Docent Council of the San Antonio Zoo Guidelines

The name of this organization shall be “The Docent Council of the San Antonio Zoo”

Docent Advisory Board

The Docent volunteers are administered by an elected group of Docents, which functions as the Docent Advisory Board, in collaboration with the Volunteer Supervisor. The role of the Docent Advisory Board is to support the mission of the San Antonio Zoological Society. In cooperation with the Volunteer Supervisor, the Advisory Board will support volunteer efforts that meet the needs of the San Antonio Zoo while facilitating a collaborative relationship between Zoo staff and volunteers. The supervision of the council will be vested in its officers with guidance from the Volunteer Supervisor. The final authority shall be the Volunteer Supervisor and subject to the approval of the Education Manager and the Zoo Director. All volunteers must uphold the rules, policies and procedures set forth within the San Antonio Zoo Volunteer Handbook.

The San Antonio Zoo Docent Advisory Board will include persons elected during the annual voting meeting:

Advisory Board Chairperson 

The Docent chairperson presides over all Docent meetings and acts as a liaison between the Docent organization and the Zoo. The chairperson works closely with the Docent board members and with the Zoo’s Education Department staff (especially the Volunteer Supervisor) to help ensure that the Docent Council supports the mission of the San Antonio Zoo. The immediate past chairperson may represent the Docents at the annual AZAD conference and/or the annual AZA conference. 

Time Commitment:

· Minimum requirement "active" docent status. 

· Plan and preside over all board and general meetings 

· Attend and open fall and spring training classes 

· Be available to discuss concerns brought forth from docents and /or Ed. Center Staff 

· Attend AZAD meeting as delegate 

· Be willing to attend all committee meetings 

Skills: 

An experienced docent in good standing, dependable and possesses leadership qualities.

Duties: 

· Assist the Education department planning and organizing Zoo activities, educational programs and volunteers 

· The ability to facilitate a collaborative working relationship between the zoo staff and the docents, considering the needs of each group, in order to support the zoo’s mission statement 

· Work with Education Specialist for Volunteer Services to develop agenda for Advisory Council Board and general meetings 

· Appoint Head Docents and heads of special committees 

· Attend all docent meetings 

· Attend AZAD meeting as a delegate 

· Support the policies and procedures set forth in the Volunteer handbook

Minimum qualifications: 

· Able to facilitate harmonious and collaborative relationships between zoo staff and docents 

· Must be dependable 

· Must be able and willing to fulfill all requirements for Docent Chairman and "Active" docent status as stated in the Volunteer Handbook. 

· Able to provide appropriate uniform 

· Must have completed the 2 year training requirement 

First Vice Chair (School Advisor)
The First Vice Chairman is responsible for confirming all scheduled Docent led educational activities. He/she will also preside at meetings with the support of the Volunteer Supervisor, in the absence of the Docent Chairman.

Time Commitment: 

· Minimum requirement of "Active" docent status 

· Sending information out to the schools planning docent led, zoo education activities 

· Attend all Docent Board and General Meetings, willing to preside over those meetings, in the absence of the Docent Chairman

Skills: 

· Must be dependable and have leadership skills 

· Must be willing and able, on a regular basis, to get the necessary information out to those schools planning Educational Programs.

Duties: 

· Mail information to the school groups who have made reservations for education center presentations, zoo tours or other docent led zoo activities. The packet of information should ideally be sent to the teachers approximately 2 weeks before the scheduled date of their visit. 

· In the absence of the Docent Chairman, The First Vice Chairman will preside over Board and General Meetings, as well as other docent functions.

Minimum qualifications: 

· Must be dependable as well as willing and able to communicate regularly with schools involved. 

· Maintain requirements of "Active" docent status 

· Must be capable of fulfilling time commitment as required 

· Able to provide appropriate uniform 

· Able to facilitate harmonious and collaborative relationships between zoo staff and docents and willing to support zoo’s mission statement 

· Must have completed the 2 year training requirement 

Second Vice Chair (Program Advisor) 

The Second Vice Chair is responsible for arranging programs for the Docent Council. Such programs may include guest speakers for General Meetings, field trips, and other special events. This board member will work collaboratively with the Volunteer Supervisor and the Docent Chairperson.

Time Commitment: 

· Time required to plan and make arrangements for guest speakers and docent trips. 

· Minimum requirement of "Active" Docent status

Skills 

· Must have the initiative to find engaging speakers for the General Meeting programs and to plan several educational trips for the docents each year. 

· Must be dependable and possess organizational skills.

Duties: 

· Program Advisor plans and sees to it that there is a program provided for every General Meeting. 

· Contact speaker prior to the meeting in order to: 

· Get background information about him/her for the introduction 

· Make sure speaker knows where and when the meeting will take place. 

· Send "Thank You" note to the speaker after the meeting 

· Plan and oversee all trips taken by the Docent Council

Minimum qualifications: 

· Must be dependable, with good communication skills 

· Maintain requirements of "Active" docent status 

· Must be capable of fulfilling time commitment as required 

· Able to provide appropriate uniform 

· Able to facilitate harmonious and collaborative relationships between zoo staff and docents and willing to support zoo’s mission statement 

· Must have completed the 2 year training requirement 

Membership Advisor 

The Membership Advisor is responsible for assisting the Volunteer Supervisor in all aspects of Docent Council membership. These duties include recruiting new Docents, organizing and hosting the Docent Open House, maintain the current Docent membership list and collect annual dues related to memberships. 

Time Commitment: 

· Varies throughout the year, but the busiest time is several months prior to beginning of fall and spring training classes 

· Mandatory attendance at Docent Advisory Council Board Meetings, General Meetings and Membership Committee Meetings 

· Minimum requirements of "Active" docent status

Skills: 

· Good organizational skills 

· Typing and /or minimal computer knowledge

Duties: 

· Assist with publicity for recruitment 

· Assist with Open House for prospective new docents 

· Interview prospective new docents 

· Maintain up to date docent membership records 

· Must be willing to work closely with the Education Specialist for Volunteer Services and the Education Department Receptionist

Mid to late Summer 

· Send letters to general docent members regarding renewal of membership, beginning of Fall Training, immunizations, etc. (Letters must be reviewed by Education Specialist for Volunteer Services, Education Manager and Docent Council Chairman before mailing) 

· Dues and returned Membership Renewal Applications are sent to the Membership Chairman. The Membership Chairman organizes the information. The checks and applications are given to the Education Specialist for Volunteer Services. A copy of each returned membership application should be made for the Membership Chairman’s records. 

· KEEP THE DOCENT MEMBERSHIP CARD FILE UP TO DATE 

· Attend the summer Open House 

· Conduct interviews of prospective new docents. Notify prospective docents not able to attend the Open House by letter and set up appointments for interviews. (letter must also be reviewed as per above) 

· Notify new docents of acceptance, dues, etc. (send same letter as sent to returning docents) 

· Give Head Docents and Ed. Center receptionist a list of the new and returning docents. (organize list by day)

Fall Months: 

· Dues reminders need to be sent 

· As dues continue to come in during the fall, up date the information for the Docent Directory and give to the Education Department Receptionist for printing (the directory is kept on the Education Receptionist’s computer) 

· Attend the fall Open House and conduct interviews during November and December for Spring Training (send appointment letter similar to above)

Early Spring: 

· Give list of all docents earning service pins to the Education Specialist of Volunteer Services 

· Give up to date docent directory information to Ed. Center receptionist and Newsletter Chairman (information should be printed in the newsletter)

Minimum Qualifications: 

· Must be dependable 

· Must uphold "Active" docent requirements as stated in the Volunteer Handbook, such as dues, uniform, training and immunizations 

· Able to facilitate harmonious and collaborative relationships between zoo 

staff and docents and willing to support zoo’s mission statement. 

· Must have completed the 2 year training requirement 

· Must be able to fulfill time commitment as required

Recording Advisor 

The Recording Advisor is responsible for recording and maintaining pertinent information from all Docent Board Meetings and General Meetings. The recording advisor is also responsible for sending condolence and get-well cards as requested by the Docent Board members. 

Time Commitment: 

· Mandatory attendance at all Docent Council Board and General Meetings, as well as the Board Retreat. 

· The majority of the time commitment will be spent outside "meeting time", reviewing notes taken at the meetings and transcribing them into a report format. 

· Occasionally, send condolence and get well cards as requested.

Skills: 

· An ability to take accurate, clear notes or record meetings with a tape recorder 

· Be able to transcribe notes into concise typewritten report form. Must have access to a computer or typewriter. 

Duties: 

· Recording and transcription of minutes into report form for all Docent Council Meetings, General Meetings and the annual Board Retreat 

· Make copies of "minutes" of the meetings listed above. 

· Distribute or mail report of minutes to Education Staff, Docent Council Board Members and post a copy on the Docent Bulletin Board. (Copies of reports can be made at the Education Center.) 

· Keep copy of reports in Recording Secretary’s notebook. 

· Handle all correspondence as needed including, but not limited to, "Get Well" and "Condolence" cards. A copy of all correspondence should be kept in the secretary’s notebook. Additionally, maintain a record of the date and to whom the condolence or get well card was sent, for reference purposes. 

· Coordinate refreshments for all the General Meetings by contacting specific Head Docents when it is their turn to provide refreshments for a meeting. 

Minimum qualifications: 

· Must be dependable and be available for attendance at meetings. If unavailable, it would be necessary to find a substitute to take notes. 

· Must be able to transcribe notes into typewritten form and deliver copies to all Docent Council Board members and Education Staff and post copy on bulletin board, in a timely manner. 

· Maintain requirements of "Active" docent status 

· Able to provide appropriate uniform 

· Able to facilitate harmonious and collaborative relationships between zoo staff and docents and willing to support zoo’s mission statement 

· Must have completed the 2 year training requirement

Head Docent
Head Docents act as liaisons between the Advisory Board and the Docent Council members. These board members work cooperatively with the Docent Chairman and Volunteer Supervisor to organize Docent activities and programs. During the summer, the Docent Chairperson is responsible for appointing one Head Docent to represent each of the following days: Tuesday, Wednesday, Thursday, Friday and Weekends.

Time Commitment: 

· Minimum requirement of attendance of specific day, Docent Advisory Council meetings and appropriate Docent training classes.

Skills/Abilities: 

· An experienced Docent in good standing, dependable and possesses leadership qualities.

Duties: 

· Head Docents assist the Education department with the planning and organizing of Zoo activities and programs. 

· Head Docents act as a liaison between the Zoo and fellow Docents and visitors. 

· Able to establish and maintain effective working relations with 

· Zoo staff and volunteers. 

· Able to deal effectively with the public. 

· Supports the mission of San Antonio Zoological Society and 

· facilitates a collaborative relationship between Zoo staff and volunteers. 

· Assist the Education department with fellow Docents 

· assignments, attendance records, training and maintaining the 

· Zoo’s mission. 

· Supports policies and procedures set forth in the Volunteer 

· handbook. 

· Ability to appropriately address, guide and coach fellow Docents 

· for success. 

· **(In the event that a docent is not fulfilling the requirements set forth in the Volunteer handbook the Head Docent will address the issue in collaboration with the Docent chairman, Education Specialist for Volunteer Services and the Education Manager).

Minimum Qualifications: 

· Must be dependable. 

· Upholds specific Docent requirements stated in the Volunteer 

· handbook, such as, dues, uniform, training and immunizations. 

· Must be capable of fulfilling time commitment as required. 

· Able to provide appropriate uniform. 

· Able to facilitate harmonious and collaborative relationships 

· between Zoo staff and volunteers. 

· Continue to maintain reasonably current knowledge related to 

· the Zoo’s collection as it relates to public education. 

· Must have completed the 2 year training requirement

Staff advisors
Three Education department staff members also attend all Docent Advisory Board functions. These three positions are usually held by the Education Manager, the Education Curator, and the Volunteer Supervisor.

Nominating Committee Advisor
The immediate past board chairperson holds the position of Nominating Committee Advisor. This advisor chairs the Nominating Committee which consists of each head Docent, one active Docent representing each day (Tuesday, Wednesday, Thursdays, Friday, and Weekend) and one Education Department staff member. The role of the committee is to create a slate of Docent Advisory board members. The past board chairperson and the Education staff member will serve in a non-voting capacity. The nominating committee shall meet before March 1 and complete its work by April 1. The slate of officers will be presented to the Docent council via mail two weeks prior to the regular spring general meeting. Nominations for additional candidates will be accepted from the floor during the spring general meeting. Officers will be elected by simple majority vote. Elected officers shall assume office immediately after the election.

Terms of Office

Officers shall be elected for a term of one year beginning at the end of the Spring General Membership meeting and ending at the close of the following Spring General Membership meeting or until their successors have been duly installed. Officers can be elected for an additional term of one year. After serving two consecutive terms in the same office, re-election is possible after a period of one year. A vacancy occurring in the office of the Council Chairman shall be filled by appointment of the Advisory Board with approval of the Volunteer Supervisor. A vacancy occurring in any other office shall be filled by appointment of the Council Chairman, with approval from the Advisory Board and the Volunteer Supervisor, for the unexpired term. 

Membership

Docents support the San Antonio Zoo’s mission by widening the Education Department’s areas of contact with school children and zoo visitors. Docents promote conservation through education by disseminating information on conservation, zoo animals, plant husbandry, species survival, wild and captive animal populations during a variety of educational programs and tours. Docents report to the Volunteer Supervisor.

Essential functions:

· Establish and maintain positive, cooperative, and effective working relations with fellow volunteers and zoo staff.

· Constantly exhibit a customer service attitude, a smile, and an obvious interest in visitor comfort and service.

· Communicate with the public in a courteous and tactful manner and assist visitors with questions and directions to various areas of the zoo. Address the visitor – do not wait to be asked.

· Remove trash and debris from public areas: i.e. pick up litter whenever you see it.

· Disseminate appropriate and accurate information while interacting with zoo visitors one on one or in small groups.

· Answer questions and provide positive input to visitors on zoo policies, animal concerns, and current conservation issues.

· Participate in Education programs and special events.

· Handling education animals whenever appropriate and according to the current handleable animal policies and procedures.  

· Seeking out accurate and up-to-date information on animals in the collection and being able to compare with wild populations

· Willingness to participate fully in a flexible informal teaching and learning atmosphere.

Knowledge, Skills and Abilities needed:

· Ability to work well with others in a wide variety of different situations.

· Ability to deal effectively with the public.

· Ability to move comfortable around the zoo.

· Ability to work in all weather conditions

· Ability to lift, climb, reach, carry, and/or standing for long periods may be required.

· Ability to follow oral and written instructions and to communicate effectively in English while presenting biological and historical information in a professional manner.

Minimum Qualifications:

· Minimum age of 18.

· High School diploma or equivalent.

· Mobile:  must be able to get to the zoo and be able to access all necessary parts of the zoo.

· Must be able to interact positively with children and adults in small or large groups.

· Must be able to work as a member of a team following San Antonio Zoo policies and procedures.

· Must be dependable.

· Must have a strong interest in animals and have a desire to continue to learn about them and their environments.

Program Requirements:

· Completion of docent application

· Personal interview

· Meet basic standards for grooming and personal hygiene.

· Payment of active membership fees

· Complete 35 hour training course (1st & 2nd year docents).

· Meet required volunteer commitment and attend the three yearly general meetings.

· Annual TB screening.

Training:

· General docent training will consist of 12 weeks of 3 hour sessions, which must be attended by all 1st & 2nd year docents.(total of 24 weeks of training over 2 years)

· Training will be conducted by Zoo staff, which will include, but not be limited to, Curators, Supervisors, Education Center personnel and experienced docents.

· Training will cover all aspects of the zoo, including history, operations, departments, geographical layout, animal collection, plant collection, as well as basic classification and animal biology, animal handling and education center programs.

· All fully trained (3rd year and above) are required to attend two special training sessions each year to update and enrich their knowledge and abilities.

· Formal training will be supplemented by personal study, informal sessions led by Head Docents, shadowing experienced docents, video tapes, Brown Bag events, and off grounds continuing education opportunities as they become available.

· Required animal handling training will be conducted on an annual basis for docents wanting to have access to the Education program animals. 

· TB screening must be performed annually for all Docents wanting to work with education animals. Opportunities will be given free of charge twice each year by volunteer services to ensure compliance. 

Categories of Docent Membership 

Active Membership

Active members are voting members who have successfully completed the appropriate Docent training and have worked in an active capacity during the past six months of their membership.    They shall have all the rights, privileges and obligations of membership, including the right to hold office. 
Inactive Membership

Inactive members are Active members who have been granted a leave of absence within the active year of membership.  A leave of absence should be negotiated with the Docent chairperson and the Volunteer Supervisor.   Inactive members are non-voting and are not required to participate in the service programs or attend the meetings.  Upon their re-instatement to Active status, members must meet all requirements expected of an Active member.  Inactive membership cannot exceed one year.

Supporting Membership is divided into two categories:

Active Supporting members are voting members who are not committed to regular assigned duties but wish to remain active and informed in Docent work. They must complete a requirement of 32 hours for the whole year and must attend three training classes each year.  Active Supporting Docents may wish to substitute for Active Docents or participate in any other duties of an Active Docent.  Annual animal handling training requirements must be completed in order to participate in education programs.

Supporting members are non-voting members that wish to remain informed of Docent activities and opportunities but do not wish to actively participate or to be called on for such work.

Meetings

The Council Chairman and the Volunteer Supervisor shall select the dates of the Advisory Board meeting and the General Membership meetings. There shall be a minimum of three General Membership meetings. The Council Chairman will set the agenda with approval from the Volunteer Supervisor.  

Amendments

These guidelines are meant as a working plan of action and may be amended by a two-thirds vote at any Advisory Board meeting, provided that the Volunteer Supervisor and Education Manager approved the proposal. 

Robert’s Rules of Order Revised shall be the parliamentary authority for all matters of procedure not specifically covered by these guidelines. 

