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Lutheran Volunteer Corps 


2010-2011 Placement Application: Part I

* 1226 Vermont Avenue NW * Washington, DC 20005 * (202) 387-3222 * www.LutheranVolunteerCorps.org *

  Program Director:  Program@LutheranVolunteerCorps.org
APPLICATION – PART I (To be shared with prospective Volunteer)
Organization Name:





LVC Volunteer’s Position Title:

I. Contact Information

Organization Name:







Administrative Address:  

(For application-related correspondence)

Web Site:

Site Address and Phone Number Where Volunteer Will Work:  

Executive Director:





Phone/ext.:




Fax: 


E-mail: 

Interview Contact: 
Position Title:

Phone/ext.:



 


Fax:


Email:  

Financial/Insurance Contact:
Position Title:

Phone/ext.:





Fax: 



E-mail:

Direct Supervisor of Volunteer: 
Position Title: 


Phone/ext.:



 


Fax:


Email: 

II. Mission, Values, and Organizational Structure

1. Briefly describe the history and goals (mission statement) of your organization. 

2. What services or programs does your organization provide?  

3. Describe how your organization directly addresses root causes of systemic injustice. 

4. Who is currently served by your work (race, ethnic origin, gender)?  

5. Does the population served by your organization participate in planning, evaluating, implementing, and/or making decisions regarding your program or service? Please explain. 

6. Describe your organization's governing body in terms of race, gender, and overall structure. 
7. Describe your staff in terms of race, gender, and overall structure. 

8. Describe the composition of your managerial staff in terms of race and gender. 

9. How does your organization address institutional racism?

10. How many years have the following people been on your staff? 
a. Director of the organization: 

b. Director of department in which the LVC Volunteer will work:    

c. Person who will supervise LVC Volunteer:

d. Average of all other employees (including full-time volunteers):

If the average turnover rate is less than two years, please comment on the reason(s) for this and how stability is maintained. 

11. How many people (staff and volunteers) work at the location and in the department where the Volunteer will be assigned?

12. Why are you seeking to fill this position with a Volunteer instead of hiring a permanent, salaried staff member? 

13. Are you applying to other volunteer programs for the same position? 

If so, please state which organizations and your status with them.

14. When is the last date by which you must know whether or not you will receive a LVC Volunteer?

* The interviewing and matching process takes place in three rounds, concluding in late June. All Volunteers begin work in late-August.  

III. Job Description for Proposed Volunteer Position 

15. Position Title:

16. State as specifically as possible the duties and responsibilities of this position.  
17. Characteristics and skills needed:
18. Please check the box next to the appropriate number at the place on the continuum that best matches the way this job is structured.  To check a box, double-click on it, and then select “Checked” under the Default Value.
	Group work
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Independent work 

	Cyclical
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Variable

	Regular contact with the public
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Limited contact with the public

	Initiate new projects
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Carry out assigned projects

	Changing pace 
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Steady Pace 

	Close supervision
	1 FORMCHECKBOX 
   2 FORMCHECKBOX 
   3 FORMCHECKBOX 
   4 FORMCHECKBOX 
   5 FORMCHECKBOX 
   6 FORMCHECKBOX 
   7 FORMCHECKBOX 
   8 FORMCHECKBOX 
   9 FORMCHECKBOX 
  10 FORMCHECKBOX 

	Self-directed


19. What are the particular challenges of this job?  

20. What specific orientation and training will you provide for the Volunteer in this position?

21. Describe the style of ongoing supervision that is planned for the Volunteer. How often will the supervisor meet with the Volunteer?
22. Does this position require the Volunteer to bring a car to effectively perform the duties described? 
· If required to use a car for work, LVC requires that placements pay the cost of liability insurance for the Volunteer’s vehicle up to $75/mo. The placement will also provide mileage at the rate customary for the placement or the IRS rate (at $0.55 per mile for 2009) for all work-related travel.    

· If YES, do you agree to cover the cost of insurance and mileage for your Volunteer?
23. Does this position require that the Volunteer have a valid driver’s license? 
24. Does this position require that the Volunteer have the ability to drive a 12-16 passenger van? 
Volunteer Work Schedule
Please indicate with an ‘X’ or by shading the cells for the times you expect your Volunteer to be regularly scheduled to work. If shift work, please explain. List all mandatory weekly work requirements such as staff meetings or trainings. Please use the space provided under the chart to further explain specifics of the schedule, such as evening meetings or changes in the schedule due to season, etc.. Due to their commitment to community living, Volunteers must not be scheduled to work more than two evening/night shifts per week or more than one day per weekend. Also, please keep in mind that Volunteers are only expected to work 40 hrs/wk and must be given compensatory time off if their work hours exceed this. Please copy and submit as many sheets as necessary.
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	12:00 a.m.
	
	
	
	
	
	
	

	1:00
	
	
	
	
	
	
	

	2:00
	
	
	
	
	
	
	

	3:00
	
	
	
	
	
	
	

	4:00
	
	
	
	
	
	
	

	5:00
	
	
	
	
	
	
	

	6:00
	
	
	
	
	
	
	

	7:00
	
	
	
	
	
	
	

	8:00
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	12:00 p.m.
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	5:00
	
	
	
	
	
	
	

	6:00
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	8:00
	
	
	
	
	
	
	

	9:00
	
	
	
	
	
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	
	
	
	
	


V. Summary
25. Please summarize in 1-2 sentences the mission and work of your organization.

26. Please summarize in 3-4 sentences the work a volunteer would do in your organization, and the most relevant      skills and characteristics needed.
THANK YOU FOR COMPLETING 
PART I OF THE LVC APPLICATION!







PAGE  
1
Send this application to your LVC Regional Office.  Please see instruction page for address.

