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CVLT VOLUNTEER PROGRAM 
[updated August 14, 2002]

Note: [VAO - name of position] refers to the Volunteer Assignment Outlines, which will formally assign the tasks listed below to volunteer applicants

Summary:  The Volunteer Program consists of six volunteer teams: Legal Land Protection, Land Protection Fieldwork, Fundraising & Special Events, Media & Education, Grant Proposal & Report Writing, and Office Administration. The teams will be administered by Volunteer Team Coordinators who may be required to sit on the board and who will oversee volunteers and volunteers activities. In the future, a hired volunteer manager will take on the overall role of administering and coordinating the volunteer program, working with the Team Coordinators.

Volunteer Team Coordinators – some of these tasks may be given to a hired Volunteer Manager in the future  
Facilitate the volunteer program:

· Help develop volunteer assignments

· Recruit volunteers

· Respond to online and direct applications

· Conduct volunteer interviews

· Volunteer selection

· Collect new volunteer information

· Develop and conduct orienteering and training sessions 

· Refine training manuals and procedures

· Expand training resources, and support network – direct volunteers to support persons 

· Order and ensure access to supplies

· Collect volunteer activity/ hours information

· Maintain volunteer communication system 

· Oversee volunteer program evaluation

· Volunteer appreciation/ awards

· Write referrals

· Track volunteer program budget

· Write monthly and annual reports to the Board

Legal Land Protection Team – covenant work from initiation to finalization of the covenant agreement

Covenant Process Facilitation – [VAO – Covenant Paralegal]

· Title search

· Gather land use and management information

· Landowner contact and relationship building/ negotiation of terms and conditions of conservation covenant

· Work with other conservation organizations

· Prepare legal document/ liaison with legal professionals and other professionals working for CVLT

· Facilitate landowner access to independent tax advisors, surveyors and appraisers if necessary

· Prepare application to Land Reserve Commission if land is in ALR

· Prepare management plan if applicable

· Research of land protection options

Land Protection Fieldwork Team – assist staff in conducting baseline inventory and covenant monitoring sessions, participate in land protection projects.

a. Baseline Inventory assistance– [VAO – Covenant Monitors]

Fieldwork

· Landowner contact and interview

· Work with maps and air photos 

· Establish vegetation polygons and permanent monitoring sites 

· Establish survey tie points

· Collect specific biological and physical field data (may include soil and/or water or testing)

· Conduct plant and wildlife inventory 

· Record accurate information through photos, forms and field notes 

Office Work

· Create a features map of the covenant area

· Input field information into database 

· Label, arrange and scan photos 

· Create Power Point presentation

· Write Baseline Inventory Report Summary 

· Create Baseline Inventory binder 

b. Covenant Monitoring assistance – [VAO – Covenant Monitors]

Fieldwork

· Landowner contact and interview 

· Locate monitoring sites 

· Monitor usage of property as per covenant monitoring program for that property 

· Observe and record plant information [with assistance from Naturalists]

· Observe and record of wildlife information [with assistance from Naturalists]

· Take photos 

Office Work

· Input monitoring information into database 

· Label, arrange and scan photos 

· Update Power Point presentation

· Update features map of property*

· Write Monitoring Report Summary 

· Update Covenant Monitoring Binder 

c. Land Protection Projects [VAO – Land Project Volunteers]

· Brush clearing, broom bash

· Trail building 

· Planting

· Survey (e.g. habitat survey of One Spot trail)

· Landowner contact

Special Events &Fundraising Team

a. Special Event planning – [VAO – Special Event Planners]

· Coordination of facilities for events

· Coordination of event activities 

· Creation of guest list, target audience

· Coordination of experts, special guests, and volunteers needed for event

· Contact with other organizations to collaborate on event

· Contact with Media and Education Team to create advertising materials

Possible events:

· Workshops (Professional & non-professional)

· Presentations/ lectures/ workshops

· School projects

· Plant sale

· Monthly/bimonthly nature walks, (activities related to land trust activities)

· Annual gala event

· Event information booths

b. Fundraising – [VAO Fundraisers]

· Donor solicitations

· Participate in special events

· Carry out ongoing (long-term) fundraising initiatives 

· Quality Foods

· Island InkJet

· WCGE Society Coffee and Tea sales

· Direct donation initiatives 

· Expand the scope of current fundraising program

Media & Education Team

· Write press releases & articles [VAO – Promotional Writers]

· Design and produce newsletter [VAO – Newsletter Designer, Newsletter Producers]

· Media Presentations [VAO – Promotional Speakers]

· Website design/ updates [VAO – Website Producer, Website Creator]

· Create promotional materials (photos, brochures, information boards, artistic mapping) [VAO – Photographers and Artists]

· Create signage for CVLT covenant properties [VAO – Artists]

· Collect newspaper clipping and create CVLT scrapbook [Scrapbook Keeper/ News Clipper]

· Conduct guided tours of covenant lands and project areas [VAO – Naturalists]

· Prepare educational materials [to be shared between above mentioned volunteers]

Grant Proposal and Report Writing Team

· Project development & grant applications [VAO – Project Developers/ Proposal Writers]

· Grant proposals [“]

· Reports to funders [“]

Office Administration Team – some of these tasks could be grouped together for volunteer assignment depending on volunteer time commitment

· Computer maintenance (virus protection update, defragmenting, file backups) [VAO – Office Reception]

· Donor/ Membership/ Contact updates (soon to be database management) [VAO - Donor/Member/Contact Tracking & Appreciation]

· Maintenance of library and files [VAO – Librarian]

· Phone and email messaging [VAO – Office Reception]

· Office Scheduling [VAO – Office Reception with the help of the Office Admin coordinator]

· Office Inventory [VAO – Office Reception]

· Thank-you letters / mail merge [VAO – Donor/ Member/ Contact Tracking & Appreciation]

· Prepare and update Board manuals [VAO – Board Manual Updates]

· Database entry and word processing [VAO – Office Reception]- add this to job description or create new position.

Introducing…

The Comox Valley Land Trust VOLUNTEER PROGRAM 

– Updated August 14, 2002

Note: [VAO - name of position] refers to the Volunteer Assignment Outlines, which will formally assign the tasks listed to volunteer applicants

Summary:  The Volunteer Program consists of six volunteer teams – Legal Land Protection, Land Protection Fieldwork, Fundraising & Special Events, Media & Education, Grant Proposal & Report Writing and Office Administration.  These teams will have support from the board through the Team Coordinators.  In the future, a Volunteer Program Manager will work with the team coordinators and will run the overall administration of the volunteer program.  

Volunteer Team Coordinators – the Volunteer Team Coordinators will each work with one of the 6 teams to conduct the following:
Facilitate the volunteer program:

· Help develop volunteer assignments

· Recruit volunteers

· Respond to online and direct applications

· Conduct volunteer interviews

· Volunteer selection

· Collect new volunteer information

· Develop and conduct orienteering and training sessions 

· Refine training manuals and procedures

· Expand training resources, and support network – direct volunteers to support persons 

· Order and ensure access to supplies

· Collect volunteer activity/ hours information

· Maintain volunteer communication system 

· Oversee volunteer program evaluation

· Volunteer appreciation/ awards

· Write referrals

· Track volunteer program budget

· Write monthly and annual reports to the Board
Legal Land Protection Team – covenant development and legal research.

Covenant Process Facilitation – [VAO – Covenant Paralegal]

· Title search

· Gather land use and management information

· Landowner contact and relationship building/ negotiation of terms and conditions of conservation covenant

· Preparing legal document/ liaison with legal professionals and other professionals working for CVLT

· Facilitating landowner access to independent tax advisors, surveyors and appraisers if necessary

· Preparation of application to Land Reserve Commission if land is in ALR

· Prepare management plan if applicable

· Research legal land protection options

Land Protection Fieldwork Team

a. Baseline Inventory assistance – [VAO – Covenant Monitors] 
Fieldwork

· Landowner contact and interview

· Work with maps and air photos 

· Establish vegetation polygons and permanent monitoring sites 

· Establish survey tie points

· Collect specific biological and physical field data (may include soil and/or water or testing)

· Conduct plant and wildlife inventory 

· Record accurate information through photos, forms and field notes 

Office Work

· Create a features map of the covenant area

· Input field information into database 

· Label, arrange and scan photos 

· Create Power Point presentation

· Write Baseline Inventory Report Summary 

· Create Baseline Inventory binder 

b. Covenant Monitoring assistance – [VAO – Covenant Monitors] – task may include some or all of the following:

Fieldwork

· Landowner contact & questionnaire 

· Locate monitoring sites 

· Monitor usage of property as per covenant monitoring program for that property 

· Observe and record plant information [with assistance from Naturalists]

· Observe and record of wildlife information [with assistance from Naturalists]

· Take photos 

Office Work

· Input monitoring information into database 

· Label, arrange and scan photos 

· Update Power Point presentations 

· Write Monitoring Report Summary 

· Update Covenant Monitoring Binder 

c. Land Protection Projects [VAO – Land Project Volunteers]

· Brush clearing, broom bash

· Trail building 

· Planting

· Survey (e.g. habitat survey of one spot)

· Landowner contact

 Fundraising & Special Events Team

a. Special Event planning – [VAO – Special Event Planners]

· Coordination of facilities for events

· Coordination of event activities 

· Creation of guest list, target audience

· Coordination of experts, special guests, and volunteers needed for event

· Contact with other organizations to collaborate on event

· Contact with Media and Education Team to create advertising materials

Possible events:

· Workshops (Professional & non-professional)

· Presentations/ lectures/ workshops

· School projects

· Plant sale

· Monthly/bimonthly nature walks, (activities related to land trust activities)

· Annual gala event

· Event information booths

b. Fundraising – [VAO Fundraisers]

· Carry out ongoing (long-term) fundraising initiatives and expand scope of current fundraising program

· Quality Foods

· Island InkJet

· WCGE Society Coffee and Tea sales

· Direct donation initiatives 

· Donor solicitations

· Participate in special events

Media & Education Team

· Press releases & articles [VAO – Promotional Writers]

· Newsletter [VAO – Newsletter Designer, Newsletter Producers]

· Media Presentations [VAO – Promotional Speakers]

· Website design/ updates [VAO – Website Producer, Website Creator]

· Promotional materials (photos, brochures, information boards, artistic mapping) [VAO – Photographers and Artists]

· Signage for properties with CVLT covenants [VAO – Artists]

· Newspaper clipping and scrapbook creation [Scrapbook Keeper/ News Clipper]

· Guided tours of covenant lands and project areas [VAO – Naturalists]

· Preparation of educational materials [to be shared between above mentioned volunteers]

Grant Proposal and Report Writing Team

· Project development & grant applications [VAO – Project Developers/ Proposal Writers]

· Grant proposals [“]

· Reports to funders [“]

Office Administration Team – some of these tasks could be grouped together for volunteer assignment depending on volunteer time commitment

· Computer maintenance (virus protection update, defragmenting, file backups) [VAO – Office Reception]

· Donor/ Membership/ Contact updates (soon to be database management) [VAO - Donor/Member/Contact Tracking & Appreciation]

· Maintenance of library and files [VAO – Librarian]

· Phone and email messaging [VAO – Office Reception]

· Office Scheduling [VAO – Office Reception with the help of the Office Admin coordinator]

· Office Inventory [VAO – Office Reception]

· Thank-you letters / mail merge [VAO – Donor/ Member/ Contact Tracking & Appreciation]

· Prepare and update Board manuals [VAO – Board Manual Updates]
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