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Where To Find Everything

Office Key is M3D

Files On Top Of Desk

All of these are on the desk because they are the most frequently used files.

Volunteer Inquiry Packet
· These envelopes are stuffed with everything you need to apply to volunteer.  

· When people call and leave their address, I just add it to the front of the envelope and put it in the mail.  The complete packet is important because it specifies the hour requirement, membership requirement, etc.  It asks that they read the entire packet before applying.  

· Obviously, the cover letter in the packet needs to be updated each time an orientation occurs because it states that they will be sent an invitation to the <Month> 2003 orientation.  Also, service area availability may change.

· Word document…S/Volunteer Resources/Memos/ Interest Response - <March 2003 orientation> 

· Word document…S/Volunteer Resources/Memos/ Orientation - invitation <March 2003b>  Just delete the directions from the top of this document and copy on color paper.

· Volunteer Application can be downloaded from the Internet.

· Membership applications can be found in the file cabinet in the education hallway.

Pending Applications
· This is a file of everyone that has applied to volunteer that has not attended an orientation.  

· When applications are e-mail, mailed or faxed, add them to the top of the file in alphabetical order.  All of these people should be sent an invitation to the next volunteer orientation.  The top gem clipped applications are the most recent. 

· The other gem clipped sets are from past orientations.  There are notes on them if they did not respond, did not show up, etc.  I keep them just in case they apply again, are invited again, and do not show up again.  Obviously, this would be a bad sign because they are probably not dependable or committed.

Nametags

When nametags are ordered (see Ongoing Volunteer Department Happenings section for details on ordering nametags), I keep the fax in this file.  When they arrive in the mail, I verify that I received them all and that they are spelled correctly and then file them in the drawer to the left of the chair labeled Uniforms.  I file it in the Uniforms file for payment tracking.

Timesheet

Your timesheet needs to be completed and submitted the Friday before they are due on Monday.  This allows Dr. Shelly to review and sign it.  I keep this file to remind me to do it on time.  The payroll schedule is also in this file.

Waiting For Response

This is where I file anything that I am waiting on (in regards to money).  All check requests that I submit are filed here.  When they are received, I put a check mark on them and then file them in the Purchase Orders FY 2002-2003 folder in the drawer to the left of the chair.  This reminds me to check on them to ensure they are processed timely.  This includes checks to vendors, checks to myself, and uniform POs I have submitted as an order.  (see Ongoing Volunteer Department Happenings section for details on ordering uniforms).

Two Spreadsheet Print Outs On Plastic Clipboard

This is the list of all volunteer names and Ids (from Raiser’s Edge) and all sign-in possibilities.  I use these as a reference when creating the e-update, e-mailing volunteers, etc.

· Raiser’s Edge Query…Volunteer Constituent Ids  (All Volunteer Names and Ids)

· Excel document…S/Volunteer Resources/Sign In/Volunteer Sign-In  (What Was I Doing?  Who Was I Doing It For?  What Zone Was I Interpreting In?)

Top Left Drawer Of Wooden Desk

There are three envelopes in this drawer.  

· Deposits:  for all money to be deposited to the uniform account (account # is on the envelope)

· Free Zoo Passes:  free zoo passes for volunteer individuals or groups that do an exceptional job

· Free Passes:  free passes to numerous things to be used as rewards for extraordinary volunteer contributions.  

All tickets distributed need to be recorded inside the envelope.

Files In Wooden Desk To The Left Of The Chair

· Accounting:  This is where you can find the budget for the department, all of the POs and check requests written for the budget year, blank POs, PO tracking sheet, etc.

· Beastly Feast 2003:  Anything that has to do with the Beastly Feast.  Past Beastly Feast information can be found in the bottom drawer of the horizontal file cabinet.

· Catalogs:  all catalogs and pamphlets for volunteer gifts, pins, etc.

· Forms:  Zoo Atlanta forms.  Most of these can be found on the intranet now.  

· Housekeeping:  all access, passwords, Ids, phone instructions, etc.  The food file has great places to order in large quantities.  I suggest Milano’s or Blimpie.  In the front of the Housekeeping file you will find the following codes for the department-Copier=51380, long distance=4441

· Meetings:  this large blue file holds many files for different meetings for Zoo Atlanta and the department

· Performance Management:  training material from the training session held for managers

· Procedures:  HR policies, computer stuff, etc.

· Training:  manuals and handouts from training held at the zoo

· Travel:  travel documentation.  This gives you an example of the process to take when requesting travel.

· Word document…S/Volunteer Resources/Memos/ AZA Presenter Request or AZAD Conference Money Request

· Travel Worksheet and Expense Report can be found on the intranet

· Uniforms:  uniform pricing and payment tracking.  I mark everything that is paid with a check mark.

Black Horizontal File Cabinet

The top drawer contains all personal volunteer files.  

· Each file includes their application, HR policies and TB Test results.  There should be a file for every volunteer.  If there is no file, this is because they have not filled out their HR policy packet.  Their file may be in the black plastic file cube on the floor.  Volunteer files are alphabetical by last name.

· Word document…S/Volunteer Resources/Orientation/V-Emergency Contact Information and V-HR Policies 

· The files closest to the desk are all intern files.  All intern files are together filed in the folder alphabetically.  I do not make individual files for them, because they are usually here short-term.

The bottom drawer contains general volunteer department files that I do not use all that often.  These are files from past events that I need to refer to when the event comes again, but things I do not use throughout the year.

· No Longer Volunteer:  these are the applications and/or HR policies for volunteers that have voluntarily or involuntarily inactivated their volunteer status.  I keep these for future reference in case someone comes back.  This gives us all the info we need to know before activating their status again.  Some of them are noted (also noted in the database) that they are not to be activated again.

· Blank files:  obviously, these are used to create new volunteer files

· 2001-2002 Fin:  POs, check requests, budget print outs, etc from previous budget year

· Beastly Feast 2002:  previous year’s BF information

· HR Paperwork on volunteers:  injury reports for volunteers and TB testing information

· Mega Update:  previous Mega Update agendas, memos, etc

· Orientation:  previous orientation stuff

· Rewarding:  previous documentation from past reward systems

· Strategic Planning:  goals, objectives, etc.

· Stuff the Staff:  previous stuff the staff event notices, invitations, etc

Black Supply Cabinet

This cabinet holds all of the general office supplies, reference material and past newsletters for the department.  Everything is clearly marked inside.

Large Locked Cabinet In Classroom B – Code=1895
This cabinet has all orientation materials, party supplies and utensils, give aways, tablecloths, etc.  I do not use these things very often, but they are definitely used.  You will need to keep tablecloths handy for all types of events.

“Alice In Wonderland” Storage Closet – Key is 3L1
This small storage closet under the auditorium seating in the ARC is where all signs and uniforms are stored.  Volunteer Department stuff is about half way down the hall on the left.  

· Uniforms:  All volunteer uniforms are ordered, inventoried, and maintained by volunteer, Sue Wintemute.  She is incredible!  I go up there to fill orders as needed.  I always e-mail her so she knows when something is taken from inventory.  I leave uniforms in volunteer folders and ask them to leave a check in my black bin in the habitat.

· Small Service Area signs:  I use these signs at the Volunteer Appreciation party to go through each of the areas.

· 2 Large Volunteer Safari banners:  I use these at the Volunteer Orientation.  I use them to block off the large part of the auditorium (put them on the floor) forcing people to sit down in the front up close.

· Goodies:  All of the “goodies” directly to the right of the uniforms are also for the department.  I use them as give aways when needed.
Volunteer Calendar Year

All dates are subject to change.

Changes will be put in the e-newsletter (which is also posted in the Volunteer Habitat).

January

Mail volunteer profiles, previous years’ hours and annual dated pin (if they met the requirement)

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding

2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza 
Beastly Bulletin E-mailed and mailed – 

I usually use the 2nd Monday as deadline 1, the 3rd Monday as the extended deadline and the 4th Monday as the final copy date.  It should be E-mailed/mailed by the end of the month.  This allows time for the volunteers to mark their calendars for Mega (one month).
February

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

4th Sat

Mega Update and Quarterly Meetings (Beastly Feast), 9:00 – Noon, ARC World Studio 

March

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Stuff the Staff
Noon, ARC Boardroom

Vol Orientation
One Thursday and one Saturday from 9:00 a.m. – Noon, ARC Board Room and EcoHall

April
1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Appreciation Party Noon, ARC Boardroom – in conjunction with National Volunteer Appreciation Week

Beastly Bulletin E-mailed and mailed

May

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding 

(3rd may be changed if it falls on Beastly Feast day)
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza



(may be changed to fall on Beastly Feast day – probably the 3rd)

3rd Sat (usually) Beastly Feast

4th Sat

Mega Update and Quarterly Meetings (AZAD Presentation, Mid-Year Review, BF Thanks), 

9:00 – Noon, ARC World Studio

June
1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Vol Orientation
One Thursday and one Saturday from 9:00 a.m. – Noon, ARC Board Room and EcoHall

BF Appreciation Party

July
1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Beastly Bulletin E-mailed and mailed

August

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

4th Sat

Mega Update and Quarterly Meetings, 9:00 – Noon, ARC World Studio 

September

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Vol Orientation
One Thursday and one Saturday from 9:00 a.m. – Noon, ARC Board Room and EcoHall

AZA Conference

AZAD Conference

October
1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Beastly Bulletin E-mailed and mailed

Order dated, animal pins to be mailed in early January – work with Lori or Greg in the gift shop on this

November

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

4th Sat

Mega Update and Quarterly Meetings, 9:00 – Noon, ARC World Studio

Order dated, animal pins to be mailed in early January (last chance – it takes 6 weeks for custom pins)

December

1st and 3rd Sat
Enrichment Team Workday, 1:00 - 4:00 p.m., Orangutan Holding
2nd Sat

Horticulture Team Workday 9:00 a.m. - Noon, Flamingo Plaza

Vol Orientation
One Thursday and one Saturday from 9:00 a.m. – Noon, ARC Board Room and EcoHall

Holiday Luncheon (I usually schedule after horticulture day – if not, it gets too late in the month)

Volunteer Department “Happenings”

Annually

Volunteer Appreciation Party *

Party where all volunteers are recognized by (1) the Volunteer Department and (2) their staff service area leads and/or contacts.

· Held in April during National Volunteer Appreciation Week in the ARC Boardroom and EcoHall.  Usually, we solicit feedback from staff and volunteers on date, time, location, etc.

· Invitation snail mailed to all volunteers 

· Word document…S/Volunteer Resources/Events/ Annual Vol App Party 2003 – Invite or e-vite

· E-mail sent to all staff members that utilize volunteers.  They are asked to appreciate their volunteers in some way.

· Word document… S/Volunteer Resources/Events/ Annual Vol App Party 2003 - Agenda Memo
· Excel file… S/Volunteer Resources/Job, Plans/ Service Area Contacts (copied on back of the memo)
· Also send the invite that was sent to volunteers (as an FYI)
· RSVPs requested from all staff and volunteers

· Gifts ordered for all volunteers that correlate with the theme of the party.  I usually use Positive Promotions or another catalog in the catalog file because they are already labeled with volunteer slogans.  You can find most of these companies online.

· Years of Service pins are distributed (5, 10, 15, etc. years of service).  From here going forward, you just need to distribute pins to anyone that has had a 5, 10, 15, 20 or 25 year of service anniversary since the last party.  2003 was “catch up” year, so a lot of pins were distributed.  These pins can be found in the large storage cabinet in Classroom B.  They were ordered from Brown Industries, Inc.  There should be plenty because I ordered extra.  They are custom pins, so they only take two weeks to be delivered.
· www.browninc.com
· A power point presentation, song and dance, or something creative is usually done at this party.
· Power Point…S/ Volunteer Resources/Events/ 2003 YOS Pin Presentation
· Power Point…S/Education/Docent/ Dec 15 Song 2
Beastly Feast Volunteer Assistance 

The Beastly Feast is our annual black-tie, invitation only gala.  Many, many volunteers are used for the event.  There is a volunteer coordinator for the event that is usually a current, active volunteer.  Right now, it is Janelle Nord.  

· Schedule the Beastly Feast volunteer leads (volunteer coordinator, raffle ticket sales and auction) on the first quarter Mega Update.  They will talk all about the gala, volunteer opportunities, prizes, how to apply, etc.

· Create labels for all volunteers for the first quarter Mega.  These will be used to distribute the volunteer opportunities and applications.  Anyone that does not attend Mega will get his or hers snail mailed to him or her.

· Raiser’s Edge Query…All Volunteer Mailing List
· Send e-mail to all volunteers reminding them of the application deadline.
· Meet with the volunteer coordinator soon after the application deadline to review applications and ensure there is no one that has signed-up for an area they would not be the best for.

· Send any other correspondence needed prior to the event.

· Assist with last minute needs before the event.

· Excel file… S/ Volunteer Resources/ B Feast Volunteer Needs (example of tracking last minute needs)

· Take pictures the Monday through Friday before the event for the BF Volunteer Appreciation Party.  Ensure that there is a volunteer to take pictures of the volunteers that evening.

· Assist with whatever is needed for the BF Appreciation Party (i.e. help with the volunteer power point picture presentation)

Volunteer Profile, Hours For The Year and Annual Volunteer Pin Distributed 

This is a confirmation that the Volunteer Department has the most recent, accurate information for all volunteers.  Additionally, volunteers that met their minimum hour requirement are given a dated pin for that year.

· Mail volunteer profile, hours report and pin (if they met the minimum requirement).  Include December Quarterly Meeting Minutes if they are very important.

· Raiser’s Edge Query…Dec Mtg Volunteer Summary (export to excel)
· Word document… S/ Volunteer Resources/December Meeting Volunteer Profile (mail merge data from Excel file created from the query)
· Raiser’s Edge Report…LMcD-End of Year Hour Summary (must be exported to Excel and pages broken after each volunteer)
· All is mailed volunteers to ensure accuracy.  Response is requested if there are changes.

Quarterly

Beastly Bulletin Newsletter 

· E-mailed to all volunteers (volunteer department e-mail account-distribution list is All Volunteers3)

· E-mailed to All Zoo Users

· Snail mailed to all volunteers without e-mail (S/Volunteer Resources/Mailings/Beastly Bulletin 6.03)

· Printed in color to be posted in the Volunteer Habitat, admin mailroom, and Volunteer Resources’ bulletin board

Solicit newsletter information three weeks prior to the due date (from staff and volunteers).  Send one reminder and then begin pasting contents into the last newsletter.  Pictures will need to be taken and the calendar will need to be updated for the quarter.

· Word document…S/Volunteer Resources/Beastly Bulletin <mm.dd.yy>

Volunteer Meeting/Mega Update/Docent Meeting *

· Held the fourth or fifth Saturday of the month from 9am to Noon or 1pm in The ARC World Studio

· Submit request on event notice for two extra tables for uniforms.

· Inform volunteer, Sue Wintemute, as soon as you know the date so she can plan to attend.  She will come early and set-up the uniform shop.  You will need to call the vault room to tell them she will pick up a cash box that morning ($200)

· Include information and request attendance in the e-update.  If food is being served, include details for them so they can plan accordingly.

· Request RSVPs if needed (usually attendance is between 75 and 100)

· Send memo to all curators/animal area leads for Mega Update portion of the program and ask for response by a certain date

· Word document…S/Volunteer Resources/ Mega Update - Memo <mm.dd.yy>

· Determine quarterly volunteer meeting content.  February is usually taken up by Beastly Feast stuff and the November meeting is usually a “where we are going next year” pep talk.

· Power Point… S/Education/Public Programming/ Docent - Feb 17 Slides 

· Power Point… S/Education/Public Programming/Docent/Dec 15 Mtg

· Power Point… S/Education/Public Programming/Docent/Final Volunteer Dec Mtg 

New Volunteer Orientation *

· Held one Thursday and one Saturday from 9am to Noon in the ARC World Studio or Administration Boardroom

· Send invitation to all applicants at least two weeks prior to the event.

· Word Document…S/Volunteer Resources/Memos/Orientation - invitation March 2003 (letterhead)
· Word Document… S/Volunteer Resources/Memos/Orientation - invitation March 2003b (includes current service area needs and directions to the orientation)
· Lay all materials out for people to sign and pick up when they arrive.  Temporary nametag (circle sticker), Nice yellow folder:  your business card, education brochure, and volunteer handbook (folder and material inside is for them to keep), Manila folder:  Emergency Contact Info and HR policy packet (for department file), purple folder and label (for their mailbox), E-mail list (please print clearly), permanent nametag list (how they want their name spelled)

· Agenda

9:00-9:30:  Pick up all materials and start filling out Emergency Contact Info and HR policies (in manila folder)
9:30-10:00:  Introductions, thanks for coming and explanation of materials

10:00-10:30:  Walk through volunteer handbook stressing important points (our mission, purpose of zoos, organizational chart, safety, location of security and emergency procedures, etc).  Let them know they will be taking this informational folder with them.  

10:30-10:45:  Walk through Emergency Contact Info and HR Policy packet stressing important points (i.e. Zoo Atlanta policies-no drinking while working/volunteering, treat guests, staff and other visitors with respect, etc)  Have them fill out and sign this information and give the entire folder to you for your records.  HR policies can be referred to in their nice yellow folders if needed in the future.

10:45-11:00:  Discuss different service areas, TB requirements (in Commissary, Petting Zoo and Enrichment Team), how to sign up (e-update) and how to sign in (written on e-update)

11:00-11:15:  Collect money for nametags, distribute uniforms and collect money for uniforms distributed.  Let them know that their nametags will be in about a week and you will e-mail them to pick them up in the habitat.

11:15-11:20:  Remind them to take their nice folder with them, leave you the manila folder and take their purple folder

11:20-11:50:  Tour of volunteer habitat (have them put their purple folder in the file and explain that this is their mailbox, show them where your black bin is, etc), your office location, main spine, zoo map, and end at security desk.  Explain how to sign in when you arrive and sign out when you leave.  Stress the importance of the security office and that this is open 24/7.  It is “home base” for the entire zoo.

11:50-Noon:  Answer questions.  Most questions will be about signing up and getting started.  Stress that the way they will begin is that they will receive the e-update and then sign-up from their.  

· Follow-up:  After orientation, order nametags.  When the nametags arrive, send an e-mail to everyone thanking them for coming, telling them their nametag is in, remind them of the code to the habitat, and that you are excited to see them soon at the zoo.

· Follow-up:  Do not enter their information into Raiser’s Edge.  They should already be in the system because this is the membership database.  Keep their folder out of the files until they actually volunteer.  

· Follow-up:  The first time they volunteer…change their status to active with a date (under general on volunteer tab), enter their orientation date as their signed policies date (under checklist on volunteer tab), enter TRA/VOL for their orientation date, time and hours (new timesheet under volunteer tab), enter their TB test date if they give you the results (under checklist on volunteer tab) 

Database Clean-Up

All volunteers that have not volunteered in the past year are inactivated, deleted from the e-mail and/or snail mail list, and file removed from the cabinet.  Contents of their file are filed in the “No longer volunteering” section of the vertical file cabinet. 
Database:  One the volunteer tab, change their status to inactive with the date.  Fill in the reason field.  Add notes on note tab if needed.  Changing this status to inactive will ensure that they are not pulled on future queries, mailing lists, etc.
Nametag and Uniform Clean-Up

· Look at the nametags on the bulletin board in the volunteer habitat and the money owed in the uniform folder 

· Send an e-mail to all volunteers with nametags reminding them that their nametag is ready for pick up.  This pushes them to come to the zoo.  

· Send a note to everyone that owes money for uniforms reminding them to pay as soon as possible.

Monthly

Horticulture Work Day

This is a regularly scheduled volunteer work day where staff and volunteers plant, mulch, prune, etc.  It is completely managed by the volunteer lead, Del Markley, and the staff lead, Joe Williams.  

· Held the second Saturday of every month.  The dates may be changed if the regular workday falls on a holiday or the Beastly Feast.  If this happens, you will get an e-mail from the volunteer lead.  Be sure to include the date change in the e-update(s).

Re-Stock/Collect Timesheets and Volunteer ID Lists

I usually do this in conjunction with the horticulture or enrichment workdays just so it is not forgotten.  All of the volunteer sign-in sheets and Volunteer ID lists need to be replenished/collected/updated periodically.  

· Copy volunteer sign-in sheets and deliver them to the sign-in book at the security desk, the administration mailroom, the receptionist desk and the commissary.  You only need a few in each area except the security desk.  You need approximately 20 front and back at the security desk.  Copy them from the front and back copy kept in the sign-in book at the extra volunteer department desk.

· When you go to each of these areas, be sure to collect all of the timesheets in this area so the hours can be entered in the database.

· Print the Volunteer ID list and deliver the updated list to the sign-in book at the security desk (Staple the list in the 3-ring binder), the administration mailroom, the receptionist desk and the commissary.  Also make a copy for yourself and volunteer, Carol Sniegowski, for hour entry and reference.

Report to Del Markley, Horticulture Volunteer

· Send to Del via e-mail the last day of each month.  He uses this report to update his snail mail and e-mail list.  He sends the Habitat Caller each month.  This is a one-page newsletter for horticulture volunteers.

· Report should be run in Raiser’s Edge.  Go to reports/volunteer reports/LMcD-horticulture report

· Change the date range to the desired date (I usually do the last year) and hit preview

· Once results are displayed, click on the envelope icon with the red arrow above it to export the data to excel

· Choose Excel 4.1 as the Format and Disk File as the destination.  Hit OK.  This will take you to saved files.

· Choose S/Volunteer Resources/Horticulture Report.  It will ask if you want to overwrite the existing file.  Choose yes.

· Go to Excel and open the file.  Delete columns H then I and J then J, K and L.  Re-save the file and attach it in an e-mail to Del.  To delete the columns, highlight the letter of the column at the top of the sheet and choose edit/delete.

Semi-Monthly
Enrichment Work Day

This is a regularly scheduled volunteer workday where staff and volunteers create enrichment items for the animals.  It is completely managed by the volunteer leads, Debbie Vaughn-Wright and Lisa Westin, and the staff leads, Lisa Smith and Nikki Bouwens. 

· Held the first and third Saturday of every month.  The dates may be changed if the regular workday falls on a holiday or the Beastly Feast.  If this happens, you will get an e-mail from the volunteer lead.  Be sure to include the date change in the e-update(s).

E-update

· Be sure to change the date, volume and issue each time

· E-mailed to all volunteers (volunteer department e-mail account-distribution list is All Volunteers3)

· E-mailed to all staff members that are highlighted in the e-update or requested volunteers

· Added to the Volunteer Opportunity Hotline  (404) 624-5913 (Option 2)

Extension=1402, password=112233, choose options 3 then 1 then 1 to re-record, then push # to confirm

· Printed and posted in the Volunteer Habitat and Volunteer Resources’ bulletin board

Word document…S/Volunteer Resources/E-update <mm.dd.yy>

Weekly
Hours Entry

Each week, volunteer Docent, Carol Sniegowski, enters all the volunteer hours from the week before.  

· Workstation is the computer just outside of the Volunteer Office
· She will enter hours in Raiser’s Edge from about 10am to 1pm
· You will need to answer questions she may have
· When the system is converted to GeckoTech Systems, no hour entry will be needed
· For questions about volunteers that do not sign-in, use the time that they are normally at the zoo as an estimate for that day
Daily
Daily On Grounds Update

This is held each morning at 9:45am in the Volunteer Habitat.  One of the education public programming team members does the update and presents it to the volunteers.  It is mainly Docents.  It is good to try and go as much as possible to meet everyone.  This also reminds you to clean off the bulletin boards, make sure trash is being emptied, etc.  

Workstation is the

Ongoing
Uniform Requests

Volunteers request uniforms periodically.  If we have them in stock, I will get them out of and put them in their volunteer mailbox.  I will ask them to get it next time they come to the zoo and leave a check in my mailbox in the Volunteer Habitat.  If they are not in stock, I send an e-mail to Volunteer, Sue Wintemute, to order what they need.  They can always get uniforms at Mega Update if needed.   She will usually ask if we can order some things that are not currently in our inventory.  Approve what you think is reasonable and send her the PO#.  

Nametag Requests

Nametags are $5 each.  Send a fax to the nametag supplier and specify volunteer, docent or intern (this is on the standard fax form).

Word document…S/Volunteer Resources/Uniforms/Nametag Fax

Volunteer Requests From Staff

· All requests should be submitted on the Volunteer Request Form.  This is on the intranet and in the mailroom.  Two weeks advance notice is standard.  Include all of these in the volunteer opportunity section of the e-update.

Volunteer Inquiries From Potential Volunteers

· If they call and leave their mailing address, send them the volunteer inquiry packet.  See “volunteer inquiry packet” in the “Where to Find Everything” section for all document locations.  If they send their application in from the web, add it to the Pending Applications folder to be invited to the next orientation.

Volunteer Applications

Add all volunteer applications to the Pending Applications folder.  These will be contacted for the next orientation.

Volunteer Inquiries From Group Volunteers

· Send the general group response via e-mail or over the phone

· S/Volunteer Resources/Events/ Volunteer Group Response

· Ask them to send you all requested information

Once confirmed, 

· Send a note to all Zoo Users to determine possible projects

· S/Volunteer Resources/ Events /Volunteer Group for Staff

· Add this to the volunteer requests notebook and the calendar

· Send a note to the group (two weeks prior) with the projects and details

· S/Volunteer Resources/ Events/ Volunteer Group Response

· Send a note to all staff (utilizing the group) with all project details

· S/Volunteer Resources/ Events/ Volunteer Group Details2

· Send a note to the group volunteer lead with all project details

· Use the same document that was sent to staff, but update it for the group (outside the zoo) lead

E-mails

Responding to many e-mails from current volunteers, potential volunteers, volunteer groups, staff members, etc.

E-update Contents

Copy any e-mail you get that you think needs to be included in the next e-update.  This includes parking and safety information, volunteer calendar dates, grand opening dates, new staff announcements, etc.  When it is time to create the e-update, all you have to do is copy these contents into the e-update format.  I always leave Brown Bag, Conservation Lecture, Enrichment, and Horticulture so I remember to include this info each time.

· Word Document…S/Volunteer Resources/E-Update/Next Issue

*  Planning A Special Event

At least two weeks prior to the event

· Book room through Special Events (Hendrix, Courtney or Jones, Dillard) - ARC Boardroom (up to 150), ARC EcoHall (just so there is no one walking through the halls during your event) or ARC World Studio (auditorium seating with theater screen)

· Booking Tech Lab or administration building conference rooms (upstairs or downstairs) through Loraine Steward at the receptionist desk

· Complete the event notice

· Word Document examples…S/Volunteer Resources/Event Notices

· E-mail All Zoo Users (attach Event Notice)

· Print event notice and put it in the JSH mailbox in admin (put one in Lissette's too)

· Complete the Tech Request online

· Word Document examples…S/Volunteer Resources/Events/<event title> - tech rqst mm.dd.yy

· Complete the beverage request hard copy, get signed by Special Events and put in Distribution's mailbox in admin (put one in Lissette's too)

The week of the event

· Confirm JSH table/chair set-up by calling them

· Confirm beverage request with distribution by calling them (x5662)

Be sure to keep copies of all these things and take them with you to the event.  This way, you can call or radio with the information if needed.
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