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PREFACE 

The Volunteer movement,~although many decades old in itself, is 
gaining new impetus in the field of corrections. Vc51unteem cons titute 
a s.ignfficantwork force within 1;he criminal jU$1:ice systeJIl.. The b'7sic 
purpose. of this movement. is to increase rehabilitation serivices to ex­
bffenders without a corresponding increase of money spent or expenditure 
of regula.r staff time. 

Volunteers are concerned .citizens. They care -- about people, about 
the.irfamilies and about their community. They provide services to th9se 
.in"need, using the:j,r experience, knowledge and compassion to. effect posi­
tivechange. Also, because they are tllembE<:rs of the community they serve, 
volunteers have .. the potential of becoming influential allies of the correc-
tions field.' . . 

\) 

" 

'il 

'.--; 

'" 

CHAPTER I 

,;i 
1/ 

il ~ 

BRIEF HISTORY OF VOLUNTEERS IN CORRECTIONS IN AMERICA 

Voluntee~ls ill AIIie-rican corrections began in' 1841 when John August:us', : 
a. cobble1:.~ persuaded the Ma'gistrates in Boston to permit him, to work with 
misdemeanatttoffenders in the community~,. The probation system developed 
·as a result of llis efforts. In 1958, ur~, Rr:nest L~ V •. Spelley, Director '" 
of Treatment for the Michigan Department of Corre"~tions ;,involv~,CiciJ~izeps~ 
from the. community in group counseling activitieswithip the prison., Q!.ier 
th'e years, suchvenerableorgani,~ati9ns. as the Salvat:ion Army, Volunt~ers 
in America, ~erican Friends Serv:lce'Committee and Alcoholics Anony'~ibtis 
have s!':rvedthe criminal just::i.ce system without pay. -U 

Agencies responsible for the, c;ustody arid care pi convicted offende'i:s 
have been 'chronically short .of mone.yand manpower ~ Growing. needS') have 
led to therec,ognition that c"l.refully selected, well-trained volunteers 
can do much to relieve this shortage. ';' 

VOLINCO~ 

In Hawaii,Vol:inCor, the Corrections Volunteer Services Program, was 
created in November 1976, when a grant became available from the Law 
Enforce~ent Assistance Administration (LEAA) through the State Law Enforce­
ment. Planning Agency (SLEPA). 

The services of V<;>linCor augment those of the Corrections Division. 
. As an integra-I part of the corrections system, it offers ,opportunit.ies to 
persons with ,a variety of skills to play an,important part in. thereirtte­
gration processbf inmates of Hawaii's correctional institutions. BY 
working in corrections, the volunteer develops new insights into the age-
olde,problem of dealing humanely with society's offenq,e:t:S.' \\ 

>1\ 

The objectives of VolinCo:t:are 

(;';"'\1. To enrich and strengthen reintegrat:j,ve $el,"vices to the inma.te \ 
,;1!,,':; through the lise of. skills of talented citizens. '\ 

, " t'; 1} . "\ 
, . . \ 2: -To develop community awarenes's of Hawaii's. criminal justice >systkm. ,,,,,,,.,,,. ' . \~ 

.. ., I, '\ 

VolinCor places volunte"ers in all braIlchesand units of th,e cprrec- \ 

.Q 

:' ':j, " ".. ': ' , ",' . " x 
tional facilities as 'well ~s the parole system, wh~rever."feas;iple .yoluIlte~;rs 
Frovide a vast array of services ,including: 'cCOt,lIlsel,i,ng, .case management, '\ 

'I I, 

administration, program development, ~cled.calwork, publicrelatioIls, " 
ttl.toring, recrea"t:ton,religiclUs -inst~uction and artist:i..c d,eye;I.opment.'\ 

:! 'b 

q 

.... ~ 
G. 

~: 

D. 
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PRISONS AND PRISONERS, Ir 

, ,Pr:i;.on (a lo,ckCup) j ,.p.tiitentiary (0: Pla~~ to, do p.nance), corr.ctional 
i'!lstitution (a pl~ce tq become "c?rreC!tedn~. "i\T~es~. are .all, terms with 
different philqso1?'hi9a1 connota,tions but 'm:an~ing ,es,~enti<;llly the same , 
thing -- a place where~ individuals al:'~ ,incarc~~rated for a few or many years 

" as a penalty for an illegal act')., 'A correc~:i.ot1Lal,faci~ity is charged with 
two resplonsibilities:'~ f<~T.st; ~ to·'!maint.a:J.n s~lc~l:~itY"·'J:·6 ensure that:' the -
offeWder" d,oes not 'escape or disrupt the,envir~rhm"ent; and second, to ",attempt I," 

tor~habi1itate or reintegrate the offendEti~lto ~,society upon his or her ~. 
release. Due to seve.rely limited' bMclge.ts} cOfirectional administrators 
are forced- to assign the larg~per,centage of ~Iheir budget to security 
fllnctioJ1s. ,oc I' "ii' , 

':0 ",9 . ,OJ 
~o lnct:ease aV8i;i.lable program opportunit:i:!esG volunteers" are being 

rec:ruitedin increas'ingly large numbers to dori!ate, their time and expertise 
for,. various types 9,f ,activ~ties in the cdrrec~:ional setting. wnen properly 
'iritroducedand sensitive to the, needs of the institution and ,the inmat'e, 
a volunteer can be a ver;yvaluable and valued ',Iaddition ttY the daily life 

" , ,I 
of that institution. Inmat,escan benefit in ni,any ways, though sometimes 

" (l 0 

:.'. ' 

subtle a~d Jrequ.ently immeasurable, from the~~i contC!ct~ith caring volun­
teers 0 A reduction in tensions, resulting fr9fTl a properly ,implemented 
volun,teer activity, is ultimately of ,benefi,t ~p the entire correctional",;,:"",:>":,.,,,,;:;;::.;; 
community.' :i ,II ," 

(I 
", I 

This handbook is prepared by VolinCotto :provide guidelines for 
individuals interested in volunteer work in co;rrections". The €~periences 

", ' , ' ':' . ."1] }I 
" of ova rio us organizatio?s have, been drawn upon ,to offer a gener(~l approach 
applicable to volunteers. entering a variety of:1 correctional set'tings. 

<, '. • 'i ' 

The descriptio11:s of "prison life ar~ harsh:,~ The total rated capacity 
of America's prisons for adult offenders as; de!signed, redesigned and 
expanded is 262,768. On September 1, 1978, th;ere, were 287,830 adult· 
prison~rs in these institutions serving senten;tes .of a year or longer. 

, This means that our prison system is overfilleili to 110 percent of its 
total capacity. 

11 !i Ilr-
In addition, to being overcrowded, more thifln two-thirds of the inmates \( 

II • 
in .lllaximum secu~ity prisons .are in facilities l~es~gned and built more than 
a century ago. ; SOlne inmates are crowded into I?utdated factory bu:i,ldings 
or:mental hospitals converted for prison use. !!Prisons'are also. generally 

\1 

stark, institutionalandimpersona~. ,I 
" r " 

e ." ',.', , II '" 
" It is no .. t that "correctional administrator!; are .insensitiveto these 
, '. ",' 'i' ,,' ' 
~onditions, but they are often without the res()Urces to nialte" substantive 
chartgesin the .. s;ystem.· :i' " 

~ G 
mler.ear~many conflicting statistics to be fou'hd concerning offenders. 

However, it is important at 'the Qutset to try t~~ get as. true an idea as 
possible about thebackgrounCi of the offenders~1 Herea,re some valuable 
facts which emerge from the statistics: 1i 

:1 

"Horeoffenders are in 'their 20's. than in ~lny 
'I j 

".,l 
I; 
I', 
II 
II 
Ii 
J! 

other age group. 

o 

.' 

1\ . 

-3-
I;; 

Most come from broken homes. 

----y, 

, 1/ 

, I] 
f< 

Most have some high schooleduca,tion, but few have diplomas. 

Nearly two out of five (3~%) were unemployed when they got into 
I, 

trouble. 
,,0'" 

Three our of "four live,below,the poverty level. 
Ii 0 

About half are I married. Two in five" have? children. 

Most claim some religious. preference., 

Most have been in repeated trouble with the law. 

r 
I, 

Drugs, especially alcohol,;"are a p~rt of the reason,,:why 011e out of 
three is in trouble. \~1 

It is not enbugh to study these facts andassmme',that 'we unders.tand 
why people ~ith these charac~eristics are in prison. . It is too~asyto 
come to the conclusion that crime is simply the result of imperfect ip,di­
viduals. Crime is also a problem with its roots deep in the social structure, 
not just a group of problems exp~rienced by individuals.' 

All too often the effect of incarcerated life is to give status to the 
kinds of a<;,ts which the outside .. world J:'egards as anti-social, c'b~causethe 
rewards JoE conforming to outside standards of behavior 'are not "forthcoming. 
Furthermore, it is more difficult for an inmata to feel good about himself, 
because his incarceration can only intensify the .alienation he felt previ-

"ously. \Y 

Ullderstanding't);1e experience of poverty with its powerlessness, anxiety 
and frustration is also important to the volunteer. But the volunteer must 
Ciyoidan "ain't it awful" relationsh~pwiththe in~ate. To offer only 
sympathy is to suggest that the offender is an absolute victim, of unmartage-

. able forces. 'Instead, the volunteer may assist the,. in11late to discover his . 
"" options, the resources available; the decision.s to be made... thus ,',. 

emphasizing the ppwer available to tr,he inmate within the limit of present "., 
,.~onditions. '.['0 identify' these possibilities .and to expect the prisoner 
to decide and follow through is to confirm him or her as an able human 
being. 

II 
'I' 

~r. 
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THE OFFENDER 
o 

By a Former Resident 
'{'I 

Who is an o'ffender and how has he become one? Any person who is 
even considering the. prospect of entering into a relationship wi.th an 
offender should "understand the 'ar.swer to this question. In my opinion, 
the offend.~r, is not 'necessarily ~~ abnormal person. Most peopie, at so.me 
point in their lives, commit an offense for which they could be convicted 
and sentenced to prison if they wer~' caught. The offender is like any 
other"inember of society, except that he has made a mistake for which he 

"was caught and convicted. 

Actually, the offender is just 
traits" str~ngths, and weaknesses • 
women from ev~ry level .of society. 
court officials, lawyer~, wr;,iters

Q

, 

in saying that every profession is 
tions. No individual is insulatJd 
the volunteer should remember that 
behavior is strongly influenced by 
and social ba,ckgrotind. 

tr 

another human being, with personali,ty 
Institutions Ghave within them men and 
I have met policemen~: firemen; doctors, 

artist,s, ministers, etc. I feel safe 
represented within our penal institu-:: 
againstbacomingah offender; howeve~;;' 
the probability of this course, of 
such factors ase person's education 

The question, "whyie an offender an offender?." cannot pe definitely 
answered, at least not by me. Wllat makes a young man who has inherited , 
several milliori'\?dollars becom~,'tf- panderer and operator of a call-girl:. i" 

racket? Why' does the solid cft'izen, the civic leader, suddenly become ',a 
criminal without apparent rhyme or ore,ason? I ,don't know why, but the 
fact'is that such inexplicable behavior does occur! '.' I dok~jlow that 
offenders have the same needs and desires' as you do -- to' be lov~d, to 
be19ng, to love others and be a.ccepted by them, to feel worthwhile, and 
to be needed. " 

Most offenders, especially while confined, have difficulty in relating 
well to"Others. Hore often than not, they lack a feeling of self-worth, . 
and also ponder the question of why they are criminal offenders. They' 
have a ,strong need fol:' ,love and attention direc'ted toward them personally 
and individually. TO effectively reach the offende,r, thevoluntee1;", is 
required to demonstrate the kind o.f patience whic:h is engendered by 
honest conce;l:!n for him as a person of value, ngt;a,s ~~l1;1Ql,l~C:Clst:a1:lddreg 
of society. Ail human beings are capableo£ change. -." Our relationship 
with other human beings is the major factor which determine~, what path 
t~'lat cpange 'wila. follow. ", 

Q 

! 

\ 

\ 
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' .•. \ CHAPTER II 

,THE CORRECTIONS DIVISION 

'. 
The Corrections Division (CD) is; responsible for'the general adminis,;.. 

tration of all confinement programs within ,the Public Safety Program.' The 
Divisiqn seeks to protect society by ~onfining and supervising persons 
committed to the Department;6f Social Services and Housing (DSSH) and to 
a,ssis,t.;i.n there'effrection oft1:tese persons by operating facilities of,"",:!' 
va,:'r.ied degrees of control consistent with the offender's attitudes and 

"oehavior. These· facilities include: Hawaii State Prison, Halawa Correc­
tio!lal Facility, .Maui Community Correctional Center, Hawaii Community 
Co£rectional Center, $ulani Correctional Facility, Conditional Relecrse 
Branch, Hawaii Youth Correctional Facility andKauai Community Correctional 
Center.. ' 

The Division's'efforts have been ,toward establishment of relevant 
controls for the inmate's corr~ctional reorientation'andultimate sl.lc~essful 

. return to the community. 

'e 

The Division also strives to aid the inmate through tecgnicai training; 
modification of beh9-vior through 'education; guidance to improve interpersonal 
relatiotni.,.s'hi.PS ax;-d acc:Phtance of responsibility; and the coordination of _ 
correc ve serv~cesw~t community support. 

o 

a 
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HAWAII STATE PRISON 

A,:-"erage Daily Inmate Population: 370 

Hawaii State Prison provides custodial care ·for adult male ·felons 
requiring varying levels o( security controls and variousptpg:r:;ams and, 
activities to promote their' sO,cialreintegration. Programs, including 
educational/vocational training, work assignments and furloughsfand, 
other activities are a~JDed at increasing the imnates' sense of self-~vorth., 
and to encourage them to asSume. responsibility for their own behavior. 

Since July 1978, the Hawaii State Prison has also administered the 
operation of Keehi Annax, a temporary facility for the confinement of 
medium/minimumelassification:Q.re-trialdetainees, misdemeanants and 
probationers sentenced to short-term confinement. 

" 

:,\ 

HALAWA CORRECTIONAL FACILITY 

Average Daily Inmate Population: 163 

, Halawa Correctional Facility, provides secure housing and correctional 
serVices for misdemeanants, pre-trial de1;aineesartd a few felons. 

,;. Hi!lawa Correctional Facility is destin,ed to become a high security 
facility under the Correct:i:onal Mas.tar Plan. 

MALUHIA HOMEN'S RESIDENCE 

(1 

Average D,aily Inmate Populat:ion: 22 

The ,,¥aluhia Women's Residence' ,is a sectiort()fth~' Halawa"Correctional 
Facility' 'Branch. Women w~reo formerly housed at awing of the Halawa 
Correctional Facility but .due to cortstruction.~had to .b~ moved.'" '1:he, . 
Maluhia Women's Residenc~ se;vesas an" interim .housing untilcompleti0!l n 

of the t¥omen's unit at the new Oahu Intake Service Center/Conununi~y. Cor;ec:-" 
tio~al Center (Oahu I~C/CCC)fa,cility.·) . 

o • 

All females, whether'f_elon,miSdemeanant 01:' I'lon-s.entenced, , areassigrt'ed. 
to the HcilawaCorrec::tiona'1 Facil'ity but. houseftatMaluhiaCottage. When '., 

. the£.eriia:le population rises above capac;ity, the oy·elrflow is Ji'andled .at 
, the Ha'lawa Correctio1;1al'~acllity~ , . '-","; - , 

, 0 '" Upon., completign~,of. thf! Oa~u!SC1CCC compl,ex a~g., High Secliri~y . Faci!ity,th'e' 
·~.:,twoun~)tsfor .. womenatModl,l1es7 and aan~HaluhiCf. ~~pt~age W;i,llbe" undetthe 

"administrative contr01;:.'Pof"the' Oah~;CCC Branch., ' .. 

. ii ~. 
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NEIGHBOR ISLAND FACILITIES 

Average Daily Inmate Population 

Hawaii Community Correctional, Center 
(Formerly the Hawaii. County Jail) (\ 

J.faui .Comirilin;i..ty Correctional Center 
. -(Formerly the. MauiCounty Jail) 

Kauai Community Correctipnal Center 
(Fotmerlythe Kauai County Jail) 

31 

! 28 

15 

The neighbor island fac:!,lities provide custodial and related services 
forpre':"trialdetaineesa,J:,ld committed' offenders in a limited security 
facility and promote the social integration of sentenced offenders ~hrough 
residential.and in-community programs. 

KULANI CORRECTIONAL FACILITY . 

Average Daily Inmate Population: 51 

Kulani Correctional Facility for selected low-medium and minimum 
security adult male felons i$ locat~d 24 miles from Hilo, encompasses 9,000 
acres and is 5,230 feet up the slopes of Mauna .Loa.. In-community 
programs such as work, educational and resociallzation as well as extensive 
work ,mdtraining activities within the fa~ility are provided. 

o 

,-,::, 

o 
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CONDITIONAL RELEASE BRANCH 

Average Daily Inmate Population: 35 

The Conditional Release Branch, consisting of the Laumakaand 
Kameham:'rhaConditional Release C~nters, facilitates the rehabilitation .. of' 
carefully selected felons by providing in-community living opportunities 
and,normal·work/school opportunities under staff monitoring and guidance. 
These ind.ividuals seek to reintegrate ~hemselves with society by, co-existing 
'in an open environment ,where they pay room and board • Prior t~ an .inma te ' s 
arrival to the Conditional Release Branch he is scr¢ened by the referring 
facility and the,Conditional Reti.ease Center staff. Factors in the $creening 
proces.s include an evaluation of risk to society and the inmate's potential 
to rehabilitate himself." , 

Inmates earn home/recreational furloughs on a week.;..to-week basis 
depending upon their achievements during the week. 

The Branch also serves as liaison between the Corrections Division and 
the John Howard Associa,tion' s Liliha House 11 program, which offers in.;.. 
community inmate programming for selected felon,s who are. nea:t:'ing their 
tentative parole date. 

LAUMAKA CONDITIONAL RELEASE CENTER 

Ave~age'Daily Inmate Population: 16 

The Laumaka Conditional Release Center is locate,~;') across th'e street 
from the prison facility ;in the formerPrisori Warden's residence. 

Programming ,;atthe Laumaka Conditional Release; Cent'er is accomplished 
through involvement of the inmate group andJ""staff in decision-making.. This.' 
ln~thod allows for inmate "ventilation" .,as an acceptable and appr.opriate 
manner tQrelease aggravating emotions,"as well as providing the opportunity 
to exercise respons'ible decision-making authority. 

KAMEHAMEHA CONDITIONAL RELEAs'E CENTER 
o 

-(I 

Average Daily Inmate Population: 19 

At the. Kamehameha Conditional Release Center, programming is b;:tsed 
ona contingency management program. '.' This program. iltilizes writteri< cpntra,ct's:; 

,:.a . . token economy ,or point sy:s~em" .:and ':i..nnui't.e input ,.in' 'dec'is-.~oJ;l~ma~ing '·t~ " , 
"group 'meetings •. Levels: ofp'rogram?lch\~evement EIr,re graduated. toward ulti-
mate parole re1:ease 00"""" 

,o'--.:;:.;c,", 

,'I)' 

o 

.~:. , 
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HAWAII YOUTH CORRECTIONAL FACILITY. 

Average Daily Inmate Population: 110 

The Hawaii Youth Correctional Facility is a£acility for the confine­
ment '0'£ committed juvenilG offender~.-· Its goals and objectives are to 
detain and control these youths while providing them rehabilitative programs 
of education, worlC training, reformationofOattitudes, recreation and 
treatment. 

A Juvenile, 'Parole office, loc.;lted in Kalihi, is staffed with two 
'Juvenile Parole Officers who provide supervision to 'juvenile parolees 
l±y,~ng in. the community. 

() 

BOYS' GROUP HOME.' 

Average Daily Inmate Population: 3 

" The Boys' Group' Home is a federally-funded project providing 'residential 
placement for selected committed,maleyouths. The Hverall goal of the 
project is to provide a small group 'setting which is programmed to provide 
control and tr,eatment and a more integrated approach not avail~ble in e 
traditional foster homes. The program focuses upon the development of 
responsible behavior thr~ugh daily living, employment and/or educational 
ex'peri~nces. 

jj 

j, -
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" CHAPTER III 

GUIDELINES'>FOR VOLUNTEERS IN CORRECTIONS' 

The majority of our volunteers are involved in providing "direct 
services to :i.nmC!-tes. For most, ,this is their first'experience in working 
with offenders. 'The purpose of this chapter b.to provide some guidelines 
and backgroundJinformation for vqlunteers workin.g in a correctional 
setting which volunteers can uSe;\~hroughout their service to the Divisioft. 

,'r 
I, 
i{ 

WORKING WITH CORRECTIONAL STAFF 
,-

~~-{1 . '. , 

The Corrections Division is ,charged with the responsibility of 
controlling. and disciplining the offenders as well as assisting ',them to 
rehabilitate themselves. Most administr,ators are acutely aware that they 
have neither the, budg~t, trained personnel, inorthe,. facilities to sfxccess­
fully accomplish all of these,J)bjectives~ A volunteer is invited into 
the facility to provide specific services, -but fnso doing, !le or (;JJe 
must not interfere with the custodial responsibilities of the administrators 
or corrections officers. 

Activities must be scheQ,u1ed in strict accordance with" existing 
institutional rQutines, rules "and regulations. If asituatibn arises 
where there is a question or doubt as to the proper course of action, 
the volunteer should consult with his or her supervisor. 

Volunteers should be aware of the importance of establishing and'> 
maintaining a positive relationship with the administrators,corrections. 
officers and .other staff. -1,i 

o 
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WORKING WITH OFFENDERS 

Hany persons who are incarcerated have had more than their share of 
frustrations in their, early lives. Most have experienced repeated failure 

, , . .' ~. ~ , 

and are, at least at: the outset; suspicious of any offer of assistance 
or guidance. 

Working with offenders cannot be reduced to ucookbook"form. Much 
will be left to "the good judgment of the vO,lunteer. The guidelines below 
provide. a frame of reference for the volunteer in relating to the offender. 

BE YOURSELF" - There is no need. to es tab1ish 
some kind of special status for yourself in 
offender. Express your feelings genuinely. 
expression of feelings is one important way 

,show concern. 

a facade or to create 
relationship to the 

An honest and unmasked 
for the volunteer to 

MEAN WHAT YOU SAY - Never make a promise unless you've thought it 
through first and aI:'ep~epared to carry it out. The inmate will 
test you, call your'bluff and see if you will deliver. This is an 
important part of the inmate's learning to trust you (which will 
come slowly in any case) ~ 

BE SUPPORTIVE, ENCOURAGING\, FRIENDLY. BUT ALSO FIRM - It's part of 
your job to be honest and objective, disapproving, praising, support~ 
ing and" encouraging when warranted. 

RESPECT - Respect is the keystone. The inmate will not be,.(?pen with 
you until he o,r she respects or trusts you. Conversely, you must 
respect the inmate's individuality and basic rights as a human being. 
There is ~p room fgr narrow prejudices or feelings of superiority. 
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 
about the offense committed, the family left behind or any other 
deeply he;,ld guilt-associated matters. 

ACCEPT THE INMATE - Accept him or her as an individual who is no better 
or no worse than anyone else. ' To pigeon - hole or categorize a person, 
is, in away, to dehumanize the person. 

" 

,BE PATIENT -' Do not expect overnight mir(ic1es • '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 posit'ive effect 
of your relationship with the offender may .not have a decisive effect 
until long after you've stopped working with a person. 

'~\ ... 
WINRESl'ECT FOR YOURSELF ~The inmate will tleVer respect you until 
it,is clear, that you cannot be conned or manipulated" The inmate's 
manipulations may be expressed in requests for you to influence 
guards, or a witness" or for you to bring something ,in or out .of the '-... 
institution. which may not: be allowed. Nevergiveot.i't your heme ., 
address or phone number, never 10an.moneyor offer a ride to an inmate. 

a 

·~F~t:.,( '. ~ 
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If the inmate asks you to do something which you consider "borderline,1' 'iJ' 

say .that you will check to see if ~,t is all right. Then ask the 
app,£~iate official.. Q " 

~~ .' ' 

EXPECT HOSTILITY - There will be a time when the inmate, overwhelmed 
by troub,les, will confront you with hostility. At such time, do nqt 
force conversation 1,ipon the person and 'above all do not respond in 
'a hostile, sarcastic ",or anxious manner. Do not ac tshocked. Retain 
your composure, ignore the hostility or withdraw for awhile and", 
chances are that t.he person will regain his composure. 

} '~ 

DON'T OVER-IDENTIFY - You ca.nnot take the ;(burden of the other pers.9p.' s 
problems on yourself. They are the inmate's problems, not yours. 

;I 
PON' TEXPECT THANKS - You may n'Ot recei1/e thanks. or any sho~ of 
gratitude from the inmate. He O'r she ~;a.y feel it, but may not know 
how to, express 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 hI' anyone will ever know. 

DO'S AND DON'TS 

IN DEALING WITHOFF,ENDERS 

DO'S DON'TS 

Be Yourself 

Be Friendly and Firm 

Show Respect 

• Don't Probe 

Accept the Inmate 

Be Patient 

Win Respect for Yourself" 

Expect Hostility 
o 

Don't be Conned 

" Don't Over-Identify 

Don't Expect Thanks 

II 

.0 

. ;( 

.or; 
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DEFINITIONS 

Ii 
l! 

I. ACTIVE VOLUNTEER - A persen previding geedd! er services to. the, 
Cerrectiens Divisio,n with no. menetary er rifg~terial gain. Ip.cluded are 
the regular and eccasienal velunteers, mat~~rial deners and members 
ef beards and 'advisery ceuncils. Velunteet: assignments cemplement er 

~' i~~~pplement but NEVER supplant the we.rk ef tiaid staff. .'. 
" . 1,1 ,., \. 

A. R.EGULAR VOLUNTEER - Any persen who. has i:cempleted the requirements 
fer beceming a Cerrectiens Divisien Vell,unteer and is engaged in 

. B. 

specified veluntary service' activities lien an en-geing, continueus, 
regularly scheduled basis. 

" 
., 

OCCASIONAL VOLUNTEER: -Any persen prev~iding en-call orS'~ingle 
task velunteer service. I 

'i. 

C. MATERIAL DONOR - .Any persen er erganiz~:tien previding funds and/ero 
materials to the Divisien witheut materiia.l er menetary cempensatien. 

-... ~. 
II. INACTIVE VOLUNTEER - Any regular service v~lunteerwhe temperarily 

withdraws frem velunteer activities fer a ~iimited peried ef· time with 
the int.entien efresuming these activities }it seme .§.pecified time in 
the future.. ,\ 

.-', .) 1 

III. VOLUNTEER SUPERVISOR - A paid staff ,member I~esignated to. supervise 
ene or mere velunteers. 

IV. BRANCH LIAISON VOLUNTEER COORDINATOR - A pa.;ld staff member, designated 
to.' include among his duties ceerdinatien of:, velunteers at his branch 
and liaisen to. tneVelinCer Administrater. 

~ V" INMATB,,"- Any residen.t e~ a cerrectienal ins'titutien; includes beth 
juveniles and adults. 

... 

'e 

.' 

'I 
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VOLUNTEER QUALIFICATIONS 

"The velunteer sheuld be mature ,friendly, a geod listener, ,imaginat~ve, 
• highly respensible '''and able to. ac'cept "supervisien. He er she must relate'" 
, to. the client in an understanding and nenju'dgmental"'manner, be at least 
'eighteen y:~arseld and participate in a training program conducted by the 
CerrectiQ~s Divisien.(i:~ . 

, ''''''. 
1; -? 

("1 1.'.-

A successful velunteer is a stable, law-abiding individual \vhe cares 
abeut his fellew man. He cares eneughte enceurage" an inmate er ex-effender 
to. everceme the built-in ebstac.les to. securing a jeb, to. gaining persenal 
pride, to. beginning to. develep healthy secial relatienships -- all 9£ 
which, result in a life ef preductivity and persen~al satisfactien. " 

VOLUNTEER JOB 'DESCRIPTIONS 

There are two. majer areas efvelunteer service - Indirect and Direct: 

A. INDIRECT SERVICE - The. velunteer prevides services to. the staff 
er fer (but net with) the inmates., 

B. 

1. Administrative Assistant - Serves as an aide to. the program 
administrater; helps to. s~pervise ether velunteers,en spec;l.al 
preject's~ 

2. Newsletter Editer/NewsletterReperter - Editor writes, edits 
and preefreads the newsletter. Reperter seeks eut and writes 
}nteresting s,teriesabeut velunteers, staff and events f!within' 
the cerrectienal system and in theG-ernmunity. 

3. Public RelatiensAssistant -Develepsinfermatiena:tmaterial 
abeut thepregram, prevides infertnation abeut cemmunity 
reseurces. 

4 • 'Clerical Aide -" Prevides clerical suppert test~ff. 

, 5. Research and Evaluatien Aide - Cellects and evaluates data, 
helps to. prepare technical reperts. 

6. Organizatiens' and Greups - Velunteer e:r.ganizatiens and greups, 
. such asadvisery beards,business ahdprefessienal erganiza­
tiens, cernmunity associatiens and liaisen cemmittees. 

7'~'. Seasenaland Special Prejects' - Velunteer greups. and ind:ividuals 
prqvide geeds ,and services oappreprili'te to specific times ef \ 
the yearO such 'as '.Easter, Thanksgiving ~tnd Christmas. 

. . 

DIRECT SERVICE -The volunteer werks directly with the inmate. 

1. Case Aide::" The one-te'-en~ appreach .is.the fundameI),tal, 
velunteerrell3,t:ienship arid is the. backbene ef"theV61inCor 

.e 

" 
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pr'ograIll. Because the Corrections Division personnel are 
responsible fora large number or inmates, it is very difficult 
for, them to devote a great d.eal of time to anyone inmate. 
In the one-to-one role, the volunteer can devote more time and 
attention 1;0 the inmate. During at, least. weekly hour-long 
meetings, the volunteer establishes rapport with 'the inmate 
and takes an, a.ctive interest in his wel,fare. " 

2. Counselor Aide - The volunteer supplements services of the 
correctional counselor in activities such as liaiso.n between 
inmate and staff/adm~~istration" attorney, family; monitors 
inmate telepnone cal'1s. ., 
l\;";'':';~'." ' 

3. '. P~Y~ical 'Fitness/Recreation Volunteer - Physical fitness and 
recreation on the part of inmates can prqve very beneficial. 
Both help in maintaining a c:l,ean mind and, with an increasing 
interest in physical care, aid in keeping an individual in 
good shape. 

The volunteer's condition and personality should be such as 
toal1.owhim to 1?e a leader, as well as a participant, in 
exertion. 

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

4. Tutor - Many inmates have difficulty in learning skills. 

o 

Thus, it is hard for them to secure .and hold employment. 

The vo!tmteer,devoting one to three hours per week, can 
offer instruction, through individual or small group sessions, 
.in reading and basic arithmetic. Further, the tutor can do 
much'tohelp inmates study for the high school equivalency 
examination, union or trade proficiency exams and other 
necessarY testing. The volunteer can also help to develop 
materials for other tutors. 

5. Religion - Provides religious instruction programs, and/or 
religiqus counseling. 

6. Interpreter - Acts as an interpreter for ,non-English spea~ing 
inmates. 

7. Substance Abuse Counselor Aide - Provides specialized counseling 
Pandsupport network for inmates with alcohol/drug related 

p,:coblems. I:) (, 

8. Transportation - Volunteers transport inmates to needed ser­
'vices such as medical and dental appointments. 

9. 'Job Adviser - The most basic need of ex-offenders is employ­
.ment. :rhe client holding a steady jo],has afar better cban(;e 
of maintaining a positive life style in the community. The 0 

Q 

Q 
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volunteer can assist by actively seek~ng employment oppor­
tunities for inmates in I}eed of jobs and teaching inmates to 
successfully fill out job applications and emp:)..oyment forms. 

i 
Job Trainer - Volunteers with particular skills, such at3 
typing, carpentry, mechanical ability,cd9king,. etc. ,who 
share these skills with inmates of similai aptitudes are 
rendering a service', hot only to the inmate, but to the 
community as well. Skill~id labor leads to employment or 
better employment. }fany inmaE'es have talertt~ which need to 
be developed. Volunteers giving from one '1::0 three hours per 
week/month .can be very beneficial to the rehabilitation of 
the inmate. . . 

Fine Arts Volunteer - This positionis'for persons who have 
a recognized skill in the areas of music, choir, arts and 
crafts and/or drama.' ,', 

At times, he may also set up displays of art work and partici­
pate in programs inside the instit'ution or :outsid'i:;: in the 
commupity. 

: \ 
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TO THE,' ,VOLUNTEER: 
----~~---------

~f! 

As a volunteer youh;aVe expressed an interest in forming a helping ,I' 

relationship with the goal ofpe1p,ing an indiyidua1 transform his ant,i­
social behavior into that befitting a product'ive; social'ized coci1;izen. 

--" 

Your own personality will be influential in motivating change in the ex­
offende;r. Working in a one'-to-onesituation with him, you will be among his 
closest contacts with the values and ideals of society. Keep in mind that 
the.",ex-offender may pattern his life after yours. You 'have already begun 
to give him a model bY"fappearing as a volunteer-~'carl.ng" involved member 
of 'society. 

In meeting an individual having an entirely different set of expe­
riencep, there is the initiaJ,problem of creating trust. We are dealing 
with the ex-offender's trusting you--tilaking the assumption that. your 
chara.cteris strong enough to absorb some let-downs . "However , the trust 
should come to flow both w~ys. 

One way of bringing about trust is expressing care. You will begin 
working with a man who has at least one month until his release from 
prison, which is ample time for the beginning of aL close relationship'. An 
occasional letter keeps you in contact, makesnon-,threatening first moves 
toward communication, shows concern, and makes a necessary introduc'tion. 
If possible, visit at .least once--you will be meeting the client in an 
enllironment to which he has adjusted, which should make fora more " 
comfortable, first meeting.. Nothing sh,?ws mO.re concern and sensitivity to 
a man in prison than his ;receiving letters and visits. 

Trust will continue to grow in the relationship if the client is 
accepted as a per$on, with the respect due his individuality. Allow him 
to give vent to his feelings, to express himself without fear of,r~jection. 
Acceptance is the cultivator of trust. f', 

In this personal, trusting relationship; you wi],l be expected to act 
as a counselor, but please keep in mind that providing counseling does not 
mean giving advice. You are dea:lingwith his problems"so avoid bringing 
yo&r ,own 1nt.o .the 4iscussion. .Begin where your client' s though~,s are 
about the situation, and, gU,ide from there to considering alternatives and 
solutions. His end decision may not be the best. in your consideration, 
but the emghasiis is upon the process of hisc6nside;ring alternatives to 
reach an acceptable end. Do not confuse your judgment of the situation 
with his. You must be careful not to id~ntify with your client so closely 
that you lose objectivity. ,<,' 

There are criticaLare~s of responsibility in any relationship, but 
of greatest importance in working with ex-offenders are confidentiality, 
consistency., and, dependability. All interchange between yourself and the 
client must, be held in the strictest confidence, with the ;mutual under-

, standing that the only 'excep'tion' will. be y8ursupervisor. You must present 
'yourself aS'a cOnsistent person. If you are moody, changeable; erratic 
in decisions or reactions, "you will, have your client guessing .andfurther 
his confusion. You must always be dependab~e. Punctuality, availability, 

.. 
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and. receptivity are important characteristics of an effective v:olunteer., 
This man is depending upon-you to help nim reorganize his life, and it ~\ 
important that he can come to rely on you., '" \ 

As a "volunteer, 'you wi~l be adding a'~5W ~actor to a man' s li~,e.~) ,~ 
Though he ma~.pos~ess a famloly ,and. nume'rClusfr;,loends, they wt:!,~e not enough 
to prevent hlol:l gOlong to prison: you may be . the new ingredient which will 
prevent his ::eturning to p::ison: T~ be. an effec~ive instrument of change, 
you must be lon close relatloonshlop Wloth your client; you both must be able 
to listen to one another and to freely discuss probl~ms and solutions. 

Taken from kit' "Tower Seven Volunteer Orientation Packet", Montana, 1974, 
Hubert, Sam. -,\ 

" ,.;> 
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,THE AMERICAN CORRECTIONAL ASSOCIATION 
CODE OF ETHICS 

.. \' 

,jThe American Correctioaal Assod.ation expects of 
hon~sty, respect for the dignity and individuality of 
corhmitment to prcfess::ib~al and compassionate service. 

i stibscribe lC;:to the, follqwing principles. 

itsmemb,ers unfailing, 
human beings and a 
To'this end we 

J" . .~ 

~ 

Relationships with clients/colleagues/other professions/the public: 
o 

. ~ J 0 

Members will respect and protect "the civil and legal rights of all 
clients. 

Hembers wiJ,.l ~erye each cas~ with appropriate concern for tr{e client's 
" welfare and~with no purposei?of personaV gain. ,~ 

Relationships witht},colleagues will be of 
mutual respec~ within the p~pfessi(mand 
of service. 

such character to p,romote 
i~provement of its quality 

Statements critical of colleagues or their agencies will be made'only 
as these are",verifiable and corlstr,uctive"in" purpose, • . 

• Members "will respect the importance of all elements of the criminal 
justice system and cultivate a professional cooperation with each 
segtnent • " 

.1) 

'0 

Subject'to the client's rights of privacy~ members will r,?spect the 
public' srightto know and vIill share information with the public with 
opennesS' and candor. 

/1 

• Hembers will respect and protect the right of the public to be safe-
guarded from criminal act::j;:yity. 

/ \ o 

"~= . Professional conductl'pra~fices: ~ . ) 

No metnberwill use his or he:!:, official position to secure special 
pr::J.vileges or advantages. 

~') tJ .':';~l 

~ -. . 

No member, while acting in an officic;l capacity, will allow personal 
interest to impair objectivity in the performance of duty. 

~ 

-
•. No member will u:se his or her official position to promote any partisaIl 
politi~al pu:rposes. ~-

',c,,;,·Nomenfber': will accept any gift or favor of sU,ch nature" to :lmply an 
, obIigation th~t is inconsistent with the i;ree and objective exercise 

·of profes$ion~l responsibitit~es. ," 

In;-~!any pul:)l1.c statement, members will clearly dist~,nguish between those 
that are, persorial views and those that aret statements and positions on 

'bJ=balf of an agency. 

,~ 

o 
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Hembers will beqiligent in their 'responsibility to record and make 
available for review a,rty and all ca.se information which' could contribute' 
to ,sound decisions affecting a cliet).t or thla public safety. 

Each member will report, without reservation, any corrupt or unefit'ical 
~behavior 'which could affect either a client or the integrity of the1iorgani­
'zation. 

• Members will not discriminate against any·client, employee, or prospective 
employee on the basis of race, sex,creed. or nation~l origin. 

~_ J' 

'" 
Memb~rs will maintain the integrity of p~ivate information; they will 
neither seek personal data beyond that needed to perform their responsi- . 
bilities, nor reveal case ~nformation to anyone not having proper profes-
sional use for such. ~ 

Any member who is responsible for agency pe"r:sonn~,+ ~ctions will make all 
appointme~t, promotions or dismissals only on the basis of merit atld not 
in futherance of partisan polieital. interests. 

(Adopted August 1975 at the I05th Congress of Correction) 

o 
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CHAPTER IV 
<:: .,! 

PROCESSES 

TRAINING FOR VOLUNTEERS 

Applicants will be giyenthe eppertunityte participate in the 
.orientation and training pregram~' This pregram shall j.nc:l.ude but net 
be limited te: .overview, pelicies andregulatiens .of the Cerrectiens 
Divisien; respensibilities .of the,velunteers; needs, attitudes and life 
styles .of the inmate pepulatien; and values clarificatien. Orientatien 
and training specific te the velunteerls assignment will be the responsi­
bilityef the velunteer' s superviser. Training may be waiv,ed by the 
branch administrater if the velunteer .is adequately cenversant with 
serurity precedures .or is an eccasienal service velunteer. 

II 

STUDENT VOLUNTEERS 

, , 

Any studentwhe wishes te be placed as a velunteer in any Cerrectiens 
Division Branch fer the expresspurpese .of meeting ceurse requirements "." 
shall, prier te referral te a'branch" previde a written statement frem ) 
the ins truc ter • This s ta t:ement,., shall specify ~ 

I':,' 

1. The expectatiens .of the instructer .and student fer the training 
experience. 

2. The r,espensdbi1ities .of the student and ve1unteer superviser. 
!j 

3. That the student and instructeg Will be respensib1e fer supplying 
cepies .of all written materials regardi.ng the placement te the 
student's supervisor. 

, 
REFERRAL· AND AGREEMENT 

Upencem,pl~ti.en .of training, the petential ve.1unteer is ,referred 
te the .apppepriateBranch Liaisen Veiunt:~er Ceerdinater (BLVC) fer censid ... 
era!;ien f(ji: placement. Whenever pessible, the petential' veltmteer is 
interviewed by the sectien and branch administrators as well ,as the BLVC. 
!facceptedfer p1a.cetpent, the ve1!l!lteer and his superviser,tegether, 
complete the Ag'J:'eement Ferm «($eesamp1e iIi Appendix). The Agreement Ferm 
iss:l.gned by them, and the sectien and branch administraters. It is then 
sent,tethe Veli~Cer.Administrator ; the Cerrections n;visien Ad,ministrator 
and the Directer .of ,the, Departmentef'Secia1 Services and Heusing (DSSH) 
{in that order)fe,r ~heir appreval. 

,0 

• 

. , . , 

• 

< ;;', 

, liJ 

The purpeses .of the Agreement' are te :;;l 

1. Clarify expectatiens .of time cemmitment and rele of ve1unteer. 
. . r; 

2. Specify respensibilities .of beth ve1unteer, and supervisor. 

3. Ferma11y autherize the ve1unt~er te werk'under:the auspices .of' 
the State .of Hawaii. 

Nete: Agreements. are acc'eptab1e .only when ccmp1ete1y filled cut. 
An ending date must be stated: New agreements may be made at 
the end, of that time • 

o 
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REPORTING~ \\\, , ~ 

\\ \\ 
''. I, e-
I· Recordkeepirtg\~s a p~rt of your responsibility as a volurit.eer. As' 
a\miniml,lm, you shouId repottthe number of hours you have wor;:ked during 
the month.; In addition, a1;1Y information or feedback you calr' pt:'ovide your 
suF'.ervisor.orthe program ,,~dministrator regarding your job is of great" 
value. Thus, recordkeepi,ne( is important for you and for tJle program. 
Why?? A few reasons ,;i.ncludia the following: I' 

0 

1. You. must report the,. number of hours yo).1 have w9t-ked, so that 
you will be covered' by Workers' Compensation if you are injured 
as a res~lt of volurl.teering. 

2. 

3. 

4. 

5. 

6 • 

7. 

Your recorded volunt~~er exp~;rience is docume:rttation to be used 
to provide irtformationfor letters 'of recomlhendation. 

( 
if 

Your records can be used to help evaluate/your volunteer job 
performance. 

Time reports aid in documenting the cont~'ributions volunteers 
are making to the inmates/wards, .the program, the Department 
of Social Services and Housing a,nd th.e commuD.ity. 

By sharing your experiences and suggestions, \~ou might bring 
?bout improvement and change. . 

Through sharing information and cor/sultation, problems can 
. often be sobif~d while they are still small. 

.\ 

With a verifiable record of. the 1;mmber of hours worked, you can 
get. employment credit when you apply for a government job. 

. , 
Monthly Time Report forms are usual;;Ly included in the program news­

letter, VolirtCor News~. * Please take th¢£ time to complete and return one 
.at the end of each month. You can send. themby messenger through your 
supet:'visor, mail them to our office 'or ,deliver them yoursE!.lf . Or, if 
you prefer, y'ou can report your ho~rs e~ch. mori;th .. by telephone. 

.' Volunteer group activity should~!1sob\~ reported to show the tremen­
dous contribution community groups are making to the Division's many 
programs and institutions. 

o 

*Additiortal fo.rms may be obtained from your supervisor (see ~ample 
in Appendix). 

Q. 

• 

\1 1 
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EVALUATION 

1. Volunteers shall have the opportunity to eval).1ate their placement 
periodica;l1y. .This feedbi:lck is an important means of measul;ing 
volunteer satisfaction and indicating potential problem areas. 

~i 
I. 

'2. Volunteers will be subject trj periodic evaluation by their super..,. 
visor. This provides performance measures for the voluntee~ as 
well as information to the Coordinator for possible letters of ji 
reference or recommendation in ·the future. . 

TERMINATION 

1. Involuntary Termination - Volunteers may be asked to le;3.ve l:he 
Volunteer Program for any of the following reasons: 

2. 

;1 3. 

a. Breach of confidentiality. 

b. Unlawful conduct or breach of Corrections Division Rules and 
Regulations. 

c. Physical or emotional illnesf­,/ 

d. In.abi;I.ity to cooperate with the staff. 

e. Any other activity which threatens the order or security of 
the institution or the safety of the volunteer. 

. f. Erratic, unreliable attendance . 

Voluntary Termination - A yolunteer may initiate a. request to 
terminate service prior to completion of the Agreement. 

. 0 

The volunteer should take responsibility for giving s).1ff:lcient, 
notice to enable a replacement to be found to ensure continuity 
of service. Ideally, the volunteer should find his own replace­
ment. 

Termination Reports - Hhen a volunteer leaves the Volunteer 
Program,. he is asked to co~plete a T~rmination Report, reviewing 
the assignment and reasonsfo:r leaving ~ . ,. 

Any comments. or suggestions yournaywish to make to improve the' 
Volunteer .servic'es Program are welcome. 

:) 

'. 
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SUMM..l\RYOF EXPECTATIONS 

The VOLUNTEER has the right to expect to: 

• •• -be treated as c.\ co-worker. ' 

· .. 

be given suffichent information; oI;'ientation and training for the 
assignment. 
be involved ina meaningful assignment which utilizes and develops, skills. 
have supervision, a written ,activity description of services to be 
performed. and a place to work. 
be-free to discuss prpblems, suggestions or changes with staff. 
receive recognit:i.on for a,' job well done. 

The ADMINISTRATOR and COORDINATOR have the right to expect the Volunteer to: 

• •• abide by his commitmerlt. 
di&.icussany problem per.taining to his being' a volunteer. 
cooperate with the staff person who requested his help. 
keep a record of hours and activities and submit the monthly report. 
request clarification of an assignment. 

The STAFF ,PERSON (supervisor) has the right to expect the Volunteer to: 

be amenable to the assignment. 
requestclatification of an assignment. 
abide b'y his commitment. 
be punctual. 
maintain standard of work performance. 

The INMATE has the right to expect the Volunteer to: 

follow through with the plan to qelp. 
notify him if unavoidably dstain~d. 
respect confidential matters. 

o 
PLEASE DO .•• 

1. Aslt questions until you understand the assignment and the reason for it. 

2. Remember that you are not required ,to have all the answers. Call the 
appropriate staff person when you need in,formatioIx'" or consultation., Team 
work pays off for everybody. 

·3.' Tell your supervisor, the BLVC, or the program, admin.'istrator when you want 
a change ,of assignment. 

4. Keep, ~p-to-daterecords of the items you are to report on and ready to 
o be turned in at'the end of the month. 

5. Ask fpr cons,ultat,ion. when you _need i,t. The people you worl< with may 1:lave 
many problems; some of them may seem new or strange to you. You will not & 
be responsible for sol'~ingthem alL Concentrate on thoseconnectedwfthW 
:your assignment. 

,-

1. 
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ONE IMPORTANT DON'T 

Don't take on so many duties ,or assignments that )Tou will burnout.' 
Sharing your time and talent with people ,who need your help will be 
more rewarding to you and to them if you respect your own needs, too. 

o. 

.k . > 
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CHAPTER V' 

BENEFITS 

Workers' Cdmpensation - Volunteers who are injured while perform­
ingtheir duties may be covered for medical expenses only~ There 
is no coverage for death or permanent' or partial disability 
awards. Th~ injury should be reported immediately to the imme~ 
diate superJisorwho calls the VolinCor Administrator. If a 
physician is seen, he should be notified that it is a Workers' 
Compensation case. 

H.R.S. 1968, Section 386-171: 

"Any person who is irtjured in performing service for the State 
or any county in any voluntary or unpaid capacity under the 
authorized direction of a public' officer or employee, and who 
has not secured payment'of hisnospital and medical expenses from 
the State or the county under any other provision;, of law and has 
not secured payment thereof from any third person, shall be paid 
his rea.sonable hospital and medical expenses under this chapter. 
(L 1963, c 116, pt of 1; Supp, 97-160)." 

Liability. Insurance - All volunteers registered with VolinCor 
are insured by tl1e Volunteers Insurance Se'rvice Association 
(V.LS.) tmderwrit1:en by the Life Insurance Company of North 
America .. 

VolinCor'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 personalirtjuries g.I1d !IP to' $3, 000, 000 in property 
damages. The insurance company has~greed to also provide 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·.forofficial business and provided they are 
duly licensed to operate an automobile. Responsibility 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 withtbe unit to which the volunteer 
is assigned. The names of these volunteers mus.t be submitted to .. 
the Director's office for approval. Under the above conditions, 
the 'State .fleet insurance will automatically cover that indiv.idual. 

• 

I
'·' 
" 

, 

J'. . 
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.; ,~:,;. 
·1 
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4. Transportatitin Expoense ReImbursements - Since funds are limited 
volunteers, are urged. to claim expenses as income tax deductions' 
rather than request reimbursement. 

Volunteers must not assume that reimbursements will be made, but 
should check feasibility with their supervisors pl:'ior to submitting 
req~,ests. 

Transportation costs (i. e., automobile mileage, par~ing fees and 
bus fares) incurred by volunteers in providing \~services as well 
as for official, authorized State business may l,be reimbursed if 
funds are available. IL' ! r/ d 

Volunteers are to keep a record of car mileage on AGS Form 32. 
:he word "employee" should be crossed out and the word "volunteer" 
~nse;ted in its place. These forms are to be' given to the vO.lun­
teer s supervisor at the end of the month. 

D 

\) 
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CHAPTER VI 

CAREER DEVELOPMENT PORTFOLIO 

You~work with VolinCor will be a un~que eJ:Cperience through which 
,you will be able to develop your personal competencies~ Documenting the 
"training you have received and the skills you have acquir.ed in your 
volunteer job will have great value in your educational pursuits and for 
careler 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 e~perience~ you will begin to identify the wide 
range of skills you possess and develop greater satisfaction from your 
community volunteer services. 

, , 

.j 
I 

-1 , 
'~ 

VALIDATING EXPERIENCE AND COMPETENCIES 
These are examples of sk:Uls you may have deyeloped in your volunteer job. Each 
job might include skills from""art'y or all of 'these categories. You may also wish 
to include other skills nst listed here. 

(t,/ 

BASICPERFOru·!AJ.~CE SKILLS 

I CAN: 

show responsibility 
be Qn time for appointments 
accept a cOllUIlitment 
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 
complete an assignment 
express myself clearly 
demonstrate time management 
work independently 

DIRECT SERVICE SKILLS 

I 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 others identify and explore 

. alternative courses 
work with a group 
supervise 
lead a group ':::::' 
develop leadership 
teach/tutor 
conduct interviews 
develop a program 

ADD YOUR OWN SKILLS, IF NOT LISTED ABOVE 

II 
ADMINISTRATIVE SKILLS 

I "CAN: 

make policy decisions 
delegate responsibility 
speak effectively 
express myself clearly in writing 
develop goals and objectives 
chair a meeting 
plan an agenda 
record material clearly 
organi2;e written material 
prepare .reports 
do research 
compile statistics 
develop questionnaires 
survey problems 
conduct training sessions 
ma~e financial decisions 
pian a budget 
develop a proposal 
write a grant 
raise money 
supervise others 
represent 'the agency 
do public. speaking 
contact media 
edit publications 

OTHER SKILLS 

I CAN: 

lead tours . !; 
operate equipment ,'1 
advocate for change . Ii 
pe:rform office work (specify !,o~iype, 

answer ph,ones , etc.) ji " " 
demonstrate a:rtj,.sticability (sJ?ecify:. 

decora tions ,c, 10 go, graphics., Ii ' 
portraits, ~tc~) . f·,. 

" Assist in theater prociuctions ~:specify:, 
, ' , 11' 

. perform, w.rite plays, arrange sets, etc.) 
Participate in environmental cCincerns 

, (specify: park m,aintena'llce'll tree 
planting, naturedisplays,~tc.) , "II 

Ii 
i/ 

II 

(j 



WORK EXPERIENCE RECORD 

Name : ________________ ---' _______ "-'--_________ _ 

Job title:, ___________________ ..,.. _____ -:--_____ --::-__ _ 

Agen$'Y /Organization : __ ---'-----"--------------------: .,-___ _ 
'~ u 

Dates served: No. hours per week: ---- Total hours ------
Sup~rvisor:0 Title: ______________ __ 

Job desc~iption and responsibilities: _________________________ _ 

';\ 

Competencies/skills develo}'ed and how acquired:---:-_________ ------

__ ~~_~ ____ ~~~j~,l-';---------------------~----
If 

Additiona:l Comments : ____________ -~-------------------

),J 

Signatu're of supervisor (if ciesired) __________ --=----------

I, 

Sugges:ted attachments: 

l~ Wt'itten statements of actual accomplishments. Detail your progress in 
ac!hieving 'your goals, citings,tatistics .and reco,rds. 

/i " 0 ' 

,2. ~prk plans or reviews., 

3. Clontracts, letters of agreement, job description. 
" 

4. lLetters of recommendation, citations,awards. 

5 '!Performanceappraisals, ,program evaluations • 

6. iFinishedproducts (speeches,articles, reports, ~tc.) 
I, 

7': !Other miscellaneous ix,.formation. 
if I,. 

{) 

. 
" 
,1 

i 

!~; 
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EDUCATIONAL ''RiCORD 
(workshops: conferences, training sessions, etc.) 

Attended by: ----------------------------------------------------------
Workshop, Conference, Training Title: 

------~-------------------------
Sponsored by: 

------------------------------------~----------------
Date: Total hours: --------------------- Titl-e-:-z..,..j---------------------
,Instructor: 

------------------------------------------~ 
Topics covered: 

----~--------------------------------------------------

Resources used:' 
----------------------~-------------------------

Knowledge acquired: ____________________________ ~ __________ , ____ ~r:~:) ______ __:~-

Competencies/skills developed: 
----~--------.,-----------------------------~---

Additional Comments: 

o 
------------------------------~--~-----------------------------------------~~~,--~~--~ 

Ins trllctor' s signature (if desired): _______ ~ _______ ~ ____ .,.....~-,___--___,-

Poeition 
~----------~-----------------------~-------------~---~ 

Suggested Attachments: 

1. Course outline 

e 2. Resource materials 

3. Manual 

4~EvalucLtion 

S . . Certification· 

., 
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APPENDIX 

,-.::, > 

(J 

o. 
Directory . . .:,t/', ,. • ,. • • • • • • • '. • .' • 

CliAPTER VII 
Glossary 39 . .~ . . • • .. II • 

Agreement Betweim",Voluntee,r and'Superviso+, (Sample Form) 41 
REMEMBER ••• 

Volunteer Monthly Time Report (Sam~leForin) • 43 

Whatever particular job a volunteer does, tIle most Notes ., . . . . . . . . . . . . . . . . . . . .; 44 

valuable contribution is his o'r her personal commitment 

to the correctional process. Citi1en participation holds 

open the door to the vast resources of the community. Only 

citizens can bring the viewpoint of the community into our 

correctional programs and the needs of those. programs back 

into the community. ~hey offer a bridge of understanding 

and strength to a system that must succeed for the sake 

of the public good, as well as the good of the individual 

inmates and ex-.offenders. 

C:l 

• 

o 

" 

~J 

\' ~ 
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DIRECTORY 

Corrections Divisiort Administration - P. O~:Sox 339 (tilailingaddress) 
1390 Miller Street (office address) 

Kakesako, Michael 
Kawahara, Samuel 
Cavaeo, Valent:Lrt~ 
Rosengrant, Robe'rt 
Cole~ Rosalind 
Okuda., 'Ethel 

Honolulu, Hawaii 96809 

Admini.strator 
Assistant Administrator 
Planner 
Planner 
VolinCor Adminis tra.tor 
Office Manager "'~ 

Conditional Release Branch - 647,Laumaka Street 
Ronolulu~ Hawaii 96819 

'Xomatani" David Administrator 

548-6441 
548-6440 
548-2845 
548-3930 
548-2549 
548-6442 

847-5011 

LaumakaConditiona1 Release Center.- 647 Laumaka Street 
'Honolulu, Hawaii, 96819 

TO'(Tlatani, David Administrator 845-1441 

Kame,hameha Conditional Release Center - 42~455 1{~laniana01e Hwy. 
...... Kailua, Haw~ii 96734 

Murai, Hqward Administrator 

Correctional Training Center ~ P. O. Box 339 
Honolulu, Hawaii 96$09 

Kakazu, 10shiaki 

Halawa Correctional Facility 

Oku, William 
Hoe, Carole 

Correc.tions Training Proj ect 
Coordinator 

P. O. :Sox 33 
Aiea, Hawaii 96701 

Administrator 
Social Worker; BLVC* 

Maluhia Women's Residence - P. O. Box 1464 
Kailua, Hawaii 96734 

Lee, Henr'y 
Kitamura; Jon 

Administrator 
SocialWorke.r; BLVC* 

*BLVC:Branch Liaison Volunteer Coordinator 

(1. 

262-0880 

262-8105 

488~193l 
488-7289 

261-0873 

. (~J 

0' 

:1 

f 
,/ 

.• ' 
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/Hawaii State Prison ... 2109 Kamehameha Hwy. 
Honolulu, Hawaii 96819 

841;"'8711 

Oliro, Antone Administl:'ator Ext .. 124 " 

c 

}.~, 

Wilhelm, Edith Assi,stan tAdminis tra tor 'Ext. 134 

Aquino" Daniel Hoomana School Administrato' .... Ext~ 146 

Murakami, Miles Correctional COllnse1or; BLVC* Ext. 132 

Keehi Annex - 2247 Xamehameha Hwy,. 
Honolulu, Hawaii 96$19 

, Sheenan, Jack Administrator 845-6191 

Correll, Yvonne Social Worker; BLVC* 

Hawaii Youth Correctional Facilitv - 42-477 Kalan;I:a.naole Hwy .~~26i:08S8 
Kailua, ~awaii 86734 

. Chang, Vernon Administrator 

Matsuo, Wayne Olomana Administrato~ 

Sato, Shinobu Kaala Administrator 

Kubb, Roy Uooki,pa Administrator 

Boys' Group Home - .1124 Ukana Street 
Honolu1~, Hawaii 96818 

Hyun, Edmund Acting Administrator 

Hawaii Community Correctional Center - 60 Punahe1e Street , 
Hilo', Hawaii 96720 

Andrade, Clarence Adminis~;rator 

Matsuda, Warren $ocialWorker; BLVC* 

Kauai Community Correctional Center - RR 1, Box:> 510 
Lihue, Kauai ''9'6766 

Smythe, John Administrato}:' 

Visaya, . Anthony', Social Worker; BLVC* 

Ext. 110 

Ext. 133 

Ext. 131 

Ext. 134 

422-0§Sl 

961-7230 

24.5-958l 
":'.""l·; 

,,~.BLVC: Brallch Liaison .Volunteer Coordina.tor 

,0, 

i:;, 

j 

" 
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,Ku1.ani C:orrectionalFacility - Star Route 1 
Stainbeck Highway 
Hilo~ Hawaii 96720 

Peralto, Stephen Administrator 

1.1aedo, Thomas Social worker; BLVC* 

'Haui Community Correctional 'center: .... " 600Waiale Drive 
Wai,luku, Maui 96793 

K6bayashi,' Kazumi Administrator 

,Nagata" Andrew Social Worke~; BLVC* 

c' 

*BLVb: Bran~il Liaison Volunteer, Coordiriato,!" 

D 

"935-2280 

244-5505 

:"~-\',,",,' ' 

,_,,1;' 
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\ " GLO§SARY" 

, u 
l'~: Adjudication or judgment - A judicial dete.rmination or decision fot' 

~\ acquittal or conviction. A judgment of conviction, sets forth the 
,\ plea, verdict'i,or finding, the adjudication and sentence. 

\' 

2. \Appeal ... An appeal by ,a defendant, may be tak.en within a certain 
~eriod after entry of the judgment. 

3. 
~ \ ;\ 
~praignment :,- The reading of the indictment o'r infor'\'nation to the 
d'l;.\fendant o rI'l stating to him the substance of the char~(e and calling 
him to. plead: thereto. '" 

"\\\ \\ 
• 'I \~. if 1\ 

Ar:;:.est - A tl~king into custody; a. suspect may be arrest,ted as a result 4. 
of'" iUrect evidence, a, warrant for arrest or probable ca\(:~se. 

~\ 
'I 

5 B "1'" Th . i f h d 'I • ....B:.:.J... ,e secur~ty g ven ot t e ue appearance of the '.\accused in 
ordei,i, to obtain his "release from custody. The amount ot\bail is pre-
fixed\ by, the Circuit Court judge according to the offense\. 

6. BO£ki&s. - A police p,!;,ocedure involving registeriIlg, photo~raphing 
and f;b?ge'rprinting of the suspect or accused. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

!.\ 
\, 

Charge!-An accusation of a wrong or offense., ~ i 
,\ 

Complaint - A written s'tatement of the essential facts conS\~it~ting 
the offense charged. Ii, 

~\ 
Felo~ - A major crime; 
by the Circuit Court to 
the minimum sentence is 

upon conviction,the defendant may b\i~ sentenced 
a 5-year probationary term ot to a s~'P-te prison; 
1 year and the maximum is life withou:~ parole. 

H 

Grand Jury - A group of jurors (not ,less than 18 o~ more than\~23)who 
"examines accusations or allegations against persons charged w£Fh crime 
and finds bills of indictment if the' ev.idence warrants.' \II 

" ' c ' ,: 'Ii:' 
Indictment or Information - ,A written statement of the' essentici:(l facts 
constituting the offense" charged. An"'offense which may be puni\~hed , 
by imprisonment for life shall be prosecuted by indictment. An\~ , 
offense which may be punished by imprisonment for a term exceed~\ng 
-one year at hard labor shall be prosecuted by indictment or pr.os~cuted 
by information if the defendaIlt, after being advised o~ ,the char~~e 
and pis rights, waives in open cOQr·t prosecQtion by in4ietment: l 
~isdemeanor - It, criminal offense for which ,the maxi~um fid~ in di~f£erent 
states'varie~;f from $100 to$500.'Th~maxi1Il.um teI,'1Il in a loqal jai~tisup , 
to 1 ye:!3-r, with theaver~ge term usually 90 days: and the' riiaximum:\\probati,on 
period 1 year. 'They iippear in the lower~ courts, 'called 'aistrict d'outts~ ", 

Motion. An application to t~: co~rt for an order~s made bymotiol. I 

It is u~ually iuW+iting uIl~ess the" court permits it to,Lbemad~ or~~,l.ly;. 
The mot~on states the, grounds on which it is made and sets forth tllte 

order~sought, It "",yoe supported Oy af:idaVit • " ··l.~ , 
~4 1'1 ": .. 

,0 
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14. Parole ... A kind of after-care; supervision is provided to help the 
perSOn adjust to life in the community after he has been in an insti-
tution. 

15, Petition - The legal instrument which .initiates fDrmaL~ourt invo1ve­
:mentwith a juvenile; analogous to the information filed by the Prosecuting 
Atto:rney on art adult in the adult criminal. courts. 

16. Plea - A defendant is apprised of his right to counsel before plea. 
He"';a.y, then plead not gui~ty, guilty, or with the conseIlct of the court, 
nolo contendere. 

17. .Pre1iminary· Heating - A hearing before a District Judge' to determine 
whethe,rthe State has sufficient evidence regarding a felony and whether 
thedefendantconunitted that felony. 

18. Pre-sentence Investigation and Report - Investigation and report are 
made to the' cou.rt before the imposition of sentence or the granting 
of probation unless the court otherwise dire~:ts. The court may disclose 
information contained in the report to, the pi;osecution or to the 
defendant's att~:rney or the defendantwithoutf disclosihg any source of 
information which was received in confidence. 

,,~ 

19. Probation - After conviction of an offense, the defendant may be 
placed on probatio.n, except where probation is forbidden by law. 

20. Recidivism - A re(!idivist is a person who has been thro~gh the court 
and gets in trouble again after the court involvement is tepninat.ed. 

(, 

21. Reduction of Sentence - The court may reduce a sentence within 60 days 
after the sentence is imposed. 

.e 

22. Revocation - Generally, a hearing to .show cause why a person's proba­
tion or parole should not be revoked when he is alleged to have violated 
his terms or conditions of probation or parole. 

" 

. I 

-

'. 
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STAn OF ~AII 

Depart::leneof Sodal SernC!!5 atld Rousing 
COrrect:!,oll.S Divis!Qll .: 

AGREEME:N'r aEn<nN 

Dace _____ _ 

.• I VOLUNTEER. AND SUP ERVISO:Et 

___ ~=_-__:,..-:'_:__-..,....-'--_ v:!.ll ~ork at ----',!-___ ....... --,-=--__ ~-----
(Nace of Volunl:eu) (Bratlch) 

_____ --:=-~--__ ------ every _____________ ~~~~-~~~ __ ~---------
(UIdt) ~,Day<s) of Week) 

frail ____ .::.:to::..-__ , beginning _ ........ __ ....,,:-:--,..:----,=--.;.....,=-~ __ --- and ending 
G'!onth, Da~', Yur) 

--r.:--,-;--=----=--.---. The volUllt'eer position is -----"1:'~-'!:'"---""O---
(Month, Day, Yea:) " (Title.) 

and t!le work to b. done inc:ludes :. ____________________ ....... _--' __ 

The volunteer agrees to maintain c:oa!1denci4l11c:y in regard to c:h. e11enes ,staff, and. 

fac:1lit:y and to abide by _11 other components of :he ~de of Ethics for Voiuncl!It,t'l. 

The supervisor agrees to provide tll. orlentation,' c:raininl. and support requi::ed to 

enable the volimceu to dotlle work stated abpve and to follow the. ~idelines for Staff. 

. 
The volunteer will keep a record of the tim. ~. has worked and submit a Monthly tim. 

Report to the supervisor at tlleep.c.of each month. The supervisor will sign'the for.: 

and send it to tlle Correetioll.S VolUllcHl:" Services Program Co,?rdinator by tbe3rd work.:U:t~ 

day of .each month. 

" 

(S1i1l&cUre of Volunteer/Date) (S1~ture~ of SlOpervisor of V'olulJ .. teer/Dat 

. (Signature of Branch Administrator/Date) 

(Signaeureof VolinCor Administrator/Date CS1inature of 9~rector.DSSH/Date) , 

(Signacura of CorrectionsD1v .• Acim./Data) 

.. 

. DSSa-30S0 (:~vis.d 9/6(78~ 

... 
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~. tollov1:lS iU1~eli:u have' bee: adapted froQ tbose of the American hd 
Crolla and the ~w To:::1I: ,St~u Cornctiond Volunteer Suv1ces Program. 

The aettd~'" of the ",olw:ieser are th~,a::.a asth. needs of t,he eplo,. ••• 

.'1'rue the volunteer u a cO-'AOrur. Accept the volunteer as a person who 
will supplemeat, complaCIeac. amplj;fy, utUlii, or ella.anee services provided b,. 
the regular staff 10 that ,morl can be doaeWithin timl and budglt. 

1. P~vid. all essential orientation for the volunteer to your branch 
,and IllUt: the policies; people, aild program. 

2. tnfor:'the volunt.er in clear detail of ~hat is expected and 1: what 
areAS the vollmCeer uy uk. penoul and f1:1a.l d:)eisions. . 

3. ProVide thouaht:!11l1,. plaanedand d!.cd,vu,. presented tra1riinl u tI.ed". 
4. GIve the voluntur a ~1IJU.Hcant);ask, but: do not rel1.nqu1sh the 11.nu 

of, authority or resp0tllibil1ty of you: job. 

S. lncouragl the "oluntee~b,. rleogn1:i:g and deoonstratini appreciation 
of progress. tet volunteers lcnov thac, they are aeeded andthac what 
,thl,. are' tioinl bu real iJutposa. 

6. bSPKt thl volunteer' sboaest opinion and. accept const7:Uctive suggestions 
in the~lpirit thatsoce of the tleeds o.f the Cor:,ectiOtiS Division can 
b. met bY,couce::ed c1ti:&I1.I. 

7. G1v,e Chi voluncla: opport'lmitil. to ~ov, eo advance CCI ClO:'. n~ponsibl. 
pos1l:iou., 

CODE or E'l'liICS FOB. VOLO'N'l'I'Ea5 

As a volunte.r I ~e&liz. that t am subject tCl a code of ethics similar 
to tMe which bind!t c11. pl'1'fusiouals in ell. field in which I 1tOrk. t:1Jce 
theQ, I assum. ,ertain responsibilities and~Kt eo accoune f.or v.liae I do 
~ terms of whae I am ~ectld to do. 

1. I w:Ul. keep cou!:1:dellcial matUrs confidential.. 

2. I interpret ~volu:teer" to =eau tha:1 have agreed to'work without 
cOClpansac~ou in !DOO.,., bue: hav1::1g beea. aeceiltad as a ·.mrker, I e."qIKC 
co do m.ydiork' according ,to standards as ehe paid staff ex;leccs eo do 
thei: wad:. . 

3. I prom1.se to brln, to lfl'/ \lork an.ateitude of open-m1r.d~dlle.s,s; to ba 
v1ll1n1 tCl be t:'a~ed ,for it; tobrinl eo it tnterest and atteac10u. 

4. I reali:. that I may hav~ assees thaC lfl'/ co-workersmay not ha~a &ed , 
tha_t I should u.se tl1u. to. e=rich th. projece\~l= "1'hich we are work1:1 
cOlethar.. ,,"'~\ ' 

5. I realize also chat ~ lUY ,lack asseutha!: t:1 ce~ot'kars have, but 
t v:f.l1, cot lec this !I1.likl lIZe f .. 1 1:ad~uae. but w:f.ll Ia.deavor, to 
.. s15e 'in developing leo!! cI~rk. 

6. I pIe co lind out 110'01 I cau {esc serve che actiVity, fo'r ... hich I hava 
voluateered, acd to offer as much· as I am su=e I cae give, but:o 
1IIOn. ,~:;-

7. t realize eha!: I must. llve up to lfl'/ premise and" thl!t'8fore, will b. 
eli're!ulthacm.y a&rae=.enc is 5051:1'1. ,ud clear chat it: canooe b.· 
ClisUlldersceocl. 

S. I believe, chat 'ItT aetitude t~ard voluntl!er IZotkshol1ld be professioa.al, 
Ibalie.,. that I have au obl1iac101l 'eo m.y work, eC) chose who diract it, 
tolfl'/, i:olleaiUe~, ,co tl1os. for 'JhOIll it: is ·done, and to t:e ",uo,11c. ' 

" Source: AA~ - 11/17/50 " j; 
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• DEPARTMENT OF- sOCIAi SERV-fcES .AND IIOUSING 
CORRECTIONS 41iISION 

Volunteer Monthly Time Report 

'II .,. ,'"'" 

' ... ,," 
'\ 

" 

NAME: .J08 TITLE: .,..-...._~ ______________ _ HONtll/vEAR: -----.,..-', 

BRANCh: UNIT: 

TOTAL HOURS: __ --' ___ .:--___ ---' __ _ NUMBRR OF CLIENTS SERVED: 

(Please inaert number of houra worked. on ea«;.h date) 
I, 

1 2 3 I. 5 6 1 8 9 lQ 11 12 13 14 15 16 17 18 19 20 21 22 23 ,1.4 25 26 27 28 29 3Q. 31 
, , 
I ' 

'0.;...;... 

COMMENTS: .... 

DSSH-CD No. 163 Revised 10/7/17 

... iDetSlcb l:.m_dsi~ted line~aDd_returD to_ Vulunteer _CQol:d!natQr_ v1a_YUUI auneIv!sur _OD first da~ af_tbe_manthl - '7 _ 

STATE OF HAWAII 
,DEPARTMENT OF SOCIAT~ SERVIC~S AND HOUSING 

CORRECTIONS DIVISION 

Volunteer Monthly Time Report 

NAME: __ ~ __ ~_~ ____________ _ Jon TITLE: __________ --"-~,~_' _.,_. 

BRANCH: ~ ___ ~ ______________ ~ __ UNIT: _~ ___ ~ ________ . __________ ___ 

TorAL 1I011RS: __________ -...:.. N(.JMnE~ OF CLIENTS SERVED: __________ --, 

(Pl«;!aae insert number of houraworked on e.achdate) 

MONTII/YEAR: _-'-____ _ 

1 2 1 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 UI21J24/2 26 27' 1211 '29 110 :11_ 
-. 

• 

COMMENTS: 

.. -CD No. 163 Revised Ib/7/77 
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CONTACT PEOPLE: NOTES: 

;:, 

Coordinator: - , 

Phone: 

Address: 

Staff Supervisor~ 

Phone: 

Address: 

ASSIGNHENT: 

Date: 

Name: 

Adress: 

Phone: 

Other Infor..lation: 

PROCEDURES: -,' 

-Q 

EMERGENCY PROCEDURES: Ii 
;1 

. "";", 
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