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Survey of Volunteer Support to Nonprofit Organizations 
Work Plan, Instrument, and Analysis Instructions
Introduction

This document contains the following:

· A sample work plan focusing on the capacity of RSVP stations to deliver services to the community (page 2)
· An instrument that measures the outputs and outcomes: Survey of Volunteer Support to Nonprofit Organizations (page 4)
· Instructions for summarizing the data (page 6)
· Data Analysis Summary Sheet (page 12)
Please note: This sample work plan is not meant to be used as one of your performance measurement work plans. Your first choice for performance measurement should be a work plan that represents an important service activity where you can measure the direct service volunteers provide to beneficiaries. This sample work plan and instrument measure the capacity of your stations to deliver service, not direct service provided by your volunteers. Therefore, if you want to use this sample work plan as an impact-based work plan, check first with your State Office for approval.
Work Plan Example
	Issue Area: Community and Economic Development
	Total # Stations: 125

	Service Category: Community-based Volunteer Programs
	Total # Volunteers: 500

	Community Need:

Nonprofit organizations (volunteer stations) in Coos County, Oregon, provide needed social services to a large population of seniors and low-income families. Statistics from the county health department and social services department indicate that needs exist for hot meals and food distribution programs; preventive health services such as vaccinations and wellness education; hospice care and grief counseling; suicide and sexual assault hotlines; tutoring in reading, math, and English as a second language; tutoring in computer skills; job counseling; as well as countless other needed services. Nonprofits are not able to meet these needs without the support of volunteers.
Over 125 nonprofit organizations in Coos County have stated they could serve more residents if they had more volunteers to assist them in the delivery of services. Additional volunteers are needed so organizations can expand their capacity to provide services and meet critical community needs in the areas of health, human services, and education. Through written Memoranda of Understanding, the nonprofit organizations have asked RSVP to help them fill at least 500 open volunteer positions. 


	Service Activity:

RSVP volunteers will provide direct service or support services at 125 Coos County, Oregon, nonprofit organizations through a variety of service activities. These activities may include: conducting intakes with clients; delivering meals; scheduling tutoring sessions; tutoring English; teaching youth job skills; researching, compiling, and distributing educational materials; conducting community outreach at fairs and senior centers; and coordinating public awareness events.  


	Anticipated Input:

500 RSVP volunteers at 125 nonprofit organizations will serve an average of 4 hours per week, totaling approximately 100,000 hours over the year. RSVP will provide initial orientation to new volunteers, and the nonprofit organizations will provide them with additional site-specific training and supervision.


	Anticipated Accomplishments/Outputs: Nonprofit organizations will receive RSVP volunteers.
Indicator: Number of nonprofit organizations that receive RSVP volunteers. 

Target: At least 90 of the 125 Coos County nonprofit organizations requesting volunteer help will receive RSVP volunteers.
How Measured? RSVP Volunteer Placement Log

	Anticipated Intermediate Impact/Outcome: Nonprofit organizations will receive volunteer matches that meet their needs. 
Indicator: Percent of nonprofits who agree that the skills, knowledge, and/or experience of the RSVP volunteers assigned to their organizations was sufficient to meet their needs.

Target: At least 75% of the nonprofits will report that the RSVP volunteers assigned to their nonprofit organization have the skills, knowledge, and/or experience to help them serve the community.
How Measured? Survey of Volunteer Support to Nonprofit Organizations

	Anticipated End Impact/Outcome: By the end of the program year, the nonprofit organizations will report they have been able to enhance their services to the community because of additional services provided by RSVP volunteers.
Indicator: Percent of nonprofits that report they were able to enhance services* because of RSVP support. 

*Criteria for enhanced services (one or more):

· Increased number of beneficiaries served

· Increased range of services

· Increased duration or frequency of service

· Sustain essential services

Target: At least 75% of the nonprofits surveyed will report they were able to enhance services to the community/clients due, in part, to the service of RSVP volunteers.
How Measured? Survey of Volunteer Support to Nonprofit Organizations


Survey of Volunteer Support to Nonprofit Organizations
DIRECTOR: Retired and Senior Volunteer Program (RSVP) volunteers have served at your organization during the past year. Please tell us if/how their services have contributed to the work you are doing in the community. Your responses are confidential and will help us to better match volunteers and nonprofit organizations in the future. Thank you.
Organization Director/Your Name: 

 Date: _____

Organization Name: 





1. During the last 12 months, 

a. How many volunteers did you request from the RSVP project? __________(#)

b. How many volunteers did you receive from the RSVP project? __________(#)

2. What kinds of services did these RSVP volunteers most often provide at your organization during the last 12 months? (Check one.)
	(
	Served clients or the public directly (e.g. answered inquiries, delivered meals, tutored children, etc.)

	(
	Served in a staff support role (e.g. administration, research, correspondence, etc.)

	(
	Recruited volunteers or assisted with fundraising

	(
	Participated in planning and organizing efforts

	(
	Trained other volunteers, or served in a supervisory role

	(
	Other (please describe) _____________________________________________________


3. Please tell us how well each statement describes the RSVP volunteers who served with your organization during the last 12 months. (Check one box per question.)

	
Overall, the RSVP volunteers…
	Strongly disagree
	Disagree
	Agree
	Strongly agree

	a. Had the knowledge necessary to perform their service or learned quickly.
	(
	(
	(
	(

	b. Had the skills needed to perform their service or learned them quickly.
	(
	(
	(
	(

	c. Had the work/life experience needed for their positions.
	(
	(
	(
	(

	d. Were a good match for our organization.
	(
	(
	(
	(
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4. During the last 12 months, did your organization…

a. Increase the number of beneficiaries/clients served?

( YES      ( NO (skip to question 4.b.)
	If YES, to what extent did the RSVP volunteers help your organization to do this?
	Did not help
(
	Helped a little
(
	Helped
some
(
	Helped a lot
(


b. Increase the range of services your organization offered (i.e. offered additional or new services)? 

( YES      ( NO (skip to question 4.c.)
	If YES, to what extent did the RSVP volunteers help your organization to do this?
	Did not help
(
	Helped a little
(
	Helped
some
(
	Helped a lot
(


If YES, please provide an example of a service you were able to add: 



c. Increase the amount of service to clients (e.g. serving clients over a longer period of time, increasing the frequency of service)? 


( YES      ( NO (skip to question 4.d.)
	If YES, to what extent did the RSVP volunteers help your organization to do this?
	Did not help
(
	Helped a little
(
	Helped
some
(
	Helped a lot
(


d. Sustain essential services in the face of decreasing resources?

( YES      ( NO (skip to question 5.)
	If YES, to what extent did the RSVP volunteers help your organization to do this?
	Did not help
(
	Helped a little
(
	Helped
some
(
	Helped a lot
(


5. Do you have any other comments about the service these RSVP volunteers provided? 
THANK YOU!

Please return this survey to: 

Summarizing the Results
The Survey of Volunteer Support to Nonprofit Organizations collects data to measure the output, intermediate outcome and end outcome:

· Question #1 asks directors for the number of volunteers requested and received (output).

· Question #3 asks directors if volunteers had the skills, knowledge, and experience needed for the volunteer positions to which they were assigned (intermediate outcome).

· Questions #4 a, b, c, and d ask directors if the service provided by the volunteers helped their organization to increase or improve services to the community (end outcome).
Below are instructions for summarizing the data collected with the Survey of Volunteer Support to Nonprofit Organizations. You will need:

· the completed survey forms

· a copy of the Data Summary Sheet (see page 12)
· a calculator or scrap paper to compute percentages

· a copy of your work plan stating anticipated output and outcome targets

The Data Summary Sheet will help you tally responses from individual surveys. The following steps describe how to complete the Data Summary Sheet and determine whether you met your anticipated output and outcome targets.
Step 1. For each result, determine your minimum criterion for meeting the target and fill in the percent or number in the first row of the Data Summary Sheet under “Check (() if target was met…”. 
· For the output, decide the minimum percentage of volunteers the nonprofit organizations must receive (of the number they requested) to be counted as meeting the output target. In the example, shown on the next page, the RSVP project decided that a nonprofit organization must receive at least 50% of the volunteers they requested.
· For the intermediate outcome, decide the minimum number of statements for question 3 that should be checked “agree” or “strongly agree” to be counted as meeting the intermediate outcome target. In the example, the RSVP project decided that at least three of the four statements in question 3 should be checked “agree” or “strongly agree”.
· For the end outcome, decide the minimum number of sub-questions for question 4 that should be checked “yes” and rated “helped some” or “helped a lot”. In the example, the RSVP project decided that at least one sub-question in question 4 should be checked “Yes” and rated “helped some” or “helped a lot”.
Example of how one RSVP project defined the target:
	Output 
	Intermediate Outcome
	End Outcome

	Percent of volunteers received 
(#1b ÷ 1a)
	Check (() if target was met 
(must be 50 % or higher)
	Number of statements in #3 checked agree or strongly agree” 
	Check (() if target was met
(must be 3 statements or more)
	Number of sub-questions in #4a-d checked “Yes” and “helped some” or “helped a lot”
	Check (() if target was met
(must be 1 sub-questions or more)


For each completed survey, follow steps 2 – 5.

Step 2: Enter the organization’s name in the first column of the Data Summary Sheet (see St. Jude’s Food Bank example on page 12).
Step 3. Look at the responses for the output (question 1 of the survey).
· Divide the number of volunteers the nonprofit organization received (question 1b) by the number of volunteers requested (question 1a); then multiply this by 100 to get the percent of “volunteers received” as compared to the “volunteers requested” (see example below). 
· Write that number in the output column, “Percent of volunteers received.” 
· Check the box in the next column, “Check (() if target was met”, if the percent of volunteers received is equal to or greater than the percentage you filled in for your minimum criterion. See the example on the Data Summary Sheet (page 12).
Survey Example: St. Jude’s Food Bank
1. In the last six months: 

a. How many volunteers did you request from the RSVP project?   50   (#)

b. How many volunteers did you receive from the RSVP project?    25   (#)

25 ÷ 50 = 0.5

0.5 x 100 = 50% 
Step 4. Look at the responses for the intermediate outcome (question 3 of the survey).
· For the intermediate outcome, the RSVP project decided that a minimum of three statements need to be checked “agree” or “strongly agree” for the nonprofit organization to meet the target (see Step 1). For each survey, look at the responses to question 3a, b, c, and d, and count how many boxes are checked “strongly agree” or “agree.”
· Write that number in the column “Number of statements in #3 checked ‘agree’ or ‘strongly agree’” in the Data Summary Sheet.
· Check the column “Check (() if target was met” if the number is equal to or greater than the minimum criterion you set for your target. See the example on the Data Summary Sheet (page 12).
In the survey example below, this survey can be counted as one that met the intermediate outcome target because at least three statements are checked “agree” or “strongly agree.”
Survey Example: St. Jude’s Food Bank
	
Overall, the RSVP volunteers…
	Strongly disagree
	Disagree
	Agree
	Strongly agree

	a. Had the knowledge necessary to perform their service or learned quickly.
	(
	(
	(
	(

	b. Had the skills needed to perform their service or learned them quickly.
	(
	(
	(
	(

	c. Had the work/life experience needed for their positions.
	(
	(
	(
	(

	d. Were a good match for our organization.
	(
	(
	(
	(


Step 5. Look at the responses for the end outcome (question 4 of the survey).
· For the end outcome, the RSVP project decided that a minimum of one sub-question needed to be checked “yes” and “helped some” or “helped a lot” for the nonprofit organization to meet the end outcome target (see Step 1). For each survey, look at the responses to sub-questions 4a, b, c, and d, and count how many were checked “yes” and “helped some” or “helped a lot.”
· Write that number in the column “Number of sub-questions in #4 checked ‘Yes’ and ‘helped some’ or ‘helped a lot’” in the Data Summary Sheet.
· Check the column “Check (() if target was met” if the number is equal to or greater than the minimum criterion you set for your target. See the example on the Data Summary Sheet (page 12).
In the survey example below, this survey can be counted as one that met the target because at least one item was checked “yes” and “helped some” or “helped a lot.”
Survey Example: St. Jude’s Food Bank

Over the last six months, did your organization…

Increase the amount of service to clients (e.g. serving clients over a longer period of time, expanding the frequency of service)?

( YES      ( NO      

	(If YES) to what extent did the RSVP volunteers help your organization to do this? (check one box)
	Did not help
(
	Helped a little
(
	Helped
some
(
	Helped a lot
(


After you have entered data from all surveys into the Data Summary Sheet, 
go to Step 6.

Step 6. Determine whether you met your program’s anticipated targets and summarize the results.
· Total the numbers at the bottom of the Data Summary Sheet. Note that the “total number of nonprofits (respondents)” refers to the total number of surveys you received.
· What do the data show? Compare the actual numbers (“totals”) in the Data Summary Sheet to the anticipated numbers (targets) in your work plan.
· Write a statement summarizing your results. Provide an explanation if you did not meet the target.
Example of one RSVP project’s totals:
	TOTALS:
	1. Total number of nonprofits (respondents):  115

	
	2. Total number that met the output target: 80 (#) and percent: 70%

	
	3. Total number that met the intermediate outcome target: _102 (#) and percent: 89%

	
	4. Total number that met the end outcome target: 95 (#) and percent: 83%


Summarizing Results: Output Example
The target from the sample work plan (page 2) stated that: “At least 90 of the 125 Coos County nonprofit organizations requesting volunteer help will receive RSVP volunteers.” In the example, the minimum criterion the RSVP project set for meeting the target was for a nonprofit organization to receive at least 50% of the volunteers they requested.
What do the data show? Of the 125 nonprofit organizations requesting volunteer help, 115 completed the survey. The Data Summary Sheet’s totals show that 80 of the 115 nonprofit organizations that completed a survey received at least 50% of the RSVP volunteers requested. The output target of 90 was not met.
Write a results statement. Our results show that 80 of the 115 Coos County nonprofit organizations responding to a survey received at least 50% of RSVP volunteers they requested. Unfortunately, we did not meet our target of 90 nonprofit organizations because we were not able to recruit quite as many new volunteers this year. See the recruitment section of this report for more information on our efforts to increase recruitment of RSVP volunteers.
Summarizing Results: Intermediate Outcome Example
The target from the sample work plan (page 2) stated that: “At least 75% of the nonprofits will report that the RSVP volunteers assigned to their organization have the skills, knowledge, and/or experience to help them serve the community.” In this example, the minimum criterion the RSVP project set for meeting the target was that a respondent would “agree” or “strongly agree” with at least three statements in question 3. 
What do the data show? The Data Summary Sheet’s totals show that 89% (102) of the 115 nonprofit organizations that completed a survey reported that the RSVP volunteers had the skills, knowledge, and/or experience needed by agreeing with at least three statements. The intermediate outcome target of 75% was exceeded.
Write a results statement. Our results show that 89% (102) of the 115 nonprofit organizations that completed a survey reported that the RSVP volunteers had the skills, knowledge, and/or experience needed. We surpassed our target of 75%. 
Summarizing Results: End Outcome Example
The target from the sample work plan (page 2) stated that: “At least 75% of the nonprofits surveyed will report enhanced services to the community/clients due, in part, to the service of RSVP volunteers.” In this example, the minimum criterion the RSVP project set for meeting the target was that a respondent would answer “yes” and “helped some” or “helped a lot” to at least one sub-question in question 4.
What do the data show? The Data Summary Sheet’s totals show that 83% (95) of the 115 nonprofits that completed a survey reported that they were able to enhance services in at least one area because of the RSVP volunteers’ service. The end outcome target of 75% was exceeded.
Write a results statement. Our results show that 83% (95) of the 115 nonprofit organizations that completed a survey reported that they were able to enhance services to the community (e.g. serve more beneficiaries, increase the range of services offered) because of the RSVP volunteers’ service. We exceeded our target of 75%.
Step 7. When you report survey results, don’t forget to include these important details:
· The name of the survey 
· Who administered the survey
· When and how often the survey was administered 

· The number of completed surveys
· If the surveys were not collected as planned, explain what you did differently. For example: We asked the 125 nonprofit organizations to return the completed survey by mail, but we only received 85 by the due date, so we called the remaining directors and were able to complete another 30 surveys over the telephone, for a total of 115 completed surveys.
Step 8. Don’t stop there!
Whether you are writing a report for funders, a newsletter for volunteers, or a recruitment brochure, expand on your results statements to give your readers a better picture of the good work you are doing. 
The Survey of Volunteer Support to Nonprofit Organizations collects data on the kinds of services your volunteers provide (question 2) and how the nonprofits enhance services (question 4). Here are some examples of how you might report that information:
· Expand on the output statement (question 2): RSVP volunteers were assigned to __# different nonprofit organizations where they most often provided services such as: serving clients directly, recruiting other volunteers, and participating in planning and organizing efforts.
· Tally the “yes” responses to sub-questions 4a, b, c, and d separately, and expand on the end outcome statement: Of the __# nonprofit organizations that reported they were able to enhance services to the community because of our RSVP volunteers, __% said they were able to increase the number of beneficiaries served; __% reported increasing the range of services provided; __% increased the amount of service to clients; and __% were able to sustain essential services in the face of decreasing resources.  
Additionally, question 5 asks respondents to provide comments on the services RSVP volunteers provided. This information can give you feedback to improve your recruiting and matching processes, but you may also find quotes you can use in reports, newsletters, and recruitment materials. Be sure to get the permission from the survey respondent first! 
Data Summary Sheet 
Survey of Volunteer Support to Nonprofit Organizations
Name of Person Completing this Sheet: 








   Date: 



These surveys were completed (month) 

 (year) 

.
	


Nonprofit Name or Identification Code
	Output 
	Intermediate Outcome
	End Outcome

	
	Percent of volunteers received 
(1b divided
by 1a)
	Check (() if target was met 
(must be ___% or higher)
	Number of statements in #3 checked “agree” or “strongly agree”
	Check (() if target was met
(must be ___ statements or more)
	Number of sub-questions in #4 checked “Yes” and “helped some” or “helped a lot”
	Check (() if target was met
(must be ___ sub-questions or more)

	Example: St. Jude’s Food Bank
	50%
	(
	3
	(
	2
	(

	1.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	5.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	6.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	7..
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	8.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	9.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	10.
	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 



TOTALS:   1. Total number of nonprofit organizations (respondents): ______(#)

2. Total number that met the output target: _______(#) and percent _____(%) (To get the percent, divide this number by the total number of respondents from line 1.)
3. Total number that met the intermediate outcome target: _____(#) and percent _____(%)
4. Total number that met the end outcome target: _____(#) and percent _____(%) 
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