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HISTORY OF THE ORGANIZATION OF

TEXAS ASSOCIATION OF HEALTHCARE VOLUNTEERS, INC.

In February 1941, members of the Dallas hospital auxiliaries were invited by their administrators to serve as hostesses and to assist with the transportation of out of town guests who were attending the Texas Hospital Association Convention held at the Adolphus Hotel.  

As a result of working together on the convention project, the Dallas auxiliaries organized a Presidents Council of Hospital Auxiliaries in 1942.  By organizing the council, the various groups would be able to provide better service to their hospitals and coordinate their efforts by learning from each other.  Out of this Council came the idea for a statewide organization for hospital auxiliaries.

The plan for a statewide organization was presented to the Board of Directors of the Texas Hospital Association, which suggested that the plan be offered for consideration at the THA Convention to be held in February of 1943.  After this presentation was made by Mrs. Ellen Gillespie Kribs at the convention, THA passed a resolution extending THA membership privileges to all women’s auxiliaries serving member hospitals.

Mr. Russell Nye, Parkland Hospital Administrator, contacted other administrators in Texas to encourage their participation in the new organization.  Mrs. J.B. Salmon, who was then president of the Dallas Presidents Council of Hospital Auxiliaries invited the administrators to attend the 1944 THA Convention, and included a membership application. 

Fifteen auxiliaries responded to the invitation and paid dues of $5.00.  The Vernon Woman’s Auxiliary of Christ the King Hospital was the first group to officially join the organization.  The organizational meeting of the Women’s Auxiliary to the Texas Hospital Association, or WATHA, was conducted with Mrs. Salmon presiding.  She introduced representatives of the fifteen charter members, which were:

CHARTER MEMBERS

	Brownsville
	Mercy Hospital Auxiliary



	Corpus Christi
	Fred Roberts Memorial Hospital Auxiliary



	Dallas
	Bradford Hospital Auxiliary

	
	Dallas City-Council Hospital System Auxiliary

	
	Women’s Auxiliary of Dallas Methodist Hospital

	
	Richmond-Freeman Memorial Hospital Auxiliary 

	
	Women’s Scottish Rite Hospital Auxiliary



	Fort Worth
	Harris Memorial Methodist Hospital Auxiliary



	Houston
	Houston Negro Hospital Auxiliary

	
	Women’s Auxiliary of Memorial Hospital

	
	Women’s Auxiliary of the Methodist Hospital



	Vernon
	Women’s Auxiliary of Christ the King Hospital



	Wellington
	St. Joseph’s Hospital Auxiliary



	Wichita Falls
	Bethania Hospital Auxiliary

	
	Women’s Auxiliary of Wichita General Hospital


The members then selected a nominating committee, which presented a slate of officers.  These officers were elected to serve as the first officers of the Women’s Auxiliary to the Texas Hospital Association.  The following members were elected:

	President
	Mrs. Theo A. Binford, Corpus Christi



	1st Vice-president
	Mrs. John Garrett, Houston



	2nd Vice-president
	Mrs. R. A. Helfenstine, Fort Worth



	Recording Secretary
	Mrs. Paul Penland, Dallas



	Corresponding Secretary
	Mrs. W. W. Fondren, Houston

 

	Parliamentarian
	Mrs. Marcellus Kleberg, Fort Worth



	Treasurer
	Mrs. Ed Lehman, Vernon



	Historian
	Mrs. E. C. Hodges, Dallas


The first meeting of the Women’s Auxiliary to the Texas Hospital Association was called to order by the newly elected president, Mrs. Theo A. Binford.  Mrs. J. B. Salmon was nominated by President Binford to be “Honorary President” and was unanimously elected to the post, which she held until her death in 1948. She is the only person to have been so honored by this title.

The Texas association was the first to be organized within the United States on a statewide level, and preceded the national association by five years.

At the October 1947 meeting of the WATHA Executive Board, a letter from Mr. E. D. Head, President of THA, was read suggesting that WATHA change its name to Texas Association of Hospital Auxiliaries.   The name change was adopted on October 13, 1947.

In May 2004, discussions were begun at a Board Retreat regarding a name change for TAHA.  The change was needed to reflect the true makeup of the association’s membership, and allow it to be inclusive of all healthcare volunteers and all types of healthcare facilities.

On February 8, 2005 at the Winter Board Meeting in Austin, the TAHA Board of Directors voted unanimously to approve an amendment to the bylaws that would change the name of the organization to: Texas Association of Healthcare Volunteers, Inc., or TAHV.                                    

TAHV PAST PRESIDENTS
	1944-1948 – Mrs. Theo Binford*

1948-1950 – Mrs. L.L.D. Tuttle*

1950-1951 – Mrs. Eugene Hodges*

1951-1952 – Mrs. R.D. Vaughn*

1952-1953 – Mrs. Carlton Meredith*

1953-1954 – Mrs. C.A. Dwyer*

1954-1955 – Mrs. J.M. Hefner*

1955-1956 – Mrs. Mal Rumph* 

1956-1957 – Mrs. Kitty Brady* 

1957-1958 – Mrs. Harvey Craig*

1958-1959 – Mrs. Milton Loring*

1959-1960 – Mrs. J.L. Jinkins, Sr.*

1960-1961 – Mrs. George Schenewerk*

1961-1962 – Mrs. Guy B. Neas*

1962-1963 - Mrs. J. Rice Spiller*

1963-1964 – Mrs. Sam Hunt (Betty Paddock)* 

1964-1965 – Mrs. Mildred Phillips

1965-1966 – Mrs. Mitchell Langdon*

1966-1967 – Mrs. Robert C. Webb* 

1967-1968 – Mrs. Mona Sylvester

1968-1969 – Mrs. George J. Ritter*

1969-1970 – Mrs. James H. Nail*

1970-1971 – Mrs. Rosalie Kolb*

1971-1972 – Mrs. Joe Tate*

1972-1973 – Mrs. Clifton Blackmon*

1973-1974 - Mrs. Marie Jeoffroy*

1974-1975 – Mrs. E.M. Kendall*

1975-1976 – Mrs. Marjorie Hardy
1976-1977 – Mrs. Dorothy Cutler

1977-1978 – Mrs. Dahlgren Vickery*

1978-1979 – Mrs. Roberta Clifton*


	1979-1980 – Mrs. W.C. Marks*

1980-1981 – Mrs. Isobel Debakey

1981-1982 – Mrs. Chip Manning

1982-1983 – Mrs. Nancy Hooker

1983-1984 – Mrs. Henry C. Paine*

1984-1985 – Mrs. Hazel Nelle Nelson

1985-1986 – Mrs. Fran Tonges*

1986-1987 – Mrs. Mary Mills

1987-1988 – Mrs. Velma Jones

1988-1989 – Mrs. Margie A. Bozeman

1989-1990 – Mrs. Lorraine Mannering

1990-1991 – Mrs. Margaret Hall

1991-1992 – Mrs. Jinx Gray

1992-1993 – Mrs. William Dwyer*

1993-1994 – Mrs. Judy Turner

1994-1995 – Ms. Nita Hibler 

1995-1996 – Mrs. Jan Temple

1996-1997 – Mrs. Carol Miller

1997-1998 – Mrs. Verneta Baxter

1998-1999 – Mrs. Harriet Merrill*

1999-2000 – Mrs. Shirley Volluz      2000-2001 – Mrs. Gigi DuBois

2001-2002 – Mrs. Nancy Hays

2002-2003 – Mrs. Marge Rode

2003-2004 – Mrs. Bernice Wolfe

2004-2005 – Mrs. Mary Gayle Stromberger
2005-2006 – Patricia Fortune

2006-2007 – Mary Braddock                             

2007-2008 – Janie Dampier
2008-2009 – Robert Zamen

2009-2010 – Pat Neatherlin

*Deceased


Mission Statement

The Texas Association of Healthcare Volunteers will support volunteer organizations by providing educational opportunities which enhance the delivery of healthcare services.

Strategic Objectives

· Collaborate with THA and TADVS to provide resources and educational opportunities for TAHV membership at Convention and District Meetings

· Maintain and increase membership in TAHV

· Help TAHV members explore nontraditional volunteer opportunities outside hospital walls, in outpatient facilities, community outreach programs and rural health clinics

· Use current technology to strengthen communication and promote the mission and purpose of TAHV to member volunteer groups and individual volunteers

· Enhance revenues of TAHV

· Promote age and cultural diversity within TAHV to better reflect both the current volunteer community and the communities served

Purpose of TAHV

Article II, Bylaws

Texas Association of Healthcare Volunteers, Inc.

The purposes shall be educational. They shall be to:

1. Encourage and assist in the organization of new volunteer groups to serve healthcare facilities;

2. Present new horizons and challenges to members through educational opportunities at District Meetings and Annual Convention;

3. Keep members informed on pertinent health care matters, and

4. Sponsor scholarships for students in the field of healthcare.

Membership Benefits and Services Offered by TAHV

“The Outlook” newsletter

· Available on the TAHV website www.tahv.org.  May also be mailed to TAHV local presidents, TADVS members, TAHV Board of Directors

· Addresses pertinent volunteer issues

· News of other auxiliaries

· TAHV President’s article listing current TAHV activities and healthcare trends and issues

· List of “Who to Call” on the TAHV Board if you have questions or need help

TAHV Yearbook

· Contains important dates and TAHV information

· Addresses, etc. of TAHV Officers and Board Members

· TAHV Committees and Chairpersons

· TAHV Bylaws

Offered to TAHV members

· Vendor List – names of companies for use in fundraising

· Pins and Bars order forms

· Annual Reports – statewide compilation of total hours worked by volunteers, scholarships awarded, and contributions made

· Packets with information and reports are distributed to local presidents at the Convention or mailed later

· Insurance program offered by Boon – Chapman

· Gifts and Memorials Foundation – Scholarship Fund for students in the healthcare field

· TAHV Parliamentarian may answer questions on parliamentary procedure; however, each member group is autonomous and TAHV does not offer rules for local groups

TAHV Membership Dues
TAHV membership dues are based on bed size. Dues are payable by June 1, and are considered delinquent after October 1.

· 1 – 75 Beds
$35.

· 76 – 140 Beds
$50. 

· 141 – 250 Beds
$75.

· 251 – 399 Beds
 $100.

· 400 + Beds
 $150.

· No Bed Institutions  $30.

TAHV Standing Committees
TAHV Standing Committees are named in the Bylaws as follows:

· Advisory
· Bylaws
· Communications
· Convention
· Convention Site Selection
· Database
· Finance
· Historian
· Hospitality
· Junior Volunteers
· Librarian
· Marketing
· Membership
· Nominating
· Research and Education
· Traveling Topics/Resource
· Website
Educational Activities and Opportunities

TAHV’S Traveling Topics Workshops – see Traveling Topics section of this chapter
At District Meetings:

· Held in September and October of each year

· Opportunity to communicate with TAHV officers

· Hear programs of relevance to volunteers

· Opportunity for each volunteer group to relate their service and share their success stories

· Communicate with other volunteers and “network” for new ideas

· Learn about current trends and issues in the healthcare field

· Opportunities to learn about creative ways of offering services to your hospital

· Healthcare facilities may be visited and state of the art facilities can be toured

At State Convention:

· Held in June of each year

· Hear nationally known and top rated speakers address current healthcare trends and volunteer issues

· Choice and selection of workshops on various subjects 

· Meet and exchange ideas with other volunteers from across the state

· Meet vendors and see new products and learn marketing and fundraising ideas

TAHV Past Presidents Awards of Excellence

The TAHV Past Presidents Awards of Excellence are presented each year at the TAHV Convention.  Entry information is mailed to each member group.  The awards are presented in the following categories:

· Outstanding achievement in healthcare facility in-service – This award recognizes an on-going project benefiting patients, families, or staff of the hospital or healthcare facility.

· Outstanding achievement in community service – This award recognizes an effective outreach program designed to serve a specific need of the community.

· Outstanding achievement in fund-raising – This award recognizes an innovative and well-executed fund-raising project.  The method is as important as the amount raised.

TAHV Website

www.tahv.org 

TAHV’s website offers a wealth of information on all of TAHV’s programs.  Included on the site is a directory of officers, calendar of events, and information regarding Traveling Topics, the Gifts and Memorials Foundation, and the TAHV Handbook for Healthcare Volunteers.  Pins and bars may be ordered online, current and past issues of the “Outlook” newsletter are available, and links to other volunteer related sites are provided.  

Traveling Topics – TAHV’s Program of Innovative Educational Workshops
Traveling Topics was developed by TAHV in answer to requests and needs expressed by volunteers and volunteer management for professional quality educational programs that would be cost effective and accessible to their local groups without traveling outside their area.  Traveling Topics is a workshop program featuring excellent speakers who address a variety of volunteer issues.

Upon request from a member volunteer group, a representative of the TAHV Board will be made available for consultation on issues relating to volunteer service, and areas of concern a member group might have.  TAHV shall strive to assist, educate, and advise its members, but will not enter into or interfere with the affairs of the volunteer group or with the administrative policies of the healthcare facility.

For information please call the TAHV Hotline number 432-685-4083.

Advantages of Traveling Topics:

· Workshops/Seminars are presented in your local area

· Excellent speakers/facilitators

· Minimum cost

· Small group setting

· Topics selected by the host group

· Minimum time away from home

· Short programs—one day or part of one day

· Excellent opportunities for networking and meeting other volunteers
Interactive “Let’s Talk” workshops are presented by your fellow volunteers who are members of the TAHV Board of Directors.
The host group may select topics to be presented:

“Let’s Talk About…”

· Recruitment

· Fund Raising

· Gift Shops

· Customer Service

· Community Involvement

· Hospice Volunteering

· Leadership

· Teen Volunteer Programs

· Professional Facilitation

· Communication

· Goal Setting Assistance

Traveling Topics also offers programs by nationally recognized speakers on volunteer issues.

For more information about Traveling Topics please go to www.TAHV.org. 

Texas Association of Healthcare Volunteer Districts

There are ten TAHV Districts in the State of Texas. These districts conform to the Health Service Areas as established by the Department of Health, Education and Welfare. Your district will be the same district as that of your healthcare facility.

The TAHV President appoints District Coordinators who are responsible for planning a District Meeting for each district. These meetings are usually held in September or October with the TAHV President, President-elect, and the First Vice-president in attendance at these meetings. The Coordinators plan, organize, and preside at the District Meeting.  They are responsible for providing educational opportunities at the District Meeting, which will provide a program of interest to all attending. These District Coordinators distribute bulletins and notices of the meetings so that the Volunteer groups and their Directors of Volunteer Services may attend and invite their administrators. Attendance at these District Meetings is encouraged.  Groups may prefer to attend a District Meeting in another district if it is closer to them or on a date that fits their schedule better.

The TAHV President also appoints Membership Representatives, formerly called District Advisors. These Membership Representatives, who are TAHV Board Members, are available to answer questions that may arise or provide current information about the activities of TAHV. The Membership Representatives as well as all TAHV Board members stand ready to assist members when needed.
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TEXAS ASSOCIATION OF HEALTHCARE VOLUNTEERS EMBLEM

Your Texas Association of Healthcare Volunteers emblem embraces and combines many things in four colors – blue, white, red, and gold.

· The CROSS OF NEUTRALITY AND CHRISTIAN CRUSADE is white.

· The CADUCEUS or WAND OF MERCURY and the SERPENT OF AESCULAPIUS have symbolized the healing art for many years.

· The URN LAMP is universally accepted as symbolic of knowledge and is the official emblem of Florence Nightingale nurses.

· The word VOLUNTEER signifies the giving of one’s self mentally, spiritually and physically to care for the sick, the needy, and the aged. 

· SERVING SINCE 1944, as the first state association to be organized in the United States. 

A patch of this emblem is available to be worn on the uniforms of all volunteers.
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PRAYER FOR HEALTHCARE VOLUNTEERS
Almighty God and Heavenly Father of Mankind,

Bless, we pray Thee, our endeavors in those healthcare facilities in which we strive to bring comfort and hope to all who are in distress of mind or body.

Guide us so that we may use the privilege given us to help the aged, the ill, and the very young with generosity, with discretion, and with gentleness.

Give us the strength to labor diligently, and the courage to speak with clarity and conviction but without prejudice or pride.

Grant us, we beseech Thee, both wisdom and humility in directing our united efforts to do for others only as Thou would have us do.

                                                                         Amen

District Councils of TAHV

District Councils of TAHV

The intent of the council structure is to give our member groups more of a voice in the Association. Each District will have the opportunity to select the representative of their choice and more importantly, each District is to be equally represented on the TAHV Board.

Members:

The council shall be composed of the Presidents and Presidents-elect, Chairman or designated members of volunteer organizations in healthcare facilities which are members in good standing of TAHV.

Voting:

Each member group is entitled to one official delegate for voting purposes. The official delegate shall be the President, Chairman or designated member of the member volunteer group. The alternate delegate shall be the President-elect or designated member of the member group.

Meetings:

The Council shall meet three times yearly: in connection with the District Meeting in the fall; in February; and during the TAHV Annual Convention.

Chairman:

To ensure fair representation of each member group, the Chairman shall be selected from a different group each year, in the approved numerical order. The Chairman shall assume responsibility of office at the District Meeting each year. The Chairman shall preside at Council meetings, appoint committees as needed, and be responsible for planning and sending notices of District Council meetings. Should the Chairman be unable to fulfill the duties of office, the alternate from the same facility will complete the term.

Selection of Board Members by District:

Applications from Board Member candidates are due May 1.

Council Presidents (voting Delegates) will receive copies of applications so that voting may take place at the Convention meeting. There shall be no absentee voting. A majority vote shall elect.

Purpose of District Organization and Role of the Districts

The organization of each District will bring together on a more regular basis the District’s volunteer groups and their leaders. Volunteers within each District will have the opportunity to share ideas and express mutual concerns that may affect them, but may not necessarily affect volunteers in other Districts. Through organization at the District level volunteers will be able to receive education designed to enhance their ability to be valuable assets to their healthcare facilities.

Our role as a District shall be:

· To provide support to TAHV.
· To exchange information and ideas mutually beneficial to al groups.
· To provide education for the District’s volunteers with the assistance of TAHV.
· To encourage volunteer involvement and to train leadership.

· To encourage and assist existing volunteer groups in the District.
· To assist, upon request, in the development of new volunteer groups within our District.
Bylaws of District—Council of Texas Association of Healthcare Volunteers

Article I – Name

The name of this organization shall be: DISTRICT _____ COUNCIL OF TEXAS ASSOCIATION OF HEALTHCARE VOLUNTEERS

Article II – Purpose

The purpose of this organization shall be to bring together, on a regular basis, the District’s Volunteer groups’ leaders to express mutual concerns and share ideas, provide support to TAHV, provide education for District Volunteers with the assistance of TAHV, encourage volunteer involvement and train leadership, encourage and assist existing volunteer groups and assist upon request in the development of new volunteer groups within our district.

Article III – Membership

The Council shall be composed of the Presidents and Presidents-elect, Chairman or designated members of volunteer organizations in healthcare facilities which are members in good standing of TAHV. A Liaison from the TAHV Board from this district shall also be a member of the Council.

Article IV – Chairman

SECTION 1.
The Chairman shall be selected from a different group each year, in the approved numerical order.

SECTION 2.
The Chairman shall be selected a the TAHV Convention meeting and shall assume responsibility of the office at the District Meeting each year.

SECTION 3.
The Chairman shall preside at Council meetings, appoint committees as needed, and be responsible for planning and sending notices of District ____ Council meetings.

SECTION 4.
Should the Chairman be unable to fulfill the duties of office, the alternate from the same facility will complete the term.

Article V – Meetings

The council shall meet three (3) times yearly; in connection with the TAHV District meeting; in February; and at the annual TAHV Convention.

Article VI – Voting

Each member group is entitled to one official delegate for voting purposes. The official delegate shall be a President, Chairman or designated member of the member group. The alternate delegate shall be the President-elect or designated member of the member group.

Article VII – Election of TAHV District ____ Board Member

SECTION 1.
Applications from candidates are to be sent by May 1st to the TAHV Board Liaison for District ___.

SECTION 2.
Each voting delegate will receive copies of all applications to review so that voting will take place at the TAHV Convention meeting.

SECTION 3.
There shall be no absentee voting. Voting will be by ballot. A majority vote shall elect.

Article VIII – Amendments

Amendments to the Bylaws shall first be approved by the TAHV Board. The Bylaws may then be amended by a majority vote of those present at any meeting provided the amendment has be submitted at the previous regular meeting, or provided that written notice has been submitted to each council member two weeks prior to the meeting.

Article IX – Parliamentary Authority

Sturgis’ Standard Code of Parliamentary Procedure shall be the authority in all questions of parliamentary law not covered by the Bylaws.

Guidelines for TAHV Board Members

Only 2 people from the same healthcare facility may serve on the Board at the same time (with the exception of grand fathered members).

Board members must be willing and able to attend 4 Board meetings each year.

TAHV shall not be responsible for the expenses of Board members (This is Standing Rule 4 of the TAHV Bylaws).

Board members must be willing to serve as a representative for all members of their District.

Board members must be-at the time of their election and throughout their service on the Board-an active volunteer as defined by the local volunteer group, which must be a TAHV members.

Prospective Board members must submit appropriate paperwork to their TAHV liaison or the TAHV President at the designated time, and must have the approval of their healthcare facility administration to become a candidate for the TAHV Board of Directors.

Board term shall be a maximum eight years. After leaving the Board, a member may be reelected or reappointed after at least one year has elapsed from the date of their leaving the Board.

After serving as TAHV President, a person may not serve again in that office in a subsequent term on the Board.

If for any reason a District fails to select a Board member in their designated year, the TAHV President will appoint a Board member from that District. The TAHV President will also appoint Board members to fill unexpired terms from the appropriate District. 

Application for Candidacy TAHV Board of Directors

(Please use back of form if extra space is needed)
Name: ______________________________________________________________

Address: ____________________________________________________________

Phone: ___________________________ Fax ______________________________

Email: ______________________________________________________________

Name of healthcare facility: _____________________________________________

Address of healthcare facility: ___________________________________________

___________________________________________________________________

Name of volunteer group: ______________________________________________

How long have you been a volunteer at this facility? _________________________

Offices/chairmanship you have held in your volunteer group: __________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Other areas of community involvement: ___________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Honors or award you received at your healthcare facility or in the community: ______

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

How do you think that TAHV could better serve its membership? ________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Why do you wish to serve on the TAHV Board of Directors? ____________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

What do you feel are your greatest strengths as a volunteer leader? _____________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Please check those areas in which you have skills or interest, and explain:

( Art ______________________________________________________________

( Accounting/Bookkeeping _____________________________________________

( Computer Skills ____________________________________________________

( Fundraising _______________________________________________________

( Event Planning _____________________________________________________

( Teaching _________________________________________________________

( Parliamentary Procedure _____________________________________________

( Public Speaking ____________________________________________________

( Writing ___________________________________________________________

( Other ____________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

I have read and understand the Guidelines for TAHV Board Members (attached), and I am wiling and able to abide by them if elected to the TAHV Board.

Signature of candidate _________________________________________________

Date of Signature __________________

Signature of CEO/Administrator of candidate’s facility (and comments if desired).

Signature/Title ___________________________ Contact Number ______________

Comments: __________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Please send this completed form, accompanied by a small photograph of the candidate, (Deadline May 1)  to: 
organizing a volunteer group

Steps in Organizing A Volunteer Group

· The idea of starting a volunteer group may originate with the administration of the healthcare institution or with a group of people interested in being members of the new group. In either case, an agreement regarding the establishment and the goals of a volunteer group must be reached between the administration and the prospective volunteers.

· This agreement should include the type of duties the new volunteer group will assume and what the areas of service will be.

· Efforts should be made to involve key hospital staff (nurses, department heads) in the planning of service areas to insure a common purpose and an understanding of roles.

· The approval and support of the administration of the healthcare facility should be obtained throughout the organizational process.

· Key individuals should meet with a larger group from the community for the purpose of recruiting members and hearing a broader range of ideas relevant to establishing the new organization.

· A statement of purpose, or mission statement, should be articulated. The basic mission of the volunteer group should correspond to the real needs of the institution and the community that it will serve.

· A temporary chair and a committee should be named. This core group will, with the help of the attorney or legal department of the healthcare institution, write the bylaws and standing rules of the volunteer organization. As a part of this process the policies, procedures, and guidelines of the new group will be determined.

· Working with the appropriate media, publicity for the new organization should be obtained and promotional printed materials produced.

· A recruitment meeting should be held to actively seek members.

· The first meeting of the new group will be held to adopt the bylaws, elect officers, appoint committees and schedule a general orientation.

· TAHV has resources to advise members upon request. 

Starting or Reorganizing a Volunteer Group or Auxiliary

The following sections are excerpted with permission from the publication New Concepts, New Directions: The Auxiliary published by the Department of Volunteer Administration and Auxiliary Services of the American Hospital Association (ref. 1) in 1997. 

For more information on bylaws and standing rules consult Sturgis’ Standard Code of Parliamentary Procedure or Robert’s Rules of Order Newly Revised. The TAHV Parliamentarian is available for consultation with member volunteer groups upon request.

Organizing an Auxiliary

Formal organization is the means by which the auxiliary, as a responsible entity, establishes its relationship to its institution and its legal personality, ensures its continuity, and formalizes its purpose.  Thus, planning for auxiliary organization involves consideration of its legal status and of basic principles of organization.

Legal Personality

An auxiliary is a legal entity from the inception of its formal organization.  It falls to those responsible for its formal organization to choose the most appropriate legal form for its existence.

It suffices to say that an auxiliary is either an integral part of its parent institution or a separately incorporated, affiliated organization.  In either case, this legal relationship to the institution should be indicated clearly in the auxiliary’s bylaws and confirmed by formal action of the institution’s governing authority.

Purpose

Because organizational structure (bylaws and administrative policies and procedures) is the medium by which an auxiliary accomplishes its purpose, the more accurately this structure reflects the purpose of the auxiliary, the higher the level of accomplishment in realizing goals.

Authority and Accountability 

The individuals or the group empowered to exercise authority on behalf of an organization should be identified and the scope of that authority delineated in the formal instrument of organization – the bylaws.

The auxiliary’s authority is essentially a delegated authority.  In authorizing the establishment of an auxiliary, the healthcare institution’s governing body in effect delegates certain powers to the auxiliary.  At the same time, the governing body retains the right to review and approve activities and programs conducted by the auxiliary for the institution. Both the delegation of authority and the restrictions on its use should be reflected in the auxiliary’s bylaws.

When the institution delegates authority to an auxiliary, it is vesting power, in a general sense, in the membership.  However, this authority is actually exercised by the auxiliary’s board of directors, which is empowered to do so by the membership through the auxiliary’s bylaws.

Inherent in any delegation of authority is the requirement of accountability for the use of that authority. Thus the auxiliary’s board is accountable to the membership and to the institution for the exercise of the authority expressly delegated to it. And the auxiliary, as a whole, must hold itself accountable to the institution and, specifically, to the institution’s chief executive for such authority as remains vested in the membership.

Bylaws

Bylaws are the auxiliary’s expression of formal organization; they also represent agreement among the members as to regulation of the auxiliary’s internal affairs and its relationships to others. The bylaws establish the basic policies under which the auxiliary must operate unless, and until, membership agrees to change them.

Because the bylaws mirror the character of the auxiliary and establish its organizational framework and its organic structure, any decisions that are incorporated into articles of the bylaws must be made in full recognition of the purpose and responsibilities of the auxiliary. These decisions always should be made in consultation with the institution’s administration.

As a legal instrument, bylaws are made to be observed. They also are a dynamic instrument that must change and grow if they are to reflect the growth of the auxiliary as it adapts to meet the evolving needs of its institution and the community. Conversely, bylaws that are in a perpetual state of change and amendment are probably too restrictive and cluttered with details and therefore interfere with efficient operation.
Administrative Policies and Procedures

Supplementing the bylaws are the administrative policies and procedures, which represent an expansion and replacement of what are sometimes known as “standing rules.”  The administrative policies and procedures incorporate decisions made by the auxiliary’s board on methods for the administration of the basic policies in the bylaws, and they may not supersede the authority established in the bylaws.

They are, however, more flexible than the bylaws because they can be changed by action of the auxiliary’s board without referral to the total membership or to the institution’s administration. They also have the advantage of making it unnecessary to provide in the bylaws for most procedural details, particularly those likely to require frequent alteration. This eliminates the obvious hazard of continually having to change the bylaws as new situations arise (ref. 1).

Establishing Programs in Investor-Owned Hospitals

The Texas Hospital Association Council on Hospital Auxiliaries prepared the following document for use by groups organizing programs in investor-owned hospitals.

Suggested Guidelines for Establishing Auxiliary/Volunteer Programs in Investor-Owned Hospitals

These guidelines are recommended with the intent of assisting in the development and promotion of auxiliary/volunteer programs in the setting of an investor-owned hospital, should the hospital administrator and corporate policy indicate.  Auxiliary/volunteer programs representing nonprofit/governmental and investor-owned hospitals serve patients and communities throughout the health care system in Texas.  The terms auxilian and volunteer are interchangeable.  This document is based upon the current growth and development of auxiliary/volunteer programs in the investor-owned sector.

It is emphasized that no volunteer shall replace a hospital employee.  However, the “patient caring” element, and extras, including tender, loving care and community relations are very evident in auxiliary/volunteer programs.  

1. The success of any program is contingent upon administrative support – clearly outlining areas of service, role of auxiliary/volunteer program within the community/hospital.  Administration must clearly define the role of director of volunteer services and auxilians/volunteers, as well as department heads and hospital employees.

2. Hospital/community relationships are established by hospital administrator with community leaders, i.e. health careers recruitment, community-wide health education programs, blood donor programs, etc.

3. Organization of program

A. Type of program – Seek a legal opinion from your hospital/corporation attorneys.  The auxiliary may be organized either as an integral part of the hospital, as an independent corporation (non-profit status) or as an unincorporated entity.

B. Insurance Coverage – Seek proper advice and counsel for appropriate coverage (personal and activity related).

4. Promotion of Program  - Select key department heads, such as director of volunteer services (if employed), director of public relations, director of nursing services, director of personnel and chief of medical staff, to work with community leaders to form committee to structure the nucleus of the auxiliary/volunteer program.

5. Areas of Service – Within policies established by administration, the director of volunteer services works with the individual department heads to establish areas of service.  A summary report, outlining needs of each department, is submitted to the administrator for approval. Job descriptions are then formulated by the director of volunteer services.

6. Fund-Raising

A. An auxiliary/volunteer program is basically a service and educational organization.

B. Proceeds from an auxiliary-operated gift shop or any other auxiliary/volunteer project may be designated for scholarships, educational programs, operation of the auxiliary, and non-revenue producing items benefiting patients, families and communities.  If the auxiliary has been granted tax-exempt status, be sure that proceeds are distributed for tax-exempt purposes.

C. Emphasis is placed on providing health career scholarships.

Prepared by: 1981 Committee, THA Council on Hospital Auxiliaries

Reviewed by Charles W. Bailey, J.D., THA Staff Legal Counsel, April 3, 1981

Re-reviewed by Elizabeth N. Sjoberg, THA Staff Attorney, February 22, 1996

Re-reviewed by Charles W. Bailey, J.D., THA General Counsel, February 22, 1996

Approved for inclusion in this Handbook by Elizabeth N. Sjoberg, January, 2001

Exemption Requirements for 501(c)(3) Organizations

Organizations described in Section 501(c)(3) of the Internal Revenue Service Code are commonly referred to under the general heading of “charitable organizations.”  

To be tax-exempt as an organization described in Section 501(c)(3) of the Internal Revenue Service Code, an organization must be organized and operated exclusively for one or more of the purposes set forth in Section 501(c)(3) and none of the earnings of the organization may inure to any private shareholder or individual.

Application for Exemption
To apply for recognition by the IRS for exempt status as an organization described in Section 501(c)(3) of the Code, obtain Package 1023, Application for Recognition of Exemption.  The appropriate user fee must accompany the application.  The organization should also request an employer identification number using Form SS-4, Application for Employer Identification Number, (even if the organization does not have any employees). 

For complete information obtain Publication 557, Tax-Exempt Status for Your Organization.  Call the IRS to request this publication at 800-829-3676.  Publication 557 can also be downloaded at the web site www.irs.gov . 

Lobbying or Political Activities

A 501(c)(3) organization may not attempt to influence legislation as a substantial part of its activities.  A 501(c)(3) organization may not participate in, or intervene in (including the publishing or distributing of statements), any political campaign on behalf of (or in opposition to) any candidate for public office. Organizations may sponsor debates or forums to educate voters, but if the forum or debate shows a preference for or against a certain candidate it becomes a prohibited activity.  Activities that encourage people to vote for or against a particular candidate, even on the basis of non-partisan criteria, violate the political campaign prohibition of Section 501(c)(3), and organizations may suffer loss of exemption.  Consult Publication 557 for more information on lobbying and political activities.  

Sample Bylaws

· Each volunteer organization is structured to meet the needs, goals, and objectives of the institution it serves.  The volunteer organization is accountable to the hospital administration and governing board, and this relationship must be recognized when adopting the structure to meet the changing needs of the institution.

· It is recommended that all organizations seek and follow the advice of their own hospital legal department when adopting bylaws.

· Either Sturgis’ Standard Code of Parliamentary Procedure or Robert’s Rules of Order Newly Revised is usually named as Parliamentary Authority. In October 1991, the TAHV Bylaws were amended by the Board of Directors to name Sturgis’ Standard Code of Parliamentary Procedure. 

Sample #1 may be adapted for use by groups that have formed a Texas non-profit corporation and received a 501 (c)(3) tax-exempt status from the Internal Revenue Service.

Sample #2 may be adapted for use by groups that have not sought 501 (c)(3) tax-exempt status from the Internal Revenue Service.

SAMPLE #1

BYLAWS OF THE (NAME OF ASSOCIATION)

ARTICLE ONE

NAME

1.01 The name of this association shall be (___________)
ARTICLE TWO

PURPOSES AND EXEMPT ACTIVITIES
2.01
(Name of association) is organized exclusively for charitable and educational purposes. These purposes shall include:

To _________________________________________________________

To _________________________________________________________

(List as many purposes/objectives as you wish)


To ______________________________________________________
; and

such other charitable and educational purposes as the Board of Directors shall from time to time determine.

No part of the net earnings of this association shall inure to the benefit of, or be distributable to its members, directors, officers, or other private person, except that the association shall be authorized and entitled to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purposes set forth herein. No substantial part of the activities of the association shall be the carrying on of propaganda, or otherwise attempting to influence legislation, and the association shall not participate in, or intervene in, including the publishing or distribution of statements, a political campaign on behalf of any candidate for public office.

Notwithstanding any other provision of these bylaws, the association shall not carry on any activities not permitted to be carried on by (a) an organization exempt from federal income tax under 501(c)(3) of the Internal Revenue Code of 1954, or the corresponding provision of any future United Stated Internal Revenue Law, or (b) an organization, contributions to which are deductible under 170(c)(2) of the Internal Revenue Code and its Regulations as they now exist or as they may hereafter be amended.

Upon the dissolution of the association, the Board of Directors shall, after paying or making provisions for the payment of all liabilities of the corporation, dispose of the association’s remaining assets. Distribution of assets or the proceeds from the disposal of such assets will be made to any organization that has been organized and operated exclusively for charitable, educational, religious, or scientific purposes as shall at the time qualify as an exempt organization under 501 (c)(3) of the Internal Revenue Code of 1954, or the corresponding provisions of any future United States Revenue Law, as the Board shall determine.

Any assets not disposed of by the Board of Directors shall be disposed of by a court of the county in which the principal office of the association is then located, exclusively for such purposes or to such organization or organizations, as said court shall determine, which are organized and operated exclusively for such purposes.

ARTICLE THREE

BOARD OF DIRECTORS

General Powers
3.01
The affairs of (name of association) shall be managed by its Board of Directors.

Number, Appointment, Tenure

3.02
The number of Directors shall be (number). Each Director’s term shall be for (number of years).

Regular Meetings
3.03
A regular annual meeting of the Board of Directors shall be held at a time and place designated by resolution of the Board of Directors without further notice than such resolution. The Board of Directors may provide by resolution the time and place for the holding of additional regular meetings of the Board of Directors.

Special Meetings

3.04
Special meetings of the Board of Directors may be called by or at the request of the President or any (number) members of the Board of Directors. The person or persons authorized to call special meetings of the Board of Directors may fix the place for holding any special meetings of the Board of Directors.

Notice

3.05
Notice of any special meeting of the Board of Directors members shall be given at least ten (10) working days previously thereto by notice delivered personally or by telephone, or sent by mail or facsimile transmission to each Board of Directors member. If mailed, such notice shall be deemed to be delivered when deposited in the United States mail so addressed with postage thereon prepaid. If notice be given by facsimile transmission, such notice shall be deemed to be delivered when the facsimile is transmitted.  Any Board of Directors member may waive notice of any meeting.

Quorum

3.06
(Percentage) members of the Board of Directors shall constitute a quorum for the transaction of business at any meeting of the Board of Directors.

Manner of Acting

3.07
The act of a majority of the Board of Directors participating at a meeting shall be the act of the Board of Directors, unless the act of a greater number is required by these bylaws.

Vacancies

3.08
Any vacancy occurring in the Board of Directors shall be filled by (Board or membership). Directors elected to fill vacancies shall be elected for the unexpired terms of their predecessors in office.

Removal

3.09
Any Director may be removed by a (percentage) vote of the Board of Directors whenever in its judgment the best interests of the association would be served.

Compensation

3.10
Directors shall not receive any stated salaries for their services, but by resolution of the Board of Directors, a fixed sum and expense of attendance, if any, may be allowed for attendance at such regular or special meetings of the Board of Directors; but nothing herein contained shall be construed to preclude any Director from serving the association in any other capacity and receiving compensation therefor.

Board Action by Mail, Telephone

or Electronic Communications

3.11
Any action required or presented to be taken by the Board of Directors at a meeting of the Board of Directors may also be taken by mail, telephone, or electronic communications with the same force and effect.

Committees

3.12
The Board of Directors may create or discontinue such Committees as it may deem advisable to advise the Board of Directors on specific issues affecting the association and shall carry out the duties delegated to them. All Committees shall be appointed by the (President).

ARTICLE FOUR

OFFICERS

4.01
The officers of the association shall consist of a President, (list other officers). The Board of Directors may elect or appoint such other officers and assistant officers as it shall deem desirable, such officers to have the authority and perform the duties prescribed, from time to time, by the Board of Directors.

Election and Term

4.02
The officers of the association shall be elected by the (Board or membership) at the regular annual meeting of the (Board or membership). If the election of officers shall not be held at such meeting, such election shall be held as soon thereafter as conveniently may be. New offices may be created and filled at any meeting of the (Board or membership). An officer shall hold office for a term of (number) year(s) and until a successor has been duly elected and qualified.

Removal

4.03
Any officer elected by the (Board or membership) may be removed by a (percentage) vote of the (Board or membership) whenever in its judgment the best interests of the association would be served.

Vacancies

4.04
A vacancy in any office may be filled by a (percentage) vote of the (Board or membership) for the unexpired portion of the term.

President

4.05
(The description of the duties of your President) OR The President shall be the principal executive officer of the association and shall in general supervise and control all of the business and affairs of the association. The President shall perform all duties incident to the office of President and such other duties as may be prescribed by the Board of Directors and shall preside at all meetings of the members and of the Board of Directors.

Vice President

4.06
(The description of the duties of the Vice President) OR In the absence of the President or in the event of his inability or refusal to act, the Vice President shall perform the duties of the President, and when so acting shall have all the powers of and be subject to all the restrictions upon the President. The Vice President shall perform such other duties as from time to time may be assigned to him by the President or Board of Directors.

Secretary-Treasurer

4.07
(The description of the duties of your Secretary and Treasurer) OR The Secretary-Treasurer shall keep the minutes of the meetings of the Board of Directors; give all notices in accordance with the provisions of these bylaws or as required by law, be custodian of the corporation records; keep a register of the post office address of each Director which shall be furnished to the Secretary-Treasurer by each Director. The Secretary-Treasurer shall have charge and custody of and be responsible for all funds and securities of the corporation; receive and give receipts for moneys due and payable to the corporation from any source whatsoever, and deposit all such moneys in the name of the corporation in such banks, trust companies, or other depositories as the Board of Directors may select. The Secretary-Treasurer shall perform all duties incident to the office of Secretary-Treasurer.

ANY OTHER OFFICERS

ARTICLE FIVE

MEMBERS

5.01
(Active, Associate, Honorary Membership) REMEMBER: A 501(c)(3)
organization serves a public interest so be very careful in limiting your membership.

Voting Rights

5.02
Each member shall be entitled to (one) vote on each matter submitted to a vote of the members. Voting of the membership shall be conducted by ballot returned to the association either by mail or facsimile transmission. Decisions by the members shall be by a simple majority of those responding.

Termination of Membership

5.03
The Board of Directors, by affirmative vote of (percentage) of all of the members of the Board of Directors present and voting, may suspend or expel a member for cause after an appropriate hearing, and may, by a majority vote of those present at any regularly constituted meeting, terminate the membership of any member who becomes ineligible for membership, or suspend or expel any member who shall be in default in the payment of dues or assessment fees.

Resignation

5.04
Any member may resign by filing a written resignation with the Secretary, but such resignation shall not relieve the member of the obligation to pay any dues, assessments, or other charges theretofore accrued and unpaid.

Reinstatement

5.05
Upon written request signed by a former member and filed with the Secretary, the Board of Directors may, by the affirmative vote of (percentage) of the members of the Board present and voting, reinstate such former member to membership on such terms as (percentage) of the Board of Directors then present and voting may deem appropriate.

Annual Meeting

5.06
An annual meeting of the members shall be held the day and at the time of each year as designated by the Board of Directors for the purpose of reporting on the association’s programs and activities and providing the members with the opportunity to discuss these programs and activities and to (conduct educational programs).

Special Meeting

5.07
Special meetings of the members may be called by the President, the Board of Directors, or not less than (number) of the members having voting rights.

Place of Meeting

5.08
The Board of Directors may designate the place of the meeting for any annual meeting or for any special meeting called by the Board of Directors.

Notice of Meetings

5.09
Written or printed notice stating the place, day and hour of any meeting of members shall be delivered, either personally, by mail or by facsimile transmission to each member entitled to vote at such meeting, not less than ten (10) days nor more than sixty (60) days before the date of such meeting. In case of a special meeting or when required by statute or these bylaws, the purpose or purposes for which the meeting is called shall be stated in the notice. If mailed, the notice of a meeting shall be deemed to be delivered when deposited in the United States mail addressed to the member at his address as it appears on the records of the corporation, with postage thereon prepaid.  If notice be given by facsimile transmission, such notice shall be deemed to be delivered when the facsimile is transmitted.

Action by Mail, Telephone or

Electronic Communications

5.10
Any action required or presented to be taken at a meeting may also be taken by mail, telephone, or electronic communications with the same force and effect.

ARTICLE SIX

FINANCIAL STRUCTURE

6.01
Annual dues (shall be determined by the Board of Directors).

ARTICLE SEVEN

COMMITTEES

(SINCE ONLY 5% OF ASSOCIATION FUNDS CAN BE SAFELY SPENT ON

LEGISLATIVE ACTIVITIES, THEN YOU SHOULD CONSIDER DELETING

YOUR LEGISLATIVE COMMITTEES. THE COURT HAS RULED THAT 4%

LEGISLATIVE ACTIVITIES IS O.K. AND THAT 20% IS TOO MUCH. IF YOUR

ASSOCIATION VIOLATES THIS 501 (c)(3) REQUIREMENT, THEN YOUR

ASSOCIATION COULD LOSE ITS TAX EXEMPT STATUS.)

ARTICLE EIGHT

AFFILIATIONS

8.01
This association is affiliated with (name of association/organization, i.e., Texas Association of Healthcare Volunteers).

8.02
(Name of association) may enter into agreement of affiliation with a national, state, or local organization under provisions determined and prescribed by the Board of Directors.

ARTICLE NINE

AMENDMENTS TO BYLAWS

9.01
These bylaws may be altered, amended, or repealed and new bylaws may be adopted by a (percentage) vote of the (Board or membership) (and must be ratified by a majority vote of the members present at any regular meeting or at any special meeting. if at least (number) days’ written notice is given of an intention to alter, amend or repeal these bylaws or to adopt new bylaws at such meeting).

ARTICLE TEN

PARLIAMENTARY AUTHORITY

10.01 Robert’s Rules of Order shall govern the proceedings at all meetings.

THIS SAMPLE MAY BE ADAPTED FOR USE BY GROUPS THAT HAVE

FORMED A TEXAS NON-PROFIT CORPORATION AND RECEIVED A 501(c)(3)

TAX-EXEMPT STATUS FROM THE INTERNAL REVENUE SERVICE.

SAMPLE #2

BYLAWS OF THE (NAME OF ASSOCIATION)

ARTICLE ONE

NAME

1.01
The name of this association shall be (_______)

ARTICLE TWO

OBJECTIVES

2.01
(Name of association) is organized exclusively for charitable and educational purposes. These purposes shall include:

To_______________________________________________________

To_______________________________________________________

(List as many purposes/objectives as you wish)


To_______________________________________________________
and

such other charitable and educational purposes as the Board of Directors shall from time to time determine.

ARTICLE THREE

BOARD OF DIRECTORS

General Powers

3.01
The affairs of (name of association) shall be managed by its Board of Directors.

Number, Appointment, Tenure

3.02
The number of Directors shall be (number). Each Director’s term shall be for (number of years).

Regular Meetings

3.03
A regular annual meeting of the Board of Directors shall be held at a time and place designated by resolution of the Board of Directors without further notice than such resolution. The Board of Directors may provide by resolution the time and place for the holding of additional regular meetings of the Board of Directors.

Special Meetings

3.04
Special meetings of the Board of Directors may be called by or at the request of the President or any (number) members of the Board of Directors. The person or persons authorized to call special meetings of the Board of Directors may fix the place for holding any special meetings of the Board of Directors.

Notice

3.05
Notice of any special meeting of the Board of Directors members shall be given at least ten (10) working days previously thereto by notice delivered personally or by telephone, or sent by mail or facsimile transmission to each Board of Directors member. If mailed, such notice shall be deemed to be delivered when deposited in the United States mail so addressed with postage thereon prepaid. If notice be given by facsimile transmission, such notice shall be deemed to be delivered when the facsimile is transmitted. Any Board of Directors member may waive notice of any meeting.

Quorum

3.06
(Percentage) members of the Board of Directors shall constitute a quorum for the transaction of business at any meeting of the Board of Directors.

Manner of Acting

3.07
The act of a majority of the Board of Directors participating at a meeting shall be the act of the Board of Directors, unless the act of a greater number is required by these bylaws.

Vacancies

3.08
Any vacancy occurring in the Board of Directors shall be filled by (Board or membership). Directors elected to fill vacancies shall be elected for the unexpired terms of their predecessors in office.

Removal

3.09
Any Director may be removed by a (percentage) vote of the Board of Directors whenever in its judgment the best interests of the association would be served.

Compensation

3.10
Directors shall not receive any stated salaries for their services, but by resolution of the Board of Directors, a fixed sum and expense of attendance, if any, may be allowed for attendance at such regular or special meetings of the Board of Directors, but nothing herein contained shall be construed to preclude any Director from serving the association in any other capacity and receiving compensation therefor.

Board Action by Mail, Telephone

or Electronic Communications

3.11
Any action required or presented to be taken by the Board of Directors at a meeting of the Board of Directors may also be taken by mail, telephone, or electronic communications with the same force and effect.

Committees

3.12
The Board of Directors may create or discontinue such Committees as it may deem advisable to advise the Board of Directors on specific issues affecting the association and shall carry out the duties delegated to them. All Committees shall be appointed by the (President).

ARTICLE FOUR

OFFICERS

4.01
The officers of the association shall consist of a President, (list other officers). The Board of Directors may elect or appoint such other officers and assistant officers as it shall deem desirable, such officers to have the authority and perform the duties prescribed, from time to time, by the Board of Directors.

Election and Term

4.02
The officers of the association shall be elected by the (Board or membership) at the regular annual meeting of the (Board or membership). If the election of officers shall not be held at such meeting, such election shall be held as soon thereafter as conveniently may be.

New offices may be created and filled at any meeting of the (Board or membership). An officer shall hold office for a term of (number) year(s) and until a successor has been duly elected and qualified.

Removal

4.03
Any officer elected by the (Board or membership) may be removed by a (percentage) vote of the (Board or membership) whenever in its judgment the best interests of the association would be served.

Vacancies

4.04
A vacancy in any office may be filled by a (percentage) vote of the (Board or membership) for the unexpired portion of the term.

President

4.05
(The description of the duties of your President). OR The President shall be the principal executive officer of the association and shall in general supervise and control all of the business and affairs of the association. The President shall perform all duties incident to the office of President and such other duties as may be prescribed by the Board of Directors and shall preside at all meetings of the members and of the Board of Directors.

Vice President

4.06
(The description of the duties of your Vice President) OR In the absence of the President or in the event of his inability or refusal to act, the Vice President shall perform the duties of the President, and when so acting shall have all the powers of and be subject to all the restrictions upon the President. The Vice President shall perform such other duties as from time to time may be assigned to him by the President or Board of Directors.

Secretary-Treasurer

4.07
(The description of the duties of your Secretary and Treasurer) OR The Secretary-Treasurer shall keep the minutes of the meetings of the Board of Directors; give all notices in accordance with the provisions of these bylaws or as required by law; be custodian of the corporation records; keep a register of the post office address of each Director which shall be furnished to the Secretary-Treasurer by each Director. The Secretary-Treasurer shall have charge and custody of and be responsible for all funds and securities of the corporation; receive and give receipts for moneys due and payable to the 

corporation from any source whatsoever, and deposit all such moneys in the name of the corporation in such banks, trust companies, or other depositories as the Board of Directors may select. The Secretary-Treasurer shall perform all duties incident to the office of Secretary-Treasurer.

ANY OTHER OFFICERS

ARTICLE FIVE

MEMBERS

5.01
(Active, Associate, Honorary Membership)

Voting Rights

5.02
Each member shall be entitled to (one) vote on each matter submitted to a vote of the members. Voting of the membership shall be conducted by ballot returned to the association either by mail or facsimile transmission. Decisions by the members shall be by a simple majority of those responding.

Termination of Membership

5.03
The Board of Directors, by affirmative vote of (percentage;) of all of the members of the Board of Directors present and voting, may suspend or expel a member for cause after an appropriate hearing, and may, by a majority vote of those present at any regularly constituted meeting, terminate the membership of any member who becomes ineligible for membership, or suspend or expel any member who shall be in default in the payment of dues or assessment fees.

Resignation

5.04
Any member may resign by filing a written resignation with the Secretary, but such resignation shall not relieve the member of the obligation to pay any dues, assessments, or other charges theretofore accrued and unpaid.

Reinstatement

5.05 Upon written request signed by a former member and filed with the Secretary, the Board of Directors may, by the affirmative vote of (percentage) of the members of the Board present and voting, reinstate such former member to membership on such terms as (percentage) of the Board of Directors then present and voting may deem appropriate.

Annual Meeting

5.06
An annual meeting of the members shall be held the day and at the time of each year as designated by the Board of Directors for the purpose of reporting on the association’s programs and activities and providing the members with the opportunity to discuss these programs and activities and to (conduct educational programs).

Special Meeting

5.07
Special meetings of the members may be called by the President, the Board of Directors, or not less than (number) of the members having voting rights.

Place of Meeting

5.08
The Board of Directors may designate the place of the meeting for any annual meeting or for any special meeting called by the Board of Directors.

Notice of Meetings

5.09
Written or printed notice stating the place, day and hour of any meeting of members shall be delivered, either personally, by mail or by facsimile transmission to each member entitled to vote at such meeting, not less than ten (10) days nor more than sixty (60) days before the date of such meeting. In case of a special meeting or when required by statute or these bylaws, the purpose or purposes for which the meeting is called shall be stated in the notice. If mailed, the notice of a meeting shall be deemed to be delivered when deposited in the United States mail addressed to the member at his address as it appears on the records of the corporation, with postage thereon prepaid. If notice be given by facsimile transmission, such notice shall be deemed to be delivered when the facsimile is transmitted.

Action by Mail, Telephone

or Electronic Communications

5.10
Any action required or presented to be taken at a meeting may also be taken by mail, telephone, or electronic communications with the same force and effect.

ARTICLE SIX

FINANCIAL STRUCTURE

6.01
Annual dues (shall be determined by the Board of Directors).

ARTICLE SEVEN

COMMITTEES

7.01
Nominating Committee, etc.

ARTICLE EIGHT

AFFILIATIONS

8.01
This association is affiliated with (name of association/organization. i.e., Texas Association of Healthcare Volunteers.
8.02
(Name of association) may enter into agreement of affiliation with a national, state, or local organization under provisions determined and prescribed by the Board of Directors.

ARTICLE NINE

AMENDMENTS TO BYLAWS

9.01
These bylaws may be altered, amended, or repealed and new bylaws may be adopted by a (percentage) vote of the (Board or membership) (and must be ratified by a majority vote of the members present at any regular meeting or at any special meeting. if a least (number) days’ written notice is given of an intention to alter. amend. or repeal these bylaws or to adopt new bylaws at such meeting).

ARTICLE TEN

PARLIAMENTARY AUTHORITY

10.01 Robert’s Rules of Order shall govern the proceedings at all meetings.

THIS SAMPLE MAY BE ADAPTED FOR USE BY GROUPS THAT HAVE

NOT SOUGHT 501 (c)(3) TAX-EXEMPT STATUS FROM THE INTERNAL

REVENUE SERVICE.

References

Department of Volunteer Administration and Auxiliary Services of the American Hospital Association.  New Concepts, New Directions: The Auxiliary. Chicago: American Hospital Association, 1997.
Membership and recruiting

Types of Membership

The different types of memberships will be stated in the bylaws or the standing rules of the organization.  The most common types of volunteer group memberships are:

· Active.  Members who participate in the activities of the volunteer group; serve the number of hours required; fulfill the requirements of active status as required by the volunteer group.

· Associate.  The definition of this membership will vary.  It could include past members who are inactive temporarily or permanently; employees of the healthcare institution who sometimes volunteer; members who wish to support the organization by providing monetary contributions only. 


· Honorary.  This type of membership might be extended to an individual who supports the volunteer group in an outstanding way without fulfilling other membership requirements. This type of membership might include former members or members of the community who have never been members.


· Life.  These members usually are those who have accumulated a large number of volunteer hours or have made a significant financial contribution to the healthcare institution.
Dues

Dues are another reflection of membership policy.  If they are nominal and offer no serious bar to membership, they underscore the volunteer group’s dedication to a membership that is open to all adults interested in the institution and willing to uphold the volunteer group’s purpose.  On the other hand, dues should be realistic, because they provide the group’s operating budget.  Volunteer group dues commonly range from $5 to $50.

No volunteer group can operate without income to cover its administrative expenses and thus make possible its total program.  It is both logical and appropriate that the organization should look to its members to provide this operating income as one indication of their personal commitment. 

The collection of delinquent dues can be a sensitive area.  Unless a definite and firm position is taken on the time limit for the payment of dues, the volunteer group can be left in limbo for an inordinate period regarding not only the receipt of dues but also the individual’s desire to continue membership.  The group’s bylaws should establish a definite period of time after which dues are considered delinquent.  The bylaws should also establish dues delinquency as a ground for the termination of membership  (ref.1).

Recruitment

The recruitment of new members should be an ongoing process for any volunteer group.  Many organizations now appoint a Membership Chairman or have a Recruitment Committee to spearhead this effort.  It is also important to set a goal and to obtain staff and management support for recruitment.  Identify one or two specific “targets.”  These might be age, talents, or gender.  Select volunteer recruiters appropriate for each “target,” and give them the training to make a good presentation. 

An assessment of the strengths and weaknesses of the current program should be a part of the recruitment effort. What is the image of your organization in the community?  Why would someone want to volunteer for your organization?  Is your organization willing to be flexible and to accommodate the needs and schedules of a potential volunteer, or are your requirements so rigid that new volunteers are discouraged?  Is your organization willing to embrace new ideas?  These are just some of the questions to ask in an evaluation of the program.

Where will the volunteer group find the kind of people it needs for the jobs?  There must be an active outreach to the community to contact groups whose membership reflects what the volunteer group is looking for in a volunteer.  These may include: 

· Community organizations
· Volunteer fairs
· Newcomers or Welcome Wagon groups
· Volunteer bureaus
· Churches
· Service organizations (Rotary, etc.)
· Retired persons
· Young adult groups
· Friends and relatives of current volunteers
· Former volunteers
· Hospital patients and their families
· Military bases
· Local companies
· Universities and community colleges
Tell the story of your organization.  Be able to articulate the mission of your healthcare facility.  Be very specific about what kinds of jobs are available for volunteers. Always remember to say, “Thanks for listening!”

Recruitment should be thought of as a public relations campaign for the healthcare facility and the volunteer group. The volunteer group must sell itself to potential volunteers. The most dynamic and enthusiastic members of a group should be enlisted for the campaign.  Recognize the image that the volunteer group wishes to project, and utilize members who reflect this image.

· Contact target groups in person. 
·  Utilize recruitment videos, PowerPoint presentations, or slide shows. 
· Tell your story through the media on an ongoing basis.
· Take advantage of free public service announcements offered by TV and radio stations.                                                                                        
· List volunteer job opportunities in the local newspapers.                                         
· Write feature stories about your projects and your volunteers.                  
· Ask the most articulate members to participate in local TV or radio talk shows.
· Print brochures and flyers to distribute to target groups.
· Utilize the Internet—establish a web site and use e -mail to communicate.

Many people do not volunteer simply because they have not been asked!          Be proactive!  Tell prospective volunteers

· Why their help is needed

· How they can help solve the problem or fill the need

· What are the benefits of joining the volunteer group – don’t forget the “fun factor”

· How they can get started and become a part of the volunteer group

Make it easy for someone to volunteer.  Potential volunteers often lose interest if the process is “too much trouble.”  When the new volunteer arrives at the health care facility

· Be sure that they are welcomed by the volunteer department staff and other volunteers

· Give them a tour of the hospital

· Schedule an orientation

· Be certain that the new volunteer has meaningful work to do from the first day, and provide all the necessary training for them to begin

· Consider providing each new volunteer with a “mentor” – an experienced volunteer who can answer questions and be a friendly contact

· Encourage their feedback

· Say “Thank you!”

The Process of Recruiting

The following sections have been reprinted with permission from The Volunteer Recruitment Book by Susan J. Ellis, a leader in the field of volunteer management, and president of ENERGIZE, Inc., a training, consulting and publishing firm specializing in volunteerism.   (www.energizeinc.com) (ref.2).

Crafting Your Message
“We need help”

This is the common message of volunteer recruitment.  Even more common is the implication: “We need cheap help.”

While this approach may grab some attention, it certainly does not differentiate you from a hundred other agencies in town - all under-staffed and over-demanded.  The truth is, everyone needs help.  Your job as a volunteer recruiter is to invite potential volunteers to select the opportunities in your organization that are the best match for them.  Put another way, your message is: 

“We are worth your time and effort.  We offer you the opportunity to become involved with us so that we can utilize your talents and you can feel like you’re making a real contribution.”

A bit longer to convey subliminally, but much more successful!  Note, too, that you are saying “we want you if we’re right for each other” instead of “we’ll take anyone if they’ll work for free.”

Whether you are recruiting in person or through written materials, the manner in which you present the invitation to become involved is very important.  You are trying to strike a balance between providing enough information to interest a prospective volunteer and furnishing too much data that over-sells your case.  You also want to sound welcoming to newcomers without implying that every applicant will be immediately accepted.

So, what should you say?

First, remember that your initial goal is to encourage people to express interest in volunteering with your organization.  Once someone has applied, you can provide many more details about your setting and about the specific volunteer work assignment.  At the recruitment stage, explain only the basics:

· Introduce your organization as succinctly and clearly as possible.  What do you do?  Whom do you serve?  What have been your successes?  And don’t forget to include the vital facts such as where you are located.


· Explain how volunteers contribute to the work of the organization.  What have volunteers achieved in the past?  What kinds of people volunteer?


· Explain what work needs to be done and why a volunteer may be well suited to do it – go over the major elements of the volunteer job description.

Speak to your successes because people like to join in enterprises that accomplish something.  Use your data – how many clients have you helped?  How many teenagers have you placed into jobs, etc?  On the other hand, another appealing idea is to volunteer as part of a new venture.  If yours is a pioneering effort, use that fact, too.

Helping People to Choose

Now you are ready to speak to the issues of greatest interest to the individuals weighing whether or not they might want to pursue a volunteer placement with

you: what will be expected of a volunteer.  As clearly –and truthfully – as possible 

describe:

1. The tasks that need to be done: Is this a job requiring lots of creative thinking?  Some physical labor?  Has the work already been designed or will the volunteer participate in determining how the job is to be done?


2. The context of the work:  What will be accomplished?  Is the volunteer one of many filling the same assignment or is this a special job?  Will the volunteer work alone or with others?  Are there deadlines to meet?  Are other projects occurring concurrently that will affect the volunteer assignment?  How will the volunteer know that the work is successful?


3. Time considerations:  How much time will this take weekly or monthly?  What schedule would be best and is there room for flexibility in when the work has to be done?  What are you hoping for as an initial commitment in terms of duration?  Do not be afraid to request what you need!  If this assignment really requires a minimum of six months, one year, or even more – say so at the recruiting stage.

Let me re-emphasize our recurring theme: your goal is to find the best candidates for your vacant volunteer assignments.  Rather than making the work sound easy, it is much better to challenge prospects from the beginning.  If someone does not apply because the job sounds too demanding, you have succeeded in screening out someone who would not have done the job anyway!  Conversely, the person who wants to learn more about the assignment even after hearing your full expectations is likely to be willing to do the work. Some people are more intrigued by something that sounds difficult than by something that sounds as though just anyone can do it. 

It may be hard to accept that it is better to live with a vacancy than to compromise and put the wrong volunteer into that assignment - but it is true.  You can always negotiate and possibly compromise much later in the game.  But at the start, ask for what you want – no matter how demanding it may sound.

4. Explain any possible out-of-pocket costs to the volunteer and what, if anything will be reimbursed.


5. Highlight training that you offer.  Fear of failure and uncertainty about their ability to do the job are frequent concerns.  Simply indicating that you offer training makes recruiting easier because it implies that you do not expect newcomers to arrive with full-blown skills.


6. Tell what qualifications or characteristics would be ideal.


7. Indicate the benefits (tangible and intangible) volunteers can expect in return for their service.  Talk about the impact or result of the volunteer’s effort on your cause or client group.  But also point out how the volunteer will learn new things, gain new insights, etc.

A great point to consider: Recruiting is never asking people to do you a favor.  Instead, you are offering them an opportunity to do something important and you don’t want them to be left out!

Using Cyberspace for Recruitment – Your Own Web Page

Generally, a volunteer program will not create a Web page independent of the site of the agency as a whole.  If your agency develops a home page, make sure someone gives thought to designing a specific space for volunteer news and recruitment.  You might even be a “hot link” on the home page to a separate page on which you can describe anything you want about volunteering in your agency.  The beauty of cyberspace is that you can post absolutely everything you want to share with the public at no cost for paper printing, but those who enter your site can choose to access as much or as little information as they please.  The person who loses interest in your material will exit; the prospective volunteer can, in fact, become quite well educated about your work and what you need volunteers to do.

If you have a Web site, you must have a way for people to respond immediately.  E-mail is a basic tool.  Ideally, you’ll have some sort of response mechanism on the page as well, so that an interested person can “click” onto a screen with a message form that is delivered electronically back to you.  

Two important issues:  timely response and updating your site.  Cyberspace is a here-and-now environment.  When someone sends an e-mail or a Web message, it is delivered to you instantly.  So Netiquette demands a reasonably quick response or at least acknowledgment if not a complete answer.  Check and deal with your e-mail often.  Here is a great assignment for a volunteer who likes computers!

At a minimum, design your Web site to provide useful information.  If you feel that you cannot update your page as often as you might like, approach it as you might an expanded billboard or Yellow Pages ad: visitors might not return often, but they can still find the material interesting.  

Pointers on Inviting People to Volunteer

· Be motivated yourself.  Sincerity wins out over technique every time.

· Be clear on what you want people to do.  Use written volunteer job descriptions whenever possible.

· Use titles.  The word “volunteer” is a pay category, not a function!

· Be honest.  Tell prospective volunteers what the work entails, even if you think it may sound like a lot.  Avoid minimizing the work.

· Share deadlines up front.  When does the work have to be finished?

· Remember that it is better to live with a vacancy a little while longer than to convince the wrong person to become a volunteer.

· Define the training and supervision or support the volunteer will have.  This isn’t sink or swim.

· Explain why you decided to ask this particular person to help – what skills or personality traits make him or her a good candidate for the position.

· It may be just as important to discover what a prospective volunteer wants to learn or try as a volunteer as it is to know his or her official credentials.

· Keep in mind that you can never insult people by asking them to volunteer.  In fact you are usually flattering them by implying that they have the talent to do the job.

· Paint an upbeat picture of the work.  Volunteering should be fun.

· Hold the perspective that you are giving people the marvelous opportunity to participate in an important project.  You don’t want them to be left out!

· The best way to recruit volunteers is to ask people to help.
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Leadership

“Leadership is an activity.  It is not authority.  The best volunteer leaders are those who are nice to people and have an innate respect for and rapport with others.”……Cindy Jones (ref.1).
Responsibilities of a Leader

Accept responsibility.  Recognize and respond to obligations.

Dependability.  Do not accept responsibility if you know you cannot finish the job.

Guide and Direct.  A leader guides and directs – but does not dictate.

Allocates Responsibility.  One person cannot do it alone.  Assign duties to others and then “let go” without relinquishing control or responsibility.

Communicate.  To speak and write in clear, concise language that is easily understood by your audience.  Remember that each receiver of a communication has a background of knowledge and experience that differs from yours.

Make Decisions.  You must have self-confidence to make decisions.  Decisions should not be put off. At times a decision may require careful consideration of many factors and cannot be given immediately.  In such cases, indicate when a decision will be made and make certain that it is made by that time. 

Tact and Courtesy.  Tact is the lubricant in human relationships.  It has been said that one discourteous act, even though unintentional, can make an enemy --- and one enemy is one too many!

Impartiality and Fairness.   Members of organizations are very sensitive to any partiality shown.  Think ahead before making any changes.  Always consider the whole group.

Thanks to the Association of Florida Healthcare Auxiliaries and Volunteers, Inc. for “Responsibilities of a Leader.”

Servant Leadership

A concept of leadership known as “servant leadership” is emerging as an important one for non-profit community groups as well as corporations.  The challenge of exercising leadership as a volunteer in a healthcare organization makes servant leadership an idea that volunteer leaders should become familiar with.

In very simple terms, servant leadership is a type of leadership that is based upon service to others – not only to one’s clients, but also to one’s co-workers.  This is the role of healthcare volunteer leaders, whose task is to support and nurture the mission of the institution and the community it serves.

Servant leadership would also encompass an awareness and understanding of the needs of others in the volunteer group, and the ability to be an unselfish and sustaining force for the group.  The desire to meet the needs of others, and not personal ambition, is the priority of the servant leader. 

The following excerpt “Sacrifice” is reprinted with permission from the book To Lead Is To Serve by Shar McBee (ref. 2).

Sacrifice

Are you willing to do more than you ask others to do?

The sun always rises.  Does it ever say, “I’ve had it”?  Never!  Does it say, “I worked last week so I’m going to relax?”  No. It continues doing its duty.  Can we perform our work, our service to the world, as selflessly as the elements perform their work for us?

Can we sacrifice our time?  Perhaps we see someone struggling to do a job that we have done.  In the past, we may have struggled with the same issue or situation.  We can take the time to help them.  We can offer our expertise in how to make the most of time and resources.  We can help them organize their work because we’ve been through it.  People appreciate this.

When volunteers feel burdened or overwhelmed, just telling them, “I’ll help you,” lifts the burden.  Often, just the promise that help is on its way is enough to free them from pressure.  When the burden is lifted, they often find their own solution.

Everyone wants to feel supported.  Letting people express their feelings relieves their pressure and makes things easier.  We can give that to them.

Make things physically easier for the volunteers.  Take care of their basic needs.  If they are working in a room that is too crowded, create a better space.  Ask, “Have you had lunch?  Are you getting enough exercise?  Sleep? Fresh air?”

If they are doing a great job and doing it on an old typewriter, try to get them a computer.  Try to help people who work hard by making it easier for them.  Through action, let them know they have someone who cares.   

Sometimes we have to sacrifice our own popularity.  A leader is like the captain on a grand cruise ship.  He dresses in his ocean whites and greets people graciously, mingling and chatting like the host at a dinner party.  However, when there is a leak in the bow, instantly he is down the hatch plugging the holes or on the deck barking commands.

How many volunteer organizations have leaders who only enjoy hosting the dinner party?  They love the idea of steering the ship, but in rough waters they run it aground.

Plug the holes.  If gossip, unrest and dissatisfaction are springing leaks in the ship, how can the leader best serve? Not by retiring to the stateroom and refusing to become involved.  

If gossip is affecting morale, stop it immediately like a captain plugging holes in his ship.  Then get the organization back on course by refocusing attention to the original goal.

A leader’s strength, knowledge and experience are attributes that can be offered to all.  Only those seeds which offer themselves to the earth become trees.  Only those leaders who sacrifice themselves become great.

Volunteer Group Officers and their Duties
The duties and responsibilities of volunteer group officers will be spelled out in the bylaws of the organization.  The duties of officers will vary with each group.  The following is intended as a basic guideline.  For detailed information on officers, their powers and duties, consult Sturgis’ Standard Code of Parliamentary Procedure or Robert’s Rules of Order Newly Revised.  

President

· Should have a good knowledge of parliamentary procedure


· Presides at all meetings (see the MEETINGS chapter of this Handbook)

· Calls special meetings

· Prepares the meeting agenda to be distributed in advance 

· Appoints committees and committee chairmen, except the Nominating Committee

· Is an ex officio member of all committees, except Nominating Committee

· Submits a written Annual report

· Performs other duties incident to the office

It may be helpful to the President to keep a “President’s Notebook.”  The notebook might include: the year’s calendar; lists of officers and committees, important dates, minutes, agendas, reports, a copy of the bylaws, volunteer job descriptions, and volunteer work schedules.  This notebook can be passed on to the incoming President for use as a guideline.
President-elect

· Attends all meetings

· In the absence of the President, assumes authority and performs the duties of the President

· In the event the President is unable to serve, assumes the office of President and serves through the elected term

In the absence of the President, the officers in the order of their rank, beginning with the President-elect, shall perform the duties of the President.  In most organizations the President-elect automatically becomes President the following term.  The bylaws will determine this.  The term as President-elect is training for a term as President.

Vice President

Many groups have several Vice Presidents with varying responsibilities that will be assigned in the bylaws, such as: program chairman; membership chairman; ways and means chairman; newsletter editor.

Recording Secretary

· Keeps the minutes of all meetings (see the RECORDS chapter of this Handbook)

· Reads and corrects the minutes

· Keeps a permanent record of meetings in a minute book

· Calls the roll when requested to do so

· Assists the presiding officer in the preparation of the agenda
Corresponding Secretary

· Handles all correspondence of the organization as directed by the President

Treasurer

· Shall have custody of all funds and disperses them in accordance with the bylaws or the authority cited in the bylaws


· Keeps financial records of the organization (see the RECORDS chapter of this Handbook)


· Serves as a member of the Finance Committee 


· Presents financial statements and annual reports   

Historian

· Records the history of the organization by compiling a scrapbook or by other approved means
Parliamentarian

· Advises the presiding officer and members on matters of parliamentary procedure when requested to do so


· Provides information on parliamentary procedure but may not make rulings

Board of Directors

· Acts as the governing board of the organization


· Meets regularly between general membership meetings


· The powers will be defined in the bylaws


The board of directors is composed of the officers and chairmen of standing committees, and possibly the chairmen of ad hoc committees if the bylaws so provide.

Executive Committee

The executive committee is composed of the elected officers and other members of the organization’s board as provided for in the bylaws of the organization.  The executive committee will report its actions to the board of directors.  The executive committee is usually empowered to act between scheduled board meetings if necessary.
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meetings

Types of Meetings

Regular Meetings

· A periodic business meeting held at a stated time with quorum as prescribed by bylaws


· To discuss the business of the organization: administrative, future plans, and projects


· For education and information

Special Meetings

· A separate session held at a time different from regular meeting, convened to discuss one or two specific topics


· To be called by the president or at the written request of membership as prescribed by the bylaws, with adequate notice given of time place, and purpose

Annual Meetings   

· To install officers and to receive officers’ and committees’ reports


· To review group’s achievements of the last year


· To outline future objectives


· To be scheduled with adequate notice given as prescribed by the bylaws

Agenda Basics

It is the responsibility of the president or chairman to draft a meeting agenda. The agenda serves to clarify the objectives of the meeting and provide direction for the discussion.  Ideally an agenda should be circulated ahead of time to allow the participants to prepare for the meeting.  A list of people expected to attend the meeting and their roles at the meeting should be included.  Participants should be told in advance if they are expected to give a report or contribute information. 

Consult Robert’s Rules of Order Newly Revised or Sturgis’ Standard Code of Parliamentary Procedure for more information on the order of business and rules of parliamentary procedure.  Each organization should adopt a parliamentary authority such as one of these books.  The bylaws of an organization will supersede the parliamentary authority.

The following is a basic agenda form, which may be tailored to suit the type of meeting to be held.

NAME OF ORGANIZATION

TITLE OF MEETING

LOCATION OF MEETING

DATE

AGENDA

DETERMINE QUORUM

CALL TO ORDER BY PRESIDING OFFICER

APPROVAL OF MINUTES

· The secretary reads the minutes.


· If the minutes have been mailed or circulated it is not necessary to read them.


· The presiding officer asks, “Are there any corrections?”


· “The minutes stand approved as read (or circulated).”


· When corrections are made: “If there are no further corrections the minutes stand approved as corrected.”

TREASURER’S REPORT

· The treasurer reads report.


· Presiding officer asks, “ Are there any questions?” 


· No motion to accept the report is required on the unaudited report of the treasurer.

CORRESPONDENCE

· The corresponding secretary reads the correspondence.  Should any action need to be taken regarding the correspondence, it is deferred until unfinished or new business is considered.
OFFICER’S REPORTS

COMMITTEE REPORTS

· The presiding officer calls on each chairman and asks that they present reports in the following order


1.
Executive committee


2.
Standing committees


3.
Special, or ad hoc, committees


· Reports containing information require no action.


· Reports that contain recommendations or resolutions require action.  The reporting member should move that the recommendation be adopted.  If there is more than one recommendation, each should be considered separately.  A motion from a committee does not need a second.  Action on a report may also be considered under new business.

UNFINISHED BUSINESS

· Includes any motion or report postponed from the previous meeting.
 

· Business on which action was not completed at the previous meeting.

NEW BUSINESS

· New business is introduced in a meeting by a motion offered by a member.


· A member obtains the floor, is recognized by the presiding officer, and states the motion by saying “I move that….”


· The motion is seconded.  If there is no second “the motion is lost.”


· The presiding officer states the motion “It is moved and seconded that…”

· The presiding officer asks, “Is there any discussion?”, and members discuss only the motion on the floor after being recognized by the presiding officer.


· The presiding officer states the motion and calls for a vote on the motion.  “All those in favor say aye.  Those opposed say no.”


· The presiding officer states the result of the vote.

ANNOUNCEMENTS

· Including the time and place of the next meeting.

PROGRAM (IF ANY)

ADJOURNMENT

Special thanks to the Pennsylvania Association of Hospital Auxiliaries for contributions to this section on meetings.

Committees

Committees

Committees are appointed for a variety of reasons: to study, plan, act or recommend action on specific matters.  They are the “workhorses” of any organization. The two most common types of committees are: standing, and special or ad hoc. The bylaws of an organization state who shall appoint committees.  This is usually the president.

Standing Committees

Standing committees are identified in the bylaws of an organization. Standing committees have a continuing purpose.  The duties, membership and term of standing committees are also described in the bylaws.  Some examples of standing committees are: finance, membership, and bylaws.

Ad Hoc Committees

Ad hoc committees are appointed to perform a specific task within a designated time frame.  For example, a committee that is appointed to plan a special project or event is an ad hoc committee.  The committee is dissolved when its task is completed.

The Role of the Committee Chair

A committee should have a clear understanding of its objectives, and it is the job of the committee chair to define these objectives.  The committee chair should:

· Clearly define the job to be done and the time requirements

· Clearly define responsibilities and accountability procedures

· Develop work assignments in writing

· Use forms, worksheets and checklists to simplify the job

· Develop clear time lines and set deadlines

· Develop contingency plans for emergencies

· Choose the right person for the job

· Discuss the assignment with the member and keep in touch to assess progress

· Prioritize tasks and delegate whenever possible

· Use e-mail, fax, etc. to aid communication

· Keep accurate records

· Say “no” when appropriate

· Support and motivate committee members

Committee Worksheets

The worksheets in this chapter can be a valuable tool in working with committees.  They are excerpted with permission from Building Effective Volunteer Committees 2nd Ed.  by Nancy Macduff, Macduff/Bunt Associates, Inc. (ref. 1).

For additional information on committees, refer to Sturgis’ Standard Code of Parliamentary Procedure or Robert’s Rules of Order Newly Revised.
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Records

Record Keeping for a Volunteer Organization

The planning process of an organization is based on information, and that is why record keeping is vital to the successful volunteer group. The leadership of the volunteer group should be given the proper training to accomplish this.   Each member responsible for records or reports should receive an orientation from his or her predecessor, the Director of Volunteers, or other qualified person.

Some of the organization’s important records are:

· Treasurer’s financial reports

· Minutes of all meetings 

· Committee reports

Treasurer’s Report
Two major areas of accountability for the organization’s financial affairs are assumed by the treasurer: (1) the audited financial statements (income and expense and balance sheet) that are included in the group’s annual report to its institution and community and (2) the interim financial reports to the volunteer group’s board of directors.

In order for the annual financial statements to accurately and significantly reflect the current status of the group’s finances, its financial commitments to the institution, and its success or failure in achieving its stated financial goals for the year, certain selected information should be gathered by the treasurer for inclusion.  The financial statements, which represent a major aspect of the group’s annual report, should focus upon the primary sources of revenue for the organization, amount and categories of expenditure, comparison of revenue and expenditures, and current asset value of the organization.  If a deficit exists, the report should explain how it will be met.  The statements should then compare this collection of data with budgeted estimates projected for the year, to facilitate appraisal of budgeting techniques.  If desired, the previous year’s figures can be compared to the current ones, category by category, to indicate any changes in financial situation (ref.1).

A financial report by the treasurer is given at regular meetings of the board and/or general membership, and at the end of the volunteer group’s fiscal year.  The group’s policies regarding financial matters should meet with the approval of the administration of the healthcare institution or other appropriate entity.

The following is an example of a treasurer’s report form.

GENERAL HOSPITAL VOLUNTEERS

Treasurer’s Report

January 2001

Balance in checking account, January 1, 2001                    __________        

RECEIPTS

          Membership Dues                                             
________

         Baby Photos                                                     
________

         Gift Shop Transfer                                            
________

         Popcorn Sales                                                  
________

         Secret Pal Fundraiser                                       
________

         Interest (Checking Account)                             
________

         Quilt Raffle                                                        
________

Total Receipts                                                                            __________

DISBURSEMENTS

         TAHV Dues                                                       
________

         Newspaper Ad                                                
________

         Volunteer Luncheon                                         
________

         Copy Machine – Repair                                    
________

Total Disbursements                                                                  __________

Subtotal, checking account (date)                                            __________                               

Transfer to Hospital                                                   ________

Checking Account Balance                                                      __________

Minutes

Minutes of a meeting should be a factual record of proceedings and actions taken.  Minutes should not contain personal opinion or interpretations. If corrections are made to minutes, the correction is added to the margin of the document and the incorrect information is marked through but not erased.   Copies of approved minutes should be kept in an official minute book, and may also be preserved on a computer disk.

Minutes should include:

· Name of the organization and type of meeting (board, committee)


· Date, place and time of the meeting


· Name of presiding officer


· Action taken on the minutes of the last meeting (approved, corrected); when approved, the minutes should be initialed by the secretary and the date of approval should be recorded


· A record of those in attendance by name or the number in attendance if the meeting is a large one


· A statement of facts regarding each item on the agenda, including announcements, and action taken


· The correct wording of all motions and the outcome of these motions; the name of the person who made the motion is recorded, but not the name of the person seconding the motion


· Time of adjournment


· Signature of the person taking the minutes

Committee Reports

Committee reports will include:

· A statement of the purpose of the committee


· A description of how the committee accomplished its work


· If the committee’s assignment was to investigate or research a subject, a brief statement of the committee’s findings

Recommendations by a committee are written separately from the committee report, and are written in the form of a motion to be presented to and acted upon by the board or membership.

Committee reports are given to the secretary to be filed.  The minutes of the organization will indicate where a committee report is filed so that it may be referred to, but will not restate the report.

Other Important Records

The volunteer group will have many records that should be organized for easy access and referral.  These include:

·  Bylaws


· Tax returns and other documents related to taxes


· Contracts with suppliers or others


· Bank statements and cancelled checks


· Employee records


· Insurance papers


· Membership rolls


· Volunteer job descriptions


· Orientation and training plans
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Long range planning

Long Range or Strategic Planning
Long Range Planning is a plan for success - a map to guide your organization in fulfilling its mission.  Long Range Planning will help an organization set goals and establish priorities.  Usually, a committee is appointed for this purpose.  This committee will recommend an action plan to the Board of Directors as a result of the planning process. 

Steps in the Long Range Planning Process

· A Long Range Planning Committee is named. This committee might include present and future volunteer leadership, and representatives from the management staff of the healthcare facility.
· Determine who will lead, or facilitate, the planning discussions. This might be someone from within the group or a qualified outside person.


· Decide on a meeting format. There could be a series of meetings or a planning retreat.

· The planning process should begin with an examination of the organization’s purpose, or mission statement.  If the organization does not have a formal mission statement this is the time to develop one.  A mission statement is a broad statement of the organization’s reason for existence and its goals. (See TAHV’s Mission Statement in the ABOUT TAHV chapter).

· Consider the opportunities and threats, or problems (from outside the organization).

· Identify strengths and weaknesses (inside the organization).  “What are we doing well?” “What could we be doing better?”

· Identify the critical issues facing the organization.

· As a result of its discussions, the Long Range Planning Committee may decide to revise the mission statement of the organization based on the current needs of the healthcare facility.

· Decide what the organization’s goals, or “strategic objectives,” should be, and prioritize them.  For example, a goal might be:” To revise and update the bylaws.”

· Develop an action plan, and put it in written form. What are the first steps to make it happen? Ask:  What? – What is the goal? Who? -- Who will begin work on this issue? When? – When will this work be completed? 

· Obtain approval for the final plan from the Board of Directors.

· Implement the plan.  Designate a person or small task force to begin work on an issue.  Progress should be monitored and reported on by a designated person or committee.

· Evaluate the plan annually.  Revise your plan if necessary due to a change in circumstances.

· TAHV has resources to help its members in the Long Range Planning process.

Long Range Planning Procedure---- A Sample Outline

1. Long Range Planning Overview

· An organization should not hesitate to redefine, move or even remove the targets it has created.  The reaction to long range planning involves continual refinement of priorities and analysis of how these priorities fit into the overall organizational mission.

2. Situation Analysis

· Environmental, Historical, Future Projections

· Review Mission Statement

· Assess Opportunities and Threats (Outside of Organization)

· Assess Strengths and Weaknesses (Inside Organization)

· Identify Critical Issues

3. Review Strategic Objectives of the Organization

· What are the goals of the organization?

4.  Prioritize and Develop the Strategic Objectives or Goals

5. Develop an Action Plan for Each Strategic Objective.

· Who will be responsible?

· What is the timeline?

· What logical first steps will make it happen?

· Who will be potential partners, mentors, and resources?

· How will the plan be measured, promoted, reported?

       6.  Evaluate the project.

TEXAS ASSOCIATION OF HEALTHCARE VOLUNTEERS

LONG RANGE PLANNING

Action Plan

	TAHV Strategic Objective:


	

	Strategy to be Implemented:


	

	ACTION STEP
	Responsible
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	Start

Date
	Complete
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Teen volunteers

Teen Volunteer Programs

Teen, or Junior, Volunteer programs provide opportunities for personal growth and career exploration.   Teen volunteers can play a vital part in the operation of a healthcare facility.  They provide bright, cheery smiles, energy and enthusiasm, as well as an “extra pair of helping hands” to patients, visitors, and staff.  By participating in a well-run, efficient program that allows them to do meaningful work, Juniors will feel their time is well spent, and they will become the volunteers of the future.

Recruiting Teen Volunteers
Letters should be sent to Junior and Senior High Schools annually with information on the year round and summer programs, the goals of the program, and scholarships available to participants.  Applications could also be included in the letter.

Find out about job and summer activities seminars and fairs that might be held at the schools, and request that your healthcare facility and volunteer group be included.  Take applications and brochures to be handed out.  An application packet should include:

· A letter outlining the program, explaining the requirements and time commitment for Teen Volunteers.  Give deadline for applying.


· A list of volunteer opportunities available for Teens


· An application form 


· Information about scholarships if available

Request permission to put flyers on the school bulletin boards.

Contact local churches as well as scouting and other youth organizations.

Publicize the program through newspaper articles or ads and public service radio or television spots.

Put information specific to the Junior Volunteer program and appropriate graphics on the healthcare facility’s web site.

It is important and effective to include some of the teens already active in the program in recruitment when possible.  Send letters to teens who have been in the program previously asking them to return.

Stress the benefits of joining your program

· Work experience


· New job skills


· School credit


· Volunteer benefits


· Personal satisfaction


· Health career experience


· Letters of recommendation


· Scholarship eligibility


· Meet new friends

Orientation and Training

Teen volunteers should be required to go through a formal orientation to comply with OSHA and JCAHO requirements as well as the requirements of the facility.  Like a new senior volunteer, teen volunteers must be trained and monitored until they feel comfortable handling their assignment.  Clearly define the expectations of how work should be done, as well as who will supervise the teen volunteer.  This may be the responsibility of a staff member, the DVS, or a senior volunteer.  Review work done and give feedback.  If it is good work, say so, or explain what was done wrong.   Say “thanks” for the time spent and the work accomplished.

The orientation could follow the pattern of the regular volunteer orientation with special emphasis given to the areas where the teens might be working.  The following topics should be covered:

· General information with maps of the healthcare facility and directories


· Ethics and codes of conduct


· Uniforms


· General safety rules


· Hazardous materials


· Fire plan and emergency preparedness plan


· “Code” calls


· Body mechanics


· Infection control


· Wheelchair training


· Confidentiality


· Customer service standards

Each new Teen Volunteer should be given a tour of the healthcare facility and become familiar with the location of key departments.

Set Goals for the Program

Having a vision of what should be accomplished and setting goals can be motivating for teen volunteers.  Establish a timeline with specific tasks to be completed.  In addition to their regular assignment, goals might include:

· Planning a teen fundraising event


· Attending an educational conference


· Making a scrapbook or a video of the group’s activities


· Entering the P.R.I.D.E. Award competition 

At the end of the Teen’s participation in the program, give each Teen volunteer an assessment survey to complete.  The information gathered will help improve the program.  This is also the time to recruit those who are eighteen years old into the college student or senior volunteer program.

Teen Volunteer Appreciation
Saying “thank you” is part of the process of making a Teen volunteer want to return to volunteer again.  Ways to do this include:

· Providing scholarships


· Scheduling special Teen parties or banquets


· Certificate of appreciation


· Attendance an educational conference


· Service awards – pins, patches, bars


· Send “Happy Holidays” cards


· Write a letter of thanks to the parents of Teen volunteers

Texas P.R.I.D.E. Award

People-Recognizing-Initiatives-Dedicated to-Excellence

The Texas Association of Healthcare Volunteers Texas P.R.I.D.E. Award is a $1,000 award designed to recognize teens who have distinguished themselves by their volunteer service and who have developed an outstanding healthy community project in their school or neighborhood.  Nominees must be between 13 and 18 years of age, in good standing in school, a resident of the State of Texas, and affiliated with a healthcare facility volunteer program.  A recipient or recipients will be chosen by the Selection Committee based on dedication to community service, spirit of volunteerism and positive impact on the lives and health of others and their community.

For criteria and application information, contact the current TAHV President, or go to www.tahv.org. 

Gift shops

Successful Gift Shops and Other Retail Operations
Healthcare facility gift shops, snack bars, thrift shops, and other retail enterprises are fundraising activities that must provide needed services to patients, visitors, and staff to be successful.  The material in this chapter is specific to the operation of a gift shop, but could be adapted for use in any type of retail operation.

Gift shops and other retail outlets staffed by volunteers provide a unique opportunity to spread goodwill for the healthcare facility and volunteer group that can be as valuable as the ultimate goal of raising funds.  The mission statement of the shop as well as a description of how earnings will be used could be prominently displayed.  The customer will appreciate knowing that the money they spend is earmarked for a special, charitable purpose.

The most successful enterprise will stock an inventory to appeal to their identified customer base.  The majority of customers of a typical healthcare facility retail outlet will be the employees of the facility.

 Volunteers must work in accord with the administration of the healthcare institution, and observe sound business practices.  The shop may be completely volunteer run, or have a salaried manager who works with a volunteer chairman.  In either case, those in charge of the shop will usually report to the volunteer group’s board of directors.

“The Pillars to Hospital Gift Shop Success”
The information in this section is reprinted with permission from How to Increase Sales and Profits by Cindy Jones, hospital gift shop speaker, consultant and designer, and president of Cindy Jones Associates. (www.cindyjonesassociates.com) (ref. 1).

Organizational Structure

A Gift Shop Committee oversees the day-to-day operation of the shop.  The Committee keeps all volunteers informed of activities and changes.  The Committee establishes shop policies and procedures and initiates recommendations for major capital expenditures for Board approval.  It also organizes all special events, projects and merchandise promotions.

The Gift Shop Committee is led by a chairperson who is also a member of the Auxiliary Board of Directors.  (Boards focus on issues of governance and values, not on gift shop operational details).

The effective gift shop chairperson or manager of the 90’s serves as a “team leader”’’ or “coach” by helping to bring out the best from each individual on the team.  The chairperson or manager ensures that each team member feels a part of the organization, as well as participating in decisions about its future.

Gift shop chairpersons and managers have a profound impact on everyone’s attitudes.

· They must create an atmosphere of trust and cooperation.

· They should not have special privileges.

· They should present volunteers and staff with the gift of on-going training.

· They should realize that a really good parade has more than one drum major!

Policy & Procedures Manual Contents

I. Mission Statement


II. Organizational Chart

· Job descriptions


III. Hospital Codes

· Patient’s Rights of Privacy


· Fire Safety Procedures


IV. Gift Shop Information

· New Volunteer Evaluations


· Staffing


· Scheduling & Requirements


· Shift Times and Responsibilities


· Dress Code & Gift Wrap


· Shop Security Procedures


· Volunteer & Staff Discounts


· Communication of New Product Information


· Shop Cleaning Standards and Schedule


· Merchandise Display Standards


V. Policies and procedures

· Cash Register Training


· Refunds


· Gift Certificates


· Check Cashing


· Credit Cards


· Employee Payroll Deductions


· Cash Handling Procedures


· External Phone Orders


· Merchandise Processing & Pricing Policies


· Bookkeeping Policies & Procedures


· Volunteer & Staff Purchases


  VI.     Cash Register Instructions


  VII.    Customer Service Standards

Inventory Control
Inventory can be approximately 20-25% of total sales.  If sales in your shop reach $200,000, the average inventory would ideally be approximately $50,000 (at retail).  Maintaining this “right ” inventory is crucial to a shop’s success.  When it’s the right merchandise, the inventory will be in a constant state of “turning.”

Turning the merchandise is a key retailing principle.  Inventory turnover measures how often your entire inventory is sold and replaced during a given period.  Merchandise should be sold, replenished and then resold several times a year so that the investment (the cost of goods sold) will yield as much as possible.  Aim for three or more turns per year.

Balancing and maintaining inventory is a crucial part of successful hospital gift shop management.  Poor inventory control will impact your shop’s inventory turnover rate.  While your shop needs enough inventory to meet customer demands, it should not get so large that it causes overstocking and deteriorating merchandise.  Wise buying and tight stock control is crucial.

The inventory must remain fresh and up-to-date.  When merchandise is new and responding to customer needs and interests, it will sell.  If hospital employees see a consistent flow of new and exciting merchandise, both seasonal and everyday, they will stop by on their breaks and lunch hours to shop.  Instead of just purchasing gum, candy or a magazine, they will make significant purchases.  The shop must consistently have the right merchandise at the right time and for the right price.  This will build customer confidence and trust.

If your turnover rate drops, that means your shop proportionately has a greater inventory.  It could also mean that your merchandise is getting old.  Be sure old merchandise does not accumulate in the stockroom.  Merchandise cannot turn a profit when it is sitting on a shelf out of sight.  As each day passes, the “rent” each item pays accumulates and before long the cost of carrying that item is greater than its value.  Valuable hospital space is being used to store merchandise that no one can see or purchase.

Slow-moving merchandise drags down your shop’s overall turn rate.  A dead item on your shelf has an annual turn rate of zero!  Get rid of it.  If you can’t sell it on sale, donate it.

Calculate turns by taking the total sales for a period and dividing it by the average inventory for the same period.  If your sales for three months was $100,000 and your average inventory for the same three months was $28,000 then you turned your merchandise 3.5 times.

A hospital gift shop has the same primary customer – the employee, entering the shop day in and day out.  It is crucial to move the merchandise around and change the displays as often as possible, at least every 3-4 weeks.

When new merchandise arrives, watch it closely.  If it is selling fast, respond to it immediately.  Reorders are the “bread and butter” of a successful gift shop.  If the item begins to die out, mark the remaining stock down and find another “hot seller” to replace it.

Evaluating Your Shop Design – Elements for a Well –Merchandised Store

1. Is your shop’s floor-plan flexible?

2. Does it have a logical traffic pattern?

3. Are aisles easy to negotiate?

4. Is related merchandise grouped together to encourage multiple sales?

5. Is no more than 20% of store’s merchandise behind or under glass?

6. Has air space been utilized to the max?

7. Do the floor plan and placement and height of fixtures deter shoplifting?

a. Is the cash register 12 feet or closer to the shop entrance?

b. Do clerks have a good view of entire shop?

c. Do fixtures block overall view of the shop?

8. Are fixtures updated?

9. Identify “hot display spots.”

10. Identify “dead display spots.”

11. Are displays changed every 2-3 weeks?

12. Can acoustics be improved with a quieter floor covering?

Buying for the Gift Shop

Before going to market to buy inventory, the gift shop buyer should develop a buying plan, or budget, based on what they expect sales to be for a certain time period.  Breaking down sales figures by departments and keeping monthly records will give a buyer the basis for sales projections for the next year.  This record keeping is essential to ensure a successful operation. It enables a buyer to identify under performing areas or departments that are doing well and may require additional inventory.  Keeping records of sales and making projections for the future based on real history will enable a buyer to make the right decisions.

The following helpful information on buying and going to market is reprinted with permission from A Hospital Gift Shop Buying & Planning Guide by Cindy Jones (ref. 2). This publication is a buying and planning guide in calendar form.

Maximize Buying

Trade shows or regional markets allow the luxury of one-stop shopping.  Much of the season’s buying can be done during a two-or-three-day buying trip.  It also provides an opportunity to identify merchandising trends.  New products are often promoted at trade shows.  This means your gift shop could be the first in your area to carry a brand new, hot product.

Markets and trade shows are all about recognizing options and making choices.  That early morning appointment with a rep in your stockroom is not the big picture.  Only attending a trade show or market will give you the big picture!

Tips for Buyers

· Before you go on a buying trip, take a visual inventory of the category you are buying for.  Make a shopping list.  Don’t leave it to guess work.  In some cases, you will need to take an actual physical count of the line.

· Is it time to replace some tired and under performing vendors?  Pay special attention to the showrooms or booths with crowds that may offer trend-setting merchandise.  Seek out the excitement!

· Spend 25% or your budget (open to buy) with new suppliers.

· Resist temptation to buy a little of everything.  Avoid small orders.  If what you are buying isn’t worth a bigger order, then it’s probably worth NO order.


· Allow lots of time for walking and looking.  Carry a lightweight briefcase.


· Dress professionally but comfortably.  Take an extra pair of shoes
.  

· Limit the buying committee to two people per show.


· Save time at market by shopping for merchandise that can’t be ordered from sales representatives who already service your shop.


· Set your objectives.  Review the catalog in advance to prepare you for the showrooms.  What products do you need to buy?


· List the showrooms and booths you wish to visit.


· Take a calculator and calendar.  The calculator will help you track how much you’ve spent; the calendar assists you in scheduling deliveries.


· Ask if display materials are free or offset by extra goods.


· Watch for good display ideas.  Take notes and make sketches.


· If you have trouble selecting or making a decision, ask the vendor if the item has been a best seller.

· Don’t feel pressured!  Orders can always be written and mailed in once you are back home.  Take the catalog or sale sheets, and reconsider the matter under more relaxed conditions.


· Because paper gets heavy, take only “must have” handouts with you.


· Take notes as you go.  It’s difficult to remember all the information once you are home.


· Key questions:  Are there any show specials? Any quantity discounts?  Dating programs (delayed payment)?


· Establish cancellation dates to prevent receiving merchandise too late.

Buyers

Each buyer should be totally responsible for at least one category of merchandise.  This position includes placing and receiving orders, pricing merchandise, working with the display person and ensuring that the merchandise is restocked as needed.

Making the Buying Process Easier

There are three ways of issuing orders for merchandise:

1. The representative or vendor writes the order on an order form in the showroom or at the shop.


2. The buyer calls in the order and the company sends a copy of the order to the shop.


3. The buyer writes the order from a catalog using a gift shop order form.  The order is then mailed in.

Customized purchase order forms are ideal.  They ensure that the manufacturer knows all the shop and hospital requirements, such as: correct address, no substitutions, no backorders and the cancellation date.  Write in the vendor’s terms to avoid later confusion.  It is helpful to write your own descriptions of the merchandise whenever the vendor’s words are vague.

It is important that the gift shop maintains a tight control over purchase orders.  Continuous review of outstanding orders prevents old, past due orders from being delivered unexpectedly.

Credit Reference Forms
It really speeds up the ordering process if buyers have a supply of “credit reference forms.”  These forms should clearly state the necessary credit information in order to expedite opening a new account.

Print the credit reference form on your gift shop letterhead.  Include the gift shop name, address, phone, fax number, manager’s name, tax-exempt number, Dun & Bradstreet number and bank information, including account numbers.  Also list at least four companies with whom you are doing business on a Net 30/Open Account basis.

When your buyers can supply such a form with every order, it will significantly speed up the ordering process.

Dallas Market Center

Texas buyers are fortunate to have the world’s largest merchandise mart in their own back yard - the Dallas Market Center.  Over 29,000 vendors display their products in the 2,400 permanent showrooms and 460,000 square feet of temporary exhibit space.  The 6.9 million square foot Market Center complex includes:

· World Trade Center - 3.1 million square feet of showrooms containing gifts, jewelry, decorative accessories, toys, linens, house wares, furniture and more


· Trade Mart - 1 million square feet containing gifts fixtures, tabletop, hardware, gourmet foods, and house wares


· Market Hall - temporary showrooms during major markets


· International Floral Design Center - opened in January 1999 housing permanent floral accessories and seasonal decorations


· Apparel Mart – Women’s and children’s clothing, jewelry and accessories

The Dallas Market Center is not open to the general public, so buyers must provide certain admission materials, including:

· Resale tax permit


· Personalized business ID or canceled payroll check (one per buyer)


· One of the following - picture of store front; copy of lease/deed; an executed quarterly sales tax return; wholesale invoices totaling $5,000 within last year; business advertisement; proof of professional certification

Major markets as well as mini markets and specialty shows occur throughout the year at the Dallas Market Center.  For market dates, hotel, and travel information call 1-800-DAL-MKTS or visit the web site www.dallasmarketcenter.com
Payroll Deductions
Many healthcare facility gift shops utilize employee payroll deductions.  As well as encouraging purchases, payroll deductions are an appreciated benefit for the employee.  Offering payroll deductions will increase shop sales and establish an employee customer base.  

The use of payroll deductions should be approved by the administration and coordinated with the accounting department.

The following is an example of a commonly used payroll deduction form:

Authorization for Payroll Deduction

Minimum Deduction  $-------

This is your authority to deduct $------ from my next paycheck to pay for 

merchandise purchased from the Gift Shop.

Must Be Completed by Employee: 

Name:

Department:

Payroll Number (from I.D. card):
Signature:

Date:
What Makes a Great Display?
Location

· Where is the display, and what do you want it to say to your customer?


· Is it relevant to the merchandise around it or does it contrast enough to hold its own?

Content

· Is it an impact display of all one item – one type of merchandise or an entire line?


· Is it a theme display – all seasonal items, all the same color scheme, etc.?


· Will the merchandise combination make sense to the customer and stand out enough to make the sale?

Structure

· Is the furniture being used of appropriate size for the space it’s in?


· Is the furniture clean and sturdy?


· Is the display 3-D?


· Does it have depth and height (think of simple and right triangles)?


· Can it to be shopped from top to bottom and all around?


· Can the customer reach the whole display (not being blocked by items on the floor)?


· Is the merchandise easy to shop and uncluttered?


· “More” does not always mean “more.”

Finishing Touches

· Add appropriate props for “pops” of color and seasonal emphasis.


· Adjust lighting so that display really shines.


· Clean, straighten, and stock displays frequently.


· Change slow sellers to keep display fresh (they may sell better somewhere else).

Be Your Customer – Ask Yourself “Does it scream?”

· Does the display beckon you to shop it?


· Are you excited to shop it or are you inclined to pass it by?


· What does the display say to you? It should ”scream” what it is about.

 Some Common Retail Terms
Allowance: Money given to the buyer by the vendor toward the cost of advertising.

Anticipation: An additional discount deducted if the invoice is paid before the due date.

Back Order:  Part of an order that the vendor intends to ship when merchandise becomes available.

BOM: The amount of inventory on hand at the beginning of a month.

Cancellation Date: The date that the buyer has specified to the vendor as the latest acceptable delivery date for the merchandise ordered.

Charge Back: Money charged to vendors for damaged or returned goods, etc.

C.O.D: Cash on delivery payment requested by vendor.

Cost of Goods Sold: The cost of merchandise minus discounts plus delivery charges.
EOM: End of Month. A discount given that is calculated from the end of the month rather than the date on the invoice.

F.O.B: Freight On Board. Determines at which point the transportation of merchandise will be charged.

Gross Margin: Gross profit – a dollar figure arrived at by subtracting the cost of goods sold and markdowns from total sales (also see Net Profit).

Invoice: A statement of charges from the vendor.

Keystone: A pricing term - cost x 2.

Mark-on: Often erroneously called a “markup.” The amount added to the cost of merchandise to establish the retail selling price of the merchandise. 

Minimum Order: A vendor or manufacturer frequently imposes the number of units or amount of dollars that a buyer must purchase.  

Net: The amount of the invoice with no discounts.

Net Profit: a dollar figure arrived at by subtracting all expenses (travel, salaries and other operating expenses) from the gross margin (profit) figure.

Purchase Order: The buyers’ written order given to the vendor, which should set out the terms of the sale of the goods (cost, delivery date, shipping information and any discounts that are given by the vendor).  

Stock Turns: The rate at which inventory is sold and replaced with new inventory.  This can be calculated by dividing total sales figures by inventory figures for the same time period.            
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Newsletter

Producing a Newsletter
A newsletter is a valuable communication tool for a volunteer group that is worth the time and effort to produce for several reasons:

· To keep membership informed of volunteer and healthcare facility news 


· To provide recognition of members through feature stories and pictures 


· To distribute to hospital administration and staff to further an understanding of the volunteer group’s mission and activities


· To reach potential members 


· To make all members feel “connected” to the volunteer group

Volunteer group newsletters are usually published on a monthly or quarterly schedule. The preparation of copy can be done on a computer or on a typewriter using a cut and paste layout, depending on the resources of the auxiliary.  Be creative.  Use appropriate graphics.  There is a wide range of computer software available today to assist in designing a newsletter, such as the Microsoft Publisher Program.  

If the membership enjoys the newsletter and benefits from it, the newsletter can be considered a success.
The Anatomy of a Newsletter
Some of the information in this section is excerpted from The ABC’s - Writing for Newsletters and The DEF’s - Layouts for Newsletters by Bernice Wolfe, TAHA board member from Hendrick Medical Center, Abilene, Texas.  These materials are used in her newsletter workshops  (ref. 1).

Newsletter Components

Regardless of the production method used, a newsletter will have the following components:

· Title, or name of the newsletter – a logo may also be used here


· Dateline – located below the title - may include volume and issue number, date of issue, possibly the motto of the organization 

· Headline – larger bold letters that provides information about the article


· Subheads – a heading used within a story to break up copy


· Masthead – lists staff, name of organization, phone number, address


· Body text – the articles making up the text of the newsletter.


· Graphics – term used for visual elements in a newsletter such as photos, cartoons, illustrations


· Caption – placed close to the photo or illustration to describe it


· Byline – identifies the author of the story


· Table of contents – lists stories and page numbers – visually separate from the rest of the page


· Headers and footers  - information at top (header) and bottom (footer) of page giving certain information (name of publication, issue number, date, page number)


· Border and lines – visually separates parts of the newsletter – such as the table of contents - and organizes information


· Mailing panel – a section reserved for mailing address, return address, and postage if newsletter is a self-mailer


· Pull quotes – a quotation extracted from the text of the story that can draw interest of the readers

What goes into a Newsletter? The Standards.

1. President’s column


· Volunteer Leader


· Use of generalities and fluff will not interest the reader as much as an article that deals with specific problems, triumphs and challenges.


· Studies show that the preacher’s column is read last – could it be the same for the President’s?

· Location is important – usually on inside pages or last page.  It should be placed in the same location every time.

2. New Members

· Use photos if possible


· Introduce new members to the auxiliary in a paragraph or two.  Where did they come from?  What are their interests?  Why did they volunteer?


3. Announcements or Calendar of Events

· Activities


· Fundraisers


· Educational opportunities


· Anything with a date



4. Deaths should be handled with care and personally – not a standard way 

· Avoid overusing expressions like “We extend our deepest sympathy to…”   Use your own words.  Make it more loving and personal.


· Recognition of members years of service, where they worked, and a brief biography if space permits


5. Change of Addresses


6. Thank Yous

· Thanks to volunteers for special efforts 


· Try putting them together in a special column with a catchy title


7. Accomplishments of Members

· Honors


· Recognize a member for outside activities – “Meals on Wheels”, etc.


· Good deeds while on job


8. Births, weddings, anniversaries, birthdays are important events to people


9. Contributions – money donated

10. Prayer Needs – those that are ill or in the hospital

11. Happenings around the healthcare facility

· New departments


· New doctors or staff changes


· Moving of departments or offices


· New policies


· Programs offered 

12. Meet your leaders or a human interest story concerning your members

13. Fillers – usually if you put in half of the above, you won’t have room

· Fillers can inspire, inform and entertain


· Cartoon/jokes/sayings


· Inspirational prose or poetry


· Letters to or from


· Statement of purpose


· Codes of group or by-laws

· Don’t add fillers just to make your newsletter larger 

14. In Every Issue


· Volunteer group’s name and address


· Newsletter name, date and issue number


· Deadline for next issue


· Organization’s mission statement


· Calendar of events (should be in a prominent place in each issue)

Writing an Article for the Newsletter – Keep it Simple 
Who

· First and last names (spelled correctly) and title


· Don’t abbreviate name of organization or event without explaining what abbreviation stands for – add the meaning in parenthesis


· Usually the persons involved (who) or the main event (why) is most important

What

· Tell enough about the background or history for those that haven’t heard about it


· If you use words readers may not understand – such as Hematologist/Oncologist – explain

Where

· Address


· Be exact – don’t just say office, say “Volunteer Office”


When

· Date


· Day of the week

Why

· Details


· Fund-raiser – where does the money go?

How

· How is it going to happen?


· How did it happen?

Other Questions

· Cost 


· Deadline


· Contact person


· Other important background information


· How will the news affect the reader?


Some Don’ts


· Don’t editorialize – Save your personal opinion for the editorial page – give facts simply and clearly.


· Don’t use excessive wording – weed out unnecessary words.


· Don’t skimp on space for membership news.  This is your membership’s newsletter – devote the space to their news.


· Don’t use a passive voice – always an active one.


· Never use a long word when a short one will do. 
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Installation ceremonies

The Purpose of Installation Ceremonies

The tradition of installing new officers should be a special time for volunteer organizations.  Installation ceremonies, whether simple or elaborate, provide an opportunity to establish tradition and motivate both leaders and membership.  They are meant to mark a change of administrations by expressing support for the new leadership of the organization. 

 A well-planned ceremony should symbolically convey to the new officers their roles and responsibilities.  The installer is often a qualified person chosen for the honor by the incoming president.  A simple installation might consist of a few remarks by the incoming and outgoing officer, an exchange of pins, or a passing of the gavel ceremony   Many volunteer groups prefer a more elaborate ceremony with a central theme.

Included in this chapter are seven installation ceremonies that may be altered or combined to suit the purposes of an organization. 

SYMBOL OF LIGHT AND HOPE

Needed:  One large candle, representing the organization; a smaller candle for each officer.  Add other symbols for more officers.

The flame is universally known as the symbol of light and hope.  As we gather together today to install our (year) officers, we will use the candle to signify our expectations for the coming year and our faith in these dedicated, hard-working men and women.

(As each new officer’s name is called, the officer will light a candle from the large candle).

(Name), our President, will light a candle as a pledge to carry on the spirit of (name of organization) in (year).

(Name), our 1st Vice President, lights a candle to pledge loyalty to the President and (name of organization).

(Name), our 2nd Vice President, lights a candle to symbolize faith in the officers and members of (name of organization).

(Name), our Secretary, lights a candle to symbolize the need for vision to carry on the work of (name of organization)

.

(Name), our Treasurer, lights a candle to signify the wisdom needed for the duties of the office.

OPTIONAL:  Place small candles before each member at the tables, and as a final gesture, ask members to light their own candles and pledge support to the organization and its new officers.

ROSES

Needed: Two roses for each officer – excluding the President.

Is there any other flower so universally admired and loved as the rose?  For ages, musicians and poets have extolled its beauty and fragrance, while lovers have seized upon its rich glory to communicate their deep devotion.  Today, however, our roses typify a more all-embracing love - the dedication and devotion of these men and women who stand ready to serve and to whom you have delegated the responsibilities of leading (Name of Organization) during the coming year.

(Call each officer’s name, and present with two roses.)

By your acceptance of these roses, each of you is indicating your willingness to serve in the office to which you have been elected, adhering at all times to the intent and spirit of the bylaws and procedures.

(Each officer passes one of his or her roses to the President.)

Each officer passes one of his or her roses to our new President, (Name).  This symbolizes the support of (him or her) as leader of our organization.  

See what a beautiful, harmonious bouquet is created when several single roses are combined.  

(Installing officer addresses the group of members.)

In your own minds and hearts, all of you as volunteers should have a rose of dedication and purpose with which you pledge your best efforts for the coming year.  During (year), let us all make a giant bouquet for (Name of Organization), so that everything will come up roses.

And now, I declare the new officers officially installed, and along with the rest of you, offer them congratulations.
COLORS

Needed:  These colors could be presented in the form of flowers or colored ribbon around candles.  Colors can also be used for the paper on which bylaw duties have been typed, or the ribbon typing scrolls that outline bylaw duties.  Other colors, if needed, are blue for truth and wisdom and silver for purity and valor.

Throughout the ages colors have been used to reflect moods, denote countries and organizations and signify important events.  Today, we will use color to welcome and honor our (year) officers.

Secretary – (Name), our Secretary, Your color is red, a symbol of vigilance and alertness.  Both of these qualities will help you record the important events and decisions of (name of organization) accurately.

Treasurer – (Name), our Treasurer.  Your color is white, which denotes complete truthfulness and honesty.  You have the most trustworthy position in our organization.  You are the keeper of our funds and assets.

2nd Vice President – (Name), our 2nd Vice President.  Your color is green, a sign of creation and growth.  You will welcome and orient the new members in our organization who will help us to grow and prosper in the future.

1st Vice President – (Name), our 1st Vice President.  Your color is orange, which signifies loyalty.  You are the right hand of our president and will help whenever necessary. In the president’s absence you will be in charge.

President – (Name), our President.  For you we have the colors purple and gold.  Purple is the color of royalty.  It symbolizes leadership and power.  You are the leader of (name of organization) and have the power to carry out the business of the organization.  Gold signifies unity.  Your members are united to help you achieve the goals of our organization during the coming year.  Remember to rely on us when you need help.

SYMPHONY

Needed: A musical memento for each officer.  This can be musical note charms, sheet music, borrowed instruments, stationery, etc.

In many ways, (name of organization) is like a symphony orchestra.  The word “symphony” is derived from the Greek word symphonia, which refers to notes sounding together in harmony.

Just as an orchestra is made up of many different instruments, each making a different, but essential contribution to the whole, our organization is composed of many different personalities and talents.  When we all work together in harmony, beautiful results are assured.

Secretary  - (Name), our Secretary, shall keep an accurate record of the important decisions and activities of the organization.  Your job is analogous to that of the orchestra’s Librarian.  The Orchestra Librarian is an absolutely indispensable person, who sees that each player has correct copies of the music, and that files are in order and easily accessible so all musicians can play in harmony.  (Name), PLAY CONSCIENTIOUSLY.

Treasurer - (Name), our Treasurer, you are the Chief Fiscal Officer and shall receive and disburse the organization’s funds.  A Treasurer’s responsibility conjures up thoughts of the trumpet – that shiny golden instrument with the dazzling, far-carrying voice.  Its sound is like a flash of the brightest colors we know, and the golden coins disbursed by the Treasurer will light up the hearts and minds of the patients and employees of (name of hospital) with a flash of help and hope.  (Name), PLAY GENEROUSLY.

2nd Vice President  - (Name), our 2nd Vice President, shall be the Program Coordinator.  Like a cello, with big, strong, deep, rich sounds that often lead the whole orchestra, the sounds you make as Program Coordinator should thrill us and make us want to sing along.  (Name), PLAY CREATIVELY.

1st Vice President – (Name), our 1st Vice President, you are similar to the Concert Master (Mistress) of the orchestra who plays the first violin.  Violins do many things – they are the voice of the orchestra.  This year, you will be asked by the President and the Board to perform many duties.  In the absence of the president you shall exercise all the same powers.  (Name), PLAY VIGOROUSLY.

President - (Name), our President, you have been elected to conduct our symphony orchestra.  A conductor directs all parts of the orchestra in order to create harmonious, beautiful music.  Our conductor must be: a leader whom players respect, trust and follow; a teacher who is patient and able to explain what is wanted; an interpreter who uses her (his) own understanding of the music to help the listener and appreciate what the music has to say.  You, as President, will be called upon many times in the coming year to interpret the purposes of the organization and to support the objectives of (name of facility) in the fields of health care, education, and service to the community.  (Name), PLAY ENTHUSIASTICALLY.

You, our members, have selected your principal players.  But remember, principals alone do not an orchestra make.  It takes a large supporting cast of players to make the music sound good.  We must pledge to execute our various parts as well as we possibly can, and to support these principal players so that together we may perform a real service to (name of hospital). 

LANDMARKS

Needed:  A picture of each officer’s landmark:  a pyramid, Tower of London, Statue of Liberty, The Louvre  (or a famous painting on display), Rock of Gibraltar.  Add more if needed.

Throughout the ages, people have looked upon landmarks as a sign of strength and guidance.  Ancient travelers, who sighted landmarks, knew they were taking the right path and would reach their destination soon.  Today, we will use famous landmarks to introduce our new officers.  These leaders will be our guidance and support throughout (year).

Secretary – (Name), our Secretary.  The Pyramids contain many of the secrets of ancient Egypt.  Artifacts unearthed in these massive structures have enabled us to look back at a civilization thousands of years old.  (Name), your accurate record keeping will allow future leaders to look back at our decisions and accomplishments.

Treasurer – (Name), our Treasurer.  Great Britain’s most famous fortress, the Tower of London, contains the accumulated wealth of centuries of British royalty – the Crown Jewels.  (Name), as our Treasurer, you will be the keeper of our wealth.  With your help, (Name of Organization) will continue to prosper financially, enabling us to fund our important projects and activities.

2nd Vice President   - (Name), our 2nd Vice President.  For many years the Statue of Liberty has welcomed all new volunteers to (Name of Organization).  We charge you with that responsibility.

1st Vice President – (Name), our 1st Vice President.  The most famous museum in the world, the Louvre, contains the achievements of the greatest creative artists throughout history.  May the Louvre serve as an inspiration to you as you develop new and creative programs for our members.

President – (Name), our President.  The Rock of Gibraltar, located on the southern tip of Spain, signifies great strength and endurance.  (Name), as our new President, you are our Rock of Gibraltar.  You possess the energy, strength, and talent to lead us through a very successful year.  Congratulations, and remember, you have our solid support.

BOUQUET OF SPICES
Needed: Bouquets of parsley for each member present.  One bouquet each of:  mint, dill, thyme, marjoram, and sage.  Add more if needed.

Today you find at each of your places, a bouquet of parsley.  This lovely, green, crisp herb enhances many of our dishes with flavor and color.  And so it is with your presence – for, without you, our organization would not prosper.  Just as spices add the flavor to foods, your hard work is the main ingredient in our organization’s recipe for success.

Secretary – To (name), our Secretary, I offer the herb, MINT, with its mild and lingering flavor.  There is truly a sparkle about this lovely herb.  So it will be with your taking of the minutes.  Make them short and informative so our members will know of our organization’s happenings.

Treasurer – To (name), our Treasurer, I present the herb, DILL, with its definite fragrance and taste.  Just as there is no mistaking dill for any other herb, so it is with the monies you will manage.  You must maintain an accurate accounting at all times.

2nd Vice President – To (name), our 2nd Vice President, I give you the provocative herb THYME.  Thyme was lost with the fall of the Roman Empire, but was later recovered in the 16th century.  You must give strong support to your 1st Vice President.  The two of you must blend together into a harmonious team.

1st Vice President – To (name) our 1st Vice President, I present MARJORAM, a spice with a delicate flavor that is an excellent substitute for salt.  You will assist the president in all ways and serve as her substitute in the event of her absence.

President – (name), as our President, I offer you the strong but appetizing herb, SAGE.  Sage wards off blandness in our cuisine and adds a subtle flavor if used wisely.  You will need sage or wisdom to attend to the many tasks involving your members.  You are the sounding board through whom your fellow volunteers make ideas a reality and bring problems to a lasting and happy solution.

fundraising

The Volunteer Organization’s Role in Fund-Raising

Some volunteer organizations are involved in direct service activities that result in raising funds.  These activities include: gift shops and gift carts, snack bars, and coffee shops.  These are enterprises that have a history of fund-raising success for auxiliaries and volunteer groups.  The added benefit to the volunteer group from these activities is the opportunity to spread goodwill for the institution and for the group itself.  These services allow the group to extend its “personality” into the community.  (See the GIFT SHOP chapter of this Handbook).  

A volunteer group may undertake additional fund-raising efforts throughout the year.  These might be fund-raising luncheons, bake sales, the “secret pal flower sale,” or anything appropriate to the circumstances.  Utilizing a designated committee to coordinate these events will enable the process to be more efficiently planned. 

The volunteer fund-raisers should be aware that any such activity is also a public relations opportunity for the volunteer group and the healthcare facility.  Because of this, the volunteer group should select fund-raising activities that will project a positive image to the community.

The “community” – the healthcare facility employees and patients, or the community outside the walls of the facility - will appreciate knowing how the proceeds of a fund-raising event will be spent.  Consider using a sign or flyer stating, “The profits from the Bake Sale will be donated to the Medical Center to furnish the new critical care waiting room.”  Giving the public this information can actually increase profits if it is a popular cause.  

The Annual Reports committee of TAHV shares statistics collected from member volunteer groups each year.  Included in the Annual Report information is a listing of fund-raising projects undertaken during the year.  This report is a resource for groups planning a project that another group might have had experience with, or for groups looking for new ideas.  “Networking” with other TAHV members at the annual State Convention and at District Meetings is also a good way to learn of new fund-raising ideas.

A Successful Fund-Raiser

The first step in planning a fund-raising event is to determine the objective of the fund-raiser, and to be sure the event will accomplish the desired results.  After weighing the pros and cons, an event chairperson should be selected, and a committee named. 

The duties of the committee might include:


·  Scheduling the event


·  Budget and finance


·  Tickets


·  Publicity


·  Decorations and set up


·  Staffing


·  Refreshments


·  Entertainment

After the event is over, the committee should evaluate the project to determine if the desired goal was reached, and if it was a financial success.  Ask:


·  “What worked and what did not?”


·  “What was our profit?”


·  “Were there non-financial rewards, such as goodwill?” 


·  “Was it worth the time expended by volunteers and staff?”


·  “Is it worth repeating?”

The committee should submit a written report including an evaluation of the success of the project, and recommendations for the future. The report should contain the names of everyone involved in the project including donors and suppliers.  Ask the volunteers involved in the fund-raiser to evaluate the project and recommend ways that it could be improved. 

Always remember to say “thank you” to the volunteers, staff, and donors.  Give everyone credit for the success.

Getting Organized

Achieving a successful fund-raiser means following simple rules: 


·  Plan


·  Prepare


·  Practice


·  Present 
The following guidelines could be used in planning and executing a sale conducted by a vendor, or any other type of fund-raising event.  

This information from Susie Guzman, University Medical Center, Lubbock, is used with permission (ref. 1).

Plan

· Set event goals and objectives


· Focus the organization’s members on the event


· Carefully weigh all the pros and cons


· Select a chairperson for the event


· Negotiate a contract with selected company (if applicable)


· Look for community events that coincide with the event: shoes at back to school, jewelry at Valentine’s Day, etc.


· Set simple attainable goals 


· Define the purpose of the fund-raiser based on the outcome you seek


· Inform members of the volunteer group


· Persuade the administrators to support the event


· Motivate to action the board of the volunteer group


· Sell the idea to the publicity department of the healthcare facility


· Teach and train members of the volunteer group


Prepare

· Schedule the event


· Make sure there is sufficient time to organize everything


· Check the in-house calendar of events to make sure there are no conflicts


· Give the volunteers pep talks


· Determine location and be sure it is available

· Prepare the budget for the event


· Determine all the needs


· Don’t forget to incorporate a charge/fee for processing the payroll deductions


· Check for rental fees of location


· Will publicity cost anything?


· Order forms for payroll deduction


· Verify the contract with company conducting the fund-raiser (if applicable)


· Check arrival times


· Verify space needs


· Obtain written verification of what expenses the company will cover


· Find out what type of payment the company will accept


· Check with company regarding staffing and volunteers needed


· Confirm event times


· Include security in the preparations

Practice

· Hold training sessions for volunteers


· Make simple lists showing how to complete forms


· Be specific about protecting the volunteer group from losses


· Receive feedback


· Build confidence and effectiveness by establishing a set plan of operation

Present

· Put tent cards on cafeteria tables

· Put flyers on bulletin boards
· Talk about the event

· Have a feature in the newsletter

· Do a special mailing to volunteers

· Send information to local civic organizations

· Do a registration give-away in the gift shop or volunteer office

Whew!  It’s Over!

· Record any suggestions for improvement for reference next time


· Publicize the results to volunteer group members, and the administration


· Conclude business with the fund-raising company (if applicable)


· Process payroll deductions


· Celebrate success!
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New trends

New Trends in Volunteering

Volunteer groups should be ready to take advantage of new trends in volunteering.  By learning to use volunteers in “non-traditional” ways, they will be able to expand their volunteer force and further support their healthcare facility.

Episodic Volunteering

For reasons such as travel, career, or family commitment, episodic volunteers are those who choose to give their time in a different manner than long-term volunteers.   Many times these episodic volunteers will later become full time volunteers as a result of their short-term assignment.

Episodic volunteers are those who might participate for several weeks or only days at a time on an irregular basis.  They might only help with special events or fund-raisers. They could work on a special report or office project, or they may prefer a “done in one day” type job.  Episodic volunteers should receive the same training and orientation as long-term volunteers.  These volunteers should be given a well-defined assignment with a beginning time and an end time.  This type of volunteer will usually be lost if the job they are assigned is only “busy work.”

A group of episodic volunteers properly utilized can be a major asset to a volunteer program.  An organization will benefit from finding a way to accommodate those who need a flexible schedule.  
Virtual Volunteering
Virtual volunteering is a category of volunteering that is rapidly becoming one of the most important ways for would-be volunteers to contribute their talents and expertise to an organization.  These volunteers may not be able to volunteer on site because of work schedules, disability, or other personal situations.  Instead they will volunteer via the Internet.

Virtual volunteering means that the volunteer works on an assignment by computer at home or at work.  Through these Internet volunteers, organizations 

will be able to expand their programs and start new ones.   The volunteer group should be prepared to take advantage of this opportunity by developing ways to utilize these volunteers. 

A virtual volunteer can contribute in many ways:

· Write newsletter articles or speeches


· Provide technical assistance


· Edit publications


· Design graphics


· Assist with Web site development or maintenance


· Provide on-line services to other volunteers


· Provide training or orientation via the Internet


· Research a subject online
 

· Develop an online recruitment program

The Virtual Volunteering Project was initiated in 1996 to encourage and assist in the development of volunteer activities that can be completed off-site via the Internet.  The Project became a part of the “Volunteerism and Community Engagement Initiatives” at the Charles A. Dana Center, University of Texas at Austin, in the fall of 1998.  For more information on every phase of virtual volunteering visit the Virtual Volunteering Project website: www.serviceleader.org

Job Sharing
Another trend in volunteering is that of job sharing.  This is a simple concept that may allow someone with an inflexible schedule who would like to volunteer to do so without a large time commitment.  

Usually one volunteer job is undertaken by one group of people.  These people might be co-workers who are encouraged to volunteer by their company, or a group of friends.  All are trained for the position and given an orientation at the healthcare facility.  Their assignment might be a four-hour shift at the information desk on Monday morning.  Each Monday morning one member of the job-sharing group will arrive at the hospital to do the job.  The participants will be responsible for communicating their schedule to the volunteer office. 

Family Volunteering

A family volunteer project is an ideal way for members of a family to spend more time together and to do something worthwhile for others in the community.

A child and one parent, a child and a grandparent, or an entire family might take part in family volunteering.  The possibilities are endless, and hospital volunteer programs should be ready to include these multi-generational volunteers.  Families are able to spend time working together toward a common goal, and everyone learns while relationships are strengthened.  Adults are able to communicate values to children, and these children are later much more likely to become adult volunteers.  Divorced families are finding family volunteering a good way to share special, limited time together.

To take advantage of this excellent pool of volunteers a volunteer program must have a meaningful activity for the group.  The family may want to start by undertaking a one-time project and then move into a more regular schedule.  Programs requiring weekly attendance may not work for all members of a family group so flexibility is the key to success for all concerned.

Collaborative Projects

Due to limited financial and human resources, healthcare institutions in many communities are finding ways to cooperate in the delivery of services.

This spirit of cooperation has extended in recent years to the volunteer groups of these healthcare facilities.  Collaboration, not competition, is a trend that is producing positive results for community projects.  What one group might be unable to do alone, two can accomplish together.

An example of this would be the joining together of the volunteers of two different hospitals in the community to raise funds for the construction of a chapel at a third hospital – the city’s Children’s Hospital.

Building Healthy Communities
The volunteer organization and its members are emerging as a vital link between the healthcare institution and the community.  Volunteer groups are expanding their influence beyond the walls of the healthcare facility to become ambassadors to the community.

The following information regarding Building Healthy Communities is excerpted with permission from Volunteers Supporting Healthcare Institutions in the 21st Century by Susan Berk (ref.1).

The question of how to provide for a continuum of care within a community is a critical one if we are to improve how, where, and at what costs we deliver healthcare services.  You may hear the answer called Building Healthy Communities.  It is an emerging model of prevention and wellness-based care that transforms our current model of rescue-illness based care.  Hospitals and healthcare institutions are forming partnerships with other community and government organizations, and working collaboratively to improve the health of the individuals in their communities.  We seem to have suddenly discovered that the healthier people are, the less likely they are to use the most expensive access points to healthcare: the emergency room, the surgical suite, and the acute care, in-patient hospital.  Currently, less than 4% of the total national health expenditure is on prevention, yet the cost savings can be great.  For example, health-awareness and sex-education programs taught in schools have helped slow the spread of sexually transmitted diseases and reduced the costs for treatment.  Providing meals to homebound seniors ensures they get at least one well balanced meal per day.  It keeps these seniors healthier, provides some valuable contact with the outside, becomes a daily check-in that can prevent a medical problem from becoming a medical emergency, and as a byproduct, provides jobs to low-income low-skilled individuals in the community.

Who is the Community? It could be the people who live in a specific geographic area, people with specific needs related to culture, ethnicity, education, health status, age, or financial needs.  It may refer to children with no dental insurance, individuals with a particular diagnosis (high risk pregnancies), people who are members of specific healthcare plans, or people who hold similar values or beliefs.

Building Healthy Communities is about reaching people where they live.  This might be by way of mobile health clinics, education in the shopping malls, telephone help lines, health services in senior centers, or lay ministries and church programs.

Volunteer organizations have a role in building healthy communities.  Building Healthy Communities is a strategic priority for our healthcare organizations.  It is also the most exciting and relevant window of opportunity for volunteer organizations.  Volunteer groups do represent the community.  You are considered a community-based volunteer organization serving a community need.  Who is in a better position to assist your healthcare community, and to be a link of communication from the community back to institution in its collaborative efforts to develop new volunteer based services in the hospital or healthcare institution?

These linkages will be extremely important, because our hospitals were not designed to accomplish the goal of Building Healthy Communities.  The role of hospitals was to provide clinical interventions when people were sick.  In the past, community services were an ancillary effort.  In some hospitals it meant community education programs.  In others, it was a charitable outreach program.  There was rarely a collaborative community effort within the hospital itself, let alone well-designed interagency, intercommunity efforts.

Volunteer organizations are becoming active in the collaborative planning and implementation of community-based programs.  Hospitals can look to volunteer organizations to take a leadership role in initiating collaborative partnerships: public-private, healthcare-academic, inter-community entities, public agency, churches, and others.
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Appendices

Internet Resources

American Hospital Association       

Healthcare resources and links to state hospital associations

www.aha.org
American Hospital Association’s Hospital Research and Educational Trust
Information on the Healthier Cities and Communities movement

www.healthycommunities.org
American Institute of Parliamentarians

Information on issues of parliamentary procedure

www.aipparlipro.org
American Society of Directors of Volunteer Services

An organization of local, state, and regional directors of volunteer services in health care institutions

www.asdvs.org
Association for Volunteer Administration (AVA)

Professional membership organization for individuals working in the field of volunteer management

www.avaintl.org
Cindy Jones Associates
Hospital gift shop management, design and consulting

www.cindyjonesassociates.com
Clip Art

Links to free graphics

www.clipart.com
Coalition to Protect America’s Health Care

Leading a campaign for relief from the Medicare cuts in the Balanced Budget Act

www.protecthealthcare.org
CyberVPM

Resources for volunteers and community service leaders

www.cybervpm.com
Dallas Market Center

Buyer services; travel services; market calendar and more

www.dallasmarketcenter.com
ENERGIZE Inc

An international training, consulting, and publishing firm specializing in volunteer management (Susan Ellis)

www.energizeinc.com
E-Volunteerism

An electronic journal of the volunteer community

www.e-volunteerism.com
Family Cares

A family community project resource

www.familycares.org
Greenleaf Foundation

Information and publications about servant leadership

www.greenleaf.org
Healthshare/THA

Link to professional healthcare societies

www.healthshare-tha.com
H.E.A.V.E.N.

Helping Educate, Activate, Volunteer, and Empower Now via the Net provides information on volunteer opportunities by state and interest

www.hubheaven.org
Impact Online

A nonprofit organization dedicated to helping people get involved in their community. Includes Volunteer Match – a free online matching service for volunteers and nonprofits

www.impactonline.org
Independent Sector

Giving and volunteering in the United States

www.independentsector.org
Points of Light Foundation (POLF)

A nonprofit organization devoted to promoting volunteerism

www.pointsoflight.org
Search Institute

Healthy Communities/Healthy Youth Initiative

www.search-institute.org
Serviceleader

Offers a comprehensive index of all volunteer management resources online; 

part of the Charles A. Dana Center, University of Texas at Austin; Includes the Virtual Volunteering Project

www.serviceleader.org
Shar McBee

Speaker and author of books on volunteerism

www.sharmcbee.com
Texas Commission on Volunteerism & Community Service
Volunteer and community service resources in Texas

www.txserve.org
Texas Hospital Association

Information, resources and links

www.thaonline.org
Texas Institute for Health Policy Research

A resource for innovations that improve the health of Texans and their communities

www.healthpolicyinstitute.org
The Grammar Lady

For answers to questions relating to grammar, punctuation, spelling

www.grammarlady.com
Volunteer Match

Volunteer opportunities available online

www.volunteermatch.org
Volunteer Sales

An online catalog of volunteer recognition items of all types

www.volunteersales.com
Volunteer Today
An electronic gazette for volunteerism by Macduff/Bunt Associates

www.volunteertoday.com
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