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SECTION 1:  VOLUNTEER TRAINING 
 
Goal: 
 
The goal of volunteer training was to prepare community volunteers, high school students, 
Americorps-NCCC and EagleCorps volunteers to assist in conducting the DC Street Tree 
Inventory. It also was a goal that these volunteers become Citizen Foresters, and to 
continue on in a lifetime interest in the stewardship of the city‟s trees.  

 
Objectives: 

 Increase awareness of the GCA Casey Trees Endowment Fund and its mission to 
restore and enhance the trees in DC. 

 Increase awareness about the benefits of trees 

 Learn the basics of tree science including biology, anatomy, life functions, 
identification, health and maintenance 

 Evaluate the basic health and condition of street trees 

 Prepare citizens for environmental stewardship  

 

Training for Field Service: 

 All volunteers were given a training manual, which formed the basis for their training 
instruction 



 

 

 Experienced professionals taught 5 hours of classroom instruction in the areas 
discussed above in training objectives  

 All volunteers participated in one-3 hour field trip which gave hands-on experience of 
what would be required during the inventory and an opportunity to apply what was 
learned in the classroom 

 All volunteers were given on-the-job training by doing their volunteer service with the 
student intern (35 hours) 

 

 

Training Recommendations: 

   

Classroom Training 

Several adult volunteers suggested that the sections on the Casey Tree Endowment Fund 
and the discussion about the benefits of trees could be shortened. They also felt that the 
basic biology of trees, while interesting, was not sufficiently important to their mission in the 
inventory. Perhaps it will be important as they continue on to finish the Citizen Forester 
Program. They generally felt weak in the tree identification and the wanted more hands- on 
field work. The Zoo or the Arboretum would be a great second field experience for them 
because the trees are labeled. This could either be a group trip or a recommended outing. 

 

Field Training 

Many of the student interns also felt that the volunteers would have benefited from more 
time in the field before they started to work. The volunteers expressed interest in having 
smaller groups going out in the field so that they could get more hands-on training. 

Several interns felt that there needed to be more uniform training for the volunteers in the 
area of tree conditions and tree identification. 

In general, the volunteers, like the interns, learned best experientially. The 5 days of 
volunteering requirement assures this.  Having a new person to work with each day kept the 
inventory interesting, however, it was hard to train new people and keep production up. 
Repeating volunteers was the best strategy to boost productivity with intern-volunteer 
teams.  Similarly, working with High Schoolers, Americorps members and Eagle Corps 
members was productive since the interns could work with the same person for consecutive 
days.  Interns liked to work with each other because we could work fast and trust the 
judgment of the other intern.   

 

 

Adapted Training 

The high school students who were interested and good at the job represent a group of 
students who should be encouraged to keep up their involvement with an urban forestry 
program. Perhaps there exists an Urban 4-H Program or an environmental club in the high 
schools. Many students were good with the computers and liked working with them. They 



 

 

could be trained to accompany a student intern and do the data input. It would be good for 
them to be more exposed to GPS and GIS.  

In general, the overall stamina and grit of the volunteers, especially the older volunteers, 
was impressive. It is hard climbing over tree roots for 6 hours measuring DBH.  The high 
school and Eagle Corps members had a harder time staying focused. This was because 
they were working everyday, and the job got too repetitive and boring in a really hot 
summer. 

 

 

Outreach to Citizens Not Representative 

“The community outreach of citizen volunteers of any age is one of the most important 
aspects of this inventory. “ 

Perhaps future outreach in non-represented neighborhoods could be directed to the 
churches and neighborhood associations. William Morris was one volunteer who is active in 
the Marshall Heights Association. He is very interested and concerned about social justice 
and would be a good person to talk to about expanding the citizen involvement to less 
represented neighborhoods. 

Asking the high school students that participated this summer might be a real lead to know 
how to attract more. Questions such as, what media do they pay attention to and how did 
they hear about the inventory could benefit inclusion of younger participants. 

On several occasions people approached us asking about job possibilities. Diversifying 
participation through increasing job options would be a way to include those for whom 
volunteerism is not feasible, but who would be interested in the inventory. 

There was uniform appreciation for what we were doing in all wards of the city. No matter 
the economic condition of the neighborhood, there was always an acknowledgement of the 
need for trees and the need for improvement in the tree canopy condition. The real problem 
will be the care and maintenance of the new young trees that the City and Casey Trees will 
plant.  There has to be greater outreach to educate the public to help the young trees 
survive neglect and vandalism. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 2: INVENTORY COLLECTION 
 
Policies 

Code Red and Code Purple Days 

These are days where the Air Quality Index (AQI) is higher than 151, and deemed 
unhealthy.  EPA standards state that “active children and adults, and people with respiratory 
disease, such as asthma, should avoid prolonged outdoor exertion; everyone else, 
especially children, should limit prolonged outdoor exertion.”  Casey Trees‟ initial policy was 
for these days to be half days of work, 8:00 AM-12:00 PM. This policy was in effect for the 
first three weeks of the inventory. During the first three weeks there was a Code Red alert 
once a week.  Upon consulting with other private and public offices, Casey Trees found that 
their employees worked full days with reduced activity and lots of water. The policy for Code 
Red/Purple days was then changed to a full day of work from 8:00 AM – 4:00 PM.  Midway 
through the inventory the interns voted by majority to move the starting time from 8:00 AM to 
7:00 AM, finishing an hour earlier to beat the afternoon heat. 

Rain Days  

The policy for rain days is to work in rain unless there was lightning or extreme downpour.  
Interns were to use their judgment and take cover during heavy rain.    



 

 

Procedures 

Rain Procedures 

Ponchos were provided for the interns, as well as plastic bags to cover the computers.  
Volunteers were to bring their own rain gear. On rainy mornings, interns and volunteers 
were to call the phone number at the Casey Trees Field Office.  There they could get a 
recording stating if there was a cancellation for inventory that day.  If rain occurred after the 
inventory began for the day, then interns were to call in to the office to learn of cancellation.   

Daily Routine 

The night before a day of inventory, interns were to contact the volunteers they would be 
working with the next day. The interns provided the volunteers with a meeting point and a 
time. Meeting time at the field office for the first half of the inventory was 8:00 AM later 
changing to 7:00 AM. During morning briefs at the office, interns would receive CA paper 
maps along with checking out iPAQ computers for data collection. After morning briefing, 
there were three options of transportation- Metro Train, Metro Bus, and Casey Trees Bus & 
Van. Each option was utilized to get as close to CAs as possible. Upon arriving at drop-off 
points, interns would navigate to our areas using paper maps and digital computer maps.  
Data collection would last approximately six hours with a typical half hour lunch break.  
Short breaks were often necessary during hot weather.  After a day of data collection, the 
same transportation systems were used to return to the office. Volunteer, Eagle Corps, High 
School, and Americorps hours were recorded at the end of each day.  Upon return to the 
field office, interns would check in our computers and download any pictures that had been 
taken while in the field.  

Scoping out bathrooms and lunch areas was difficult if not impossible for interns to conduct 
prior to working in a given area.  Interns were periodically provided with a map of area 
schools and libraries; however, this was not done with regularity.  Lunch locations were also 
rarely provided.     

Daily Meetings 

At the end of each day there was a meeting with the staff and interns to share stories from 
the day as well as updates, volunteer issues, and procedures for the week. These meetings 
were to begin at 4:30/3:30, and would generally last for 30 minutes.   

Status Maps/ Information 

This information was provided to interns when requested; however there was no set 
schedule for receiving progress updates.  There was no update on progress until the end of 
inventory collection.  

Consults 

Upon discovering an unknown species in the field, interns would collect a sample, take a 
picture, and note the site location of the tree.  Professional consultants from Pepco, The 
Care of Trees, and Davey Trees helped identify the unknown species.  After consulting with 
a specialist back at the field office, the correct name could be entered into the computer.   



 

 

Findings 

Code Red Days 

Working in extreme heat is exhausting for interns and volunteers.   Pace is greatly reduced, 
and morale is generally low.  There may be a close correlation between quality of data 
collected and the air quality/ heat index.  A recommendation is to schedule enough 
overhead to allow for half days of work during code red days, or days with a high heat 
advisory warning.  At the very least, interns and volunteers should be advised of any health 
concerns associated with these alert days, and their concerns should be respected.   

Rain Days 

During the three month period, it rained on nine days.  Half of those days were short rain 
showers which only slowed the interns slightly. On days that it did rain harder interns still 
worked using plastic bags to cover our computers.  During heavier showers, shelter was 
sometimes hard to come by.  It was found that ponchos do not keep shoes from getting 
soaked.  The Ziploc bags used to cover the iPAQs often fogged over, making data entry 
difficult. Our recommendation is to work during slight showers, but allow interns to return to 
the office early if heavy rain is severely impairing data collection. 

 

 

Daily Routine 

 Volunteers should be called two days in advance to confirm availability.   

 Transportation in the morning was frequently delayed.  Public transportation should 
be utilized more heavily to ensure an early start in the field.  Casey Tree 
transportation should leave the field office at a more reasonable time, and those  few 
teams that are running late should take public transportation instead of  holding up 
other teams.    

 Facility locations should be provided to interns.  Lack of available restrooms made 
both volunteers and interns uncomfortable and can result in health issues.   

 Tracking volunteer hours on weekly time sheets is difficult.  Daily sign in sheets are 
more effective.  

 A set time should be established each week for consults as a minimum, though daily 
consults are the more ideal alternative.  Admittedly, many interns may forget a 
consult location if it is not done at the end of each day.  The number of consults 
remaining in the data should be examined to influence a better policy for consults.  
Along these lines, a set time should be established weekly for downloading pictures.   

Daily Meetings 



 

 

Morning meetings are generally effective. However, a major issue for both morning and 
afternoon meetings is timeliness.  Staring and ending on time is imperative.  In addition, 
interns‟ attention spans were greatly reduced after a long, hot day in the field.  Afternoon 
briefs should be exactly that- brief, conveying only necessary information.   

Status Maps 

These maps should be provided to the interns at the beginning of each week to allow for 
tracking of progress.  Volunteers are also interested in the progress of the inventory.  A daily 
internet update, if possible, would allow interested parties to follow progress.   

Learning Curve 

The day to day processes ran more smoothly each with consecutive week with a few 
exceptions.  Transportation and lack of bathrooms remained major issues and reduced 
efficiency of data collection throughout the summer.  The majority of interns were capable of 
completing two collection areas a day by the end of the summer; however a large number of 
extenuating circumstances that are not in the interns control could limit efficiency.   

Partials 

Any section that was not completed by the end of the workday became a partial.  Partials 
slowed the pace of the inventory as we neared completion at the end of the summer.  Travel 
time between partial sections was extremely time-consuming, as they were scattered 
throughout the district.    

 
SECTION 1: GIS DAILY PROCEDURE 

 
Getting the Computer (AM): 
 

 Computer is checked out in the morning by a staff personnel to each intern 

 Daily Collection Area (CA) maps are printed already with the team number on them 
and placed on a meeting table to be sorted through by the team leaders. 

 Numbered memory cards containing the CA maps are stored in a box  

 Once paper maps are retrieved and cards acquired, the cards are installed into the 
expansion pack of the iPAQ 

 
Uploading the Map: 
 

 Activate computer 

 Bring up “Start” menu on desktop 

 Open “Programs” folder 

 In “Programs” folder, open ArcPad 6.0 

 Select ArcPad Options Icon (bullet list icon) 

 Scroll to “Paths” tab and select 

 Select folder next to “Default Maps & Data Paths” to open 

 Open “My Computer” folder 

 Open “Slot 2” file 



 

 

 Open “Today” file 

 Select appropriate CA map 

 Click OK to set selection 

 Click OK again to close out Options menu 

 Close out of ArcPad 

 Reopen ArcPad 

 Appropriate map will appear at maximum scale 
 
Using the Map: 

 Map of collection area should be on screen 

 Select Zoom icon and drag box around CA 

 Use the “Identity” icon to check streets and block numbers in order to orient yourself 
on the map 

 Use “Select” Feature icon to select the appropriate tree (brown dot on map).  A 
dashed box will appear around the tree to acknowledge its selection 

 Select “Feature Properties” icon to bring up data fields for the new tree 

 Add appropriate info to data fields such as tree height, DBH, wounds, etc. 

 Select OK to lock in tree information 

 The brown dot will turn green once the information has been inputted 

 Repeat for each tree in the section 
 
Adding and Deleting Trees: 

 If a tree exists that is not on the initial map, then select the Add Tree icon (small tree) 
once and place the stylus on the map where the new tree should be located. 

 Once placed, the data fields will pop up automatically – fill them in as you would an 
existing tree and then hit OK. The new tree will then be added to the map as a green 
dot 

 NOTE 2: If a tree does not exist that is on the computer and the space is 
unplantable, then the brown dot should be deleted.  

 Use the Delete Tree icon (small tree with red X) as you would the Add Tree icon. 
Select the icon, and then select the tree you wish to be deleted. The map will be 
redrawn with a beige dot marking the deleted tree. 

 
Using the Map for Tree Location: 

 The map is loaded with several different layers to aid on location and tree placement 

 The building footprints are in light yellow with an orange border and represent each 
building viewable from the orthographic photograph 

 Use the “Identify” icon to locate relevant streets and landmarks to initially orient 
yourself to the location 

 Use the individual building foot prints to more precisely orient a new tree or the 
location of an existing one 

 The pavement layer (sidewalks, drives, alleys) is also to be used in further locating a 
specific tree 

 Be aware that building footprints and the general landscape can change rapidly in an 
urban setting and will throw off tree placement 

 
Rebooting: 

 Reboot when: 
o “Fatal Error” message appears 



 

 

o Maps do not appear on screen 
o The computer freezes 

 The reboot button is located at right side of base of iPAQ.  Use stylus to push button 

 After reboot, reopen file 
 
End of the Day (PM): 

 Turn in memory cards 

 Turn in iPAQ 
 
Technical Issues: 

 Tree dot on screen does not turn green after data entered: 
o Zoom in on individual tree 
o Often there will be two green dots nearly overlapping 
o Now can delete individual trees that aren‟t needed 
o Zoom back out 

 Ortho map appears on screen without command: 
o To get back to layer map, select “Ortho” button 

 Computer speed: 
o iPAQs slow down greatly at random points during the day 
o Just wait. 

 

 Error Messages: 
o Select “OK” for: 

 Battery Low 

 Fatal Error 

 File Expansion not recognized 

 No Current Fix Available 

 Assume Projection NAD 87… 
o When screen freezes up, close out of ArcPad 
o Reboot computer 
o Reopen file 

 
 
 
ArcPad Notes: 

 Ortho maps are not needed 

 Better sidewalk detail would help for tree placement accuracy 

 A cut and paste or drag feature for tree dots would save a lot of time 

 Vs. manual: 
o Collecting data manually is much faster, but entering into computer is slow 

and adds greater chance of error. 
 
 
Data Fields Pros and Cons: 

 Order of data fields are not in the order that tree info is easily collected 

 DBH field is difficult to use, a number pad would be optimal 

 Tree box status: “Plantable” doesn‟t always show up as default 

 Tree species should include a “dead” choice 



 

 

 More frequently used data fields should be grouped together (ex. Heaving roots on 
second page used a lot, tree grate on first page rarely used) 

 Disease data fields: there was not enough training dedicated to recognize diseases 
 
 
Maps: 

 CA maps are helpful, but need more street names present and map should not be 
zoomed in so close to CA. 

 Physical maps used for general orientation, IPAQs used for specific orientation. 

 Team location maps useful, but not many people used them because they need 
street names 

 Status map:  show day‟s work, but not of any other use 

 Dry-erase markers issued for plastic maps would be helpful 

 Locations such as schools, churches and libraries on maps are helpful. 
 
Sequencing: 

 4 neighboring clusters of CAs per person works well.  Each intern should have areas 
all throughout the city 

 Add CAs to card, but don‟t remove unfinished areas.  The intern will finish their 
cluster before moving onto new area; this will reduce clean up work 

 The second half of summer worked much better than first half 

 Have the CAs for the week planned out (as much as possible) on Monday; this will 
let interns plan and coordinate volunteers better 

 
 
Quality Control: 

 A lot of sections failed due to tree placement:  the training did not cover building 
footprints at all; this should be stressed more 

 QC should occur throughout entire summer as CAs are completed.  Mistakes will be 
caught as they are made instead of persisting throughout entire summer 

 
 
 
SECTION 4: SECURITY AND SAFETY 
  
Introduction 
 
The safety of everybody working in the field was said to be the highest priority of Casey 
Trees.  In order to finish the street tree inventory, it was vital to keep everybody safe and 
accident free.  To create this secure work environment, procedures and guidelines were 
created.  Safety equipment were also given out to increase the safety and preparedness of 
everybody working in the field.  
 
Policies 
 
Policies were created for the interns to ensure their health and safety.  When the interns 
were in the field they were all required to work in groups of at least two.  This way they could 
depend on each other (safety in numbers).  Another policy was the requirement that 
everyone wear shoes.  Heaving sidewalks, condoms, and broken glass were the major 
concerns for making it mandatory for wearing shoes, even though not everybody did at all 



 

 

times.  It was also a policy to wear green safety vest in the field to increase the awareness 
of passing vehicles of the teams‟ presence. 
  
Team Diversity  
 
It is in the interest of Casey Trees to promote a community friendly face. If the political will is 
to be supported there needs to be a strong lobbying voice and good public relations. It is 
important that Casey Trees have diverse field teams. This summer, CTEF used people from 
many different backgrounds and organizations such as Americorps, Eaglecorp, trained 
citizen foresters and volunteers from the National Arboretum as well as a group of High 
School students sponsored by DC‟s Mayors Passport-to-work program.  
 
Major guidelines include: 

 Mix ethnic Diversity especially in rougher neighborhoods.  

 Mixing of genders. Make sure there are males in groups that go into the rougher areas 

 Mix ages  

 The more diverse the field team is, the more likely it is that someone in your team will be 
able to relate to different people in the field 

 
 
Environmental Factors 
 
It was the interns‟ responsibility to be aware of all the environmental factors that they would 
face in the field.  On Code Red, Code Purple, and Heat Index Warning days, it was the 
intern‟s responsibility to work that day, but they should take a gentler pace and drink plenty 
of water.  They were also told to watch their volunteers to see if they were in good health 
throughout the day.  Broken glass was probably one of the biggest environmental problems 
that threatened peoples' safety in the field.  In certain sections of Washington D.C., broken 
glass littered the ground everywhere people would walk.  It was just important that 
everybody was aware of it and took steps to avoid it as much as possible.  People on the 
street became another factor that people would have to watch out for.  Random people on 
the street could easily become a distraction that could blind a person‟s thought from their 
own safety.  One just needed to be aware of who is around you and what they are doing.  
But the most hazardous problem that people faced was vehicular traffic.  When people 
walked in the street to observe the street side of the tree, they became exposed to vehicles.  
It became easy to become distracted with looking at the tree and forget about oncoming 
traffic.  The bottom line for safety in all the environmental problems was to be alert and be 
aware what was around you. 
 
Important environmental factors to note: 

 Code orange, red or purple days 

 Broken glass 

 Other people on the street 

 Vehicular traffic 
 
 
Personal Protection Equipment  
 
Casey Trees interns are issued a number of items or policies that are intended for their 
personal protection. 



 

 

 
The Cell Phones can be used to signal for help or to ask questions about your section. The 
safety vest can be used to easily identify you and to allay suspicion in a neighborhood. The 
pepper spray is an optional deterrent provided by Casey Trees, and no incidents were 
reported where the mace was necessary. 
 
Safety Kit Components: 

 A cell phone with a list of other interns numbers as well as that of staff 

 Safety vest 

 Personal Identification  

 Pepper spray 

 Safety in numbers 
 
Procedures in Dangerous Neighborhoods 
 
In the more dangerous and remote areas of the city, the management team used a separate 
method in order to provide the highest safety assurance for the field team. Utilizing the 
“safety in numbers” principle, all field teams were working as close together as possible.  
Using this “flood technique”, coupled with an early start time when the least amount of crime 
is suspected, these areas were completed quickly and safely. Also provided was a scale 
map of one‟s  location as well as the other intern‟s areas that were working beside you. 
 
Police 

 
Police were originally supposed to be informed about the schedules of the interns out on the 
street.  The interns were told that the police would know who they were, what they were 
doing, and that they would pay attention to them for their safety.  The interns became aware 
that the police did not know anything about them or why they were there.  Then it became 
the responsibility of the interns to inform the police on the streets of who they were and what 
they were doing.  After an intern would inform the police of their existence on the street, the 
officer would usually pay more attention to the field teams and look out more for their safety.  
Better communication between Casey Trees and the local police departments is 
recommended in order increase safety and expedite the inventory. 
 
Accidents 
 
Over the summer of 2002, Casey Trees encountered no major accidents or injures.  Nobody 
had to go to the hospital or call the police for help.  The only cases of any injures were 
cases of poison ivy and one that involved a volunteer that got stung around four times by 
bees while checking a tree for decay.  The volunteer knocked on some decayed wood and 
some bees flew out of the tree and stung him. This became the only case of an accident that 
occurred in the field for the summer. 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION 5:  STUDENT TEAM LEADER 

Roles   
 
Student Interns play many different roles and have multiple responsibilities.  An intern must 
be not only a teacher and mentor, but a strong leader and effective manager.  The ability of 
an intern to take on these roles ultimately affects the successful outcome of the inventory.   
 
Teacher/Mentor  
  
As a teacher and mentor, interns should be able to assess individuals‟ knowledge and skills 
while identifying their strengths and weaknesses.  Be considerate and sensitive of people‟s 
backgrounds and experiences.  Be a good listener and use constructive criticism.  Interns 
should have strong interpersonal relationship skills.  Lastly, keeping high school students 
and volunteers consistently engaged in the inventory process provides a fun and 
educational experience for those involved. 
  



 

 

Teaching volunteers how to properly assess a tree is a critical component to the inventory 
process.  Tree identification is an interesting task for volunteers to practice.  Always ask for 
opinions or estimates on measurements for each tree.  Asking for input on condition ratings 
is a task for volunteers of all different skill levels.  Most importantly, convey to the 
volunteer(s) that asking questions is encouraged. 
 
 
Leader/ Manager 
 
 A team leader must be able to analyze and prioritize the day‟s workload, manage 
time and logistics in order to accomplish the goals of the inventory.  Also, the team should 
be structured to use each member‟s strengths and provide satisfaction in accomplishing the 
day‟s task. 
 
Analyze and Plan Workload 
           

 Note collection area size- how many trees, amount of walking 

 Determine the best street sequence of streets to follow, etc. to be most efficient in 
data collection, and well positioned for transportation. 

 Location  
o What part of town 
o Is it residential; commercial; industrial; dangerous 
o Try to locate “comfort” facilities; places to secure food, water, and shelter if 

necessary.   
o Identify locations for lunch and  bathroom break 

 Be aware of weather forecasts and plan accordingly for rain, code red days, 
 
 
 
 
 
 
 
 
Manage Volunteers 
 

 Understand your team –learn about each member, his or her interest in the project, and 
what contribution they would like to make. 

 Be aware of any special considerations or limitations (such as physical stamina, heat 
tolerance, age, and endurance) and factor these elements into planning the work. 

 Make sure volunteers are prepared for work conditions, with adequate clothing, shoes, 
food, water, and money for transportation when needed.   

 Determine what role each person will play, for example, who will take what 
measurements, help assess conditions, etc. 

 
Plan Logistics 
 

 Plan best routes and modes of transportation to get to, from and between collection 
areas. 

 Factor in travel time to workload planning. 



 

 

 Arrange meeting locations and times with volunteers in advance. 
 
Responsibilities 
 
Data quality  
 
To ensure that the data collected is accurate and complete, only the team leader should 
operate the IPAQ.  The more individuals that enter data into the computer, the more room 
there is for error. Also, check assessment given verbally by volunteers. 

 
Asset Security  
 
Keep hardware on person or in your bag at all times.  Be sure to handle the hardware with 
care. 

 
Safety  
 
Be aware of your surroundings.  Dress appropriately. For example, wear durable shoes and 
safety vests.  Avoid dangerous conditions such as broken glass, poison ivy, stray dogs, etc.  
Stay hydrated.  Be aware of traffic.  Have a cell phone for general communication and 
emergencies. 

 
Participant satisfaction 
 
Keep volunteers engaged.  Share maps in progress. Ask for input and questions. 

 
Productivity 
 
Productivity varies according to group composition and background. Make allowances for 
new volunteer learning curve. It is important to maintain a constant work pace to meet 
productivity expectations and goals. Volunteer productivity increases with field experience 

 
 
Coordinating with volunteers  
 
Form effective and diverse working groups.  Coordinate meeting locations.  For example, if 
volunteer has a car, ask to use it if collection areas are far apart. 
 
 
Team Leader Comments: 
 
“Great leadership experience and challenge in dealing with field work and it‟s 
unpredictability.” 
 
“I enjoyed teaching volunteers most.  Tree ID and tree and conditions.” 
 
“I had real satisfaction in community involvement, making a difference in the community.  I 
learned a lot from volunteers about the culture and history of the city.” 
 
“I like spending time with many kinds of people, taking responsibility for the team, and 
explaining our mission to people in the community.” 



 

 

 
“I liked working with a wide range of people and hearing their stories.” 
 
“The best was setting your own pace and deciding how to organize the workload, and 
dealing with many kinds of people.” 
 
“The worst part was dealing with difficult people, juggling work production, and being the 
middle man between management and volunteers.” 
 
“Great work experience and being able to learn the city.” 
 
“Every volunteer had their own story and places in the city to visit.  Getting to learn non-
tourist things to do in the nation‟s capital.” 
 
“Getting to work with people that I will remember for the rest of my life.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 6: SCHEDULING 
 
Goal:  Teams of two or more out working in the field six days a week for as close to seven 
hours a day as possible 
 
Objective 1:  Provide for a clear line of communication between student interns and 
volunteers as to when and where they are working. 
 
Objective 2:  Rotate both time off and team members so that all parties have equal 
opportunities for new experiences 
 
 
Background and Description 
 
Policies 

 

 Hours 
o For the first 7 weeks students worked 8 AM to 5 PM. 



 

 

o For the last 8 weeks students worked 7 AM to 4 PM in order to avoid the 
maximum exposure to unhealthy outdoor conditions 

 Attendance 
o Students were required to work a five day week 
o If a student was feeling ill in the morning or the night before work they were 

required to call Barbara and explain why they were unable to come to work 
o If the student was feeling ill during the work day they were required to return 

to the office and explain why they were not feeling well and were unable to 
work 

 
 
Student Intern Scheduling 
 

 Five cluster groups.   
o Each intern had one rotating day off per week 

 Interns had a Sunday-Monday or Saturday-Sunday weekend twice 
during the 13 week internship 

o All interns had Sunday off 
o If a student requested a day off they were then required to work a six day 

week to make up the off day 
o Students were allowed to exchange days off only if they found another intern 

willing to exchange days with 
 Students were not given any personal or sick days during the 13 week 

internship 
 
 
Team Assignments 

 Students Intern Field Team Leaders worked with  
o Community Volunteers 
o High-school students 
o Americorps 
o Eaglecorps 
o Arboretum Staff 
o Office Staff 

 The Office Volunteer Coordinator assigned students with the name and contact 
information of their volunteer at least 2 days prior 

o Interns called volunteers to set up time and meeting location for their 
scheduled day 

 Often interns left message on voicemail when volunteers were not 
present  

 Message consisted of meeting time, location, and students 
phone number 

 Problem Lack of consideration on part of volunteers not 
returning phone calls or not showing up lead to logistical 
difficulties 

 Meeting places most often included: 
 metro stops 
 major intersections 
 parks 
 schools 



 

 

 the field office 
 
Volunteer Half Days 

 To accommodate volunteers requests to work only half day, student interns were 
instructed to call nearby interns to meet up mid day and continue working 

 
Field Trips 

 Students were given the option to attend an arboretum tour one Saturday.  Field 
work on that day was from 8 AM to 1 PM. 

 
Extracurricular 

 An evening baseball game was scheduled as a group activity for all Casey Trees 
Interns and office staff. 

 
Results and Recommendations 
 
Intern opinions 
 

 Six day work weeks were unfavorable to most interns.  Working 6 days in a row in 
100+ degree weather was physically and mentally unhealthy.  We would not 
recommend continuing this policy in the future. 

 Student Interns also have other responsibilities as sons, daughters, siblings, friends 
and adults.  Not allowing students personal days was detrimental to intern morale 
and resulted in lower field productivity. 

 Students should have had more opportunities for 2 days off in a row.  A suggestion 
would be to have off Sunday-Monday or every other weekend 

 Several time throughout the summer management changed the day off schedule 
after some interns had made plans.   

 In the future the scheduling polices need to be made clear before students accept 
the internship or with the students in the beginning of the summer 

 
 
SECTION 8: FIELD OFFICE AND HOUSING 
 
Field Office 

 
Location 
 
Location of the Field Office was adequate.  It was easy to give out the location information to 
the volunteers and met all general requirements.  Crowding in the office tended to occur 
when all interns were gathered.   
 
Access 
 
The access to the field office worked well.  It was near two metro stations and made access 
easier for volunteers and interns to commute to and from the sites and their station. 
 
Facilities 
 

 Bathrooms 



 

 

o Bathrooms were limited for the number of people in the building.  
o Additional bathroom is recommended. 

 

 Water 
o Drinking water was plentiful in the office. However, cleaning of the water filter 

is recommended. 
 

 Kitchen 
o Kitchen was not really used or available to the interns.  It was primarily used 

by management and office staff.  
 

 Large meeting area 
o The office was adequate but at times space constraints limited the interns. 

 

 Small meeting area 
o The small meeting area would benefit from being larger but was adequate. 

 
Resources 
 

 Library 
o There was not any designated library and did not hold sufficient number of 

books. Most of the interns never used the library or knew about it. Few 
interns benefited from the current library. 

 
o Proper library facility on tree ID and arboriculture will be helpful for the future. 

 
Communications 
 

 Phones 
o Since every one had a cell phone, no one really used office phone. However, 

it was adequate. 
 

 Email 
o Limited computers for email access but were adequate.  

 
 
Housing 
 
Comfortable 

 Most of the interns said it was comfortable; however moving out for the last week 
was very inconvenient.  Some interns noted that the employees at the dorm were not 
very cooperative.  

 
Reasonable Price 

 Price was reasonably good for the location. 
 
Proximity 

 It was in accessible location, however some suggested George Washington 
University for the future reference. They seem to have better facilities with good 
location. 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 8: FIELD LOGISTICS 
 
Goal: 
 
In order to best maximize efficiency and productivity, team coordination and logistics must 
function smoothly.  The key to the success of this system is a clearly organized chain of 
command that the team can then work from and look to for guidance and advice.  This chain 
of command is a necessary part of every organizational system, because it eliminates 
confusion and can quickly answer the question, „who is in charge in this particular situation?” 
 
Objectives: 
 
Through the explanation of some of the key issues with field logistics, we hope to eliminate 
some confusion for future data collection projects, and ultimately increase productivity and 
the effectiveness of the Casey Trees Program.  Further objectives of this section of the 
documentation included decreasing unnecessary financial costs and loss of trust and 
respect by team leaders in those individuals they look to for direction and authority.   
 
Key Issues: 
 



 

 

Many of the key issues related to this section of the document include problems with the 
chain of command, and how it functioned and lacked function in various situations.  The 
primary logistical issues team leaders faced on a daily basis included: 
  

 Volunteer contact problems 

 Collection area assignment issues 

 Coordination of volunteer and meeting locations 

 Making efficient use of company provided transportation vs. public transportation 

 Compensating with volunteer apathy and production loss 

 Insuring accurate data collection with a variety of volunteer skill levels 
  

After documenting individual experiences with each section and topical area, 
suggestions and ideas will be provided to better enhance the quality of feedback. 
 
Team Coordination 
 
The concept of team had several different levels of applicability within the organization.  
There were team leaders, the office team, QC teams, and the overall team we were all part 
of.  Given this multi-team aspect of the program, it would be difficult to try and explain all 
team issues through just one section of the documentation.  This portion will deal only with 
the teams defined as one student team leader (intern) and their accompanying fellow intern, 
volunteer, or other individual from a partner organization, placed together for the purpose of 
collecting field data.   
 
Matching 

 
The daily assignments made by the intern and volunteer coordinator were the basis for how 
collection teams were distributed on a given day.  These schedules, made available up to 
three work days in advance allowed student interns to get in contact with potential 
volunteers and at least one day in advance, sometimes more.  This arrangement was 
created in order to maximize volunteer participation and cut down on confusion during 
morning collection area assignments.  

 
 In the case of missing volunteers or individuals from partnering organizations, student 
interns were paired up with one another, or given a volunteer from a team leader who had 
more than one assigned and available for that particular day.  On several occasions when 
re-assignments could not be made, interns would have to be paired up with other interns, 
effectively eliminating one intern‟s productivity for the day.   
 
Assignments 

 
Collection area assignments were initially given to students at the beginning of each week, 
with three sections on a card.  More sections were placed on the card as sections were 
finished.  These collection areas were many times far apart, and sometimes even required 
metro or bus to be reached.  These spaced out sections led to a great deal of lost collection 
time and cut down on how much work one intern team could complete in one day.  This 
system was originally thought to be the most efficient, because assigning one student three 
areas together would spread the entire collection team out too much, leading to possible 
transportation issues or other conflicts.  

 



 

 

Once the new system of grouping collection areas was instituted, however, interns found it 
much easier to reach their next section, and productivity increased dramatically.  Interns 
also felt less compelled to rely upon Casey Trees buses and vans to get to their collection 
areas for the week.  This grouping of collection areas also made it possible for an intern to 
know where he or she would be going for a majority of the week, and in some cases could 
coordinate with volunteers to meet in the field.   
 
Location Leaders 

 
The implementation of location leaders came about when the two yellow buses from the 
Rock Creek International School were made available to interns for getting to collection 
areas.  Because of the grouping of collection areas, different interns required different drop 
off locations that were not always proximate to one another.  Every morning, a different 
team leader would be assigned the job of getting a bus and all of that section‟s team 
members to and from the field.  This cut down on the responsibility of the primary logistics 
coordinator (Bob Andrew) to get people where they needed to go in a timely manner.  This 
also allowed the interns to take on quite a bit more responsibility than previously allowed, 
increasing team morale and showing some trust on the part of the office team.  

  
Once loaded on the bus, location leaders would map out a route by connecting desired drop 
off points, and negotiating a route through the city to best minimize driving time.  A meeting 
location and time would then be selected and agreed upon by those individuals who could 
not take public transportation back to the field office that afternoon.  Team leaders were 
asked to call the location leader to let he or she know if they would not be needing the bus 
that afternoon, so that all members could be accounted for.   
 
Volunteer Experience 

 
Team leaders had the experience of dealing with a variety of volunteer combinations, from 
individuals, to husbands and wives, best friends, and volunteer and partner organization 
participants such as Americorps, Eaglecorps, the National Arboretum, and the Mayor‟s 
Passport to Work Program participants.  This variety of working teams kept every day 
interesting, and created many different situations for team leaders to deal with and adapt to.   

 
For the most part, team leaders felt most comfortable with one volunteer or individual from a 
partner organization and themselves going out on a particular day.  On days when two or 
more individuals were paired up with a team leader, things sometimes got stressful, when 
either tasks were not sufficient enough for the number of people involved, or volunteers got 
bored or felt left out.  While there were many tasks each day for a team to tackle, such as 
inventory collection, public relations, and program promotion, people sometimes were not 
always as willing to adapt to the situation, as they needed to be.  Some interns felt the 
pressure of accurate data collection outweighed the necessity of making sure PR work was 
being done, or every member of the collection team felt motivated or included all the time.  

 
In some cases, basic differences between the team leaders and their volunteers for the day 
made collection difficult.  Everyday difference such as race, gender, age, education and 
ethnicity were sometimes hard to deal with, especially in some of the ethnically charged 
sections of the city.  For the most part, however, it seemed that anyone willing to volunteer 
their time and sweat for DC was able to do their best for the day, as long as everyone else 
was willing to do the same.  Special exceptions do exist however.  The success of the 
Casey Tree‟s partnership with the Eaglecorps program has reached mixed criticism among 



 

 

team leaders.  While some felt the impact we could have on the corps members was an 
amazing opportunity, most people felt frustrated at their lack of punctuality and 
accountability for the work that had to be completed for the day.  It should also be noted how 
we as interns made them feel in some situations, especially when we discredited their 
knowledge or lacked respect for what they did and could contribute to our cause. 
 
 
Transportation 
 
Public Bus 
 
Public bus passes were provided to all the interns as a means to reach their collection areas 
each day.  At first the bus system was overwhelming and confusing but with practice and 
experience it became easier to navigate.  We have found that the most efficient and 
economical bus pass was the monthly pass, which should be available a few days ahead of 
time so that reimbursements are not necessary. 
 
Metro 
 
Smartrip metro cards were also provided to the interns with a twenty-two dollar allotment on 
them.  These metro cards were only to be used in the commute from the field office to the 
collection area and from the collection area back to the field office.  It was requested that the 
interns keep a daily log of the money they had spent on their commute to and from the field 
office and collection area.  This was an unnecessary task; many interns forgot to keep the 
log.  Ten dollar booster cards were provided as needed and the log was disregarded.  
Interns signed a sheet when they had received the booster card along with the date.    
 
School Buses 
 
Two school buses and two drivers were hired from Rock Creek International School to take 
teams out to their collection areas.  This process worked out well when all interns had 
collection areas near each other in remote locations.  As the summer progressed however, 
interns were no longer near each other and were more spread out across the city, and a 
route had to be devised whereupon the bus drivers dropped off the intern teams.  At this 
point, only one bus was really needed because at the same time, interns were becoming 
more and more familiar with the public bus system and metro system.  A bus and a van 
should be used in very remote areas only, inaccessible to frequent metro bus stops (i.e. 
Anacostia, Arboretum, Palisades) Ideally rides should be figured out a day in advance to 
alleviate overcrowding on the school bus.   
 
Van 
 
A van was rented which was used in conjunction with the school buses to take interns to 
their collection areas.  After interns were dropped off at remote collection areas, the van 
driver answered calls from the field for water and transportation to other collection areas and 
back to the field office.  
 
Private Car   
 
Some community volunteers were willing to drive to the field office, pick up their intern team 
leader for the day, and drive to and from his or her collection areas.  It was very convenient 



 

 

for the interns when volunteers drove, but many volunteers did not want to deal with parking 
issues or the risk associated with bringing their car into high crime areas.  Students should 
be allowed to drive at their own risk, with compensation for fuel.  Liability is also an issue 
that is raised if the intern or volunteer drives.  A wavier form should be created to cover 
Casey Trees legally.   
 
Walking 
 
Teams walked approximately six hours every day.  For elderly volunteers this was very 
strenuous especially in extreme heat conditions.  However, a lot of walking should be 
accepted as an integral aspect of the inventory. Interns should make this apparent to 
volunteers and volunteers must accept this.   
 
 
 
FIELD SUPPORT 

 
Goals 
 
The goals and objectives of field support are meeting the basic necessities of teams in the 
field.  This includes having an adequate supply of water and food and finding appropriate 
rest and bathroom areas.      
 
Description 
 
Field support can be divided into two levels: the personal level and the organizational level.  
Personally, every intern or volunteer is responsible for bringing or buying his/her own water 
and food.  From experience, many have found that a Nalgene water bottle placed in the 
freezer the night before will provide enough cold water to last through the workday.   

 
As for food, a brown bag lunch can be brought with non-perishable foods such as peanut 
butter and jelly, granola bars, or apples.  However, many volunteers or interns prefer finding 
a deli, diner, or fast food restaurant nearby in the field to buy their lunch.  One of the benefits 
of this is that one can take a break from the exhausting heat in air conditioning, use the 
restroom, and refill one‟s water-bottle at a sink or fountain machine.  However, some 
negative aspects of buying food in the field are that it becomes expensive and time 
consuming.     

 
Yet there are times when teams are working in completely residential areas and places to 
refill water bottles and buy food are a rarity.    Then, bringing lunch and enough water are of 
utmost importance.  Yet there will be extremely hot days where even the most prepared 
intern or volunteer will find their water bottle completely dry.  Here is where field support on 
the organizational level must take over.  On hot days, our van driver brought around a cooler 
filled with ice water.  Interns would call our van driver and in about fifteen to thirty minutes he 
would come with his supply of water and water bottles were refilled. 

 
Rest and bathrooms can also be found in convenience stores, churches, gas stations, public 
schools, and restaurants in the area.  Interns have found no difficulties from restaurant 
managers when they simply walk into a restaurant to the back bathroom and then out again 
without ordering anything.    

 



 

 

Lastly, sickness may occur in the field.  Each intern was equipped with a first aid kit and a 
cell phone to contact an ambulance in greater emergencies. 

 
Opinions and Recommendations 
 
The most important thing to remember is to use common sense.  Take care of yourself and 
provide yourself with enough water and food.  If you are out in the field and cannot find a 
bathroom or food place, simply ask someone passing by where the nearest commercial 
area is.  You may have to ride the bus to that area.  In addition, if you feel overheated, sit 
and rest for a while, preferably in air conditioning. A list of phone numbers with people to call 
in emergencies is very important.  Also, basic first aid training may be useful. 
 
 
 
INTERN COMMUTE 
 
AU Dorms Commute 
 
Dorm Location  
Twenty-two out of thirty-four interns lived at American University.  American University‟s 
main campus is located at the intersection of Nebraska Avenue and Massachusetts Avenue, 
this intersection is also known as Ward Circle.  The dorms are located on the west side of 
campus. 
 
Walking Directions 
 
From the Tenleytown Metro station walk south on Wisconsin Avenue. Walk down Wisconsin 
Avenue one block.  Bear right at the Tenleytown Circle on Nebraska Avenue.  Walk up 
Nebraska Avenue. You will pass The American University Tenley Campus on your right. 
Continue walking on Nebraska Avenue for about 3/4 mile. Nebraska leads to Ward Circle.  
Walk around the circle to continue straight on Nebraska. You will immediately see American 
University directly to your right hand side following Ward Circle.  The total walk to the dorms 
from the metro is about a mile. 
 
Car  

The field office is a twelve to fifteen minute drive from American University.  Drive south on 
Massachusetts Avenue until Dupont Circle.  Bear right onto Connecticut Avenue until 
Farragut Park.  Continue on Connecticut Avenue around the park.  The field office is located 
at 816 Connecticut Avenue.    Driving to the field office from American University was an 
option, but only if interns were willing.  Many factors had to be considered: parking, 
collection area location, traffic, number of passengers, etc.  
 
AU Shuttle 

The AU shuttle bus stops outside of the Tenleytown Metro station. When you leave the 
metro station, you should take the escalator on your left. This will lead you to the Metro bus 
stop at the corner of Albemarle and 40th St. The AU shuttle bus picks up and drops off at 
this Metro bus stop area. The AU shuttle runs approximately every 15 minutes on the 
quarter hour. On Saturdays, the AU shuttle runs every 30 minutes.  The shuttle makes 
multiple stops at different parts of campus and makes its final stop at our dorms. 
 



 

 

Metro   

The nearest Metro stop is the Tenleytown Metro Station a mile from the American University 
dorms.  This station is a red line station and directly connects to the red line Farragut North 
Metro station.  This station is only one block from the field office. 
 
Metrobus  

The metrobuses pick up at several locations near Ward Circle.  The three possible times to 
ride, in order to be to work by 7:00 AM, were 6:20 AM, 6:30 AM, and 6:42AM. 
 
Saturday Schedule 
 
The Saturday schedule of the public transportation system made getting to work difficult.  
The metro and buses start running later than on a weekday.  Due to this, work also started 
an hour later on Saturdays, 8:00 AM instead of the 7:00 AM start on weekdays. 
 
Intern’s Opinions 

The American University dorms were too far from the metro for work transportation.  The 
American University Tenley Campus dorms are in a much better location to serve the needs 
of interns for work transportation and personal needs. The bus passes were greatly 
appreciated throughout the summer, making the Metrobus the most popular way to get to 
work. Saturday transportation was a little chaotic.  Driving to work on Saturdays was very 
popular due to free all day parking around the office and less traffic. 
 
 
University of Maryland Commute 

 
Living Location  
Several interns decided to not live at American University and instead to remain at their 
academic year location living on the University of Maryland campus. 
 
Drive   
 
The College Park Metro station is located about a mile from the University of Maryland.  The 
interns at this location park and ride the metro.  Parking at the College Park metro station is 
free until 3:00 p.m. and two dollars after 3:00 p.m. until 7:00 p.m. 

 
Metro 

The nearest metro stop is the College Park Metro station a mile from the various living 
locations at UMD.  This station is on the green line, so commuters must transfer at Fort 
Totten to the red line in order to be connected to the red line station at Farragut North.   
 
Metrobus 
 
There most likely is a Metrobus route to the field office, but the commute is too far to 
consider this type of transportation. 
 



 

 

Saturday Schedule 

The Saturday schedule of the public transportation system greatly affects these interns.  
Due to the metro not starting until 8:00 am, these interns had to be late, drive, or have 
another intern bring them their computers in the field. 
 
Intern’s Opinions 

The UMD locations were too far away for work transportation.  The American University 
dorm option would have been a better location. The Metrobus passes were hardly used.  A 
metro pass would have greatly helped these interns. Saturday transportation was a little 
chaotic.  Driving to work on Saturdays was very popular due to free all day parking around 
the office and less traffic. 
 
 
Field Communications 

 
Cell Phones  

Each intern was provided with a personal cell phone.  Interns who chose to use their own 
cell phones were provided with a thirty-five dollar reimbursement at the end of the month.  
The cell phones were greatly appreciated by the interns.  They were used for many reasons: 
communication between the office and the field, intern needs, safety, computer problems, 
and the relocation to other sections. 
 

Rides 

Interns could call for rides if they were done with an area or if they felt uncomfortable in an 
area.  Christopher or Bob drove a van, answered the intern‟s call, and came to pick them up.  
The pick up time took anywhere from fifteen minutes to an hour. 

 
METRO 

Many interns took the metro into the field.  Due to safety issues interns called in to confirm 
their location and the metro they were going to take. 
 
Maps  
Maps were provided of the Washington DC area.  Interns received a metro map, bus map, 
and a fold out easy street finder map.  These were greatly appreciated by the interns and 
decreased the chances of an intern getting lost. 
 
Meeting Volunteers  
The volunteers were given the option of meeting interns at the office of in the field.  When 
volunteers meet an intern in the field, cell phones were used to make the final location 
arrangements. 
 
Locating other interns 

The cell phones and contact information file, on the Ipaq, and hard copy sheet was used to 
locate other interns in the field.  This helped with safety issues by keeping interns pair up. 
 
 
 



 

 

Field Kit 

Uniform  

The uniform was designed to create and ensure a professional appearance, while 
simultaneously being comfortable enough for the interns to wear all day in the field.   
 
Shirts 
 
The shirts were collared in order to give the interns a more professional appearance.  In the 
extreme heat however, the uniform should be chosen to maximize comfort.  Lighter weight 
T-shirts without a collar may have been cooler even though they may not have looked as 
professional.  In addition, the shirts were bright white so the volunteers could spot interns 
more easily at meeting points, such as crowded metro stations.  Unfortunately, towards the 
end of the summer, after countless days in the field, the once bright white shirts began to 
look quite dirty.  While light colored shirts do help keep the interns cooler and assist 
volunteer meeting, off-white or pale green may have looked more professional because it 
was not as dirty.  Frequently the day-glow vests were more helpful when meeting volunteers 
than the bright white shirts.  Another problem with the shirt involved frequent shrinking, 
which resulted in wasting many shirts that became too small for the intern to wear.   
 
Shorts 
 
Casey Tree‟s decision to allow the interns to wear shorts made the heat much more 
bearable.  If one goal of the uniform was to look professional, while khaki long pants may 
have accomplished this, it is more likely that the interns would have been wearing long 
jeans.  These jeans would not have looked any better than shorts.  Similarly, jeans shorts 
versus khaki shorts would have not made a significant difference in appearance.  However, 
a major factor in proper appearance, as well as safety, is the length of shorts.  Shorts that 
are too little make the intern appear to be out in the field to be fashionable instead of to 
work.   In addition, if shorts are too short, they can attract unwanted attention.  Shorts with 
an inseam of three or greater would be suitable to these needs.   
 
Shoes 
 
It is a very good idea to wear closed-toed shoes instead of sandals.  Often, when collecting 
data about a tree, the intern is required to step in high grass, in which there could be 
dangerous objects.  Frequently, there are broken bottles on the sides of roads.  By wearing 
closed-toed shoes, the intern is protected from these and other nearby hazards, such as 
needles, condoms, ticks, snakes, etc.   
 

Supplies and Equipment 

Many things were provided to the interns so that they could complete the inventory as 
efficiently, safely, and accurately as possible.   

 
iPAQs 
 
While the Ipaqs were amazing, extremely helpful machines, there were a few accessories 
that would have made data collection easier and protected the machines more.  For 
example, if the interns were given carrying cases, the computers would have been protected 



 

 

more in transport between office and collection site.  The interns were given Ziploc bags to 
place over the computers in case of rain.   While this was better for the machines than direct 
exposure to the elements, some sort of waterproof case would have worked better.  When 
placed over the Ipaqs the plastic bags fogged up and became scratched.  This made it 
nearly impossible to see the computer screens and the information the interns were 
inputting, therefore affecting the accuracy of the data.   It also would have been beneficial to 
have straps around the machines that could have then looped around the interns‟ necks, 
shoulders, or wrists.  This would have protected the computers from being dropped or 
placed down in a precarious place.  In addition it would have relieved some of the weight 
from the interns and freed up both hands for examining the trees.   
 
Bags 
 
In order to carry around the numerous pieces of equipment necessary for doing an accurate 
inventory, bags are required.  Additionally, the many different compartments were very 
useful for carrying the different supplies.  However, because there are so many supplies 
required for the inventory, weight becomes an issue.  A shoulder bag does have the benefits 
of easy access and keeping a person‟s back cool.  However, when carrying so much weight 
for such long periods of time, it may make more sense to invest in bags that will be more 
comfortable to carry.  Bags that incorporate camelpacks that can hold more water more 
comfortably would help to keep the interns hydrated.  Often an intern would have carried 
much more water, but avoided doing so to reduce the weight they were carrying.  
Backpacks might have been a better choice than messenger bags. 

 
 Water Bottles 
 

If Casey Trees is going to provide water bottles (or camelpacks) to the interns they should  
leaked.   
 
Binoculars 
 
The binoculars were useless.  There were usually not used because it took too much time to 
remove them from the bag and were not necessary for most trees.  Due to their infrequent 
use, and the concern interns had about carrying too much weight, the binoculars were 
usually left behind.   
 
DBH tapes 
 
The DBH tapes were fairly good.  It was helpful that they also had regular measurements on 
them.  By the end of the summer though, they were falling apart.  Many of the number were 
no longer readable.  Higher quality tapes would be useful when inventorying a high numbers 
of trees throughout the summer.   
 
First Aid kits 
 
While the first aid kits were helpful, it may have been more beneficial for the Iinterns to have 
actual training so they knew exactly in what situations and how to use the different parts of 
the kit.  Additionally, it is of paramount importance that latex gloves are included next time. 
 
Wire Cutters 
 



 

 

The wire cutters given to the interns became dull very quickly.  Sharper ones would have 
been more helpful in cutting the heavy wires installed to support the trees.   
 
Tree Guides 
 
Although the City of Trees book was very interesting, it was not that useful when trying to 
identify many obscure types of trees.  A guide that had more color photographs and more 
variety would be more useful when trying to identify the more obscure types of trees in the 
city.   
 
Ponchos 
 
The hoods did not fit very well, and the giant size of the ponchos made it difficult to move 
around.  However, some sort of rain gear is necessary.   
 
Safety Vests 
 
The safety vests were very successful in making the presence of a field team known.  After 
being worn every day in the heat, they did become very dirty.  In the future, some sort of 
routine to have them washed every week would be advised.   
 
Cameras 
 
When dealing with weight, the cameras did not help lessen the load.  Originally it seemed 
that the purpose of the cameras was to assist in tree identification.  In practice, it was not 
possible to take pictures of the trees that would identify them with the cameras we were 
given.  Therefore, cameras developed as a tool to capture pictures for the slide show at the 
end of the summer or other documentation purposes. More often than not, an intern would 
not take a picture of something because they were too intent on finishing their sections.  
While these uses are helpful, it may not have been necessary for every single intern to take 
a camera out every day. Cameras added to the weight of the bags.  Not carrying one 
everyday would have lightened the load.  There were additional problems with batteries for 
the cameras that worked for more than a few hours and a difficult downloading process.    

 
Maps 
 
A DC map that included Lower Anacostia would have been helpful when trying to do those 
collection areas.   

 
Suggestions 
 
Hand sanitizer 
Latex Gloves/ Rubber Gloves 
 
When purchasing equipment, it is important to remember that it will be used everyday for the 
entire summer, and encounter a large amount of wear and tear in that time period.  While 
lower costs may be enticing, high quality equipment is important.  In addition, the interns 
were very conscious about the amount of weight carried each day.  Supplies that maximize 
utility and minimize weight are suggested. 
 
 



 

 

UTILIZING METRORAIL AND METROBUS 

Making use of the Metrorail and Metrobus systems in the city of Washington is a terrific way 
to gain a better understanding of how the different sections of DC come together and 
influence one another.  At first glance, the Metro system maps and multi-colored routes, bus 
numbers, and stops may seem confusing, but with a little experience and travel time, it will 
all begin to fall into place.  This document has been created to teach and explain some of 
the basics of traveling on Metro, and will hopefully take some of the mystery out of what 
many people consider to be the Nation‟s best and easiest to use public transportation 
system.    
 
 
Metrorail 
 

HOURS OF OPERATION 

All Metrorail stations operate 7 days a week, opening at 5:30 am on weekdays and 8 am on 
weekends.  Sunday through Thursday evenings, rail services stops at approximately 
midnight, but one should check last train departure times from particular stations to be 
certain.  Friday and Saturday nights, Metrorail may be utilized until approximately 2:00 am, 
with small variations depending on the station.   
 
LOCATING A METRO STATION 

Train stations are located in many locations throughout the DC Metro area, including parts 
of Maryland and northern Virginia.  All metro stations are clearly marked with a tall brown 
column with a large white „M‟ that clearly identifies a Metro boarding station name, and 
escalator/ elevator.  Immediately beneath the large „M‟ on the column, is one or more 
colored stripes, indicating what metro lines may be accessed upon entering that particular 
station.  Parking at Metro stations varies by location.   
 
ENTERING METRO 

All metro stations require the purchase of a farecard in order to enter and exit the station.  A 
variety of farecards are available, and include daily, weekly, or monthly passes, Smartrip 
cards, or Metrochek.  Basic farecards may also be purchased based on the cost of traveling 
from the originating station to destination.  Regular fares are charged between 5:30 and 
9:30 am and 3:00 and 7:00 pm weekdays.  Reduces fares are charged all other times.  
Regular fare is $1.10 base (0-3 miles), with the maximum fare being $3.25.  Reduced fare is 
$1.10 (0-7 miles), $1. 60 (7-10 miles), and $2.10 (10+ miles).   
 
NAVIGATING 

The best way to become familiar with Metro is to go out and use it.  Pocket Metrorail and 
Metrobus maps can be found inside all stations, and are free for the taking.  Larger maps 
are also located inside stations, and on every train car.  Once inside the stations look for 
more brown columns to point you in the direction you need to go.  These pylons will list the 
names of the stops accessible from a given side of the platform.  It‟s a good idea to look at 
the name of the final station in the direction you need to go to become familiar with what 
directions the trains are going.  The blue and orange lines for example, run along a similar 
path for a certain distance, but ultimately split apart, serving different destinations.  In 
stations that service multiple lines, one must look at the front and sides of the train for 
signage indicating what line and destination the car is servicing. 



 

 

  
Metro maps are very easy to read and understand.  The different lines of the Metrorail are 
color coded, with station stops marked with black circles.  Transfer locations where one can 
switch to a different train are marked with double black circles.  If riding a to a new location, 
or to a station that is unfamiliar, it is a good idea to take the time to plot the best course to 
your destination.  The “Ride Guide”, available at www.rideguide.wmata.com, is an excellent 
starting point for planning your trip.  Less complicated journeys between stations can also 
be planned when you arrive at a Metro location.  It‟s always easier, faster, and less stressful 
to plan ahead, instead of backtracking when you realize you have gotten on the train going 
in the wrong direction.   
  
BOARDING 

When your train pulls up to the platform, stand clear of the train car doors and allow exiting 
passengers to get off before you board.  Persons with disabilities or special needs should be 
allowed to board the train first.  When the doors to the train are closing, chimes will sound, 
indicating that persons not yet on board should step back and await the next train.  Sticking 
your hand into the doors to hold them will not work, because unlike elevator doors, Metrorail 
doors DO NOT reopen automatically.     

 
EXITING 

As your train pulls up to the station, exit quickly and safely.  Every Metro station has two 
street exits, so check signage as you step off the train and onto the platform.  If you have 
further questions about directions, what‟s in the area, or catching a bus that services the 
street above, see the station manager in the kiosk located at every entry gate.  In the case 
of an emergency, call boxes can be located on some of the station‟s pylons.        
 
 
Metrobus 

Compared to Metrorail, Metrobus can be a bit more confusing to someone who has had little 
exposure to public transportation.  Buses in the DC Metro area cover and amazing amount 
of territory, and there are very few places you cannot get to by using the train or bus.  Just 
as with Metrorail, the best way to get an understanding of the bus system is to go out and 
use it.  Bus maps are easy to pick up, and have clear and well-explained routes and bus 
numbers.   
 
HOURS OF OPERATION 

Metrobus hours of operation vary depending on routes.  For exact times, bus line schedules 
are available online at www.wmata.com.   
 
FARES/ TRANSFERRING 

Regular Metrobus fares are $1.10 for regular routes and $2.00 for express routes.  Free bus 
transfers are available at all Metrorail locations and from all bus drivers.  If planning on 
transferring to a bus after riding the metro, you must pick up a transfer from your originating 
location.  Transfers are valid for unlimited Metrobus connections within the two-hour period 
indicated on the transfer.  With a rail transfer, the rider pays $0.25 on regular Metrobus 
routes and $1.15 on express routes.  Fares are subject to change without notice.  It is a 
good idea to have transfers, passes, or exact cash ready as you enter the bus.  Insert cash 
and coins into the coin box next to the driver.   

http://www.rideguide.wmata.com/
http://www.wmata.com/


 

 

 
LOCATING A BUS STOP 

Bus stops can be found every few blocks all over the city.  Metrobus stops have red, white, 
and blue signs or flags, and indicate which bus numbers service the stop.  Some stops have 
posted route schedules or other information that may be helpful to passengers.  It is 
important to note that you can only board buses at designated stops.  Running after a bus 
that has just pulled away from a stop or approaching a bus that is stopped in traffic is 
dangerous, and will result in the driver either ignoring you completely or motioning for you to 
wait at the next stop.     
 
IDENTIFYING YOUR BUS 

As a bus approaches the stop, check for the route number and destination on the sign 
above the windshield.  Destination signs and numbers can also be located on the boarding 
side of the bus.  Board the bus using only the front door, and only after all passengers 
exiting the bus have made it safely onto the sidewalk.  Persons with disabilities or special 
needs should be permitted to board first.  If you have any questions about a particular bus 
route or drop off location, Metrobus drivers are often more than willing to help get you where 
you need to go.  
  
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

SECTION 10: DATA COLLECTION 
 
Manual Data Collection 
 
Manual Data Collection was a used on several occasions when computer difficulties arose.  
This allowed continued data collection in order to not lose foreword progress on the goal.  
All 46 data fields were condensed into a half page, allowing 4 trees to be collected per page.  
An illustration is shown below.   

 

 
 
The data was collected in close form with the computer, making for easy adjustment from 
computer to paper.  A paper map of the collection area was used to mark site identification 
numbers.  Existing trees were on this map with their existing identification numbers and 
these numbers were used in the manual data.  Anytime a tree needed to be added the next 
highest identification number would be used, just as the computer does when adding a tree.  
Coordinating the identification numbers with the computer allowed ease of data entry at a 
later date.  Using these methods to keep manual data entry close to computer data entry 
helps to reduce error in data transfer from paper to computer.   

 
The data transfer took place during the clean-up days of the inventory.  Some interns chose 
to enter the manual data and others felt re-doing the collection area on the computer in the 
field was a faster method.   

 
Doing a collection area manually does take more time due to the added task of transferring 
the data.  It is recommended that manual data entry be used only of needed for extended 
periods of time.  If computer problems arise that can be fixed quickly, manual data entry 

CA#_____________ Tree# (Site ID)________ DBH (in): (nearest inch)

Crown Radius (ft): (nearest five)

Common Name: Crown Height (ft): (nearest five)

Scientific Name: Tree Height (ft): (nearest five)

No Tree      Stump       Trunk

Insects (T or F): Disease/Disorder (T or F):

Treebox Width (0 - 9+) (ft): ________ ALB DED: Other:

Treebox Length (1 - 12) (ft):________________ or  Continuous GYM BLS:

APHIDS HYPOX:

Mulching:   Absent        Proper      Improper SCALE SPOTS:

ANTHRAX:

Tree Grate:   Absent        Acceptable        Unacceptable   IRON

Crown (Enter 1-4): Trunk (Enter 1-4): Roots (Enter 1-4):

Curb:   Permanent        Temporary        None Deadwood: Lean: Girdling:

Flagging: Conk: Conks:

Sidewalk:   Permanent        Temporary        None Included Bark: Borers:

Weak Union: Cracks:

Overhead Wires:   None High       Low       Both Foliage (N, T, R, S): Wounds/Cavity:

Decay:

Site Notes (T or F): Tree Box Site:  (check) Condition Rating:    1            2             3             4             Dead

Heaving Roots: Plantable

Tree Box Border: Not Plantable Maintenance: None    Priority Prune     Normal Prune    Remove    Consult

Plantings in Treebox: Hold Conflict

Cut Roots: Wooded Tree Notes:

Visibility Issues: Consult

Other:



 

 

takes more time that it is worth.  If a computer problem arises that will take multiple days to 
fix then manual data entry still allows forward progress to be made.  Though of paper was 
never tested, manual data in the rain is not recommended. 

 
 
 

Data fields 
 
Data field definitions 

 
In order to collect a fairly accurate account of how each data field is answered by the 
interns, a very unofficial survey was distributed to 15 randomly chosen interns.  The 
following percentages are approximations based on results from the survey.  The survey 
was a collected of data fields that require an intern to choose true or false or choose a 
percentage, and data fields that aren‟t so rigidly defined or have answers that rely on an 
intern‟s discernment and opinion.  When completing the survey, interns were allowed to 
circle ALL answers that they felt completely were applicable.  Answers to other questions 
that were not included in the survey and the options included on the survey were collected in 
an informal session in the office where whichever interns were present at the time 
contributed their individual opinions and ideas for each data field.  According to many of the 
interns, the answers below are based on the training sessions.    
Questions that were not included in the survey include data fields that ask for quantitative 
information, such as the dbh, crown radius, or tree box measurements, and disease 
recognition (which theoretically was taught uniformly in training). 
 
Photos for Consult 
 The goal of using the cameras to consult was that if you questioned any thing you 
could simply take a picture of it and show it to a professional at the field office. Using this 
process it would be like having a professional if the field with you at all times. The key issues 
with this are, that every intern have a camera that can take high quality pictures, that the 
field office has the capability to quickly and easily look at pictures after a day in the field, 
third that an industry professional be in the office to look at the pictures. The process was 
doable in theory. The problems that we came across where, camera quality, battery life, 
software, and a system for review. The cameras that where used where not made to take 
high quality research photos, they also had a problem with the camera working all day. The 
main problem was the lack of software or a system to save and view the photos. The other 
big problem was not being able to look at photos when professionals where in the office, 
which coincides with the software problem. The best solutions for the problems where use 
higher quality setting on camera, and having a system of review and a software program to 
handle the data.  
 
 
Art Vs. Science 
 The goal of separating art and science is that the interns could use their educated 
opinion to judge a tree. Using this method a tree that is a 4 would not slip through as a 1. 
Once again in theory this sounds good. The problem is that between 35 interns your 
consistency of art varies greatly. This does not mean that you should not use “art” when 
inventorying trees or that the interns where not good enough to use “art”. The problem with 
this inventory was that interns where trained by different people who also had different 
opinions when it came to “art”. To use “art” and to have an inventory that is consistent all 



 

 

together you must have the exact same training. There for the recommendation for art vs. 
data is that your training be very good and have it leave no room for questions.  
  
Using the Ipaq in the Rain 
 
The iPAQ is a wireless pocket product used in tree inventory field with dimensions of 5.11" x 
3.28" x 0.62" (H x W x D). IPAQ makes you access to tree inventory softwareGIS, Exel, 
Word and other applications. There are several input methods: Touch-sensitive display, 
Stylus, Software keyboard, handwriting recognition, Voice recorder and recognition. In the 
filed work, we mostly use stylus and handwriting recognition. The iPAQ is not waterproof, in 
drizzling days, the iPAQ is covered by a transparent plastic bag. We use stylus write on the 
plastic bag, together with easy access buttons to input data. The rain drops will blur the 
screen which will slow down the  
work obviously. Maybe we can try the voice recorder and recognition later.  
 

Procedures for Data Field Collection 
 

Proper procedure for data field collection is a multi-step process that expedites the data 
collection process while maintaining the integrity of the data itself.  After a certain trial and 
error period in the field, team leaders determined the procedure following these basic steps: 
inspect GIS map location, inspect tree from a distance, inspect tree box space, inspect trunk 
and canopy underside, determining condition and maintenance needs.  Proper sequencing 
of these steps allows the investigator to ensure the fastest possible data collection.  The 
aforementioned steps are presented in order of first step to final step. 
 
1.  Inspect GIS map location 
 Inspecting the GIS map location is the first step in the procedure.  Due to the nature 
of the map construction, dots located on the map indicating trees/plantable spaces do not 
necessarily correlate with the existing terrain.  Therefore, it is important to make sure 
beyond doubt that the GIS map dot correlates with its existing counterpart.  This is done by 
relating the dot location on the GIS map with building footprint information located on the 
map, as well as determining the existing tree space‟s location on the GIS map.  If both GIS 
map dot location and existing tree space location are in agreement, then the investigator 
should proceed to the next step.  If they are not in agreement, the investigator should add or 
delete trees as necessary to reach agreement.  This ensures that any future users of the 
GIS map should find the proper data in the proper point on the GIS map, which will correlate 
with the existing tree space. 
 
2.  Inspect tree from a distance 
 As the investigator approaches the tree, they should take time to inspect the tree 
from a suitable distance.  Data that can be gathered while approaching the tree before close 
inspection should be done as soon as possible, as this expedites the collection process.  
This is especially important when measuring tree height, crown height, crown radius, and 
presence of utility wires as these can be difficult to accurately determine from underneath 
the canopy of the tree.  Also, any other data collection fields that must or can be determined 
before approaching the tree should be done as well, depending upon the individual 
investigator.  These include, but are not limited to, % deadwood, foliage, structural defects, 
flagging, disease or insect presence, tree identification, and tree box dimensions and 
condition.  It is important to note the data entry into the handheld computer or manually 
usually begins at this point as well. 
 



 

 

3.  Inspect tree box space 
 At this point the investigator should be near to if not next to the trunk of the tree.  At 
this point he can proper collect data regarding the condition of the tree box, i.e. tree box 
dimensions, heaving roots, et cetera.  If the investigator has not began entering data into the 
hand held computer or manually, they should begin to do so now. 
 
4.  Inspect trunk and canopy underside 
 Proper inspection of the trunk is critical to ensure quality data collection.  Any data 
not collected prior to this step should be done so now.  It is absolutely necessary to walk 
around the perimeter of the trunk, as wounds to the trunk and branches occur most often on 
the street side of the tree.  This also ensures that any smaller items such as conks, borer 
holes, and insect presence that could be missed from afar will still be collected.  The 
investigator should also examine the underside of the tree canopy for the same reasons.  At 
this point the investigator should have collected all the necessary data for determining the 
condition and maintenance needs.   
 
5.  Determining condition and maintenance needs 
 Utilizing the techniques mentioned above for determining the condition rating and 
maintenance needs of tree, the investigator should do this now.  This also a good point at 
which to double-check that all data is entered correctly. 
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SECTION 11: Q & A 
 

Data Quality Plan 

GCA Casey Trees hired the private consulting firm ACRT (Appraisal, Consulting, Research, 
Training) to work through the summer and systematically check the quality of the inventory.  
An employee of ACRT performed inspections of individual collection areas and met with 
each intern to discuss the quality of their respective collection areas (CA‟s).  Collection 
areas that did not pass quality control (QC) were returned for reassignment.  After a CA 
failed, it was checked for quality a second time upon being re-inventoried.  This process 
would continue until the collection area passed. 

 

Objectives 

The objective of the data quality plan was to conduct the inventory with 95% accuracy.  For 
this to be accomplished, all of the collection areas were inspected.  ACRT helped to locate 
personal weaknesses amongst individual interns.  However, the one consultant from ACRT 
was unable to complete the large task of checking every collection prior to the completion of 
the inventory.  For 95% accuracy to be attained, 1100+ collection areas (CA‟s) needed to be 
inspected.  To reach this goal, ten interns were each given twenty collection areas a day to 
evaluate.  As with ACRT, failed CA‟s were re-inventoried.  Quality control areas were 
assigned to interns by grouping a series of adjacent maps along a logical route so that 
progress could be made efficiently.  This strategy was used to cover approximately 80-90% 
of the District.  Remaining sections were assigned as proximate to one another as possible.  

 
Procedure 

Both GCA Casey Trees and ACRT compiled the procedure given to student interns for 
passing or failing a collection area.  The procedure is included here as an attachment. 

 
Progress 
Through the summer, progress updates were given at end of day briefings.  These progress 
reports allowed staff and interns to properly manage the time and resources necessary to 
complete the inventory before the deadline.  This was especially important near the end of 
the project because CA‟s that did not pass QC would need to be reassigned.  Additionally, 
maps were generated during the inventory to visually show how progress was tracking.  
These reports were used to schedule appropriate times for field trips and activity days. 
 
Recommendations 
AS AREAS TO BE CHECKED FOR QUALITY GROW FARTHER APART AT THE END OF THE INVENTORY, 
SPECIAL PROVISIONS SHOULD BE MADE FOR THOSE CONDUCTING QUALITY CONTROL.  THERE ARE 

AT LEAST TWO WAYS TO MAXIMIZE PRODUCTIVITY ON DAYS WHEN 20 COLLECTION AREAS ARE 

SCATTERED ACROSS A GEOGRAPHIC AREA.  THE FIRST SOLUTION IS TO GIVE INDIVIDUAL INTERNS 

LESS COLLECTION AREAS AND AT THE SAME TIME, ASSIGN MORE INTERNS TO THE QC TEAM.  THE 

SECOND SOLUTION IS TO PAIR INTERNS WITH VOLUNTEERS WHO ARE WILLING TO DRIVE. 
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