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	1130 Hightower Trail

Sandy Springs, GA  30328

Business Office: 770-552-4889

Helpline:  770-552-4015

Fax:  770-552-4339
	CAC brings together community resources to provide compassionate assistance to persons in need, prevent homelessness and promote self-sufficiency in the Sandy Springs/Dunwoody area


Thank you for your interest in volunteering at CAC and for taking the time to complete this application package.

This volunteer package includes:

1. Application form

2. Reference Forms

3. Volunteer Opportunities

To apply to volunteer you need to:

1. Fill out the application form and return to: CAC, attention: Volunteer Coordinator..
2. Give the reference forms to two people who will be acting as your references. They must be returned to the Volunteer Coordinator as soon as possible.
3. Once your application is complete you will be contacted to schedule a volunteer orientation session. All potential volunteers must attend an orientation session. (2 hours)
4. Once you have attended a volunteer orientation we encourage you to volunteer a couple of times “shadowing” a seasoned volunteer to get acquainted with all procedures at the Center.
5. The volunteer coordinator will determine the day, time and job assignment and notify you of your first day of work.
6. Monthly calendars with volunteer assignments are posted every month. Please make sure to take a copy of next month’s calendar when you come in to work.
Volunteer commitment

Community Action Center is a volunteer organization with the exception of the Executive Director and the Youth Enrichment Program Coordinator. All center operations are manned by volunteers, therefore it is essential that you keep your scheduled work assignment. If you cannot be there as scheduled please consult the monthly calendar and call to get a substitute. If a substitute is not available, you may be able to trade with another volunteer working a different shift from yours. If all your efforts fail please call the volunteer coordinator and inform her of the problem.

If you cannot commit to a regular schedule each month, perhaps you would be interested in helping with special projects (annual garage sale, fundraisers, packing holiday food baskets, assisting in the holiday shop in December, etc.)Tell us what your skills, talents and experience are and we will try to fit you in a job you will enjoy. As you “give back” by helping, you will be involved with a really dedicated group of men and women who make volunteering enjoyable and fun!

VOLUNTEER APPLICATION

Date 





Personal information

Name 













Date of birth (month) 




 (day) 






Address 













City 
 




 Zip 







Phone (home) 





 Business 





Fax 




 e-mail 






Emergency Contacts: Name 




 Phone 







Name 





Phone 




How did you find out about the Center? 

Friend 
 Current volunteer 

 Newspaper 

 Other 



Volunteer Areas/ Positions/ Responsibilities

Please check all areas you are interested in:

Phone intake  
Client interviews
Clothes closet 
Food Pantry 
Computer


Pick ups
Fundraising
Public Relations
Special Events
Writing



Other 

























Availability

	Day
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	morning
	
	
	
	
	
	
	

	afternoon
	
	
	
	
	
	
	

	evening
	
	
	
	
	
	
	


Comments/ Preferences 






















How many hours per week 

 or month 

would you like to volunteer?
Are you available for occasional “on call” work (events, relief shifts, etc.) Yes
No 


Experience &  Skills

Please  tell us about the talents and abilities you would bring as a volunteer: 



























Languages (other than English) spoken 


 written 




Computer knowledge 











Other areas  of interest 























Physical limitations if any 











Goals

What do you personally hope to achieve by volunteering at CAC? 





























REFERENCE INTERVIEW QUESTIONS 
Date: __________________________
Potential Volunteer: ___________________________________________
Reference: _________________________________________ Ph# ____________ 
Signature of Reference:________________________________________
Please sign above, fill out the form as fully as possible, and either mail it or bring it into CAC in person. You may be contacted by the Volunteer Coordinator for further information.---------------------------------------------------------------------------------------------
1. In what capacity do you know this person? ___________________________________
________________________________________________________________________ 
2. How long have you known this person? _____________________________________
3. Would you recommend this person as a volunteer at CAC? Why or why not? 
________________________________________________________________________
________________________________________________________________________
4. How would you describe this person’s ability to follow through on commitments? 
To act responsibly? _______________________________________________________
________________________________________________________________________
________________________________________________________________________
5. Do you view this person as able to work best: independently, as part of a team, or under supervision? Why? 
_____________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
6. How would you describe this person’s "people" skills?______________________
______________________________________________________________________
______________________________________________________________________
 ______________________________________________________________________
7. How would you describe this person’s ability to work with people from a variety of 
backgrounds and communities?________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
 8. Additional comments? __________________________________________________
______________________________________________________________________
______________________________________________________________________
------------------------------------------------------------------------------------------------------------
VOLUNTEER COORDINATOR COMMENTS:
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

STATEMENT OF COMMITMENT

· I agree to work a minimum of four hours per month starting on  



· I agree to participate in training as required.
· I understand that if at any time I am unable to work at my scheduled time I will try to find a substitute. I will notify the Volunteer Coordinator or the office of any changes or if I need assistance with securing a substitute.
· I agree to perform the tasks required in the position’s job description or as requested by the Director of Community Action Center and will maintain confidentiality of all client and volunteer information that transpires within the Community Action Center office.
· I agree not to hold the Community Action Center liable for any injuries incurred during the performance of duties as a CAC volunteer.
· I agree not to attempt to proselytize or influence clients or Center personnel
Signature 











Printed Name 











Date 












PERSONAL REFERENCES

Name 













Phone 













Name 













Phone 













Community Action Center (CAC)

INDIVIDUAL VOLUNTEER OPPORTUNITIES
Telephone Intake Desk: Volunteers are needed to answer phones and direct clients to appropriate resources, complete emergency request assessment, make appointments and attend to walk-in clients.  Minimum 4 hrs. per month from 9:45 a.m. to 2:30 p.m. (may be broken into two 2 hr. sessions).

Intake Worker: Volunteers are needed to interview clients, assess need, collect appropriate documentation and make recommendation to the Director.  Minimum 4 hrs. per month from 9:45 a.m. to 2:30 p.m.

Thrift Shop: Volunteers are needed to sort donations, organize, price, work as attendants, cashiers or store day managers.  Three shifts available 9:30 a.m. to  1:00 p.m. ; 12:30 to 4:30 pm; 
4:00 to 7:30 pm

Food Pantry: Volunteers are needed to stock food shelves, pack food bags for clients or re-package oversized dry goods.  Any time between 9:45 a.m. and 2:30 p.m.

Office Help: Volunteers are needed for filing, data entry, record keeping, correspondence and mailings.  Any time between 8:30 a.m. and 4:30 p.m.

Pick up: Volunteers are needed to pick up donations from local bakeries, pizza shops or the Food Bank.  People with access to pick up trucks are especially needed for large food collections on occasional basis.

Bilingual Help: Bilingual volunteers are especially needed, particularly in Spanish, Portuguese and Russian.

Holiday Programs: For Thanksgiving and the Santa Shop, CAC needs many volunteers to collect, sort, pack and finally distribute holiday meals and toys; assist with increased paper work, filling applications, entering data; making phone calls and following up on sponsors’ requests.  You can help by volunteering to staff the collection site, shop for turkeys, transport items from storage to distribution, etc.  It is a great way to get into the Holiday Spirit.  This can be an individual or group volunteer opportunity.

Community Action Center (CAC)

Group Volunteer opportunities

By appointment

Community Service Hours

· Groups may work at Community Action Center helping to transport, sort, shelf, bag or distribute groceries, clothing and holiday presents.  This service is particularly needed between October and December when the Holiday Programs require a lot of extra work

· Spring-cleaning and sprucing up the CAC facilities at the end of the season when we clean and re-stock our pantry and clothes closet. 

· Bulk mail preparation for quarterly newsletter, it includes putting on labels and bundling by zip code.

 Please call ahead if your group would like to help, so we can arrange for one of the CAC volunteer leaders to be available to work with your group.

Special Projects

Groups such as Schools, Scouts, Civic or Business groups may choose to:

· Sponsor a drive to benefit Community Action Center.  Groceries are needed year round to provide basic needs to clients.

· Special food drives such as a peanut butter and jelly drive or a Holiday Season drive to provide: a festive meal, coats or toys are also great projects.

· Theme drives such as a toothbrush and toothpaste drive associated with health week at schools.

· Gift exchanges with gifts benefiting the Santa Shop. 

· Mitten and hat trees.

· Holiday parties with a canned food item or other suitable donation as entry tickets.

· Building shelving for the pantry or clothes closet.

If your group decides to work on a special project, CAC will work with you to provide information and coordinate the project to best suit your needs.

Thank You
















