Volunteer and Intern Program
Children’s Advocacy Centers of Texas, Inc.

Volunteer and Intern Program Mission Statement

To provide support to CACTX as it offers technical assistance, training, and financial resources to local Children’s Advocacy Centers across the state of Texas.

Opportunities

Currently, volunteer opportunities are available for Administrative and Clerical support.  Volunteers will assist with projects such as compiling training manuals, funding and membership application packet preparations, updating the resource library, mailings, filing, faxing, computer work, etc.  Days and hours of volunteer activities will vary and are available as either a regularly-scheduled opportunity or on an “as-needed” basis.  No minimum volunteer commitment is required.
During legislative sessions, a Public Policy/Legislative internship is available for graduate or undergraduate students.  The intern will be responsible for creating a summary report of legislative activity relevant to Children’s Advocacy Centers and their multidisciplinary teams. A 16-20 hour/week commitment is recommended for potential interns.
Recruitment

Opportunities will be posted on various volunteer websites (ex: volunteermatch.org, volunteersolutions.org, rsvpaustin.org, etc.) as well as websites for the local undergraduate and graduate schools.  Interested individuals will be referred to Alisyn Diaz, Membership Services Specialist, and asked to complete an application and/or to submit a resume.  An interview will be conducted by Alisyn Diaz, and other staff persons as appropriate, to evaluate the applicant’s qualifications and their skills/goals/interests in relation to CACTX’ goals and opportunities.
Requirements/Qualifications
· Minimum of 18 years of age

· Must pass a criminal background check
· Must be willing to uphold confidentiality of CACTX records

· Must be willing to work within the guidelines, policies, and standards of CACTX

Supervision

The volunteer and intern program will be supervised by Alisyn Diaz, Membership Services Specialist.  While assigned to a specific project, supervision of the work will be the responsibility of the appropriate staff person.  

Orientation
An orientation on the organization’s history, mission, structure, programs, and projects, as well as a tour of the facility and introduction to staff will occur on or before the volunteer/intern’s first day of duty.  During the orientation, the volunteer/intern will meet with Emma-Lee Caprio, Finance Manager, to complete additional paperwork requirements and for a review of policies and procedures.
Recordkeeping
All volunteers and interns will be required to complete a log indicating the amount of time spent on each project.  The log will be turned into Alisyn Diaz and kept with the individual’s records file, which will also include their application and/or resume.
