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GEORGIA DEPARTMENT OF JUVENILE JUSTICE


Volunteer Coordinator Manual




Office of Victim and Volunteer Services








MISSION
To protect and serve the citizens of Georgia by holding young offenders accountable for their actions through the delivery of services and sanctions in appropriate settings and by supporting youth in their communities to become productive and law abiding citizens.

VISION
OFFER HOPE AND YOUTH CHANGE.  The Department of Juvenile Justice will lead the nation in preparing young people in its care to develop and sustain productive lives.

VALUES
[bookmark: _GoBack]We strive to create and sustain an agency culture that values accountability, integrity, security, superior performance, ongoing personal growth, intellectual curiosity, innovation, teamwork, and leadership not only in our staff, but also in the young people in our facilities and programs.










Introduction
On March 16, 2014, the Office of Volunteer and Victim Services was established as a unit expanding and centralizing statewide volunteerism. 

Through its inception, the department recognized the importance of broadening community support and resources by engaging citizen involvement and partnerships in the juvenile justice process. 

The Office of Volunteer and Victim Services is responsible for the statewide oversight, management, and implementation of the department’s volunteer/advisory council services.  


















Mission

Volunteer services mobilizes people and resources to create positive and lasting change through the delivery of quality programs and services that empower youthful offenders to live safe, healthy, and productive lives. 


Vision

To offer HOPE and youth CHANGE by engaging volunteer citizen involvement that promotes safe and secure communities. 


Goals and Objectives

1. To mobilize people and resources in an effort to bring about positive and lasting change for youthful offenders while maintaining safe and secure facilities and offices. 
2. To aid in successful re-entry of youthful offenders through the use of volunteers and community stakeholders that provide programming and service delivery which promotes HOPE and youth CHANGE.
3. To improve the safety and security of communities through the linkage of youthful offenders with volunteers and communities.


Manual Purpose

The Office of Volunteer Services manual is designed to provide a clear and uniformed process for the recruitment, selection, retention, training, and tracking of volunteers within the Department of Juvenile Justice.

This manual will serve as a reference guide for Volunteer Coordinators. 

















Volunteer Coordinator Structure
Statewide Director 
· Provide statewide leadership, oversight, management, and implementation of volunteer services;
· Maintain, develop, and implement a volunteer program that encompasses the departments objectives;   
· Develop and leverage community based resources and partnerships;
· Develop annual and quarterly reports and best practice plans;
· Monitor agency goals and identify potential risks to services; and  
· Promote and identify financial resources and services to implement statewide initiatives.


Central Office Regional Volunteer Coordinator 
· Provide leadership, oversight, and management of Volunteer Services;
· Identify resources and community outreach activities to support local DJJ sites;
· Evaluate and monitor volunteer services and the Volunteer SharePoint Database;
· Provide technical assistance, training, and supportive services  to local DJJ Sites;
· Recruit and support citizen volunteer involvement;
· Gathering and coordinating volunteers for service projects;
· Develop training and outreach material; and
· Make appropriate recommendations to site Directors, as needed, regarding a CAP on the number of active volunteers for the site.




Local Volunteer Coordinator 
· Evaluate and monitor needed resources: volunteer activities, workshops, programs;
· Recruit Volunteers;
· Gathering and coordinating volunteers for service projects;
· Review and process volunteer application and criminal history and background check process;
· Monitor, Track, and Update Volunteer Record within the volunteer SharePoint site;
· Update and maintain a Calendar of Volunteer Events for the site; 
· Maintain ongoing contact with volunteers and evaluate services;
· Train volunteers; 
· Serve as the additional facility staff member on the advisory council;
· Attend all official Advisory Council Meetings; 
· Maintain Volunteer and Advisory Council records as per policy; 
· Schedule a minimum of one day per month to conduct On the Job Training for Volunteers.  The training schedule should be documented on the Volunteer Calendar; and  
· Ensure that Volunteer ID/badges are issued to each regular volunteer and are housed at the facility/site.

Central Office Specialized Services 
· Implement alternative sentencing options to improve offender rehabilitation; 
· Promote successful offender re-entry and compliance; 
· Reduce injury and loss of life on Georgia’s roads; and
· Promote safe communities and stable families where children thrive. 








Special Guest/Presentation 
Definition: A government dignitary, public figure, law enforcement officer, or high profile celebrity approved by the Commissioner or Deputy Commissioner to provide a special presentation at a DJJ location. 
Process for Approval
· Forms to be completed upon approval

· Written approval through email, letter, fax, or other means of written correspondence. 

· Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H).






























One Time Volunteers
Definition:  A volunteer who has been approved to provide volunteer services for DJJ on a one-time basis within a year. 
Process for Approval
· Forms to be completed upon approval

· Application Form (Attachment D)

· Volunteer Criminal/Driver History Consent Form (Attachment F)

· Background Clearance 

Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H)

· Upload forms and document in SharePoint



















Regular Ongoing Volunteers
Definition: A volunteer who provides ongoing services at a DJJ location with no break in service as agreed upon in their volunteer agreement.
Process for Approval:
· Forms to be completed upon approval:

· Volunteer Application (Attachment D)
· Signed and notarized Criminal/Driver History Consent Form (Attachment F)
· Copy of state issued identification (i.e. driver’s license and Social Security or Passport)
· Background Clearance 
· Determination Letter
· Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H) 

· Volunteer Handbook (Attachment I)
· Volunteer ID/badge
· On-line Training requirements:
· HIPAA 
· Volunteer Orientation 
· PREA Modules 2 and 8a
· Mentor Orientation and Training (Mentors Only)
· Upload forms and document in SharePoint.



Large Group Volunteers
Definition:  10 or more individuals representing an organization or participating in an event.
Process for Approval
· Large group requests will be submitted and reviewed by the Central Office of Victim and Volunteer Services Director.
· Upon approval the local Director or designee will develop and submit an operational plan to the respective Deputy Commissioner for final approval.

· Forms to be completed by the volunteer for full authorization of entry and participation in the large group event:

· Written approval through email, letter, fax, or other means of written correspondence. 

· Application Form (Attachment D) 

· Volunteer Criminal/Driver History Consent Form (Attachment F) 

· Background Clearance

· Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H) 
 
· Sixty (60) days advance notice is preferable, however waivers may be granted in the event of case by case exceptions. 

· The local Volunteer Coordinator shall upload forms and document in SharePoint immediately upon receipt.







Interns
Definition: An undergraduate student or recent graduate who works on a voluntarily basis for a period of time on a job to get training in a particular area required for a class or a graduate student in a professional field gaining supervised practical experience.
Process for Approval:
· Complete a pre-selection Screening Form:

· Forms to be completed upon approval:
· Volunteer Application (Attachment D)
· Signed and notarized Criminal/Driver History Consent Form (Attachment F)
· Copy of state issued identification (i.e. driver’s license and Social Security or Passport)
· Background Clearance 
· Determination Letter
· Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form  (Attachment H) 

· Training requirements:
· HIPAA 
· Volunteer Orientation 
· PREA Modules 2 and 8/8A

· Signed Field Placement Agreement with University/College
· Upload forms and document in SharePoint.






Advisory Council
Definition: A group of volunteers who serve facilities as a non-governing link to the community by promoting the agency’s mission and goals and leveraging community support. 
Process for Approval:
· Complete a pre-selection Screening Form

· Forms to be completed upon approval:
· Volunteer Application (Attachment D)
· Signed and notarized Criminal/Driver History Consent Form (Attachment F)
· Copy of state issued identification (i.e. driver’s license and Social Security or Passport)
· Background Clearance 
· Determination Letter
· Signed Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H) 

· Volunteer ID/badge
· Training requirements:
· HIPAA 
· Volunteer Orientation 
· PREA Modules 2 and 8a
· Upload forms and document in SharePoint.




Advisory Council Continued
Purpose 

Advisory councils shall strive to broaden community support for the Department of Juvenile Justice and youthful offenders by promoting the agencies vision and mission.


Meeting

Advisory councils will meet at least one time per quarter. 


Responsibilities

Advisory councils will promote the vision and mission of the Department of Juvenile Justice through effective citizen participation and linking the facility/office to the community while educating others regarding youthful offenders and seeking resources that will assist the Department and it’s youthful offenders. 


What are we looking for?

We are looking for people from all walks of life, of all ages and backgrounds, who are willing to give of themselves in service to others through their role as a part of a DJJ advisory council member and through connecting youthful offenders and the Department with community partners and resources. 






Risk Management 

[image: http://ts1.mm.bing.net/th?id=HN.608037064307311485&w=250&h=166&c=7&rs=1&url=http%3a%2f%2fwww.naplesnews.com%2fnews%2f2013%2ffeb%2f15%2flee-teachers-receive-state-evaluation-results%2f&pid=1.7]









Youth Survey
[image: ]
Office of Victim and Volunteer Services
Youth Program Evaluation

Youth Name (Optional): ______________________
Date: ____/____/____
Volunteer Activity: _____________________
	
Answer Yes or No to the following questions

1. Course Material

a) The activity was interesting: _____
b) Did you understand the purpose of the activity?  _____
c) An important lesson was learned from this activity:  _____
d) Presentation and Comprehension: _____
Any other comment: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	


2. Instructor

a) Were the instructions clear?  _____
b) Did you find the program interesting?  _____
c) Did the volunteer answer your questions/concerns
 to your satisfaction? _____

Additional comments: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________







For user friendly version of this information please see Attachment I of this Manual. 
Print a copy and place in Attachments. 
Volunteer Survey
[image: ]Office of Victim and Volunteer Services
Volunteer Training Evaluation



Trainee Name (Optional): ______________________
Date: ____/____/____
Instructor Name: _____________________
	3. Course Material

Rate the following in a scale from 1 to 5:
(1-Poor) (2-Fair) (3-Average) (4-Good) (5-Exellent)
a) Overall course material: _____
b) The objectives of the training were clear?  _____
c) Explanation and contents:  _____
d) Presentation and Comprehension: _____
Any other comment: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	4. Instructor

a) Did your Instructor cover all of the topics?  _____

b) Were the instructions clear?  _____
c) Did you find your classes interesting?  _____
d) Did your instructor answer your questions/concerns to your satisfaction? _____
Additional comments: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	5. Skills acquisition and Knowledge gain
a) Did this course meet your expectations?  ____ 
b) Is it relevant to your purpose? _______
c) Would you recommend this course to others? ____
Your remarks: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	


3. What result do you expect from using information gained from this training? ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What specific assistance would be helpful to you in implementing the security and program information presented in this workshop? ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________














For user friendly version of this form please see Attachment II of this Manual. 
Print a copy and place in Attachments.

DJJ Staff Volunteer Program Survey
[image: ]Office of Victim and Volunteer Services
Staff Program Evaluation



Staff Name (Optional): ______________________
Date: ____/____/____
Volunteer Activity: _____________________
	
Answer Yes or No to the following questions

6. Course Material

a) Was the program material appropriate? _____
b) Was the purpose of the activity appropriate?  _____
c) Youth were engaged during the activity:  _____
Any other comment: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	


7. Instructor

a) Were the instructions clear?  _____
b) Did you find the program interesting?  _____
c) Did the volunteer answer questions/concerns appropriately? _____
Additional comments: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	
	






5. Were there safety or security concerns during this volunteer activity?  If yes, please explain: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



6. What weekend volunteer activities are needed at this facility? ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


7. Is there a need to have more structured volunteer activities at this facility? If yes, please explain:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






















For user friendly version of this form please see Attachment III of this Manual. 
Print a copy and place in Attachments.

Volunteer Services Program Scorecard

8.8 Advisory Council 	(Policy 14.4) (Rev. 7/3/15)
The facility has a diverse community advisory council that serves as a link between the facility and the community and meets at least quarterly.
	#
	Requirement
	Ratings
	Explanation/Recommendation

	1
	The advisory council is composed of no fewer than 5 and no more than 10 members, exclusive of the facility Director, and must include the local Volunteer Coordinator.
	|_| C  |_| NC |_|NA
	     

	2
	Each advisory council member is treated as a regular or long-term volunteer to include a criminal background investigation (preliminary clearance and fingerprint clearance), the signing of required Acknowledgements, and the issuance of an Identification card.
	|_| C  |_| NC |_|NA
	     

	3
	Advisory council members received an orientation and training through the DJJ Intranet within 30 days of appointment.
	|_| C  |_| NC |_|NA
	     

	4
	The Volunteer Coordinator maintains a separate record for each advisory council member that includes the criminal history investigation clearance form, Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H), and any training documents prior to serving on the Advisory Council.
	|_| C  |_| NC |_|NA
	[bookmark: Text3]     

	5
	The advisory council sponsors a minimum of one project each year that directly benefits the youth being supervised at the facility.
	|_| C  |_| NC |_|NA
	     

	6
	Advisory council meets at least quarterly and the facility Director attends all meetings.
	|_| C  |_| NC |_|NA
	     



8.18	Citizen and Volunteer Involvement (Policy 14.3)	(Rev. 7/3/15
The facility has a volunteer program to encourage a partnership that will promote safe and secure communities and empower youthful offenders to live safe, healthy, and productive lives. 

	#
	Requirement
	Ratings
	Explanation/Recommendation

	1
	A Volunteer Coordinator is appointed by the facility Director and oversees all volunteer programs.
	|_| C  |_| NC |_| NA
	     

	2
	All volunteers make a formal application for volunteer service using the Volunteer/intern Application Form.
	|_| C  |_| NC |_| NA
	[bookmark: Text2]     

	3
	All volunteers undergo a background investigation, including a preliminary clearance and a fingerprint clearance.
	|_| C  |_| NC |_| NA
	     

	4
	All volunteers sign a DJJ  Volunteer/Intern/Guest Consent and PREA Acknowledgement Form (Attachment H)
	|_| C  |_| NC |_| NA
	     

	5
	All volunteers undergo on-line training and orientation through the DJJ intranet prior to assignment and as a condition of service.
	|_| C  |_| NC |_| NA
	     

	6
	Permanent volunteers have an identification card that includes the person’s name and volunteer status which remains at the facility.
	|_| C  |_| NC |_| NA
	     




See Manual Attachment IV for Current Scorecard 
Print a copy and place in Attachments.




Resources and Supportive Material
[image: http://ts1.mm.bing.net/th?&id=HN.608052642150941568&w=300&h=300&c=0&pid=1.9&rs=0&p=0&url=http%3A%2F%2Factivecommunityenvironment.org%2F]



Attachments
A. Volunteer Coordinator Manual
B. Calendar
C. Volunteer Consent for Youth under 18
D. Volunteer Application Form
E. Denial Letter
F. Volunteer Criminal/Driver History Consent            
G. Government Agency Volunteer Verification Form
H. Volunteer/Intern/Guest Consent and PREA Acknowledgement Form
I. Volunteer Handbook
 
I. Youth Survey
II. Volunteer Survey
III. Staff Survey
IV. Volunteer Services Scorecard
V. Volunteer Services Sample Newsletter

*Print a copy of each of the following and place appropriately in manual.*










Tips to Recruit, Retain, and Recognize Volunteers
Recruit
· Host a volunteer fair and provide potential volunteers a chance to meet staff at the facility and be educated about DJJ Programming, Services, and Role of Volunteers.
· Partner with organized groups who have an interest in at-risk youth.
· Participate in community events; hosting an informational table on volunteerism and the Department of Juvenile Justice.
· Develop publications and informational resources (brochures, newsletters, videos, etc.).
Retain
· Respect and encourage volunteers.
· Recognize volunteers both privately and publicly for their contributions to the agency and the youthful offenders it serves. 
· DJJ staff should maintain control over and deal with any behavioral issues among youth during all events involving volunteers. 
Recognize
· Provide positive feedback to volunteers frequently during their service.
· Informally recognize volunteers frequently through words of thanks and praise. 
· Formally recognize volunteers annually by means to be determined by the director in conjunction with the advisory council. 
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