NCAVA CERTIFICATION IN VOLUNTEER ADMINISTRATION

Administered by the NCAVA Certification Committee, the certification program is part of NCAVA’s strategy to enhance the professional identity of volunteer administrators. The goals of the program are to raise standards, increase knowledge, and improve performance of volunteer administrators in North Carolina. The program provides a means to document competency and signify excellence in the practice of managing volunteer programs. The designation CAVNC, indicating a Certified Administrator of Volunteers in North Carolina, helps employers identify the most qualified and committed professionals. 

Requirements for Certification 

· NCAVA individual membership 
· At least two years experience as a manager of volunteers and/or volunteer programs 
· Bachelor’s degree, or one year’s experience in the field for each year of college lacking 
· Three peer references 
· One year in a leadership role in NCAVA, a local affiliate of NCAVA or a community agency 
· Completion of at least 28 contact hours of pre-certification training within the last three years 
· Submission of a professional development portfolio, developed by the specified guidelines, for review by the established due date 
· Payment of $40.00 certification fee 
To ensure that the training experience of a certified volunteer administrator is well rounded, candidates are required to complete at least two training contact hours related to each of the following competencies: resource development and management, planning and conceptual design, accountability, perspective, and responsiveness and commitment to the profession. 
Pre-Certification Training 
At least 10 hours of pre-certification training must be recognized and/or endorsed by NCAVA. Examples of training endorsed by NCAVA include: workshops offered at NCAVA’s Annual Statewide Conference on Volunteerism, endorsed workshops offered by NCAVA affiliates, workshops/seminars offered through the Association of Leaders in Volunteer Engagement (ALIVE) and endorsed courses offered by North Carolina Community Colleges. 
Any training for which the applicant is requesting credit that has not been endorsed by NCAVA for educational credits is subject to a surcharge of $5 per credit hour. Other resources for volunteer management training include, though are not limited to, Duke Certificate Program in Nonprofit Management, Hospice for the Carolinas Volunteer Track, Points of Light Foundation, Governor’s One-on-One Program, and many others. Up to 12 training contact hours may be transferred from any one of these programs. Additionally, training credit may be received for participation in professional conferences that are relevant to volunteer administration by paying the same $5 per credit hour fee. 
Recertification Process 
Recertification must occur every three years. To qualify for recertification, individuals must have maintained uninterrupted NCAVA membership, provide documentation of 10 hours of training approved by NCAVA, and submit payment of a $25 re-certification fee. 
For additional information and/or an application contact the certification chairman or go to the website for the most current information.

NCAVA Certification Overview Professional Development Portfolio Individuals will submit a transmittal form (basic application information) in addition to a portfolio or binder that includes the following specific sections. 
	Section 1
	
	Personal Data

	
	
	A standardized form to be completed and inserted in this section to include general information such as educational background, some work history, etc.

	
	
	

	Section 2
	
	Administrator’s Statement of Philosophy on the Management of Volunteers

	
	
	Guidelines are provided to assist the applicant in developing a statement of up to (but no more than) 500 words (about 2 pages of typed text) outlining the individual’s personal philosophy on the management of volunteers.

	
	
	

	Section 3
	
	Professional Development

	
	
	This section will include the certificates of participation and other evidence of participation in training and development opportunities. The contact certificate has been redesigned to be a full page form, with the lower half dedicated to a response section asking a very limited number of reflection questions to allow participants in training to process the materials presented and give some specific consideration to the application of the new materials to their work. 

	
	
	

	
	
	This same form will be flexible enough for individuals to report training from outside sources other than NCAVA endorsed events.

	Section 4
	
	Leadership, Presentations and Publications

	
	
	Guidelines are provided to assist the applicant in sharing information about their specific leadership roles in NCAVA, their local affiliates/chapters, or other volunteer-related community organizations. Additional guidelines for this section will provide a template for individuals to record basic information on any professional presentations (seminars, workshops, classes, etc.) they have led related to volunteerism and/or volunteer management. This is an opportunity to gain recognition for presentations and/or articles published in furtherance of the profession. Examples might include special feature articles during National Volunteer Week, an article on the value of volunteer time, a presentation or workshop at the state conference on volunteerism, a seminar or course on volunteer management, etc.

	
	
	

	Section 5
	
	Case Studies

	
	
	This section replaces the exam. In this section, specific case studies will outline scenarios or situations that require the applicant to assess the situation and to outline a plan of action or strategy to successfully process the case. This is not a major thesis or research paper! It is, however, an opportunity for applicants to think through a variety of situations and to utilize appropriate resources they might find in their offices or on-line to justify or defend their courses of action.

	
	
	

	Section 6
	
	Self Expression This is an optional section providing an opportunity for the applicant to offer additional information utilizing creative media. It might be a scrapbook type entry with photos and captions from training participation or presentation. It might be the inclusion of creative writing or artwork. This would be a section that would allow those who are more creative to present their “story” more personally. Guidelines are provided offering limits on numbers of pages, ideas for inclusion, etc.




Re-Certification 
In order to “grandfather in” those who are already certified through the current process, the process for those certified in 2003 or earlier would utilize the new certificates of participation in requesting re-certification in the future. They may or may not begin the development of a professional development portfolio. A re-certification application for renewal will be provided. 
For those who are certified in or after 2004, the re-certification process will be the submission of their updated portfolio with an added re-certification section for each time recertification is requested. For example, those certified in 2004 will need to renew certifications in 2007. At that time, they will submit their portfolio with an added Section VII for review by the certification committee review team. Then, at each renewal time, an additional section is added to the portfolio for review. 
The portfolios are due for evaluation by April 1 of each year to the Certification Chair. Certification fees must be submitted with the portfolio. Recognition for those receiving certification and/or re-certification shall occur at the Annual Conference on Volunteer Administration. A workshop will be conducted each year to assist those beginning the process of building a portfolio of professional development for certification as an administrator of volunteers. 
All forms will be posted on the NCAVA website and available to members only. General information on the overall certification process will be posted for the public to encourage those interested in beginning the process to join the organization.
Re-certification shall follow the same schedule, with notices of renewal going out following annual conference each year for those due in the coming year. This will allow the certification committee to better track the certification renewal process.
Section 1
Personal Data
Instructions: In this section, insert your completed NCAVA Certification Application. It may be typed or printed legibly in ink. 
Be sure to answer each section of the application completely, leaving blank any sections that are not relevant to you and/or your personal experiences.
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Certification Application
PERSONAL INFORMATION 
	Name
	

	Address
	

	City
	
	State
	
	Zip
	

	Phone (W) 
	
	(H)
	
	Fax
	

	E-Mail Address
	


EDUCATION: Complete this section with information about your educational background. 
	Schools
	Name & Location
	Graduate?
	Major/Minor Course
	Degree Received

	High School
	
	
	
	

	College/University
	
	
	
	

	College/University
	
	
	
	

	Other
	
	
	
	


VOLUNTEER MANAGEMENT EXPERIENCE: Complete this section with information about your experience as a paid or unpaid manager of volunteers. If you need additional space, you may attach sheets. Please list your volunteer management experiences for the past seven years. 
	Position/Title
	Agency/Organization/Company
	From/To
	Major Duties/Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	


PEER RECOMMENDATIONS: Please list the names, complete mailing addresses, phone numbers and e-mail (if applicable) addresses for three individuals who are familiar with your volunteer management experiences and/or expertise as well as your activities and participation in NCAVA and/or an affiliate chapter. These individuals will be contacted to provide recommendations on your behalf utilizing a reference form we will send directly to each of them. Appropriate references include current or former co-workers, supervisors, volunteers, professional peers, etc.  References may not be relatives.

	Name
	Complete Mailing Address
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	


TRAINING CONTACT HOURS SUMMARY: Complete this table by summing your total contact hours in each of the five identified competency areas and by indicating total number of hours received through NCAVA endorsed training in that category and those received from other sources. A total of at least 28 contact hours of training is required for certification with a minimum of 12 hours being through NCAVA endorsed training participation.
	Training Category
	NCAVA Hours Completed
	Training Hours from Other Sources
	Total Hours Completed

	Commitment to the Profession
	
	
	

	Planning and Conceptual Design
	
	
	

	Resource Development & Management
	
	
	

	Accountability
	
	
	

	Perspective & Responsiveness
	
	
	

	TOTAL
	
	
	


Submission Process: This application should be included and submitted as an entry in your Professional Development Portfolio prior to April 1 with a check for your Certification Application Fee of $40.00 plus $5 per external credit hour (any source except NCAVA or AVA endorsed training) for which credit is requested. 
Total Enclosed Payment: ________________________ 
Checks should be made payable to NCAVA and should be submitted with the completed portfolio and application fee to: 
NCAVA Certification Committee Chair 
3434 Edwards Mill Road, Suite 112-347 

Raleigh, NC 27612
Certification recognition will be awarded at the State Conference on Volunteerism. 
Section 2
Statement of Personal Philosophy on
Volunteerism and the Management of Volunteers
Writing a personal philosophy statement is basically articulating your beliefs and finding a way to express those beliefs to others. This process can be helpful in providing clarity and direction as you continue to develop professionally. Traditionally, philosophies explore the meaning of truth and knowledge. Your statement, to be meaningful, should be relatively free of “jargon,” while utilizing appropriate or accepted vocabulary and concepts. Philosophy statements are generally written in an active voice and use clear and logical ideas to support the statements. 
One way to begin to write your personal philosophy statement is to complete a series of sentences, then to further develop the thought by adding the “why” for each statement. This will provide a basis for the narrative statement that will be built from your personal beliefs and values. 
Starters for the sentences might be: 
I believe that volunteers are important because 
The roles of volunteers in community organizations should be 
My role as a manager of volunteers should be 
I believe that managing volunteers is 
These are just general ideas to help you get started. You might also think about the following questions in beginning to write your philosophy statement. 
In the grand scheme of things, what differences do volunteers really make?

What is the significance of professional managers of volunteers?

What would the impact be of not involving volunteers in community organizations?

Does it matter if an ethic of community service is instilled in young people?


Instructions: In 500 words or less (about 2 typed, double-spaced pages maximum), discuss your personal philosophy statement of volunteerism and the management of volunteers. You may stop short of that limit, but please do not exceed the two-page limit. The information provided here is intended to help you get started as you reflect on your statement. Your final statement may or may not include these specific questions or sentence beginnings. Make it your statement to reflect your personality and belief system.

Section 3 Professional Development
This section will include the certificates of participation and other evidence of participation in training and development opportunities. Complete the reflection questions section of the certificates and insert them into your portfolio. Be sure to complete the questions for each workshop or seminar. 
For certification, a total of 28 contact hours will be required. At least 12 of these contact hours must be from NCAVA endorsed workshops or seminars. Workshops that are NCAVA endorsed can be found on the NCAVA website and should mention this endorsement in their promotional materials. 
Additional credit is available from other sources by completing the certification of participation and submitting a $5 per hour surcharge for the external credits. No more than 12 credits may come from a single source other than NCAVA. For example, you may apply for up to 12 contact credits for work completed through the Duke Certificate for Non-Profit Management program with additional credits from your organization’s national conference to add to your 12 credits of NCAVA endorsed credits working toward your total of 28 contact hours. 
If you are claiming credits and paying the additional surcharge for any external credits, you should also submit a copy of the program, agenda, bulletin, or workshop outline for the external resource with details about the purpose and extent of the training. A one to two page additional support document is sufficient to provide the needed information. This support material should provide enough detail for the evaluators to determine that the training is relevant in at least one of the identified competency areas for volunteer administration. 
Note that contact credit may be requested for sessions that address any of the following identified core competency areas for administrators of volunteers (as defined by AVA): 
· Commitment to the Profession (includes ethical practice, professional responsibility and leadership)
· Planning and Conceptual Design (includes knowledge of organizations and the planning process) 
· Resource Development and Management (includes volunteer program management, risk management, supervision, staff/volunteer relationships, financial resources) 
· Accountability (includes monitoring and evaluation, analysis and reporting) 
· Perspective and Responsiveness (includes cultural competence, global volunteerism, managing change and strategic relationships)

 Instructions: In this section, insert all completed certificates of participation with reflection questions answered. The reflection questions may be answered directly on the form (please write legibly in ink or type) or you may insert an additional page answering the questions. Note that your answers should not exceed the space on the form with one additional page. 
If you have certificates previously printed on the half page format, please paste or staple them to the top half of a full sheet of paper for insertion in the portfolio and answer the reflection questions. 
At the time of your portfolio submission, if you are requesting credits from external training vendors, you should submit appropriate payment ($5 per credit hour requested other than NCAVA or AVA endorsed training) in addition to the $40 application fee.
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     Certificate Of Attendance
Awarded to:

Session Title:



Sponsoring Agency:

Conference Attending: 
Instructor:
   

Date of Session:
    Time of Session: 
            Total Contact Hours:  
TRAINING CATEGORY

____ Commitment to the Profession 
 

____ Planning and Conceptual Design

____ Resource Development and Management 

____ Accountability

____ Perspective and Responsiveness 


Training NCAVA Endorsed?   _______   yes
_______ no
Approved by: 
PERSONAL REFLECTIONS

(1) What three new concepts or ideas will you take with you from this experience? 

(2) How will you apply what you have learned in this session? 

(3) How was the presenter effective in leading this session? 

(4) What suggestions or recommendations would you make to improve this training? 

Section 4 
Leadership, Presentations, and Publications
This section is designed for you to record your leadership activities, presentations and publications. These professional activities are components of development that reflect on your growth and are indicative of your investment in the profession. 
Leadership includes holding elected office in your affiliate or state AVA organization, but it is more than that. It involves teaching others, chairing committees, organizing events and activities, recruiting new members into the organization, motivating peers, and generally taking action to further the profession. These leadership roles may be with any community, civic or faith-based organization. 
Presentations include workshops and seminars taught and speeches given. These presentations may be for any group or organization. This professional activity is indicative of your personal growth and your commitment to sharing best practice techniques with colleagues. 
Publications may include any written materials you personally prepared. Examples include (though should not be limited to) newspaper articles, marketing brochures, posters designed, etc. This professional activity is evidence of your ability to market your organization and/or NCAVA and its affiliates to the public. 

Instructions: Using the tables provided, record information pertaining to your leadership activities, presentations and publications. Please limit your responses to the space provided. Focus on the most recent two years for the purposes of certification, but if space permits, feel free to provide additional information from previous years. If you have more activities to report than space allows, please edit to include those activities you consider highlights in that area.

Leadership, Presentations & Publications
Leadership includes many aspects of involvement. You may be an elected officer in your AVA affiliate or serve on the Board of a community organization, or you may be chairing a committee with your church or other community agency. This section is for reporting your leadership activities. Limit your responses to the space provided. If you wish to provide more detailed materials or information, use Section 6 Self Expression. 
	Title/Position
	Dates of service (Ex: 2006-2007)
	Agency/Organization

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Presentations include workshops, seminars, or classes taught and speeches given. These presentations may have been for any group or agency, but the topic should be relevant in some way to volunteerism or volunteer management. This section is for reporting presentations you have given in the past two years. Limit your responses to the space provided. If you wish to include details about presentation activities, use Section 6 Self Expression to list additional involvement or to share additional information. 
	Presentation Title/Topic
	Date of 

Presentation (Month/Year)
	Type of Presentation
	Audience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Publications include written materials such as brochures, newsletters, newspaper articles, posters or other media designed for marketing or publicity about your organization, your volunteers or volunteerism in general. This section is for reporting about publications you have created in the past two years. Limit your responses to the space provided. If you wish to include a more detailed report or samples of publications, use Section 6 Self Expression. 
	Publication Title/Topic
	Date of Publication (Month/Year)
	Type of Publication
	Audience

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Leadership, Presentations & Publications (rev September 11)

Section 5 
Case Studies
This section of your portfolio is your opportunity to analyze specific case scenarios utilizing your experiences and knowledge as a manager of volunteers. Each case study should be printed on a separate page. Your response should fit on the remaining portion of the page. If you utilize resources or reference texts in your response, please provide enough reference information for the reviewer to follow up with that material if needed. References may be listed on a separate sheet as endnotes if needed to reserve space for a full response. 
Your responses should reflect your personal approach to the case study and should outline an approach, strategy or action plan for managing the situation in the study. 

Instructions: Choose 3 of the following 5 case study scenarios and respond to the specific questions or topics within the explanation. Note that each case study should be printed at the top of a new page and your response should fit on the remaining portions of the pages. Your responses should be written legibly in ink or typed. If you use specific reference materials, please include a reference list. You may create your reference list on a separate page to reserve space for your response on the case study page.

2010 Certification Case Studies

Choose three from the following five case studies and respond to the specific questions or topics within the explanation. Start each case study on a new page by pasting the case you are responding to at the top of the page then continuing on that page with your response. Your response should fit on that same page. You may type or print legibly your responses. If your response includes information from reference materials, provide adequate reference information for the reviewer to retrieve that information if needed in evaluating the response. You may attach a separate list of references for all case studies as a separate page at the end to save space on the page for your response.

Case Study #1 Recognition

Volunteers need to receive a sense of appreciation and reward for their contribution to your organization.  In the past your organization has always budgeted for a formal event to honor and recognize your volunteers.  You have just been told that in the currant economic climate there are no funds available.  Your volunteers look forward to this event.  How can you continue to recognize your volunteers for their support of your organization, but honor the decision to not hold the annual event?

Case Study #2 Evaluation & Supervision

You are the Director of Volunteers at a fairly large residential facility for seniors.  You have been working to establish your volunteer program and have been quite successful in having staff and volunteers work together.  Early one morning one of the staff comes into your office and says, “I am really concerned about the volunteer you have me working with.  I think she is too involved with some of our clients.  There is something about her that I just do not trust.  I do not have any proof yet but I think she is accepting gifts of money and jewelry from some of our seniors.  I would like you to remove her and find another volunteer.”  What is your best course of action?

Case Study #3 Volunteer Interviewing & Screening

Good interviewing skills are essential to performing the most crucial of all volunteer management tasks- matching a potential volunteer with a task and in a working environment that they will enjoy.  While employment interviewing has a focus of “Who can do this job?” volunteer interviewing has a focus of “Who will want to do this job?” and “What can this person contribute to accomplishing our mission?”  What questions would be appropriate to ask a potential volunteer in order to make the best match possible?  How will you prepare for the interview and who will you include in the interview process? 

Case Study #4 Marketing and Recruitment

You are a consultant who specializes in volunteer management.  You have had years of experience as a professional manager in a variety of positions in a number of different agencies.  

You have just accepted a contract with a municipality close to a major city to improve citizen involvement in the community.  The municipality has told you that:

· They just completed a 12 month review of citizen involvement and found that less than 5% of residents volunteer in the community

· Nearly 80% commute to the city to work and 40% volunteer in the city.  Those who volunteer, mainly volunteer at their children’s school or daycare, also located in the city.

· The community demographics are: most family income is over $55,000 gross, most are between 29-49, most have at least one child, most have college or university level education and most have high or very high expectations of community services

· The community can not afford more staff for its hospital, school, seniors facility or approximately 20 other social services

· The municipality believes that encouraging volunteer involvement will dramatically improve the services offered to residents in the community

You have one week to prepare a presentation to outline your ideas to the municipal government and other key stakeholders.  As an experienced professional manager of volunteers, what will you propose and address to this group?

Case Study #5 Orientation and Training

 We expect our volunteers to “fit in,” yet we often leave them on their own to discover just exactly how they are expected to do this.  This type of trial-and-error training is costly in time and people.  Few of us are mind readers, yet we expect our volunteers to know what we want and how to do it.  How would you go about orienting and training your volunteer so that they would be equipped to do the best job possible for your organization?  List what you would cover in orientation and in training.

Section 6 
Self Expression 
(Optional)
This is an optional section in which you may provide samples of your work, photos, artwork, poetry, etc. It is a creative option for those who would like to utilize additional media to share professional accomplishments. This is the section into which you might insert an agency brochure you designed, photos of your volunteer week exhibits at the mall, an outline from a training session, notes from a speech or presentation, or other creative indications of your professional accomplishments. These materials should fit onto 81/2 X 11” pages or be inserted into page protectors of that size so that they become a part of the bound portfolio. 

Instructions: This is an optional section! You may include up to four entries in this section, with each entry being limited to no more than two pages (one page front and back equals two pages or one side only of two pages equals two pages). Thus, the total number of pages in this section may not exceed eight.
Recertification
Certification is updated every three years through NCAVA. For re-certification, members must maintain continuous membership in NCAVA and must achieve a minimum of 10 contact hours of training over the three-year period. Additionally, there is a minimal recertification fee of $25. 
For purposes of recertification, up to six contact hours may be credited for seminars, workshops or training taught by the certified member. A minimum of four contact hours must be earned by attending, participating in and/or teaching classes, seminars, workshops, etc. endorsed by NCAVA. 
During the 2006-2007 membership year, those seeking recertification may choose to continue to follow the previously accepted practice of submitting certificates for the minimum of eight contact hours of training. For those seeking recertification in 2005 or later, the new process for certificate submission must be followed and the new minimum of 10 contact hours must be achieved. 

Instructions: Members whose certification is expiring will be notified by the NCAVA Certification Committee Chair. Using the certificates of instruction for seminars/workshops taught and the certificates of attendance for seminars/workshops attended, those applying for recertification

should submit their training and development activities for the three-year period. In addition, the Re-Certification Application should be completed to provide accurate, current information for the Association database. For those certified in 2004 or later, the re-certification materials may be inserted in the original portfolio as Section 7 and the entire portfolio submitted, or they may be submitted stapled without a binder. For those certified in 2003 or earlier, the recertification materials may be submitted in a binder for review without the requirement of going back to complete the new portfolio sections 1-6.
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Recertification Application
PERSONAL INFORMATION UPDATE 
	Name
	

	Address
	

	City  
	
	
	State  
	
	
	Zip   
	

	Phone (W)  
	
	(H)  
	
	Fax  
	

	E-mail Address
	

	

	Year of Original Certification:  
	
	

	Continuous Membership Maintained in NCAVA?
	
	yes   
	
	no


Submission Process: This application should be submitted prior to April 1 with a check for your Re-Certification Application Fee of $25.00. Checks should be made payable to NCAVA. The completed certificates, application and application fee should be forwarded to: 
NCAVA Certification Committee Chair 

3434 Edwards Mill Road, Suite 112-347 

Raleigh, NC 27612
Re-Certification recognition will be awarded at the State Conference on Volunteerism.
Re-Certification Application (rev September 11)
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     Certificate Of Attendance
Awarded to:

Session Title:



Sponsoring Agency:

Conference Attending: 
Instructor:
   

Date of Session:
    Time of Session: 
            Total Contact Hours:  
TRAINING CATEGORY

____ Commitment to the Profession 
 

____ Planning and Conceptual Design

____ Resource Development and Management 

____ Accountability

____ Perspective and Responsiveness 


Training NCAVA Endorsed?   _______   yes
_______ no
Approved by: 
PERSONAL REFLECTIONS

1. What three new concepts or ideas will you take with you from this experience? 

2. How will you apply what you have learned in this session? 

3. How was the presenter effective in leading this session? 

4. What suggestions or recommendations would you make to improve this training? 

