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PREFACE

The Volunteer movement ﬁalthough many decades old in 1tself, is"
gainlng new impetus in the field of corrections. Volunteers constitute
a 31gnificant work force within the criminal Justice system. ~The basic

_purpose of this movement is to increase rehabilitation serv1ces to ex-
_ offenders without a corresponding increase of money spent or expenditure

of regular staff time.‘

Volunteers are concerned c1tlzens. They care =- about people, about

‘1~the1r families and about ‘their community. - They provide services to these
. in'need, using their experience, knowledge and compassion to effect p051—'
- tive change. Also, because they are membérs of ‘the community they serve,

- volunteers have ‘the potential of becomlng 1nf1uential allies ‘of the correc— . .

tlons field.r

SR

py

L.y

as a result of his efforts. -.In 1958, Dr. Ernest L, V. Shelley, Director .
of Treatment for the Michigan Department of" Correctlons, involved citizens".
~from the community. in group counsellng activities’ witnln the prison.: Qver

_in America, Amerlcan Friends Servige: Commlttee and AJcoholics Anonymous
i~have served the criminal: JUStJCE system w1thout pay.r;y;~ o U

“As an: 1ntegral part .of :the corrections system, it offers opportunities to.

e CHAPTER I - .t

o

BRIEF HISTORY OF VOLUNIEERS IN CORRECTIONS IN AMERICA ~  °  °  °

’ ‘Volunteers in American corrections began in 1841 when John Augustus,v‘
a.cobblex persuaded the Magistrates in Boston to permit him. to work with
misdemeanant offenders in the community.. The : probatlon system developed |

the years; such venérable organizatlons as the Salvation Army, Volunteersy‘

TR

Agencies respon51ble for the custody and care of conv1cted offenders ﬂ

“have been “chronically short of money: and manpower . Growing needs’ have.
~ led to the recognition that carefully selected well-trained volunteers
~can de much to relieve thls shortage.“ e RN )

 YOLINGOR

IndHawaii, VolinCor, the Corrections Volunteer Services. Program, was
created in November 1976, when a grant became available from the Law

‘Enforcement Assistance Administratlon (LEAA) through the State Law Enforce-‘ft»igf7f

ment Plannlng Agency (SLEPA)

" The services of VolinCor augment those of the Corrections Div151on.,:

persons with.a varlety of skills to. play an important part in the ieinte- ,y(_'e'j_

~. gration process of inmates of Hawaii's correctional 1nstitutions. By R '-}rgx}
‘working “in corrections, the volunteer develops new insights 1nto the -age=. L
"old problem of deallng humanely w1th soclety s offenders. e ' Lo

The obJectives of VollnCor are

To enrlch and strengthen reintegrative services to the inmate
~ through the use of skills of ta]ented citizens.‘,g$~: e S
: : s\ " ; : SR . \.\-‘M

th' 2 To develop community awareness of Hawaii's crim1nal Justice system. f'»f‘lf

VolinCor places volunteers in all branches and units of the. correc-V“X»

: ,.tional facilities as well as the parole system, wherever feasible. .Volunteers o
1]provide a vast: array of services inclh ding.u counseling, case management,;f‘%,7
‘;administration, program development, clerical work, publlc relatlons, ‘pa;f ’X

'lp1tutoring,,recreation, ellgious 1nstruction and artlstic development. R
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s reléase, Due to severely limited budgets; coyrectional administrators - - m-iMost claim“some religious!preferenge; . .
e " ‘are forced-to asslgn the large pertentage of their budget to security . e oot A ‘ o s e -
R . ’functions. R oo B ‘ Lo . Sl . Most‘have beentin repeated trouble with the law.

g

ﬁt’institution (a place to become "corrected") .
different philosophlcal connotations but meani

“‘Pﬂ oo
-+ e two responsibilities:’

to rehabilltate or reintegrate the offender in

Prison (a lock—up), .peritentiary (a placq

| .
PRISONS AND PRISONERS.

1to do penance), correctlonal
These are all, terms with
g Pssentially the same

thing --"a place whereflnd1v1duals are incarcerated for a few or many yeals

as . a penalty for an 1llegal acty,

offetider, does not:escape or disrupt the- envirc

oA correctloﬂal facility is charged. with
first,” to maintain security, ‘to ensure that the
to _attempt "~

nment; and second,
to. .society upon his or her -~

i 57
To increase available program opportun1t1

. I
recruited din increas1ngly large numbers to dom
for various types of activities in: the. correctional setting.
'1ntroduced and . sensitlve to the needs of the i

esy volunteers are being

ate their time and expertise

When properly
nstltutlon and the <inmate, -

Pt

Most come from broken homes.

,Three our of four llve below the poverty level

‘ i
About half are married

‘three is in trouble. y St ‘,d

@, . i

Most haveVSOme high school educ%tion;lbut few have diplomas.

JNearly two out of five (387) were unemployed when they got 1nto

trouble. sia L elelnl

Two in fiveshavé children.

o oy

‘Drugs, espec1ally alcohol are a part of ‘the reason why one out of

It is not enough to study these facts and assume that e understand

% . & volunteer can be . a verv valuable and valued'addltion to'the daily life - f.‘VQ
- . = of ‘that institution. Inmates can benefit in many ways, though sometimes
',subtle and frequently 1mmeasurable, from their&contact with caring volun=
teers. A ‘reduction in tensions, resulting from a properly implemented
'volunteer activity, is ultimately of benefit to the entlre correctlonal

why people with these characterlstlcs are in prison. It is too easy to

- come . to the conclusion that crime 1is simply - the result of 1mperfect indi~
viduals. Crime is also a problem with its roots deep in the social structure,
‘not Just a group ofproblemsexperienced b] 1nd1v1duals.5'

community.. ook

i
|

All too often the effect of 1ncarcerated llfe is to give status to the - e

eecause .the

: | A e : : - L L _:klnds of acts which the outside world regards as anti~sociil,
This handbook is prepared by VollnCor to prov1de gulqellpes for ' ' ~ rewards for conforming to outside standards of behavior ‘are not forthcoming. R
. . individuals interested in volunteer work in corrections. The experiences‘ Furthermore, it is more difficult for an inmate to feel good about himself, =«
A - fof various organizations have been drawn upon to offer 4 generél approach because his 1ncarcerat10n can only 1nten51fy the alienation he fel* previ—
AL ',applicable to volunteers entering a variety of]correctlonal settlngs. “OUS1Y- ‘ el S RENR L

i

oo
v = §‘ : - = R
Understandlng the experlence of poverty with 1ts powerlessness, anxiety

and frustration is also important-to the volunteer. But the volunteer must
~avoid an "ain't 1t awful" relatlonship with the inmate. To offer only S
_ sympathy is to suggest that the offender is an absclute victim . of unmanage-

able forces. Instead, the volunteer may assist the, inmpate to dlscover his =~
o ‘ ok ‘ : , 5joptions, the resources available, the decisions to be made ... thus, ~ »
» g : l~ T LRt ~ emphasizing the power available to the inmate within the limit of present ' :
"In addition to being overcrowded more thin two-thlrds of the 1nmatesi o ‘ . conditions. To identify these possibilities and to expect the prisoner
"1n,max1mum security prisons are in facilities ﬁe51gned and built more tham = -  to decide and follow through is to confirm hlm or her as an able human

a century ago. Some inmates are crowded into >utdated factory buildings = = = e ’7;belng.4;, ) :

or mental hospitals converted for prlson use. Prisons are also generally . '
5stark institutlonal and 1mpersona1 B R P E L a ‘

~. . The descrrptions of prison 11fe are harsh ‘The total rated capacity,
. .of America's prisons for adult offenders as designed, redesigned and
7$;,ug'expanded is 262,768. On September 1, 1978, there were 287,830 adult”
=~ prisoners in these institutions serving sentences of a year or longer.v
> This means that cur prison system is overfllled to llO percent of its g
N total capac1ty. SR

O

It is not that correctional adminletrator' are insensitlve to these

"7lchanges in the system.

I
B

conditions, but they are often w1thout the resources to make substantive_:,s : :sl' b ':i Yt ‘v.,~;[?7f~»[

LR There aré many conflicting statistlcs to be found concernlng offenders. et T B e s e T R e
T However, it is 1mportant at ‘the outset to try to get as true an idea as -+ PN [ R T LT ff~f*‘7' '

~ possible about the background of the offenders ‘Here are some valuable = . ’ e e L ' '
‘:facts which emerge from the statistics°' : EEERR S T b Tt

*“ff. More offenders are in their 20's than in. any otherfage‘group.‘t‘f"
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THE OFFENDER

By a Former Resident
S Sk ki
. i - : ;
(o) N .

‘ Who is an offender and how has’ he become one'7 Any person who is | EREY
. even considerlng the prospect of entering into a relatlonshlp with an SRR
joffender should ‘understand the answer to this question. In my opinion, BhoLe

the offender is not mecessarily an abnormal person. Most people, at some
‘point in their lives, commit an offense for which they could be convicted
and sentenced to prison if they were” ‘caught. The offender is like any
other ‘member of society, except that he has made a mistake for whlch ‘he

Lo was cauvht and conv1cted ¥

: Actually, the offender is just another human belng, with personallty BRI P
traits, strengths, and weaknesses. Institutions have within them men and =~ = °
women from every level of society. I have met policemen; firemen, doctors,

v'court officials, lawyers, writers, artists, ministers; etc. I feel safe
. ~+in saying that every profe551on is represented within our penal institu-
e 7o tioms. o No individual is insulated»agalnst ‘becoming an offender, however,
: ' the volunteer should remember that the probability of this course of
4. ' behavior is strongly influenced by such factors as & person's education
i, o cand social background. . ‘ e , :
e L v ‘ :
The‘question, 'why is an offender an offender’" ‘cannot be deflnitely
, answered at least not by me. What makes a young man who has inherited
~- . several milllon*dollars becomefa panderer and operator of a. call-glrl g
" racket? Why does the solid citizen, the civic leader, suddenly become a S
= crimlnal without apparent rhyme or reason? I don't know___z but the e
- faet is that such inexplicable behavior does occur! 'I do know that -
. ‘offenders have the same needs and. desires as you do —-- to be loved, to
‘belong, to love others and be accepted by ‘them, to feel worthwhile, and
'fto be needed SR «

’ . : : ; s

Most offenders, especlally whlle conflned have difficulty in. relatlng

well to others. More often than not, they 1ack a feeling of self—worth
~and also ponder the question of why they are criminal offenders. They

- have a strong need for love and attention directed toward them personally
—and individually. To. effectively reach the offender, the volunteer is

: o . required to demonstrate the kind of patience which is engendered by

< e honest concern for him as a person of value, not-as .an outcast and dreg

o of society. All human beings are capable of change.f Our relatlonship

' with other human beings is the major factor which determines what path ERR

",tuat change will follow. ~ oo i L

S
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-4 " CHAPTER II

' THE CORRECTIONS DIVISION

s

The Corrections D1v151on (CD) is respons1ble for the general ‘adminis-
tration of all confinement programs within the Public Saféty Program. The
Division seeks to protect society by<%onf1ning and supervising persons
committed to the Department of Social Services and Housing (DSSH) and to

' assist in the redirection of these persons by operating facilities of~

varied degrees of control consistent with the offender's attitudes and

“ Behavior. ' These: facilities include: Hawaii State Prison, Halawa Correc-
tional Facility, Maui Community Correctional Center, Hawaii Community
Correctional Center, Kulani Correctional Facility, Conditional Release '
Branch Hawaii Youth Correctional Facility andKauaiCommunity Correctional
Center. ~ :

The Division's efforts have been toward eatablishment of relevant
. ~controls for the inmate's correctional reorientation and ultimate successful
'return to the community. -

The Division also. strives to aid the inmate through technical training,
modification of behavior through ‘education; guidance to 1mprove1nterpersonal g

. relationships and acceptance of responsibility; and the coordination of
: corrective services with community support.

oy . . i

b

.x}7irf

'HAVAII STATE PRISON . °

"\}‘,\\, x

j gyeragelDain:Inmate,Populationf »376‘*

Hawaii State Prison prov1des custodial eare for adult male felons EE f"@/‘
requiring varying levels of security controls and various programs and "
activities to promote their social reintegration. Programs, including
educational/vocational training, work ‘assignments and- furloughs, and
other activities are aimed at increasing the inmates' sense of self-worth .

~ and to encourage them to assume responsibility for their own behavior.

Since July 1978, the Hawaii State PrlSO1 has also administered the
operation of Keehi Annex, a temporary facility for the confiriement of
medium/minimum- classification pre-trial detainees, misdemeanants ‘and
probationers sentenced to short-term confinement. ;

= TR o v S DR R
T

JET T * HALAWA CORRECTIONAL FACILITY -

'Ayerage Daily Inmate Population: "163 e

Halawa Correctional Facility provides secure hou51ng ‘and correctionalrﬁgf}jv‘i

, services for misdemeanants, pre—trial detainees. and a few felons.‘ S L e

Halawa Correctional Facility is destined to become a high security ' :;*~a[@
facility under the Correctional Master Plan. : AT

. MALUHTA WOMEN'S RESIDENCE . . S
AVerage.Daily Inmate Population: 22 - = . o - e

o The Maluhia Women s Re51dence is a section of the Halawa Correctionalv:5;~-c
.. Facility Branch " Women were. formerly housed at a wing of the Halawa .
‘Correctional Facility but. due to comstruction, had to be moved. * The:
" Maluhia Women s Residence servés as an interim housing until completion :
- of the Women's unit at ‘the new Oahu Intake Service Center/Community Correc—i‘ o
“tional Center (Oahu IuC/CCC) facility. e e s

S All females, whether felon, misdemeanant or non—sentenced are assigned
w‘to the Halawa Correctional Facility but: housed at: Maluhia Cottage. ‘Wherd -
gjthe female population rises ~above capacity, the overflow is handled at G

. :the Halawa Correctional FaClllty.gl;7~:; - R

o

' Upon completion of the Oahu SC/CCC complex and‘Hi h Security Facili
i ;two units for women at Mbdules '7 and 8 and Maluhia | 'ttage Will be“under‘the
Sy administrative controi»of theAOahu ccc Branch.*t B
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: Hawali Commun:.ty Correctional Center 2

,(Formerly the Hawa11 County Jall) 5

,Maul Communlty Correctlonal Center 2
b'(Formerly the Maui County Jall)

v "Kaual Communlty Correctional Center~

(Formerly the Kaua1 County Jail)

‘ '“he nelghbor island facilitles provide custod1a1 and related services

,;for pre—trlal detainees: and committed offenders in a limited security
. facility and promote ‘the social. integratlon of sentenced offenders through
ﬂlre51dent1al and in—communlty programs.. '

L5

‘NEIGHEOR~IsLAnD'FACILITIEs:;:,

. KULANI CORRECTIONAL FACILITY -

‘“tAVerage‘Daily Inmate PopulatiOn: 51

Kulani Correctional Fac111tyifor selected low—medlum'and minimum

31

.28

15

'Average'Daily Inmate Population '

security adult male felons is located 24 miles from Hilo, encompasses 9,000 .

~acres and  is 5,230 feet up the slopes of Mauna Loa.
v'gprograms such as work educational and resoc1alizatlon as well as exten31ve
;lwork and- tralnlng act1v1t1es w1th1n the fac111ty are prov1ded

'f‘hib :

“In-community -

7 .

',CAyeragg»naily;znma%e~fopn1agion;j'19,;»~=~ff"”

AVerage Daily Inmate,Populationt 35;

-,ﬁa token economy or point system,land inmate input in declsion-maklng dn

mate parole release./*

 CONDITIONAL RELEASE BRANGH =~ |

The Condltlonal Release Branch con51st1ng of the Laumaka and s
Kamehameha Conditional Release Cénters,’ ‘facilitates the rehabllltatlon of".
carefully selected felons by prov1d1ng in-community living opportunlties
and .normal work/school opportunltles under staff monitoring and guldance.
These individuals seek to. reintegrate themselves with .society by co—ex1st1ng

in an open environment, where they pay room and board. Prior to an inmate' s;’fﬁ

‘arrival to the Conditional Release Branch he is screened by the referrlng
facility '‘and ‘the. Conditional Release Center staff. Factors in the- screening
- process include’ an evaluation of rlsk to soc1ety and the 1nmate S. potentlal
to rehabllltate himself. ST s ,

Inmates earn home/recreatlonal furloughs on-a week— o—week basis

: dependlng upon ‘their achlevements durlng the week S

~The" Branch also serves as llalson between ‘the Correctlons D1v1sion and
the John Howard. Assoc1ation s Liliha House IT program, which offers in-

community inmate programming for selected felons who are nearing their
tentative parole date. = v :

| LAUMAKA CONDITIONAL RELEASE CENTER

Avenage”Daily Inmate Population:; 16

wol L o

' The Laumaka Condltlonal Release Center is located?across ‘the street f:““V““7'"

- from: the. prlson facility in the former Prlson Warden s re51dence.-="'

Programmlng -at the Laumaka Condltlonal Release Center is accompllshed
through 1nvolvement of the inmate group ;and*staff in dec1sion—making This
method allows for inmate "ventilation" .as an acceptable and -appropriate -
manner to release aggravating emotlons, ‘as well as providlng the opportunlty
to exerc1se respon51b1e dec151on-making authorlty

VeKAMEHAMEHAicCNDITIONAL{REﬁEASE‘CRNEERfﬂ;~‘” s

At the Kamehameha Condltlonal Release Center, programmlng is based i
ona contlngency management program.- This program. utilizes wrltten contracts

group meetlngs., Levels of program achlevement are graduated toward ult

R
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© HAWATI YOUTH CORRECTIONAL FACILITY =

The Hawaii Youth Correctlonal Facillty is a fac111ty for the conflne- "
ment of committed Juvenlle offenders°' Its goals and obgectlves are to -

e detain and control these youths while: providlng them rehabllltatlve programs
of educatlon, work tralnlng, reformatlon ofcattltudes, recreatlon and

‘ 1Juven11e Parole Officers who prov1de superv151on to Juvenlle parolees _'
' livxng in the communlty.~ :

: treatment

&
o

A Juvenile Parole offlce located in Kallbl, 1s staffed with two’

-~ BOYS' GROUP HOME

AVerage Dailvclnmaté Population:~ 3

The Boys Group Home is'a federally—funded pr03ect prov1d1ng re31dential :

: lacement for selected committed: male youths. The- overall goal of the ,
_pro;]ect is to provide a small group settlng which is programmed to prov:Lde v . '

control and treatment and a more 1ntegrated approach noét available in-

l‘tradltional foster homes. The program focuses upon the development of
“‘respon31ble behavior through dally llVlng, employment and/or educational |

e experlences.,

CHAPTER III

2
i

GUIDELINES FOR VOLUNTEERS IN CORRECTIONS

Pt o

The maJorlty of our volunteers are 1nvolved in providlng dlrect
‘servlces to inmates. ‘For most, this is their flrst experience in working
with offenders.~ ~The ‘purpose of .this chapter ig to provide-some guldelines
and background information for volunteers working in a correctional

o settlng whlch volunteers can. use*throughout their serv1ce to the Dlvision.

o

WORKING WITH CORRECTIONAL STAFF

The Correctlons D1v1510n is fcharged With the respon51billty of

' controlllng and d1sc1p11n1ng ‘the offenders as well as assisting them to
" rehabilitate themselves. ‘Most admlnlstratoro are acutely aware that they .

have neither the budgat, ‘trained personnel, nor the facilities to success-—

R.fully accomplish all of these objectlves. A volunteer is 1nv1ted into

the faclllty to provide spec1_1c serv1ces, but in so doing, he or pha: LA
must not interfere with the custod1a1 respons1b111t1es of the adminlstrators

~or correctlons offlcers.

i Act1v1t1es must be scheduled in strict accordance w1th ex1st1ng
institutional routines, rules ‘and: regulatlons. If a situatibn arises
where there is a question or doubt as to the proper ‘course’ of actlon,,

the volunteer should consult W1th hlS or her superv1sor.a e

Volunteers should be aware of the importance of establlshlng and

. maintaining a positive relationshlp w1th the adminlstrators, correctlons "ﬁ”(f de
,'offlcers and other staff : : : 7

L
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”;;i_ e ‘h about the offense committed, the family left behind or any other

1

WORKING WITH OFFENDERS :

Many persons who are incarcerated'have'had more than their share of
frustratioss in their early’ lives. Most have experienced repeated failure .

;-eand are, at least at the outset, susp1c1ous of any offer of assistance
«'or guidance :

Working Wlth offenders cannot be’ reduced to "cookbook" form. Much

will be left to ‘the good judgment of the volunteer. The guidelines below
~_provide a frame of reference for the. volunteer in relating to the offender.
~ BE YOURSELF. - There is no need to establish a facade or to create

-some kind of special status for yourself in relationship to the

* offender. Express your feelings genuinely., An honest and unmasked

expression of feelings is one’ important way  for the volunteer to
© .show concern. : : : .

 MEAN WHAT YOU SAY - Never make a promise. unless you've thought it
through first and ave prepared to carry it out. The. 1nmate will
test you, call your bluff and see if you will deliver. This is an -
jimportant part of the inmate's learning to trust you (which w1ll o
come slowly in any case) ‘

“BE SUPPORTIVE ENCOURAGING. FRIENDLY BUT ALSO’ FIRM - It' part of
your JOb to be honest and objective, dlsapproving, pralsing, support-
ing and encouraging when warranted.,

‘ RESPECT - Respect is the keystone. The inmate will not be. .open: w1th
~you until he or she respects or trusts you. Conversely, you must
S 7 respect the inmate's ‘individuality and bas1c‘rights as a human being.
TR N . There is no room for narrow prejudices or feelings of superiority '
R S ‘_.Respond to the inmate s needs and interests, not to your own.

‘DON T PROBE - Let the inmate tell you in his or her own good time
'p‘deeply held guilt—assoc1ated matters.
‘ﬁf ;;j or mo worse than anyone else. To pigeon -hole or categorize a person
Eron ‘is, 1n a way, to dehumanize the person.'

V’?o BE PAmIENT - Do not expect overnight miracles. When things have
.been ‘going wrong for years “and years with a person, these things
cannot be corrected in a few weeks or months. . The positive effect

"‘{;funtil long after you ve: stopped working with a person.
"f; WLN RESPECT FOR YOURSELF - The inmate will never respect you until

i‘;lt is clear that you cannot be conned or manlpulated,, The inmate' s,;
el manipulations may be expressed in requests for you to influence~

. guards, or a w1tness, or for you to bring ‘something in or out of the a;,

l*a;institution which may not be ‘allowed. Never give out your home

:“ACCEPT THE INMAIE - Accept him or her as an 1nd1v1dual who is no betterff

" of your relationship Wlth the offender may not have a decisive effectu'.f

;address or phone number, never loan money or offer a ride to an inmate.“

%

If the inmate asks you to do somethino which you conSider "borderline,
' say that you will check to see lf it is ‘all right

Lo
7

13-
W
Then ask the
propriate official .

ap | | |
L/// ' helmed -
EXPECT HOSTILITY - There will be a time when the 1nmate, overw elme
by troubles, will confront you with hostility. At such time, do nat o
“force conversation upon the person and ‘above all do not respond in C U
‘a hostile, sarcastic-or anxious manner. Do not act: ‘shocked. Retain o
_your composure, ignore the hostility‘or withdraw for awhile and :
chances are that the person w1ll regain hlS composure.,

: DON T OVERrIDENTIFY - You cannot take the burden of the other person s

problems on yourself They are the 1nmate s problems, not yours

: DON T EXPECT THANKS - You may not receive thanks ot any. show of

gratitude from the inmate. He ot she may feel 1t, but may not know

how -to, éxpress it and may actually feel embarrassed by it.  You may
never hear a "thank you" but your efforts will be appreciated in.the
long run, probably more ‘than you or anyone will ever know.

- DO'S AND DON'TS -

"IN DEALING WITH OFFENDERS

i

. Be Yourself . Don't be Connedk
. Be: Frlendly and Firm .+ Don't Over+Identify

e Show Respect ' .‘ﬁonlt‘Expect Thanks -

e

.:Don't Probe
. Accept the Inmate E R ]viﬁ SR She e

. Be Patient = °

—‘Win Respect for Yourself, -

. Expect_Hostility )
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: DEFINITIONS,VT

‘,ACTIVE VOLUNTEER - A person prov1d1ng goods or services to the".
Corrections. DiViSion with no monetary or mﬁterlal gain.

the regular and occasional’ volunteers, materlal donors and members

~of boards and advisory councils.
vsupplement but NEVER supplant the work of pald staff.

A,‘ REGULAR VOLUNTEER - Any person who hasycompleted the. requirements
- for becoming a Corrections Division Vo%unteer and is engaged in -
specified voluntary service’ activ1ties]on an on—g01ng, continuous,

regularly scheduled ba31s.

}
!

Volunteer assignments ‘complement or

-
B

I»B., OCCASIONAL VOLUNTEER - Any person provmding on—call or Bingle.
- task volunteer service. o

1L,

IV,

23

‘i.

fBRANCH LIAISON VOLUNTEER COORDINATOR - A paid staff member de31gnated
- to include among his duties coordination of volunteers at his branch

and liaison to the VolinCor Administrator.}

guveniles and adults.

i
i

[

. ,INMATE«- Any re31dent of a. correctlonal 1nst1tution,

C. MATERIAL DONOR - Any person or organization prov1d1ng funds and/or o
' materials to the Division w1thout materlal or monetary. compensatlon.

INACTIVE“VOLUNTEER - Any regular service volunteer who temporarily
. withdraws from volunteer activities for a limlted period of-time with
the intention of resuming those activities at some _pecified ‘time 1n
“the future. :

IVOLUNTEER SUPERVISOR - A paid staff member de51gnated to superv1se
one or more volunteers. '

includes both

Included are

'Corrections D1v151on.,

o8B

L

‘VOLUNTEER'QUALIEICATIONS o

The volunteer should be mature, friendly, a good listener, imaginative,'
highly respon51ble “and able to actept supervision. He or she must relate
‘to the client in an understanding and nonJudgmental manner, be at least

‘‘‘‘‘

A successful volunteer is a stable, law-abidlng 1ndiv1dua1 who cares

, about hls fellow man.

He cares enough to encourage an inmate or ex-offender

to overcome the built-in obstacles to securing a job, to gaining personal
pride, to beginnlng to develop healthy social relationships == all of
",which result'in a life of productivity and personal satlsfaction.~

=&
[

8 VOLUNTEER,JOBJDESCRIPTIONS

There are. two maJor areas of volunteer servrce - Indirect and Direct"“

‘A;t

@

INDIRECT SERVICE -~ The volunteer prov1des serv1ces to the staff
or for (but not w1th) the 1nmates. :

fl.

'Admanstrative A551stant - Serves ‘as an aide to the program .
‘administrator; helps: to superv1se other: volunteers on. special

proJects. o

i# .

Newsletter Editor/Newsletter Reporter - Edltor writes, edits ’
and proofreads the newsletter. Reporter geeks out and writes

v,1nteresting stories about volunteers, staff and events7w1th1nf

‘tfthe correctional system and 1n the community

'*CleriCal Aide :yProvides'cleriCal‘SupporthtoAStaff -

Public RelationsA351stant - Develops informatlonal material
about the program, prov1des 1nformat10n about community
resources.“ . , SR e ; :

: Research and Evaluation Alde - Collects and evaluates data,
: helps to prepare technlcal reports.;wp," x :

‘ ganizatlons and Groups - Volunteer organizations and groups,*pb
. such as advisory boards, business and professional organiza-"‘r

tions, communlty assoc1ations and liaison committees."

aSeasonal and Special PrOJects = Volunteer groups and 1ndividuals by
b_provide goods and ‘services appropriate to 'specific times of :
‘tthe year such as Easter, Thanksgiv1ng and Chrlstmas.t._t ;

- DIRECT SERVICE - The volunteer works directly w1th the inmate.fi7*

‘ﬂl,f

Case A1de - The one-to-one approach is- the uundamental 2

volunteer relatlonshlp and 1s the backbone of the VolinCorf

%’J
\s
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program. Because the Corrections’ Division personnel are
résponsible for a large number of inmates, it 1s very dlfficult
for them to devote a great deal of time to any -one inmate.-
In‘the one-to-one role, the volunteer can devote more time and .
attention to the inmate. During at least weekly hour-long

- meetings, the volunteer establlshes rapport with ‘the inmate
and takes an active interest in his welfare. B

CounselorvAide_—'The~volunteer supplements services of the -
correctional counselor in activities such as liaison between
inmate and staff/admﬂnlstration, attorney, famlly, monitors
1nmate telephone calis. ~ , o

g Ph&sidal Fitness/Recreation Volunteér - Physical fitness and

recreation on the part of inmates can praove very beneficial.
Both help in maintaining a clean mind and, with an increasing
interest in physical care, aid in keeping an individual in
good shape.;. B

The volunteer s condition and personallty should be such as
to allow him to be a leader, as well as a participant, in
exertlon.~ i

The recreation volunteer, donating from one to three hours
per week/month is a tremendous asset to building and main-
taining a sound recreatlonal program.. .

Tutor - Many inmates have dlfficulty in learning skills.
‘Thus, it is hard for them to secure and hold employment.

The volunteer, devotlng one . to three hours per week - can
offer instruction, through individual or small group se551ons,
-in reading and basic arithmetic. Further, the tutor can do

 much’ to help inmates study for the high school equivalency o

examination, union or trade proficiency exams and other
‘necessary testing. The volunteer can also help to ‘develcp
materlals for other tutors.

Relig - Prov1des religlous 1nstrurtion programs, and/or
rellgious counseling.‘

Interpreter - Acts as an interpreter for non-Engllsh speaking
inmates.v?v :

Substance Abuse CounSelor Aide - Provides specialized counseling o

“and support network for 1nmates with alcohol/drug related

Pcoblems. i q%’, Lo w\

i

Transportatlon - Volunteers transport 1nmates to needed ser— '
vices such as medlcal and dental app01ntments.

Job Adv1ser - The most bas1c need of ex—offenders is employ-
~ment,  The client holding a steady job has a far better ehanre
of maintalning a positive life style in the communlty. The ks

[

10.

‘community

L e

volunteer can assist by actively seeklng employment oppor—'

. tunities for inmates in need of jobs and teaching inmates to

successfully flll out JOb appllcations and employment forms.'

Job Tralner - Volunteers w1th“part1cular skills, such as

typing, carpentry, mechanical ability, oooking, etc., who
share these skills with inmates of 31m11ar aptitudes are

' rendering a service, not only to the inmate, but to the

community as well. Skilléd labor leadstxaemployment or
better employment. Many inmates have talenté which. need - to
be developed. Volunteers giving from one to three hours per
week/month can be very benef1c1al to the rehabllitation of-
the inmate. :

Fine Arts Volunteer - This p051tlon is” “for persons who have
a recognized skill in the areas of mu51c, choir, arts and
crafts and/or drama. N :

At times, ‘he may also set up displays;of art work and partici-
pate in programs inside the’ 1nst1tutlon or? outside in the

\\
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TO THE' VOLUNTEER:

.

: .,,{ "

" As'a volunteer you have expressed an interest in forming a helping o

.relationship with the goal of helping an individual transform his antd-

social behavior into that befitting a productlve, socialized ,citizen,

Your own personality will be 1nfluentlal in motivating change in the ex-- ,
Working in a one-to-one situation with him; you will be among his N‘f

offender.
dosestcontacts with the values and ideals of society.
the*ex-offender may pattern his life after yours.

Keep in mind that
You ‘have already begun

‘to gilve h1m a model byvappearlng as a volunteer-qa.carlng, 1nvolved member

- riences, there is the initial problem of creating trust.

of society.

~In meeting an 4Andividual having an entirely different set of expe-
We are dealxng
with the ex—offender s trustlng you—-making the assumption that your
character is strong enough to absorb some let-downs. However, the trust
should come to flow both ways. S : et 7

One way of bringing about trust is expressing care, You will begln

‘ “working with a man who has at least one month until his release from

prison, which is ample time for the beginning of a close relationship. An
occasional letter keeps you in contact, makes non-threatenlng first moves
toward communication, shows concern, and makes a ‘necessary introduction.
If possible, visit at least once--you will be meeting the client in an

~ environment to which he has adjusted, which should make for a more

~to give vent to his feelings, to express himself without fear of reJectlon.‘

_'solutions.

comfortable first meeting. Nothing shows more concern and sen51t1v1ty to
a man in prison than his rece1v1ng letters and visits. : ’

. Trust will continue to grow in the. relatlonshlp if the client is
accepted as a person, with the respect due his individuality. Allow him

Acceptance is the cultivator of trust.‘

=In this personal, trustingfrelationship, you willfbe expecte& to act

as a counselor, but please keep in mind that providing counseling does not .
»mean giving adv1ce.c
your own into the discussion.

You are dealing with his problems, so avoid bringing
Begin where your client's thoughts are

about the situation, and guide from there to considering alternatives and
His end dec151on may not be the best in your comsiderationm,

”s.but the emphasis is upon the process of his considering alternatives to

~with his.:

reach an- acceptable end. Do not confuse your judgment of the situation

You must be careful not to 1dent1fy w1th your client so closely

~»that you lose objectivity.;f

There are crltical:areas of responsmbllity in any relat onshlp,'but ,

- of greatest importance in working with ex-offenders are confidentiality,
jconsistency, ‘and. g_pendabiery. All interchange between yourself and the

. _standing that the only exceptlon will be your ‘supervisor.
. yourself as‘a consistent person.

'g»his confus1on,

SR

client must ‘be held in ‘the strlctest confidcnce, with the mutual under—
You must present
1f you are moody, changeable, erratic

in decisions or reactions, ~you will have your client guessing and further
. You must always be dependable.; Punctuallty, availabillty,

)

g
T

~ Though he may possess’a family and.numerous friends, they we

lge T T e

)

and receptlvity are important characteristics of an effective volunreer

'This man is depending upon:you to help him reorganize hls life, and it ;\
1mportant that he can come to rely on you.‘ :

7

As a volunteer, ‘you will be adding a new factor to a man's llﬁe. t

: ire not enough
to prevent hig going to prison: you may be the new ingredient which will
prevent his returning to prison. To be an effectlve instrument-of change,
you must be in close relationship with your cllent you both must be able

\ i

~to listen to one another and to freely discuss problems and solutlons.

&

Taken from kit
Hubert, Sam.

Tower Seven Volunteer Orientation Packet", Montana, 1974,

<
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THE AMERICAN CORRECTIONAL ASSO”IATION
: CODE OF ETHICS '

£

~.gMembers will be - diligent in their responsibility to record and make
‘available for review any and all case information which could contribute
to sound deci51ons affecting a client or the public safety.if w oy

. S “E%The American Correctioaal Association expects of its members unfailing B
6o g hon sty, respect for the dignity and ind1v1duality of human beings and a .
s  corimitment to professional and compa551onate serv1ce. To this end we

'!subscribe “to the follow1ng pr1nc1ples. : T RN

;‘Each member wi i11 report, w1thout reservation, any corrupt or unethical )
. <behavior ‘which could affect either a client or the integrity of the organi—
: zation¢ : , »

‘ . Members w1ll not discriminate against any client, employee, or prospective ‘
g‘employee on the ba51s of race, sex, creed or national origin. :

%]

;‘Relationships With clients/colleagues/other profess1ons/the public. o
'J, Members w111 respect and protect the c1v1l and legal riohts of all

clients. . Nembers w1ll maintain the integrity of private information, they will

neither seek personal data beyond that needed to perform their responsi—»t J
bilities, nor reveal case 1nformation to anyone not hav1ng proper profes— ‘

.,Members w1ll serve each case w1th appropriate concern for the client 5.
' o sional use for such. e

'g'welfare and«w1th no purpose of personalq ain. . R

L

« Any member who is respon51ble for agency personnel actions will make all o
appointment, promotions or dismissals only on the basis of merit and not
1n futherance of partisan polic1ta1 1nterests. L »

e Relationships w1tﬁ”colleagues w1ll be of such character to promote
. mutual respect w1th1n the profes51on and improvement of its quality
; ?of ‘service. - :

. Statements critical of colleagues or their agenc1es w1ll be made only

s — as these are verifiable and constructive,iu“purpose.

(Adopted August l975 atfthe,lOSth Congress of Correction)

.,Members w1ll respect the 1mportance of all elements of the crlminal : ; _
~3ustice system and cultivate a profes51onal cooperation w1th each e 5 ' .
segment. 2 : , o - . e . e o

e W SubJect to the client's ‘rights of privacy, members will respect the = ‘ ‘ ‘ L - E R e R L e o
co. o . . public's right to know and will share 1nformation with the public with o ‘ ' S ' S | i | H :
SR o nopennes and candor.\ :

,iMembers will respect and protect the right of the public to be safe—
guarded from criminal activity.

N

,Profe3510na1*conduthpractices: L fl [,'s§
_i@ Rit . No member will use his or her off1c1al position to secure spec1al e G
A privileges or advantages.f»we T ,, “i¥ . R o ; L o R A ; S s R
: RN . No member, while: acting in an official capacity, w1ll allow personal e : e L L Ry o i ST :
R ‘ﬁgb, : 1nterest to impair obgect1v1ty in the performance of duty. A
e T
o A L 54‘No member will use. hlS orheroff1c1al position to promote any partlsan B S R R L AR
g ,wjp‘,,~political purposes. ,' B e E ey g T e S L e e

r}quo member will accept any gift or favor of such nature to imply an f:"f'f 3"‘7pirr‘ “”hklf "";7_:' S "} o ﬁl CE e ffﬁgj
fobligation ‘that is Ainconsistent w1th the free and obJectlve exerc1se .-f,"gl'rf, Fatat : ' S e SR e g
{of profess1onal responsmbilities.;, : ' A

'iﬂl“ In,any pubIlc statement, members w1ll clearly dist:nguish between those Chie
. that are personal views and those that are statements and positions on B :
'_;behalf of an agency. ‘ K ; o

e
g

a
il
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The purposes of the Agreement are to:

. , " . I 1. Clarify eXpectations of time cOrmnitment a‘n‘d‘ rol’ei of volunteer'." |
e i:'b ; {rufl : 5 CHAPTER IV S R SR IO BRI Spec1fy respons1b111t1es of both volunteer and supervisor.‘
PRDCESSES B o o o 3. Formally authorlze the volunteer to work under the auspices of ‘ P
v CEa e e the State of Hawail. L : : : , S . T
TRAINING FOR VOLUNTEERS ; ; . ‘ - ‘ - = ‘ :

'NOte:- Agreements are. acceptable only when completely filled out.
T An ending. date must be stated ‘ New agreements ‘may be. made at

Applicants will be glven “the opportunlty to partic1pate in tht o : ' g; : = the end,of that time.

- orientation. and training program. This program shall include but not
be limited to:  overview, policies and regulatioms of the Corrections
Division; responsibilities of the.volunteers; needs, attitudes and life
styles of the inmate population, and values clarification. Orientation
ard training specific to the volunteer'!s assignment will be the responsi-
~'bility of the volunteer's supervisor. Training may be waived by the.
branch administrator if the volunteer is adequately conversant with
LR L sefurlty procedures or is an occa51onal service volunteer.v
O S o : i )

i

e B STUDENT VOLUNTEERS

Any student who w1shes to be placed as a volunteer in any Correctlons
‘Division Branch for the express purpose of meetlng course requirements
shall, prior to referral to a branch, provide a written statement from P
the 1nstructor. This statement, snall spetlfy‘ ~

- 1. The expectations of the xnstructor and’ student for the training
o experience. ' ~

‘a'a’,; ;’ 2. The,respon ibilitles of the student and volunteer superv1sor. ' . _lé; f'j ' SR i - 1“ffhi
| , ; 3. That the student and instructor will be rESPOHSible for supplying: B
e copies of all written materials regardlng the placement to the - fg
. ' : 'student s superv1sor. : ;

REFERRAL AND AGREEMENT

[el=0

Upon completion of training, the potential volunteer is referred .
g to the appropriate Branch Liaison Volunteer Coordinator (BLVC) for. con51d—‘
. eration faor placement. Whenever possible, the potential volunteer is
: ~ interviewed by the section and branch administrators as well as the BLVC
o f»lf accepted for placement, the volun nteer and his supervisor, together,
“ . complete the Agreement Form (gee sample in. Appendlx) - The Agreement Form -
}ylS 'signed by them and the section and branch administrators. It is then :
g ‘Aseut to the VolinCor Administrator, ‘the Corrections Division Adminlstrator
. and-the Director of the Department of aocial Serv1ces and Hous;ng (DSSH)
ff"r(ln that order) for ‘heir approval.¢~,‘;wwf; e
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REPORTING.

I

% &

¥~ Recordkeeping is a part of your respon51bllity as-a volunteer. As
al mlnimum, you should report the number of hours you have worked during

the month. .1In additlon, any information or feedback you can’ provide your'~‘

; eupervisor or the program ddministrator regarding your job is . of great:
"value.c Thus, . recordkeeplng is important for you and for the program.
Why?? A few reasons 1nc1udP the follow1ng 7
1.‘~You must report the number of hours you have worked so-that

+ you will be covered by Workers' Compensatlon 1f you are injured

1as a.result of volunteering

2. Your recorded volunteer experlence is documentatlon to be used
to provide 1nformatlon for letters ‘of recommendatlon.v
3.«~Your records can be used. to help evaluate your volunteer Job
performance. ~ . 7 ‘
14.fleme reports aid in documenting the contributions~volunteers .
‘ ‘are making to the inmates/wards, the program, the Department
of Social Services and Housing and the community.

,é,

o

5. By sharlng your experlences and suggestlons, you mlght br1ng
,about 1mprovement and change. :

6.‘fThrough sharing 1nformat10n and consultatlon, problems can
,]often be so]ved while they are Stlll ,small. :

7. TWith a verlflable record of the number of hours worked you can

.get employment credlt when you apply for a government JOb

Monthly Tlme Report forms are usually 1ncluded in the program news=

letter, VolinCor News.* Please take the time to complete and return one
at the end of each month.  You can send them by messenger through your

- supervisor, mail them to our officeor deliver them yourself. Or, 1f

! you prefer, you can report your hours cach month by telephone.

o Volunteer group act1v1ty should also be reported to show the tremen—7ﬁ

- dous. contribution community groups are maklng to the D1v1s1on ‘s many
’;programs and 1nst1tutions. . e

, *Additlonal forms may be obtalned from your superv1sor (see sample
in Appendix) o S c . Sl

- visor. -This provides: performance measures for the volunteer as
»well as 1nformatlon to the Coordinator for possmble letters of
plreference or recommendatlon in the future.

- =25-

EVALUATION

Volunteers shall have the opportunity'to evaluate their‘placementf'

perlodlcally. This feedback is an important means of measuring

,volunteer satlsfaction and 1nd1cating potential problem areas.

Volunteers w1ll be subJect to perlodlc evaluation by their super—::.;

f

VTTERMINATIQN.

Involuntary Termination - Volunteers may be asked to leave the

Volunteer Program for any of ‘the following reasons:
a.f'Breach of confldentlallty

b. Unlawful conduct or breach of Corrections Division Rules and i
Regulatlons. T '

c. Physical or emotlonal 1llnes & : ,‘ - .V EERR '7 U

d. Inability to cooperate~w1th the;staff-

e. Any other act1v1ty which threatens the order or securlty of

the 1nstitution or the safety of. the volunteer.

£, Erratlc, unrellable attendance.

Voluntary Termlnatlon - A volunteer may initiate a request to

termlnate service prior to completlon of ‘the Agreement.

‘The volunteer should take respon51b111ty for g1v1ng suff*c1ent
_notice to enable a replacement to be found to ensure contlnulty
of service. Ideally, the volunteer should flnd his: own replace—

ment. g ‘ , e SR e i

_Termlnatlon Reports - Whe1 a volunteer leaves the Volunteer

'xAny comments or suggestlons you may w1sh to make to improve the
Volunteer Services Program are welcome. : e :

- Program, he is asked to complete a Terminatlon Repor review1ng f»{“
 the a551gnment and reasons for leaving.’~~ '

Yo
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Y ARY OF EXPECTATIONS ' - S P T o TR e o o‘N'E IM?ORTANT DON'T

-’ ’ 8 ‘ | . ) )

VOLUNTEER has the rlght t° expect to: R P SRR A . 1. Dom't take on so many duties or a351gnments that you w1ll burn out. - C
i e ' o T Ta . sSharing your time and talent with people who need your help will be

';;.‘be treated as a co—worker.» : | ' e LT T e ‘more rewardlng to you- and to them if you respect your own needs, too. e
ase.-be given sufficient 1nformatlon, orlentatlon and training for the ‘ S ‘ ‘ | ‘

assignment. : : e g
v+ be involved'in a meanlngful a531gnment which utlllzes and develops skllls. . _ o v ,
«++ have supervision, a written act1v1ty descrlptlon of serv1ces ‘to be L K o S ERE o e
- performed.-and a place to work. . . T o ' : C - e
.. be free to discuss problems, suggestlons ot changes with staff e ) S
...‘recelve recognition for g Job well done. ' . ' BN

The‘ADMINISTRATOR and COORDINATOR have the rlght to expect the Volunteer to:

.+« ablde by hls commitment. '

...rdiqcuss any problem pertalnlng to his belng a volunteer.' ‘ : ‘ : v T ; , ‘ : r :
.». cooperate with the staff person who requested his help. . : : o , S B S - k S o el L o
vv. keep a record of hours and activities and submlt the monthly report. o ' : ' : ‘ ‘ - ' ' DI ’

+.. TEquest clarlflcatlon of an a531gnment. ‘

~ The STAFF. PERSON (superv1sor) has the rlght to expect the Volunteer to:
o ves be amenable to the a331gnment.
; ++. request: clarification of an assignment.
~ +.. abide by his commitment.

‘... be punctual. ~ , e [T - T . , R
«++ maintain standard of work performance. k S ’ BT LR . S ‘ SR SRR S , : : P
o ‘ThefINMATE has the rlght to expect the Volunteer tos SO S EEN
a s e . : - :'.r,j‘

SR, follow through with the plan to help.
... notify him if unavoidably detained.
e respect confidential matters.

PLEASE DO...
1. Ask questions untll you understand the a551gnment and the reason for it. . o o EECN S ST - ' fr"i5:‘ o
'12.f Remember that you are not requlreu to have all the answers. Call the

o approprlate staff person when you need 1nformat10n or consultat10n.~‘Team
work pays off for everybody. : : g e

“f;3.5'Tell your supervisor, the BLVC, or - the program administrator when you want ’~ﬁ}, N R e EERE SN T R
a change of assignment.: ' : : : N ' S B R :

L

A fKeep up-to—date records of the items you are to report on. and ready to S
A .re.ﬂffwbe turned Ain at’ the end of the month. RO A I ‘ SR et L
.Bg{iAsk for consultation when you need 1t.7 The people you work with may have*"
. many problems, some of them may seem new or strange to you. You will not’ LI
j*"\be responsa.ble for solv:.ng them all Concentrate on. those. connec_ted with @ -~ ' ‘
. your ass:l.gnment.‘ o . , SR : S - S Sl S LA e PO &
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4, Transportatlon Expense Relmbursements = Since funds are. llmited

o ; S , : ‘ volunteers are urged to claim expenses as income tax deductlons
' ER o ‘ . : S rather th_n request reimbursement.

CHAPTER V-

: | ‘ : . 2 A LA Volunteers must not assume that reimbursements w1ll be made, but
B ‘, BENEFITS; ,“1 o . 714‘k Q~» o ? , | : | i::zigtgheck‘fea31b111ty with their supervisors - prior to submitting
[ 8 1. Workers' Compensation ~ Volunteers who are injured while pérform- . P : o gz:nzzszzitigzuszzgsb(l ei’ automoblle mlleage, parking fees and ‘
L s . ing their duties may be covered for medical expenses only. There = ,? ‘ as for official, aut hY vo gngiers in providing ° Eervlces as well
?§%§ G is no coverage for death or permanment or partial disability DR S s ‘ funds are 101 orized State business may 1e reimbursed Af
o awards. The injury should be reported immediately to the imme- . ‘ available. . - %?
- diate supervisor who calls the VolinCor Administrator. Ii a. : ; T : . Volunteers are o keep o ressid of Zag milea e“on AGS F’ 4.
: 22§::§i::i§i i::Z’ ﬁe‘Should b nOtifled that lF te. 8 Hor ers S - E ; : = . The word "employee" should be crossed out ang the word 35§1unteer"
’ : : e S ‘ i SN 1nserted in its place. These forms are to be given to the volun—
H.R.S. 1968 Sectlon 386—171 | | | B E - teer's supervisor at the end of the month.
"Any person who is inJured in performlng service for the State , ﬂ . s g
-or any county in any voluntary or unpaid capacity under the S : ‘ : 7
authorized direction of a publlc officer ‘or employee, dnd who L '
has not secured payment'of his hospital and medical expenses from
_the State or the county under ‘any other provisiom of law and has
not secured payment thereof from any third persom, shall be paid o o . , ; : o
~his reasonable hospital and medical expenses under this chapter o ; : : : o G &
[¢F 1963, c 116, pt of l Supp, 97—160) " ‘ ‘
2. Liability, Insurance - All volunteers registered with VolinCor (\\\\ ‘ NS I .
~are insured by the Volunteers Insurance Service Association -
(V.I1.8.). underwr;tten by the Llfe Insurance Company of North Lo
America. o , ; . : ‘ f

‘VclinCor's blanket liability policy provides. for possible lawsuits
by third persons (who are not volunteers with VolinCor) for
‘negligent acts done while performing services in our behalf. The
policy covers volunteer liabilities of this nature for up to
$1,000,000 in personal 1n3uries and up to $3,000,000 in property

,\damages. The 1nsurance company has agreed to also prov1de legal

" counsel, : ~

3. Use of State Vehicles - Volunteers may use State vehicles when
~ authorized to do so by the Director of the Department of Social
Services and Housing:for official business and provided they are
,duly licensed to operate an automobile. Respon51b111ty for
proper documentation that the volunteer is capable (i.e., able
- to drive. standard shift cars) and licensed (current license not
expired or suspended) will rest with the unit to which the volunteer
is assigned. The names of these volunteers must be submitted to .-
- the Director's office for approval. Under the above conditioms,
the State fleet insurance will automatically cover that individual.

N

g




CHAPTER VI

CAREER DEVELOPMENT PORTFOLIO | | .

Your work w1th VolinCor Will be a unique experience through which
Ayou will be able to develop your personal competencies: Documenting the
‘training you have received and the skills you have acquired in your
W volunteer job will have great value in your educational pursuits and for
-~ career development.

We urge you to use the following forms, designed by the Minneapolis
Voluntary Action Center. By doing so, you will help document your work
‘experience and training programs you have attended. By keeping a record
of all your volunteer experiences, you will begin to identify the wide
range of skills you possess and develop greater satisfaction from your
‘community. volunteer services.

. complete an assignment

. _-3]:-""»;:‘ . {}'k

, VALIDATING EXPERIENCE AND COMPETENCIES
: These are examples of skills you may “have developed in your volunteer job.
"job might include skills from® ‘ary or all of these categories.
" to include other: skills not listed here

_BASIC PERFORMANCE SKILLS

I CAN:

show responsibility

be on time for appointments : .
accept a commitment AT L

‘identify with and accept agency s goals

adopt a plan of action
define tasks and functions

_share work with others

work with supervision .
demonstrate listening skills
seek and accept feedback
evaluate a program

express myself clearly
demonstrate time management

work independently

DIRECT SERVICE’SKILLS

1 CAN:

relate to a client S needs

assess needs

identify problems :
build a trusting relationship
contribute to learning of others

-give direct and indirect counseling
help othe151dent1fy and explore

v alternative courses

work with a group

supervise

b;flead a group =

develop leadership

. teach/tutor

conduct: interviews

" develop a program
St Acant e A

_ ADD YOUR OWN SKILLS, IF NOT LISTED ABOVE =

1 CAN: -

Eadhykfya
You may also wish

|
, ADMINISTRATIVE‘SKILLS
I CAN:

make policy decisions
delegate responsibility
speak effectively e
express myself clearly in writing
_.develop goals and objectives
chair a meeting '
plan an agenda ~ :
record material clearly : ST
organize written material i
prepare reports
- do research
compile statistics
develop. questionnaires
' _survey problems
conduct training sessions
make financial decisions
plan a budget
develop a proposal
write a grant
raise money
supervise others
. reprasent the agency . o
do public speaking e fos
' contact media SR i
 edit publications RO

© OTHER SKILLS
ST CAN3

’lead tours : ,

operate equipment - f'wg,

advocate for change = e ,

cperform office work - (specify e nype,

- answer phones, etc.) o i

demonstrate artistic ability (specify
‘decorations;. logo, graphics,]

o portraits, etel) %

 Participate in environmental cdncerns
-~ (specify: park maintenanceﬂ tree
, planting, nature, displays, Ltc )

[

ttAssist in theater. productions (specify' .V’jwii
‘ perform, write plays, arrange sets, etc )ﬂlj
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WORK EXPERIENCE RECORD

Name:

Job'title:,

Agen y/Organization‘

fg

Supervisor-

Dates served;“

‘ Job description and reSponsibilities.

~'No. hours per week:
o - . Title:

Total hours,

Competencies/skills developed and how acquired:

s

Additiona& Comments:t

Signature of sUperVisor (if desired)

1.

3'Letters of recommendation, c1tations, awards.~

o Suggested attachment5°'

Written statements of actual accomplishments. Detail your progresS‘in!
‘,ﬂachieving your goals, citing statlstlcs and records. :

1

,Work plans or reviews..

41,, B 3 o . . I

‘ 00ntracts, 1etters of agreement, JOb description.

,\
&

Performance appraisals, program evaluations. .v";f~5

"rFinished products (speeches, articles, reports, etc )

Other miscellaneous 1nformation.~

- Topics covered:

Resources used:_

R
4
[

Attended by:

=33=

EDUCAIIONAL RECORD
(workshops,,conferences, training sessmons, etc )

WortsHop, Conference, Trainlng Title'

Sponsored by:

Date:

,Instructor:

,Iotal hours:

Title:

e

o

Knowledge acquired:

Competencies/skills developed:

i

Additional Comments:

Instructor s Signature (if desired):

3. Manual @ -

Position ;

"Soggested Attachments:

1. Courssa outline-

)\ 2. Resource materials

o

4. Evalustion

5. Certification

s

DO



Eo

ol
'/
4
*
.
i
i )\5:
o P
o
s
LRy
- “
i -

-34;

CHAPTER VII

REMEMBER . . .
‘ Whatever pérticulér jOb a volunteer §oes, the most
'Vvaluablé contribﬁtioﬁ is his‘df her persénai cOmmitﬁent
to the,cqfrectiohal‘précéss. Cit{Zen parti;ipation hol&s’
open tﬁe ﬁqgrkfb the vast resourées of the cbmmuniﬁy.“only
citizens één bring. the viewpoint of the community into our
dorréctional’programs énd‘theineeds‘of those programs back
‘into the»community.‘ They offer a bridge bf’understaﬁding
and strength to a syStem that must succeed for thé sake
‘of the public gooé, as well as‘the good Qf;the individual

inmates and ex-offenders.

Glossary . . -

Agreement Between.Volunteer and Supervisor (Sample Form)

Directory . . .

VOIunteer Monthly Time Report (Samgie”Form) TR

NOLES & o 4 o a o o o o o o ST e }“. .'. w ae
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| EEB@QEQEI' , ,fHawall State Prlson - 2109 Kamehameha Hwy. ‘fi S 8&1*8?1l~"
| | | i | | e L - Honolulu, Hawaii 96819 o
‘ Correotiona,bivision«AdmiﬁiStfatlon - P. O Box 339 (malllng address) ffvolimj Antone B s - Ad & .11' S : L
D S , T 1390 Miller Street {office address) L T L » mlnlo rato; N Ex§‘11245l
Honolulu, Hawail 196809 ‘ ‘ :

- FKakesake, Michael ' TR Admlnistrator - 548=6441
‘Rawahara, Samuel . _ Assistant Admlnlstrator 7 548-6440
‘Cavaco, Valentine = = . Planner . S 548-2845

Rosengrant, Robert = ~ Planner = R ~ 548-3930
- Cole, Rosalind ey - VolinCor Admlnlstrator » - © 548-2549
kuda, Ethel . ’ : Office Manager , e 548-6442

Wilhelm, Edith S fAesi;tant7Adﬁinistratéf” Rkt 13
Aquino, Daniel l : e Hoomana Sohooledminlstratof L vExtQ‘laal S Tz
‘g ’A

Yurglami, Miles ... o Correctlonal Counselor, BLVCK  Bxt. 132

Keehi Annex - 2247 Kamehameha Hwy.
~ Homolulu, HaWail 96819

, ' Sheenan, JaCk k ' o:«,.Admirki:kistr’ator BENEY B 1845*’5191 B R

Conditional Release Branch - 647 Laumaka Street
. ' Honolulu, Hawaidi 96819 - e : - |
Correll YVonne : . Social Workéf;‘BLvC* P

Admlnistrator 847-5011

«Hawali Youth Corxectlonal Fac1litv - 42477 Kalanianaole HWy. 261—0858‘
Kallua, Hawa11 86734 :

'Tomatani, David

Laumaka Conditional Release Center — 647 Laumaka‘Street,v
~ . Honolulu, Hawaii 96819

: Tomaﬁani David L Administrator S ‘ . 845-1441 ' o . e SRR s Ex?fVllo
- : = Matsuo, Wayneb N ' Olomana Administrator . Ext. 133

,osatd, Shinobu - o Kaala~Administrat0r"; i - Ext, 131

amehameha Conditional Release Center ~ 42455 Kalanianaole Hwy.
. : : Kailua, Hawaii 96734
Murai, Howard . Administrator 262-0880 n o Kubo, Roy - ; 8 Hooklpa Administrator R Ext. 134

?gys Group Home = 1124 Ukana Street

Correctlonal Trainlng Center ~ P. 0. Box,339 : . . : G : :
Honolulu, Hawail 96809 - . S 'H,f : o : i Honolulu, Hawaii 96818

) G ‘ Hyun, Edmund R Acting~Administrator o s 4é240§81“;

Correotlons Tralnlng Pro;ect. ‘262f8105”“

‘Coordinator L : SRy |
: v ' SO R ; S A ) Hawali Communlgy Correctlonal Center ~ 60 Punahele £
'Halawa Correctlonal Fac111;y - P 0. Box 33 ‘ : S o : ? — " Bilo Hawaiis ;Z?;O~ :
Alea, Hawaii 96701 - : R Ry i = R e ' ‘ o ; : * R Y S
] : e o L o S e _ Lo SR . Andrade, Clarence*' R T Admlnlstrato ‘ L : PP
Oku, William o Administrator . 488-1931 . ./ . o w g T : L \:96117230 T
Hoe, Carole - Social Worker BLVC* o . 488-7289 Jﬁ R Ve T 'Matsuda, Warren : ' ‘Social"Worker; BLVC*
iMaluhia Women s Re51dence - P. 0. Box 146& o ‘l,“ : i T 1fx - T‘ ‘," ; o Kaua1 Community Correctlonal Center = RR l BOXJSlO
Kailua,‘Hawaii 96734 i ij!ﬂ S “"'i : e L o o T T — Lihue, Kauai §6766 ahiaiey
‘ Administrator_: : l»y | : :26lf08733/ ’}; S  5 it ’yk“Smythe,‘JOﬁn' IRt . Adnlnlstr e 'i~.“ TR 7f ”:‘infmjlli 1 1iw*.
e S v o . ‘,ﬁ“ cLe o j~;"o‘;l.“l‘ VisayaswAnthony‘&‘ ‘v‘i S ‘ Social Worker' BLVC*

'~‘Kakazu,‘yoéhiaki

G
o

7 Lee, Henty
©ooo - Kitamura, Jon hry

'_Q;'.:5~{v‘ "glff[i';f‘rt ‘,’_iﬁkf ,7J~l‘ e S kk“r';: T ""‘;'» : . o L i “E't,j'l ﬂ’,f , e A o B G
. *BLVC: . Branch Liaison Volunteﬁr.',Coordinator e FE . LA . e *BLVC Branch Lialson Volunteer Coordinator
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Yulani Correctional Facility = Star Route l ‘ GLOSSARY

Stainbeck Highway S e T g e »7;:'[5 "‘ l," o 2RO ORRT TR ‘f e
L Hilo, Hawail 96720 : . e . o ' \\ TR R 4 i . “
f&, Adjudication or Judgment - A Juditial determination or- decision for
‘ : , ’ \ ‘ d% ‘acquittal or conviction. A judgment of ‘conviction sets forth the - ‘
”’vmaedo Thomasv = : Social Worker'”BLVC*f RO R T S T plea, verdict, .or flndlng, the adJudication and sentence. T L
: ’ A : O 3 BV T R ' ' . e, R ' : S e T

‘\

fﬁ'ak;Peralto, Stephen o Administrator : QAR S “93§f2230'f v S,

 Maud Community cbffecti5nalrcenfef;e;600 Waiale Drive - o o= . v 2. \Apgeal = An appeal by a defendant may be taken witnin a certain SR
= e T Wailuku. Maui 96793 SR , Lo ,'~period after entry of the judgment. . . R
: e it J - L

‘5.6;",'i", S - ?[ S ~.';'. S T e | | S R '~f~‘3.~~A1ra1 nment\- The readin of the indictment or info nation to the
: | 244-5505 | —&— 8 r\
. - KObQYaShi; Kazumi : Admlnistrator ; " o SRR BRI ﬁfendant ow stating to him the substance of the charge and calling !

‘“1Nagata,"Andrew s Soeial Worker; BLVC* o e R SR him to. pleadlthereto. ‘ o L : _ %‘ ,

RO !i’ ]
4, Arrest - A taking into custody, a suspect may be arrested as a result

g of direct ev1dence, a warrant for arrest or probable ca1se.~ R

o ‘ , ‘ v , : : e >5. ‘Ba]l\- The security given for the due appearance of the eccused in
DREESE I R . B . T R S R R PN S order to obtain his.release from custody. The amount of \bail is pre-
B R _ e , : v - - - , - ‘ e flxed\by the Circuit Court Judge according to the offense,

‘ ‘ BRI ' e “ o i v Lo 6. Booking A police procedure 1nvolv1ng registering, photographing
R : and fingerprlntlng of" the suspect or accused. .

L ‘k .

..—_—Q_- B}
-

i T Charoe?- An accusation of a wrong or offense. : B

J SR : , R o S ST , ' . ' ’ S | 8. Complalnt - A wr:Ltten statement of the essential facts cons\ 1tuting o
, ‘ ‘ ‘ ‘ ‘ ‘ : ol the offense charged. ' . , oo S

;9.,‘Felonz = A major ¢rime; upon conv1ctlon, the defendant may b\ sentenCed :
‘ by the Circuit Court to a 5-year probationary term or to a swate prison;
the minimum sentence is 1 year and the maximum is life,w1thout parole. :

4f¥i‘ e AL L o . P _ S 1 ' SRRt 10. Grand Jury - A group of jurors (not less than 18 or more than 23) who
, : A : ‘ ' : : b Sl - %" examines accusations or allegations against persons charged with crime
o and finds bills of 1nd1ctment if the éevidence warrants..vrh b

s ' ‘ : ~ ' - " ' ‘ ; T 11, lndictment or Information - A written statement of the essential facts ¥.~
' ' ‘ : S e = DR constituting the offense charged. An“offense which may be punished
by 1mprlsonment for life shall be: prosecuted by 1ndictment.'.Anxs?.,
: L . -7 offense which may be: punished by imprisonment for a term exceeding
Ve T R o s S . one-year at hard labor shall be prosecuted by indictment or prosecuted .

by information if the defendant, after being advised of the charhe A

i : }.‘and hlS rights,qwarves in open: court prosecution by indictment.~%..“
. W * LI 'f' u,lZ.Q‘Misdemeanor - A cr1minal offense for which the maxxmum fine in diEferent fj§g~;’

'?)% . e i e ,"‘;l o o : "“f b : ... .. . states varieg from $100 to $500. The maximum term in a local Jail is up

e DI I e PR e R AR ., .. . tol year, with the average term usually 90 days, and the max1mum\probation :

T R e e T T R S e s T R L N I perlod l year. They appear 1n the lower courts, called dlstrict courts.: Hit

e T AT e e e R & i

R e e R EIRE N oy AR , g T B =f¥3.‘eMot10n - An application to the court for an order is made by moti01 g
1 %BLVC: Branth Liaison Velunteer Cacedidatee e B : ; S ' It is usually in wrlting unless ‘the' court permits it to be made ornlly.
BLC .B?fa!'l?h’Li%}sonivoluntesra Coordinator TR B SRR ar ' N - i The motlon states the. grounds on which it is made and sets forth tl‘(e :

v T U S T e 3 Sy e g yorder sought.. It may be supported by affidav1t. ,:pp;t,,f S cf\

- ;Aap.._ = o

S el \'>
: ,.',/V




o R ii;' ,;‘ hy ’z : 540; ‘ ,-41.
| R S ; ‘ SRR R o g : : | STATE OF EAWAIT
N L L S Dc arcsent of Socilal § e
14, vParole ~ A kind of after-care, superv:rs:.on is prov:Lded to help the LA ? cfimiiilln I‘;ir:i:.;ﬁn&ﬁkd Sousieg
person adjust to life in the community after he has been in an insti- - . o P
‘. . N ; ' . » ', D
tution. ,. : v AGREEMENT BETWEEN e
| 5 . i VOLUNTEER AND SUPERVISOR
15, ‘gggigigg,- The 1egal instrument which initiates formal<court 1nvolve— : ‘
. ment with a;juvenile, analogous to the information filed by the Prosecuting ‘ uiwaoﬂ;.; : X g , ‘
Attorney on an adult in the adult criminal courts. B S e (aze of Voluatear) -~ (Branch)
Vo ' L RERE : L every .
16. Plea - A defendant 1s apprised of his riOht to counsel before plea. L o ; _ . .o (Gnir) N ' {Day(s) of Week)
Ezlzazoﬁhzzdzizad not guilty, gu1lty, or w1th the consent of tbe court, "',‘ ‘ AN L  fzem -  eglandag, . . ‘ : , and‘§m1ng
o ‘ ‘ : ‘ ' ‘ 3 o : e - (Montk, Day, Year) R
L ’ ':.17‘." ,Preliminary Hearij - A hearing before a District Judge to dyeter’min'e R o o : TP YT _—+ The volunceer position is S 4
o SR whether the State has sufficient evidence regarding a felony and whether ‘ ; . ’ =, 137, 7 - S : {Ticle) .
T - the defendant comm:.tted that felony. : , e , : AERT and the vork to be done includes: )

18. Pre—sentence Investigation and Report - Investigation and report are B . e
. made to the court before the imposition of sentence or the granting ‘ :
of probation unless the court otherwise dlrects. The court may disclose .
information contained in the report to.the prosecution or to the = . 4 E
defendant’'s attorney or the defendant w1thout disc1051ng any source of '
information whlch was received in confidence. -

o o . , The voluntaar agrees to mintain confidential.ity in .regard ‘to the.cdlients, scaff, md

- 19. Probation —~After conviction of an offense, the defendant ‘may be

facility and to abide dy all other componen_ts‘“ of tha Code o‘f Ethics for 'Vo‘iuutee::
' placed on probation, except. where probation is forbidden by 1aw. : ‘ . Ve R T R T s

crvrmaage -

S
o

20. M_Y}EE‘_ = A rECidiV15t is a person who has been through the court . i - - ‘The supervisor agrees o providc the orientation, craining, and support requirld to
‘and gets in trouble again after the c0urt involvement is terminated. . :
“ . } , e.nable the volunteer to do the vork stated above and to follow the Guidelines for S'aff
:, i :
.21, Reduction of Sentence - The court may reduce a sentence w:Lthin 60 days : et v
’ after the sentence is imposed. : ; R R : ' W : G e
: : e - : The volunteer #ill keep a record of the tiza he has vorked and submit a Mouthly Time =~
22, Revocation - Generally, a hearing to show cause why a person's proba— : Report t5- i . ST
22. o port to the supervisor ac the eénd .of each month. 'l‘ha su ervis will
. » © - tion or parole should not be revoked when he is alleged to have v:\.olated i , P or ¥ ’ign the form ‘
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- Treat chc volunteer a3 & ca-uorklr. Acczp: the volun:at: as a person who
. will supplemant, compleméne, amplify, extaad, or enhinde services provided by
B the zegular szaff so that mors caa be done within time and budgn:.
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Give tha volun:ltr : aignifican: task, but do not ralinquish thc lines
of Jauthoriry or rnsponsibili:y of your job. ~

Eacourage the voluntaer. by rlcugnizins and denonsc—a:ing zppreciaticn
of progress. Let volunteers imow that they ate needed and that wha:
,thny are doin: has veal puzposc.‘

xnsptc: the woluniteer's hones: opinion and accept conscruc:ive suggescions
i{n thaspiric thac some of the needs of :hc COr-ections Division can

Give the volunclor opportuni:in: :o graw. to advance to mora raspcnsible
po-i:icnl. : .
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‘a volunteer T sealize that T am subject ta a code of ‘echics- similar
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T inc:rpr:: "volun:acr to cean that T have agreed to work without
conpcnsation in money, but baving bees accepted as a worker, I expect -
- ta do my-work according £o standards as the paid stafb expects to do
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I believ‘ that uy actitudc toward volun:ee: wotk . should be professiona-,
I believe that I have an oblizacion 'to my work, to thcsa who direcs {&, = w
'co uy ca‘leusues, 3] :Hosc for whou 13 s uonc, and -5 : e’puh;ic. T e
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| CONTACT PEOPLE:

| Coordinator:.

? . i Phone:

'z : Address:

-Staff Supervisor: :

Bhdne:‘

Address:

~ ASSTGNMENT:

Date:

Name:
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Adress:

Phone;{

Other Information:
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PROCEDURES :

EMERGENCY PROGEDURES:
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