TRAINING GUIDE ON
VOLUNTEEERS
FOR THE

RECREATION STAFF IN_STATE HOSPITALS OF MINNESSOTA

BY

DOROTHY B. TAAFFE, SUPERVISOR

RECREATION TRAINING PROJECT

DIVISION OP PUBLIC INSTITUTIONS, ST, PAUL, MNNESOTA



OBJECTI VES

1. To provide a guide for the hospital Recreation Wrker in relation to the
use of volunteers in the state hospitals of M nnesota.

2. To indicate techniques in the selection, assignnent, supervision and train-
ing of volunteers for service in the state nmental hospitals of M nnesota.

3. To "bring about a realization of the contribution which properly utilized
vol unteers can provide in the Hospital Recreation Program

Leadership has been called "the one indispensable skill" in recreation. Leadership
is the keynote in the structure of recreation service. In its broad sense it in-
cludes the Administrator, the Supervisor, the "on-the-spot” |eader and others affil-
iated with the service who consciously exert an influence on the service. Leader-
ship in hospital Recreation is obtained fromtwo sources:

1. The Professional Staff

2. Vol unteer Services

The deepening hunmanitarian interest of the people of the state of Mnnesota in
the nmentally ill hospitalized in state institutions, spear-headed by the Mental
Health Bill of 1949 and the projection of its program through newspaper and radio
publicity as well as public neetings, institutes and tal ks has sharpened the real -
ization of the public as to the needs of the mentally ill in the state hospitals of
M nnesota and the place of the comunity in the fulfillnent of those needs. The re-
sultant surge of effort and offers of service on the part of volunteer groups is not
only comendable; it is challenging.

For —nl ess we who are in state hospitals as recreation workers are equipped to
use the services of these groups and individuals in the conmunity who nmay or may not
be trained for recreation |eadership but who have indicated a decided interest to
serve, we have not met the chall enge they have thrown us.

In addition to those who have already been stimulated to offer service, there

are many who through encouragenent and interpretation of purpose and need coul d be
absorbed into the recreation prograns for the mentally ill with great benefit to

the patients. Every community contains individuals who mght be drawn into this
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work. Greater resourcefulness in attracting them and nore effective organization
for utilizing their services are necessary. Since recruiting, training and gui dance
of volunteers calls for initiative, tact, ability and patience, the extent to which
a recreation programenlists volunteer service is an indication of the calibre of
its | eadership,

Vol unteers can, and should be an entension of service. It is inperative that
recreation workers realize that volunteers are supplenenting the services of trained
wor kers, not supplanting or replacing them The inpulses of public-spirited and
gener ous- hearted vol unteers, even though sonetimes conplicated by nany other notives
and interests are the prime reason why it is possible to bring the varied, "comun-
ity-mnded and col ored" recreation programto the patients. Yet, the volunteers are
not in thenselves able to bring about the kind of well-organized, valuable service
that you—er your administrators—want; service that fills the real needs, is intel-
ligently directed, efficient, enthusiastic,, dependable and rmutually satisfying
Such qualitative—and eventually quantitative-service depends upon real effort and
pl anning within the hospitals. Courtesy, tact, consideration and understanding are

necessary—and possi ble when there is careful planning p,nd true realization of val ue

and need.

The relationship and the responsibility arc reciprocal. The volunteer has ob-
ligations; the Hospital Recreation Wrker has obligations. The vol unteer expects
direction, guidance and recognition end the recreation | eader should be equipped to
give it. The volunteer expects, usually, to take out as well as put in. He wll
evaluate the tine and effort expended. He cones to the hospital with willingness
and sincerity as his arnor. He is depended upon for the fulfillnment of certain
goal s and objections by the hospital staff. It is an interdependent relationship
which requires clearly defined purpose, function and responsibility.

The suggestions which are given below are offered as a stimulus to thinking

and effective practice rather than as a pattern to be scrupulously followed.



The primary duties of the hospital staff nenmbers in relation to volunteers are:

I. An analysis of the needs of the particular hospital in relation to
vol unteer service in hospital recreation

I1. Aplan for the recruitment, screening and sel ection of vol unteer
personnel to fill the needs.

[11. A clear cut job description for the vol unteer

V. An orientation program for vol unteers.

V. Aplan for the supervision and in-service training of volunteers.
The primary obligations of the volunteer group are:

I, A nmethod of careful selection and screening.

I1. Prelinmnary training and discussion regardi ng aims and purpose of
the proposed vol unteer service program

[11. Aplan for the guidance and direction of volunteers in relation to
schedul es, performance, etc.

IV. Aplan for maintaining standards of volunteer service.
(The above pertain to the group, the individual within the group and
point four in particular applies to the individual who serves but who
is not a nmenber of a group.)

A detailed consideration of above A and B factors foll ows:

A. Responsibilities of Hospital Recreation Staff

I. Analysis of need

a. Wat is the need of the hospital in relation to volunteers?
1. Is there a need for groups of volunteers:
(a) JOT dances - social, square, folk

(b) For parties, holiday, "once-a-nonth" birthday,
special theme such as "Wnter Wnderl and",
"Grcus Carnival", "Harvest Moon Ball", "Straw
berry Frolic" etc.

(c) For entertainment - shows, orchestras for dancing,
choral groups, Christmas or other pageants and
pl ays etc.

(d) For "cottage" or ward or house parties - teas for
geriatric services; for special parties on wards.

(e) For special, hobby club groups - such as sew ng,
art work, patient orchestras or singing groups.
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2. Is there a need for the individual who can serve the
patient by:

(a) Assistingwith art or craft work. (Red Cross Arts
and Skills workers or art teachers and pupils in
the community.)

(b) Leading patient orchestras or rhythm bands; teach-
ing nusical instrunents; conducting patient sing-
ing groups; playing for comunity singing, playing
for entertai nnent etc.

(c) Assisting in teaching sewing or certain needle-
work to wonen - particularly on geriatric services
(to form"Sewing Cl ubs").

(d) Showing 16 nmnovies - on wards or in the recrea-
tion hall.

(e) Helping with patients newspaper

(f) Aiding in wrking with patients interested in
dramati cs.

(g) Visiting patients with friendly, individual inter-
est - encouraging the individual patient through
conversation (ability to speak the foreign | an-
guage native to the patient is very val uable),
record |istening, magazines, etc.

(h)  Showi ng and discussing holly collections—dolls,
stamps, etc. (one volunteer collected pictures of
dogs and was of great val ue when she encouraged
patients to join her and become interested in her
hobby. )

Wien are vol unteers nost needed?

1. Wit days of the week?
2. Wat tinme of day?
3. For how long a period?

Wiat is the greatest nunber of volunteers the recreation staff
and/or hospital facilities can handle? (Note: It is quite
possible to limt the nunber of volunteers per visit to, for
instance, no nore than forty or fifty people at one tine by
aski ng your superintendent (orhis delegated representative)
to establish a policy which will protect you and the patients
fromtoo | arge,undiciplined, scattered groups. This is done
wWith a sincere desire to provide quality rather than quantity
and the superintendent should be approached on this basis.)

Wiat is the hospital policy on the presentation of individual-
or large gifts? (It is well to have these things clearly
decided so that all volunteers arc accorded the same treat-
ment in this area. It is also wise to have innind as a staff
what the imrediate needs of the patients are materially so
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What is the hospital policy on the serving of food by vol -
unteers? (This policy should be firmy established and you
will provide better service and save nuch tine and trouble

if the facilities etc. arc exactly the same for all groups

i. e, do not tell one group youwill bo able to provide

cups and saucers and coffee and tell the next group it will
he inpossible, etc. These things should he firmy established
and are quickly accepted and understood "by volunteers. It is
the lack of policy that is confusing. You may find that your
Superintendent will only allow certain kinds of food, or wll
allow it only at certain hours or in certain places. Be sure
to follow hospital rules regarding this. Flexibility, of co-

urse, is necessary hut a flexible policy presupposes on es-
tablished policy.)

1. Aplan for the recruitnent, screening and sel ection of vol unteer
personnel to fill the needs of the hospital

a.

b

C.

Comuni ty resources might he:

1. Rural:

Grange, farmbureaus, farners' cooperative, church
school, Extension Division of State University, County,
State or park departnents, village or town governing
bodi es, Red Oross Chapter branch, 4H G oups, fraternal
civic, veterans and nei ghborhood organi zati ons.

2.  Muni ci pal
Any of above available plus Council of Social Agenci es,
special interest groups such as magi ci ans, Audobon
Society, nusic and garden clubs, athletic associations,

libraries, newspapers, conmmercial concerns, private
agenci es, etc.

Agenci es with volunteer service plans such as:

1. Red Goss —with Arts and Skills Service, Canteen
Service, Entertainnment and |Instruction Service, Motor

Service, Production and Supply Service, Gay Lady
Service, etc.

2. YMCA, YWCA, YMHA, YWHA, B nai B rith, Catholic Youth
Organi zation, Veterans O ganizations, Fraternal groups,
Church, scout and school groups, etc.

Met hod of recruiting, screening and selecting vol unteers:

1. Personal appeal to group through talk interpreting
needs. Be definite, be informed, be convinced of
particul ar needs and hopeful of fulfillnment.

2. Witten or advertised appeals for help arc not usua-
I[ly too fruitful or valuable but witten offers of
hel p shoul d be answered i medi ately, gratefully ac-
know edged, and should be given specific information
regarding a tine and place for a personal interview for
pl anning program (If personal interview before pro-



gramor visit is not possible do not be fearful of
di scoursi ng volunteer help if you cite rules and
regul ati ons of hospital as well as needs before the
group: visits. The truly valuable volunteer, or vol -

unteer group will accept hospital regulations and
under stand their purpose.)

d. Tools for the screening and sel ection of volunteer assist-
ance:

1. Application blank. (See suggested form in Davies:
Vol unteers in State Mental Hospitals.)

2. Personal interview (Look for as many of Slavson's
(Recreation and the total Personality) lists of
characteristics for successful |eadership as possible.)

3. Probation or trial period nmutually understood by
hospital staff and visiting group as vol unteer work
is not easy and not sonething done nerely with arns,
| egs, and bodies. It takes spirit and understandi ng,

friendly attitudes and usually, an unselfish love for
the patients thensel ves.

4. The screening and sel ection process as set up by
certain agencies thenselves is very conplete and can
be relied upon for satisfactory results (Sod Cross,
Unitarians, etc.)

1. Aclear cut job description for the vol unteer
a. Al service should be defined as to:

1. Time

2. Pace

3. Junction. :

4. Duties

b. Al volunteer service should have from the hospital staff:

1. Personal greeting and assignnent.

2. Personal escort, or direction when necessary.

3. Availability at all tinmes of hospital recreation
staff nenber.

4, (Qpportunity for evaluation, recognition or discussion
of problems after each visit.

5. Arrangenent for personal conveni ence of vol unteer
such as lavatory facilities, coatroon, protection
equi pnent previously requested by volunteers, trans-
portation if necessary and possible etc.
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V. An orientation program
a. The orientation of volunteers who serve regularly or
irregularly should include information and instruction
applicable to the individual hospital such as:
1. Types, nunbers, age, and sex of patients,
2. Services of hospital -nedi cal and non-nedi cal .
3. Physical layout,
4. Recreation areas and equi pnent.
5. Hospital regul ations,
b. Individual s or groups planning to servo the hospital
on a regular basis should have as nmuch infornation
through an orientation programon the fol | ow ng subjects

as is possible in the individual hospital:

1. Al of the itens included under section a under
poi nt 1V pl us:

2. Hospital organization:
(a) Admnistration
(b) Personnel
(c) Departnents and their function.
3. Medical information: (preferably given by a
nenber of the nedical staff - or a psychol ogi st
or social worker.)

(a) Psychol ogy of the sick

(b) Meaning of nental illness

(c_) Types of patients - reactions
(d) Approach to patients
4. Rel ationshi ps:
(a) The role of the volunteer with the patient

(b) The role of the volunteer and the recre-
ation staff menber,

(c) The role of the volunteer and the medi cal
staf f

(d) The role of the volunteer andother hos-
pital personnel (psychiatric aides, oc-
cupational therapists, dietitians etc.)



V.
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5-  Tour of the hospita

6. Introduction to as many nenbers of professiona
staff at hospital as is possible.

7. Qccasional opportunity to be present at special
phases of the hospital program

(a) Staff neetings

(b) Shock treatnment, etc,

A plan for the training and supervision of volunteers,

a. e staff menber should be assigned responsibility for
vol unt eer program and servi ces.

b. This person plans with Recreation Leader regarding the
total programin relation to volunteer needs of hospital.

c. Schedule is established into which vol unteer prograns fit-

rather than day to day use or acceptance of all types and
kinds of service at any tine. i. e.

1. Know your needs
2. Fit your offers of volunteer service to your needs.

d. Al correspondence and vol unteer contact should be nmade
through the recreation staff menber in charge of volunteers

e. Al recreation staff should know hospital policy on vol un-
teers in relation to the itens di scussed above such as tine,
nunber of volunteers, food and gifts etc.

f. Recreation staff nmenber in charge of volunteers arranges
for the visit, plans for the greeting of the group and
its supervision while at the hospital and checks to see
that a "thank-you" letter is witten to the group

(Note: It is fully realized that the recreation staff nenber
in charge of volunteers will not always be on duty when vol -
unteers serve. |t is also realized that some recreation staff
menber is always on duty to greet and direct the groups. In
order that the policy for visiting groups be established and
uniform the attached sanple form — or one simlar to it —
is suggested for use with all volunteer groups. It is filled

out in advance by the recreation worker in charge of vol unte-
ers and is left in the same place each day so that the recre-
ation worker on duty nerely checks to sec what his or her
duties are inrelation to volunteers on this day. |In the case
of two or three recreation workers on duty at a particul ar
time, and not the recreation worker assigned to vol unteers,
the recreation | eader assigns one person to be in charge

of admnistrative duties on that day which includes the

supervi sion of volunteers. This can be done by putting

an asterisk on the daily schedule. The reason the person on
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duty and not the person in charge of volunteers is asked, to
wite the "Thank-you" letter to the group is that the person
who sees the activity can wite a nore meani ngful letter

the case of a regular individual volunteer—he thank you
verbal, not witten, usually. Goups can "be eval uated "by
this form but direction, if necessary, is given at the tinme

it

i s necessary on the job; individual volunteers have con-

ferences with the recreation worker assigned to vol unteers,
Staff di scussions regarding the use and inprovenment of vol -

unteers may help the recreation worker who has this inportant
assi gnment . )

B. The obligations of the volunteer group renain:

I V.

Car ef ul

sel ection and screening by their own nenbers.

Prelimnary discussion within the group itself regarding the
pur pose and program and need for training and understanding.

Assi gned, strong |eaders who will work out plans for

a.

b

e.

Time of visit
Transportation
Equi pnent needed

Pr ogram

Dependabl e attendance and performance

Mai nt enance of standards in regard to:

a.

D.

C.

d.

Dependabi lity
Punctual ity
Fur ni shi ng equi pnent needs
Strict adherence to hospital rules in relation to:
1. Tine
2. Nunbers of volunteers
3. Area to "be used
4. Pood pernmitted
5. dfts provided
6. Supervision
The obligations of the individual (not a menber of a
group) are the same as minber four above but nust also

he in understanding of the supervisory role of the rec-
real i on worker assigned to volunteers in relation

In
is
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to the fulfillment of duties. Hopefully the individua
vol unteer is assigned on the "basis of interest, ability
and personality.

C. Tools which have been used by recreation staff

in the supervision of
i ndi vidual s and groups of vol unteers include:

I. Log book - in which volunteer |eader records activities of the day,
any problenms etc. and his, or groups' reaction to them

I1. Card file with volunteers name, or nane of group, w th address,

t el ephone nunber and space for nunber of hours served on what
dat es.

1. I ndi vi dual conferences

V. Individual and group nmeetings with hospital recreation staff - or
ot her menbers of hospital staff.

V. Bulletin boards for pertinent notices of interest to vol unteers.

VI . Recognition cerenonies, teas, parties, etc.
VII. Mps of the hospital area
VIIl. Short witten descriptions of hospital organization, personnel,

service, function and channels of supervision inrelation to
vol unt eer service

D. Volunteer Councils - if it, is feasible to set up a vol unteer counci
in your hospital with representatives of various comunity agencies
the followi ng suggestions may be hel pful.

I. Have group elect a co—erdinator or chairman and a vi ce—hairman.

1. Have regular neeting place, tinme and schedule as well as m nutes

which are mailed to absent nenbers - as well as to those who
did attend.

I1l. As the hospital representative he ready at each neeting to
interpret needs and request specific personnel and material
service. Make your story meaningful wi th exanples and considera-
tion of tw types of needs, those fairly constant in nature and
those of energent or short duration.

IV. Try to fit resources to needs.

The material in this panphlet is presented in recognition of the understanding
and intelligent service which can he rendered by volunteers and in the firm belief
that volunteers who prepare adequately for work to he done under supervision in ful
and graci ous acceptance of hospital regulations will neet the exacting, high stand-

ards for volunteer service as set by the recreation staffs in the state hospitals
of M nnesot a.



VOLUNTEER SERVI CE

STATE HOSPI TOL

DATE Decenber 10, 1950

VOLUNTEER GROUP OR | NDI VI DUAL) M nneapolis Choristers
LEADER M. John Snith ADDRESS  242. Cal fax Avenue, M nn.
PHONE Atlantic 3652

TI M5 EXPECTED 7:00 P. M

PLACE Recreation Hall
TRANSPORTATI ON Bus
PROGRAM Choral nusic "by group followed by comunity singing

by patients - Christmas program

REFRESHVENTS PROVI DED 3Y GROUP D xi e cups and cooki es

PROVI DED BY HOSPI TAL None

EQUI PMENT PROVI DED BY GROUP 150 song sheets
PROVI DED BY HOSPI TAL m crophone, piano, 40 chairs on stage
PATI ENT ATTENDANCE 120 NUMBER Regressed female, cottages 8 & 9 TYPE

EVALUATI ON BY WORKER Goup was well organized. Arrived on tine. Patients

Enj oyed nusic and alnost all patients participated in

singing of Christmas songs. A return visit of this

Vol unteer group is recommended.

THANK YOU LETTER - WRI TTEN BY Bet sy Brown, Recreation Wrker

DATE Decenber 11

COPY ATTACKED

PLEASE RETURN THI S FORM TO RECREATI ON WORKER I N CHARGE OP VCLUNTEERS.



NAME OF HOSPITAL, ETC.

SAMALE THANK YOU LETTER

M. John Smth
242 Cal fax Avenue
M nneapolis, M nnesota

Dear Mr.Sm t h:

Pl ease express to the Mnneapolis Choristers the very sincere
appreci ati on of the personnel at State Hospital
for a very fine program on Sunday, Decenber 10.

The patients truly enjoyed your nusic and the delicious refresh-
ments and, as you know, took great pleasure in joining with the
Choristers in the comunity singing.

VW do hope you will come to the hospital again soon.

Yours very truly,

(Signature should he whatever is authorized at the
hospital. To facilitate correspondence so that
the Recreation Wrker in charge of volunteers
receives it, may he added in the left hand corner:

Pl ease mail reply attention:

M ss Mary Brown
Recreati on Vorker

State Hospital
, M nnesota
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