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Zoo Atlanta Docent Program

Operating Procedures

I. Purpose

The Zoo Atlanta Docent Program is an interpretation service area managed by the Education Department and administered by Public Programs Staff with the assistance of the Docent Leadership Team.  All active docents interpret on grounds and may participate in membership in docent committees and other activities.

The purposes of the Zoo Atlanta Docent Program are:

1. To fulfill the mission of Zoo Atlanta and the Zoo Atlanta Education Department.

2. To work on educational projects and programs that support and promote Zoo Atlanta.

3. To recruit and train volunteers to conduct and participate in education programs and services under the supervision of the Education Department of Zoo Atlanta.

II. Membership

A. Requirements

Any Zoo Atlanta member with previous volunteer experience must fulfill the following requirements to participate in the Zoo Atlanta Docent Program:

1. Successfully complete an application and interview

2. Attended volunteer orientation. 

3. Must be an active volunteer (meet all volunteer hour requirements) for one (1) year by the time of docent induction.

4. Successfully complete all area training, be current on all fees required for the aforementioned training and successfully complete subsequent provisional docent hours.

5. Pledge to serve a minimum of twenty-four (24) months as an active docent immediately upon completion of the training..
6. Comply with all health regulations as may be established by Zoo Atlanta.

B.  Active Docent Status.

In order to maintain active status a Docent must:

1. Serve eighty (80) docent hours per year on a regular monthly basis consisting of a minimum of fifty (50) hours of interpretive rotation. Of the 50 hours, 10 will be spent interpreting in each zone (i.e. 10 in Africa, 10 in Asia, 10 in KIDZone).  The remaining 20 hours can be devoted to your interpretive zone of choice, animal encounters, and morning updates.

2. Attend morning update or check the information on the update line at least weekly.

3. Attend four quarterly Mega Updates per year, all interpretive trainings for new exhibits, docent meetings, and other continuing education sessions as deemed necessary by the Public Programs staff.

4. Abide by Zoo Atlanta policies as stated in the Volunteer Handbook.

C. Inactive Docent Status.

Circumstances may arise in which an active Docent, after completion of the requisite first twelve (12) months, is unable to maintain the required hours scheduled for a period of three (3) or more months. This individual may request inactive status to avoid jeopardizing his or her Docent status. This request must be made in writing to the Exhibit Interpreter Supervisor with copies to the Manager of Volunteer Resources and Docent Membership Chair.  Written notification must be received at least one month in advance of inactive status time period (excepting illness or other unforeseen events). See Reinstatement/Reactivation section (section F) for more information.   

D. Not Meeting Hour Requirements in Zones

1. Year 1:

a. Deficient in 1 Zone: (Suspended from interpretation in this zone until the following steps are taken)

i. Audit segment of new docent training in deficient zone.

ii. Mentored by seasoned docent (1 hour for every hour deficient in the zone)

b. Deficient in 2 Zones: (Suspended from interpretation in these zones until the following steps are taken)

i. Audit segment of new docent training program in deficient zones.

ii. Mentored by seasoned docent (1 hour for every hour deficient in the zone)

c. Deficient in All Zones: (Suspended from interpretation until the following steps are taken)

i. Reorientation meeting with Exhibit Interpreter Supervisor

ii. Audit All New docent training

iii. Complete mentoring program of docent training

d. Deficient in 50 hours of interpretation:

i. Audit interpretation segments of new docent training.

e. Deficient in 80 volunteer hours:

i. Devise plan with Manager of Volunteer Resources to meet hours

2. Year 2 (Repeated deficiency):

a. Docent Status Suspended

b. Repeat entire docent training program to regain status.

E. Resignation.

Any Docent desiring to resign from the program should give notice, in writing, to the Exhibit Interpreter Supervisor with copies to the Manager of Volunteer Resources and the Docent Membership Chair.  Resignation from the Docent program will have no impact upon the status of other volunteer activities or zoo membership.

F. Suspension/Removal from the Docent Program.

Any Docent who fails to follow Zoo Atlanta policies will be contacted by the Exhibit Interpreter Supervisor who, along with the Manager of Volunteer Resources, Manager of Public Programs, Docent Membership Chair and any other staff or Docents related to the situation will comprise a consulting committee. This committee will render a final decision regarding the individual’s status as a Docent at Zoo Atlanta. Final notification of suspension or removal, if necessary, from the Docent Program shall be in writing from the Manager of Volunteer Resources and the Exhibit Interpreter Supervisor.  The Director of Human Resources and Vice President of Conservation and Education will be kept apprised of the situation and involved when necessary.

G. Reinstatement/Reactivation.

A Docent who has been inactive, suspended or who has resigned may be reinstated:

1. If the period of inactivity has been six (6) months or less, and the docent notifies the Exhibit Interpreter Supervisor and the Docent Membership Chair, purchases updated docent information and successfully completes training as deemed necessary by prior hours for the year.

2. If the period of inactivity has been six (6) to twelve (12) months, and the docent notifies the above persons and is accompanied by an experienced Docent for four (4) half (1/2) day rotations of four (4) hours each. 

3. If the period of inactivity is twelve (12) to twenty-four (24) months, and the docent notifies the above persons and takes the prescribed Docent training classes and/or purchases training manuals and successfully completes subsequent provisional Docent hours (including any needed mentoring).

4. If the period of inactivity is greater than twenty-four (24) months, and the docent notifies the above persons and completes the full Docent training, purchases training manuals, and successfully completes subsequent provisional Docent hours (including any needed mentoring).

III. Uniforms.

1. Docents will be neat and well groomed at all times while working with visitors or acting as representatives of Zoo Atlanta. To this end, all Docents must wear the following uniform: A Zoo designated docent shirt and nametag, trousers, khaki shorts or skirt (appropriate length) and close toe, comfortable shoes. 

2. Small zoo or animal related pins may be worn if they do not obscure the Docent’s name tag or the Zoo logo. Only Zoo, animal related or AZAD patches may be worn.

3. Nametags are to be worn on the outermost garment on the right side.  (i.e. shirt, jacket, etc.).

4. Official jackets are available, but are optional.

5. Sunglasses may be worn, but should be taken off when speaking to visitors.   Extremely dark or reflective ones are discouraged.

6. Jewelry should be minimal and not detract attention from the uniform.

7. Hats, if worn, should reflect the safari theme or Zoo Atlanta logo/name.

IV. Timekeeping.

1. “Docent Hours” are those designated as docent functions (i.e. you must be a Docent to perform these duties).

2. Continuing education hours are only for zoo designated continuing education functions.

3. All Docents hours are to be recorded in Gecko Tech, our online computer timekeeper.  It is accessible at: http://zooatlanta.geckotechsystems.com/Live/Volunteer/volunteer_login.asp
4. Any hours not recorded in Gecko Tech should be reported to an Exhibit Interpreter no later than one month following the worked hours.  It’s the responsibility of the Docent to insure all docent hours are documented in Gecko Tech correctly.

V. Docent Leadership Team (DLT).

The Docent Leadership Team is an extension of the Public Programs team at Zoo Atlanta.  They help the Public Programs staff to meet the needs and goals of the zoo, and they act as the communication line between education staff and the docent community.  They shall consist of the Chair, Chair(s) of Interpretation, Continuing Education, Administration, Membership, and Animal Presentation, Manager of Public Programs, Exhibit Interpreter Supervisor, and Manager of Volunteer Resources. The immediate past Chair is an Ex-Officio member.  Docent Leadership Team members are nominated by staff and elected by the active Docents.

A. Terms of Office.

Each chair will serve a term of two (2) years.

B. Committee Responsibilities.

The Docent Leadership Team (DLT), under the direction of the Exhibit Interpreter Supervisor, shall:

1. Implement procedures to further the goals and objectives of Zoo Atlanta and the Department of Education.

2. Be a docent leader by attending docent functions. 

3. Provide an open line of communication between docents and education staff.

4. Monitor docent satisfaction and report issues and concerns to staff.

5. Provide input and perspective for change.

6. Brainstorm for future activities.

7. Assist with event planning, coordination, and execution as needed.

8. Take notes and share DLT happenings with docents at docent meetings.

9. Assist in the upkeep of docent interpretive tools and facilities.

C. Requirements

Members of the Docent Leadership Team (DLT) commit to the following:

1.  Serve a term of 24 calendar months. 

2. Attend quarterly night meetings of 2.5 hours each per year.  Special meetings may be called occasionally with adequate notice.

3. Attend Mega Update and docent meetings quarterly.

4. Make every effort to attend all meetings.

D. Vacancies.

If the vacated Chair’s remaining term is six (6) months or less, the vacancy shall be filled by a consensus of the DLT. If the remaining term is more than six (6) months, a special election will be held. All vacancies will be filled for the time remaining in the vacated Chair term only.

E. Selection and Term of Operating Committee Members.

Zoo Staff shall nominate, in time for the 3rd quarterly meeting, at least two (2) candidates to fill the Chairs for the following year. The election will be held at the final quarterly meeting of the year. Candidates for Chair positions will be selected from the general Docent population. No Docent may be selected without their permission.  The Chair must have previously served at least one (1) year as a member of DLT. 

F. Duties of the Elected Chairs.

All officers shall serve under the direction and supervision of the Exhibit Interpreter Supervisor. 

1. Chair

a. Acts as liaison between the Docent/Interpreter Program and the Education Departments of Public Programming and Volunteer Resources
b. Works with the Exhibit Interpreter Supervisor to establish an agenda, and in conjunction with the Zoo Manager of Public Programs or designee, presides over all meetings of the Docent Leadership Team - ensuring adherence to the agenda and the time allotment during the meeting.

c. Shares DLT happenings with docents at docent meetings.

d. Recruits individuals from the current volunteer pool for the Docent/Interpreter Program.

e. Oversees productivity of committees.

f. Represents the Docents and Interpreters on Zoo committees established by Zoo Atlanta.

g. Acts as DLT contact person with Docents, other volunteer groups and Zoo staff.

h. Performs all duties prescribed by the Manager of Public Programs and Exhibit Interpreter Supervisor.

Note: The Chair may delegate these duties to other members of the Leadership Team.

2. Interpretation Chair

a. Acts as liaison to the Education Department

b. Works with the Education Department in the brainstorming and implementation of interpretive theming as needed.

c. Works with the Exhibit Interpreter Supervisor in implementing a system of training, participation, evaluation and feedback with the goal of training improvement.
d. Monitor and report to the Exhibit Interpreter Supervisor and Public Programs staff, on a monthly basis, the status and Docent use of interpretive exploration stations.

e. Assists the Membership Chair in improving Docent hours and participation.
f. Co-chairs with Exhibit Interpreter the Exploration (interpretive) Station Committee and oversees productivity of cart captains.

3. Continuing Education Chair

a. Communicates on grounds educational opportunities such as refresher/update classes, brown bag lunches and other programs to the active Docents and Interpreters.
b. Works with the Exhibit Interpreter Supervisor to develop continuing education curriculum for morning updates.

c. Works with the Exhibit Interpreter Supervisor to develop scheduled continuing education opportunities such as trips and classes for Docents and Interpreters. (Includes leading brainstorming of activity, organizing, planning, and taking care of specifics as needed.)

d. Plans and organizes social events involving the Docent and Interpreter community and assists other Zoo staff or volunteer groups in planning and organizing Zoo-wide social events (i.e. Stuff the Staff, Pot Luck).
4. Administration Chair

a. Serves as recording secretary for the DLT. Distributes meeting minutes internally in a timely manner.
b. Contacts all DLT members including staff to remind them of the date, time and place of the next DLT meeting.

c. Member of the Volunteer Habitat Committee, with the goal of improving the habitat by monitoring bulletin board postings and organizing the habitat as needed.

d. Serves as the docent photographer – taking pictures of docents for slide shows and volunteer recognition.

e. Records minutes of Mega Updates and Docent Meetings and works with Manager of Volunteer Resources and Exhibit Interpreter Supervisor to have them sent to all volunteers.

5. Membership Chair

a. Assists in monitoring docent satisfaction by regularly surveying docents/interpreters to determine levels of satisfaction and to elicit suggestions for improvement of the program
b. Works with Education Department Staff on a quarterly basis for an analysis of hours submitted by docents/interpreters.  Follows-up with Docents/Interpreters who appear to fall short of required rotation hours.  Encourages all docents to maintain active status.

c. Coordinates with the Exhibit Interpreter Supervisor on repercussions for docents not acquiring their hours and appropriate recognition of docents making their hours.

d. Works with the Interpretation Chair to improve docent hours and participation.
e. Informally recruits volunteers for the docent corp.
f. Attends AZAD conference as a voting delegate for the Zoo Atlanta Docent Program.  

g. Performs duties as required by AZAD.

h. Reports about AZAD conferences and issues to Docents at quarterly meetings.
i. Promotes AZAD membership
6. Animal Presentation Chair

a. Acts as liaison between the Animal Presentation Staff (APS), DLT, and Education Animal Staff
b. Reports monthly to the Education Animal Staff on the status of APS handling requirements.

c. Encourages all APS to maintain active handler status. 

d. Serves as contact person for recruitment of prospective APS.  

e. Assists in organizing and conducting mentoring program for new APS.

f. Assists in monitoring APS satisfaction through regular surveys to determine levels of satisfaction and to elicit suggestions for improvement of the program.
g. Coordinates with the Education Animal Supervisor to follow-up with APS failing to meet requirements and appropriate recognition for those meeting their requirements.


h. 
i. 
VI.  Interpreters.

Interpreters must follow all guidelines with the exception of section II.B.1.  Interpreters are required to serve fifty (50) interpretive hours per year on a regular monthly basis in trained areas. 

VII. Future Activities.
Active docents are eligible to become participants in additional education programs such as tour guides, elephant training demonstration, animal handling, and Docent Leadership Team membership.   Docents must complete one year of active status to become an Animal Handler or a Tour Docent.
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