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Instructions for
NCCW Membership Volunteer Hours Forms
How to Collect and Report Volunteer Hours,
And WHY We Do So!
TO:
 A/DCCW Presidents

FROM: Carla Walsh, Program Director

DATE:
 March 15, 2009
RE:
Reporting Your A/DCCW’s Volunteer Hours
In order to better promote and market NCCW and to record for historical purposes some of the many hours that NCCW members give to council, community and Church, we ask your assistance in documenting the hours of service that the women of your diocese perform over the course of each year.  This collection of service hours is done by many non-profit and service organizations – notably the Knights of Columbus -- and helps us to communicate to our bishops and clergy, as well as the public at large, the great value of our councils and NCCW to the Church.  Please reassure your members that reporting their service hours does not constitute “bragging” nor should it diminish the spiritual value of their service!  
This memo is intended to clarify what work “counts” as service hours, how to collect this information, and how and when to send it to the national office.  
What Is Attached

Please use the attached forms to collect and report your service hours.  These forms were revised over a year ago to try to make the process of reporting simpler and easier.  There are four forms.  They are:

1. A form for individual members of parish affiliates to use to track their own service hours for the next reporting period (April 1, 2009 – March 31, 2010) and send them to their parish presidents at the end of the next reporting year (March 31, 2010);


2. A form for affiliate presidents to use to consolidate the hours that their members report to them for the period April 1, 2008 – March 31, 2009, and send them to you, the A/DCCW president;


3. A form for you, the A/DCCW president, to use to consolidate the hours reported to you by the affiliate presidents for the period April 1, 2008 – March 31, 2009, and to send them to the NCCW president as an attachment to your 2009 Annual Report.  
How to Use the System

Please make enough copies of the affiliate president’s form to send one to the president of each parish affiliate, along with at least one copy of the individual’s form, which the affiliate president should duplicate and disseminate to the members of her affiliate to track their hours for the upcoming reporting year (2009-2010).  All forms are also available on the NCCW website.  The forms are self-explanatory and simple to use.  
What Are Volunteer Hours?

Volunteer hours are activities of members as a member of, on behalf of, or with members of the Council of Catholic Women for the benefit of the council, parish, or community.  Time in service as a council leader can be considered volunteer hours and would include planning and implementing council programs, training for leadership and attendance at national convention and general assembly (include only time spent in sessions or workshops).
Preparation and transportation time, actual time of project, and clean-up or wind-up activities, all “count” as service time.

Finally --                   

If you have questions, please contact me at cwalsh@nccw.org or 703-224-0990, ext. 102, or Annette Perry, Assistant to the Program Director, at aperry@nccw.org or 703-224-0990, ext. 103.
Thank you so much for helping us compile the good works and historical record of the organization we love!










Carla

