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Facilitator’s Guidelines











This section provides the facilitator with the resources to plan and conduct a workshop.





Each workshop unit has 4 sections:





	(	Facilitator’s Guidelines


		help the facilitator prepare for the workshop	


	(	Workshop Overview


		highlights the key components of the workshop


	(	Workshop Plan


		provides the facilitator with an outline for conducting the workshop


	(	Workshop Resources


		include program activities, supporting videos, flyer, handout materials, and transparency masters 





Topic: 					Volunteer Recognition





Goal:					Help Family Support Group leaders and members to prepare volunteer nominations.





Audience:				This session is designed for Family Support Group leaders and members. 





Time Required:		45 minutes





Room Requirements:	This workshop requires a room large enough to accommodate the number of 									participants. It is designed as a group process for roundtable 	discussions, with 8–10 							people at each table. The room should be arranged for maximum visibility of the flip 							charts, videos, and overheads.





Facilitator’s Preparation:





	1.	Reserve a location for conducting the workshop that will accommodate the number of participants. 





	2.	Prepare flyers (located in the Flyer Master section) and distribute them 1–2 weeks before the 					workshop.





	3.	Familiarize yourself with the goals of the workshop.





�
	4.	The facilitator’s job is to lead the workshop, which includes distributing handouts and organizing 			group flip chart activities. Other tips include:


		(	plan an ice breaker


		(	encourage participation


		(	check for understanding


		(	prepare room


		(	make workshop personal


		(	gather needed material


		(	enjoy yourself


		(	offer amenities, such as child care, parking, and refreshments





5.	Suggested activities are presented in square brackets ([  ]) in the lesson text.





	The lesson text is meant to assist you and is not intended to be read aloud to the participants. The 


	suggested activities list the visuals, handouts, or group activities that are used at particular 


	points in the workshop.





	6.	Prepare overhead transparencies from the Transparency Masters:


		#1	Volunteer Recognition


		#2	Objectives





	7.	Review the group activity that uses Handout #2, Sample Award Nomination, before the workshop. 			Be prepared to recommend changes for strengthening the nomination.





	8.	Reproduce the necessary numbers of handouts from the Handout Masters:


		#1	Volunteer Award Nominations


		#2	Sample Award Nomination


		#3	Workshop Evaluation





	9.	Assemble all other necessary materials and equipment.





		Workshop Materials:


			Pens and pencils for participants’ use





		Equipment:


			Overhead transparency projector and screen
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Introduction





[Visual #1: Volunteer Recognition]





Volunteers give of their time, talents, and creativity. A volunteer’s pay is recognition and assurance that they are an important part of the organization. Recognition should be an integral part of any management process.





Nominating a volunteer for an award is a very special form of recognition and a valuable tool for communicating with others about the work of your Family Support Group team. In this workshop, you will learn how to recognize the contributions of individual Family Support Group volunteers.





Objective





[Visual #2: Objective]





Participants will:


	(	Understand the importance of volunteer recognition.





Recognition





There will be times when you will want to recognize volunteers in a special way. The most successful volunteer programs, and those with the highest retention of volunteers, are programs that reflect recognition at all levels. Levels at which awards should be considered are:


	(	agency level


	(	installation level


	(	volunteer of the month


	(	volunteer of the quarter


	(	major commands


	(	Department of the Army


	(	Presidential





Some ways to recognize volunteers in your Family Support Group might be:


	(	thank you notes


	(	verbal praise


	(	newsletter articles


	(	installation level award


	(	special luncheon, certificate, or party


	(	special recognition at meetings


	(	announcements on bulletin boards


	(	media coverage 





When are some important times to recognize Family Support Group volunteers? Some suggestions are:


	(	when they sign up to volunteer with your FSG


	(	daily, weekly, monthly, or annually


	(	completion of a special project or event


	(	on birthdays


	(	when they depart


	(	during National Volunteer Week





In addition, many award options are available within the civilian community and on installations within your command. Also, a wide range of national, state, and local volunteer recognition programs exist.





Involve all the Family Support Group leaders in determining which awards seem most appropriate for the activities, efforts, and accomplishment of your Family Support Group as a whole, your unit, and individual family members. 





Set criteria for determining who should be nominated for awards. Let everyone in the Family Support Group know the criteria for awards. Then write the recommendations for nominees based on those criteria.





Keep an alphabetical file of each award to track:


	(	contact person for current nomination instructions


	(	past Family Support Group nominees


	(	types of accomplishments recognized in previous recipients





How do you find out about the various volunteer awards? There are many people and places to ask:


	(	Installation Volunteer Coordinator


	(	Army Community Service Director or Volunteer Supervisor


	(	Reserve Component Family Program Coordinator


	(	Volunteer Action Center


	(	Directors of Volunteers in Agencies


	(	Governor’s Office of Volunteerism


	(	Civilian Agencies that use volunteers





You may find it helpful to set up a calendar listing dates when various award nominations are due. You should keep a file of previous winning nominations.





Remember to ask for volunteer award nomination forms and due dates. Working files are tools to help an award committee prepare nominations.





Volunteer Recognition





[Distribute Handout #1: Volunteer Award Nominations]





Look at a sample volunteer award nomination, critique it, and discuss changes which could strengthen it. You will find the “how to” questions to be helpful in organizing your nomination. 





(allow 15 minutes for this activity)





�
Group Discussion





[Group Activity: Use Handout #2, Sample Award Nomination]





Now that you have completed the activity, please share your group’s results.


	(	What was most helpful in completing this activity?


	(	Were you able to determine the purpose of the award?


	(	Did your group use “power” words?


	(	Is the nominee eligible for the award?





(allow 5 minutes for discussion)





Writing a clear, succinct nomination is a challenge. 





[Visual #3: Key Points]





Study the nomination form and instructions before you begin to write.


	(	What is the purpose of the award?


	(	What are the criteria for this award?


	(	Is the nominee eligible for this award?


	(	Does the recommendation appear well organized, grammatically correct, and neat?





Conclusion





Nominating someone for an award is an effective, positive form  of feedback and praise. After the award is announced, thank the people who assisted you in preparing the nomination to let them know the results—whether the nominee was selected for the award. 





A nomination is also a valuable way to communicate to the organization and to the community the excellent work done by Family Support Groups.





[Distribute Handout #3: Workshop Evaluation]





�
Flyer








Volunteer Recognition











Why is volunteer recognition important to your FSG?





Learn the many ways to recognize volunteers in your FSG.





Where could you learn of the various volunteer awards available?








This workshop will provide you with:


	(	 take-home information


	(	 practical ideas


	(	 opportunity to meet people with common interests








Join us at 																								





For a workshop on 																					





Date 																										





For more information contact 																		








See you there!
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Objective








	(	Understand the 													importance of volunteer 						recognition





�
Visual #3








Key Points





	(	Know


				(	award’s purpose and 								criteria


				(	nominee eligibility





	(	Do


				(	use clear, direct, 												action words


				(	organize and edit


				(	be neat





�
Handout #1





Volunteer Award Nominations








Where do you find out about the various volunteer awards that are available? 





Check with your Installation Volunteer Coordinator, Army Community Service Director, Volunteer Supervisor, Reserve Component Family Program Coordinator, local Voluntary Action Center (VAC), Directors Of Volunteers In Agencies (DOVIA), the Governor’s Office of Volunteerism, or civilian organizations that utilize the talents of volunteers. 





Ask for volunteer award nomination forms and due dates.





For any given award, there are many nominations. Some organizations have “readers” to evaluate nominations. The following checkpoints can be used to evaluate any award nomination before it is submitted:


	(	Often a point system is developed to “score” each category on the nomination form. Points are often 			deducted if the directions on the form are not followed correctly. Thus, it is very important that all 			forms are completed in the space provided and in the exact manner specified in the directions.


	(	Always type the nomination and supporting documentation. Allow “white” or “clear” space on the 			forms. If the nomination form or supporting documents look “too full” or “too cluttered” they may 			not be accepted. Don’t try to be fancy with various type faces or unique formats. Keep it simple, 				clear, and easy to read.


	(	Be sure the individual who is being nominated meets all eligibility requirements before completing 			the nomination forms. Many organizations will disqualify the nominee immediately if the 					requirements are not met.


	(	Many nomination forms require information about the program in which the nominee works. Give 			information about the unique features of the program, its history, how many people are involved, 				how many hours are volunteered, and the relevance to the award category.


	(	Family Support Groups have many unique features: how they interface with other organizations, 				military and civilian; their ability to work with a diverse group of people; their fund-raising 					abilities—in kind and cash; their unique mission during times of deployment; their volunteer 					strength; and their ability to cope with stressful situations.


	(	The nominator must demonstrate that the nominee has made a significant contribution to the 					organization. Use active phrases such as: “organized from scratch,” “a viable FSG for the 33d 				Infantry Battalion,” “arranged Red Cross training in CPR for 54 soldiers and family members,” 				“served as Assistant Director of the Ft. Young Family Assistance Center during Desert Storm, 				providing services to over 400 families.”


	(	Describe how the nominee’s activities affected others or the program, in general. Include quantitative 		data. For example, “the Family Support Group’s membership increased 75 percent under ‘X’s’ 				leadership, or ‘X’ planned a homecoming celebration attended by 1,500 people and had local support 		of over $8,000.”


	(	Include information about how long the program has been in existence, the growth of the program, 			changes or obstacles that have been overcome, and any other relevant information that proves the 			worthiness of the nomination.


	(	If other references are required, make sure they are accurate and pertain to the individual nomination. 		When inviting others to support the nomination, include a description of the award criteria and 				objectives.


�
How To’s





Begin with an outline. List the individual’s regular duties, extra duties, special projects initiated and completed, and responses from satisfied group members, unit command, and community liaison contacts.





As you begin, ask these questions:





	1.	Does this information show a definite action or activity?





	2.	Does it contain quantitative information?





	3.	Is it specific?





	4.	If acronyms are used, are they defined? (ACS, FSG, DA, etc.)





	5.	Are thoughts well organized?





	6.	Did you use “knockout” words and phrases? For example: “Through close working relationships 				with both high-level military and civilian officials, she planned and executed the community picnic 			on July 4, serving over 10,000 military and civilian family members. She was directly responsible for 		a dramatic increase in goodwill between Ft. Young and the surrounding community,” instead of, 				“She worked well with others.”





	7.	Will a person who knows nothing about the person being nominated or about Family Support Groups 		have a clear vision of what the nominee has done, why the nominee’s work is exceptional, and how 			others have benefited from the nominee’s work?


�
Handout #2











Sample Award Nomination








The following is an example of an award nomination submitted to recognize a Family Support Group leader. The nomination form is indicated by information given in bold type. Information written to nominate a volunteer is in regular type.





Working in your groups, review the nomination and make recommendations for improving the nomination. Refer to Handout #1, Volunteer Award Nominations, to help your critique. 








Part 1





List the significant contributions made by this volunteer from 1 January through 15 December.





	A.	Coordinated the Family Support Group Activity Programs for the 3/33 Infantry Battalion.





	B.	Involved 65 percent of unit families.





	C.	Established supportive relations with community leaders and services, including the Cooperative 				Extension Service, United Way, McDonald’s, City Parks and Recreation, 4-H, and the Scouts.











Part 2





How did the volunteer improve the quality of life in the community?





	The volunteer demonstrated her knowledge and abilities by building a team spirit among the FSG 	members, and between the FSG and the unit and community. 





	She gave freely of her time and talents, but also recognized and encouraged the talents of other FSG 	members. 





	Less than 30 percent of the FSG families understood the scope of ACS resources available to them when 	she assumed leadership for the group. Now, not only do most FSG members know about and use the 	ACS resources, the FSG has four active volunteers assisting ACS.


�
Handout #3





Workshop Evaluation*





1.	Did you understand the objectives of this workshop?					_____Yes	_____No





2.	Do you think these objectives were met?								_____Yes 	_____No 





3.	If you answered No to either 1 or 2, please explain your answer below:


																											


																											


																											





4.	Circle the word which best describes the effectiveness of this workshop:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding





5.	Based on your above response, what are your suggestions for improving this workshop?


																											


																											


																											





6.	How did you benefit from this workshop?


																											


																											


																											





7.	Did this workshop meet the needs of the participants?				_____Yes	_____No





8.	Circle the word which best describes the facilitator’s presentation:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding





9.	Please share your comments about the facilitator’s presentations?


																											


																											


																											





10.	If you were the next facilitator to lead this workshop, how would you improve it?








*Use the back of this sheet to continue your responses, if necessary.
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