Volunteer Management Principles


PLANNING

	 FORMCHECKBOX 

	Program conducts needs and assets assessments, using a variety of resources including dialogue with communities served



	 FORMCHECKBOX 


	Program leverages buy-in from all stakeholders to build investment in projects



	 FORMCHECKBOX 


	Program involves stakeholders in planning and development of volunteer support projects



	 FORMCHECKBOX 


	Volunteer projects are in alignment with organizations’ vision, mission and goals



	 FORMCHECKBOX 


	Organization budgets money for projects that utilize volunteers



	 FORMCHECKBOX 

	Organization staff are knowledgeable about volunteer projects and roles and see volunteers as assets



	 FORMCHECKBOX 

	Program implements strategies to promote positive staff/volunteer relationships



	 FORMCHECKBOX 

	Top management demonstrates support of volunteer program in tangible ways



	 FORMCHECKBOX 

	Program regularly assesses strengths and gaps/challenges of volunteer project




Notes:

RECRUITMENT AND SELECTION
	 FORMCHECKBOX 

	Program has a written description of the qualities of an "ideal candidate" for the volunteer positions based on community needs and program activities

	 FORMCHECKBOX 

	Program has a written list of benefits volunteers receive as a part of volunteering within organization



	 FORMCHECKBOX 

	Program has written volunteer position descriptions developed in conjunction with stakeholders that detail essential and marginal functions and time and workload commitment

	 FORMCHECKBOX 

	Program has a written, strategic, innovative year-long volunteer recruitment and selection plan, developed in conjunction with other stakeholders

	 FORMCHECKBOX 

	Program recruits and selects a diverse pool of volunteers that reflect the communities in which they serve


	 FORMCHECKBOX 

	Program actively recruits individuals with disabilities



	 FORMCHECKBOX 

	Volunteer Application elicits enough information to determine whether the prospective volunteer is appropriate for organization



	 FORMCHECKBOX 

	Selection process thoroughly assesses volunteer background, skills, accomplishments, motivation, goals, and commitment



	 FORMCHECKBOX 

	Selection process involves a diversity of participants that have a stake in the program



	 FORMCHECKBOX 

	Program matches volunteers to appropriate positions and sites



	 FORMCHECKBOX 

	Program gets feedback from partners and other stakeholders on effectiveness of recruitment and selection process




Notes:

SUPPORT – Training and Supervision
	 FORMCHECKBOX 


	Program has a volunteer agreement that clearly outlines expectations, agreements, and consequences, signed by volunteer and organization point of contact

	 FORMCHECKBOX 


	Program carries out a volunteer orientation planned and developed in conjunction with project stakeholders that prepares volunteers for the beginning of their service

	 FORMCHECKBOX 


	Program provides volunteers with information on agency(ies) and community(ies) served 

	 FORMCHECKBOX 

	Program has a written list of skills and knowledge volunteers need to do their service


	 FORMCHECKBOX 

	Program conducts training assessments with volunteers and sites to determine training needs



	 FORMCHECKBOX 

	Program has a written, year-long training plan, developed in conjunction with project stakeholders, that addresses skills and knowledge list



	 FORMCHECKBOX 

	Programs assesses training effectiveness and makes modifications as needed



	 FORMCHECKBOX 

	Program provides, at a minimum,  yearly volunteer evaluations that provide feedback on volunteer performance



	 FORMCHECKBOX 

	Program provides yearly opportunities for volunteers to assess program impact and support



	 FORMCHECKBOX 

	Program uses evaluations to make yearly programmatic and volunteer improvements



	 FORMCHECKBOX 

	Program provides each volunteer with an organization point of contact that provides supervision and support




Notes:

RECOGNITION AND RETENTION
	 FORMCHECKBOX 

	Program has a written strategy to retain volunteers



	 FORMCHECKBOX 

	Program carries out a written plan to internally and externally recognize volunteers for their accomplishments and community impact



	 FORMCHECKBOX 

	Program implements creative motivational strategies to retain volunteers



	 FORMCHECKBOX 

	Program allows for reflection opportunities to celebrate and document volunteer accomplishments and experiences



	 FORMCHECKBOX 

	Program provides documentation to volunteers that demonstrate their impact on communities served




Notes:
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