Navy Community Service Program

Section 3

Implementation of the Navy Community
Service Program

The Navy Community Service Program (NCSP) Command Coordinator is responsible for
initiating community service projects, partnerships, and activities in compliance with policy
guidelines. In this voluntary position, the Command Coordinator must ensure that command
projects, partnerships, and activities also comply with the objectives of the program and relate to
education, citizenship, health and fitness, environmental conservation, drug demand reduction,
and humanitarian assistance. The community service objectives are noted at the beginning of
Section 2, Program Management Responsibilities.

The Attendant Geographic/Regional or Local Area Coordinator is the central point of contact
(POC) for the NCSP while the Command Coordinator is the POC within the command and the
community. The Command Coordinator is encouraged to contact the Area Coordinator to obtain
assistance while planning the command’s community service projects, partnerships, and
activities.

The Area Coordinator may possess information regarding potential partners as well as success
stories and lessons learned from previous partnership efforts. This information should be shared
with the Command Coordinator to facilitate the implementation of the NCSP projects,
partnerships, and activities. The Area Coordinator responsibilities include assisting the
Command Coordinator in the identification of Flagship Partners as well as providing technical
assistance in the development and management of projects, partnerships, or activities. The Area
Coordinator should be knowledgeable of current and past NCSP projects, partnerships, and
activities. This includes monitoring other volunteer efforts within specific communities in order
to partner and share resources and responsibilities. The Area Coordinator may also recommend
the involvement of a command in an established partnership either on a local or regional level.

The Command Coordinator should use the Command
Interest Survey (Figure 3-1) to develop command NCSP
projects, partnerships, and activities. ThlS survey should

ha Aiatmlhartad ta thha e 3 T 31




Navy Community Service Program

support for NCSP projects. This information also assists the Command Coordinator in preparing
a project plan and guidelines to promote the NCSP within the command. The results of the
survey should be provided to the Area Coordinator to include in the inventory that tracks NCSP
projects, partnerships, and activities. Potential Flagship Partnerships may be established within
the parameters of the Personal Excellence Partnership, Youth Health and Fitness, Environmental
Conservation, Campaign Drug Free, and Sharing Thanksgiving. It is important to identify
Flagship Partnership goals and prioritize the projects during the initial development and
implementation of the NCSP projects, partnerships and activities. Establishing goals and
objectives for the Flagship Partnership allows the Navy to monitor and evaluate the success of
community service efforts. The issues of monitoring and evaluating are addressed in Section 8 of

this guidebook.
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Figure 3-1

Command Interest Survey for the Navy Community Service Program

The purpose of this survey is to determine your interest in community service. Your input will be used to
determine this command’s involvement with a school or community organization. Please take a few minutes
to answer the following items.

Name: Rank/Rate: Date:

Dept./Div.: Work Phone: Work Email:

1. With which type of organization/activity would you be most interested in volunteering?
(Check all that apply. Number your preferences starting with “1” as your top choice.)

___ School Please indicate preferred grade levels:
& EERs 68 912

Youth organizations such as Boys and Girls Clubs, Scouts, etc.
__ Recreation programs
__ Programs for the handicapped
__ Homeless shelters
___ Food distribution programs (Foodbank, soup kitchens, meal deliveries, etc.)
__ Neighborhood/community cleanups
__ Home repairs for the poor and/or elderly
_ Drug and substance abuse prevention programs
__ Adult literacy programs

Mentoring youth
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3. When would you volunteer your time?

____ During working hours _ Weekdays after work _ Saturdays

4. For what period of time would you be willing to make a commitment?

P 8mos lyrss 2 Morcthan 1 yr.

5. What special talents or hobbies could you share?

Return your completed survey to:

(Rank/Rate) Name (Dept/Code) (Phone)

Your interest in participating in the Navy Community Service Program is
appreciated.
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Once the command has specified areas of interest for volunteer efforts, it is important to utilize
that information to identify potential Flagship Partners. Information gathered on potential
community service projects may be obtained using the Needs Assessment Survey (Figure 3- 2)
and the Community Group Profile Form (Figure 3-3). The Needs Assessment Survey tends to
focus on opportunities to volunteer with educational institutions while the Community Group
Profile Form allows the Command Coordinator to obtain more general information from various
community groups. Once obtained, this information should be considered and compared with the
information collected with the Command Interest Survey (Figure 3-1). In addition, it may be
necessary to review command briefing materials.

The Command Profile (Figure 3-4) allows the Command Coordinator to identify the command’s
resources. The Command Coordinator should complete this form and return it to the Area
Coordinator upon initiating a Flagship Partnership. The Command Profile is intended to assist
the Command Coordinator in obtaining information necessary to target NCSP projects, initiate
partnerships and activities, and inform the Area Coordinator of command involvement in the
NCSP. The information obtained from the Needs Assessment Survey (Figure 3-2) and the
Community Group Profile Form (Figure 3-3) should be compared with the Command Profile to
identify compatibility between the needs of the community, available resources, and volunteer
support within the command to assist with the implementation of the NCSP and development of
Flagship Partnerships. The Command Coordinator is responsible for ensuring that Navy
resources are used to match community needs. Information obtained from the Command Profile
should also be used in the preparation of the project plan and guidelines. It is important for the
Command Coordinator to identify existing community service programs and resources in order
to expand opportunities within the community.
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Figure 3-2

Needs Assessment Survey for the Navy Community Service Program

This command is exploring the possibility of a community service partnership. This survey is designed to gather
information regarding your organization’s needs in the areas of: education, citizenship, health and fitness,
environmental conservation, drug demand reduction, and humanitarian assistance. The information will be used to
coordinate the interest, knowledge, and skills of our command with your organization’s needs. This will enable the
establishment of a partership that addresses the Navy's goal of promoting volunteerism and community service to
assist in the education and enrichment of the nation's youth and communities and revitalizing citizenry.

Name of Organization:

Point of Contact: Phone:

Please identify five items that represent the organization’s greatest needs and prioritize these needs with 1=highest
and S5=lowest.

___ Classroom Activities (Circle applicable) __ Skill Building (Circle applicable)
Tutoring Writing
A Proctoring Exams Speaking
Language Tutoring Reading
Computer Programming Health And Physical Fitness
Career or Academic Planning Mathematics
Time Management Science
Other Government and History
Foreign Language
____Vocational Skills (Circle Applicable) English
Graphic Design History
Automotive _ Business
Electrical Home Economics
Carpentry Art
Drafting _____Health And Fitness Program Assistance

Library Assistance Landscaping and Beautification Projects
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Figure 3-3
Community Group Profile Form for the Navy Community Service Program

Name of Organization:

Address:

Organization Director: Title:

Contact Person: Phone:

Organization's Calendar Year to (please attach calendar)
(month) (month)

Special Programs:

Please answer as applicable:

What deficiencies have been identified in the following areas?
e Education (all subject areas, basic skills)
e Health and Fitness (nutrition, exercise, substance abuse prevention)
e Environmental Conservation (recycling, cleanup and beautification projects)
e Citizenship (responsible behavior, self-discipline, community service, civics)
e Humanitarian Assistance (food drives)

What activities have been identified for the Navy to assist in a partnership to address the
deficiencies?

What unique characteristics describe the organization?

What resources are available to establish a partnership (for example, staff, equipment,
educational material, and facilities)?

What partnerships has the organization established?

Name of Partner Typical Partnership Activities

- -
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Figure 3-4
Command Profile for the Navy Community Service Program
Name of Command (no acronyms please)
Address
Name of Command Coordinator
Phone Number DSN Email
Command Description (Size, Mission)
Command Area of Interest or Expertise
Current Community Involvement ~ Personal Excellence Partnership Flagship
___ Health Safety and Fitness Flagship
____ Environmental Stewardship Flagship
___ Campaign Drug Free Flagship
___ Project Good Neighbor Flagship
Name of Partner
Address of Partner
Number of Volunteers: _ Military  Civilian

Resources Needed to Implement NCSP Projects, Partnerships, and Activities:

Factors Unique to Navy partnerships

1. Navy's primary operational mission always comes first.

2. No money or financial aid has been appropriated or budgeted for partnership programs.
3. Involvement with classified material causes some restrictions on activities.

4. Unexpected changes in schedules, rotation of staff and deployment of commands are a fact of
life.

5. Special limitations of this command include:

Please Return to Area Coordinator
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Information obtained by utilizing the forms included in this section will provide the Command
Coordinators with baseline information to support the development of goals and objectives,
allocation of resources based upon identified needs of the community organizations, as well as
the selection of projects, partnerships, and activities. it is also helpful for the Command
Coordinator to develop short-term and long -term measurable objectives based on community
needs and available community or Navy resources. The NCSP objectives, when properly written
, provide specific guidance regarding:

1. Assistance to be provided in the course of the community service project.
2. Benefits to be conveyed to sailors and civilians.
3. Numbers or percentages of the group targeted to participate.

4. Types and levels of groups (youth or adult) to be targeted.

3. Outcomes (changed levels of achievement, attitudes, behaviors) expected as a result of
partnership activities.

When developing objectives, it is important to be:

— Realistic. The NCSP projects should be within the parameters of the command ability to
allocate resources and meet specific needs of the community. Be conscious of time
constraints, the number of command volunteers participating in the program, the amount of
time volunteers are willing and able to contribute towards activities, and the activities
volunteers support.

— Basie. Maintain a basic program. Volunteers are participating in the NCSP as a collateral
duty, above and beyond regular responsibilities. Thus it is important to channel the energy
and enthusiasm of volunteers toward activities that support the community.

— Specific. Communication by the command and Flagship Partners is essential if goals,
objectives, and expectations are to be achieved.

— Respectful. The NCSP policy and guidelines provide the flexibility to commit human
resources, not command property for community service projects. Use this guidebook as a
reference to answer questions concerning limitations on the commitment of Nay resources
for partnership activities.

— Flexible. Partnership involvement changes. It may be necessary to modify the partnership
agreement in the event of a command deployment, downsizing of personnel, or change in the
command priorities. Discuss anticipated changes with the
Flagship Partners.
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Communication Strategies

Command Coordinators should be knowledgeable of the various Flagship programs in order to
~ communicate effectively to other Navy personnel, to potential Flagship Partners and to the
community at large. Communication should focus on:

— How the partnership addresses issues associated with education, citizenship, health and
fitness, environmental conservation, drug demand reduction, and humanitarian assistance.

— The Chief of Naval Operations and command's strong support of the partnership.

— The Commanding Officer's support of the Flagship Partnership. Evidence of support may
include involvement in signing letters of commendation for navy volunteers (Figure 7-1),
letters of appreciation (Figures 7-2 and 7-3), and distributing certifications of appreciation

(Figure 7-4).

— The success of command partnerships, as well as other Flagship Partnerships throughout the
Navy.

The Command Coordinator should contact the Community Relations Officer, the Public Affairs
Officer the Command Master Chief, and Executive Officer to promote the NCSP within the
command and to ensure maximum coverage of community service activities. partnerships
internal to the Navy are just as important as the partnerships established with the external
community. An effective partnership consists of individuals willing to provide support, advice,
and assistance. In addition, an effective partnership involves combining resources and sharing
responsibilities to support the NCSP projects, partnerships, and activities.

Communication Tools

In order to promote the NCSP projects, partnerships, and activities with the command, the
Command Coordinator may use the following tools:

Briefings. The preparation of a 15-to20-minute brief with accompanying materials to be
distributed at every level of command. The brief will assist the efforts of the Command
Coordinator t create a positive awareness of the NCSP. The briefing should explain the NCSP
(history, goal, and objectives) and include an overview of the five Flagships of the program. The
briefing should identify:]
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Flagship projects
Target groups for Flagship Partnershiﬁs
Organizations that are potential Flagship Partners
Expected outcomes of the volunteer efforts

Advantages of participating from the perspectives of the volunteer, the command, the Navy,
the community involved, and other partners.

Additional resources may include videotapes, slides, or other printed materials to introduce the
program. This material is available through the Area Coordinators as well as the Flagship

Sponsors.

Briefings may be conducted for:

Commanding Officers. Following an endorsement from the Commanding Officer, the
Command Coordinator may want to prepare a briefing for the other senior command
personnel. The focus of the briefing should be issues related to community service,
volunteerism, and partnerships. Support for command participation in partnerships involving
schools, youth groups, and other business and community partners is generated through
strategies that focus on building awareness of the program's benefits. It is important to keep
the Executive Officer, Commanding Officer, and Command Master Chief informed of
community service activities and progress.

Department Heads. The Command Coordinator may want to familiarize department heads
with the NCSP and the concept of Flagships. The Area Coordinator may conduct these
briefings in coordination with the Command Coordinator.

All Hands. Short briefings from the Command Coordinator or the Area Coordinator may be
conducted for the command to increase awareness regarding the NCSP. The briefing may
occur at daily musters, during Captain's Calls, at indoctrination of newly reporting personnel,
on closed-circuit television broadcasts, or through email. The command briefing includes an
identification of resources available to implement the NCSP and develop Flagships projects,
partnerships, and activities. In addition, the briefing provides an opportunity to resolve
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Encourage the Commanding Officer to use these channels to promote command support for the
program. Use a video or slide presentation to highlight the benefits of volunteering. Include
examples of volunteer activities or provide information about current or prospective community
service activities. Invite various community organizations to discuss areas of need for volunteer

assistance.

Written Communication. The Public Affairs Office prepares various press and news releases
including "Navy News," "Navy Times," and "Navy Community Service News;" Plan of the Day
or Plan of the Week; newsletters or advisories; and general distribution of naval messages. The
Command Coordinator should use this resource for publicizing the NCSP. For example of
possible entries to promote the NCSP, refer to Figure 3-5. Figure 3-6 is an example of a possible
newspaper article.

Also keep in mind the value of Fleet Hometown News Releases. They provide public
recognition for our many valued volunteers and offer a tremendous vehicle for sharing the
Navy's community service initiatives to a nationwide (often non-military) audience. The Public
Affairs Officer can provide the Command Coordinator copies of the submission guidelines.
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Figure 3-5

Sample Plan of the Day Entries for the Navy Community Service Program
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Figure 3-6

Sample Community Service Newspaper Article
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Decision to Pursue Flagship Partnerships

Each Navy command should determine the type of Flagship partnerships that complement the
command's identified goals, objectives, and interests. The command has four options:

— Initiate a partnership to include the command and one other organization
— Coordinate with an established local partnership
— Coordinate with an established regional partnership

— Initiate a local or regional partnership

The advantages of participating in a coordinated regional partnership include access to additional
resources that are unavailable through the command or from local partners; exposure to a larger
base for ideas, strategies, and activities focused on community service; wider access to technical
assistance; and share responsibilities.

The command may choose to initially participate in one type of partnership, then expand into
others. It is important to focus efforts so that resources are used in an effective and efficient
manner. A command may decide to partner with one organization and slowly expand to
partnering with several organizations to achieve the goal and objectives of a specific project.

Contact with Potential Flagship Partners

After gathering information about a potential partner, initial contact should be made by mail. An
introductory letter should be sent to a potential Flagship Partner or to a local and regional
partnership, if on e exists. The letter should explain the goals and objectives of a Flagship
Partnership, identify the command's point of contact including phone number, and suggest a
meetine time and location.
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meeting should focus on identifying primary points of contact, available resources, and
responsibilities. If the potential partners are considering a local or regional partnership,
representatives from other military services, businesses, labor, foundations, colleges and
universities, religious organizations, media groups, community organizations, health care
centers, and Government agencies may be invited to participate in the planning process to
establish a Flagship Partnership. it is important that the representatives are able to make
decisions on behalf o the organization.

The Command Coordinator is encouraged to assume a facilitating role in this process.
Information the Command Coordinator should distribute at the meeting may include the results
of the Command Interest Survey (Figure 3-1), information on NCSP Flagships and Flagship
Partnerships, command information as noted in the Command Profile (Figure 3-4), the mission
statement, and command points of contact including the Commanding Officer's name and phone
number, the Command Coordinator's name and phone number, the command address and
information on command capabilities and limitations for involvement in the partnership.

Prepare a Command Briefing

civilian organizations are often unfamiliar with the structure, protocols, resources, and priorities
of military commands. A command briefing for potential Flagship partners should present a n
effective description of the command and communicate the command interest in community

service partnerships.

The briefing should be presented at the initial meeting and may include the use of slides, videos,
Welcome Aboard packets, and other materials that contain information of the command.

Draft a Meeting Agenda

A draft agenda should be distributed to potential partners in advance of the meeting and include a
request for schedules or calendars. This information will assist in the identification of potential
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— Overview of the Navy Community Service Program and Flagship Partnerships including an
explanation of the goal, objectives, and purpose of the partnership. The role of Navy
volunteers should be that as a partner, not just a resource provider. The Flagship Partnership
goal and objectives should be developed collectively with the partners. Roles and
responsibilities as well as expected outcomes should be agree upon.

— Review of Needs Assessment Survey (Figure 3-2) or Community Group Profile Form
(Figure 3-3) and an explanation of the compatibility of the Navy 's goal, objectives, and
available resources with the needs of the potential Flagship Partner.

— Identification information for potential partners including organization profiles such as
structures, operations, and personnel. This agenda item includes the command briefing and

review of the Command Profile (Figure 3-4).

— Discussion of the available resources including the number of volunteers, the types of
projects supported by the command and other potential partners, as well as schedules for
projects.

— Identification of challenges, barriers, and reservations regarding the potential Flagship
partnership.

—  Questions.

Task Forces and Committees

Task forces are convened at local, state, regional, and national levels to foster and guide changes
in policy and to solidify the recruitment of whatever accompanying legislative and financial
support 1s required. If a task force or committee is active in the community , the command may
be able to join an existing partnership. The presence of a task force usually indicates that
procedures, strategies, and activities have been formally established. The Command Coordinator
should determine if the command needs are compatible with the task force goals. It is important
for the command to participate in partnerships that comply with the objectives of the NCSP and
focus on projects involving education, citizenship, health and fitness, environmental
conservation, drug demand reduction, and humanitarian assistance. The purpose of a partnership
is to enable a pooling of resources an sharing responsibilities to address the needs of the

community.
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raise at this time include:

— What are the goals for establishing a local or regional partnership? How would the
partnership affect the community and address community needs?

— What organizations should be considered for the partnership?
— What are the roles and responsibilities of partners?

— How should the partnership be structured?

— Where would the partnership be headquartered?

— How would the partnership be staffed?

— How would the partnership be funded?

— What should be the next steps?

If a decision is made to pursue the Flagship Partnership, members of the initial planning group
should contact other area leaders and expand the dialogue. The goal of the group is to broaden
the base of ideas, concerns and information before actively developing the partnership's
organization, programs, and activities.

Command Role in a Flagship Partnership

If the command decides to join an existing local or regional partnership effort, or to act as a
catalyst to initiate such an effort, the Command Coordinator becomes a participating partner,
liaison, and facilitator for Navy resources. Whatever type of partnership the command decides to
pursue, the subsequent action should be planned with input form all partners involved. Issues the
Flagship Partners should resolve include: '

— Scheduling follow-up meetings with partners to plan, develop, implement, promote, manage,
and monitor as well as to evaluate projects, strategies, and procedures
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— Preparing and conducting orientations or command briefings to promote the Flagship
Partnership

— Identifying collective needs and resources to establish goals and objectives
— Recruiting and screening volunteers
— Developing a conducting training sessions for volunteers

— Planning an event to celebrate the Flagship Partnership

Command Coordinator Turnover File

As Command Coordinator for the NCSP, responsibilities will be challenging. As this is often a
collateral duty, most new Command Coordinators are limited in the amount of time available to
become familiar with the steps necessary for managing the NCSP efficiently and effectively.
The Command Coordinator responsibilities include planning, developing, implementing,
promoting, managing, monitoring, evaluating, and sometimes revitalizing the command's
community service program.

To facilitate the transition of responsibilities from each Command Coordinator, it is requested
that a turnover file be prepared and maintained. The file should be current and available for
review. The advantages of a well maintained turnover file include continuity in Navy
Participation in community service projects, partnerships, and activities as well as the ability of
the Command Coordinator to avoid reinventing the wheel. Preparing a turnover file is an
excellent way of the Command Coordinator to become familiar with the program, and to ensure
that the program maintains direction and focus when it comes time to pass the responsibilities to
another individual. Figure 3-7, Recommended Items for the Turnover file, should be used as a
reference for the Command Coordinator in preparing and maintaining the turnover file.
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Figure 3-7

Recommended Items for the Turnover File for the Navy Community Service
Program
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