= NAVY COMMUNITY
SERVICE

THE COMMUNITY
SERVICE GUIDEBOOK

B NAVPERS 15604(




Navy Community Service

TABLE OF CONTENTS

CHAPTER
Preface
Executive Summary

Section 1: Introduction to the Navy Community Service Program
Community Service Program Goal and Objectives
Community Service Program Background -
Navy Community Service Program Overview

Section 2: Program Management Responsibilities
Deputy Chief of Naval Operations
Flagship Sponsors
Fleet Commanders in Chief
Attendant Geographic/Regional and Local Area Coordinators
Unit Commanders, Commanding Officers, and Officers in Charge
Community Service Command Coordinators

Section 3: Implementation of the Navy Community Service Program
Communication Strategies
Communication Tools
Decision to Pursue Flagship Partnerships
Contact with Potential Flagship Partners
Prepare a Command Briefing
Draft a Meeting Agenda
Task Forces and Committees
Command Role in a Flagship Partnership
Command Coordinator Turnover File

Section 4: Navy Volunteers
General Guidelines
Recruiting Volunteers
Volunteer Reviewing
Prospective Driver Review
Step 1. Volunteer Application-and Request Chit
Step 2. Endorsement Process
Step 3. Interview Process
Step 4. Volunteer Placement
Volunteer Orientation and Training
Volunteer Training
Volunteer Feedback

PAGE
i
1
1-1
154
§ =
{ =5
2-1
92
g5
g4
2-5
2.-11
2-15
814
3-10
3-10
3-18
3-18
318
318
3-20
8 21
390
4-1
4-1
52
46
41
4-12
4-12
4-19
4~
4-32
4-35
487



Navy Community Service

Section 5: Risk Management Issues Associated with Commitment
of Navy Resources: What’s Legal, What’s Not

Personnel Resources

In-Kind Donations

Financial Resources

Special Navy Support

I

OO,
|
OO N =

—

Section 6: Flagship Partnerships
Flagship Partnership Agreements
Formal Kickoff Event
Flagship Partnerships
Flagship Partnership Activities

(o) e)Me)ler)N -]
|
OO a2

Section 7: Navy Volunteer Recognition 7-1
Volunteers 7—1
Volunteer Recognition -2
Other Command Recognition Activity Ideas 7-13

Section 8: Program Monitoring and Evaluation
Accountability
Community Service Evaluation
Navy Partnerships
Measurable Objectives
Procedures for Conducting an Evaluation
Evaluation Results
Determining and Resolving Program Obstacles
Terminating Flagship Partnership Activities

e W

Co 0o G0 Co o Co Co o
|
NS P WWN -2 a

Section 9: Flagship Successes 9
Success Stories and Lessons Learned 9-1
9

Media Coverage

Section 10: Frequently Asked Questions: Navy Community Service

Program 10-1
Personal Excellence Partnership Flagship 10 -1
Health Safety and Fitness Flagship 10-4
Environmental Stewardship Flagship 10-6
Campaign Drug Free Flagship 10-8
Project Good Neighbor Flagship 10-9

Appendix A: References A-1
Enclosure (1): Instructions and Guidance Pertaining to the Navy

Community Service Program A-1
Enclosure (2): Donating Excess Computer Equipment to Schools
Nonprofit Organizations A-4

Enclosure (3): Partnerships Between Defense Laboratories and



Navy Community Service

Educational Institutions A-6

Enclosure (4): Standard Property Loan Agreement A-8
Appendix B: Definitions B-1
Appendix C: Navy Community Service Program Projects and Ideas C -1
Enclosure (1): Programs/Projects/Ideas c-1
Appendix D: Navy Resources D-1
E-1

Appendix E: Calendar of Significant Events for a Program Year



