40/ ELEMENTS OF A VOLUNTEER PROGRAM

Where do | start? There are many elements of a volunteer program and many

W different roles volunteer managers play. Does your volunteer program have all
o these elements? Many of these tasks are ongoing or overlapping.

Planning
e Conduct organizational needs assessment
Develop volunteer program purpose statement
Evaluate risk and create a risk management plan
Create budget/ secure resources for volunteer program
Identify appropriate positions and develop volunteer position descriptions
Develop policies/procedures
Create agency/volunteer agreement
Train staff to work with volunteers

Create volunteer application
Develop outreach and

marketing materials 1. Planning
a Volunteer
Program

Recruiting and Placing

e Create a recruitment plan
Recruit volunteers
Review application 5\1;:3’1“111;1‘:3‘:;13
Screen volunteers Programs
Run background checks
Check references
Sign agency/volunteer
agreement

e Place volunteers in positions

4.Supervising 3.0rienting
o . . d Traini and and Training
rientation an Wmlng Recognizing Volunleers

e Orient volunteers Volunteers and Staff
e Train volunteers

Supervision and Recognition
e Supervise volunteers
e Recognize volunteers

Evaluation
e Conduct agency/volunteer evaluation
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