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System Action Plan Template


Title/Code:  Volunteers 
Number: F-8-7-3
Date: 9/22/11
	Result Statement

	Describe exactly the result this system must produce: 
Create a system to continuously recruit quality volunteers to help enhance the activities at Le Chateau.



	Accountable Positions

	Position with overall accountability: Life Enhancement Manager 


	Participating positions: 




Title/Code: 

	System Diagram

	



[image: image1]


Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Identify what the facility needs volunteers for by using the Activity Interest Survey, the monthly calendar, Volunteers Idea Book, suggestions, etc.  
	Life Enhancement Manager 
	Once a month

	2.
	Send out letters to Single Senior Society members, community bulletin boards, internet sites, healthcare workers, families & residents expressing the volunteer needs of the facility.  
	Life Enhancement Manager
	Ongoing

	3.
	Post volunteer opportunities on the front bulletin board & give a list to marketing.  
	Life Enhancement Manager
	Every two Weeks

	4.
	Post upcoming volunteer opportunities in the monthly newsletter for the following month. 
	Life Enhancement Manager
	Every month 

	5.
	Get names of people by taking & making phone calls, using sign-up sheets, etc.
	Life Enhancement Manager
	Ongoing

	6.
	When you find a volunteer who is interested take name, number, & have them fill out a “Volunteer Information Sheet” Set up a time to discuss volunteering & discuss ideas
	Life Enhancement Manager
	Same day person comes in or calls to volunteer 

	7.
	Have volunteer come in a shadow Life Enhancement Manager for a few activities to meet residents & learn procedures. 
	Life Enhancement Manager
	Within the week of the set-up meeting

	8.
	Meet prior to volunteering to make sure supplies are gathered & ready.  Go over volunteer expectations & answer any questions that may come up.
	Life Enhancement Manager
	The day of the activity

	9.
	Observe the activity. Have a short meeting after the activity to discuss concerns, suggestions, etc.  
	Life Enhancement Manager
	During the activity

	10.
	Touch base with the volunteer every week depending on the frequency of events. Make sure things are going well & address any concerns the volunteer may have 

	Life Enhancement Manager
	Ongoing 

	
	Frequently praise & show appreciation  to the volunteer  
	Life Enhancement Manager
	Ongoing 


Title/Code: 

	Resource Requirements

	Staffing
	Life Enhancement Manager, Volunteers 

	Space and Facilities
	Various depending on the activity 

	Equipment
	Computer 

	Supplies
	Paper, ink, booklets 

	Information
	Monthly Calendar, Activity Interest Survey, Volunteer Observation Form, Activity Log, Volunteer recruiting letter.


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

The number of new volunteers & long-lasting volunteers will help evaluate the effectiveness of the system.  The quality of the activities & the participation of the residents will also help determine the effectiveness of the system.



Title/Code: 

	System Standards

	#
	Standard


	1.
	Volunteers will be expected to dress & act professional at all times

	2.
	Honesty & integrity will expected at all times.  

	3.
	Volunteer opportunities will be posted every two week 

	4.
	Activities will be designed to meet the needs of the residents 

	5.
	Activities will be designed to meet the needs of the volunteers

	6.
	Monthly volunteer opportunities for next month will be posted in the monthly calendar 

	7.
	List of volunteer opportunities will be available in the activities office

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed

Volunteer Information Sheet

Name_______________________________________________________

Phone Number_______________________________________________

Address__________________________________________________________________________________________________________________________

E-mail______________________________________________________

Are you interested in volunteering: (Please Check One)

Once a Week __________

Once a Month__________

One Time Only_________

When are you available to volunteer?

	Day/Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	9:00am
	
	
	
	
	
	
	

	10:00am
	
	
	
	
	
	
	

	11:00am
	
	
	
	
	
	
	

	12:00pm
	
	
	
	
	
	
	

	1:00pm
	
	
	
	
	
	
	

	2:00pm
	
	
	
	
	
	
	

	3:00pm
	
	
	
	
	
	
	

	4:00pm
	
	
	
	
	
	
	

	5:00pm
	
	
	
	
	
	
	

	6:00pm
	
	
	
	
	
	
	

	7:00pm
	
	
	
	
	
	
	


What would you be willing to volunteer for?   (Mark all that apply.)

Lunch Bunch_______________________

Brain teasers_______________________

Crossword_________________________

Nintendo Wii bowling _______________

Other Nintendo Wii games____________

Xbox Kinect games__________________

Exercise classes_____________________

Games with volunteers_______________     Movies___________________________     TV shows__________________________      Health clinics_______________________

Dinner outings______________________

Religious services___________________

Hallway sports games________________

Trivia games_______________________

Tai-chi____________________________

Bingo_____________________________

Dessert Socials_____________________

Pet visits __________________________

Outings to Sporting events____________

Outings to the symphony _____________

Outings to the opera_________________

Day trips__________________________ 

Sing-a-longs_______________________

Music classes_______________________

Play reading _______________________

Poetry Club________________________

Craft Classes_______________________

Red Hat Society____________________

Men’s only activities_________________

Happy Hour _______________________

Health snack socials_________________

Lunch time trivia____________________     Tours of historic places_______________     

Current event discussions _____________     Book Club_________________________     

Gardening_________________________     Fitness walks_______________________     Bridge____________________________     

Pinochle___________________________     Other card games____________________     Holiday Parties _____________________     Special speakers____________________     

Computer classes____________________     -Email, Internet use, word processing, etc.

Yard games________________________    Board games_______________________     -Monopoly, clue, etc. 

Cooking classes_____________________     Quilting___________________________     Knitting/ crochet____________________     1-day trips_________________________     Extended travel tours_________________     Photography_______________________     Fishing ___________________________     Ceramics__________________________     

Drawing or sketching ________________     Golfing___________________________     

Canasta___________________________     

Line dancing _______________________    Painting ___________________________     

-Water colors, oils, etc.

Yoga_____________________________     Chair aerobics______________________     Massage___________________________     Dancing___________________________     

Swimming ________________________     

Water Aerobics_____________________     Language Classes ___________________    Table tennis________________________     Horseshoes________________________     Croquet___________________________     Dominoes_________________________     Creative writing classes_______________     Beginning musical instrument classes____     

Card making_______________________     Dollar Movies______________________     Trip to movie theaters _______________     Pool /Billiards______________________     Scenic drive________________________     Museums__________________________     Performers ________________________     Picnics ___________________________     Backyard cookouts __________________     Other______________________________________________________________________________

Observe volunteers during activity 





Identify the needs of the facility 





Asses & discuss how the activity went 





Get information from volunteer & set up appointment 





Train Volunteers 





Advertise & recruit volunteers 





Follow up with likely sources 





Frequently give praise & show appreciation to volunteers 





Check in with volunteers. Frequently go over ideas & suggestions 
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