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Day Camp Volunteer Manager Resource Guide
Thank you for volunteering to lead the volunteer recruitment and training at Day Camp.  Your job of Volunteer Manager is an important one.  The following resources are intended to help guide you through the necessary steps for safe summer.  If you have any questions at anytime, please contact your day camp director or camp director liaison.  
Creating a Climate of Respect and Safety

Please review pages 13 - 17 of the Council Reference Guide, as River Valleys expects all day camp volunteers will be familiar with the following “Volunteer Climate and Safety” expectations.  Please see the Council Reference Guide for a more detailed description of each: 
· Working with Children:   It is a privilege to work with our members and we are responsible for creating an environment that is free of child abuse, exploitation and neglect, and is a safeguard for the health and well-being of the girls.

· Reporting Child Abuse or Neglect:  Any volunteer who has reason to believe that a Girl Scout is being abused physically or sexually, or neglected, must immediately repot the information.  

· Background Check:  River Valleys conducts these to ensure the safety and well-being of the girl members; River Valleys has the right to disqualify or restrict the duties of any person who has information come forward through their background check.

· Discriminatory and Sexual Harassment:  River Valleys believes that all volunteers have the right to enjoy an environment free of discrimination, discriminatory harassment, and sexual harassment.  Any volunteer who believes they have been subject to discriminatory harassment should make their concerns known. 

· Conflict Management:  River Valleys will work to resolve conflicts between volunteers and staff members in an equitable manner consistent with its policies and procedures.  
It is highly recommended that all day camps use the standard volunteer application provided by River Valleys.  This document ensures day camps are provided with information to help match a volunteer with their interests.  If a day camp chooses to create their own form or modify the form, the new form must be approved by council staff prior to use.
Role of Adult Volunteers

Adult volunteers play an important role in the day camp experience.  They are not only there to help the campers have fun and older girls grow in their leadership skills, but to have fun while making a difference in the lives of a girl! Your role is to enable them with the tools to accomplish this.  Simply put, the adult volunteer is to the unit what the older girls are to the campers.
Recruitment of Volunteers 
Recruitment of volunteers is one area you may be responsible for.  This would include creating a recruitment plan, developing a marketing message, and using a variety of techniques to reach your targeted audience. Successful recruitment plans include the following:

· Clear, well-developed position descriptions (provided to day camps by River Valleys)
· Specific, targeted messaging

· Clear statement of need

· Statement of benefits

· Audience appropriate

· Utilize a variety of marketing techniques

· Invite the audience to join
· An understanding of personal motivation 

· Enthusiasm
Recruitment messaging in any form includes the five following points:

· A stated need (“Is there a problem?”)

· A solution (“Can this position help solve it?”)

· Fears (“Will I be capable of helping with it?”)

· Benefits (“What’s in it for me?”)

· Contact (“How do I get involved?”)

Recruitment of volunteers can occur in a variety of locations and through a variety of networks.  Utilize those in your community, local businesses, parents of campers, and community groups.  Posters, fliers, the internet, and word-of-mouth are all ways to spread the word about your day camp.  Start early, and always recruit on the basis of the service and program opportunities for the girls and not the needs of the day camp.  Volunteers come to help people!   
Registering Volunteers

Once volunteers are recruited and committed, the next step is to get them registered.  Each volunteer is expected have a current membership with River Valleys.  The only exception would be those from an outside agency providing programming for the day camp participants (i.e. staff members with a traveling program such as Underwater World).  All new volunteers as of October 1, 2008 are also expected to successfully complete a background check.  The steps are outlined and documents are available to complete this process on the River Valleys’ website.  
Tracking and Placement of Volunteers

Once adults have officially registered for the day camp, River Valleys recommends using the Volunteer and Older Girl Tracking form to help place them in program areas or units.  Some things to consider when placing volunteers will include:

· Availability:  Can she help with any pre- or post-day camp preparations?  What’s her schedule during the week of day camp?  Does she have any other commitments that may limit her?

· Experience:  Has this adult volunteered at day camp before?  Does she have Girl Scout experience?  

· Interests:  What is she interested in doing?  Does she have a passion for any specific program area? Where can her talents shine through the most?

· Training:  Does she have any additional training or certifications (i.e. Lifeguarding or Sleep Out/Cook Out)?

Above all, the most critical thing is that adults are adequately prepared and set up for a great volunteer experience. Using the tracking form, taking into account their prior experience(s), and most importantly, the volunteers’ own interests when placing them will put the pieces in place needed for a volunteer to have an amazing experience that keeps them coming back year after year!

Motivation of Volunteers

The reason volunteers agree to volunteer can be categorized into three distinct categories:

· The need for achievement:  These volunteers strive for excellence and want to attain their personal best.  They are calculated risk takers, are innovative, will do what they say, are task-oriented, work well by themselves, love challenges, and like to problem solve.

· The need for affiliation:  These volunteers enjoy mutual friendship, want to be liked and accepted, strive for warm, friendly relationships, enjoy interactions on a personal level, and are most happy in situations where there is a strong social component.

· The need for influence:  These volunteers are comfortable in a leadership role.  They are decision makers, view themselves as capable, independent workers, have the need to impact and influence others, like to give advice, are outspoken, confident, charismatic, and create confidence in others.  

Recognizing these needs in the personalities can be quite helpful when placing them for their volunteer assignments.   

Orientation and Training

Volunteer-led day camps should plan several orientation and training sessions for older girls.  These sessions help them not only to acclimate them with the organization and schedule of day camp (orientation), but also help train them for their role at day camp (training).  Topics to cover in an orientation and training session need to include but aren’t limited to:

· Review of programs and attendees

· Introduction of key volunteers

· Introduction to facilities and equipment

· Introduction of volunteer manual 
· Description of procedures, guidelines, expectations

· Description of further training, interaction, support

· Orientation to individual volunteer position

· Reminder of vision of River Valleys and how volunteers fit into the whole mission plus the importance of their contribution to both River Valleys’ and the day camp’s success

Most of this information will come from the day camp leadership team and the day camp director’s documents.  
Training 

People learn best when they want the knowledge, take an active part in getting it, and ultimately enjoy the teaching.  Learners retain:

· 10% of what they read

· 20% of what they hear

· 30% of what they see

· 40 – 50% of what they hear and see

· 70% of what they say as they talk (discussion with others)

· 90% of what they do (skill practice)

	Method
	Recall in 3 hours
	Recall in 3 days

	Telling only
	70%
	10%

	Showing only
	22%
	20%

	Telling and Showing
	85%
	65%


To help volunteers retain the information they are given during their orientation and training, River Valleys recommends that orientation and training sessions be held 1 – 2 weeks before day camp.  As they time allows, both should have a mix of group interaction/active learning opportunities for participants. 
Volunteer Manuals
An easy way to help volunteers retain their information and formalize their training is to create a manual they can refer to.  Content of volunteer manuals include (but aren’t limited to):

· Description of the program (goals, history, programs)

· Listing of Key Volunteers and Contact Information

· Map of program site

· Position description

· Schedules for each day

· Roster of unit

· Information on volunteer rights and responsibilities

· Dress code

· Termination Procedures 
· Emergency Procedures

· Reimbursement forms (if applicable)
Recognizing Volunteers

Volunteer Managers, in particular, have a responsibility to recognize other volunteers for their contributions to the day camp program.  Some ideas of ways to show appreciation for the volunteers helping at day camp can include:  

· Small Bag of Tea for doing a “Tea-riffic” job

· Thank everyone personally

· Recognition in front of the large group at the end of the week

· Camp shirts

· Patches

· Thank you cards

· One meal provided during week

· Candy throughout the week

· Breakfast (coffee and donuts) one-two mornings a week

· Camp Trinkets with the day camp logo such as hats and water bottles 

Evaluation of Volunteers
Day camp volunteers are interested not only in serving the day camp participants and program, but also their own self development and growth.  It’s important to provide day camps with the opportunity to both self-evaluate and be evaluated by their direct supervisor.  These evaluations can be used in the future, as well.  River Valleys has created an evaluation for adult volunteers to use; these should be completed within two weeks of the last day of day camp, completed, and kept on file by the day camp. 
Evaluation of day camp by Volunteers

Day camp volunteers can provide a useful eye in helping to shape and grow the day camp program.  Providing them with an outlet for feedback not only shows you value them, but also their ability to see things from a different perspective.  This gives them the chance to shape how future day camps will be managed.  Some questions that could go onto a day camp evaluation include:
· How do you feel about your experience as a volunteer?

· Do you feel the training you received for your position was adequate?  If not, please explain.

· Is there adequate communication between you and the day camp leadership team?

· Do you feel you were needed in your position?

· Would you like to expand or change your volunteer assignment?  Within you present area?  In another volunteer position?

· Is there anything we could do to improve the quality of your volunteer experience?

· Did you have any additional comments or constructive criticism?
River Valleys has created an evaluation for adult volunteers to use; these should be completed within two weeks of the last day of day camp, completed, and kept on file by the day camp.
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