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Certain components are basic to the effective and efficient operation of any volunteer-supported program.  

These areas are:
· Identifying needs – both programmatic and volunteer related
· Attaining resources – materials and people
· Implementation
· Program evaluation, renewal and continuity

When engaging volunteers, it’s important to consider the kinds of volunteers that will be involved – ongoing and/or occasional (episodic).  Teens, college students, senior citizens, virtual volunteers, whole families and volunteers with disabilities are all viable volunteer resources.  

Written position descriptions/task lists are important for any volunteer management system.  There are eight basic elements of an effective volunteer position description.  

These include:
· Title
· Goals
· Duties
· Qualifications
· Supervisor
· Time required
· Training needed
· Benefits

Volunteer recruitment builds upon:

· identification of organizational need for volunteers 
· exploration and understanding of the kind of volunteer needed for the task 

The “type” of volunteer becomes the target audience for messages to be shared through communication strategies to get people interested enough to contact your organization and potentially volunteer.  

· Be specific – tell volunteers exactly what is needed and expected of them.
· Be honest – tell volunteers how much time is involved and the length of the commitment.



Research shows (Independent Sector, Giving and Volunteering in the United States, 2001) that the best way to recruit volunteers is to ask them: 71% of people will volunteer when asked.  Word of mouth, radio, television and print are all communication options.  Individual who are currently volunteering for an organization are the best recruiter of new volunteers.  It’s important to design recruitment strategies that involve existing volunteers in both the message’s design and delivery.

Broad-based recruitment is most effective for volunteer roles that don’t require specific volunteer characteristics or qualifications.  Targeted recruitment is most effective when the audience is clearly defined and recruitment is a matter of determining and tracking down the right person for the role.  This form is necessary when certain skills (for example - carpentry, clerical, accounting, technology or artistic) are necessary for the volunteer role.  

Actions:

  	Develop a “circle of resources” that enlists partners.  Look at people that are close to and connected with the project and its mission.

  	Set timelines so progress and impact can be assessed. 

  	Consider what the project needs as it relates to volunteers.  It’s important to understand volunteers’ motivation - achievement, affiliation, power.  It’s imperative that a volunteer’s desired qualifications, the proposed tasks and benefits – both tangible and intangible – are clear, written and communicated to volunteers and all those involved.  It’s also critical that volunteers know where they can get more information or additional support.

Michigan State University Extension’s Volunteerism Area of Expertise supports the utilization of the I.S.O.T.U.R.E. model* that provides universal management application to any volunteer-supported program, no matter the location, purpose, structure or size. 

The model includes:
· Identifying
· Selecting
· Orienting
· Training
· Utilizing
· Recognizing 
· Evaluating

Special Recruitment Considerations

· Understand the organization’s philosophy of volunteer involvement – do staff support the utilization of  volunteers?
· Clearly articulate and communicate the organization’s goals for volunteer involvement – both with staff, partners and targeted volunteers
· Consider the wording used throughout messages
· Detail what will be offered to volunteers – such as transportation, food, free gifts, training, on-going support, etc.
· Be clear on what the volunteer will gain – i.e. building a resume or learning job skills
· Consider challenges volunteers may face such as language barriers, organizational or cultural traditions
· Be committed to volunteer recruitment as a year-round process
· Don’t confuse recruitment with publicity

Volunteer retention is also an important consideration.  One way to achieve volunteer retention is to continually implement the I.S.O.T.U.R.E. model.  This means ensuring there is regular and meaningful two-way communication with volunteers, utilizing whatever means works for each volunteer.  For example - email for some, phone calls for others and lunch meetings too!

Additionally, including risk management practices and a risk management plan into program planning and volunteer recruitment enables those managing the program to focus on the challenge of meeting the needs of the organization, partners, communities and program participants.  

Program planning areas to consider include things such as:

· Behavioral expectations and code of conduct for youth and adults
· Certificates of insurance – liability, property damage, medical
· Chaperone policies
· Confidentiality issues 
· Discipline and dismissal procedures for youth and adult volunteers
· Emergency plans for severe weather
· Enrollment procedures for youth and adults
· Facility and location selection and safety issues
· First aid kits
· Health and media release forms
· Incident report forms (injury/property damage)
· Indemnification and hold-harmless statements
· Overnight program housing policies
· Participant age policy
· Participant safety for youth and adults
· Permission forms
· Record keeping
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Year-round
· List volunteer opportunities on the Listening to the River web site.
· List volunteer opportunities on the United Way “Hub.”
· List volunteer opportunities on VolunteerMatch web site.
· Ensure partners and organizations that are involved have a link from their web site to the LTTR web site.
· Encourage partners to include volunteer recruitment messages when they send out hard copy or e-newsletters.
· Ensure partners and Project team members utilize the “volunteer card” when having conversations about Listening to the River (script for one-on-one conversations).
· Utilize a one-page flyer, with pictures, to post that details a “volunteer recruitment” message.

“Casting the Net”
Three Times a Year (early January, April/May, early September)
· Submit an article with volunteer recruitment information as a Public Service Announcement to newspapers and other written publications. (For example - MSU Extension Connection in the Grand Traverse Herald and Listening News.)  Remember to utilize electronic communication such as email or submit information through the company’s web site.
· Submit volunteer recruitment information as Public Service Announcements to radio stations.
· Submit volunteer recruitment information to TCTV2.  Possibly utilize a video of kids and adults with a narrated message or printed message.
· Submit volunteer recruitment information to television station Community Calendars.  (7&4, 9&10 and 29&8)
· Email project partners and current and past participants with volunteer recruitment message.  For example, utilize Listening News.
· Build the resource list.
· Visit local college classes to recruit volunteers as interns or to engage with LTTR as a Service-Learning opportunity.
· Send email notes to the current volunteer list as events are planned and needs are identified.  Ask them to recruit others to volunteers!

As Needed
· When programs are being planned, conduct individual “asks” to people who have the skills and/or interest that match program needs.
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Television

News Director
WTOM/WPBN TV 7 & 4
News tip line: 1-800-968-2504
newsroom@tv7-4.com
Community Calendar: submit information using on-line form
http://www.tv7-4.com/

News Director
WGTU TV 29 & 8
(231) 946-2900
Fax: (231) 946-1600
Community Calendar: submit information using on-line form
http://www.wgtu.com/

News Director
WWTV-WWUP TV 9 & 10
1-800-STAR-910 (7827-910)
Community Calendar:  submit information using the on-line form (under the classifieds or community tab)
news@9and10news.com
http://www.9and10news.com/

TCTV2
Traverse Community Television
(231) 932-8572
bulletinboard@tctv2.org
http://www.tctv2.org/

Fox 33 WFQX-TV
(231) 775-9813
fyi@fox33.com
http://www.fox33.com/

CMU Public Television
Send all news information & press releases to: David Nicholas - News Director nicho1d@cmich.edu
http://www.wcmu.org/

WLLZ TV12
contact@wllztv.com

News Papers/Magazines

Grand Traverse Herald
Garret Leiva
gleiva@gtherald.com
http://www.gtherald.com/






Traverse City Record Eagle
(231) 946-2000
Fax: (231) 946-8632
Letter to the Editor: letters@record-eagle.com
http://www.record-eagle.com/
[bookmark: Community]Record-Eagle Community News
Alison Widmer, Librarian  933-1505 awidmer@record-eagle.com
Newsroom librarian, births, education briefs/calendar 
Stephanie Beach, Community news and staff writing  933-1506 sbeach@record-eagle.com
Weddings, anniversaries, religion briefs/calendar, senior citizen briefs/calendar, entertainment & nightlife calendars, community news briefs, home and garden news 
Gretchen Murray, Community news and staff writing  933-1490 gmurray@record-eagle.com
Business briefs, memoranda briefs, health briefs, calendar and newsmakers 
Deborah Long, Community news and staff writing  933-1470 obits@record-eagle.com
Obituaries and community calendar 
Northern Express
(231) 947-8787
info@northernexpress.com
http://www.northernexpress.com/

Families First Monthly
(231) 271-0222
families@charter.net
 
Traverse Magazine
(231) 941-8174
Email contact th rough web site.
http://www.traversemagazine.com/

Bay Area Times
(231) 929-7889

Radio

MacDonald Garber Broadcasting
WKHQ – 106 FM
(231) 947-1106
Submit event information:
peggy.small@lite96.com
http://www.106khq.com/





W-Lite WLXT 96 FM
1-800-968-96-FM
Submit event information:
shannon.winnie@106khq.com
mail@lite96.com
http://www.lite96.com/

Mix96 FM
(231) 775-1263
cadillacsbestmix@thenewmix96.com
http://www.mix96cadillac.com/

WATT Newstalk 1240 AM
Under construction – 
http://www.radiomgb.com/watt/

WMKT 1270 AM The Talk Station
1-866-776-4996
vic@wmktthetalkstation.com
http://www.wmktthetalkstation.com/

Northern Star Broadcasting
WJZJ FM – 95.5 The Zone
(231) 627-2341
cartman@modernrockthezone.com
http://www.modernrockthezone.com/

WGFN FM
Classic Rock – The Bear
(231) 627- 2341
ted@classicrockthebear.com
april@nsbroadcasting.com
http://www.classicrockthebear.com/

CMU Public Broadcasting
David Darling
3445 South Lee Point Road
Suttons Bay, MI  49682
231-271-5942
Fax: 989-774-4427	

WJML News-Talk 1210 AM
231-947-1210
jason@wjml.com

WIAA FM 88.7 Interlochen
WICA FM 91.5 Public Radio
(231) 276-4400
payettepc@interlochen.org
http://www.interlochen.org/ipr/

WKLT – Double Rock
(231) 947-0003
omelette@wklt.com
terri@wklt.com
http://www.wklt.com/



WLDR – 101.9 Sunny Country
(231) 947-7200
Submit information via Email using on-line form.
http://www.wldr.com/

WLJN - religious
(231) 946-1400
Submit information via Email using on-line form.
info@wljn.com
http://www.wljn.com/

WTCM NewsTalk 580
WTCM FM Radio 103.5 FM
(231) 947-7675
Community event information to: ColleenWares@wtcmi.com
Fax: 929-3988
wtcm@wtcmradio.com
http://www.wtcmi.com/

WNMC Radio 90.7
(231) 995-1090
Submit information via Email using on-line form.
http://www.wnmc.org/

WCCW 1310 AM - Sports
WCCW 107.5 FM – Oldies
(231) 946-6211
wccwprod@chartermi.net
http://www.wccwi.com/

WFCX – Classic Hits The Fox 
thefoxfm@943thefoxfm.com
http://943thefoxfm.com/

WJZQ 92.9 FM The Breeze
Fax: (231) 929-3988
Calendar@929TheBreeze.com
http://www.929thebreeze.com/

WJZZ – Smooth Jazz
(231) 263-9500
http://www.1075wjzz.com/home.asp
If you are a non-profit organization and have a PSA you would like on Smooth Jazz 107.5, please send your announcement plus a copy of Form 501C3 or your Tax ID Number to: 101 Marietta St., 12th Floor
Atlanta, GA 30303
Attn: Promotions Dept.
WMKC 102.9 & 93.9  
Big Country
231) 627-2341 
http://www.1029bigcountry.com/

W201CM 88.1 FM
Rejoice Broadcast Network
1-800-726-1191
rbn@rejoice.org
WSRT 106.7 Soft Rock
wsrt@1067wsrt.com
http://www.1067wsrt.com/
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Generic Press Release



FOR IMMEDIATE RELEASE:

CONTACT: 
Contact Person
Company Name
Voice Phone Number
FAX Number
Email Address
Website URL
It’s Immersive, It’s Tangible, and It’s Innovative!

<Traverse City>, <MI>, <Date> - You can be a part of a National Science Foundation pilot project right now!  Yes, you’ll get wet.  And yes, you will help youth use some incredible equipment to capture the essence of a watershed.
Listening to the River is an emerging model that is designed to show our community, and other communities, how to use informal science education resources to build a sound and video map of a watershed.   
Answer the questions "who", "what", "when", "where", "why" and "how". Your text should include pertinent information about the event.   Make sure to include the date, location of the event and any other pertinent information.  Include a quote from someone that is a credible source of information; include his/her title or position and why he/she is considered a credible source.  
Keep sentences and paragraphs short; a paragraph should be no more than 3-4 sentences.  The release should be between 500 to 800 words.  Remember to proofread for grammatical errors! 
The last paragraph should read: For additional information on (put in the subject of this release), contact "name" or visit http://listeningtotheriver.org/  
- MORE -
Listening to the River is an exciting, multi-disciplinary education project that engages students, ages 14 to 17, in the scientific exploration and documentation of their local watershed.  The project has several components:  Watershed Discovery, Soundscapes Radio Segments, Waterscapes: Traveling Children’s Museum or Science Center Exhibits and Listening to the River Website. 
### 
At the end of the release, you need to indicate that the release is ended. This lets the journalists know they have received the entire release. If your release goes over one page, type "MORE" at the bottom of the first page. 




























MSU is an affirmative-action, equal-opportunity employer.  Michigan State University Extension programs and materials are open to all without regard to race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, marital status or family status.		





Sources (references):

Michigan 4-H Youth Development Programs, 4-H Program Planning and Management Reference Guide, Michigan State University Extension, 4-H Youth Development, Children, Youth and Family Programs, April 2006.

Michigan State University Extension Volunteerism Area of Expertise, Achieving Success Through Volunteers: A Curriculum for the Effective Administration of Volunteer-Supported Programs, 2005.*

*	This curriculum (notebook and training CD) can be ordered by contacting Dr. Julie Chapin at Michigan State University Extension, 160 Agriculture Hall, East Lansing, MI 48824-1039.  Voice: (517) 432-7608 or chapin@msu.edu   The cost is $85 and shipping is $8 if being sent out of Michigan.

Leading Volunteers – Best Practices for Today, Lisa Robitshek, October, 2006.  Sessions presented through Northwestern Michigan College’s Extended Education Services.

Wanda J. Repke, Michigan State University Extension, 4-H Extension Educator, Grand Traverse County 4-H.
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