COORDINATOR TRAINING

Introductions

Interviewing Timebank Applicants

Use of web calendar for scheduling : http://freecal.brownbearsw.com/timebank

--Put in phone numbers, in case of no-shows

Things to do before applicant arrives

--Check C-CAP: http://wcca.wicourts.gov/index.xsl
--Check Sex Offender s Registry: http://offender.doc.state.wi.us/public/
--Get interview sheet ready

--Have a member handbook/service exchange report ready to give to new member

--Sign in online as 'floating coordinator' to work in database

Interview for members who have signed up online

--Go to their profile page on the database

--Greet applicant warmly

--Ask the 3 ice breaker questions 


How did you hear about the Timebank?


What would you like to get out of your Timebank (TB) experience (getting to know more 
neighbors, having more access to resources, helping people)?


How much time would you like to spend on TB activities (Hrs per week or per mo.)? (stress that 
this is largely self-regulating, depending on if member replies to offers and requests) 

--Make sure applicant has clear understanding of the TimeBank basics


-members exchanging time and talents


-for every hour you help another member you earn one TimeBank hour



-that hour can then be spent on a different member of the TimeBank community


-everybody's time is valued equally regardless of what they are offering



-it doesn't matter if your account balance is on the plus or minus side, but all      
     
members are expected to give as well as receive

         --Check that the new member is comfortable having personal contact information shown on 
the database, reassuring them that only TB members have access. Change the field to 
show accordingly in edit profile.

--Activate member.

          –Show how the TimeBank website works. I personally like to use my account to show them 
around because it has more info in it than a new member's account does.

'Home' page – show how to log into account

'Community' page – point out alerts, upcoming events, explain 'kitchen cabinets', show member directory, show where to find 'TimeBank User Manual'.

'Give and Receive' -- demonstrate how to use the tab to locate offers and requests. Encourage browsing the database for ideas for offers and requests and to respond to both.

Show how to use 'search for services' on this page.

Talk about the importance of being proactive in seeking offers/requests, and the reality of often needing to contact several members.

         'My Account'

– 'Messages' (inbox, sentbox, archives)

–'My Services (show  how to add offer/request, edit, stop, reactivate, create alert)

--'My Hours' (show how to enter hours, view activity)

--'My Profile' (show how to edit personal info, add picture)

--'My Reports (show member contact list)

         Return to interviewee's profile. Check Guardian Angel if online member is under 18 or has      

other restrictions.

Add info in Notes about age or other restriction.

For new members with email who did not join online: Return to new member's profile. Click 'edit profile' and 'change email address.' Click 'update profile' and have them enter a password at 'change password.' 

Log out, then have them log in with their email and password for the next steps.

Discuss offers and requests.... Below are sample questions to help flesh these out.

OFFERS:

If you're offering a skilled service, are you also interested in teaching that skill?

Are you open to a standing commitment or would you prefer to do it occasionally?

What kind of experience do you have in a given area? Do you have credentials that set you apart? Do you particularly enjoy an activity? If so, indicate that so people will be more likely to ask you.

Are you willing to provide this service to anybody or just those unable to do it themselves because of age or physical ability?

REQUESTS:

Do you need this service right away? If so, write 'as soon as possible' in the 'availability' window. If not, either wait to post the request until needed or (if you want to find the right person in advance) write 'as needed' or indicate the time you expect to need the service.

Do you need someone with professional experience? 

Encourage detail in descriptions to distinguish offer/request from others.

Enter a service offer, explaining each step.

Enter a request, explaining each step.

Give new member the space, opportunity, and gentle encouragement to respond to offer(s)/request(s).

Present Member Handbook & Service Report

Ask them to complete the 2-page application.

File application in bottom file drawer in office.

Interviewing members who submitted a paper application and are offline members 

--In control panel / manage members, click Add a new member (red cross).

--Fill in as much data as you can glean from the member's application (if time before applicant arrives.)

--Greet applicant warmly

--Ask the 3 ice breaker questions 


How did you hear about the Timebank?


What would you like to get out of your Timebank (TB) experience (getting to know more 
neighbors, having more access to resources, helping people)?


How much time would you like to spend on TB activities (Hrs per week or per mo.)? (stress that 
this is largely self-regulating, depending on if member replies to offers and requests) 

--Make sure applicant has clear understanding of the TimeBank basics


-members exchanging time and talents


-for every hour you help another member you earn one TimeBank hour



-that hour can then be spent on a different member of the TimeBank community


-everybody's time is valued equally regardless of what they are offering



-it doesn't matter if your account balance is on the plus or minus side, but all 
members are expected to give as well as receive

Populate the rest of the fields in Add a new member. Then click add member at bottom of page.

Ask member to complete confidential survey (they may type in their answers or, if they're comfortable we can type the answers for them).

         Stay logged in and proceed. 

Discuss offers and requests.... Below are sample questions to help flesh these out.

OFFERS:

If you're offering a skilled service, are you also interested in teaching that skill?

Are you open to a standing commitment or would you prefer to do it occasionally?

What kind of experience do you have in a given area? Do you have credentials that set you apart? Do you particularly enjoy an activity? If so, indicate that so people will be more likely to ask you.

Are you willing to provide this service to anybody or just those unable to do it themselves because of age or physical ability?

REQUESTS:

Do you need this service right away? If so, write 'as soon as possible' in the 'availability' window. If not, either wait to post the request until needed or (if you want to find the right person in advance) write 'as needed' or indicate the time you expect to need the service.

Do you need someone with professional experience?  

Encourage detail in descriptions to distinguish offer/request from others.

Enter a service offer, explaining each step.

Enter a request, explaining each step.

Demonstrate adding offers, requests and archiving entries.

Give new member the opportunity to respond to offer(s)/request(s) (gentle encouragement!)., 

Show them how the database works ('give and receive' page for sure, others as seems appropriate) and mention that they can access the system at the library if they have an email address to enter in our database, which you can then enter into their account. 

Tell them to call the office (663-0400) to ask a coordinator to search for an offer or request for them.

Ask if they'd be interested in having an online partner who is a member with access.

If so, send Emily an email (esteinwehe@gmail.com) about a new member without internet access, telling her their name and phone number and that they'd like a partner.

Welcome new member to the Timebank. Encourage them to call if they have any questions.

Sharing info with other coordinators about interesting offers/requests, etc. re new members (coordinator s mail list?)

         Present Member Handbook & Service Report.

File application in bottom file drawer in office.

Schedule coordinator hours in various neighborhoods.

          general outreach 

Tabling for the Timebank

Overview of the materials in the tabling box

Signs, archive of articles, literature

Replenish the literature (# to have?)

Demeanor and talking points

Engage people (Have you ever heard of the Timebank?& Dane County Timebank is a local community-based service exchange program. It s a way for people to share their skills and help one another without having to pay cash for the help. One hour of service = one Time$, etc.)

Play up benefits (increase neighbors knowing, trusting, and helping one another, getting help with things that are hard to do yourself without hiring expensive service provider, connects generations, crosses demographic barriers, etc.)

Encourage joining, give brochures and application. Share your own timebanking experiences.

Post event

Make arrangements for return of materials.

Report to Stephanie and/or Gary interest level, ideas given, and any hot leads we should pursue.

