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The Pride Center

O F    N E W    J E R S E Y

Volunteer
Handbook
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Note to this edition

The Volunteer Handbook was prepared to help new and experienced Volunteers. Please refer to it when you have any questions. Please make any suggestions for changes for the next version to your Volunteer Shift Coordinator. 
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Foreword

The Pride Center could not exist without Volunteers. Volunteers understand the importance of giving back to the community. Only a few years ago, there were not many places people could go to meet and socialize outside of bars. We at the Pride Center recognize that it is difficult to find places to safely socialize and meet people. The Pride Center gives us the unique opportunity to make a difference in the lives of lesbians, gays, bisexuals, transgenders, the intersexed and those who are still questioning their sexuality (LGBTIQ).

Through the InfoLine, various groups (social & support), and the social activities at The Center, we provide a safe space where people who are out or are still struggling with their sexuality can come to feel less alone and frightened. The need for support and information for young people is particularly vital today, as they confront these challenges in the era of gay civil rights. For those of us who are already “out,” The Pride Center provides information, programs and services.

It is through the dedication and care of our Volunteers that The Pride Center continues to improve and grow. The more Volunteers we have increases The Center’s ability to serve more people in greater and more varied ways. 

If you don’t hear it enough, let us say “THANK YOU” loud and clear to all the Volunteers who make The Pride Center a true community of PRIDE!

Glossary 

LGBTIQ: 
Lesbian, gay, bisexual, transgendered, intersexed and/or questioning. 

Groups: 
Regular or one-time scheduled meetings, and the people who run or take part in them. Meetings pertaining specifically to operating The Pride Center are excluded from this.

Pride Center: 
The organization and the physical space housing its functions.

Volunteer: 
A person who volunteers time for The Pride Center in any capacity.
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1. THE PRIDE CENTER

MISSION
 

Approved Mission Statement
 

The mission of the Pride Center of New Jersey is to provide comprehensive programming which fosters the health and well-being of the lesbian, gay, bisexual, transgender, intersexed and questioning (LBGTIQ) community, and to increase public acceptance and champion social change for the LGBTIQ community through education and outreach.
 

VISION
 

Approved Vision Statement:
 

The Pride Center envisions a world where members of the LGBTIQ community are empowered as individuals, as citizens and as members of the larger community, enjoying non-prejudicial treatment under the law and in every aspect of their lives.  We will encourage the creation of a society that celebrates the inherent worth, dignity and diverse characteristics of every individual.
 

We will be a leader in New Jersey for the collaboration of LGBTIQ and allied groups, the media, policy makers; a resource and service center for all persons and organizations who share our vision; and a place of safety and education.
 

History XE "history" 
In 1992, the Community Center Development Committee had its first meeting in Highland Park at the home of Cheryl Vito. About a dozen people discussed what was needed in a (at the time called) GLBT community center and how to make it happen. CCDC became a committee of the Personal Liberty Fund (PLF XE "PLF" -the not for profit educational branch of the New Jersey Lesbian and Gay Coalition). 
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CCDC printed newsletters (The Pride Press) and held fundraisers, but did not have a physical location until early 1994. Some office space previously used by the Hyacinth AIDS Foundation at 211 Livingston Ave. in New Brunswick was rented, along with offices for the NJLGC XE "NJLGC" /PLF XE "PLF" , and Jersey Pride, Inc., which runs the NJ Gay Pride Parade and other statewide events. The community center was opened in April 1994 under the name “Pride Center of New Jersey.”

The Pride Center, still a committee of the PLF XE "PLF"  was run by two co-chairs appointed by the PLF. The Center grew steadily, and moved into larger offices in the same building at 211 Livingston Ave. in early 1996, with offices for NJLGC XE "NJLGC" /PLF and The Names Project XE "Names Project"  (AIDS quilt). 

In the spring of 1997, The Pride Center became an independent corporation, and on June 1, 1997, it became “The Pride Center of New Jersey, Inc.,” with NJLGC XE "NJLGC"  and the Names Project XE "Names Project"  as its tenants. The Pride Center is now run by a Board of Trustees XE "Board of Trustees"  and as of February 1998 was staffed entirely by Volunteers. 

In January of 2002, the building housing The Pride Center had become unsuitable for our needs, and The Center was moved to rented space at 1048 Livingston Ave. in North Brunswick. NJLGC and the Names Project are still tenants and MCC is also a tenant. Many outreach programs, including Youth Drop-In, Senior Group and a Family program have been added to The Center’s offerings.

While the InfoLine is still an important part of The Pride Center’s purpose, The Center also serves as a central location for dozens of groups, a meeting place, an information source, as well as a source of pride, for countless members of the LGTBIQ community.

Structure XE "structure"  

The primary governing body and official legal authority of The Pride Center lies with its Board of Trustees (BOT). Trustees are elected for three-year terms. The BOT elects or re-elects Trustees each November (terms begin in January), as well as officers (president, vice president, secretary, and treasurer). Annually, the BOT also appoints an Executive Committee (EC), which includes BOT officers and may include committee Chairpersons and other volunteers. In between meetings of the BOT, the EC is responsible for general business management of The Pride Center (as per the EC Enabling Resolution).
The BOT and EC establishes committees, and appoints Coordinators and managers (otherwise known as Chairpersons), such as the Volunteer Coordinator, Fundraising Coordinator, Group/Programming Coordinator, etc. The Shift Volunteers are under the direction of the Volunteer Coordinator. Other Coordinators and managers are under the direction of various individuals (the BOT, the President, or other members of the EC).

Regular and the Annual BOT and EC meetings are open to anyone. Special meetings however, may or may not be. To determine who is on the BOT, EC, or who has been appointed as officers, Coordinators, managers and other team members, consult the current Volunteer List.

Functions 

The Pride Center runs an InfoLine which allows the public to obtain information regarding the LGBTIQ community, including but not limited to: telephone help-lines, groups which meet at The Pride Center or elsewhere, information on other organizations, location of bars and clubs, and general LGBTIQ info. It is not, however, a help-line itself.

The Pride Center arranges and allows LGBTIQ groups to meet at The Pride Center and to use it as a central location for mail and messages for Volunteers. The Pride Center arranges educational seminars and speaker series as well as services, such as HIV testing. The Pride Center also has an extensive library on LGBTIQ issues and topics. 

The Pride Center is a 501(c)3 non-profit organization, and donations are tax deductible. The Pride Center encourages service to the LGBTIQ community and civic responsibility, and has information about organizations, meetings, and groups available. However, because it is a non-profit organization, The Pride Center is NOT political and does not display or disseminate biased political information.

2. VOLUNTEERS

Rights and Responsibilities of a Volunteer 

Volunteering is a responsibility. When you make a commitment to do work at The Center, other Volunteers, groups, and the LGBTIQ community depend on you. The Volunteers enable The Center to function. 

Think of volunteering like your contribution at work. If you don’t show up, the work cannot get done. Please do not assume that someone more responsible is there to take care of things. If you volunteered for a shift, we are relying on you to fulfill your obligation. “We” is not just your supervisor – “We” are the group facilitators and the attendees; the other Volunteers who don’t have a key; the callers on the InfoLine who are in need of help. “We” are the people who are showing up for the first time to The Pride Center and desperately need not to be turned away by a locked door. Everyone is equally important and we understand that emergencies happen. Please treat your responsibility seriously and think of how you would feel if the situation were reversed and no one showed up when you needed them. If you cannot fulfill your duties, you are obligated to make sure other people will be available to cover your shift for you. 

You have a right to be treated professionally, respectfully, and to voice your opinion to people of The Pride Center community. Volunteers are not employees. You should not be treated poorly or pressured by anyone at The Center. You are not expected to over-extend yourself, but you are expected to do your best at the job you agree to perform. 

Please respect the other Volunteers in the roles they take in The Center; treat others as you would like to be treated. No one is more important than anyone else. Don’t treat shift Volunteers as subordinates. Don’t assume the other person has a more important, less important, or easier job. We are all here out of the goodness of our hearts, giving back to the community. That’s why we are called Volunteers, and we should all appreciate each other. 

[image: image6.png]


This is YOUR Center. You and your ideas are important. If you have a problem or want to do or change something, complaining can do little to change things. If you want something to happen, make it happen; take the initiative and make The Center work better. 

Rules and Policies Specific for Volunteers:

Groups - The groups are required to follow the Space Use Agreement and general rules of The Pride Center. They must follow our policies when interacting with other groups, people and Volunteers. However, they are allowed to run their meetings independently without interference, as long as they abide by the Space Use Agreement and do not interfere with the rights of people outside their meetings.

Center Hours XE "hours"  - Volunteers should only be in The Center during normal business hours and other times The Center is open. You should not be in The Center late at night except for extenuating circumstances.

Telephone XE "telephone"  - The Pride Center has a business telephone line, so EVERY CALL COSTS MONEY, even local calls. We have ONE line and cannot tie it up all the time with personal or extended calls. All calls should be limited in time. Even Pride Center business calls should not be more than 15 minutes. Please keep personal calls to a minimum. Please use a calling card or leave an appropriate donation XE "donation"  to cover toll calls. Remember when you are making a call that other Volunteers need to use the phone for Pride Center business also. 

Keys XE "keys"  - Keys XE "keys"  will be issued by the facility manager to people who need to have access to The Pride Center. Keys XE "keys"  must not be duplicated or loaned to others without permission of the facility manager. They must be returned upon termination of Volunteer activities. 

Reimbursements XE "reimbursements"  - Items you wish to purchase for The Center must first be approved as per the “Expense Request” form. If you receive approval, you may purchase something for The Center and subsequently attach the receipts to the original Expense Request form that you filled out. You will then be reimbursed when the Treasurer processes expense forms. Items purchased without proper approval, will not be reimbursed.

Photocopier XE "photocopier"  - The copier XE "copier"  is for Pride Center use only. It should be used only for Pride Center events and groups; NOT for outside groups or personal use. If you need to use it, record your name, the reason, and the number of copies. Do not make an unnecessarily large number of copies (no more than 10 at a time); more can always be made if we run out. Try to conserve paper by both sides or by using old sheets which are already printed on one side. Do you really need to make a photocopy for every single volunteer or group, or can you just put up one notice? See also “Conserving Material and Energy” in Part Two. Make sure the photocopier is turned off at the end of the night.

Political XE "politics"  Activity - The Pride Center is a 501(c)3 non-profit organization and cannot take part in substantial partisan political activity such as putting up flyers endorsing candidates, specific bills, parties, etc. We are allowed to provide non-biased information about politicians’ views and to encourage people to vote. Refer anyone interested in politics to the New Jersey Lesbian and Gay Coalition (NJLGC XE "NJLGC" ), office located in The Pride Center. 

Resolving Conflicts XE "conflicts"  

There inevitably will be conflicts between Volunteers and others, including other Volunteers. If you feel there is an issue which must be addressed, you should follow these steps until the problem is resolved. If necessary, RECORD THE INCIDENT. Do not let inappropriate behavior continue, or other people may also feel uneasy being at The Center, which defeats the purpose of creating a “safe space XE "safe space" ”.

1. Confront the person in question yourself first. If you feel uncomfortable about confronting someone in a situation, go to another Volunteer or Pride Center member to assist you. 

2. If applicable, go to the senior shift Volunteer. 

3. Go to the appropriate Coordinator or manager.

4. Go to The Pride Center Officers.

5. Bring your problem to The Pride Center Board of Trustees XE "Board of Trustees" .

The following applies to situations regarding certain types of people:

visitor - Tell them what is wrong. If they do not stop the improper behavior, ask them to leave. If they refuse to leave, tell them you will call the police, and follow through if necessary. 

caller - Confront them if appropriate, and hang up. Refer to the Harassing Calls procedure. 

group or group member - Tell them what is wrong. If they do not stop, contact another Volunteer, the Group Coordinator or another member of The Center for assistance. Report the incident and take further action as appropriate. 

fellow shift Volunteer - Confront him or her directly first. If necessary, go to your senior shift Volunteer or the Volunteer Coordinator.

other Volunteer or manager - Confront him or her directly first. If necessary, go to the Volunteer Coordinator or a Pride Center officer, and finally to the Board of Trustees XE "Board of Trustees" . 

Shift Volunteers

Shift Volunteers are our most numerous and requisite Volunteers at The Pride Center. They are the eyes and ears of The Center’s physical space, interacting with visitors, groups, and callers. They are new people’s first contacts. They make The Center a community center. Becoming a shift Volunteer is a great way to learn about how The Center works and why it is important, even if you are planning on helping The Center in a different capacity. Many Shift Volunteers continue on to contribute in other key areas of PCNJ.

The Volunteer Meeting XE "Volunteer Meeting"  

Once a month there is a meeting for the Shift Volunteers (others are invited to attend). We all encounter different issues during our shifts, and this is the opportunity for us to find out about new policies and figure out how to make things work better. You can present and discuss your ideas on how to improve The Center here. Although we are all very busy, please try to attend at least once a quarter. 

If your contributions are not considered helpful to The Center due to continued unreliability or inappropriate behavior XE "inappropriate behavior" , you may be suspended XE "suspension"  or dismissed XE "dismissal" .
Other Types of Volunteers at The Center

Some people are Trustees of The Center. Some people are officers. Others fundraise, coordinate Volunteers, or manage different aspects of The Center’s functions. All of these people are necessary for The Pride Center to operate. Not everyone is aware of what everyone else does, and so it is important to communicate with each other.

If you are willing to put in time in addition to staffing the office, or are unable to staff The Center regularly but are interested in Volunteering, you could help with fundraising , the newsletter, grantwriting, etc. Find out who is in charge of the area you are interested and contact them. 

The following list is simply here to describe some of the roles people play or could play at The Center. As in any organization, positions and their roles are constantly changing. You may want to do something not on this list, or be an assistant to someone who has one of these roles. Consult the Volunteer list to see who to talk to about the positions or areas which you would like to work with.

-Board of Trustees and Committees

Members of the Board of Trustees (BOT) have legal authority of the corporation known as The Pride Center. Their role is to define organizational structure, policies and goals – and to ensure that goals are reached. The Board may also appoint an Executive Committee (EC); members of the EC would be responsible for general management of The Center, in between meetings of the Board of Trustees. The Board also appoints other committees which you may wish to be on or take part in.

BOT Meetings - The BOT generally meets monthly, unless an EC is created, in which case the EC would meet monthly and the BOT quarterly. Anyone may go to these meetings. Many issues regarding The Pride Center are discussed at these meetings. If you have an item you wish to discuss, the agenda item must be sent to the President at least one week prior to the meeting, so he or she may consider adding it to the meeting agenda. Items not presented to the President, in advance, may not be discussed due to time constraints.

-Officers

President - Chief Executive Officer of The Center.  S/he recommends appointments of Coordinators (Committee Chairpersons); is a member ex-officio of all standing committees; performs general management and active management of The Center; sees that all orders and resolutions of the Board of Trustees are carried into effect; executes all authorized conveyances, contracts, or other obligations in the name of The Center; and is the primary media contact for The Center and coordinates such relations.

Vice President - In the event of absence or disability of the President, performs the duties of the President, and performs such duties as the Board of Trustees prescribes.

Secretary - Attends all meetings of the Board of Trustees and records all votes and the minutes of all proceedings in a book to be kept for that purpose.  S/he gives notice of all meetings and special meetings of the Board of Trustees. S/he also receives and responds to all correspondence and performs such other duties as may be prescribed by the Board of Trustees or by the President, under whose supervision he/she acts.

Treasurer - Is the Chief Financial Officer and has the custody of The Center's funds and securities.  He/she keeps full and accurate accounts of receipts and disbursements in books belonging to The Center and deposits all monies and other valuable effects in the appropriate depositories. Reports financial transactions to the President and Trustees whenever they may require it.

-Coordinators, Managers, and Other Roles

The following descriptions are for “Coordinator” (otherwise known as Chairperson) or Manager positions. Normally only one individual is assigned to a single Coordinator position. However, each Coordinator often has a team of individuals that help them perform their duties. It’s up to each Coordinator to find people to help with their team and subsequently train and mentor them. If you’re interested in helping with any of these tasks, please see the appropriate Coordinator (check the Volunteer List). All Coordinators/Managers are responsible for keeping the Board of Trustees informed about happenings within their realm of responsibilities (ideally as a brief report submitted to the President, one week prior to Board or EC meetings). Coordinators/Managers are encouraged to attend  Board of Trustee and Executive Committee meetings.

Volunteer Coordinator - Responsible for coordinating the recruitment and general management of the Volunteers. Also reviews and responds to all new Volunteer applications and files them appropriately, interviews new applicants, tracks their ongoing participation, and mentors other Coordinators. The Volunteer Coordinator also maintains the Volunteer List and shift schedule, and coordinates shift Volunteer training.

Facility Manager - Responsible for maintaining the utilities, amenities and décor of the building premises and monitoring the safety, cleanliness and proper use of the premises. This includes ensuring that Volunteers are helping with cleaning and upkeep. Also distributes entrance keys.

Group/Program Coordinator - Responsible for scheduling the use of all meeting rooms and use of building for larger events. Updates the monthly Pride Center Events Calendar and distributes to mailboxes. Keeps track of all Groups participating at The Center, the name of the Facilitators and donation agreements ($2 per person or other). Works closely with the Events Coordinator to ensure that The Center is available for Pride Center events versus other group meetings. Also works with Web master to ensure that updates to the Calendar are reflected on the Website.
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Events Coordinator - Responsible for coordinating event times and locations for Pride Center Events (such as coffee houses, games nights, street fairs, clubfests, etc) and compiles data on local lgbt events (not necessarily Pride Center events). Coordinates the shelf display/rack space for miscellaneous event fliers. Responsible for entering all above data/information into The Center’s database. Works closely with the Group/Program Coordinator to ensure that appropriate events have space scheduled, and that events are reflected on the Calendar. Also works closely with the Fundraising Coordinator regarding the above tasks. Also ensures that Web master receives these event times and locations, for inclusion on the Website.

Office Manager - Responsible for monitoring and obtaining office and other supplies for The Pride Center’s day to day operations including paper towels, cleaning supplies, paper, coffee, etc.

Library XE "library"  Manager - Reviews and obtains new books, magazines, videos and other periodicals for inclusion in The Center’s library. Tracks the catalog in a computer database and performs regular inventories. Ensures that library contents are categorized and shelved appropriately.

Computer Manager - Responsible for general upkeep of computer systems and Local Area Network. Updates operating system and software, makes appropriate file backups, and assists with training on the use of the equipment and software. Also responsible for use and upkeep of FAX related equipment.

Database/Information Manager - Responsible for computer databases (Sidekick, Filemaker or others). Makes weekly file backups, trains other Volunteers how to use the database programs and computer. Also inputs information contained in fliers and brochures which are received by The Center. Ensures databases are kept up-to-date. Works with Website Master and Data Entry Operator, to ensure that information is properly posted on the website and databases.

Data Entry Operator - Responsible for working with all Coordinators and other managers, to ensure that data relating to The Pride Center is entered into the appropriate computer database. This may include Volunteer  Logs, group attendance information, and other data.
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Website Master - Responsible for updating the www.pridecenter.org website (coding, creating graphic art, writing related online information, answering general e-mail, and updating the site with FTP). Works closely with other Coordinators (particularly the Group/Program, Events, Fundraising,  and Library Coordinators, Newsletter Editor, Public Relations, Marketing and Database Managers). Ensures that their updated information is posted on the site on a monthly basis.

Web Detective - Responsible for assisting the Marketing Coordinator and Website Master with researching and/or contacting other lgbt organizations (particularly local groups) to establish relationships and Web links with The Pride Center’s Website. May also assist with coordinating special Web-based announcements for special events, with these organizations.

Marketing Coordinator - Researches and maintains a database of marketing/media contacts and distributes announcements and Center activity updates to these contacts on a regular basis (usually via e-mail). Also plans and manages media campaigns (press releases, TV/radio public service announcements and advertising). Works with Public Relations team, to obtain the message to be communicated and plan for Public Relations response. 

Membership Coordinator (Direct Mail) - Responsible for creating promotional brochures for The Center (especially when relating to membership benefits). Distributes promotional material and processes responses. Coordinates direct mail campaigns designed to encourage attendance, membership, and general Pride Center awareness.
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Recognition Coordinator - Monitors the participation and lives of either Center Volunteers or members. Interviews members regarding how The Pride Center has affected them, or just to learn about s pecial things happening in their lives. Coordinator will forward this information on to the Newsletter Editor (for possible inclusion as a “Community Member Focus”) and the President for possible recognition events. The Coordinator also tracks special things handled or completed by Volunteers, and forwards this onto the President for possible recognition events. May interview other Coordinators to learn what special things individual Volunteers are doing within a specific team.
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Newsletter Editor - Responsible for gathering information about Pride Center events, meetings and news relevant to subscribers and assembles it into a newsletter four times per year. Receives advertisements and a related schedule from the Mailing Lists/Ads person and make sure all paid-for ads appear in the appropriate newsletter. All Pride Center groups as well as NJ glbt organizations are encouraged to submit event listings during the course of the year for inclusion in the newsletter. Receives schedules from the Events Coordinator and Group/Program Coordinator. Also works with the Web master, to include Newsletter on the Website.

Mailing List Coordinator - Maintains confidential mailing lists compiled from the list available at The Center, the Website, and from other sources. Creates related data files and backs up data on a regular basis. Provides appropriate files/lists to the Board of Trustees when required. Also works with the Marketing Coordinator for tracking other Mailing Lists available from third parties.

Ad Sales Manager - Responsible for processing advertising submissions (including scheduling and billing) and soliciting various businesses to obtain additional ad sales. Also responsible for ensuring that ads are inserted into the Newsletter and website.

Grantwriter - Researches international, national, state and local organizations, individuals or governments, which provide monetary grants to non-profit organizations. Also researches why other applicants were given grants, and how we can use that knowledge to benefit The Center. Also writes Grant proposals/requests and distributes them to prospective grantors. Compiles results/feedback and pursues any leads. Works with the Board of Trustees.

Fundraising Coordinator - Since The Pride Center depends on its fundraising events to stay in business, this is truly one of the most vital roles at The Center. This person is responsible for recruiting Volunteers to brainstorm ideas, plan and schedule events, and host or manage their execution. Ensures that regularly scheduled fundraisers are still popular and are being managed properly (often via confirmation calls with hosts of the various events). This person often works in conjunction with the Events Coordinator. Keeps Website Master informed about upcoming fundraisers, for posting on The Center’s site.
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Public Relations - Works with The Pride Center President regarding being a spokesperson (interviews with the media). Coaches other Pride Center members for possible interviews and/or press quotes. Creates press announcements or official Pride Center statements. Works in conjunction with Marketing Coordinator, ensuring that our message is properly communicated. Also works with marketing to ensure that staff is available for media relations during heavy marketing campaigns.

Coffeehouse Coordinator - Responsible for creating a monthly theme, recruiting Volunteers to help with the event, finding bakers/cooks to provide food, decorates The Center on the eve of the event and ensures that everything is returned to is proper place afterward. Works with the Events Coordinator to schedule event.

Outreach - Responsible for “getting The Center out there” and represented at community events. Assist in participation in events including: Lesbian & Gay History Month, various Pride events (NJ, NYC, Philadelphia, NCOD), the Rutgers CASE, Adopt a Highway, Toys for Tots, AIDS Walks, and so on.

Photographer - Takes photographs of major events and Volunteers. Photos are used in newsletters, press releases, brochures, displays and Pride Center Archives.

Writers - Writes news articles on Center events, features on community groups and activities, focus on a particular city (New Brunswick, Plainfield, etc). Can work with Newsletter Editor, Public Relations, Outreach and Marketing.

General Pride Center Rules 

These rules apply to EVERYONE: Volunteers, groups, tenants and visitors.

Smoking XE "smoking"  - No smoking is allowed anywhere inside the building.  When smoking outside, ALL butts must be put into the metal pail provided by the landlord.  DO NOT extinguish on the pavement.
Alcohol XE "alcohol"  - No alcohol is permitted in The Pride Center.

Drugs XE "drugs"  - Anyone found with illegal drugs or under the influence thereof will be asked to leave The Pride Center and may be banned from The Center. 

[image: image12.png]


Food XE "food"  and Garbage XE "garbage"  - You must clean up after yourself. Food and drinks must be cleaned up and disposed of properly. Any garbage you create on or off duty must be cleaned up properly. 

Recycling XE "recycling"  - At this time there is not a recycling plan for North Brunswick.  If you have recycling at your home, please feel free to take home the old newspapers, publications, bottles etc.  Otherwise, these items go in the trash.
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Moving things XE "moving things"  - If you use or move something, office supplies, furniture XE "furniture" , etc., put it back when you are finished. Do not move artwork XE "artwork"  unless necessary for a special event.

Kitchen XE "kitchen" /Refrigerator XE "refrigerator"  - This is for everyone’s benefit, and everyone must clean up after themselves. Do not store large items for long periods of time, or anything for over a week. Do not store unused bags of ice in the freezer XE "freezer" , put them outside or in the sink.

Posting XE "posting items"  of Items - 1) Use push pins on painted walls, never tape 2) Do not put up too many signs XE "signs" ; it makes the place look tacky and causes information overload. Do not make signs unnecessarily large or put up big handwritten signs where everyone can see them. Do not put up multiple copies of a flyer or notice unless absolutely necessary. See also “Flyers XE "flyers" , Notices, Newsstand XE "newsstand" ” in Part Two. 3) Use bulletin boards only for items for which they are intended. 

3. Scheduling and Covering Your Shift

Responsibility and having your shift covered

( By making a commitment to staff The Center, other Volunteers, groups, and the glbt community are depending on you. If you can’t make it to your shift, acceptable options do NOT include: not showing up, leaving a message at The Center, or calling the Volunteer Coordinator or senior Volunteer of your shift.

You must make sure your shift is covered. 

We understand that sometimes emergencies, true emergencies, happen at the last minute and leaving your shift uncovered is unavoidable. Fortunately (or unfortunately), it is not emergencies which cause The Pride Center to be frequently un-staffed; it is irresponsibility.

( If you cannot cover your shift, you should find a replacement, either a floater or someone from another shift to fill in for you. 

( For safety reasons, we have a policy of having more than one person per shift, especially at night. Please remember your responsibility to the safety of the other people on your shift.

( If there are several people on your shift, you can call them to make sure AT LEAST TWO of them will be there. 

( If after exhausting all options, it is absolutely impossible to get your shift covered, let the people on your shift know that you cannot make it, so they are aware that you will not be there, and can be prepared for your absence.

( If you cannot make your shift repeatedly, think about changing to a different shift. 

Floaters XE "floaters" 
If you are unable to stick with one time slot reliably, you may want to become a floater. If there are too many floaters and not enough people on regular shifts, we cannot staff The Center reliably, so please do not become one unless it is absolutely necessary. 

If you are a floater, it is your responsibility to look for times when there are only one or two Volunteers on duty and see if you can help out once in a while. Also, please give that extra effort to be there when people call you and ask you to fill in for them on their regular shift. 

If you find you are rarely able to volunteer or fill in for people, consider taking a regular shift or helping The Pride Center in a different capacity. 

Being on duty by yourself

Inevitably, some people will end up volunteering by themselves occasionally. If this happens to you:

( You have the right to close The Center and leave.

( You may try to find an emergency fill-in via telephone.

( You have the option of keeping the door locked. If you don’t want to open it, don’t answer it, or tell them “Sorry, we’re closed right now.”

( If other people (non-volunteers) are there, leave with the last group or people. Have someone escort you to your car or to the parking lot XE "parking lot"  when you dump the garbage XE "garbage"  if you feel it is necessary.

Being on time XE "lateness"  

If there is a meeting which starts the same time as your shift, or if there is a shift ending when yours starts, please be courteous. When your shift is over, you want to leave, so don’t be late when there are people waiting for you to show up. They want to leave on time too. 

If it is impossible for you to make your time on a regular basis, please make sure the other people on your shift can be there on time, or reschedule your shift. 

Long-term Absence or resigning XE "resigning" 
If you need to suspend your volunteer activities either for a period of time, or permanently, please let the Volunteer Coordinator know as soon as possible so the schedule may be arranged for your absence. Please return your keys XE "keys"  to the facility manager.  FAILURE to exercise this common courtesy will result in repeated inquiries about volunteer status and written requests to return keys or pay a fee to reimburse the Center for the cost of making replacement keys!
Emergency Closing XE "emergency closing" 
If you feel that The Center should be closed due to bad weather XE "weather:closing"  or other circumstances, talk to or call the other members of your shift first. If you are already at The Center, put up a note inside the front door saying The Center is closed today. 

Change the answer on the voice mail XE "voice mail"  system to say “The Center is closed today, [insert day and date], due to… [whatever].” If you don’t know how, call the President or other member of the Executive Board who has this information and ask her or him to do it for you (and to make sure it gets changed back to the normal message the next day.) Also, call the group leaders or Group Coordinator so that they can be informed of the closing. 

4. Starting Your Shift

Opening XE "opening"  The Center 

The light switch for the lobby is the first switch inside the door.  If light doesn’t go on, make sure switch is in down position and then go to other side of the room and make sure –way switch is all the in the down position.  If necessary, turn on the light XE "lights"  above the outside door (3rd switch from the door). Check for any problems which should be noted (garbage XE "garbage"  not taken out, food XE "food"  left out, a tree fell through the roof.)

Check for any notes or messages left by previous shift. 

Check Voice Mail  XE "voice mail" 
The instructions are on the inside cover of the Volunteer Log Book.. Record calls in the Volunteer log if appropriate. Call back people if you can help them. If you don’t know how to handle the message write it down and leave it with an appropriate person or if of a time sensitive nature, please call the appropriate person from the correct volunteer list (Shift, non-shift, Board of Trustees).  DO NOT save messages on voicemail; people do not know if it was taken care of or not.  If the message is of a complex nature that you feel the respondent should hear if for themselves then save it but only if you’re sure the person will address the issue in a timely fashion.
Check Your Mail XE "mail" 
There should be a mailbox XE "mailbox"  for each Volunteer. Please check it each time you come to The Center. This is an important form of Pride Center and Volunteer communication.

5. Interacting with people at The Center and on the Telephone XE "telephone" 
Acting Properly (refer to Ethics XE "ethics"  Policy also)

When you are on duty at The Center, you should be acting professionally. This means:

Do be considerate. Some people call or come to The Center because they are lonely or depressed. Just calling or coming the first time takes a lot of courage for some people.

Do not give out personal information XE "personal information"  about yourself or others to visitors or callers.

Do not make dates XE "dates:making dates"  with visitors or callers. Besides being unprofessional, meeting people outside The Center may be dangerous. Invite them to come to a Pride Center social or group. 

Do not provide counseling XE "counseling" . We provide information; we do not run a help line. You can talk for a few minutes to people, but give them a help line XE "help line"  number, such as GAAMC XE "GAAMC" .

Don’t try to handle calls or problems that are over your head. If you can’t help them, refer them to someone who can or leave a message. 

It is your responsibility to interact with people at The Center. Forming cliques, watching TV, talking on the phone or playing computer games XE "computer games"  while people are in The Center is unprofessional and rude.

Harassing and Suicidal Callers XE "calls:harassing" 

 XE "harassing calls" 
The following is abridged from the “Harassing and Suicidal Call Procedures” which should be found in the Volunteer Log.

The Pride Center occasionally receives unusual or disturbing calls from people having problems with their sexuality or our sexualities. Please do not take these calls lightly. It is important to keep a record of such calls. Some of these calls can be upsetting to some Volunteers. This outline shows how to deal with different types of calls. Above all use your best judgement, do not be intimidated, and keep your cool.

THREATENING XE "threatening:phone calls"  PHONE CALLS

If a caller threats any person or property with PHYSICAL HARM:

1. Get as much information as you can as quickly as possible from the caller.

2. Note the number that appears on the handset’s screen. Call the North Brunswick Police, 732-545-3200 (or 911 if warranted). Inform them of the call and provide the caller’s number if one appeared on the handset.

3. Follow instructions from the police (i.e. evacuation if necessary).

4. Record all information you can about the call and incident. Take all necessary and appropriate action, including informing The Pride Center officers, Volunteer Coordinator, etc., as soon as possible. 

Immediate threats include “I am going to kill you. I am going to hurt you. I am going to hurt/kill/rape/(physically contact in some way) you or someone associated with The Center. I am going to blow up The Center.” These should be considered emergencies. Other threats include: “I am going to smash your windows, slash your tires, destroy your property or cause some other kind of vandalism.” These are not necessarily emergencies, but are threatening. 

SUICIDAL XE "suicidal:caller"  CALLERS

If a caller claims to be suicidal and hangs up before you can refer him or her to a help line, note the number on the handset or do a call trace (*57) right away. Then call the North Brunswick Police and inform them that there was a suicidal caller and you performed a call trace. Make a note of the incident, including all characteristics of the call in the “Harassing and Suicidal Call Log” located in the Volunteer Log book.

If the call was a PRANK suicidal call, follow the same procedure. The prankster will have to deal with the police, and it will serve him or her right.

HARRASSING AND ANNOYING CALLS
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A harassing or annoying call includes the following: The caller uses obscene or abusive language (including “faggot”, “dyke”, etc.) The caller is telling bizarre stories. The caller asks you for personal information or is “coming on” to you. The caller is making unusual or bizarre conversation. The caller is breathing heavily, giggling, not saying anything, or doing anything which makes you believe they are calling because we are Gay & Lesbian Information Line.
Unfortunately, we must expect this type of behavior, but we cannot let it continue without limit. Please follow this procedure when you receive such a call. You can also try deterring the person from calling back by following the suggestions in the FREQUENT HANGUPS section below.

1. Record all information about an annoying call in the Harassing Call Log. This includes what the caller said, physical characteristics (gender, tone, accent, age, etc.), background voices/noises, EXACT time and date, etc.

2. Check the Harassing Call Log for similar calls. If three successful traces were done on whom you believe to be the same caller, collect all the information and the exact times and dates of the traces, and have a Pride Center coordinator, officer, or manager contact the police. If they are the same number, they will investigate the incident.

PAGER XE "pagers:telephone"  (Beeper XE "beeper:phone pages" ) CALLS

People are often paged, and given our number to call as a “joke”. The person who is calling us is having a prank played on him, so don’t get upset with him. Tell him that if he finds out who is playing the prank, he should warn that person that it is a federal offense to harass non-profit organizations and we will press charges when we find out who it is. 

For repeat occurrences, ask the caller for his pager number, pager company, and the exact time and date he was paged. We may be able to contact the pager company to find out who is calling the pager.

FREQUENT HANGUPS

The Pride Center receives many hang-up calls XE "hang-up calls"  from troubled people. Please do not allow them to upset you. However, if hang-ups are occurring during a shift at an unreasonably high frequency (for example, 10 times in 10 minutes), you may attempt the following:

1. If time permits, press any key and say “Operator, this is the call I’d like traced.” This may deter the caller from calling again.

2. Dial *69 (call return) or note any number that appears on the phone screen. Make a note of the number and call back if you think it will deter the person from calling back. We can also have any number blocked. Call return costs 75¢ per use if successful. 

If these methods are not successful, you may perform call traces. However, for hang-ups, five successful traces are required, and the police are usually unwilling to help in this situation. 

NOTES ON CALL TRACES:

· Call trace (*57) will trace the last incoming call only, so if call waiting activated after the call you want to trace, it will not work right, even if you don’t answer the call waiting. The same applies to call return (*69)

· Call trace will not tell you the number of the last caller. If the trace is successful, the number is recorded by the phone company. Only the police can obtain this information from the phone company after we contact them. 

· Unlike call return or caller ID, call trace (*57) is almost always successful. Most unsuccessful traces are from out of state.

· If a number is found by call return, the name and address of the person can be found by dialing 555-5454 and following the instructions. This costs 50¢ and will allow up to three inquiries.

Requests about Cruisy Areas XE "cruisy areas" /Bath Houses XE "bath houses" , etc.

The Pride Center’s goals do not include encouraging sexual activity, especially if it may be illegal. For example: “Do you know of any cruisy areas around here?” “Are there any bathhouses I could go to?” “I’m a straight man. How can I meet some bisexual women?” Tell these people you cannot help them or you don’t have that kind of information.  If you feel the caller is open to it, try to direct them to a support or social group or a therapist but don’t push the matter if they state they are not interested in anything except sex. 
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Directions XE "directions" 
Don’t assume the easiest way to The Center is the way YOU come! Directions are posted on the website. If you are unfamiliar with the area, ask which of the major roads listed is closest and give them the directions exactly as they appear. (Did you know Livingston Ave. hits Route 1 if you keep traveling away from downtown?)

Bars XE "bars" 
Several bars are listed and are also on FilemakerPro database. If they want a certain kind of bar, do the best you can. Don’t tie up the phone line giving directions to bars. Give the caller the bar’s phone number. If none of the bars listed in the New Jersey area are adequate for them, suggest that they go to New York or Philadelphia. 

Remember, do not encourage sexual activity. What people do at the bars is their own business, but don’t respond to questions such as “Can you give me a bar which is really cruisy?” Tell them you don’t have that information. 

Requests for Information in the Mail

Generally, we do not mail out information individually and encourage callers to come to Center to pick up newsletters and flyers or to check out our website. However, if the volunteer feels the situation warrants it, they can gather material to put in a envelope and mail to the individual.  The post office is two doors down from the Center and has a mailbox out front.  Then, you can fill out an expense reimbursement form which is located in the Treasurer’s mailbox as needed.
6. Volunteer Log XE "Volunteer Log" 
This is our main method of communication which lets other people know what is happening during the other shifts. It keeps track of Volunteers, group, problems, and messages. These logs will be compiled and summarized for obtaining grants (names will not be reported, and will remain confidential).

Make sure you check your mailbox to see if there are messages from the Volunteer Coordinator, fellow volunteers or board members that require your immediate attention.
Sign in.

Keep track of problems which are found or which occur.

Record which groups came and the other info requested about them.

Keep track of phone calls. Check log from previous days to see if any calls need to be returned.

7. Reporting Problems (existing and occurring)

Emergencies XE "emergencies"  (Emergency phone numbers located in inside back cover)

The safety of our staff and visitors is of utmost importance. Mace is available in the event of an emergency. Please do not hesitate to call the police (911) if you feel there is any danger inside or outside The Center. Do not use these alternatives unless there is an emergency.

Volunteer Log XE "Volunteer Log" 
If a problem occurs which you want to inform other people about or just write down for the record, use the Volunteer Log XE "Volunteer Log" . You can record any problems you found when you came in, or any which occur during your shift. 

Incident Report XE "incident report" 
If necessary, fill out an incident report for severe problems which everyone should know about. These are used for situations such as “we were robbed”, “someone was sexually harassed”, “a car’s tire’s were slashed in the parking lot XE "parking lot" ,” NOT “the garbage XE "garbage"  wasn’t taken out” or “the computer broke.”

Leave a Message or Call Someone

If you feel it is necessary, contact the appropriate person to report a problem to or leave a message in his or her mailbox. Consult the Volunteer list to see which person would be most appropriate.  A guide for who should be contacted for which type of problem is below in section 
8. Leaving Messages and Referring Problems 
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No one at The Center can handle every problem. Please make the most of our pool of Volunteers and determine the right person for any problems or messages which you must deliver. Either put a message in their mailbox, or if necessary, call them. (Remember, do not give out phone numbers to non-Volunteers unless it is specifically O.K.’d by that person.)

Consult the Volunteer Directory and use your best judgment. When in doubt, leave a message with a Pride Center officer. Here are some people who are often referred to:

Mailing list XE "mailing list" - If anyone wishes to be added to or removed from the mailing list, refer to the person in charge of it. 

Facility- Refer to facility manager, except for immediate building problems. (See Building/Property problems below.)

Volunteers - Refer message to the Volunteer. For problems about a particular shift, leave the message with the senior Volunteer on that shift. New Volunteers should be referred to the Volunteer Coordinator. 

Groups - Refer to Group/Program Coordinator. Contact an officer if necessary. 

Money - Refer to Treasurer.

Media XE "media"  - Refer to the President or someone dealing with Public Relations. DO NOT MAKE STATEMENTS TO THE MEDIA YOURSELF ON BEHALF OF THE PRIDE CENTER. 

Newsletter - Refer to Newsletter Coordinator.

Supplies XE "supplies"  - Refer to Office Manager.

Building/Property Problems - If immediate attention is needed, contact the landlord (Asbury Ms. Locksmith – emergency number is posted on the bulletin board). Otherwise, refer to the Facility Manager.

9. Telephone Usage XE "telephone" 
The Pride Center has a business telephone line, so EVERY CALL COSTS MONEY, even local calls.

We have ONE line and cannot tie it up all the time with personal or extended calls. This line is for the community first, and for our convenience second. All calls should be limited in time. Even Pride Center business calls should not be more than 15 minutes, especially while The Center is open.

Outgoing calls

When making a call, Don’t assume that a person is out to everyone at that number. You may want to dial *67 before making the call so we don’t show up on caller ID. You might ask for the person you’re calling and simply say this is “The Center” calling back. When calling Volunteers, check to see if they have indicated to “be discreet” when calling. If you do not reach the person and need to leave a message on a machine or with someone, try to be discreet as possible by giving the minimum amount of information necessary.

Collect Calls XE "collect calls" 
The Pride Center will accept collect calls, but they must be kept short. Ask if we can call back (this is cheaper). Please use discretion. We can’t take a 15 minute call every week from the same person. Remember, we are an InfoLine, not a counseling XE "counseling"  center. 

Personal Calls XE "personal calls"  

Please keep these to a minimum, and only make calls which are really necessary. If you are making toll or long distance calls, please use a calling card or leave an appropriate donation XE "donation"  to cover them. Do not tie up the phone line with either incoming or outgoing personal calls. Other Volunteers need to use the phone for Pride Center business also. 

Visitor Calls

If a visitor wants to use the phone, and they do not have a cell signal or a cell phone ask them to use a calling card or make a donation XE "donation"  (5¢ will cover a 3 minute local call).  The only legitimate reasons for visitors needing to make calls from our phone is to check on transportation from the Center or responding to an urgent call placed to the Center for the individual.
10. Ethical Policies
Interacting with People Outside your Volunteer Duties

When interacting with friends or people in the glbt community, make contacts, recruit new volunteers, and most of all inform people about The Pride Center and its resources. But always keep in mind the following caveats:

DO NOT OUT PEOPLE IN PUBLIC: At non-glbt events you should NEVER talk to someone about glbt issues unless you know they are “out” in the situation. In other words, you can say “Hi, how are you?” but not “Hi, I saw you at the gay and lesbian center!”

Do not e-mail XE "e-mail"  people without their permission. Electronic mail is not always private. Relatives, friends, co-workers and supervisors may be reading a person’s mail. Simply sending mail to someone can be a violation of privacy XE "privacy" , even if you don’t mention anything about the glbt community. 
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Pride Center Functions: If you are at a Center Function either at The Center or outside The Center and are off-duty, remember that you are still a member of The Pride Center’s staff. You have a duty to act in a manner appropriate to your position as a member of The Center. For example, you should not make inappropriate comments regarding The Center or act in a manner which could be considered sexually harass XE "harass" ing XE "sexual harassment"  since you can be considered a representative of The Center. 

Censorship XE "censorship"  & Free Expression

The Pride Center does not want to encourage censorship of any kind. You should not tolerate direct or indirect censorship, whether physical, verbal, or otherwise. If you feel censorship has occurred or exists, please voice your opinion and take the appropriate steps to resolve the problem. 

Although The Pride Center supports free speech XE "free speech"  and expression, it does not allow degrading or offensive speech or expression. If someone feels that this is occurring, he or she should bring up the issue in question to the appropriate person at The Pride Center. No single policy can define what is degrading or offensive; it is up to the community to determine this and to properly decide and deal with an issue in a civilized manner.

Code of Ethics XE “Code of Ethics” 

 XE “ethics” 
The following are ethical standards to which all Pride Center Volunteers are asked to uphold.

Respect - Volunteers should treat each other with respect and should represent accurately and fairly the qualifications, views, and obligations of other Volunteers. Volunteers should avoid unwarranted negative criticism of colleagues in communication with visitors or callers, including demeaning comments that refer to a Volunteer’s level of competence or to attributes such as race, ethnicity, national origin, color, gender, sexual orientation, age, marital status, political belief, religion, and mental or physical disability. 

Seeing Other Unethical behavior - If you believe a colleague has acted unethically, you should seek resolution by discussing concerns with the person or, if necessary, notify an officer or other appropriate manager. You should defend unjustly charged colleagues, discourage, prevent, and expose unethical conduct.

Sexual Harassment XE "sexual harassment"  - Do not sexually harass XE "harass"  visitors, callers, or Volunteers. This includes sexual advances or solicitation, requests for sexual favors, verbal harassment such as epithets, derogatory comments or slurs, physical harassment such as assault, impeding or blocking movement or any physical interference of another’s normal work or movement, and visual forms of harassment such as displaying derogatory posters, cartoons or artwork XE "artwork" .

Sex XE "sex" ual Activity - No sexual activity is permitted in The Pride Center.

Derogatory Language XE "derogatory language"  - Do not use derogatory language in written or verbal communications to or about visitors, callers, or Volunteers. Always be respectful and accurate in such communications.

Relationships - Volunteers are not to make dates XE "dates:making dates"  with callers. A Volunteer is not a friend to visitors or callers while on duty. A Volunteer is a helper, and the distinction must not be blurred. Socializing XE "socializing"  while on duty is acceptable as long as it does not interfere with Volunteer duties.

Confidentiality XE "confidentiality"  - Visitors and callers should expect to be able to share concerns, etc. and that the Volunteer will not divulge the information without an express helpful purpose. If you need to talk about a visitor or caller: 1. Do so only for an explicit work related purpose, such as obtaining additional help or making a referral, not to gossip. 2. Do not do so where other people can hear you. 3. Discuss only with colleagues within the organization. 

Respect visitors’ and callers’ right to privacy XE "privacy" . Do not solicit private information unless essential to providing services. When private information is shared, confidentiality applies. When making a referral, give the information only to those people necessary for expediting or making the referral. Do not leave records XE "records"  such as the phone log, Volunteer list, or library log sitting where anyone can see them.

Advice and Representation - When on duty, do not give advice XE "advice:giving advice" , or make decisions for visitors or callers, only present alternatives. You should indicate that you are a concerned, informed individual with some specific training. Remember, you are considered a helper, so people will ascribe authority to you, so you must not give professional advice XE "advice:giving advice"  unless you are specifically qualified to do so (such as if you happen to be a lawyer, therapist, or physician).

A Volunteer must be clear to a visitor or caller as to when he is on or off duty and what his/her limits are at that time. Volunteers must operate under a set of guidelines that sets limits on their activities. You cannot act on personal opinions or convictions or disclose as much about yourself as you may choose. If a person is so confused or distressed that he or she cannot take action, you can offer direction which is not advice XE "advice:giving advice" . Be sure you know the protocol for dealing with such cases, such as suicidal callers. 

Self Disclosure - Avoid sharing experiences with callers, even in an attempt to “break the ice” or to say “I’ve been there too.” It can blur the distinction between friend and helper. This may also be misconstrued as “I’ve got my act together, you should too.” 

Self Monitoring - You must recognize and accept your limits in order to help people as a Volunteer. If you are unable to help someone because of fatigue or emotional stress, take time out rather than offer less effective help. Refer callers or visitors you feel uncomfortable with or are unqualified to deal with to another Volunteer or agency. 

Access to Records: You should have access to information regarding your personal Volunteer records XE "records" , as well as necessary information about other Volunteers, such as phone numbers.

Disputes XE "disputes"  involving colleagues - You should not exploit visitors in disputes or engage them in inappropriate discussion of conflicts between Volunteers. You should also not take advantage of such disputes to obtain a position or advance your own interests.

11. Donations

The Pride Center needs lots of things: tangibles, intangibles, and MONEY. Donations ARE tax-deductible. Here’s how to handle things that you or other people offer to our organization.

Money – Thank the donor, try to obtain name, address and phone number, and have them complete a donation form. Also ask if they would like to become a member and apply the donation to the full membership cost, if the donor agrees.  Leave a note and the donation XE "donation"  in the treasurer’s box. If they are on the phone, tell them our PO Box and address, Attention: (Treasurer’s name).

Supplies - All are accepted as long as they are in good condition. If something is not commonly used, such as paper towels, copy paper, pens, etc., first try to find out if we need it. A donation XE "donation"  of 500 slide-rules won’t do us much good. 

Furniture XE "furniture"  and equipment - We have very limited space! Do not accept these unless there is a definite NEED, we have the SPACE, and it is in GOOD CONDITION. (Please, no more couches or old VCRs.).  You must check with the Volunteer Coordinator or the President before agreeing to accept any furniture or equipment.
Books and Magazines - Our space is limited! Please do not accept material in poor condition or those not concerning glbt issues. Put donated books in the bin designated for them.

Time- If anyone is willing to do anything for The Center, thank them, and refer them to the appropriate person (Volunteer coordinator, facility manager, officers, Board of Trustees XE "Board of Trustees" , etc.)

Building – Individuals offering to donate money to our building fund should receive a “Buy a Brick form or be referred to our website to download a form.  Both the form and web page feature the following graphic:
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12. Being On or Off-Duty at The Center

Volunteers must distinguish between when they are on or off duty and act in the appropriate manner during those times. If you are at The Center before or after your shift, or on a different day for any reason, even if you are there to visit someone, to hang out, or whatever, you may be putting The Pride Center or the other Volunteers in an awkward position. You cannot just hang around being a butterfly floating between visitors, friends, and Volunteers, making phone calls, eating dinner, and playing music XE "music" . You must decide whether you are on or off duty.
When you are on duty you should act responsibly. Sign in, wear your nametag, and help the other Volunteers that are regularly on the shift. If you are there to do some specific work, let the other Volunteers know why you are there, and try to be helpful if it is a hectic shift.

When you are off duty you should act appropriately. Do not wear your name tag or answer phone calls. If there is work being done by Volunteers or there are many groups or visitors there, you should not be interfering with the authority or work of the scheduled Volunteers. You should stay out of their hair and respect the work they are doing.

Group Meetings During your Shift

If there is a group meeting you want to attend during your shift, you are still responsible for your Volunteer duties. The phone must still be answered. Visitors must still be greeted. Groups must be attended to. If there are other Volunteers willing to do the work during your shift, be aware that you may still be called on if you are needed, and should not tell them to wait until after the meeting. If you must devote your time to the meeting exclusively, you should not be scheduled to Volunteer for that shift.
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Computers XE "computers"  and Other Information 

The best way to answer people’s questions is to read the material around The Center. Look at the notices on the bulletin board. Familiarize yourself with the resources available to the community, the groups that meet at The Center, the other centers in the area, and the events occurring in the community.

Filemaker Pro XE "Sidekick"  - use the program “Filemaker Pro” on the Computer as much as possible. It is our main information source. Update or add information when necessary (don’t forget to SAVE the changes). If you don’t know how to use it, ask someone. You can search for a keyword, name, county, or town. Make sure you also know how to startup and shutdown the computers properly

Also use the Pride Guide XE "Pride Guide" , other reference materials, resources, or ask people around you. 

INFORMED VOLUNTEERS ANSWER QUESTIONS BETTER.

14. Groups XE "groups" 
Most of the groups which meet at The Center run independently of The Center. They are allowed to run their meetings any way they wish. However, they must comply with the Space Use Agreement and general rules of The Center. There are no exceptions. The group facilitator as listed in The Center records is the official leader of the group and liaison to The Pride Center.
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Calendar - If a group would like to be listed on the next month's Pride Center Calendar of Events, they must notify the Group Coordinator no later than the last Monday of the current month. If a group has reserved a meeting room, it will appear on the Calendar.

Unreserved Rooms - After a new Calendar has been released, available rooms are on a first-come first-served basis. Shift Volunteers may schedule a group in an unreserved room for the current month only. This should be recorded on the “Master” Calendar pinned to the wall in the office. Note: the same group who called to use an unreserved room may not do so again the following month. They will need to reserve a room as in the Calendar paragraph above.

Meeting Room - The meeting room of each group is designated on the Calendar. If it is necessary, you may change the rooms during your shift (check the Master copy first, and write down any changes you make).

Money and Mail XE "mail"  - When a group arrives, give the facilitator their mail, which should include the envelope for donations (some groups do not receive an envelope as they make other arrangements). We ask for a $3 per person donation, “more if you can, less if you can’t.” After their meeting, collect the envelope and place it in the locked box behind the desk. 

Meeting Times - Groups should not deviate from their assigned meeting times. It is not fair to other groups, people coming to their meeting, or to the Volunteers. If the meeting ends when The Center is closing and the group members tend to socialize afterward, they should end their meetings with enough time to socialize before closing.

Group Responsibilities - Groups must act in a responsible manner. They must honor the Space Use Agreement and Pride Center rules, including but not limited to: cleaning up after themselves (food XE "food" , cups, furniture, etc.), honoring other groups which are meeting (noise), recycling, following the times set for them, and honoring the harassment policy. If a group is not following the rules, politely inform the facilitator. If they still do not honor the rules, inform the group coordinator, record the incident in the Volunteer Log, and take other action as necessary.

No Shows - If a facilitator for a group does not show for 3 consecutive meetings, or there are no meetings for 3 consecutive reserved dates, then the group will be removed from future Calendars. Notify no shows on the Master copy of the Calendar and the Volunteer Log.

15. Walk-ins (New Visitors XE "new visitors" )
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It takes a lot of courage for some people to come to The Center the first time. Be especially friendly to people who are alone or new. Don’t assume someone has been here before. 

Introduce yourself. Offer people help, but give them space and let them look around. Offer to show them what is available. Give them a calendar, newsletter, or other information. Don’t ask personal questions.

Let them know about our groups, functions, and opportunities to Volunteer. Ask them if they want to be on our mailing list.

Don’t assume a person is here for a certain group because of their gender, race, or other characteristics. You may ask them if they are here for a group meeting, but don’t specify which group you think it is. 

Remember, when you are on duty, it is your responsibility to interact with people here. Forming cliques, watching TV, talking on the phone or playing computer games XE "computer games"  while people are in The Center is unprofessional and rude.

16. Supplies

Office Supplies
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If we need or run out of any of the following, let the Office Manager know by adding the item to the Supply Request list that is posted on the wall of the volunteer and include your name, date and suggested quantity.  When enough items have accumulated to ensure the purchase price is above $50, the office manager will make the purchases through the Center’s Office Depot account.

NOTE:  If people abuse the use of Pride Center supplies, more and more will be locked up to balance convenience with security. 

Other Supplies

Please make sure there are plenty of paper towels, toilet paper, soap, cups and whatever else we need out there so that people may enjoy The Pride Center. This includes cleaning supplies, garbage XE "garbage"  bags, etc. As with office supplies, these items should be added to the request sheet if they run low.
17. Flyers XE "flyers" , Notices, Newsstand XE "newsstand" 
All organizations and individuals, both affiliated or non-affiliated with the Center, are welcome to bring notices of their events and/or recurring meetings and services. However, all flyers should be of specific interest to the GLBT community!  When placing flyers around the Center, please note that the table in the lobby and the ledge of the volunteer office window should be limited to Pride Center groups and events only!  The racks by the front door should have mostly the PCNJ newsletters in them!
Theater and Entertainment notices should be placed on the shelves and bulletin board with that label.  Health and other miscellaneous flyers go on the bulletin board and shelves in the hallway.
Items on the newsstand can be taken as long is there is another copy there. 

Check for old or outdated notices, flyers, and periodicals and remove them (recycle properly).
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Don’t put up too many notices around the desk. When there are too many, none of them get noticed. Consolidate, minimize, and look for different ways to fix communication problems. A copy of each event can go in the 3-ring binder on the volunteer desk for easy reference instead of on the walls.
If there is just not enough space, use your discretion to remove what is of minimal importance or relevance. 

18. Mail XE "mail" 
Any mail that comes in should be handled by the Volunteers. If it is for other building tenants, Jersey Pride (Pride Parade) or NJLGC XE "NJLGC" /PLF – New Jersey Lesbian and Gay Coalition/Personal Liberty Fund, leave it in the plastic folder on the door to JPI’s office located upstairs in the LOFT. XE "PLF"   Mail for MCC – Metropolitan Community Church of Christ the Liberator should be put in the mailbox in the volunteer office for them to collect when they come for weekly choir practice.
Sort and distribute other mail according to the group or person listed on the address label. If the person or group is unknown, or it simply says “Pride Center”, open the envelope or package and determine who it should go to or what action should be taken.  All checks should go into the treasurer’s mailbox.
19. Photocopier XE "photocopier" 
The copier XE "copier"  is for Pride Center use only. It is not for groups or personal use. If a group needs to use it in an emergency, they can make a small number of copies at 20 cents each.

If you need to use it, record your name, the reason, and the number of copies. Use discretion. Do not make an unnecessarily large number of copies; more can always be made if we run out. 

Try to conserve paper by using both sides or by using old sheets which are already printed on one side. (The price of paper has recently doubled!)

Make sure the photocopier is turned off at the end of the night.

20. Library XE "library" 
Check out XE "check out:books, videos"  any material by recording the information in the library XE "library"  database on the computer. IMPORTANT: SAVE the record after you have entered the information.

Returns XE "returns:books, videos" : The borrower’s info should be removed from Sidekick and the material should be placed in the designated bin for the library/media coordinator to put back. Again, SAVE the record after you have removed the borrower’s information.

21. Music XE "television" 
Stereo XE "stereo" 
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If you or other people want to use the stereo, please use common sense. Don’t play it so loud that you are disturbing other building tenants, groups, visitors, or other Volunteers, or so loud that you can’t hear the phone. Don’t play vulgar music XE "music" . Don’t assume everyone likes your music. If other people don’t like the music, please respect them and take turns playing different kinds of music. Please handle other people’s tapes or CDs carefully and make sure they get them back.

22. Closing The Center (last shift of the day)

Make sure all garbage XE "garbage"  has been collected.

Lock all windows.

Shut off equipment -Computers XE "computers"  (use proper shutdown procedure), printers, photocopier, lights XE "lights" 

 XE "television" , coffeepots, etc.

Lock up - Make sure everyone is out. The only exception to this rule is if members of MCC or the Coalition are still meeting in the building.  They have their own keys and will do final lockup.  However, even in these cases, the bar in the outside door should be put in the locked position so nobody from the outside can enter the building after you leave.
Turn off lights XE "lights"  in hallway and outside and lock the building entrance. Once you have determined nobody else is in the Center, you will put the bar into the locked position and exit the building.  ONCE OUTSIDE, YOU MUST ALSO LOCK THE DEADBOLT!

AVOID LEAVING BY YOURSELF. Leave with other Volunteers, or with the last group of people. People should walk in a group to the parking lot XE "parking lot" .
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Emergencies XE "emergencies" 
The word “emergency” is used by people in different ways. Here, it means a severe problem which requires immediate attention due to, or to avoid, an extremely serious situation. This includes, fire, criminal acts, bomb threats, assault, etc. NOT: the other Volunteers didn’t show up, we’re out of paper towels, the photocopier isn’t working.

911 - In a real emergency, this is probably who you should call first.

North Brunswick Police: Please use this number for a situation in which the police need to be contacted, but there is not an immediately threatening situation. 

Building- If there is an extreme problem such as no heat, a flood, no power, you may call the landlord.

Officers - Other severe problems or uncommon requests should be addressed to the following officers of The Pride Center unless a more appropriate person should be called, such as the facility manager.

President: All requests for comment or information from media should be directed to president.  If they feel comfortable doing so, volunteers can give reporters basic information about the Center including hours of operation, Infoline data, listed meetings, and Events information from flyers.  Any requests of a business or financial issue should also be directed to the President.   Please delete any spam calls such as pre-recorded pitches from voice mail without referring to officers.  If the landlord asks questions regarding lease issues or complaints, please refer him/her to the President and contact them as needed.
Vice President: Back up contact for president regarding issues noted above.


Treasurer: Requests relating to utility bills or bank accounts should be directed to treasurer.  Also refer questions about handling group donations or financial funding from private individuals including memberships and business or non-profit organizations should be referred to treasurer.
Volunteer Coordinator: Please contact the Volunteer Coordinator for issues regarding group facilitators and onsite event coordinators, requests for space usage, shift coverage issues, locating computer files relating to Infoline database, calendar, volunteer lists and forms.
Our artist: Keith Haring was born in Kutztown, PA in 1958 and studied art at the University of Pittsburgh. “The thing I responded to most was [Christo's] belief that art could reach all kinds of people, as opposed to the traditional view, which has art as this elitist thing.”
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“When someone canceled an exhibition [at the Pittsburgh Arts and Crafts Center] and they had an empty space, the director offered me an exhibit in one of the galleries. For Pittsburgh, this was a big thing, especially for me, being nineteen and showing in the best place I could show in Pittsburgh besides the museum. From that time, I knew I wasn't going to be satisfied with Pittsburgh anymore or the life I was living there. I had started sleeping with men... I decided to make a major break. New York was the only place to go.”

Keith arrived in New York in 1978 as a scholarship student at the School of Visual Arts. All at once, he began to experience a multicultural urban community with its own expressive vocabulary; a lively environment in which to explore his gay identity.

Keith's work started to receive widespread public attention when, in 1980, he began to make drawings in New York subway stations.

Keith was dogged by a critical ambivalence towards his work, stemming from its broad popularity. “I think that in a way some [critics] are insulted because I didn't need them. Even [with] the subway drawings I didn't go through any of the 'proper channels' and succeeded in going directly to the public and finding my own audience... I bypassed them and found my public without them. They didn't have the chance to take credit for what I did. They think that they have the role of finding the artist... and then teaching the public... I sort of stepped on some toes.” 

Keith ultimately found acceptance where it counted most for him. “The things that have always given me the strength and confidence not to worry about [negative criticism] are, first of all, support from other artists, artists whom I look up to and respect much more than I respect these critics or curators, and second, things that come from real people, people who don't have any art background, who aren't part of the elitist establishment or of the intellectual community but who respond with complete honesty from deep down inside their hearts or their souls.”

In 1988, Keith was diagnosed with AIDS. By that time, AIDS had already deprived New York City, the art world, the world at large and Keith himself of many friends and luminaries. The diagnosis did not come as a surprise to Keith. He publicly acknowledged his illness in a remarkably candid interview in Rolling Stone magazine. Keith's response to his illness was characteristically philosophical.
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“No matter how long you work, it's always going to end sometime. And there's always going to be things left undone. And it wouldn't matter if you lived until you were seventy-five. There would still be new ideas. There would still be things that you wished you would have accomplished. You could work for several lifetimes... Part of the reason that I'm not having trouble facing the reality of death is that it's not a limitation, in a way. It could have happened any time, and it is going to happen sometime. If you live your life according to that, death is irrelevant. Everything I'm doing right now is exactly what I want to do.”

“A more holistic and basic idea of wanting to incorporate [art] into every part of life, less as an egotistical exercise and more natural somehow. I don't know how to exactly explain it. Taking it off the pedestal. I'm giving it back to the people, I guess.”

www.haring.com
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