Developing an Individual Service Project

Start thinking about your ISP:

1. Identify a need in your community

2. Brainstorm project ideas to address this need

3. Evaluate the appropriateness/feasibility of each project idea

4. Choose one project idea to focus on

Once an ISP idea has been chosen:

1. Set goals to accomplish

2. Find a location to accomplish this goal

· Seek permission from appropriate landowners (consider liability issues)

· This is a good time to seek out community/landowner partnerships

3. Set a date/time for event

· Check with community calendars for events that might be occurring on the same day, so   

you are not competing with other events for volunteers/attendees

4. Create a general timeline for your event


· Start from the date of your event and work backwards 

· Include a list of everything that needs to happen to accomplish your goal

5. Set a target number of volunteers you hope/expect to recruit

· Remember the rule of 10: if you want 10 volunteers to show up, you need to recruit 100 

volunteers

6. Set a media timeline for event (see Developing a Media Outreach Plan) 

7. Create/locate an updated media contact list 

· Identify primary contact, preferred method of contact, and requirements/deadline (if  applicable)

8. Conduct media advertisement for radio, television, and publications

· Create appropriate media tools (media advisory, press release, public service announcement, poster, etc.)
· Follow-up media advertisement with phone calls

9. Decide whether or not to provide food

· If so, decide on breakfast, lunch, dinner, or snacks
· Decide what would be ideal to provide

10. Create/locate donation contact list if providing food

· Identify business, address, phone number, contact person, preferred method of contact, 
  requirements/deadline (if applicable)

11. Identify and seek out necessary tools, equipment, or transportation

12. Arrange volunteer liability forms and sign-up sheets
13. Confirm location, date, time, equipment, transportation

During and after ISP event occurs:
1. Day of Event 

· Relax! The event will go however it is intended. Providing all necessary steps/measures were taken in planning, it will be fine. Focus on enjoying the event and accomplishing   set goals.
· Ensure volunteers complete liability forms and evaluation forms

2. Always debrief after event

· Identify what did or did not work and lessons learned to improve the event in the future
· Keep record of media publicity that was achieved and how many volunteers attended

3. Return all completed paperwork including volunteer satisfaction questionnaires, ISP Summary, and 
Volunteer Sign-Up Sheets to the WSP Outreach Team Leader.
4. Mail Liability Release, Emergency Medical Information and Publicity Release forms to the Project 
Manager: sockey@northcoast.com

4. Download electronic Outreach Log from WSP website, complete, and email to the Outreach Team 
Leader: cutthroat@northcoast.com.

5. Be sure to send thank you notes as appropriate (landowners, donors, etc.)
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