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Organising your Volunteering Programme

· Plan and identify the need for volunteers.

· Write Task Description and Person Specification.

· Write your risk assessments.

· Consult with board members and paid staff about involving volunteers.

· Write your volunteer policies and procedures (separate from staff policies). 

· Check your insurance.

· Implement a volunteer handbook. 

Decide on your recruitment process.  The screening and selection aspect of this process could include several of the following: 

1. Application form
2. Interview
3. Informal Chat
4. References
5. CRB Check
6. Trial Period

· Consider volunteers’ possible motivations for volunteering in your organisation.

· Advertise the role.

· When potential volunteers respond, invite them to go through the recruitment process you chose to use.  Here are some examples: 

Example One:

· Send out the application form (let potential volunteers know that they will receive a CRB check if it’s necessary).

· Receive the completed application form. 

· If this satisfactory, interview the potential volunteer.  

· If he/she seems suitable for the role and you wish to take him/her on obtain a CRB Check and references (if necessary).

· Upon receiving satisfactory CRB and references, inform the successful applicant of his/her start date.

Example Two:

· Invite potential volunteer for an informal chat.

· If he/she seems suitable for the role and you wish to take him/her on ask for references.

· Upon receiving satisfactory references, inform the successful candidate of his/her start date.

The process you follow entirely depends on the role the volunteer will be doing.

· Plan an induction process.

· Conduct the induction.  Include any training the volunteer needs in order to carry out their role.

· Ongoing training and consider possible accreditation.

· Ongoing support and supervision of volunteers.

· Ongoing recognition and celebration events.

· Implement regular volunteer team meetings.

· Evaluate throughout.

The information in this sheet is for guidance only and is not a substitute for professional advice.  If you would like to discuss any part of this document, please contact us on: 

Volunteer Centre Manchester

Tel:      0161 834 9823

Skype: 
Email:  info@volunteercentremanchester.co.uk
Post:   VCM, c/o Macc, 3rd Floor, Swan Buildings, 20 Swan Street, Manchester, M4 5JW
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