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 SESSION OUTLINE 

 
 

Title of session:  

Preparation by:  Feedbacked by:  

Facilitators:  

Number of pax:  Time allocation: 3h (2*1,5h) 

 

 

Pax expectations Recruitment 

1. Attract people  

2. Keep people motivated and myself 

3. Dealing with people that are not involved 

Section Management  

1. What goes behind section management 

2. Make inner structures more effective 

General 

1. Bring tips that my section can use  

2. New perspectives and ways to see things 

3. Bring best-practices and ideas to my section 

4. New methods  

Session Objectives:  

-------------------------------------------------------------------------------------------------- 

RECRUITMENT  

-------------------------------------------------------------------------------------------------- 

Attract people  

● You have developed job descriptions 

Keep people motivated / Dealing with volunteers not involved 

● You understand how to retain volunteers 

● You convinced potential volunteers to become active volunteers 
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General  

● You understand that a plan for volunteer involvement will help the 

program run more smoothly 

● You are familiar with the basic steps to recruit volunteers 

● You planned and implemented your recruiting strategy 

---------------------------------------------------------------------------------------------------------- 

MANAGEMENT 

---------------------------------------------------------------------------------------------------------- 

What goes behind section management  

● You understand that a management plan should cover the following 

topics 

● You understand why a management plan is needed 

● You understand the types of management models 

Make inner structure more effective 

 

 

You understand that to provide supervision for employees, you must: 

___Choose someone to supervise the staff and volunteers 

___Ensure that He/she has had adequate training in supervisory skills 

You understand that to direct those you supervise, it is important that: 

___You have given the volunteer/employee a written explanation of their 

responsibilities and expectations 

___You have given the volunteer/employee an orientation program 

___You have made sure that training was thorough and clear 

___The worker has a clear understanding of their responsibilities and available 

help 

___You keep a file for every staff member and volunteer 

You understand that to support those you supervise, it is important that: 



___You constantly challenge your workers to try new things and accept new 

responsibilities 

___The "lines of communication" are wide open 

___You provide regular feedback to those you supervise 

___The employee/volunteer clearly understands his/her role in your 

organization 

You understand that to discipline those that you supervise, it is important that: 

___You are capable of handling general problems 

___You have specific guidelines for poor job performance 

___You have specific guidelines for a policy violation 

 

___You understand what support is 

___You know why you should give support to staff and volunteers 

___You know when you should give support to staff and volunteers 

___You understand how to provide support for staff and volunteers 

 

 

General 

 

 

 

 

 

MANAGEMENT  

 

  

Bibliography  & 
Resources  

Developing a plan for involving volunteers  
Recruiting volunteers  

http://ctb.ku.edu/en/table-of-contents/structure/volunteers/involving/main
http://ctb.ku.edu/en/table-of-contents/structure/volunteers/recruiting/main


Developing a management plan  
Providing support for volunteers and staff 
Providing supervision for volunteers and staff 
Most effective team structures 
Pros and Cons of Organizationnal Structures 
7 Habits of highly effective teams 
https://www.forbes.com/sites/lizryan/2016/03/27/management-vs-leadership-
five-ways-they-are-different/#14b7da5b69ee 
https://www.forbes.com/sites/williamarruda/2016/11/15/9-differences-between-
being-a-leader-and-a-manager/#6a6855864609 
https://www.go2hr.ca/articles/understanding-differences-leadership-vs-
management 
  

Preparation:  

 

Material Amount Details 

   

   

Approach: Defining a strategy and reviewing it all 
over the workshop, theory is only used in 
debriefings  
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START  END  DUR ACTIVITY  MATERIAL GOALS 

S 11:15 
D 10:00 

S12:45 
D 11:30 

01:30 Block 1 - Recruitment strategy  

  00:15 Introduction and expectations round  
Expecations tree  

  

  00:30 How do you do it? 
 Speed-meeting 
30/5 = 6 questions  

 -Recruitment 
strategies 

  00:45 Drafting our recruitment strategy & volunteer involvement 
Debriefing x Brainstorming x Circle Practice  

 -Recruitment 
strategies  

Link to following activity  

Lunch Break 01 hour 

  01:30 Block 2- Volunteers  

  01:00 Recruitment through the eyes of a volunteer  

Meta-Hat  X Fishbowl  

 -Attract and 

retain 

volunteers 

  00:30 Volunteer needs and expectations  

Debriefing X Brainstorming x Circle Practice  

 -Attract and 

retain 

volunteers 

Link to  the next activity 

  01:30 Block 3 - Leaders and Managers  

  00:45 Leading or Managing ? Motivating and Managing ? 

Take a step forward  x Visualisation x Perfect Leader x Gauge 

yourself x Stations  

  

  00:30 Running a section effectively 

Debriefing  

 

  

Block 4- Closing  

  00:15 Workshop closing  

Feedback Form X Expectation assessment X Learning Outcomes 

  



 

● WHY SHOULD YOU ENGAGE VOLUNTEERS? 

● WHY SHOULD YOU PLAN? 

● WHO SHOULD DEVELOP THE PLAN? 

● HOW DO YOU PLAN THE INVOLVEMENT OF VOLUNTEERS? 

The time energy and resources that volunteers offer are critical to the success of most 

nonprofit groups, and the jobs done by volunteers are as varied as the people who do them. 

This section of the Toolbox provides a guide for developing a program to involve volunteers 

in your organization. 

WHY SHOULD YOU ENGAGE VOLUNTEERS? 

Maybe you're not sold on the merits of volunteers, at least for your organization. 

"Volunteers are too much trouble," you might think; "they're not reliable; it takes too long 

to train them, and once you do, they just leave. Also, we're liable for their actions--that's a 

problem that we just don't need right now. It's easier to do our work with paid staff." 

Despite these challenges, however, consider some of the different advantages of using 

volunteers as part of a thoughtfully developed plan. 

● Volunteers save money. This obvious advantage of volunteers can be a lifesaver for 

some organizations. The "dollar value" of volunteer time in 1997 was $13.74 per 

hour. Many organizations, such as the Red Cross, function almost entirely on 

volunteer labor--and by doing so, they can to do a lot of very good work without a 

lot of money. 

● Volunteers bring needed skills. Many volunteers have specialized knowledge such as 

computer programming, advertising, or conflict mediation that your organization 

occasionally needs, but not often enough to hire someone to do the work full-time. 

A volunteer who donates his or her skills on an "as-needed" basis can be the perfect 

complement to your office staff. 

● Volunteers bring renewed energy and excitement. Even the most dedicated people 

can get burnt out working on the same thing when they are doing it 40 (or more) 

hours a week. Volunteers can bring a fresh perspective and enthusiasm for the work. 

This can help revitalize staff, and may help move projects in exciting new directions. 

● Volunteers increase community ownership. The more community members are 

involved in your project, the easier it will be to gain support for your work. Also, by 

using volunteers from throughout the community, you can be sure that your goals 

are "in tune" with what the community wants, and not just what organization 

members think they want. 

Simply put--involving volunteers helps you do (and do well)-- what you set out to do. 



WHY SHOULD YOU PLAN? 

Why should you plan the involvement of your volunteers? As with anything else your 

organization does, planning your volunteer program will help it run more smoothly and 

easily. Additionally, a well-developed plan helps stop potential problems before they start. 

That way, you can have all of the advantages of volunteer help without most of the 

headaches. 

For example, above we talked about some of the problems of having volunteers, such as 

liability, a lack of reliability, and a tendency of volunteers to not stay long with a given 

organization. By planning, you can take these problems into account: the organization might 

take out insurance against liability; consequences of being unreliable can be decided upon 

and written down to be given to volunteers; and ways to keep good volunteers can be 

discussed and put into practice. 

WHO SHOULD DEVELOP THE PLAN? 

Your organization's plan for volunteer involvement will touch many people, so it's often best 

to include many voices when designing it. Some of the key players might include: 

● Organizational leaders, such as the director or key board members. 

● Staff members. These are the people who know best what work needs to be done, 

so their involvement is vital. Also, by involving staff members in the planning 

process, you help alleviate fears that volunteer workers might replace them. 

● Prospective volunteers. If your organization already has volunteers, or you know 

whom you would like to recruit, ask them to help develop the plan. That way, your 

plan is sure to be developed in the volunteers best interest, as well as in the interest 

of agency staff. 

For example, a prospective volunteer might say that she would love to work at your agency-

-but only if there is child care available during the training sessions, because her husband 

works when the training is scheduled to take place. Without her suggestions, staff members 

of the organization might not have thought about the need for child care, and could have 

lost several very good volunteers. 

● If your organization doesn't already have one, you might consider appointing a 

volunteer coordinator or director. This person, who often reports to the director, 

may be a staff member, or could be a volunteer himself. 

Typical tasks of a volunteer coordinator: 

● Recruits volunteers 



● Communicates with different departments and program coordinators to find out 

what needs to be done and how much volunteer time is needed to do it 

● Educates staff on the roles and responsibilities of volunteers 

● Interviews and screens potential volunteers 

● Takes charge of volunteer orientation and training 

● Expresses volunteer opinions and ideas to other staff members, and facilitates 

collaboration between volunteers and paid staff members 

Smaller organizations, groups which need fewer volunteers, or those whose future is 

uncertain may find that a volunteer coordinator is unnecessary for their purposes. For them, 

the duties usually assumed by the coordinator can be split among other members of the 

organization in ways that make sense for the organization. 

HOW DO YOU PLAN THE INVOLVEMENT OF VOLUNTEERS? 

First of all, use the principles of strategic planning. Strategic planning is a process of 

determining how to get from "here" (where we are now) to "there" (where things ought to 

be).But planning for the involvement of volunteers will have important steps of its own. 

These steps are listed below. These are especially applicable for organizations having the 

resources and need for a comprehensive program for volunteer involvement. Smaller 

organizations, or organizations that rely less heavily on the use of volunteers, may want to 

adapt the plan suggested below, or might simply pick the parts which make most sense for 

their organization. 

ESSENTIAL STEPS OF AN EFFECTIVE VOLUNTEER PROGRAM: 

● Have reasons and a rationale for wanting volunteers 

● Develop job descriptions 

● Recruit volunteers 

● Screen potential volunteers 

● Conduct orientation of volunteers 

● Train volunteers 

● Supervise volunteers 

● Retain volunteers 

● Evaluate volunteers 

● Recognize efforts and achievements 

Let's go through these one by one. 

Have a rationale and reasons for wanting volunteers. 

You may have several reasons for wanting volunteers in general, and other reasons for 

asking for the help of specific people. It's important that you can articulate these; you might 

even want to write them down. When a potential volunteer asks, "Why do you need 

volunteers?" or "Why do you need me?" you should have answers ready. 
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These are two different questions, and should be thought about separately. First, what is 

your rationale for your organization having volunteers in general? To increase the quality or 

amount of services you provide? To increase community involvement? There are many good 

reasons for welcoming new volunteers into your agency; which are true for you? 

Some examples of different rationales include: 

● "We think community involvement is really important to helping us stay on track." 

● "We want every child in our community to have caring adults to talk to, and we're a 

long way from that goal." 

● "Volunteers can help us reach our goal of financial independence." 

● "We believe that by using volunteers, we can establish a network of tutors who can 

significantly reduce the illiteracy rate in our city." 

● "Our organization wants to become financially independent, and none of us have the 

first idea of how to do it." 

Your rationale doesn't need to be terribly specific, and it isn't meant to be unchangeable. As 

your organization grows and develops, so will your need and reasons for having volunteers. 

Along with the general rationale behind your program, you need a good idea of what you 

want volunteers to do. What skills are needed? Do you just need warm bodies to help clean 

up the park after the local arts festival, or do you need people with specific talents, such as 

experience with newsletter layout, or public speaking skills? If you don't have distinct 

reasons for having volunteers, your program may reflect that. Volunteers may feel 

unneeded--and eventually, they may feel like leaving. 

Develop job descriptions. 

Now that your organization has decided exactly why it wants volunteers, you may want to 

write a formal job description. This is unnecessary for some tasks, especially those that are 

one-time events, such as passing out water to runners at your annual 10K run. But for more 

involved jobs that are longer term, a written description is an excellent way to explain the 

details to potential volunteers. It also shows that your office is professional and well-

organized --the type of place where people want to work. Also, this is a good way for you to 

think even more clearly about how many volunteers you need and what you need them for. 

A volunteer job description, much like the description of a paid job, should include the 

following: 

● Title 

● Rationale/Purpose 

● Nature of job/Responsibilities 

● Qualifications 

● Time requirement 

● Proposed starting date (and, if applicable, end date) 

● Boundaries: Authority invested in position, reporting relationships/supervision 



● Benefits 

Recruit volunteers. 

The next step in the process is to find the people you need--and convince them that they 

need you, too. 

Recruitment is covered in the next section of this chapter, so we won't go into too much 

detail on it now. The two main components of recruiting, however, are worth mentioning 

here. 

First, find out what potential volunteers want. What do they want to do? What things will 

make it easier for them to do that? What will make your agency more attractive? One 

excellent way to find this information is to conduct a needs assessment with potential 

volunteers. 

Susan Ellis, an expert in the field of volunteer management, offers some advice. She writes, 

"Divorce, single parenthood, and caregiving to aging parents are only a few factors to which 

successful volunteer programs will adapt. Volunteer opportunities that respect people's 

limited time, welcome children to come along, and meet the social needs of adults to make 

new friends of both sexes (not to mention safer ways to meet a potential date!) will be the 

ones that attract today's volunteers." 

Second, find ways to tell potential volunteers how volunteering for your agency can give 

them what they want. Recruiting can take place in many different ways: volunteers can tell 

their friends about the organization; you can have informational meetings; ads can be 

placed in the local paper; and there are many, many other possibilities. It's up to your 

organization to choose the recruitment tactic (or tactics) that make most sense for your 

program, budget, and needs. 

Screen potential volunteers. 

A well-run recruitment effort should dig up many people offering their services to your 

organization. That's terrific, it's just what your organization needs. But some of these people 

may not be appropriate for your agency, or for the job they offer to do. 

Why not? Well, some of them may not be suited for the job they apply for, and others may 

actually pose a threat to your agency. Additionally, as with paid staff members, your 

organization is legally responsible for what volunteers do while they are on the job. 

Organizations (and, in some states, individual executives and board members) are 

responsible for the actions committed by their volunteers while working. 

What does this mean? Well, if a volunteer is going to the store to get paper for the 

newsletter, runs a red light, and hits someone, she may be personally liable for the accident. 

However, the person she hits could choose to sue the organization she works for as well, 

hoping that the organization is richer than the individual. 
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Here's another example: if a volunteer has a history of molesting children, you don't want 

him or her to run the childcare center at your clinic. First of all, the children may be at risk. 

And as with the situation above, the parents of any child who is harmed at your clinic may 

choose to sue the organization for allowing such a person to work with children--even if you 

didn't know about his or her history. In this case, too, most states have laws that forbid a 

person with a history of molestation to work with children--and again, even if you didn't 

know the person's history, you would still be breaking the law. 

Screening volunteers is a good way to minimize these risks. For example, if the position 

involves a lot of driving, you might want to ask about a candidate's driving record. If it turns 

out she has had several speeding tickets in the last year, you might decide that a different 

job would be more appropriate. 

Different agencies choose to screen volunteers in different ways. How you choose to screen 

your volunteers is especially dependent on what the volunteer will be doing, how much 

responsibility he/she will have, and the duration for which the volunteer will be working. 

Some of the most common screening tools include: 

● A written application 

● An interview with organization staff members and/or volunteers 

● Letters of reference 

● Essay questions can tell you more about the person as well. These may be part of the 

written application form, or may be offered individually. Some typical examples 

include, "Why do you want to work for our agency?" and "What are the values that 

guide what you do?" 

Essay questions can also be tailored to the job a volunteer will be doing. For example, a 

crisis counseling hotline essay question might be, "What would you tell someone who calls 

and says that her boyfriend never listens to her, and doesn't seem to care about her 

feelings?" 

● Criminal checks, which are done through the police department, are called for in 

some cases, such as when the volunteer will be working with children. 

● Some organizations ask that the volunteer sign a work agreement, usually with the 

director of the organization or the volunteer's supervisor, which lays out what the 

volunteer will and will not do. 

Conduct orientation of volunteers. 

When you have chosen volunteers from your pool of candidates, the next thing to do is 

explain to the new volunteers the basics of the organization, its philosophy, and what they 

will be doing. For larger volunteer programs, those that require extensive training, or those 

that will include a long time commitment with the agency, this often takes the form of a 

formal orientation session. These generally lasts for an hour or two and includes a tour of 
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the facilities, and introduction to important staff members. Volunteers are often given 

copies of written materials (for example, a volunteer training manual, or brochures 

describing the group's work). 

Less formally, someone in the agency might introduce a new volunteer to others in the 

office, show him around, get him started working, and offer to answer questions as they 

arise. 

Train volunteers. 

More complex tasks may require extensive training of volunteers. For example, 

Headquarters, a crisis-counseling center in Lawrence, Kansas, requires over 100 hours of 

training before volunteers speak with clients. Other types of programs, too, might have long 

training programs before volunteers actually go into the field. 

Supervise volunteers. 

Even though volunteers aren't on the payroll, you won 't want to leave them to their own 

devices, without any sort of supervision and direction. Many people look on their volunteer 

experience as a time to learn, and gently delivered constructive comments can help the 

volunteer to grow. Further, what your volunteers do will certainly reflect back on your 

organization as a whole, so it's important that someone (the volunteer coordinator, if you 

have one, or perhaps the director in a smaller organization) keeps tabs on what people are 

doing. 

Retain volunteers. 

Once you have excellent people working with you, you want to keep them. Just having a 

well-run program will go a long way to keeping volunteers--people like to feel they are 

involved with something useful, and not that they are wasting their time in an inept 

organization. 

There are also more specific things that the group can do to make sure that volunteers want 

to stick around. These include: 

● Paying special attention to the jobs that volunteers are given. The volunteers-- tasks 

should include challenges that build on skills the volunteer already has while 

allowing him to learn even more. For example, if a volunteer is artistic, you might ask 

her to help design the agency brochure. That way, she can use her talent as an artist, 

and she also has the chance to learn about layout. 

● When trying to match jobs with volunteers, it might be a good idea to have a 

database that has the names of all of the organization's volunteers, their availability, 

and their interests. That way, when a specific job comes up, you can see who might 

be available and interested in doing it, before going outside of your organization. 

It's important, however, not to give a volunteer more work (or more challenging work) than 

he can realistically take on. The volunteer and his supervisor should talk together honestly 
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about how much he can sensibly hope to accomplish while still feeling he is getting the 

challenge or satisfaction he desires. This is a delicate balance, and one that both the 

volunteer and his supervisor should think about thoroughly. 

● Recognizing and thanking volunteers is also very important in convincing people to 

stay. This is talked about more in #10 below. 

Evaluate your program. 

In a comprehensive volunteer program, you should evaluate how well volunteers are doing. 

This includes how well they are meeting their goals, as well as how well their work is helping 

to fulfill the agency mission. Often, volunteers (like paid staff) are evaluated every six 

months or year. 

An important part of the process is self-evaluation by the volunteer. How well does he feel 

he is doing? What would help him work more effectively? Are there other programs or 

projects at the organization that he would like to take part in? A self-evaluation is often 

forgotten by supervisors, but is often enormously helpful in increasing volunteer 

productivity. 

How do you fire a volunteer? 

Sometimes, a volunteer simply isn't working out the way you hoped. Often, people are wary 

of firing someone, especially when that person isn't paid. But when someone isn't doing the 

job they agreed to, you need to take action. Often, you can come to an understanding of 

why things aren't working out, change those conditions, and the volunteer can turn into a 

fantastic resource in that position. 

But sometimes, our best efforts fail, and you need to take a person off of the job they are 

doing. How do you do that? Different things may be appropriate, depending on the reason 

you need to let them go. Be simple and honest. You might say: 

● "I think we have a job better suited to your talents than the one you are doing now." 

● "I'm afraid your actions aren't in keeping with the agency's philosophy. You might be 

happier volunteering somewhere else." 

● "We've found someone better suited to the job you're doing." 

● "We no longer need your help on this project." 

● "I'm sorry, we need to let you go." 

Recognize efforts and achievements. 



This is one of the most important things you can do for your volunteers. It's always 

important to recognize the work of your employees, and this is especially true for 

volunteers, who don't, after all, receive monetary compensation for what they do. Everyone 

wants his or her efforts to be noticed! If someone feels important to the organization, too, 

it's much more likely that they will remain an active member. 

You can recognize the work of your volunteers in many different ways. Some of the more 

common possibilities include: 

● Awards (e.g., plaques and certificates)--these can be agency awards, or you might 

nominate your volunteers for other awards, such as those which are city or 

statewide competitions. 

● Celebrations, such as lunches or award dinners. 

● Media attention--you might have a "volunteer of the month" whom you write about 

in the organization's newsletter, or you might submit a story about an outstanding 

volunteer to the local newspaper or television station. Many local newspapers have 

regular columns celebrating the accomplishments of community volunteers. 

● A personal touch. Greet volunteers by name--people appreciate being remembered. 

● Gratitude. Don't forget to smile and say thank you--and say it often! 

● Sometimes, you might ask an outstanding volunteer to take on more responsibility, 

or even offer him a paid position with the agency. 

IN SUMMARY 

Volunteering can be a tremendously rewarding experience, both for the individual who 

offers his time and for the organization to which he gives it. Many people are willing to help 

out, if they feel that their contributions will be well used and useful. By developing a plan of 

action for involving volunteers, you will be better able to tap into this rich resource. 

Contributor  

Jenette Nagy 

 

 

CHECKLIST PLAN FOR VOL INVOLV 
___You understand the advantages of volunteers: 

● They save money 

● They bring needed skills 

● They bring renewed energy and excitement 

● They increase community ownership 

___You understand that a plan for volunteer involvement will help the program run more 

smoothly 
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___You have involved organizational leaders, staff members, and prospective volunteers in 

the planning process 

___You have considered the advantages of a volunteer coordinator/director 

___You have reasons and a rationale for wanting volunteers 

___You have developed job descriptions 

___You have recruited volunteers 

___You have screened potential volunteers 

___You have conducted an orientation for volunteers 

___You have trained your volunteers 

___You understand how to supervise volunteers effectively, and do so 

___You understand how to retain volunteers 

___You have evaluated volunteer efforts 

___You continuously recognize volunteer effort and achievements 

 

 

RECRUITING VOLUNTEERS  
 

● WHAT DOES IT MEAN TO RECRUIT VOLUNTEERS FOR YOUR ORGANIZATION? 

● WHY MIGHT YOU RECRUIT VOLUNTEERS? 

● WHEN SHOULD YOU RECRUIT VOLUNTEERS? 

● HOW TO RECRUIT VOLUNTEERS: SOME BASIC STEPS 

WHAT DOES IT MEAN TO RECRUIT VOLUNTEERS FOR YOUR 

ORGANIZATION? 

Recruiting volunteers means asking people to work in your organization without pay. You 

can recruit them formally (asking them to fill out application forms, offering them a job title, 

etc.) or informally (by asking your sister to help build an agency float, for instance), or 

anything in between. 

You might need volunteers for a specific task at a specific time, or in a much more general 

role, for any help they can give. Recruitment does not have any set time limits -- you might 

recruit for a certain event, for a certain block of time such as six months, or for an indefinite 



period. It is helpful to seek volunteers who reflect the diversity found in the community, and 

who have ties with other community groups or agencies. 

Although volunteers work without pay, they do it to receive something – no one does things 

for no reason. Some reasons that people might be willing to volunteer include: 

● Someone asked them. Most people respond when someone tells them they’re 

needed. 

● They care deeply about the issues your organization addresses, and/or about social 

change. 

● They have personal experience of the effects of your organization’s issues, and want 

to do something about them. Former gang members, for example, might want to be 

involved in an effort to reduce and prevent youth violence. 

● They are motivated by their view of the world – because of religion, ethics, politics, 

philosophy, etc. – to try to improve the quality of life in their communities. 

● They seek the external recognition and internal good feeling that may come with 

volunteering. 

● They feel a need to pay back society for help or opportunities that were extended to 

them. Successful people who grew up poor in minority neighborhoods often return 

to those or similar neighborhoods as volunteers with youth, to try to reach children 

or adolescents who might have the same potential they had. 

● They have untapped skills that they can use by volunteering with your organization. 

● They want experience and/or training in your field of work.  They might want to try 

out the work to see if it’s a career possibility, or they might want the experience as a 

credential for another kind of job. 

● They actively enjoy the kind of work that their volunteering entails: it’s fun for them. 

● They enjoy the social situation, and value the contacts with other volunteers, 

participants, and staff members. This is often true for people who don’t work outside 

the home, and don’t have the daily social contact that such work brings with it – 

seniors, stay-at-home mothers, etc. 

● It makes them feel needed and useful. 

Recruitment, as the military will be the first to explain, is a sales job. Unlike military 

recruiting, however, volunteer recruiting offers no guarantee that someone will stick as a 

volunteer just because she’s signed up.  Your sales job has to accurately point out the 

advantages of volunteering with your organization, so that people will not only be eager 

when they begin, but will stay enthusiastic and continue to volunteer for a long time. 

WHY MIGHT YOU RECRUIT VOLUNTEERS? 

● To give your organization the power to do more work 

● To reduce the burden on paid staff members 

● To give your group a larger, more diverse membership 



● To increase awareness and understanding of your organization through your 

recruiting as well as through the work the volunteers do 

● To get as much done as possible within the confines of your budget 

● To act together to achieve a shared purpose 

WHEN SHOULD YOU RECRUIT VOLUNTEERS? 

Anytime is a good time to recruit volunteers, but you might step up your efforts when: 

● You have upcoming products, events, etc., with which you will need special 

assistance. 

● You are expanding your organization's services. 

● Your staff has become smaller or is not able to handle the amount of work you do. 

● You are holding an annual "volunteer drive." 

● During National Volunteer Week or any official national day/week that corresponds 

to your organization mission (e.g., a coalition that works to reduce tobacco usage 

might increase volunteer efforts before the Great American Smokeout). 

● You need volunteers to staff a booth at a fair, hand out leaflets at a demonstration, 

help on a school field trip, etc. 

HOW TO RECRUIT VOLUNTEERS: SOME BASIC STEPS 

RESEARCH SOURCES OF POTENTIAL VOLUNTEERS IN YOUR COMMUNITY 

Determine the makeup of your community, and its community sectors. Some community 

sectors include schools, churches, neighborhoods, businesses, service organizations and 

clubs, youth groups, senior groups, media, grassroots groups, etc. Having a thorough 

understanding of the sectors in your area will help you to be aware of who is available as a 

volunteer in your community. It is essential if you wish to target your recruiting to a specific 

population. 

Learn who is interested in volunteering in your community, and who might be interested 

specifically in volunteering for your program. Determine: 

● Why current volunteers volunteer (both for your organization and for others) 

● What motivates them 

● How they were recruited 

● What their demographics (age, sex, income, etc.) are 

You might do this by simply asking current or potential local volunteers, or by looking for 

information from local and national studies on volunteers. Check with local researchers or a 

local volunteer center to see what data are available on volunteers in your community. 

PLAN AND IMPLEMENT YOUR RECRUITMENT STRATEGY 

Think about potential volunteers as consumers. There are a lot of ways motivated 

individuals can give their time and talents in any particular community. Decide what your 
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agency offers that is special and might draw in potential members. This step might include 

implementing a recruitment strategy. Your strategy might include: 

● Defining target groups to recruit 

● Defining particular people within each target group 

● Defining a specific strategy to recruit both the target groups and the individuals 

within the groups 

● Implementing the strategy 

● Evaluating the strategy 

FINDING VOLUNTEERS 

When looking for potential volunteers, brainstorm different ways to reach the greatest 

number of people. Some ways to find potential volunteers might include: 

● Hold an annual appeal for volunteers that is modeled after traditional fund-raising 

drives. 

● Set up booths at local art fairs, carnivals, etc. 

● Write letters to the editor in the local newspaper, or ask if you could write a guest 

column. 

● Broadcast a PSA on a local radio or television station. 

● Use personal contact with current volunteers and staff. (This is the primary way 

people become involved in volunteer activities). 

● Ask current volunteers to participate in a presentation to another group that they 

are involved with (e.g., the Rotary Club, a church singles group, the health class at a 

volunteer's high school). 

● Ask for help from existing volunteer agencies, local scout groups, the National Honor 

Society, or other bodies at least part of whose mission is community service. 

In addition, consider posting notices at: 

● Laundromats 

● Grocery stores 

● High schools 

● University dorms, student unions, cafeterias, and academic buildings 

● Houses of worship 

● Recreation centers and sports clubs 

● Community centers 

● Performing arts centers 

● Post offices 

● Drug stores 

● Doctors’ offices, hospitals, and health clinics 

● Libraries 
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Remember that both everyday experience and well-documented research suggest that the 

best way to recruit a potential volunteer is to make personal contact. Ideally the contact 

should be: 

● Face-to-face (a phone call is second best with a personal letter falling third) 

● With someone the volunteer knows, likes, and respects 

It is usually helpful to make a very specific request with a smaller request as back-up when 

the first option is not possible. (If you can’t volunteer regularly, can we call on you to help 

when we have a mailing to get out?)  A follow-up call or letter can be very helpful for those 

who are uncertain. 

If people are uncertain, you may not want to push them too hard unless you feel strongly 

that they’d make good volunteers, and are simply nervous about the prospect.  It’s not good 

for the volunteer or your organization if you talk him into something that he really doesn’t 

have enough time for, or that – as he’s told you – he really isn’t good at or doesn’t want to 

do.  A potential volunteer may really care about your work, and may be a terrific person, but 

if he doesn’t have the time, energy, or talent for the volunteer job you’re suggesting, it’s 

better for everyone if he doesn’t accept it. 

CONVINCING POTENTIAL VOLUNTEERS TO BECOME ACTIVE VOLUNTEERS 

Once you’ve made contact with potential volunteers, and they’ve shown some interest, you 

have to “complete the sale” by convincing them that volunteering with your organization 

will be a good decision for them. Some things you can do toward that end: 

● Invite potential volunteers to meet staff members and other volunteers and get a 

real "feel" for the organization. 

● Invite volunteers to observe and/or try out the volunteer job they’re interested in, 

with help from a staff member or experienced volunteer. 

● Write a letter to potential volunteers – either a general letter, if you are recruiting a 

large number of people, or a warm, personalized note. Both types of communication 

should explain what your organization does, why you need help, and why you need 

their help in particular. 

● Be flexible in scheduling, so that volunteers can work the hours that are most 

convenient for them, can work when their friends are working, and/or can work with  

particular staff members or participants. 

● Show that you take volunteers seriously. Ask volunteers to sign a contract to work 

for a specified amount of time and to find replacements for themselves if they can’t 

make a scheduled volunteer commitment.  Provide coordination and supervision for 

volunteers, so that they can improve their skills and performance.  Emphasize how 

important their contribution is to the organization. Commented [11]: Flipchart / Discussion 



As we’ve discussed, people need reasons to volunteer.  Some ways to give them those 

reasons include: 

● If you can, show that volunteering with your organization offers both tangible and 

intangible rewards.   You may, for instance, be able to offer both a professional 

credential and internal fulfillment.  (“We’ll train and certify you as a trained 

community mediator, and you’ll have the satisfaction of providing a real community 

service – helping people learn how to resolve conflicts peacefully and equitably.”) 

● Pick specific volunteers for specific jobs that you know they’ll like and be good at. 

● Offer volunteers their choice of jobs, or, let the volunteers create their own job 

descriptions. 

● Offer both initial and ongoing training and supervision. 

● Provide opportunities for volunteers to assume leadership roles in particular projects 

or situations, and encourage and help them to expand their skills. 

● Ask current volunteers to describe the benefits and satisfaction they get from 

volunteering, and compile their responses to give to potential volunteers. 

● Include volunteers in any social activities – lunches, lunchtime card games, after-

work gatherings, etc. – that occur when they’re volunteering. 

● Hold Volunteer Appreciation celebrations, and give volunteers small gifts for 

completion of each contracted period of service (often a year, but it’s up to the 

individual organization.) 

BUILDING A DIVERSE GROUP OF VOLUNTEERS 

A diverse group of volunteers can broaden the range of opinions and ideas to which your 

organization has access.  They bring knowledge of the cultures and circumstances of the 

population groups they come from, so that your organization will have a better 

understanding of those groups, and be better able to relate to them.  Furthermore, they 

enrich the organization with their perspectives and the variety of their experiences and 

backgrounds.  A diverse group of volunteers also makes possible heightened cultural 

sensitivity within the organization, and allows for the kinds of interchanges that make it 

possible for people with very different backgrounds to understand, respect, and cherish one 

another’s differences as well as their similarities. 

By encouraging diversity in your organization, you also increase its appeal; different ethnic 

and racial populations are much more likely to respond if they believe that your group has 

members who share a similar heritage. 

RECRUITING MEMBERS OF SPECIFIC POPULATIONS 

● In promotional materials, conversations, etc., explain how your organization's goals 

are in keeping with the interests and beliefs of a particular potential volunteer's 

background and beliefs. 
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● Highlight the achievements of volunteers from different cultural groups in your local 

newspaper. 

● Do what you can to make your organization accessible for people for whom English is 

a second language. For example, if your organization is in an area with a strong 

Hispanic community, consider writing brochures, newsletters, etc., in Spanish, and 

hiring Spanish- speaking staff (or actively recruit Spanish-speaking volunteers!) 

● Actively recruit a diverse paid staff. 

● Make your agency an appropriate, comfortable place for potential volunteers to 

"check out." 

● Offer opportunities for families to volunteer together. 

Possible barriers to be aware of when recruiting from specific populations: 

● Many potential volunteers may speak English as a second language or not at all. 

● Many potential volunteers whose socioeconomic status is low might like to 

volunteer, but are unable to afford related expenses, such as travel costs and child 

care. 

● Potential volunteers from some ethnic groups, such as African-Americans and 

Hispanics, are often particularly sensitive to screening, particularly if they perceive 

the screening process to be a means of excluding them. If your agency does use an 

extensive screening process, make sure it is used both fairly and flexibly, and explain 

the meaning of each step of the procedure. 

● Some of the things your agency does might seem strange to some ethnic groups, and 

will need additional explanation. For example, it may seem alien to some groups of 

potential volunteers to volunteer outside of their own church or faith. 

● Some organizations or meetings may be located in places that are not wheelchair 

accessible, and assistance may not be available for blind or hearing-impaired 

volunteers. 

IN SUMMARY 

Volunteers may be the backbone of your organization, or they may simply make it possible 

to do an extra mailing or get the office clean.  Whatever the situation, it’s important to take 

them seriously, recruit them as if you were recruiting paid staff, and treat them as an 

integral part of your organization.  If you think carefully about what you want volunteers to 

do, explain accurately what the job entails, and provide some reasons for their wanting to 

volunteer, you’ll have no problem finding good people to help you, and to spread the word 

about your organization – and its volunteer opportunities – to the community. 

 

___You understand what it means to recruit volunteers for your organization 

___You understand why you should recruit volunteers 



___You know when you should recruit volunteers 

___You are familiar with the basic steps to recruit volunteers 

___You researched sources for potential volunteers in your community 

___ 1°You planned and implemented your recruiting strategy 

___You found volunteers 

___You convinced potential volunteers to become active volunteers 

___You understand the challenges and benefits of recruiting volunteers from varied cultural 

and ethnic groups 

___You understand why you should recruit people from different groups to be volunteers 

___You know the ways to recruit members of specific populations 

 

TOOL 1: TIPS FOR RECRUITING, RETAINING, AND RECOGNIZING 

VOLUNTEERS 

RESEARCH SOURCES OF POTENTIAL VOLUNTEERS IN YOUR COMMUNITY 

Don't forget schools, churches, neighborhood groups, businesses, service organizations and 

clubs, youth groups, senior groups, media and grassroots groups. 

DEFINE TARGET GROUPS TO RECRUIT 

Ask current members why they volunteered, what continues to motivate them, and how 

they were recruited as you begin to map out your recruitment strategy. 

GET YOUR MESSAGE OUT THERE 

Never underestimate the power of simply letting people know that you need their help. Try 

holding an annual appeal for volunteers, set up booths at local fairs, write letters to the 

editor, and ask current volunteers to make an appeal on your behalf to local civic clubs. Also 

consider posting notices at all the places community members regularly visit (grocery stores, 

post offices, the public library, etc.). 

ENCOURAGE DIVERSITY 

Remember that promoting diversity within your organization will broaden the range of 

opinions and ideas to which your organization has access. Try highlighting the achievements 

of volunteers from different cultural groups in your local newspaper, offer families 

opportunities to volunteer together, and actively recruit a diverse paid staff. 

WELCOME VOLUNTEERS INTO YOUR ORGANIZATION 



Taking time up-front to make sure that volunteers feel genuinely welcome is the first step 

toward keeping them involved. Try pairing volunteers with paid staff. Encourage paid staff 

to take the time to answer volunteers' questions and get to know the person. 

CHALLENGE VOLUNTEERS 

Brainstorm about the possible tasks volunteers could perform within your organization. 

Listen to volunteers' interests and assess their abilities. Then provide volunteers with 

opportunities that meet them where they are. Volunteers who feel successful and have an 

opportunity to stretch their abilities are more likely to hang around and to serve the 

organization well. With this approach, everybody wins! 

APPRECIATE AND RESPECT VOLUNTEERS 

Remember that volunteers are giving generously of their most precious resource-their time. 

Communicate your appreciation and respect by inviting volunteers to be part of the 

decision-making process when appropriate and honoring the constraints on their time. 

CELEBRATE! 

Make sure that your organization recognizes the invaluable work of volunteers by 

acknowledging the important contributions they make. Try an annual awards luncheon, 

feature volunteers in your organization's newsletter, or partner with the media to highlight 

the work of local community members in the newspaper on or television. 

TOOL 2: VOLUNTEER APPLICATION FORM 

FITCHBURG SAFE & HEALTHY NEIGHBORHOOD COALITION 

Building Safer Neighborhoods: A Cooperative Response 

"Offer To Help" 

Name: ____________________________________________________________ 

__________________________________________________________________ 

Address: __________________________________________________________ 

_________________________________________________________ 

Phone Number -Home: _____________________Work: ____________________ 

I would like to continue to be involved in the issue(s) of: 

( ) Violence in the Community 

( ) Violence in the Schools 

( ) Violence in the Family 



( ) I would like to be involved in my neighborhood 

  

-Thank You- 

TOOL 3: 101 WAYS TO GIVE RECOGNITION TO VOLUNTEERS 

by Vern Lake, Minnesota Department of Public Welfare 

Smile • Put up a volunteer suggestion box • Treat to a soda • Reimburse assignment related 

expenses • Ask for a report • Send a birthday card • Arrange for discounts • Give service 

stripes • Maintain a coffee bar • Plan annual ceremonial occasions • Invite to a staff 

meeting • Recognize personal needs and problems • Accommodate personal needs and 

problems • Be pleasant • Be of use in an emergency situation • Provide a baby-sitter • Post 

an Honor Roll in the reception area • Respect their wishes • Give informal teas • Keep 

challenging them • Send a Thanksgiving card to the volunteer's family • Provide a nursery • 

Say "Good morning" • Greet by name • Provide good pre-service training • Help develop 

self-confidence • Award plaques to sponsoring groups • Take time to explain • Be verbal • 

Motivate agency VIPs to converse with them • Hold rap sessions • Give additional 

responsibility • Afford participation in team planning • Respect sensitivities • Enable to 

grow on the job • Send newsworthy information to the media • Have wine and cheese 

tasting parties • Ask client-patient to evaluate their work-service • Say "Good afternoon" • 

Create pleasant surroundings • Welcome to staff coffee breaks • Enlist to train other 

volunteers • Have a public reception • Take time to talk • Defend against hostile or negative 

staff • Make good plans • Commend to supervisory staff • Send a valentine • Make 

thorough pre-arrangements • Persuade "personnel" to equate volunteer experience with 

work experience • Admit to partnership with paid staff • Recommend to prospective 

employer • Provide scholarships to volunteer conferences or workshops • Offer advocacy 

roles • Utilize them as consultants • Write them thank you notes • Invite participation in 

policy formation • Surprise with coffee and cake • Celebrate outstanding projects and 

achievements • Nominate for volunteer awards • Have a "Presidents Day" for new 

presidents of sponsoring groups • Carefully match volunteer with job • Praise them to their 

friends • Provide substantive in-service training • Provide useful tools in good working 

conditions • Say "Good night" • Plan staff and volunteer social events • Be a real person • 

Rent billboard space for public laudation • Accept their individuality • Identify age groups • 

Provide opportunities for conference and evaluation • Maintain meaningful life • Send 

impromptu fun cards • Plan occasional extravaganzas • Instigate client-planned surprises • 

Utilize purchased newspaper space • Promote a "Volunteer of the Month" program • Send a 

letter of appreciation to employer • Plan a recognition edition of the agency newsletter • 

Color code name tags to indicate particular achievements (hours, years, unit, etc.) • Send 

commendatory letters to prominent public figures • Say "We missed you" • Praise the 

sponsoring group or club • Promote staff smiles • Facilitate personal maturation • 



Distinguish between group and individuals in the group • Maintain safe working conditions • 

Adequately orientate • Award special citations for extraordinary achievements • Fully 

indoctrinate regarding the agency • Send Christmas cards • Be familiar with details of 

assignments • Conduct community-wide cooperative, interagency recognition events • Plan 

a theater party • Attend sports events • Have a picnic • Say "Thank you" • Smile 

TOOL 4: IF YOU WANT MY LOYALTY, INTEREST, AND BEST EFFORTS, 

REMEMBER THAT: 

By President J. Donald Philip, Hillsdale College, Hillsdale, Michigan 

● I need sense of belonging, a feeling that I?m honestly needed for my total self, not 

just for my hands, not because I take orders well. 

● I need to have some sense of sharing in planning our objectives. My need will be 

satisfied only when I feel that my ideas have had a fair hearing. 

● I need to feel that the goals and objectives are within reach, and that they make 

sense to me. 

● I need to feel that what I'm doing has real purpose or contributes to human welfare; 

that its values extends even beyond my personal gain, or hours. 

● I need to share in making the rules by which, together, we shall live and work toward 

our goals. 

● I need to know in some clear detail just what is expected of me: not only my detailed 

task, but where I have the opportunity to make personal and final decisions. 

● I need to have some responsibilities that challenge, that are within the range of my 

abilities and interest, and that contribute toward reaching my assigned goal, and 

that cover all goals. 

● I need to see that progress is being made toward the goals we have set. 

● I need to be kept informed. What I'm not up on, I may be down on. (Keeping me 

informed is one way to give me status as an individual.) 

● I need to have confidence in my superiors, confidence based upon assurance of 

consistent fair treatment, on recognition when it is due, and trust that loyalty will 

bring increased security. 

● In brief, it really doesn't matter how much sense my part in this organization makes 

to you. I must feel that the whole deal makes sense to me. I would add, hopefully, 

the whole deal makes sense to everyone involved: the client, staff, volunteer and 

you. 

 

 

 

Chapter 2: Recruiting We won’t always know whose lives we touched and made better for 

our having cared, because actions can sometimes have unforeseen ramifications. What’s 



important is that you do care and you act. Charlotte Lunsford eveloping a volunteer network 

can be crucial to an organization’s success. Volunteers are often the heart and soul of an 

organization, providing services and performing tasks that keep the organization alive. Many 

organizations, such as Big Brothers/Big Sisters and the Salvation Army, have more 

volunteers than paid staff. Creating a cadre of highly effective volunteers requires a 

recruitment strategy. Volunteer recruitment means attracting and inviting people to 

consider involvement with your organization. Your internal review will help you learn how 

the community and the public perceive your organization. You can use this information to 

develop a volunteer recruitment plan. This chapter discusses aspects of recruiting, including 

assessing your image; deciding how to recruit; developing your message; and finding, 

selecting, and screening volunteers. Assess Your Image People volunteer for organizations 

they perceive as worthwhile. They want to know that their contribution will make a 

difference. They also tend to volunteer for organizations that promote a particular cause or 

are active in particular areas, such as child welfare or substance abuse prevention. People 

will volunteer at your organization for many reasons, but their perception of your 

organization will attract them initially. Do not assume that the public knows what your 

organization is and what it does. Think about recent publicity, existing marketing materials 

(do they include information on volunteer involvement?), and public perception of your 

client group and cause. It is important that people associate your organization with value to 

the community. D 2-2 Don’t assume that volunteers won’t want to work with a “difficult” 

client base. Try to describe your clients so that prospective volunteers can decide if they will 

feel comfortable working with your population. You can address possible stereotypes by 

showing a video, slide show, or photographs. For example, nursing homes find that people 

assume that their residents are in bed all day. Slides that show volunteers interacting with 

residents engaged in various activities help to counter this assumption. Remember, too, that 

people can infer messages from your organization’s title and client base. If you run a 

women’s center, do you want men to volunteer? Does your AIDS clinic that largely serves 

gay males want female volunteers? If you serve a Hispanic/Latino population, do all 

volunteers have to speak Spanish? Without clarification, prospective volunteers may 

assume wrongly that they are not welcome at your organization or qualified to serve your 

clients. To counter incorrect assumptions, be prepared to respond to questions regarding 

your organization’s successes and failures, its mission, and characteristics that distinguish 

your organization from others doing similar work. The more clearly you understand your 

organization’s image, the better able you will be to stress the positives, correct 

misperceptions, and target the people who would feel comfortable affiliating with your 

organization. One way to make your image more welcoming to volunteers is to make 

volunteers visible throughout the organization. Use a public bulletin board to promote news 

about volunteers. Decorate it with photographs and include a pocket for flyers on volunteer 

opportunities. If your organization is affiliated with a house of worship or other organization 

that has a regular bulletin or newsletter, ask the editor about running a regular column 

profiling volunteers and their work. Decide How To Recruit Usually, the first volunteers you 



recruit are for your organization’s board of directors. They can be active members of your 

congregation, prominent community members, or professionals with an interest in your 

organization’s mission. Active and influential board members can help recruit other 

volunteers. They are the public face of your organization and often your biggest donors. 

Thus, board members are in the best position to promote the organization’s mission and 

values to potential volunteers. In addition to relying on your board, you can use many other 

methods to recruit volunteers. The possibilities can be as diverse as your organization itself. 

Before choosing a method, consider the time each possible method will require to plan, 

develop, and execute, as well as the time it will require to deliver and maintain the number 

of volunteer positions you seek to fill. Part of recruitment involves public education, building 

the public image of your organization or cause. Therefore, your recruitment campaign 

should have multiple purposes (e.g., recruit volunteers; raise funds; educate neighbors, 

community providers, and school groups). 2-3 Options for recruiting include the following: 

XContacting your local volunteer center XUsing current volunteers—they are convincing 

salespeople, because they are committed to your cause and believe in your organization 

XUsing the mass media (e.g., television, radio, newspapers, billboards), as well as 

neighborhood newspapers, newsletters, and organizational bulletins XMaking 

announcements at services, educational sessions, meetings, and social gatherings of your 

congregation or organization XPosting volunteer opportunities on appropriate Web sites 

XMaking personal appearances at schools, senior centers, career fairs, and other venues or 

events XGiving slide shows and videotape presentations XStaffing booths and exhibits at 

special events XUsing mailings, from mass mailings to personalized, handwritten notes 

XGetting referrals from staff, ministers, friends, and lay leaders, such as deacons 

XRegistering with volunteer referral organizations XVolunteering in other organizations’ 

projects XCoordinating with schools that require community service hours for graduation 

XAsking people to volunteer—most people volunteer because they are asked. Printed 

materials also are vital to the marketing and recruitment process. Brochures and flyers can 

be used in mailings or as takeaways at presentations and special events. You also can use 

posters, bookmarks, and envelope stuffers to draw attention to your cause. Before spending 

time and money on printing, however, think through how you are going to use and 

distribute your printed material. To make any printed material multitask for you, don’t 

forget to include information on where to send any monetary donations. Develop Your 

Message Your recruitment message should be inviting and encourage people to become 

involved with your organization. You may have multiple recruitment messages tailored to 

the different volunteers your organization requires, such as students, professionals, 

neighborhood residents, or the family members of clients. Each message should identify the 

specific needs of your clients or your organization, the ways in which a volunteer can 

address the needs, and the benefits to the volunteer. Sample print ad, The Ontario Rural 

Council and the Valuing the Rural Volunteer Project, supported by the Ontario Trillium 

Foundation 2-4 In evaluating your recruitment message, ask yourself these questions: XDoes 

the message honor the volunteer? XIs the message tailored to a target audience? XDoes my 



invitation describe the needs of our clients or organization? XWho in the organization can 

best deliver this message? Look beyond immediate needs. While you might be looking for 

volunteers to help with an event, you might find a computer programmer or financial 

advisor who is willing to share his or her valuable technical skills. By the same token, some 

people want a diversion from their careers. A physician might want to help teach as part of a 

health education program rather than provide medical care. Talk to people about their skills 

and interests so that you can attract them to your organization in the best way. Find 

Volunteers Your congregation or organization’s members are the most obvious sources of 

volunteers, but don’t limit recruitment to these options. Ask friends, neighbors, and 

community leaders if they would like to volunteer or suggest others who might be 

interested. Constantly look for new recruits so that your organization does not rely too 

heavily on the same volunteers for every task. If your volunteers experience “burnout” and 

leave your organization, you may have a hard time replacing them with people who have 

adequate knowledge and experience. Finding new volunteers may seem daunting, but you 

can look in a variety of places. Volunteer Service Organizations Faith-specific and 

nondenominational volunteer service organizations (VSOs) provide volunteers to work full 

time for a prescribed period of time in positions within the community. These organizations 

screen their volunteers and are united by missions of service, including working for social 

justice and living simply. Some VSOs require a financial commitment for each volunteer, but 

generally the cost is less than the going rate for full-time positions. Motivations for 

Volunteering Feel needed. Give back to the community. Share skills. Fulfill a spiritual need or 

obligation. Have a change of pace. Get to know the community better. Help someone. Make 

new friends. Explore a career. Be an advocate. Donate time. Fulfill a mandate or 

requirement. Do something outside of oneself. Set an example for children. Learn a new 

skill. Act on a passion. 2-5 Faith-specific VSOs include Avodah: The Jewish Service Corps, 

Brethren Volunteer Service, Episcopal Church Volunteers for Mission, Interns for Peace, 

Jesuit Volunteer Corps, Jewish Organizing Initiative, Lutheran Volunteer Corps, Mennonite 

Voluntary Service, United Methodist Volunteers in Mission, and Volunteers of America. 

Nondenominational volunteer service organizations include AmeriCorps and VISTA. Most of 

these organizations are listed in phone books and have Web sites. Volunteer Referral 

Services Volunteer referral services can be of great help in directing potential volunteers to 

your program. These services help potential volunteers find positions that fit well with their 

skills, interests, and availability. Your organization should register with any clearinghouse, 

database, directory, or program offering volunteer referral services in your area. Volunteer 

referral services may be citywide, countywide, statewide, or nationwide. For example, the 

Points of Light Foundation & Volunteer Center National Network has a directory of local and 

regional volunteer centers. Senior Corps also acts as a referral service for community and 

faith-based organizations. Students Children and young people can make substantial 

contributions to a volunteer force. Community service benefits the students, the 

community, and the organizations in which students volunteer. Many high schools require 

community service for students to graduate. These students may develop a lifelong 



dedication to community support. In addition, when students become interested in a cause, 

they may motivate their parents to donate time and money. College students can offer 

professional-level services, with a connection to university resources and, often, academic 

supervision. Additional resources include national honor societies and professional and 

social fraternities and sororities. Campus religious clubs, such as Campus Life, Fellowship of 

Christian Athletes, Hillel, Muslim student associations, and Newman Catholic Centers, are 

other potential resources for locating volunteers. Volunteer Profile: Mel Location: Seattle, 

Washington Target Population: Individuals who are homeless, addicted, and mentally ill 

Position/Responsibilities: Clinical faculty Manager’s Comments: Mel was an original 

founding member of a national drug and alcohol counselors association. Each week for the 

past 9 years, Mel has been teaching classes, running groups, and providing personal 

counseling and support for countless men and women going through our treatment 

program. Mel is giving back, but with an authority and a consistency that few can give. He is 

also a retired World War II Air Force bomber pilot. He is able to relate to our veterans and 

understand the role that war can play in a person’s addiction and struggle to recover. Mel 

and other professionals like him make it possible for our clients to receive first-class 

treatment, on demand, for free. 2-6 Businesses Many members of the business community 

include community responsibility in their charters. They aid nonprofit organizations by 

contributing cash, equipment, services, and employee volunteers. They create supportive 

work environments to inspire employees and allow them to volunteer in the communities in 

which they work. To help encourage corporate participation, organizations should create 

quantifiable goals for volunteering (e.g., 1,000 hours of computer training) and work with 

their corporate partners to market their partnership and successes. In a 1999 survey by the 

Points of Light Foundation and Allstate Foundation, 81 percent of companies connected 

volunteering to their overall business strategies (Amery, 2001). Respondents unanimously 

agreed that corporate volunteering helped create healthier communities and improved a 

company’s public image. Nearly all (97 percent) agreed or strongly agreed that these 

programs improved employee teamwork. Volunteer Profile: Union Rescue Mission (URM) 

Volunteers Location: Los Angeles, California Position/Responsibilities: In 2003, volunteers 

worked 43,250 hours. Volunteers assisted URM in a wide range of areas, including food 

service, administration, youth ministries, educational training, and special projects. Target 

Population: Ex-offenders, homeless persons, and individuals affected by substance abuse 

and mental illness Manager’s Comments: We are using Spanish-speaking ministers from the 

community to teach the 12 Steps to Hispanic program participants. Volunteer staff from 

Operation Hope supplement our staff by teaching about finances (e.g., budgeting, basic 

banking, credit repair, home ownership, entrepreneurial ventures). Cedars Sinai Hospital 

staff offer parenting classes to men and women in the program. Retired teachers volunteer 

in the Bank of America Learning Center located at Union Rescue Mission. Program alumni 

and volunteers from the community mentor men and women who are ex-offenders. Other 

volunteers provide clerical support (e.g., performing office duties, editing revisions in 

program manuals and handbooks). Other Sources for Volunteers You can find volunteers 



almost anywhere, but some additional sources include People in recovery Retirees 

Community associations People from shelters State denominational offices Persons 

mandated to perform community service Stay-at-home mothers Service providers. 2-7 

Select Volunteers You can use volunteer applications to gather information for the interview 

and screening process. Volunteer applications may vary, depending on the level of detail 

you need, but minimally you’ll want to gather information about the applicant’s 

qualifications; work and volunteer experience; and skills, interests, and motivations for 

volunteering. This information can help you identify possible roles for the volunteer. 

Appendix A contains a sample volunteer application. Meeting with volunteers before 

bringing them onboard is essential. You may employ two basic types of volunteer 

interviews: 1. An interview to determine the prospective volunteer’s skills, interests, and 

boundaries (i.e., activities in which the applicant would not like to be involved) in order to 

assign the individual to a particular role 2. An interview for a specific position to determine 

whether an applicant meets the requirements. Sample Interview Questions What would you 

like to know about our organization? What attracted you to our organization? What types of 

work have you done before? What did you like best about that work? What kinds of 

experience or training have you had that would help you contribute here? How do you deal 

with situations that don’t go as planned? Would you rather work on your own, with a group, 

or with a partner? Why? Desired Traits in a Volunteer A sense of humor Organization or 

leadership skills Interest in or a personal connection to the cause Positive attitude Flexibility 

A heartfelt desire to serve 2-8 You can follow the steps below and modify them as needed 

for one-time or short-term volunteer situations. For projects that require a group of 

volunteers, such as a corporate or church group, the interview may be conducted with one 

representative of the group instead of each individual. XThank the applicant for his or her 

interest in your organization. XLet the applicant know the purpose of the interview and the 

topics to be covered. XProvide a brief background of your organization. XClarify information 

from the application and let the applicant discuss his or her background. XExplain your 

organization’s expectations of volunteers (some of this discussion may need to occur after 

you’ve identified the specific position for the prospect). XAsk about the applicant’s interests 

and aspirations in volunteering. XAsk about the necessary skills needed for the position. 

XAsk the applicant any questions that will help you make an appropriate placement. XAsk 

the applicant about any activities in which he or she would not like to be involved (e.g., 

public speaking). XAsk the applicant if he or she has any questions or concerns. XAgree on 

the next steps (e.g., review credentials and references and call back). Some questions are 

inappropriate or illegal to ask in an interview. Ask questions only directly related to a 

prospect’s ability to perform specific volunteer positions. Avoid asking questions about age, 

birthplace, height and weight, marital status, national origin, arrest record, race, or sexual 

orientation. Screen Volunteers Use screening techniques throughout the volunteer 

placement process, from creating position descriptions with specific qualifications to 

conducting effective interviews and requesting background checks. Screening can simplify 

the placement of volunteers and help ensure that you place the best volunteer candidate in 



each position. Establishing a basic screening process also helps to reduce risk and protect 

your organization’s reputation, clients, and staff. Sample Questions for References In what 

capacity have you known the applicant and for how long? What strengths would this person 

bring to the volunteer position? How does the candidate handle frustration while on the 

job? Are you aware of any reason this person should not be considered for a volunteer 

position? 2-9 To set up a screening process for potential volunteers, ask yourself, does your 

organization XAssess all volunteer positions for the degree of possible risk and liability? 

XSubject all applicants to a basic screening process consisting of applications and 

agreements, face-to-face interviews, and background checks? XFollow up on references? 

(Don’t assume that applicants only supply the names of people who will speak well of 

them.) XRequest police records and criminal checks when appropriate? XRequest 

verification of licensure or educational credits when required for the volunteer position? 

Background and personal reference checks are especially important when screening 

volunteers to provide care to vulnerable individuals. Your organization should consider 

establishing policies and procedures for background checks based on the populations being 

served and the volunteers’ responsibilities. Consider what sorts of background checks will 

be conducted for each position and by whom and whether you will need to check 

fingerprints, driving records, and criminal records. Appendix B includes a chart that lists 

various types of background checks and sources of information. For a fee, background 

investigation services will screen volunteers or provide you access to proprietary databases 

to assist you in screening. Whether your organization screens applicants or hires an agency 

to screen them, you must have volunteer applicants sign a consent form (see the sample 

form in Appendix A). They need to indicate that they know a background check will be 

performed. Risk Management and Liability Reduction Risk management and liability 

reduction issues are important considerations when working with volunteers. Screening 

applicants is only one part of risk management. Other steps are needed to protect your 

organization from unexpected or unfortunate incidents. You need to establish a risk 

management plan before volunteer activities begin. Your organization needs a risk 

management plan, because it helps protect everyone involved in the volunteer program 

from personal harm, property loss, and lawsuits. Your organization’s leaders, staff, and 

volunteers should be part of the risk management process and be aware of your policies 

and procedures. When developing a risk management plan for your volunteers, XReview 

and update your organization’s insurance coverage XReview your State restrictions and 

regulations regarding children and youth XEstablish and follow consistent screening 

procedures for all volunteers XAsk volunteers to sign volunteer agreements and liability 

waivers XEstablish effective supervision procedures for all volunteers XOrient and train 

volunteers before they begin their work. 2-10 To stress the importance of risk management, 

your volunteer training should address the most likely causes of accidents or liability. You 

also need to review how your organization supports volunteers to minimize the chance of a 

problem occurring. In addition, discuss rules that volunteers must agree to follow (e.g., have 

a security guard escort them to their car after dark). Make it clear that not following the 



prescribed rules can affect the organization’s success and can be grounds for termination. In 

one example of reducing liability, Peace Corps staff in several African countries determined 

that a large number of volunteer accidents and deaths involved motorbikes. Therefore, they 

created a policy that volunteers could not drive or be a passenger on a motorbike. 

Volunteers who ignored this policy were terminated instantly and sent home. By 

incorporating this policy into volunteer agreements and trainings, Peace Corps staff greatly 

reduced accidental injuries. Volunteer Contracts or Agreements Some organizations find it 

helpful to establish a contract or agreement with new volunteers. This document can 

include, for example, the frequency with which volunteers are expected to work, submit 

reports, and attend trainings. It also can outline important policies (e.g., dress code, 

professional conduct, confidentiality, ethics) and responsibilities. Discuss this information in 

detail with the volunteer during the interview and at trainings. Ask the volunteer to sign the 

document to indicate that he or she fully understands and agrees with your organization’s 

expectations. Appendix A includes a sample volunteer agreement.   

 

 


