunteer 
program. The coordinator ✓ s 

responsibilities include confirming 
class schedules with teacher 
naturalists, basic handling of minor 
conflicts, assisting with special 
event planning, and co-editing the 
volunteer newsletter. 

No matter-who the volunteer 
coordinator is, each staff member wil 1 
probably at some time be working 
directly with volunteers, and it is 
necessary to involve them in the 
planning and decision-making process 
when organizing and running the 
volunteer program. Some keys to this 
process wil 1 be discussed in the 
following section. 

THE VOLUNTEER PROFILE 

WHO ARE VOLUNTEERS AT NATURE CENTERS? 

According to a study done on 
nature centers in New York (Guzewich, 
1978), most volunteers at nature 
centers are not actively recruited, 
they are women between the ages of 18 
and 65, most have a college degree 
(59%), and most donate less than five 
hours per week. 

However, a volunteer may also be 
a senior citizen, a new person in 
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town, a retired teacher, a homemaker, 
an executive, a college professor, or 
a handicapped person. Volunteers 
might even be a group- of 
professionals, of service club 
members, of scouts, of college 
students, or of church women. 

The Nature Center of Pueblo, 
Colorado receives volunteer help from 
professionals such as a lawyer and an 
accountant to help their organization. 
The Junior League of Athens, Georgia 
provides a continuing committment of 
three or four volunteers to work with 
school groups at the Sandy Creek 
Nature Center. 

WHY DO PEOPLE VOLUNTEER AT NATURE 
CENTERS? 

There are probably as many 
reasons for volunteering as there are 
volunteers. Responses indicate that a 
person might volunteer in order to 
gain new skill~, test career options, 
gain recognition, try something new, 
work with friends, make new friends, 
share knowledge, or feel useful. 

Many respondents to the survey 
reported that people were volunteering 
at their centers because of a strong 
feeling toward the center and a wish 
to do something to help it. Other 
volunteers may donate their time and 
services out of a desire for personal 
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growth and a wish to continue their 
education. Volunteering is an 
opportunity to develop new skills and 
gain work experience. Many volunteers 
enjoy working with people and have a 
strong interest in natural history and 
environmental education. Some 
especially like working with children, 
or animals, or out-of-
doors. Others volunteer out of a need 
to socialize with people of similar 
interests, and some simply value the 
praise, recognition, prestige and 
power they receive. 

ON THE AVERAGE, HOW MUCH TIME DOES A 
VOLUNTEER DONATE IN ONE MONTH? 

In the survey, the most frequent 
response for the number of hours a 
volunteer works each month was a range 
of 5-10. However, this may vary with 
the season as well as the job. Some 
volunteers may hold full-time 
positions, while others might only 
work during a three-month summer 
period. Some volunteers might raise 
baby birds and feed them every 15 
minutes from 7 am to 8 pm for months! 
Others might spend three hours each 
week leading tours. 

The amount of time that can be 
expected from volunteers will depend 
on the center/s needs, program 
schedule (are services used more 
heavily during one season than 
another?>. and the volunteer/s needs 
and time schedule. 
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WHAT IS THE AVERAGE TIME A VOLUNTEER 
STAYS WITH A CENTER? 

The most frequent response to 
this survey question was an average of 
1-2 years. High school and college 
students were generally expected to 
stay less than a year. while those 
involved with some school programming 
often tended to stay 3-4. or 4-6 
years. 

Some volunteers come to the 
center to work on one specific 
project- perhaps a publicity campaign, 
or an annual dinner. Therefore. they 
work only until the specific project 
ls completed. 

Several centers had volunteers 
who had been with them for over 12 
years. They included sanctuary 
guides. teacher~naturallsts working 
with school groups. and a bird banding 
volunteer. 

The time a volunteer is expected 
to remain with the center may 
influence the type of job(s) he or she 
trains for and ls placed in. If the 
turnover for students is expected to 
be high, it might be wise to give them 
tasks that they already have the 
skills needed to perform, or assign 
them to Jobs that require little 
training. 

Turnover was a common problem 
mentioned by those centers included in 
the survey. Find out from the 
beginning how much time the volunteer 
ls willing to commit. Contracts can 
insure better communication and set 
expectations. Other ways to prevent 
turnover include good task design, 
staff support of the volunteer 
program, and the creation of a 
positive work environment which 
generates a feeling of belongiong. 
These areas will be covered in the 
following sections. 
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CHAPTER 2 · 
ORGANIZING THE 

VOLUNTEER . PROGRAi,11 



As a center considers starting a 
volunteer program, the director and 
staff should sit down together and 
answer the fol lowing questions: · 

-What are the goals and objectives 
of the organization? How can 
volunteers help meet those goals? 

-Which tasks need to be done, and 
which of those do staff members 
feel could be done by volunteers? 
Is the staff comfortable in 
delegating these tasks to 
volunteers? 

-Can volunteers be trained to do the 
tasks? 

-What kind of training can the center 
give them? 

-Does the staff have the time and 
willingness to work with volunteers? 

-Will the center commit paid staff 
time to the volunteer pcogram to 
define tasks, provide training and 
supervision of volunteers? 

-Who w i 1 l manage the vo h.m teer 
program- the center director, a paid 
staff member, or a volunteer? 

-What role will each staff member have 
in the volunteer program? 
(supervision, training .... ) 

-How much will the program cost to 
implement? 

-Can the center meet the expectations 
of the volunteer? 

A volunteer program can bring many 
contributions to the organization. It 
can also create more work. Everyone 
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must be aware of the commlttment 
involved, and benefits must be 
carefully weighed against 
disadvantages before a decision is 
made. · 

THE VOLUNTEER COORDINATOR 

The person ln charge of running 
the volunteer program must be many 
things to many people. Respondents to 
the survey thought that qualities of a 
successful volunteer coordinator 
should include: 

-organization 
-a knowledge and understanding of the 
dynamics of interpersonal 
relationships 
-patience 
-the ability to delegate 
-the ability to motivate people 
-excellent communication skills 
- f 1 ex i bi 1 it y 
-enthusiasm 
'-commitment 
-diplomacy 
-respect for the volunteer 

As the respondent from Somerset County 
Environmental Education Center in New 
Jersey said, the volunteer coordinator 
should be •a person with a positive 
attitude, an easy smile, and a big 
thank you!• 

The volunteer coordinator may be 
the director of the center, a 
full-time paid staff member, or 
another volunteer. If the volunteer 
coordinator ls a present staff member 
assigned to the job on a part-time 
basis, adjustments must be made to 
his/her original wo~k schedule to make 
room for the new work involved in 
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runn l ng the vo 1 un teer program. , · If the 
coordinator is a volunteer (ful 1 or 
part-time), s/he should be treated as 
a part of the center/s staff. 

The volunteer coordinator is 
responsible for developing and 
implementing the volunteer program 
within the organization, with input 
from paid staff, board members, and 
volunteers. Duties will include 
recruiting, interviewing, selecting, 
placing, orienting, training, 
supervising, keeping records, 
recognizing, and evaluating 
volunteers. 

STAFF SUPPORT AND COMMITMENT 

Several centers in the 
survey, including Louisiana Nature 
and Science Center of New Orleans, 
stressed the importance of staff 
support and commitment to the 
volunteer program. 

Volunteers are not free. It takes 
time and effort to recruit, train, 
supervise, and evaluate .volunteers. 
It also takes time to provide 
volunteers with the appreciation and 
recognition they need. Specific 
prob 1 ems that come up w l 1 1 need t_o be 
solved. It is important that everyone 
connected with the volunteer program 
realize the commitment involved. 
Flexibility and the willingness to 
work together, are first steps toward 
a successful volunteer program. 

Staff members must understand 
what is involved before they agree to 
start a volunteer program. The staff 
must realize that volunteers need 
challenge, social interaction, 
direction, feedback~ and appreciation. 
Involve the staff in the writing of 
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policies and procedures regarding 
volunteers. The more input the staff 
has in designing the volunteer 
program, the more commited they will 
·be toward its success. 

IDENTIFYING POSSIBLE VOLUNTEER JOBS 

What jobs can be done by 
volunteers? What jobs should be done 
by the paid staff? Try to use each 
individual ✓ s talents effectively. 
Pa1d staff jobs should be jobs that 
only full-time paid, trained 
professionals can do. Volunteer jobs 
should relieve paid staff members so 
that they can have more time to do 
what they have been professionaly 
trained to do. Sometimes there is a 
volunteer who has a specific skill and 
can do a job better than the paid 
staff. And sometimes paid staff must 
be hired to do menial, undesireable 
jobs which volunteers just cannot see 
as attractive (eg: In our society, 
garbage collectors usually have to be 
hired .•• and paid well!). 

The key to a successful volunteer 
program is partnership- paid staff and 
volunteers working togeiher, wi~h the 
best use of talents, to accomplish the 
goals of the organization. Volunteer 
.jobs supplement paid staff jobs; 
volunteers complement but do not take 
the place of paid staff. Therefore, 
each must have clearly defined roles. 
That is why written job descriptions 
are needed for both paid and volunteer 
staff. 

Paid staff job descriptions may 
need to be reviewed as the volunteer 
program is started. A staff member 
who previously taught school groups at 
a conservation field day may now train 
and supervise a volunteer to do that 
job. 
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FORMAL VOLUNTEER ORGANIZATIONS 

Staff of several centers 
responding to the, survey said that 
they have some type of formal 
volunteer organization with elected 
officers, specific goals, 
responsibilities, and functions. Many 
centers have other support groups-
" Fri ends of _____ " - which may charge 
membership dues, help in fundraising, 
and put on specific events. Often 
this support group provides a large 
source of volunteers. 

These groups are also effective 
as communication links, and as a means 
of delegating the responsibility of 
the volunteer program to the 
volunteers themselves. These 
volunteer organizations can help with 
recruitment, training, and scheduling 
and are often asked to plan and run 
specific special programs or 
fundraisers. A formal volunteer group 
al lows for better direct involvement 
in the program, and serves as a means 
for internal communication for 
volunteers. Often there is a 
representative from the volunteer 
group on the organization/s board. If 
the volunteer program is extensive, 
this is an effective way of getting 
out information on in-service training 
workshops, conferences, award or 
recognition banquets. Having a 
volunteer on the board gives both 
volunteers and paid staff members an 
avenue for exchanging ideas and giving 
feedback. 

Regularly scheduled meetings of 
volunteers (whether in a formal 
organization or not) are a good way to 
keep in contact with each volunteer, 
encourage group support and build ties 
to the organization, provide 
in-service training, and ask for 
suggestions that will help improve the 
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volunteer program. Volunteers need to 
know that their ideas and suggestions 
are being listened to. Meetings are a 
good time for discussing problems tnat 
have come up. However. don/t let them 
turn into gripe sessions. Like any 
other meeting. there should be an 
agenda with known objectives to 
accomplish. 

The responsibilities and 
functions of these organized volunteer 
groups vary. Some brief descriptions 
from specific places are given here to 
give you an idea of how they operate. 
Several formal written purpose 
statements are included in Appendicies 
F & G. 

The Delawace Nature Education 
Society <Hockessln. DE> ls composed of 
50 volunteer teaching guides who elect 
their own president. A volunteer 
representative to the center/s board 
of directors is selected by the board. 
A chairman to the other volunteers ls 
advised of upcoming needs and 
schedules volunteer assistance with 
guidance from the staff. (See Appendix 
F for the purpose and goals of this 
organization>. 

Friends of Martin Pack Nature 
Center <Oklahoma City. OK> work on 
maintenance and Improvement of the 
center. help with educational 
programs. improve habitat. and offer 
advice and comments to the Oklahoma 
City Council and its Parks and 
Recreation Department. 
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The Sandy Creek Nature Center 
<Athens, GA) "Frogzlllary" ls a group 
of volunteers whose purpose is to 
promote the center/s activities and 
goals, raise money for the center 
through fundraJslng events, and 
provide a pool of volunteers that may 
be called upon to help the center 
staff. The group elects its own 
chairman, vice-chairman, secretary, 
nominating officer, and hospitality 
officer. The group meets once a 
month, and each member is required to 
attend nine out of twelve meetings as 
well as contribute at least twenty 
hours of service each year. (See 
Appendix G' for their purpose 
statement) 

Most formal volunteer 
organizations ✓ functions include 
fundraising, providing volunteers to 
work at the center, pubJic relations, 
helping with special events, and 
service as a laison group between paid 
staff and volunteer staff. 

Organization of the volunteer 
program before it gets off the ground 
is very important. Unless you know 
what your goals, resources, potential 
benefits and problems are, you won/t 
know which direction to travel. 
Planning is essential. It can help 
you avoid problems later on. 
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CHAPTER 3 
MOTIVATION · 



There have been several studies 
by Frederick Herzberg which rank 
factors associated with Job 
satisfaction (Pinder, 1984). To the 
surprise of many, money is not one of 
the primary motivators. Recognition, 
achievement, and advancement seem to 
play a greater part in satisfaction 
and motivation on the Job. Volunteers 
are a good example of this. They 
expect no pay. However, recognition 
achievement and advancement are 
important to them. 

Motivation influences all aspects 
of volunteer programs. It must be 
considered when recruiting volunteers 
and matching them with Jobs. Knowing 
a person/s motivation for volunteering 
is important when choosing training 
methods. And, of course, you must 
understand the motivations of 
volunteers in order to keep the Job 
challenging and retain them over a 
period of time. 

Four maJor motivational theories 
are covered briefly here, and their 
application to recruiting, training, 
and retention will be elaborated on in 
later sections. They include: 

1) Abraham Maslow/s 
Hierarchy of Needs 

2) Frederick Herzberg/s 
Motivation-Hygiene Theory 

3) McClelland & Atkinson/s 
Motivational Theory 

4) V.H. Vroom/s 
Expectancy Theory 
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HIERARCHY OF NEEDS 
Abraham Maslow uses a needs 

hierarchy to describe his theory of 
motivation. Maslow feels that people 
are motivated to do things as a result 
of basic human needs or desires. In 
his hierarchy, he places basic human 
needs (such as food, shelter, and 
clothing) at the base of the pyramid, 
and the more abstract human needs 
(like self-actualization) at the peak 
of the pyramid. Once the foundational 
needs are satisfied, concentration on 
other needs can begin. A satisfied 
need no longer works as a motivator. 

/' 
I 

s e l f - act u a 1 1 z at i o·n to be yourseli,develop 

/ 
i 

self-esteem/ 

t' 
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// 
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I 

/ .. 
/ 

I 

security 

•our own indiv1ciuaiity; 
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~~~~s~~ t a~~d 1 ~~~~~s ~or 
strenc competence, 
achie nt, ireeaom. 

accept anc;\\ a it ec ti on, 
belonging. \\ 

\ 
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protection fro~\;\hysica1 
and psychologica., threat 
the need for secut{ty. 

'\ 
physical, survival food, water, shelteL~ 

____ n_e-~_a_js·-------------·-----c-l_o_t_r-_, _i n_g_. -'--------\_\__, 

' (Bi a g i , 1 978 > 

Sometimes there are slight 
differences between individuals and 
the order in which they place their 
needs within the hierarchy. Some 
people might be more motivated by the 
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. 
need fo~~achievement, even if they 
haven ✓ t received social acceptance. 

Foundational or basic needs must 
be met in order to get the most from 
volunteers. Once physical, safety, 
and acceptance needs have been 
provided for, volunteers will strive 
for recognition, achievement, and 
self-actualization. First, however, 
they need the basics such as a 
comfortable work place, access to 
restrooms, and a sense of security 
<which may involve being trained wel I 
enough to be confident). 

Results from surveys of center 
directors and volunteer coordinators 
show that one reason many people 
volunteer at nature centers is for 
socialization (Guzewich, 1979, and 
Pfeiff, 1985). They choose to donate 
their time so they can work 

with people of similar 
backgrounds and 
interests. Volunteers 
can be provided with 
opportunities for 
socializing outside of 
the work place as well. 
Pancake suppers, and 
Christmas parties serve 
as a means of getting 
people together·and 
increasing group spirit. 
Social functions, logos, 
programs for volunteers 

and their families, and newsletters 
al I build loyalty and increase 
motivation. 

Most of us need acceptance and a 
sense of belonging. These feelings 
can be cultivated further by giving 
volunteers special nametags or uniform 
shirts. Programs or field trips 
1 imited to volunteers can also help 
develop a feeling of belonging. The 
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Museum of York County, South Carolina, 
and the Naturalist Center of the 
Smithsonian Institution both offer 
special field trips for their 
volunteers. Volunteers at Dodge 
Nature Center in Minnesota go to 
Nebraska to see the sandhill crane 
migration, or take a cross-country ski 
trip to the Boundary Waters area. A 
sense of ownership and pride develops 
as the volunteers begin to associate 
themselves with the centers they work 
for. 

Address the self-esteem level in 
Maslow ✓ s hierarchy by showing your 
respect for volunteers and their 
special talents. Help them develop 
competence as trail guides, 
receptionists, or instructors through 
well-planned pre-service training 
sessions, continuing education, and 
caring supervision. Evaluation and 
feedback are necessary in helping the 
volunteer to grow. Acknowledgement 
and recognition of their achievements 
help build self-esteem. 

Providing volunteers with the 
opportunity to learn and use a new 
skill- whether it is routing 
signs, cross-country skfing, or 
writing a newsletter article- ~ 
helps them reach the highest level 
in the pyramid-
self-actualization. Austin Nature 
Center in Texas gives its 
volunteers the chance to switch 
jobs or programs and receive new 
training for each. This gives 
them an opportunity to stretch and 
grow. 
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MOTIVATION-HYGIENE THEORY 
Another relevant theory, 

proposed by Frederick Herzberg 
(Pinder, 1984), is called the 
Motivation-Hygiene Theory. He states 
that there are two categories of 
reinforcement involved in work 
motivation: Intrinsic, and Extrinsic. 

Intrinsic factors are associated 
with performing the job. 
They include: recognition, 
achievement, possibility of growth, 
advancement, and enjoyment of the work 
itself. Intrinsic factors tend to be 
motivators, and are important in 
higher performance. They result in 
increased production and satisfaction 
from the job. 

The content of the work is more 
important than the context (setting). 
Careful task design is crucial to 
insuring that a volunteer stays 
interested and productive in his/her 
job. The nature of the task itself 
includes activities performed, pace, 
skill and knowledge needed, and 
responsibility. Give small tasks 
which can be accomplished easily at 
first. Increase the difficulty and 
make subsequent jobs more challenging 
to keep the volunteer motivated. 

Make sure that the Job is both 
enjoyable and meaningful. Design 
tasks that make use of multiple 
talents and offer a variety in pace 
and difficulty. 

Jobs will also be more meaningful 
when the volunteer understands how 
his/her job fits in with the overal i 
goals and objectives of the center. 
Why is it necessary and important? 
Give the volunteer an opportunity to 
find out exactly what other staff 
members and volunteers do in their 
positions. Jobs which allow more 
interaction with co-workers, and jobs 
which show employees how their work 
relates to others in the organization 
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are conducive to commitment. 
Commitment occurs when there is: 

1) a belief in and acceptance of the 
center's goals and values 
2) willingness to exert effort on 
its behalf, and 
3) a strong desire to stay with the 
center. <Pinder, 1984> 

Commitment can be built. Resulting 
consequences include fewer absences 
and a feeling of security and trust. 

Provide for advancement. If 
the volunteer at Mosquito Hill 
Nature Center in Wisconsin can see 
that starting out as a teacher's 
aide leads to teaching school 
groups and eventually running 
teacher- training workshops, 
motivation may increase. 

Extrinsic factors are associated 
with the context of the job. They may 
include salary, interpersonal 
relations with supervisor or peers, 
organizational policies and 
administration, working conditions, 
status, job security, a~d personal 
life. Extrinsic factors-are elements 
that are more likely to cause 
dissatisfaction with the Job, and they 
are usually controlled by the 
organization. 

You can control some of these 
extrinsic factors while working with 
volunteers. It ls very important to 
have a good communication network 
between volunteers,-staff, and 
administration. Encourage the sharing 
of ideas, criticisms, and suggestions 
for change. One way to accomplish 
this is through regular meetings where 
volunteers can voice their opinions. 
It is much better to have problems and 
personal gripes out in the open than 
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to al low them to build up. 
Maintaining good relations with 
volunteers is important. Volunteers 
have a strong communication network 
which can positively or negatively 
affect volunteer involvement in the 
center. 

Working conditions also serve as 
reinforcers and can either motivate or 
discourage volunteers. It is 
essential to create an atmosphere 
conducive to work. This atmosphere 
can build and maintain group spirit. 
Volunteers should have status at the 
center. How they are treated by the 
paid staff ls important. All staff 
must realize that whether paid or 
donated, time and expertise are 
invaluable to the center. 

MOTIVATION THEORY 

McClelland and Atkinson <Wi Ison, 
1979) describe three distinct motives 
which affect people's work-related 
behaviors: 

1) the need for achievement 
2) the need for power 
3) the need for affiliation 

To explain their theory, they 
present a diagram in which there is a 
reservoir of energy. There ar~ three 
valves through which this energy can 
flow (motives). Each motive leads to 
a different kind of behavior. 
Volunteers may have al 1 three valves 
or motives, but each individual places 
a different value on each motive. 
Therefore, one volunteer might be 
driven more by the need to be 
affiliated with the center, while 
another has a strong need to achieve. 

When volunteers are recruited, 
people whose motivational needs flt 
the Job to be done can be selected. 
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Or. a job that fits the needs of the 
volunteer can be created. 

Motivation 

achievement a f f i I i at i on 

power 

If you see that one of your 
volunteers is motivated by the need 
for power- channel that motivation. 
Perhaps you can appoint him to head 
the committe involved in planning the 
20th anniversary celebration. Let him 
use his "connections" with people in 
the community to get lumber donated 
for the new addition to the building. 
Perhaps he knows someone who works at 
the greenhouse and is willing to 
donate shrubs and flowers for 
landscaping. 

McClelland and Atkinson also 
discuss achievement and affiliation as 
motivation for work. Achievement 
motivated people prefer: tasks with 
moderate difficulty, tasks in which 
success depends on their own effort
not luck, and they like to get 
feedback and recognition on their 
successes and failures. Sit down with 
the volunteer regularly and evaluate 
their performance. Do this as soon as 
possible- to correct problems, as well 
as reinforce positive behavior. 

Again. provide for a sense of 
belonging for those motivated by the 
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need for affliiatlon. Providing 
patches or shirts can create a sense 
of belonging to the center and to a 
group. Establish an organization and 
support-group for volunteers. List 
names of volunteers on a bulletin 
board, or in your center newsletter. 

EXPECTANCY THEORY 

In his Expectancy Theory, V.H. 
Vroom defines motivation as "a process 
governing choices among forms of 
voluntary activity." There is 
anticipation of a reward or outcome 
following the behavior <expectancy). 
Both intensity and duration of the 
effort are influenced by the 
importance of achieving a certain 
goal. Different goals have variable 
value to each individual. The person 
must feel thats/he has a good chance 
of reaching the goal in order to be 
motivated to put forth the effort 
<"Effort-Performance Probability"). 
And the likelihood of being rewarded 
by that effort must also be high 
< ''Performance-Reward Probabi 1 i ty") 
<Pi n de r , 1984) • _ 

Therefore, when the reward is 
valued by an individual there wil 1 be 
higher performance. The feeling of 
accomplishment resulting from the 
outcome will tenq to motivate the 
person towards further 
accomplishments. 

Make sure then that each 
vol~nteer values the outcome of 
his/her performance. Incentives 
influence work motivation only if they 
are valued by the volunteer. An 
English major most likely wil 1 value 
the opportunity to write articles for 
your newsletter. A retired librarian, 
on the other hand, wil 1 benefit from 
the feeling of being useful and needed 
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by cataloguing the nature books in 
your library. 

The level of confidence in his 
skills for the taskp amount of help he 
expects to get, quality of materials 
available, and time are all factors 
which influence the volunteer/s 
expectancy of successfully completing 
the task. The volunteer must be 
assigned tasks thats/he is capable of 
completing, and the equipment needed 
or staff assistance should be readily 
available. A volunteer/s first 
experiences should be both successful 
and challenging. This success is 
needed in order for the volunteer to 
develop strong expectancy beliefs. 
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SUMMARY 

Each of these four motivational 
theories have basic similarities, and 
the information obtained from them is 
useful to those working with any 
staff- paid or volunteer. It is 
important to know: 

1) What motivates volunteers 
2) How to channel that motivation 
and get performance 
3) How to sustain motivation over 
time 

In order to retain staff members 
and effectively manage the 
organization, it is necessary to 
satisfy the hopes and opportunities 
sought by each volunteer/employee. 
Unless this is done, it will not be 
possible to achieve the overal 1 goals 
of the organization itself. 

Factors which serve as motivators: 

-achievement 
-recognition 
-challenge 
-increased responsibility 
-growth 
-advancement 
-self-fulfillment 
-affiliation 
-power 
-socialization 
-enjoyment of work 

(composite list from the 4 theories) 
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CHAPTER 4 
RECRUITING & PLACEMENT 



Once you ✓ ve 1) determined the needs 
of your center, 2) decided the degree 
to which volunteers can fill those 
needs, and 3) decided that you and 
your staff have the time to make a 
volunteer program worthwhile, 

It is time to begin the search for 
volunteers. 

JOB DESCRIPTIONS 

Write up volunteer job 
descriptions for the positions you 
intend to fill. A good Job 
description works as a road map. It 
gives direction to the staff and 
volunteers. Identify the 
qualifications and skills needed. 
Describe the specific responsibilities 
and duties. Explain working 
conditions: Will volunteers be 
expected to use certain equipment? Is 
the job outside? ,Will the volunteer 
need to travel? Will there be 
training sessions? And are those 
training sessions required? Is a 
specific time commitment from the 
volunteer required? Wh~t type of 
performance evaluation will be done? 
Be sure to include information such 
as: To whom is the volunteer 
responsible? Who and what is the 
volunteer responsible for? 

See Appendices H,I and J for examples 
of job descriptions. 
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RECRUITING 

People who are motivated to give 
their time tend to be very busy. 
There ls a competitive market for 
volunteers, and attracting them takes 
special effort. Use methods that are 
the most efficient. Do specific, not 
general recruiting. 

--What ls your need, and why? 
--Determine what the skills are that 

you need and seek them out. 
--Choose appropriate audiences whose 

interests and priorities match 
your needs. 

Once you have determined what 
knowledge and skills are needed and 
have written them Into the job 
description, WHERE can you find people 
with these abilities, and HOW can you 
recruit them? 

When recruiting, it is necessary 
to remember the reasons people 
volunteer. Whether you choose to use 

.a written or spoken message, tell 
potential volunteers 1) Why they are 
needed~ 2) What YOU can offer them, 
and 3) How THEY can benefit. 

There are two key components to 
recruitment: The SOURCE, (who or 
where), and the METHOD Chow). 

METHOD: personal contacts 
SOURCE: friends, relatives 

Studies show that the best way to 
reach potential volunteers is through 
personal contact <Volunteer Action 
Center, 1979). Who do you or other 
staff members know in the community 
that have appropriate interests and 
time to donate? Perhaps a friend of 
yours is an excellent carpenter. You 
could approach him to help you design 
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and build cabinets for storage, or 
exhibit panels. Or, maybe the sister 
of another staff member ls an avid 
gardener. Can you get her Involved in 
planning and planting the landscaping 
around your center? 

Use satisfied volunteers to 
recruit other volunteers. For those 
centers that already have a volunteer 
program, think of how many volunteers 
could be recruited if each current 
volunteer asked a friend or relative 
to donate time. Plan a volunteer 
picnic, and encourage volunteers to 
bring their friends, or suggest that 
they have guests come work with them 
one day for an hour to see •what 
all about". 

METHOD: through public programs 
SOURCE: general public . 

Other sources of potential ~-
volunteers are the audiences at your 
public programs. The people who come 
to your talk on spring ephemerals or 
join the early bird walk are obviously 
interested in the out-of-doors and are 
commited to the same ideals as your 
organization. At the end of your 
program, or while you are chatting 
with them in the exhibit room, talk 
about upcoming events and inform them 
of opportunities for their 
l·nvolvement. Discover what skills 
they might have to offer. Make a 
direct invitation to attend the next 
volunteer orientation and training 
session. 

programs for local clubs 
community organizations 

Most communities have active 
organizations or service clubs. 
Consider the fol lowing groups: 
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1) nature preservation organizations 
2) garden or women~s clubs, PTA 
3) hunting, fishing & sportsmen~s 
clubs 
4) community service organizations-

Lions, Kiwanis, Rotary ... 
5) youth groups- Scouts, 4-H, YMCA 

You might be invited to give a 
presentation to one of these groups. 
Tell them of the center~s current 
projects, and let them know how they 
can become involved. Perhaps they 
would be Interested in doing a service 
project such as planting trees, 
building an exhibit, or placing 
markers for a new interpretive trail. 
Approach them about donating time as a 
group, or individually. Plan and 
organize a "work day" where the entire 
group comes to the center to address 
newsletters, do trail maintenance, or 
set up chairs and serve beverages at 
the annual picnic. Special projects 
can be designed for certain groups
Lions Clubs have a special interest in 
programs for the blind; trail clearing 
or habitat improvement can be used for 
Scout merit badge work. 

Use initial contacts made at 
these club programs to-spur further 
interest in your organization. 
Besides the possibility of getting 
volunteers, you wil 1 be developing a 
positive image of the center and 
gaining publicity. Many community 
groups can often be sources of future 
funding, either for a general 
donation, or for specific projects. 

METHOD: 
SOURCE: 
students 

flyers, programs 
high school, college 

Universities, or community 
colleges are good sources of student 
volunteers. Students are often 
looking for opportunities to learn new 
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skills and gain experience to make 
themselves more employable in today ✓ s 
competitive job market. Contact 
professors in the natural science and 
education fields. Send them flyers 
regarding your center and descriptions 
of specific jobs that are waiting to 
be filled by volunteers. OR, approach 
student organizations such as the 
Wildlife Society, Student Education 
Association, Conservation Club, or 
Society of American Foresters to see 
if you can give a program on a topic 
of their interest. Incorporate in 
your presentation information on the 
center/s needs, goals, and current 
projects they can become involved in. 

Don/t forget about students in 
other fields: art, graphics, 
photography, journal.ism, public 
relations, drama, music, industrial 
arts, accounting ... They have a wealth 
of s"Ri 1 ls that could be valuable to 
the center. Students may not be with 
you long, but you may be helping them 
to focus on a career field. 

METHOD: news releases, feature 
articles, TV programs 

~=-~SOURCE: general public 

Use media- newspapers, radio, and 
TV- to your benefit. (See Appendix K 
for sample news release) 
Invite a reporter to do a feature 
article on a special event- the first 
spring wildflower walk, or dedication 
of a new building. Perhaps they would 
be willing to do a human interest 
story and interview a volunteer or 
staff member. Are you putting on a 
community-wide program such as a 
"Turkey Trot" race, or Volksmarch? Is 
it the center/s 20th anniversary? Not 
only does the public become more aware 
of program opportunities available at 
the center, but you can use the media 
to say "if you/d like to become 
involved, call ___ " 
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METHOD: 

SOURCE: 

community welcome packets, 
Chamber of Commerce, 
r-ealtor-s 
newcomers to the community 

What are you doing to reach 
people who move into the community? 
These newcomers ar-e often looking for
a way to become involved and meet new 
people. Can you get center materials 
to Welcome Wagon groups? Will local 
realtors put information on the center 
into the packets they give new 
residents? Can the Chamber of 
Commerce include a short note on the 
center and its programs in materials 
they send out? These are avenues that 
often go unused. 

METHOD: 

SOURCE: 

local Voluntary Action 
Center 
genera 1 pub 1 i c 

In the survey, four centers 
specifically mentioned using their 
local Voluntary Action Center as a 
means of recruiting volunteers. If 
one is nearby, place a job description 
in the listing they send out 
regularly. Although it ·1s a more 
general means of recruitment, you are 
able to reach a wide audience. 

METHOD: 
SOURCE: 

volunteer skills bank 
personal contacts 

The trend in volunteerism is to 
recruit people for- short-term tasks 
rather than asking for longer
commitment. Many people work best 
this way. They see a single task that 
needs to be completed and are willing 
to put in the time and effort to 
accomplish that job. Once it is 
finished, they have the opportunity of 
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walking away, or becoming involved in 
another Job. Use the volunteer skills 
bank idea. Make a list of volunteers 
willing and able to do certain Jobs. 
Keep information such as name, phone 
number, skills and interests available 
on file. When a Job comes up that 
requires a specific skill, you can 
look for the appropriate person in 
your skills bank and give the person a 
ca I 1 . You know that you can ca I 1 on 
them when they are needed, and they 
feel good about being able to help, 
without being locked into specific 
time commitments. Occasional 
volunteers can be very beneficial to 
the center, whether they install new 
lights, make a single phone cal 1, or 
do a one-minute radio announcement on 
an upcoming program. Maintaining the 
skills bank could be a volunteer task, 
too. 

NOW that you have the attention of 
int~rested volunteers, what is the 
next step? 

·-•-·-·-·-·-

DETERMINING SKILLS AND TALENTS 

Knowing what skll ls and interests 
your potential volunteers have is 
important for correct Job placement 
and assessing training needs. 
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Have prospective volunteers\fill 
out a self-inventory of knowledge, 
skills, abilities, and interests. 
(See Appendtx L for an example of a 
self-inventory'sheet) Use a check 
list format, and have them indicate 
which tasks they can do very 
well--have some ability at--
or can not do at all. ASK What are 
you able to do? What are you 
interested in doing? 

Interviewing the candidate wil 1 
help you gain information on the 
skills of the potential volunteer. 
You can also learn about the 
individual/s personality and attitude 
toward the proposed responsibility. 
In the interview, 

1) establish a rapport. 
2> explain the purpose of the 
interview. 
3) describe the job thoroughly. 

(use written job description) 
4) place the job in the hierarchy of 
the organization-why is it 
important? 
5) discuss benefits to the 
organization, and to the 
i n d i v i du a 1 . 
6) ask for questions. 

Most importantly, SET EXPECTATIONS! 

Here ls where the job 
descriptions become useful. Explain 
WHAT, WHEN, and TO WHAT EXTENT. 
Expectations are the basis for 
performance evaluation and should be 
reasonable and attainable. They 
should provide challenge or growth 
potential for the volunteer. 

BOTH the volunteer and the center 
staff should understand the 
relationship they are entering. This 
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will help insure better working 
relations, and satisfaction for both 
volunteers and administration. <See 
Appendix M for a sample interview 
summary sheet) 

-·-·-·-·-·-

PLACEMENT 

Matching people to jobs is a 
difficult but very important task. If 
you have recruited for one specific 
Job, for example teaching, placement· 
will be no problem. When you are 
filling several positions with 
volunteers, however, it is important 
to have a good match. Good Job 
placement helps to ensure volunteer 
satisfaction. Evidence suggests that 
people with capabilities beyond those 
needed for a Job may perform as 
inadequately as those who do not 
possess the required skills. (Cummings 
and Schwab~ 1973) 

To have an appropriate match between a 
volunteer and a Job, you need to do 
one or both of the fol lowing: 

1) Find the Right Person-choose 
those with specific abilities 
needed. 
2) Train Someone-identify ski 1 ls 
needed and train individuals in 
those skil I areas. 

At nature centers, both steps are 
usually taken- finding the right 
person AND training them. A volunteer 
coordinator must take into 
consideration the prospective 
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volunteer's skills, training, times 
available, personality traits, 
interests and motivation. Use 
information gained from both the 
self-inventory checklist and an 
interview to: 

1) compare an interested person,.s background 
and interests to those needed for the job. 
2) determine if the person shows qualities 
and traits needed to perform the job. 
3) decide if the person,.s personal goals are 
compatible with the center ✓ s needs. 

You must determine where the volunteer 
will fit in and be accepted, by the 
staff as wel 1 as the organization. 

-·-·-·-·-·-
CONTRACTS. TIME COMMITMENTS 

Along with setting other 
expectations, make sure you and the 
new volunteer agree on how much time 
s/he will be spending in the position 
you have assigned. Wills/he be 
leading school groups 2 hours each 
week throughout the school year? OR 
wil 1 s/he be spending 5 hours each 
weekend for three weeks during the 
spring to help with the maple syrup 
program? Make sure there is a written 
agreement on a time commitment. ·some 
type of contract is needed. Contracts 
help you keep your records straight, 
as well as insuring responsibility of 
the volunteer. Establish procedures 
to be taken when a volunteer is unable 
to work his/her scheduled hours. Make 
it the volunteer/s responsibility to 
notify the supervisor and find a 
replacement. The volunteer should 
remember that it IS a job; the 
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payment ls not in money but in other 
commodities of value- appreciation. 
accomplishment, and fulfillment. 

-·-·---·-·-
KEEPING RECORDS Of HOURS SERVED 

Give volunteers a way of 
reporting their hours. Schlitz 
Audubon Center in Milwaukee, Wisconsin 
feels that a sign-in sheet works best 
for them. <Appendix N) Each 
volunteer reports his/her time of 
arrival and departure, or hours 
otherwise spent in benefit of the 
center. These records show the 
community support the organization 
receives, and if converted to monetary 
value, can give a concrete figure of 
the contribution volunteers give. 
Make monthly reports to the director, 
or board. This can be an excellent 
way to substantiate the program, and 
support a request for more funding. 

-·-·----~--
SUPERVISION 

Supervision is necessary in 
maintaining an effective volunteer 
program. It may be done by the 
volunteer coordinator and paid staff 
members as well. Good supervision of 
volunteers includes: 1) giving 
complete instructions, 2) making sure 
expectations are clear, 3) showing 
appreciation, and 4) confronting 
inappropriate b~havior. The 
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supervisor must be easily available to 
the volunteer. And the volunteer must 
know who s/he is respnsible to. Just 
because volunteers are unpaid does not 
mean that justified criticism should 
be withheld. Confronting the 
volunteer with constructive feedback 
lets the volunteer know "I care about 
you, your work, and our organization". 

·-•-·-·-·-·-
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After volunteers have been 
recruited, screened, and selected, 
they must be trained for their jobs. 
Some volunteers may already have the 
~kills needed for doing certain tasks. 
Other potential 'volunteers have an 
avid interest, but may iack the 
information or skills needed for the 
Job you would like them to perform. 

The training of all employees is 
essential. The entire staff (paid and 
volunteer) should be commited to this 
growth process. Create a supportive 
atmosphere in which self-improvement 
(the development of new skills) ls 
encouraged. 

NEEDS OF ADULT LEARNERS 

Remember ... the most common 
motivation for learning is some 
anticipated use or immediate 
application of the knowledge and 
skills to be learned. The 
volunteer must believe that the 
outcome of the training session is 
"worth it"-- that the training 
wil I lead to some desirable 
outcome (Expectancy Theory). 

Conditions of Learning 
(Byers, 1974) 

-Everyone can learn 
-Everyone is different (background, needs, 
goals, values ... ) 
-The learner must be ready 
-The learner must be motivated (there must be 
a need) 
-Satisfaction is important <the learning must 
be used> 
-Go from sim_p I e to comp 1 ex 
-Organization is needed <information must be 
meaningful and presented systematically) 
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-Appropriate material used <relevant to 
abilities, interests of learner) 
-Variety avoids boredom 
-The learner needs feedback 
-The learner needs reinforcement 
-Time must be provided for repetition and 
practice 

Adult learners have many 
first-hand experiences. Use that 
experience and build on it. Allow the 
learner to contribute to the training 
process. Make the training practical. 
Show the learner how the new 
information will be used in the job. 
Point out the relationships between 
each task and the final objective of 
the training process. 

Here is an outline for the steps 
involved in the training process 
(adapted from Byers, 1974): 

1) DETERMINE THE LEARNING NEEDS OF 
THE VOLUNTEERS <Why) 

-Through the interviewing process and 
the use of self-inventory sheets, the 
volunteer~s present skills and knowledge 
have been determined. liow decide: What 
can already be contributed? What needs to 
be taught? 

-Identify volunteer needs and goals in 
connection with the center~s needs and 
goals. 

-Determine priorities. WHO needs to be 
taught WHAT skills MOST? Take into 
consideration staff time, and money needed 
to carry out the training. 

2) WRITE LEARNING OBJECTIVES TO MEET 
THOSE NEEDS CWhat) 

-Stating specific training needs, and 
developing clear objectives of what needs 

44 



.. 

to be accomplished insures a more 
effective and efficient training program. 

-If possible. involve the volunteer in 
setting the objectives of the training_ 
program. If everyone agrees on the 
objectives, there is a better chance of 
accomplishing them. 

-Each learning objective should be 
measurable, telling: 

types of learning <knowledge, skill 
or attitude> 

observable behavior 
level of performance 
conditions under which performance 

will be measured 

Setting goals will increase the 
individual's performance. Therefore, 
learning objectives should be stated at 
the beginning of the training program. 
Goals should be set high enough so that 
the volunteer is challenged. There should 
be sub-goals so that the volunteer 
receives feedback as soon as possible, and 
gets some feeling of accomplishment. 

3) DETERMINE THE RESOUR_CES WHICH ARE 
AVAILABLE <Who & How> 

-Are they best for achieving the 
learning objectives? 

-Do they fit in with the trainer's 
style? 

-Do they fit in with what the volunteer 
is expecting? 

Ask yourself these questions when 
considering the following: 

a~">:;, 

0 I) ~-
G->·· • ··-~~·--· 

Materials- written: handouts, manuals, 
books ... audio-wvisual :. films, tapes, slides ... 

' . 
' 
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Staff- should be chosen for their knowledge 
and teaching ability 

Participants- can the volunteer share any 
special knowledge or skil I with the rest of the 
group? 

Structure- will you train volunteers 
individually? in groups? 

Facilities- wil 1 you have a formal training 
session inside? outside? at another site? 

4) DESIGNING ACTIVITIES, SELECTING 
METHODS <How) 

Develop a list of possible ways to 
meet the learning objectives. Consider 
the cost, time and benefits compared to 
the constraints. 

-Does the method account for differences 
in background, skil 1 level of the 
volunteers? 

,-What materials, props are needed? 
-What skills must the staff have? 
-How much time does it take? 

The number of sessions needed depends 
on the information or skill to be taught. 
Research shows that sessions which are 
spaced apart with some rest in between 
result in more efficient learning of 
skills than sessions conducted 
continuously <Wexley, Latham, 1981). It 
may be best to have three shorter sessions 
once a week for three weeks than to have 
one longer session. This will allow the 
learner time for assimilation of the new 
mater i a 1. 

Wexley and Latham use this diagram to 
show different ways of presenting material 
with the same end result: 
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Session 1 ,, l ·s_essoo 2 Session 3 Session 4 

A+B+C A+B+C A+B+C A+B+C 
A 

A 

B C A+B+C 

A+B. A+B+C A+B+C 

Which strategy ls best depends on the 
difficulty of the sub-tasks, and whether 
or not they are interrelated. 

Activities or methods available to use in 
training include: 

-presentations, lectures 
(informational learning) 

-demonstrations 
(ski 11 learning) 

-reading 
(informational learning) 

-discussion 
(attitude.learning) 

-simulation/role playing 
<skill, attitude )earning> 

5) CHOOSE THE BEST TRAINING METHODS AND 
IMPLEMENT THEM 

The training provided to volunteers 
at nature centers varies greatly depending 
on the number of volunteers, the number of 
staff, and the money, resources and time 
available. Each center-must decide which -
method(s) works the best for them. 

One center in the survey said "We 
take them as they come. Some are 
ready to go as soon as they ar~ 
familiar with the trails". 

On the other hand, Mosquito 
Hill Nature Center in Wisconsin 
requires training for teaching 
volunteers over the period_of one 
year before they teach on their 
own. A volunteer starts in the 
spring and takes classes on 
various topics. He or she also 
observes other volunteers leading ~ 
school groups. In the fall, the 
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volunteer continues to observe, 
and begins to 

team-teach. The following spring, the 
volunteer ls able to teach 
independently. In this program, 
VOLUNTEERS TRAIN VOLUNTEERS. The 
experienced volunteers plan, organize 
and run each training session. The 
intensive training program requires a 
defin.ite initial commitment, but it 
also develops a commitment from the 
volunteers and creates a strong tie to 
the center as wel 1 as to each other. 
Many of the volunteers at Mosquito 
Hill have been there 8-12 years. 

Most centers, it seems, fit 
somewhere in between these two 
examples of training programs. 

Whichever method(s) is used to 
train volunteers, It is important that 
the material presented be meaningful. 

-Provide volunteers with an overview 
of all materials to be covered at the 
beginning (whether it is at the 
beginning of the training manual, or 
the beginning of a workshop). This 
lets them see how everything fits 
together, and defines o~Jectives. 

-Use examples and terms that the 
vo 1 unteers are fami 1 i ar with. 

-Present the material in a logical 
sequence or order to increase its 
meaningfulness. 

TYPES OF TRAINING 

Orientation ls a means of 
providing the volunteer wlth the 
minimum of information needed to 
with the center. In some cases, 
the only training the volunteer 
receives. Other centers hold an 
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orientation 2-3 weeks before the first 
pre-service training workshop. 
Potential volunteers are given an 
overview. told what will be expected 
of them. and given an opportunity to 
sign up for the workshop. Sometimes 
people decide that this is not what 
they expected, or others may be so 
enthusiastic that they r~cruit their 
friends. 

Orientation helps new volunteers 
feel comfortable, teaches necessary 
routines of the job, and introduces 
them to the organization. A basic 
orientation should include: 

-a tour of the buildings and grounds 
-an introduction to staff members-

their names and roles 
-discussion of the center/s purpose, 

goals, history ... 
-coverage of the center/s policies 

and procedures 

<See Appendix O for a sample agenda of 
an orientation session. and 
Appendicies P-& Q for a sample 
worksheet of informati.on covered) 

Workshops or trainlng sessions 
are specifically designed to help the 
volunteer do his or her job better. 
They may be used as 

pre-service or in-service 
training. Workshops can teach 
skills or impart knowledge. They 
may cover teaching techniques. 
instruction on the care of exhibit 
animals, or provide the volunteer 
with a general natural history 
background. These training 
sessions should be both 
informational and experiential. 
Once certain teaching strategies 
are covered, the volunteer should 
have a chance to try them out. 
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Dodge Nature Center in Minnesota 
offers an orientation session followed 
by training workshops covering 
different topic areas. Each 
background training workshop is 
followed by an observation session in 
which the volunteer observes a center 
naturalist teaching a school group 
that topic. The volunteer is then 
assigned to a class with a naturalist 
to teach that topic himself. This 
training process slowly and 
comfortably eases the volunteer into 
the position. 

Training Manuals are also a 
format for providing the volunteer 
with new information. They may be 
used alone, or as a supplement to an 
orientation or training workshop. A 
manual has an advantage in that it can 
be read by the volunteer on his own 
time. This may make staff time more 
effective. The manual can also be 
referred to later- used to "brush up" 
on some information that may have been 
forgotten. Like many centers, the 
staff at the Connecticut Audubon 
Society has developed a training 
manual to use in conjunction with its 
training sessions, and is continually 
writing new units to be added to the 
manual for in-service training. 

A good traiining manual should 
.contain lnformaion on the history and 
purpose of the center, a staff list, 
policies and procedures to follow, 
maps of the buildings and grounds, 
Inventory of local plants and animals, 
and perhaps answers to questions most 
frequently asked by visitors. 
(Appendix R> 

6) EVALUATE THE OUTCOME OF THE 
TRAINING 
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-Ask for feedback from both 
volunteers and staff 

-Were the learning objectives met? 
-Were the methods used 11 comfortable 11 

to both teacher and volunteer? 
-What suggestions are there for 

change? 

Evaluation is based on: 

1) reaction- the volunteer ✓ s opinion 
of the training provided, staff 
teaching ability .. and feelings toward 
the job. 

2) learning- assess knowledge and 
skills gained. 

3) behavior- on-the-job performance 
of the skills and information learned. 

4) results- reduced turnover or 
absenteeism, increased quantity or 
quality of work done. 

-·-·-·-·-·-

INSERVICE TRAINING 

Learning is a continuous process. 
Once the volunteer has the basic 
skills and information needed to do 
the job satisfactorily, there is no 
reason to stop training. Supervision 
and feedback are needed for continued 
growth. Make sure that the volunteer 
understands that on-going training is 
essential, and a part of the job. 
Include these expectations in the 
written job description. 

In~service training may take the 
form of observation and critique by a 
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staff member, or an experienced 
volunteer. Other possibilities 
include special workshops on different 
topics, meetings with a guest speaker, 
visits to other nature centers, field 
trips, reading assignments .•... Ask 
both volunteers and staff for 
suggestions. What information or 
skills do they have an INTEREST in 
learning? In which areas do they NEED 
more information or experience? 
On-going training builds teamwork and 
commitment in both volunteers and paid 
staff. And remember- some volunteers 
are there because of the wish to learn 
something new. Training can work as a 
motivator and reward. 

·-•-·-·-·-·-
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As the director of Schlitz 
Audubon Center in Wisconsin said of 
volunteers, "Usually they leave within 
a month or two, or they last for 
years! 11 How do we keep our volunteers 
motivated and interested in serving 
our center "for years"? If you don't 
work at retaining your volunteers, why 
put out the effort to get them in the 
first place? There are several ways 
to increase the chance that your 
volunteers will stay: 

1) matching the person with the right 
job <using talent, abilities, and 
interests efficiently) Chapter 4 

2) keeping tasks challenging and 
meaningful <task design) Chapter 3 

3) providing recognition and reward 

We've already discussed 1 and 2 in 
previous sections. This section ls 
devoted to the third- Recognition and 
Reward. 

Most volunteers get some inner 
satisfaction from knowing they have 
done a job well. They may be 
achieving their need for self-esteem 
and self-actualization ... the higher 
levels in Maslow's pyramid (cited on 
page 21). Most of us ALSO like open 
recognition for our accomplishments. 
A simple pat on the back is often all 
it takes. 

Recognizing volunteers is 
important in maintaining group spirit 
and morale. Simple rewards can keep 
volunteers motivated. Rewards act as 
reinforcement and show volunteers that 
you appreciate what they are doing and 
want them to stay. 
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There are many ways to recognize 
and reward volunteers at the center. 
It can be both inexpensive and fun. 
Examples of ways volunteers can be 
recognized and rewarded follow: 

1 ) 
2) 
3) 
4) 
5) 

public recognition 
individual gifts 
social events 
personal benefits 
continuing education & training 

= PUBLIC RECOGNITION 

-Use a "Volunteer of the Month" 
column in your center~s newsletter 
as the Schlitz Audubon Center does 
to recognize a valuable volunteer. 

-When you ask the local newspaper 
to come and do a feature article 
on a special event. have the 
reporter interview a volunteer and 
tell the story from a different 
perspective. You can even quote 
the volunteer. 

-

Volunteer Of The Issue 

-Many centers have recognition boards 
which show how many hours each 
volunteer has served. Make special 
mention of those serving over 50. over 
100, and over 200 hours. The 
recognition board could be hung in the 
entry way. Many of your visitors wil 1 
be impressed at the interest and 
commitment given to the center. Who 
knows- you may even be able to recruit 
new volunteers this way. 

-Heard Museum in Texas recognizes the 
number of hours served by providing 
color-coded name tags for the 
volunteers. Each color represents a 
certain number of hours donated by the 
volunteer. 
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-Sandy Creek Nature Center ln Athens, 
Georgia also awards its volunteers 
according to the number of hours 
served. Those who have given 30 hours 
receive a Sandy Creek Nature Center 
volunteer hat; 60 hours- a volunteer 
t-shirt; and 90 hours- a nature 
center mug with the logo and 
volunteer"s name on it. 

-Certificates, pins, and patches can 
be awarded to volunteers for hours 
served. Plan an award banquet and 
invite the media- this serves as 
another of the many ways to publicize 
and promote your program. 

-When putting together a slide 
presentation, try to use slides 
that have volunteers working on 
some task. Being included in the 
center~s slide program can be a 
great honor for a volunteer. It 
can make them feel like they 
11 belong 11 • 

INDIVIDUAL GIFTS 

-Send simple notes of thanks or 
birthday cards to volunteers. This 
shows them that you think of them 
outside of the work situation. Send 
Christrnans greeting cards, or get-well 
messages. 

-If you have fewer volunteers, you 
might choose to pick out a personal 
gift. This can be done for birthdays, 
holidays, or for recognition of a 
certain task completed. A nature 
book, an appropriate art print or a 
special outdoor accessory might serve 
as gifts. 

-Wehr Nature Center in Wisconsin 
gives away free trees to those 
volunteers who have helped plant 
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them. The Madison Arboretum gives 
away free prairie seed packets to 
volunteers donating time. 

-What other gifts can you think of 
which show your appreciation? 

SOCIAL EVENTS 

Remember that socialization is 
one reason that people volunteer. If 
you can provide volunteers with 
opportunities to get together outside 
of work, group spirit will build, and 
commitment should grow. Often 
volunteers have little chance of 
interacting socially with other 
volunteers while at the center. They 
come to work, do their job of 
addressing newsletters or answering 
the telephone, and return home. They 
have few opportunities to meet other 
volunteers, people with interest in 
and commitment toward the same 
organization and its goals. 
Opportunities for socialization can be 
readily provided: 

-Plan a pancake supper using the 
maple syrup from the spr.ing sugar 
bush program, as Hartman Reserve 
Nature Center in Iowa does. 
Invite volunteers and their 
families. Hand out certificates 
of appreciation to those who have 
been involved in the syruping 
program. 

-Have a Christmas party, Halloween 
costume party, Harvest Festival, or 
pig roast. 

-Have a volunteer recognition banquet. 

-Try a roller skating party, a 
tobogganing get-together, 
cross-country ski day, or cider-
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making party. 

The number of possibilities for 
volunteer socializing ls endless. 
Perhaps you could tie in a socializing 
experience with a special work day. 
Plan a day where volunteers get 
together to build a new bridge over 
the creek, or spread wood chips on the 
trail. Afterwards they can enjoy 
themselves at a picnic. An instant 
show of appreciation for a job 
we 1 I -done. 

PERSONAL BENEFITS 

Be sure to tell interested 
volunteers what you can provide or do 
for THEM. Besides personal growth- in 
skills and experience, what services 
can you offer? Here are a few 
suggestions: 

-Try to arrange for credit for your 
high school or college volunteers. 
Perhaps they can do a special project 
for you in conjunction with a course 
requirement, or obtain additional 
credit for designing an exhibit, 
installing trail markers, or writing 
an article for your newsletter. 

-Sandy Creek Nat~re Center gives 
volunteers free admission to their 
programs. This is a good way to 
encourage volunteers to find out more 
about what the center offers. The 
woman who comes once a month to 

do the newsletter malling may have 
never attended a class on nature 
photography. If she can go to one 
free, you might find she"s 
discovered a new interest and 
would like to get training to help 
with your photography for 
publicity. 
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-Many centers offer a discount on 
items in their bookstore or gift shop 
to their volunteers. Mosquito Hill 
Nature Center in Wisconsin asks book 
stores in their community to give a 
discount on reference books to 
volunteers who work as instructors for 
school groups. Another possibility 
may be to arrange borrowing privileges 
at a nearby university library. 

-Perhaps you can offer free membership 
to the center to volunteers who have 
worked a certain number of hours. 

Can you think of other incentives 
you can offer to volunteers? What 
other benefits can you provide to 
those who work for the center? Are 
the volunteers covered by insurance 
while working at the center? Do you 
reimburse for mileage if a volunteer 
travels some distance to donate time? 
Some non-profit organizations are able 
to arrange tor child care so mothers 
and fathers can become volunteers for 
their organization. Is this possible 
in your situation? 

CONTINUING EDUCATION & TRAINING 

Many centers provide advanced 
training for their volunteers. 
teaching new skills as a form of 
reward. Remember that some people 
volunteer in order to aquire new 
skills and knowledge. Providing for 
an opportunity to learn something new 
increases motivation. 

-Often centers plan field trips for 
their volunteers. They may go to a 
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nearby park, prairie, arboretum or 
zoo. You can make arrangements for 
volunteers to meet other resource 
people like the game warden, soil 
conservationist, ornithologist, 
forester, photographer, newspaper 
columnist, or beekeeper. These people 
can share their knowledge and skll ls
hopefully ones that will be 
incorporated into the volunteer ✓ s Job. 

-On other occasions, you may choose to 
visit other nature centers--to find 
out how they operate, and observe 
their programming. This gives the 
volunteer another perspective on what 
centers do. By observing other 
volunteers, they might be able to pick 
up some ideas that they can use 
themselves. <So might YOU!) 

-Giving an opportunity to pursue a new 
assignment, a Job with increased 
responsibility and challenge, or the 
use of more skills, could be 
considered a reward. 

Whichever methods you choose to 
use to show your appreciation, 
remember to provide dal 1-y feedback as 
well. A simple thank you as the 
volunteer leaves for the day is 
important. Smiles go a long way in 
creating a good working atmosphere and 
improving personne 1 re 1 at ions. -Try it 
with the paid staff too! 

-·-·-·--·-

59 



CHAPTER 7 
EVALUATION 



Evaluation ls an effective 
management tool. The organization 
will benefit from a well-planned and 
conducted evaluation. It is a way of 
measuring progress, discovering areas 
for improvement. and its results can 
be used in public 

relations. Evaluations prove the 
value of the program. and can be a 
usef u 1 too 1 when seeking he 1 p from _._., -,,h,,,,~-... 

funding groups. Evaluating both ~/ 
individual performance and the • 
program as a whole wil 1 help 
determine strengths and / 
weaknesses. Of course evaluation 
is not enough to improve the 
program. You have to act on the 
results of the evaluation and make 
changes to improve performance and· 
service. 

INDIVIDUAL VOLUNTEER PERFORMANCE 
EVALUATION 

Make regu 1 ar i ndi vi du.a 1 
performance evaluations a part of 
written policies. They should be 
noted in the job description. The 
evaluation form (if you have one) and 
evaluation policies can .be included in 
the training manual or volunteer 
handbook so that volunteers know what 
wil 1 be expected of them. 

Feedback is important for further 
learning and increases motivation. 
The volunteers should know WHEN and 
HOW they have done something 
correctly. Feedback does three 
things: 

1) conveys information to the volunteer as 
to whether or not they are performing up to 
standards 

2) increases motivation <by offering 
approval, or asking for increased 
performance- a challenge) 
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3) leads to setting specific goals for 
maintaining or improving performance 

<Wexley, Latham, 1981) 

Performance evaluation may be 
either formal or informal, and may 
include these methods: 

Formal Evaluation Informal Evaluation 

-written tests -observation & discussion 
-progress reports 
-performance tests 

You may want to come up with a 
formal evaluation form to be filled 
out with the help of the staff member 
working most closely with the specific 
volunteer. <See Appendix S for a 
sample) In developing the evaluation 
form, you will be deciding what 
qualities and behaviors are important 
for each job as wel 1 as for the 
organization as a whole. Areas to 
cover ln the evaluation whether formal 
or informal include: 

- re 1 i ab i I i t y 
-promptness 
-relations with staff, othe~ volunteers and 
pub! i c 
-ability to follow the center~s policies and 
procedures 
-attendance at required training sessions, 
meetings ... 
-performance of specific job duties 

Always meet with each individual 
volunteer personally to discuss the 
evaluation, whether formal or 
informal. Ask for the volunteer ✓ s 

reactions, and suggestions on how 
things can improve. This meeting is a 
way of offering the volunteer 
constructive criticism, as well as 
providing positive feedback and verbal 
appreciation. 
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It ls often a good idea to have 
the volunteer evaluate himself and his 
own performance first. 

Se1£-eva1uatlon forces the volunteer 
to give himself feedback before he 
hears it from .you. Schlitz Audubon 
Center in Wisconsin has their 
volunteer hosts fill out a 
self-evaluation once a year. <See 
Appendix T for their example) 

Dally feedback is important, for 
both sides. ASK: How are things 
going? What problems are you having? 
Successes? Perhaps you will include 
volunteers· and paid staff in 
de-briefing sessions at the end of the 
day, or after a special event like the 
paid and volunteer staff at Schlitz 
Audubon do. What worked well? What 
needed to be done differently? 
Suggestions for improvements next 
time? The volunteer needs the 
opportunity to reflect on what has 
happened, and his/her performance of 
the task. 

If a volunteer is not performing 
satisfactorily, there may be several 
possible causes: 

1) expectations of the Job need to be 
changed (are you asking too much?) 

2)- there are some misunderstandings or 
UNCLEAR expectations <communication problems> 

3) the volunteer Just needs to try harder 
(figure out the volunteer's MOTIVATIONS for 
being there) 

4) perhaps the volunteer did not receive 
enough training or information to do the Job 

5) maybe the volunteer needs to be assigned 
to a different Job <skills and abilities not 
being used efficiently) 
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6) maybe the volunteer really does not 
belong with the center 

If a volunteer is not working 
well in a certain job (the problem 
cannot be corrected with better 
training, or changing the job to meet 
the motivating factor of the 
volunteer), and the volunteer does not 
seem appropriate for another job, the 
best thing to do is to help him or her 
see this, and suggest oth~r places or 
types of volunteer work thats/he 
might be better at. Be honest about 
the reason you are asking the 
volunteer to leave. If possible, the 
decision should be mutual between the 
volunteer and the center. Give the 
volunteer a chance to change. 
However, if you have tried several 
alternatives and there is no 
improvement in performance, it is your 
responsibility to let the volunteer 
go. 

63 



THE VOLUNTEER PROGRAM 

Evaluating the volunteer program 
itself is also important. You will 
want to be able to measure the 
program"s effectiveness in order to 
substantiate the money and staff time 
needed to make the program run. 
Regular evaluation and implementation 
of changes based on the results helps 
to insure a successful volunteer 
program. 

Look back at the measureable 
goals and objectives that were 
established when the valunteer program 
was organized. Have they been 
accomp l i shed? 

-Is the program effective in meeting the needs of the 
people who are involved? <staff, volunteers, clients) 

-Is everyone involved in the planning and 
implementation of the program? 

-Is the program efficient? Does it make best use ot 
resources- time, skills, and money? 

-Is the program important to the community? Does it 
meet community needs? 

-How much paid staff time is freed for other tasks due 
to the use of volunteers? 

-Is the organization able to offer better/ 
more programming and services to the public? 

-Are you able to provide training <opportunity to learn 
new skills), socialization, achievement, recognition, 
etc ... for the volunteers? 

-Is the program meeting the expectations of both the 
paid staff and the volunteers? 

-Does the staff have enough time to work with the 
volunteer program? (is the program time efficient?) 
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-Can volunteers be trained to do the Jobs you/d like 
them to perform? 

Look at each area involved in the 
volunteer program: 

1) Organization of the Program 

-How many staff hours are needed to run the 
program? Is it cost effective? 
-Is staff commitment strong? 
-What is the volunteer coordinator/s role? 
-Do things run smoothly? What are problem 
spots? 

2) Recruiting 

-Are job descriptions accurate? Useful in 
recruiting? 
-What methods were used to recruit 
volunteers? 
-Which methods were most successful? 
-How many new volunteers were recruited? 
-How many volunteers remain with the 
organization? 

3) Interviewing and Placement 

-What questions were used in interviewing? 
-Were both interviewer and volunteer 
satisfied with the process? 
-Were placements appropriate? Is the 
volunteer satisfied with the job? Are staff 
members satisfied with the Job being done? 
Are talents being used to their potential? 

4) Training 

-Were the training methods used appropriate? 
-What were the reactions of the staff and 
volunteers to training? 
-Did the training session accomplish the 
learning objectives? 
-Did the session provide the volunteer with 
the skills and information needed to do the 
Job satisfactorily? 
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-Are there other possible training methods 
that can be used in the future? 

5) Jobs Performed 

-How many total hours of service are being 
donated? 
-What tasks are being accomplished? 
-ls job performance satisfactory? 
-What is the benefit to the organization as a 
whole? $$ value? 

6) Recognition and Reward 

-Are volunteers satisfied with the job and 
acknowledgement received? 
-Are volunteers made to feel appreciated? 
-What recognition methods are being used, and 
which are most appreciated by volunteers? 
-What new meth~ds of recognition can the 
staff and volunteers come up with? 

7) Other areas to evaluate ... 

-Is there adequate supervision of volunteers? 
-Are there problems with scheduling? 
-How are "unwanted" volunteers dismissed? 

The volunteer program should be 
evaluated by everyone involved in it: 
professional staff, volunteers, and 
the people your organization serves. 

PROFESSIONAL STAFF 

The professional staff members 
have helped write job descriptions. 
In working with the volunteers on a 
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day-to-day basis, they are familiar 
with the quality and quantity of work 
being done. Ask for feedback on 
individual volunteer performance as 
well as the organization of the 
volunteer program as a whole. Is 
staff time spent more efficiently now 
that there is a volunteer program? 
Have program offerings improved? Can 
the organization reach more people? 
Better meet its goals? Have new 
programs been added? ... 

VOLUNTEER 

Evaluation by the volunteer can 
be informal, or volunteers may be 
asked to fill out a written 
evaluation. It is a way for them to 
give feedback to the paid staff. The 
experience of the volunteer should be 
valued, and their suggestions taken 
seriously. They may see something 
from a different perspective, and 
notice a problem that others may miss. 
How do they feel about their volunteer 
experience? Is it valuable? WHY or 
WHY NOT? Was the training session 
effective? How do volunteers feel 
they are being treated by the paid 
staff? Is supervision adequate? What 
do volunteers think of the 
organization/s use of the volunteer/s 
time and ability? (See Appendicies U, 
V, & W for samples of program 
evaluations designed to be completed 
by volunteers) 

PUBLIC 

Peep 1 e who use the center•' s 
services can be asked to evaluate the 
volunteer program. More often than 
not, it ls evaluation of individual 
volunteer performance that is asked 
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for, rather than that of the program 
as a whole. At many centers including 
Mosquito Hill Nature Center, teachers 
fill out an evaluation sheet on the 
volunteer who led their class on a 
field trip. (See Appendix X) Why 
not ask clients, whether they are 
teachers or family groups coming to a 
canoe program, what they think of the 
services available. Can they see 
improvements now that the center HAS a 
volunteer program? How does the 
volunteer program affect the client? 
The entire community? 

..s-

-~-=--· --
~ . 

---,.,;Jj.,, .,, c-_::,:::==. 

Finally, come up with a 
figure for the monetary 
contribution made by volunteers in 
the program. What is the dollar 
value of the time and services 
they have donated? One way to 
figure this value is to multiply 
the hours served by the minimum 
wage. OR ... figure the total 
according to the hourly paid staff 
wage who would have done the Job 
had there not been a volunteer. 

-·-·-·-·-·-
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SUMMARY 

Remember the reasons why evaluation ls 
necessary: 

1) Program sponsors and funders require it. 
It is a means of justifying the program. 

2) It is the only way to determine what is 
working well, and improving what is not. 

3) Evaluation is important for staff and 
volunteer morale. It shows that someone 
cares enough to look carefully at what they 
are doing. 

Evaluation is important for 
figuring out the effectiveness of the 
volunteer program, and making 
constructive changes. Changes that 
lead to increased performance and 
effectiveness will mean a better 
program for the public, and create a 
positive feeling toward the center. 
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Appendix_A: Letter sent with questio~naire 

P1e1•n1: Aflhvt 8. Suh 
lns.hlylt' IOI' (nwirONNM•IS.ludiH 
Uni.e,,ity ot Wfu~i ... M•Cl)IOfl 

,NORTH AMERICAN ASSOCIATION 
for ENVIRONMENTAL EDUCATION 

, P.O. BOX .COO • TROY, OHIO .C5373 
PHONE ~13) 698-6493 

Joan C. Heidelberg, becutlve Vice-President 

1001 WAAF 8uilding.6't0W•fftu1Sttnl 
Ml Ooton. WtlconaJn 13106 March· 18, 11185 

-.Cloct:-F.l);o,., 
P10$MlAC 

0.0,$1a1e\JNM11IIJ 
ucoci--,,11oa• 
--•32•2 

,_a...,._. .. , 
t.•a11111Man 
~ ........ , 
""1,riM.h,. .... 
flo,.NII\ M. l-111 ,,_.,., ........ 
1•"rLW~ 

, ............ ,. .. 
aMtt,a.1111-
#,"l,.Doa"'rH 
AHHa"••"'°' ... I J M••--• 
11,r,..,c&,, ........ 
""'4-t0.10-.flHl'ld 

'!'"''• .... iflf""' 
le~• •--o.,....
w-·,.,..G. ~•Dl'••I .. .,~, ,t111., 
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..... ,L••• Nat,,,,eC.Me, 
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........ o..., 

,..,._.,_, c.n.o, 
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....... ....._poft 
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l.._..°""""'1••kie11Ct: 
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Dear Hr; Johnson: 

.Your center has been chosen by your AIN regional 
director to represent your state in a survey on 
volunteer 11rogramming at Envii-onmenta.l Education and 
Nature Centers. The information we obtain from the 
survey will be compiled and used to develop a 
monograph on volunteer programs at centers. The 
111onograph b tentatively scheduled to be-pub2-ishei, ... 
by the North American Association for Environmental 
Education; and made available to professionals in 
the field who wish to start or i•prove a volunteer 
program. 

Enclosed on pages 2-4 is the questionnaire that has 
been mailed to administrators or volunteer 
coordinators like yourself nation-wide. As a 
profession~} in the field, the information you 
provide and comments-you may add will be extremely 
valuable. All of your responses will be kept 
confidential. 

Please return the questionnaire with your comments 
in the enclosed stamped envelope, Your promptness 
wi 11 be greatly appreciated. We know tl'lat your time 
is very valuable, ·and we would like to express our· 
~for?!!!!!: cooperation 

Sincerely, 

"M~PH1i, 
Hiria11 Pfeiff 
Graduate Assistant 
Enviromaental Education/ 
· Interpretation 

~/).Cl" tJjlJ..;_,, 

Dr. Richard J. Wjlke, 
Chairman 

Publications co-ittee 
North American Association 

for Environmental Education 

NAEE 1985 CONFERENCE, SEPT. 27 - OCT. 2, NATIONAL 4-H CENTER, CHEVY CHASE, MARYLAND 
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Appendix B: Questionnaire 

Questionn:iirc 

Please answer all of the questions completely. 

I) Why docs your center use volunteers? 

~) Why do you feel people volunteer at your center? , 

3) Approximately how many volunteers have worked at your center during the past year? ___ _ 

4) How many full-time paid staff work at your center?· total ____ _ 

__ administrative 
__ prol!rammin1?/ins1ruc1ion 
__ reception 

__ secretarial 
__ maintenance 
__ publicity 

S) How man)' of the above paid staff work directly with )'our volunteer proiram? ____ _ 

6) What qualities seem to make a successful volunteer coordinator? 

7) How many staff hours/week ·arc involved in running the volunteer proiram7 
____ hours/wee Ir. 

8) What is the total number of volunteer hours/week? ____ _ 

9) What is the average amount of time a volunteer works? 

__ l-4 hours/month 
__ 5-1 O hours/month 
__ I 1.-15 hours/month 

__ 16--~0hours/monlh 
__ more than 20 hours/month 

I 0) What type of jobs do your volunteers do? 

__ proiramming/instruction 
__ reception 
__ secretarial 
__ sales 

__ research 

.....:... maintenance 
___ publicity 
__ other: 

11) On the avcra;c. how long can you expect a volunteer to work at your center? 

__ less than I year 
__ 1-~ycars 
__ 3-4 yt~rs 

__ 4-6 years 
__ more than 6 years 
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12) Do you actively n:auit volunteers? ___ yes ___ no 

If so, HOW? Please nnk appropriate responses in order of (requency used: 
I • most frequently used 
8 - lent frequently used 

I 

__ advertise _,_ recruit membc:rs or the organization 
__ by telephc,,nc 
__ personal contacts 

__ interest aroused through field trips/programs 
__ other: ____________ _ 

__ membc:rship publications 
__ recruit at high schools/colleges 

13) How often do you actively recruit volunteers who ha~ specific skills needed for tasks you 
have previously defined? 

__ always _._ very often __ ofttn __ seldom 

14) What ieneral skills do you look for when you n:cruit volunkers? 

IS) What skills must you usuall~· teach or encourage in your volunteers? 

16) What methods do you use in pre-service training for volunteers? 

__ orientation to facilities 
__ skills workshops 
__ observation of staff and other volunteers 
__ other: ________________ _ 

17) How much time is spent by each volunteer in pre-service training? 

, __ 1-5 hours 
__ 6-10 hours 

__ 10-15 hours 
__ more than I 5 hours 

__ never 

18) Do you offer ongoing training to in-service volunteers? __ yes __ no. 

If so.HOW? 

__ skills workshops 
__ seminars 

__ other: 

__ observation and evaluation by staff 

19) What do you do to recogniie and reward your volunteers? 

__ thank you letters 
luncheons. etc. 
certificates, pins 
collel!t credit 

__ free workshops, field trips 
__ other: 
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20) Do you tval~le lhe volunteer program regularly? __ yes __ no 

If-so.HOW? 
informally: 
__ discussion, feedback 

formally: 
__ written evaluation (please send copy) 
__ conference, interview 

By WHOM? 

__ director __ stare ___ volunteer ___ outsider 

21) Do you evaluate individual volunteer performance regularly? __ yes 

If so, HOW? 

__ no 

22) ls there an organized volunteer group at your center, with its own officers, etc.? 
_yes _no 

If such a group exists, what are the duties. functions of it? 

~3) What arc the 3 major problems you have in operating your volunteer program? 

24) Is there any other aspect ofvolunt«r programming that has not been covered in this 
questionnaire which you fed should be addressed in the monograph? __ yes __ no 

If YES. please describe:. 

2S) Please name 2 centers or institutions that you fctl have excellent volunteer programs: 
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Appendix C: Follow-up letter 

univeraitr ol wiscon1in/ateven1 point • atevens point, wisconain 54411 

April 10, 1985 

Three weeks ago you received a questionnaire regardim, your volunteer 
pr09ram. We have not heard fr0111 you. As the facility chosen to 
represent your state, it is iJllportant that.we receive your input. 
The information that you provide will be used to develop a mon09raph 
on volunteer pr09ramming at environmental education and nature centers. 
This monograph is tentatively sched~led to be published by the North 
American Association for tnviro,unental Education. 

Enclosed on pages 2-4 is another copy of the questionnaire. As a 
professional in the field, your c01m1ents and suggestions will be 
extremely valuable. All of your responses will be kept confidential. 

Please return the questionnaire with your comments in the enclosed 
stamped envelope. Your promptness will be greatly appreciated. We 
know that your time is very valuable, and "'e would like to express 
our ~ !2! your cooperation. 

Sincerely, 

Miriam Pfeiff 
Graduate Assistant 
Environmental Education/Int.erpretation 

Or. Richard J. Wilke, Chairman 
Publications Committee 
North American Association for Environmental F.ducation 
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Appendix D: Map of states included in survey 

States for which no center was nominated

Hawaii, Nevada, Utah, New Mexico, Wyoming, and 
South Dakota 
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Appendix E: Names and addresses of centers 

included in survey 

Environmental Studies Cent'er 
Mobile County School Board 
6101 Girby Road 
Mobile, AL 

U.S. Forest Service 
P.O. Box 1628-RN 
Juneau, AK 99802 

Arizona-Sonoran Desert Museum 
Tucson Mountain Park 
Route 9 Box 900 
Tucson, AZ 85743 

Museum of Science and History 
McArthur Park 
Little Rock, AR 72202 

San Francisco Bay National Wildlife Refuge 
Box 524 
Newark, CA 94560 

Effie Yeaw Interpretive Center 
Ancil Hoffman Park 
2850 San Lorenzo Way 
Carmichael, CA 95608 

Sulfur Creek Nature Science Center 
1801 D Street 
Hayward, C,A 94543 

Sunol Regional Wilderness 
P.O. Box 82 
Sunol, CA 94586 

Nature Center of Pueblo 
5200 w. 11th Street 
Pueblo, CO 81003 

Connecticut Audubon Center 
2325 Burr Street 
Fairfield, CT 06430 

Delaware Nature Education Society 
Box 700 
Hockessin, DE 19707 

Big Cypress Nature Center 
1450 Merrihue Drive 
Naples, FL 33994 
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Sandy Creek Nature Center 
'Old Commerce Road 
Athens, GA 30607 

Old Mission State Park 
P.O. Box 135 
Ca~aldo, ID 83810 

Forest Park Nature Center 
5809 Forest Park Dri,ve 
Peoria, IL ql614 

Fox Island County Park 
7324 Yohne Road 
Fort Wayne, IN 46809 

Indian Creek Nature Center 
6665 Otis Road SE RR 3 
Cedar Rapids, IA 52401 

DeSoto Bend National Wildlife Refuge 
Route 1 Box 114 
Misiouri Valley, IA 51555 

Land Between the Lakes 
TVA 
Golden Pond, KY 42231 

Louisiana Nature Center 
11000Lake Forest Blvd. 
New Orleans, LA 70127 

Maine Audubon Society 
Freeport, ME 04032 

Clearwater Nature Center 
11000 Thrift Road 
Clinton, MD 20735 

Hitchcock Center 
525 s. Pleasant 
Amherst, MA 01002 

Blandford Nature Center 
Grand Rapids, MI 49501 

Dodge Nature Center 
1795 Charlton Ave. w. 
St. Paul, MN 55118 
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Gulf Coast Research Labs 
Marine Education center 
Biloxi, MS 

Lakeside Nature Center 
5600 E. Gregory Blvd. 
Kansas City, MO 64132 

National Bison Range 
Moiese, MT 59824 

Fontanelle Forest Nature Center 
HC 14 Box 67 
Valentine, NE 69201 

Science Center of New Hampshire 
Holderness, NH 03245 

Somerset County Environmental Education Center 
Lord Stirling Park 
1910 Lord Stirling Road 
Basking Ridge, NJ 079920 

Stony Kill Environmental Education Center 
Route 9 D 
Wappingers Falls, NY 12590 

Catawba Science Center 
P.O. Box 2431 
Hickory, NC 28603 

Abraham Lincoln State Park 
RR 2 Box 139 
Mandan, ND 58554 

Brukner Nature Center 
Troy,OH 45373 

Martin Park Nature Center 
5000 w. Memorial Road 
Oklahoma City, OK 73142 

U.S. Forest Service 
Columbia Gorge Ranger District 
Route 3 Box 44 A 
Troutdale, OR 97060 

Oregon High Desert Museum 
59800 S. Highway 97 
Bend, OR 97702 
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Schuylkill Valley Nature Center 
Hagy's Mill Road 
Philadelphia, PA 19128 

Museum of York County 
Route 4 Box 211 
Rock Hill,SC 29730 

South Cumberland Recreation Area 
Route 1 Box 144-H 
Tracy City, TN 37387 

Heard Natural Science and Wildlife Sanctuary,Inc. 
Route 6 Box 22 
McKinney, TX 75069 

Austin Nature Center 
2416 Barton Springs Road 
Austin, TX 78746 

Vermont Institute of Natural Science 
Woodstock, VT 05091 

Hidden Pond Nature Center 
8511 Greeley Blvd. 
Springfield, VA 22152 

U.S. Forest Service 
Mount St. Helens National Scenic Monument 
Route 1 Box 369 
Amboy, WA 98601 

The Naturalist Center 
Smithsonian Institute 
Washington D.C. 20560 

Woodlands Institute 
Cherry Grove, WV 26803 

Mosquito Hill Nature Center 
Route 1 Rogers Road 
New London, WI 54961 

Gordon Buboltz Nature Preserve 
4815 N. Lynndale Drive 
Appleton, WI 54915 

Bay Beach Wildlife Sanctuary 
Sanctuary Road 
Green Bay, WI 54302 
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Ellwood May En~ironmental Park 
Sheboygan Park Department 
2026 New Jersey Ave. 
Sheboygan, WI 53081 

Jordan Park Nature Center 
, Portage County Parks Department 

1516 Church Street 
Stevens Point, WI 54481 

Retzer Nature Center 
Sl530 Hwy DT 
Waukesha, WI 63186 

Riveredg~ Nature Center 
4438 w. Hawthorn Drive 
Newburg, WI 53060 

Schlitz Audubon Center 
111 E. Brown Deer Rd. 
Milwaukee, WI 53217 

OW-Madison Arboretum 
1207 Seminole Hwy 
Madison, WI 53711 

Wehr Nature Center 
Whitnall Park 
5879 South 92nd St. 
Hales Corners, WI 53130 

Woodland Dunes Nature Center 
P.O. Box 763 
Manitowoc, WI 54220 
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Join the Friends 
of ONES ind share 

your 1peelal 1/cll/ 

~ 1 pell of 1h19 growtnQ group of YOluntNrt 
who are tndispenMble to every phlH ol the c,per1Hon 
of ONES n1rur1 -1ter1. F,om """"'on""' Board of 
Dl•e<:torl and senlng poliey to sketching wildlife for 
public:etions · or llliplng to man lhl Mwslene,, lhe 
Friends give ONES ftl warm Ind dedic,illd characttr, 
You can find unlimHod _,_,.,n1es-conlr1bullng wt11I 
clerieal and lbrary IHISlilnce, m■ste""lndklg ll'et 
and ~•11s, t,osllng conf••- and ffiNHngs, groorn-
Ing tralb and grounds-tor quaftty llmt at ONES. 

Many Friends of ONES choOle to work on 1pect1I 
projects; others prater lo moka a wMkly or monthly Hme 
commnmenl Hours are completely flexible and ,,. 
scheduled at the convenience of the Fttend. 

When you Join lhl Friends and YOlunteer your own 
apecl1f skills, you c,in feel I deep sense of eccomplsh-
menl for having contributed to the lmprovtmenl of your 
own region by helping the D,.ES lo develop en en, 
vt<onm1ntally Iterate society and to preserve dwtr,dnng 
natural areas. 

IJenef/11 of IJe/ng • l:rlend of ONES 

• ullafactlon of making • tenglbl<t contribution lo 
ONES' tlk>rta to raise a 1t,ong YOlct to, the envtron• 
menl 

• p1r11tlp11ton In I group of diverse Ind lllanlod In• 
dlvlduals 

, 1pec111 1Tlp1 and ouNng1 to local ar111 or excepttonal 
beauty 

• ■ward In 19C1D9nft1111t ol ye■r■ of Strvtct 

• lnvttaltons to picnics and p1rt1e1 

• lrN admission and use of trans, 10% dlscouni al the 
gift shop 

discover ONES 
The De11w1,1 Nature Educ,illon Society II a prtvelo, 

non-p,oftt "'lllnlZltlon wNc:11 WIS aealod 17'« 20 year, 

ago ID prtlfflOla """""'""""tat educallo<\ """"""""'"'' 
dofenH, and the P••••rvalton or outstanding natural 
areas. From • llondtul or c;o,,cemed cNlzens the Society 
has gr-n to Include ov•r 4,500 people, 

Voi\lnteera have played a key role In every 111oe or 
the dovelopment or the ONES. They continue to direct 
fls work and contnbut• 10 tho r91lul\On or n, highest 
goats. 

Recent growlh In public and schOol per1iclpttlon and 
reques11 fof envtronmenlal 11,vtces have exceeded aw 
expectations. In order lo meet the g,owlng demend for 
our 1erv+ces and 10 keep student to teacher ratkls sman, 
1ddlUon1f volunteers ere e,sential, 

For more Information about ONES: 
Phone 239-2334 or 422-0847 or mail this appfice• 
tlon to the Dol1wore Nature Education Society, 
P.O. Bor 700, Hockossln, DE 19707. 
Name ______________ _ 

Address _____________ _ 

City ______ Stale __ Zip __ 

Phone 

Check you, IIP■clal Interest below: 

),uld"'911a 
Vo""'"' N1tur1•11 ,_,_ 
o, natvr■ r ,, .. , 
P,H9NIIIOf'1 

I°"' ,t,op uto1, 
dl1pley1, and Nlf"Vfng 
H receptlOf'\ltsl 

► ho1tlnig mNNng1 and 

eMftreriee,. ••rvtno 
rtflnhment1 

) matnten■nc. of trans, 
ground• 

I pt,otogreotry 

) g•rdenlng 

, ....... , ... 
...,.tartolllolp 

llbrory 
as,i,wnce 

)p"°""'Q lo, 

■nnuafgtvtng 

) ,peoal l'Vent:t: 
Ha1'¥Nt,Crafl D•r. 
Hert,1111 lunet.on, 
AucUon. Tlg Salo 

I"'°' ol bl,doNd, 
tNs,·wftdftowers 

) ■rtwor11 

- ( I carpo"lrf 
I I c,tt,er 

Join. the VolunfHr 
N1iural/1t1 on the 

fr,// of leernlng 

ft't a ""' Tholaa""• ol lChool aulenll Nil1""r an~ 
lpelo their lleld lr1p lo I ONES nalln -1ter. lntroduc, 
·1ton1 ID lhl natural WOtld er\d the ways of wlldNfe. are 
made the,. through lhe thoughtful leadershlp or votun. 
IMr guld11. For many youngsters ft le lh<llr fkal wail< In 
lhe woods; for Olhero, a r■ rt -rtunlty to probe In ■ 
1lream or trace animal track■. 

Join this spectal group or YOl\lnlMrs and 1hare lhl 
o•cftemonl and wonder or the outdoors. Three-day 
training sessions are required or new guldn and ere or
lered twice a yoer. These soulons·1n1,oduce guides lo ■ 
11lec:llon or moro than 35 programs offered by ONES to 
pro-klndorgarlen through twelfth' gredors. 

ONES' YOlunlNr n1turaftsls come rrorn aft wall<, ol 
lie. They are oxpecled to IHch a n,lnlrnum of 8 pro
grams 1 1Hson, bul they may choose from I variety of 
topics ranging from beginning ''Meet the Beech Tree· to 
advanced pond studies. Guides may alto solacl the •oe 
gr"'-" they prolor as Wf I as very the datoo and ttmn or 
lholr commltmenL Monthly enrichment mee"r,g• and · 
Nlurll history 11"9 p<Qvtde -lty - ID expand -
edge end shore erperttsa. 

b111■1111 OI guiding: 

• unsractton ol ma~lng a u,tque oonlrlbulton lo. the 
· educallon of chlld,en end Mure of the onvtronmen1 

• "1>S and~ n■llnl history pn,grema •• rronlh
ly -ting• 

• par11ctpolton In a 1ffmula(lng group of local natur1Nsts 

• eer1111ca It l4>0II cornr,1611o~ of training period, pin In 
recognition of 5 year, of fff\llce 

-• Invitations lo picnics and parties 

• • """ admission and use or Ira"•• 10% discovnl el !he 
gift •"°P 

.... 
oO 
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Ap~end~x G: Purpose and goals of a formal volunteer 

organization, Sandy Creek Nature Center, Athens, GA 

SANDY CREEK 'NATURE CENTER FROCZILLARY 

The Sandy Creek Nature Center Frogzillary ie an organization of 
volunteers created to support Sandy Creek Nature Center in furthering 
1ts goal of pr~moting an understanding of, and engendering respect 
for, the natural environment_. The Frogzillary, created with the 

· approval of the Board of the Northeast Georgia Nature ~enter, Inc., 
(Board) will be an auxiliary organization to the Board. The 
Frogzillary ehall h~ve n~ responeibility for the management of the 
nature center. ~ts role will be to provide volunteer eervices and 
support for activities and events approved by the Bo•rd and sponsored 
by the Frogzillary, the Board, or the center staff. 

Purpose 

The purpose of the organization is threefold: 
l. to promote the public'• awareness of the nature center, its 

functions, activities, and its goals; 
2. to raise money for the nature center through a_ctiviti-es and 

events approved by the Board.in order to aid the center in 
achieving its goals; 

3. to provide a_pool of volunteers the nature center staff and 
the Board may call upon for help needed for center activities 
or events. 

Mel!lbersh!p 

To qualify for membership a prospective member must: 
l. be at least eighteen yeare of age; 
2. be a member of the nature center; 
3 .. not currently be eerving as a member of the Board. 

As the purpose of the Frogzillary is to actively eupport the nature 
center, to rem.a in a member in good at_anding each member must: . 

l. attend at least nine out of every twelve monthly meetings; 
2. contribute at least· twenty hours of volunteer time annually 

to center activities or functions, exclusive of time spent 
at monthly or committee meetings. 

Hembere will be given a handbook upon Joining the Frogzillary that 
contains general information about the nature center's purpoee, 
operations, and physical facility. 

Officers 

_ Officers will be nominated by the Nominating Officer and will be 
elected by majority vote of those members preaent at the meeting when 
elections are held. Officers will be elected to one year terms, but 
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may be re-elected for additional terms. Election• shall be held 
annually.in January. 

l. Chairman. The Chairman of the Frogzlllary will also serve as a 
member of the Board. The duties of the Chairman are: 

_a. to conduct the 1110nthly 11eetings; 
b. to communicate with the Board and the center staff as to the 

evehts and activities plann~d by the Frogzillary; 
c. to obtain the approval of the Board through the Ex-Officio 

Representative for any avent~ or activities sponsored by the 
Frogzillary:. 

d. ,to insure that all money collected at Frogzillary activities or 
events is delivered to the Board's Treasurer: 

e. to appoint any additional officers needed for the 
organization·•• operation, aubsequent officers in those 
positions to be elected; 

f. to appoint committees as needed for the organization's 
operation: 

g. to Insure that publicity for Frogzillary events and activities 
i~ delivered to the center staff for dissemination: 

h. to prepare an annual budget for trogzillary activities 1.n 
cooperation with the other officers and sub"mit it to the Board, 
through the Ex-Officio Representative,. for approval and funding. 

2. Vice-Chairman. The duties of the Vice-Chairman are: 
a. to conduct monthly meetings In the absence of the Chairman: 
b. to aid the Chairman In carrying out his resp.onslblllties: 
c. to serve as Ch~irman In the event that the elected Chairman 

cannot, either temporarily or for the balance of hie term, 
discharge the responslbllitlea of his office; 

d. to aid the Chairman In preparing the annual budget. 

3. Secretary. The duties of the Secretary are: 
a. to keep the minute• of each meeting; 
b. to serve aa cuatodian of any records the Frogzlllary may have: 
c. to keep an accounting of all expenditures made by the Frogzillary; 
d. to keep an accounting of all money raiaed by the Frogzillary 

and turned over to the Bo•rd'a Treaaurer;• 
e. to draft publicity announcements or releases in coordination 

with the Chairman: 
f. to keep records of: 

1. 11embera' attendance al monthly meetings; 
11. volunteer time contributed by each member to the 

cent .. er; 
g. lo aid the Chairman'in preparing the annual. budget. 

4. Nominating Officer. The duties of the Nominating Officer are: 
a. to take the recommendation■ of the membe.rship as to nominatior,s 

for the office• of the organization; 
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b. to nominate and aubmit for election the names of those members 
_who may serve as officers.of the Frogzill'ary; 

c. to aid the Chairman in preparing the annual budget. 

5. Hospitality Officer. The duties of the Hospitality Officer are: 
a. to coordinate members to provide refreshments of an appropriate 

nature at: 
1. monthly meetings; and 

11. any Frogzillary events or activities which ~ay require 
refreshments; 

·b. to arrange for the purchase and preparation of any food items 
needed for Frogzillary activities or events in coordination 
with the Chairman; 

c. to aid the Chairman in preparing the annual budget. 

6. Ei-Officio Representative. A staff member of the Clarke County 
Parks Department will be designated by the Department Head to act as 
the Ex-Officio Representative. 

Budget 
The Chairman, with the aid of the other officers, will formulate 

a budget for Frogzillary activities ·and events and, through the 
Ex-Officio Representativ~, present it to the Board for approval and 
funding. 

-3-
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Appendix H: 

worksheet 
Job., description- sample format 

SAMPLE FORMAT· VOLUNTE[R JOB 0£SCR1PT10N 

JOB mu: 
ON• THE-JOB-SUPERV·J SOR: 

(Ngma or title of •taff member reoponsib,e for aaaigm,ent) 

OBJECHVE: 

(Vh11 ie_ thia job necealJa.l'y? llhat do you hope it &Jill accomp1is11?) 

RESPONSIBILITIES: 

(I/hat oan the volunteer ezpect to do? LIST some ,pccific tasks 
or areaa of reoponsibility) 

QUALl Fl CATIONS: 

/llhat kind of peraon do you need to fill the job. Are there 
. ,paoifio ,kills, interests or cducaticmaZ requir'1Jnents?) 

' 

TRAINING ANO PREPARATIONS FOR THE ~OB: 

(llhat kinds of training can the volunteer e:rpect? 1• it on-goirl(J?) 

EVALUATION: 

(Vho ie responsible, uhen i:, it done, does the 110Zunteer halle a 
ohanoa to 11val1<ate her/his e:rperierwe and training?): 

CCffllTHENT: 

(H""1 much time uiZZ. the job take, .i• it fle:.riblc, ia it ehort 
teror' err ongoina?} 
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Appendix I: Job description- Trail Guide, 

Sandy Creek Nature Center, Athens, GA 

VOLUNTEER OPPORTUNITIES 
AT SANDY CREEK NATURE CENTER 

JOB DESCRIPTION: 

RESPONSIBILITIES: 

TRAINING AVAi LAB LE: 

OPPORTUNITIES: 

CONTACT: 

Volunteers work occasional weekday 
1110rnings (9:30 - 11:30) leading small 
groups of elementary school children 
on informal nature walks lasting 
approximately 4S minutes each. 
Volunteer trail guides focus activities, 
observati~ns, and discussion around pre
selected topics. 

Volunteers are responsible for choosing 
1110rnings when they will work, learning 
basic information, concepts; and 
activities for field trip topics, and 
familiarizing themselves with trails 
and natural areas of Sandy Creek. 

A series of Trail Guide Training 
Sessions is offered at the Nature 
Center prior to the beginning of field 
trip season. New volunteers are 
encouraged to attend as many sessions 
as possible, as well as observe one or 
more field trips led by experienced 
guides, before beginning guiding 
themselves. Printed materials 
and Yolunteer Handbook are provided. 

Volunteer trail guiding provides 
opportunities for individuals of 
all ages and backgrounds to share 

. experiences in nature vith children. 
If you enjoy the outdoors and like 

. spending time wi.th children, trail 
guiding is the perfect way to spend 
an occasional weekday moFning. 

David Riddle; Assistant Director 
of Education 
Sandy Creek Nature Center 
Old Commerce Road 
Athens, Georgia 30607 
546-0427 
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Appendix J: J,bb description- Interpretor, 

Putnatn Museum, Davenpo'rt, IA 

Putnam tluseum 

Volunteer Pos,tion Description 

Harch, 1984 

Category: 

~or~~, Working Title: 

Duties and Responsibilities: 

Interpretors 

RJVER VALLEY ROOM INTERPRETOR 

Working under the· supervision of the Director of Education, this volunteer's 
responsibilities include the following: 

1. generally supervise and attend the River Valley Hands-on Room. 
2. answer questions from the publjc concerning areas and objects in the Room. 
3. attend to objects and artifacts in the Room, replacing them in their 

proper areas and reporting damaged objects. 

Desired ~bi1ities and Skills: --- -.---
Interest in history and natural science. 
Enjoy working with, conm.,nicating with people of all ages. 

Orientation/Training !!!!l ,!!!! Volunteer will Receive:. 

General orientation to the Museum. Training includes general information 
on local cultural and natural history and specific information on River 
Valley Hands-on Room objects; also training in conrnunity skills and Museum 
educ~tion theory is provided. 

Knowledge/Skills~ be Gained: 

Knowledge of local natural and cultural history. 
Conroonications skills. 

Time Conr.,i tn,ent: 

Flexible hours including week days, weekends and evenings. A minillll.n 
conrnitment of· three hours per 1110nth is required. 

For Further lnforma"tion: ----
Contact Ann Mandolini at the tluseum - 324-1933. 
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Appendix K: Recruitment publicity- Sandy Creek 

Na'ture Center, Athens,. GA 

TIAIL 6UID£ RECRUITMENT PUEtllCllY 
CONTACT: HIKE VHAR!ON 

3.~4-293(• 

TRAIL GUll>t f.£CRUITMEHT tU~LICITY 

Tt.e follc-virog utich J•ert•il'\• to ti.., ucr•Jitment of vohmteer, 
fer· Sar,,1y Crul: N•ture Cer,tu'• elu,u,t.ry ,ct.ool tiel4 triJ• J•r·q;r.arn. 
Volur,tcer s ue v'it•l to tl,e s•Jccu~ of our fie),, triJ• rro,:u,-: ve 
greatly •J•rrecilate yo•.-r effort in J••Jl,liut:ir,g U,i, ir,form•Uor,. 

ur,i•t•.te OJ•J•crhmity to rodtivdy •ffect cl,ildren'• e:r.pe~ienu, an•1 

.attitu,,u tovud the r,atured vor14. Ho e::i..,ri.er,ce h req\lire,L 

occ,nior,.l ved.day aor·nir,rs ftee .,,d are ir,terested in ,t,uinr "'""' of 

yow tilDP. vitl, ct.ildrer, at S.n,,y Creel, call 3S~-293C•. Heli· l,uild • 

t•t:tt~r COff'ffllJf1ity. 
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Appendix L: Self-inventory ·sheet- Schlitz 

Audubon Center, Milwaukee, WI 

VOLUNTEER INFORMATION 
SCHLITZ AUDUBON CENTER 

I ' 

.Name ___________________ B.irtbday ____ __, ____ _ 

Addreu _________________________ .Z.ip _______ _ 

Business Addreu ___________ ___.""-______ Zip ______ _ 

Home Phone • Builineaa Pho~e When and -------- ---------
·where are you most eaaily reached? ________________ ....... __ _ 

Education -------------------------------
Work _Experience ___________________________ _ 

Volunteer Experience_-'-------------------------

Interest• and Hobbie ■ ------------------...---------

How did you become•intereeted in.SAC? -------------------
Who 1hall we notify in cue of emergency? (Name, addrea1, home and buaincu f) 

What ■kills would you be v,illing to share with the Center? 

____ Budding and Ground~ 
Maintenance 

____ Carpentry 

____ Handcraft■ (what kind?) 

____ Lette.ring, Calligraphy 

____ Clerical work (Xeroxing, mailings, etc.) 

____ Design, layout 

____ Display• (lobby, bookstore) 

____ Fund Raising 

89 

____ · Planting · 

___ ._Planning and coordinating 
special events 

-..,..,.~_Publicity 

__ -_Teacl-,ing 



.. 

What_ evente would you be willing to help with? 

--,-__ FUND DRIVE: ae~ist with events _and· mailings,. organize workers, 
help keep reco~ds. 

____ BIRDSEED SALES: preceH orders, load seed, direct traffic, 
cook for workers; organize and plan aales. 

____ NATURE AR.TS A:t-.'D CRAFTS FAIR: plan and/or carry out thie 
apringtime event, which begins in January, Both 1..fund-raiser 
and a way for the Center to rea,ch out to· the wide~ community. 

___ ....;MEMBERSffiP DR.IVE: deacribe membership privilege• at seed 
11ales, Art·Fair: conduct eurvey of members' needs, 

:MEMBERSHIP EVENTS 

____ STRAWBERRY SUNDAY: Plan and/or carry out a epringtirne 
celebration 

____ WILDLIFE ARTISTS SERIES: Hang paintings, eerve goodies, etc, 

____ CHRISTMAS FOR THE BIRDS: Plan and/or help with making feeders 
to decorate trees. 

____ MAPLE SUGARING: Plan and/or help with tapping trees and 
teaching about sugaring. 

and--if we decide to have it next year·, would .you be interested "in 
working to plan or ca.rry out a FALL FAMILY FESTIVAL of cider 
preseing, apple doll making. pumpkin carving, and a Great Purrpkin 
Hunt? .(·. 

NOTES: 

.\ 
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Appendix M: Interview.summary sheet- Soil 

Conservation Service 

,.. 

INTliRVIEW SUMMARY 

Appll11nt • Name ITtlephon• 

Address 'Zip . 
Interviewer 'Date 

Family and work restrictions on time available: 

Attitudes 

Education, Aptitude, Skills 

Motivation 

Health 

Transportation 
... 

. 

lnteniiewer's Commenu 

' 

Action 

Recomended for another job ' Accepted Withdrew volun!arily 
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Appendix N: 

Milwau,kee, WI 
. I 

NAME 

PHONE. 

Time card- Schlitz Audubon Center, 

ADDRESS 
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HOURS: 
1980-81 
1981.,-82 
1982-63 
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Appendix 0: Agenda for.an orientation sessibn
Cedar Falls, IA Hartman Reserve Nature Center, 

I • 

Nature Center Aides Hartma~ Reserve Nat~re Center 

I, Facilities 

A, General Background 

1, History 

2, Siz<? 

3, Biology 

4, Building 

5, Staff 

sh~rt tour first & ·brochure ~ap 

6. Dlack llawk County Conscrv,1tion llo,1rd 

7. Who usoes it? f"or what? When"! 

8. What arc the. rules? 

B. Tour of llUilding 

1. locks, k.,ys, storage, h1aint1,nance, bathrooms, 

furnace, office, gate 

2. • mi.chanics of the office- t.:,lo:.,phone, a.nsw,;,ring service• 

C, Displa_y it.:,ms 1·uuch and 1'1.:ul Noom 

maps, photos, liv.:, ani111als, ,nount.:,d animals 

J, in particular: bc."l!s, snaJ.;c, turtles, salamander, 

skins, owls, eagle 

2, Birds.in winter- bird feeding 

II. Program 

A. Overview- purpose 

Who is our audicnc~? 

B. Curr-,nt Pr.ograms · 

1. Junior Na.tura list· 

2. Hanger Rick" 

3. Tn.,e s-,ed collection 

4, Proj~ct Prairie Pride 

5. Autumn: ·A regiunal t .. acher .rorkshop 

6. Field Trips 

7, Spcak.:,r • s Uun,au 

III. Possible proble1ns. 

A", Cun .noise 

Chain saw noise 

B, Em1.:rgency phone numbers 

First Aid kit 

IV. List uf r..,sponsibilitit.,s 

A. you to us 

B. us tu you 

V. Ouestions/Cunccrns/Ini ti.i.tlvc 

A. rvadi11g and refenmCf: 1n,1tcr.i.ils iu office 

B. uth..,r 

VI. Sign-up 93 



Appendix P: Fact sheet for orientation session-
Hartman Reserve Nature Center, Cedar Falls, IA 

TOUCH AND.SEE ROOM 

Turtle 'l'anks: 
The land turtles are J-toed box turtles from Missouri. 

They are the only non-nath;e inhabitants of this room. They 
are docile and don't mind beinq pid;c•cl up. 

One of the aquatic turtles is u snapping turtle. It is 
clar, long and has a ridged back. He has only one eye. He 
will sometimes try to snap at you, '!'he small, green turtle 
is a red-eared turtle, the same kind as the old dime store 
variety. Doth are common Iowa turtles. They all like to 
eat flies, dead or alive. 

Stuffed Animals: 
The county has both state and federal collecting permits 

for dead birds and mammals. All of our animals are 1) road 
kills, 2) taken during hunting season, or 3) founq dead by 
someone else and brought in to us. l'/e do not kill the animals 
to use in our exhibit room. 

Owls- in the room are two diffPn•nt rolnr phases of the 
SCr<!()Ch owl. 'l'l,i.s litllP owl ,1<,.,,; Live• i11 Litt• lll':H•rv<', o111d 
even in the residc11tial sections of the Cedar Falls-Waterloo 
area. In the office corner is till• l,irqesL owl- the ~1i-eut 
horned owl. Ile, too, c.:111 be see11 and ileard in the Heserve. 
On the third beam, looking down,. is the barn owl. Barn owls 
are rare nesters in Iowa. They prefer old buildings. This 
one was found on a farm near LaPorte City; 'l'he owl .with the 
ears, hanging from the beam is c1 lonq-eared owl. He is a bird 
of the woodlands but is not common in this pc1rt of the state, 
The owl most frequently seen and heard in the Heserve is the 
barred owl. 

Other mounted animals-
Wood Duck- colored bird in the tree knot, male, One of the 
most common ducks in Iowa and the only. one to nest in trees. 
Flicker- woodpecker on the beam. One of 7 resident woodpeckers 
at Hartman Heserve. He can often be seen on the ground eating 
ants. 
Pheasants- male and female, An exotic bird introduced to the 
U.S. in 1864. 'l'hey have done exceedingly well and have become 
the most important terestrial game bird. 
Haccoon- Many raccoon live in the Reserve. Their hand-1.ike 
paw prints.can be seen in the ravine beds and drainage ways 
of the upland and lowland. 'rhey are more active at night. 
Gray Fox- a slightly smaller fox than th0 red fox, 

Skins, bones, feathers, tails •••• 
Skins: big brown ones are DEER, not bear 

skunk, raccoon, opossum, Jack rabbit 
pocket gopher- delicute, short fur, look for his 

outside cheek pouches 
Bones: cow- skull, pelvis, backbone 
Feet: goose, beaver, rabbit, owl, woodpecker, coot 
Wings: from assorted ducks · 
Other thAmrn; shelf ,fungus, bison horn, deer antler, wasp 
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Appendix Q: Worksheet for orientation session-

Hartman Reserve Nat~re Center, Cedar Falls, IA 

HARTMAN RESEHVE .NA'l'UHE CENTER 

INSERYICE \JUES'l'IONS 

What is Hartman Reserve? 

How long has it been here? • 

Can you tell me something about it? (size, trails, animals •• ) 

lvho runs Hartman Reserve? 1-/h;i t ct re tlie hours? Is it open to 
the general public? 

Do you offer programs for -the public? Wh;it are they? When 
are they? Do they cost? 

Where are you located? 

1'0UCH AND FEEL HOOM 
Where did you get all these furs? lvh;it kind are they? 

1'11E SNAKE-BILLY 
What kind is il"? l'lllere did you yel il":' lvh,tL dm!s it eat'? 
Ts it poisonous? llocs it. hit,,·, 

THE mms 
Where is the queen bee? How many bc,c's a re i11 the hive? · 
Can they ~Jet out'? \-/hat's that pipe fot·? 

'l'HE 1'UR1'LES: SN/\l'l' I NG & nox 
What kind are they? \-/hat do they e,1t? \-/here did you get them? 
Will the snapping turtle e;it the otltr-r turtle? 

SALAMANDERS 
What do they eat? Where did you qet them? 1-/hy are they 
living in water? 

GENERl\T, 
What is in that box outside? (we;itlier stc1tion) 

Where arc the bathrooms? 

What are your rules in the park? 

What is the dog's name? 
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Appe_ndix R: Suggested contents for a training manual 

,·. 
Suggested conle11t.f; fo1.· a Lrai11i11q m.inual: 

1) A brief history of the center and organization 

2) Su111mary of tile center's lonq-l.",111q., pl.i1u-; 

3) Brief descriptions of the c,mter's proqra111s 

4) A list of board llll~mbers' na111es and titles 

5) A 1 ist of staff membel."H' n.:irnes .:md titles 

6) This year's budget 

7) Copies of all of the center's public relations materials 

8) A map of the center's facilities: buildings, trails ••• 

9) Guidelines for volunteers 

10) J0b descriptions 

11) Information appropriate t·o tJ,.-, job the volunteer i.s to 
do, such as: 

educatinn,11 theory, t<'achi.nq ic;t.rat<>qi<'s 

- anim.il fliedi11q ,u1d can• 

- standard forms used in the office •••• 

12) A list of names, addresses and phone numbers of other 
volunteers 

13) A list of local flora and fauna 

14) ,Answers to frequently asked questions by visitors 

15) Copies of relevant articles 

16) A list of books a volunteer might be interested in 
reading to help him/her in doing the job 

17) Agenda and time table for training 

18) Pre-training self-assessment form 

19) Copy ot the contract 

20} A sample time sheet 

21) Emergency procedures and phone numbers 

22) EValuation forms 
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Appendix S: Volunteer performance evaluation-

U.S. Forest Service, Juneau, AK 

PORBST INTBRPRBTER EVALUATION - ALASKA RBGION 

(Social Security No.) 

(Poaition Title) (Location) 

(A9ency) (Unit Within Agency) 

FACTORS TO BE EVALUATED 

Work performance will determine Out-
final Perfomance Evaluation standing 

SKILLS Expertness in presenting. 
program.a, and staffing 
interpretive station, 
oral communication with 
individual• and large 
group111 ability in writ-
ten expression; 
preci11ion1 completeness; 
quantity and quanllty 
of work produced. 

KNOWLEDGE Extent of knowledge of 
interpretive methods, 
materi.als, tools, equip-
unt, job requirements 
and subject matter of 
Alaska's forests, Forest 
Service man.agement acti-
vities and SE Alaska's 
n.atural and cultural re- , 
sources. 

WORK HABITS Organization of work1 
punctuality and depend-
ability; industry, neat 
work area. 

RELATIONSHIP Ability to get along with 
WITH PEOPLE others, effectiveness in 

dealing with other em-
ployeots, cooper.ators, the 
public and others. 

ATTITUDE Enthusi.asm. for work1 
willin<J11ess to conform 
to job requirements and 
to .accept suggestions 
for improving work. 

PERSONAL Integrity, general .ap-
FITNESS pe.arance, uniform. 

appearance, .absenteeism. 

DEPEND.END- Degree to which Inter-
ABILITY prater can be relied 

upon to do work .and 
meet deadlinea without 
close supervision. 

ANALYTICAL Thoroughness and ac-
ABILITY curacy in analysis of 

data, facts, rules and. 
laws. 

IN'l'BRPRETIVB Good balance bet-en 
PROGRAMMING attended interpretive 

station and formal pro-
graaia1 schedules pro-
gram.a to -et visitor 
needs .according to ships 
schedule, presents a 
wide variety of pro-
gr.ams. 
----·--------·- - . ·- - .. - -- -- -··· -

(Date of Report) 

First 
--Second 
--Final 

(Date Position Enda) 

(Headquarters of Interpreter) 

Ratings Are Indicated by •x• Marks 

Very .. .. Not Not 
Good Good Fair Accept- Rated 

able 

·I 
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FAC'l'ORS '1'0 Bl IVALUATED 
. Out- Very llot Not 

■tanding Good Good Fair Accept- Rated 
able 

JOB AND TIU Ti- and travel aheet■ 
NAIIAGBKINT current, uintaina visi-

tor atati■tic■, property 
-■ecure and accounted ·for 
on a -ekly baaia. 

MIDIOVISUAL Equipment well uin-
OPIJIA.TIOII fi tained and used effec-
NAIIITSIIANCB tively, Audiovisll4l 

akill ■ learned in inter-
pretive training being 
uaed, 

INTERPRll:TIVE Project form co,a.plete . 
PROJSCT and submitted on time, 

efficient use of project 
time, project completed 
to satisfaction of 
supervisor. 

(YfijBR Purposefulness, int.el-
FAC'l'ORS1 lectual and leader■hip 
SPICU'Y1 capacity, uturity1 ini-

tiative and independence, 
creativity and original-
ity1 unagerial poten-
tial.· Other factors: 

ABILITY AS Proficiency in train-
SUPERVISOR ing staff and in plan-

ning, organizing, lay-
out and getting out work; 
leadership, dir.«:ting 
the work of subordinates. 

ADMINISTRA- Promptness of action, 
TIVE ABILITY cooperation with other 

unit■, soundnes■ of 
decisions, application 
of good management prin-
ciplos. 

OVER-ALL The over-all·rating must 
RATING be _consistent with the 

factor ratings and com-
ments, but there is no 
prescribed formula for 
computing the over-all 
rating. 

COMMEll'l'S1 
Suparvi ■or ehould include c011U11ents on work especially well or poorly done and give 
sugge■tions as to how performance can be improved. Factor and over-all ratings of 
•11aeda Improvement" and "Not Acceptable• should be subs~antiated, Use additional 
sheets a■ necessary. 

Svaluator'a Signature ________________ Title _____________ _ 

Address 
Phone ____________ Date __________ _ 

1 have reviewed this evaluation _________ _ (Signature of Interpreter) 
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Appendix T: Self-evaluation form- Schlitz Audubon 

Cent.er, Milwaukee, WI 

AN AUDUBON IMAGE 

LOOKING •••••••• SOUND'ING •••••••••• ~ •• BEING ••••••••• · ••••••• REALLY GOOD! l !'! 

The Audubon host is the fi~st----and sometimes only----person 
with whom a visitor or caller deals at the Schlitz Audubon 
Center. For that person, the host.!!_ Audubon. That's something 
we all need to be aware of. 

'What kind of image do we project to the public? Let's try 
rating ourselves! Use a scale of l through 5: 
·1. Excellent 
2. Usually on top of it 
3. Trying, but not always succeeding 
4. Haven't thought much about it 
5. A problem 

IN GENERAL 

RESPONSIBLE: 

---~Ar~ives on time, and stays to transfer information to 
the next host. 

____ Is faithful to come when scheduled, or to-make arrangements 
to trade with another host, or to find a substitute. 

FLEXIBLE: 

----"R~sponds quickly and positively to changes in procedure. 

----"Accepts additional responsibilities during.times of need. 

OPEN: 

---_,.-Learns from mistakes and·seeks guidance. 

____ Informs a staff member if a problem arises. 

WELL INFORMED: 

___ _.;Makes an'effort to continue learning about natural 
history, about environmental concerns, and about the 
Center and its activities. Reads, attends workshops,• 
asks questions. 

--~--'Reads and initials memos used as information updates 
and communication about problems. 
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page 2--HOST CHECKLIST 

_____ Re~ds Center Focus and On the Wingeach month, to 
become familiar with programs offered; possible· 
RSVP sign-ups, and potential confusing quest.ions that 
may arise in regard to progr~s. 

PERSONABLE: 

_____ Dresses'neatly and appropriately. 

_____ Uses a friendly, but :not overly casual or familiar 
manner shen deaiing with the public. 

DISCREET: 

_____ Presents an image of quiet confidence and compet.enc~ even 
if, deep down, a feeling of panic is rising! (Like the 
duck-~-serene on the surface, but paddling madly under
water!) 

..,.. ___ _.Asks questions in private or quietly, and tries to 
understand things before having to deal with the public. 

O~ THE TELEPHONE 

PLEASANT: 

____ __,Answers with a quiet, well-controlled voice---calm, 
profession_al, and friendly. 

_____ Uses a formal, "Good morning (afternoon), Schlitz 
Audubon Cent.er." 

EFFICIENT: _. 

_____ Uses i!'litiati·,e, as well· as· the phone system, to 
find staff members. 

____ Calls staff members clearly but quietly--no bi9 fuss·. 

----"'Makes sure that a call is picked up and tbat a caller 
does not sit on hold.· 

HELPFUL: 

____ ...;Has learned to use reference materials to answer simple 
questions. 

____ _.Has listened to staff members and learned from the 
answers they give to the public. 

____ ...;!<nows his or her own level of expertise, and is careful 
to answer the questions he can~-and not the ones he can't. 
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HOST ·CHECJ<LIST---page 3 

WITH VISITORS 

HOSPITABLE: 

_____ Uses a smile, and makes people feel welc0111e. 

----~Never ignores a visitor who needs attention while 
socializing with another. 

WELL INFORM.ED: 

_____ Has learned basic information about the Center and 
about Audubon, and is able to communicate this 
information effectively t~ the public. 

____ ._Knows the trail system, the displays, and the programs 
at the Center. 

----~Asks questions about anything that is new, in order 
to prepare for inevitable questions. 

_____ K.eeps eyes_ and ears open to pick up bits of information. 

IN CONTROL: 

_____ Takes a deep breath_ and quiets self when things get 
crazy. 

_____ Is able to handle even senior citizen busioads, large 
groups of children with dirty hands, and impatient 
shoppers---with calm competence. 

iN THE GIFT SHOP 

HELPFUL: 

----~Has learned about our stock, especially the birdfeeders, 
and continues to explore the shop each time he comes, 
to see what new books or merchandise has arrived. 

_____ Is resourceful in determining correct prices. 

_____ Knows where things are stored in cabinets, in ;the 
basement, or in the storeroom. 

_____ Has carefully examined enough_books---and listened to 
Milla talk about them with customers---to be able to 
recommend books to particular customers for particular 
purposes. 
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AN AUDUBON IMAGE--HOST CHECRLIST--page 4 

ACCURATE: 

____ Produces understanda?le cash register tapes---ones 
that come ciose to balancing! 

___ __:Reaches accurate balances by voiding mi~takes and 
starting ·over~--realizes that this needs to be done 
imrne_diatUy (and withou_t a big deal being made of it) 
while the customer is still there. Never gives out 
·a funny receipt tape. 

_____ Is able to figure member, volunteer, and sale discounts 
accurately. 

____ Unde-rstands that serving the customer efficiently 
comes before pride, and quickly asks for help when 
rattled, confused, or simply overburdened. 

----~Always uses the blue button to ring up admissions-~
and never rings up memberships/ 

_____ Uses the automatic tax-figuring mechanism correctly, 
and does not tax admissions or memberships. 

_____ Gives correct cbenge. 

----~Knows how to use the charge card process. 

Lest you be too totally devastated by this impossible list of 
perfections, please remember that we do not expect you to be 
perfect---only to try to do the best you can. Each of you 
has strengths and weaknesses. Think of Bo; she may be a 
ten outside---but nobody's home upstairs! 
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Appendix U: Program. evaluation by volunteer-_ 
. i 

Louisiana Nature Cent~r, New Orleans, LA 

CIRCLE ON!: 

YOWHTl:l:R EVAI.UATIIJN FORK 
1>0:c.,11b,:r l!I, l!lti4 

I. My volunteer training pr.,pareJ 11e well for •Y job. 

Hiahly Ai:r"c Aeree Oh:iiri,., Highly Oisaaree . 

2. I feel the volunteo,r program i5 aJo,quatcly organ1zcJ. 

Highly Ai:r"" Highly Disagrec 

3. I fell very 11uch an i11portant P':rt of the Louisiana Nature Center ori:anizatiou. 

lliehly Agru Aiiree Disagro,e Hii:hly Disagrec 

4. I fed the staff inv0Jv.,11ent ...... ,s 11y nceJs • 

Disagrcr Highly Disagnc 

S. J attend voluntco,r .,.,.,tines anJ other :i~tivitics. 

llii:hly Agree Highly Ohagree 

"· I find the number of these activities satifa.:tury. 

Agree Highly Disagree 

l'UASE ANSh'tH 

7. Did you receive aJequate supo,rv1s1on from the volunteer coorJinat<>r! Please 
list possiblo, 11cans of i11provc11ent. 

8. M.a.ny ti .. cs volunt1:er:i sec •spt:1.·t~ uf up,•r;1tiun that are confu:.in1: 11nJ necJ 
ro:fino,a,cnt. l'l,:ase I isr an·:is of I.NC funn ionini: that could be clearcJ up. 
i.e., t:iftshop. grounJ~. lihr:ary, etc. 

9. lr/oulJ providing chi Id care hdp •ale yuu jub casit:r? 

10. My volunto,cr pusitiu11 is ___ _ 

11. Any other O:OIWft,:nts, questions, or in~11l1s, 1•h·ase li>I b.-lnw. 
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Appendix V: Program evaluation by volunteer

Oregon High Desert Mu~eum, Bend, OR 

OHDM VOLUNTEER, WHA'f 00 YOU THINO 

You and the other volunteers have 11,r.,atly contributed to the excell,mt 
reputation achi.,vted by th<! OIIDH. The future also d,,pends on you and the 
other volunt~~rH. As w~ pl.to for th~ future. \It.? need your thinkini rcelativc 
to the Volun.teH pro gr.... We would i:rc.,c Jy apprc:: lat" your unswerini: th" 
following qul!st1on», 

QuesUonairo, cuauoit_t.,.,: llac tlcClain, Barbara Sharp, Sue Fr.:wing, 

I. \/hat is yo_ur ~ Volunteer activity? 

2. 

3. 

Interpreter 

_ tour guide 
outre.ach 

- sp1nncr/ho...,st.,ad skills 
- for-.!stry 
- bird handler 

• - porcupin" h,1ndlo,r 
- ro,ptile la.'lndh:r 

other 

__ Non-1nterpret"r 

front desk 
office 
aailing/phon., 
ma int1:nitl\Cc/l;.1ndsc ... ping 
Visitor Information Center 
otho,r 

Approximato:ly how m..1uy lt0urs/n.c.,nt h Jo Y"" volunteer? 

"· L•st summl!'r, duclng the busy st:a::ton? 

b. This wintt!r. durini; th" slow SCdbOn? 

Do you work on a rcgu!drly 11cheduh,d basis? 

Yes No 

If "Nou • why not? 

tic,L cunvcnlcnt. 

__ Oth"r (cap lain) _______________________ _ 

4, Would you ltk" to work acre or J.,,.,. th,on y"u du now? 

Hore '"'"" Same 

Explain-------------------------------
5. Do you agr.:" with the rc~uir.:d four hour minimum CollllllltRlcnl a month? 

__ Yes No 
Explain ______________________ _ 

6, \lhat do you like be!~t about belni: a V~luntecr? 
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7. What do you like lca~t about being a Volunteer? 

8. Do you think it i:tt faportant .&Jl Volunt~\!l"S itttcnJ .an 1.."duc.tti011 acctJn~ unc&: 
" D>Unth? 

lfo uplain 

No t::xpl.>ln _____________________ _ 

b·. Uu you h,,v., .iltcrnaliv.:s tu sui;i;c,a for r.ontinul111: cducatJon? 

J} for intcrpria.-t~rs ___________________ _ 

2) •·ur 11011-int,crprct.,rs --------------------~---

a. _:_ 1/cckJays 

I,. _ Hurnini; 

Sat. 

Aftcrn.>un 

Suo. 

No preference 

10. Do yuu ag_rcc a1Jl _Vuh,nr.e..:rs shuu]J JttcnJ Jtl Annuo1t 1'rJinin,; S .. •ssJun? 

Nu f.•pl..ln _. __ _ -----------------·-----

--------~ ...... ----------------------

13. 1/uulJ you Ilk,· tu "'"" rt.-ld trl1• "l'P••rtunlt tes for Volunrc-,r,i? 

No b. Hulti-d.oy trips: Yes No 
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14. What suggi;:st i&.>n:1 du you have tLJ 1nakl! your volunt\!cr wurk 11ton• 1ntt?rt=:sting 
•nd eff -,cc lvo,? 

15. \n,dt tiU~J!.Ctitlons dl• you h•1vt to .mHkc the ~untinuin~ ~ducatiun program nion~ 
int~r~1ninK ~md 1.•ffcctlvc·! 

\':iH:bh 
(2/15/1!5) 
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Appendix W: Program evaluation by volunteer

Austin Nature Center, Austin, TX 

. Austi,n Na.tu.re Celltu Annex 
Scf10o[ :Pro9ra.m Volunteer LVQ!ua.tion 

Circle progn,m you teught: 

1984-85 

Wildlife Neighbors 
(Mons & Tues) 

Hemmels 
(Weds) 

Reptiles 
{Thurs) 

Birds of Prey 
(Fri) 

I. Henuals 
I. Whet sections of the menual were the most helpful to you? 

2. Was there enything you would Jeeve out of the menual? (If so, whet.) 

J. Whet additional items would you like to see added to the manual? 

4. Was it worthwhile to he•;e to writ~out your own program notecerds, or would 
you rather have en outline pro•,ided in the menuel? 

II. Tn1ini ng 
l. Did the treining session provide edequete: (pleese circle) 

e) scientific beckround informetion. 

b) experience in hendling the enimels. 

c) methods for working with children. 

d) understanding of progrem logistics. 

e) tour training. 

yes 

yes 

yes 

yes 

yes 

2. Whet pert of the treining was the most helpful to you? 

no 

no 

no 

no 

no 

too much 

too much 

too much 

too much 

too much 

3. Any other suggestions or comments to help us improve the training sessions? 
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Ill. Animal (lrograms 
I. Would.you like to see onything odded to the resource box? (be specific) 

2. Is there onything in the box thot you do not like to use? 

3. Whot were your biggest problems in presenting tile onimol progrom? 

Any suggestions to overcome these? 

IV Tour 
I. How would you improve the tour? 

2. Whol were your biggest problems in presenting the lour? 
. . 

:-. Any other comments or suggestions obout the tour? 

V. General 
1. Whot did you enjoy most os o volunteer? 

2. Wos the st off support sufficient? 

If it could be better, how? 

3. Any acldi lional comments, suggestions or complaints? 
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A suq9estWn was made this faU. to create a- box. for docents to Ceave 

tJ1ei.r ~~~or~-~~ c,:oo}1Q 
~ ~ to sha.rc with others! 

'Lf !ftere o.!e little tl1-i."'}S you do wi.th yom· (Jf"Oups i,n the pro9r0-m or. 
otl the tour tlwt wot~ w& for you, pf.rose share your experi.e.nce. A 
good, ex.a.mp(e i.s rumor Powcl!'s SU9esti.on to i.ndud.c a. pi.cture oJ a. 
masted,on to show child.rm wh£n they too~ a.t the mo.swfon's tooth on 
the touch t.obte. (Om has &an addm to the tour li.t already!) 

Tiuz. f0Uowi.t19 form has ~n i.nctud.ed. for you.r"i.dcas. 'Lf you would 
feel m~re comfortable ;ust jotti.n(J them down on a. piece of pa.per, . 
pf.ease d.o. Afso, pl.ease submit more tl1,0-n one idea. i.f you ha.ve tI1em. 
ti.ore forms a.re o.va.ifubte a-t tl,e :Annex.. 

Ci.rcCe a.ppti.ca.ti.on: 

'.Be.st for 119es: 

tour progra.m both 

De.scri.pt.i.on: ______________________ _ 

you.r nan1'>: 
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App~ndix X: Program evaluation by visiting teacher

Mosquito Hill Nature ~enter, New London, WI 

MOSQ.Uifo. Hill BOX 10A 
NEW LONDON, WIS. 

54961 

NATURE CENTER PHONE (414} • 779-6433 

£VALUATION 

* .Your Volunteer Naturalist's Name 
· To help MHNC plan future programs and improve present programs, 

··please ffll o~t this form after you have discussed the field 
trip with your class. Be specific in your comments. 

1) How do you evaluate the present program, in general, as 
your class experienced it today? Check one. 

2) 

• 3) 

4) 

5) 

6) 

7) 

Exe e 11 ent_Good_Average_Poor _Unsatisfactory_ 
Comments: 

Check 4 or S activities that were most iflteresting-educatfonaT. 
Hiking the hill Hiking to the pond· Display room exhibits 
Vfewing pond creatures Seeing birds-animals Discovering -
Identifying trees-plants_Nature games_KnowTiig rocks-soiT:_ 

Check those topics discussed that were most educational. 
food chain_Interdependency in plants and animals_Prairie_ 
Pond Seasons Tree buds Plant succession Soil formation 
ErosTon_Ea rthworms_Jnsec t 1 He ,cycl es_Snake.s Photosynthesis 
Seed dispersal Hibernation leaf color change Galls 
Natural recyclTng_ - - -

Were there any problems/failures in the pr·ogram which 
detracted from the students' experience? No Yes If yes, 
please comment on back. - -

How would you rate your Volunteer Naturalists' performance 
and knowledge? . 
Excellent Good Average Poor Unsatisfactory If poor 
or. unsatisfactory, pleasecomment on back. -

list one activity presented by the Volunteer Naturalists that 
was especially successful. 

Was there a high point about the day that you would like to 
describe? Low point? 

Optional: Name ___________ School ____ D.ate~----

Thank you 

H1rn:: 'B3 
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