Sample Instrument for AmeriCorps VISTA
Checklist for Revamping
Volunteer Recruitment and Management Systems
[image: image1.wmf] 


DRAFT 8/26/2009
The sample instrument on the next page is for VISTA projects that need to track the development of volunteer recruitment and management systems. The example is specific to a mentoring program, but can be easily adapted for use with efforts to develop volunteer recruitment and management systems for other types of programs.

Data collection for VISTA projects often involves tracking important tasks completed by VISTA members as they build program infrastructure. It is very important to have good tools to track this work. The tools should detail out the steps required to complete important tasks. When appropriate, these tools should include a place where a staff member signs off to ensure the quality of work completed by VISTAs.

The sample on the next page can be used as a basic template to develop more a detailed instrument, if desired. To develop similar tools for your VISTA project, look at your VISTA assignment descriptions (VAD). Many of the steps identified in the VADs translate directly into the elements to include in data collection tools. Be sure to tailor the instrument to ask for the information you need to report your VISTA project.
	Checklist for Revamping
Volunteer Recruitment and Management Systems

	INSTRUCTIONS: VISTA members indicate when components are created, updated or completed in first column. VISTA supervisor verifies completion of tasks and products in second column.

	Screening Procedures
	Created/Updated/Completed (Date)
	Supervisor
Approval
	Notes

	Application forms
	
	Date:


Initials:

	

	Interview questions
	
	Date:


Initials:

	

	Criminal background check
	
	Date:


Initials:

	

	Volunteer Database
	Created/Updated/Completed (Date)
	Supervisor
Approval
	Notes

	Data specifications
	
	Date:


Initials:

	

	Electronic file structure
	
	Date:


Initials:

	

	Data entry
	
	Date:


Initials:

	

	Outreach Materials
	Created/Updated/Completed (Date)
	Supervisor
Approval
	Notes

	Talking points for presenters
	
	Date:


Initials:

	

	Press releases
	
	Date:


Initials:

	

	Flyer and brochure
	
	Date:


Initials:
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