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THE IMPORTANCE OF VOLUNTEERS

* Offset Organization Staff Expenses

 Secure Resources For Organization

* Add To Organization Culture

* Build Pipeline For Future Staff & Donors

* Provide Expertise According To Their Specialties

* Keep Organization Connected To Community It’s Serving

SAN DIEGO VOLUNTEERS
2017 STATE OF NONPROFITS AND PHILANTHROPY ANNUAL REPORT

2017 STATE OF NONPROFITS AND PHILANTHROPY ANNUAL REPORT
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WHY DO PEOPLE VOLUNTEER?

* Personal fulfillment

° Learn new skills

* Develop existing skills

* Make social and professional connections

* To offer value to your organization

“Volunteers are far more likely to get involved in a program that can
cater to their interests, passions, skill sets, and preferences.”
-Jeff Gordy

AREYOU READY?

UWho's managing your volunteers?
UHow much time will they do this weekly?
UAre your volunteer policies and procedures in place?

Uls your complete volunteer process in place?
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EFFECTIVEVOLUNTEER PROGRAMS

* Meet the needs of the organization and the volunteers
* Have an effective system in place

* Have volunteers that feel appreciated and rewarded

5 STEPS FOR
EFFECTIVEVOLUNTEER PROGRAMS

I.Goal

2. Process

3. Consistency

4. Communication

)
5. Growth Opportunities




|. WHAT'SYOUR GOAL!?

* What do you want to achieve with your volunteers?

* What role do they play within your organization?

* What should volunteers expect from your organization?

WHAT ISYOUR NEED?

* LongTerm * Manager

(>1 year) * Group Leader
* ShortTerm

(<I year)

Ongoing . ) . ) Every week? ) One Day
Leadership Roles? Professionals? Every month? Students/Interns? Volunteers?

Accountant
Lawyer
Health Care
Professionals
Teachers
Tutors

* How many * Schools * Events
hours are * Youth Programs * Canvassing
regmred * Phone Banking
daily/weekly « Clean-ups

monthly/etc.
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WHAT ISYOUR CAPACITY?

* Do you have office space to work with volunteers?
* Do the volunteers have space in your office for meetings and activities?
* Can they work from home?

* Will their work be done in the community?

2.WHAT’S YOUR PROCESS?

One Day Volunteers

6 Steps

‘ Retain
IEvaIuate
A

‘ Orientation
IRecruit

y
‘ IMonitor
I Train
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WHAT’S YOUR PROCESS?

Ongoing Volunteers
8 Steps

A
Retain
A
Evaluate
A ,
Monitor
V| -
Training
A ——
Orientation
A
Select
A :
Interview
I Recruit

THE PROCESS:
RECRUITMENT

* Where will you find volunteers?
> Internal:Website, Newsletter, Social Media, Board, Current Volunteers,Word of Mouth
» External: Online
O Internships.com
O Npworks.org
O Volunteermatch.org
O Eventbrite

0 Signup.com
* How often will you recruit?

* Will you host recruiting events?

* What’s your timeframe for recruitment?

8/6/2018
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ONLINE EXAMPLES

U4 volunteerMatch : SignUp

Find Passionate Volunteers,
When You Need Them

[ FREE Online SignUp Sheets,

13,210,495 Volunteer Scheduling & More!

Got Started
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RECRUITMENT TIPS 4 SUCCESS

* Personalize Your Approach

» Work with volunteers according to their specific interest, skill set, preferences, and passions
to provide relevant opportunities that will mobilize them to get involved

* Track

» Input volunteer data into your donor database to track volunteer’s past involvement and
preferences (https://www.capterra.com/volunteer-management-software/)

* Ask

> Encourage volunteer surveys which include their skills and strengths, opportunities they are

interested in, and what they hope to gain from volunteering with your organization

s

RECRUITMENT TIPS 4 SUCCESS

* Be Flexible & Diversify
* Make it easy!
» Offer opportunities outside of the typical 9-5 work schedule
* Provide various opportunities for engagement according to the amount of time volunteers have
* Offer conference calls and webinars for meetings and updates
* Allow remote-work/tele-commuting
* Crowdfunding for events like walk-a-thons, bowl-a-thons, etc. (https:/fundly.com)

* Think about travel time, parking, traffic, etc.

* Provide family-friendly options

s




ONE-DAY PROJECT/EVENT VOLUNTEERS
AFTER RECRUITMENT — PROVIDE ALL INFORMATION

VorunTeer ProjecT INFORMATION FOoRM
our upcoming service project. We have a wonderfl
il for the projec. Plese reiew the follovwing
7o

ard to secing you!

Due Call to explain

o and follow up

B with an email
including this
information.

® www.handsonnetwork.org

deval

THE PROCESS:
INTERVIEW

* Interview candidates to see if they're a fit for the position
* Candidate Matrix

* What type of interview is most effective for your organization?
» One-on-one
» Group
» Panel

* Who needs to be a part of the interview process?

8/6/2018
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CANDIDATE MATRIX

Recruitment

Sample Short-listing Matrix

COMPETENCIES

Candidate
data from

Education
1T skills
Presentation

Comments ToTAL

Qualifications
Knowledge
Work History
Working with peoplo.
information
Writing & Reporting
Planning & Organising
Self Motivation
Taking Decisions

CVor
Application
form

Roason for applying for job
Presenting & Communicating

jame 1

fame 2

fame 3

fame 4

fame 5

fame 6

jame 7

info@assessmentdpotential com \\ T

THE PROCESS:
SELECT

* How will you select the best candidate?
* Are you rating based on the candidate matrix?
* How will you notify the selected candidates?

* Provide Volunteer Application Package
» What documents will volunteers complete?
» What forms of ID will they provide?
> Are you doing a background check?

» Are you checking references?

8/6/2018
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THE PROCESS:
VOLUNTEER ORIENTATION

* When will you host orientations? (Day/Time/Location)
* How often will you host orientations? (Be consistent)

* Orientation Agenda Components
» Provide An Organization Overview

> Review Position Description

* Does a walk-thru need to be done?

EXAMPLE YOUTHVOLUNTEER WAIVER AND PUBLICITY

RELEASE (ASANTE AFRICA FOUNDATION)

Volunteer
Waiver and Release
Form

PUBLICITY RELEASE

ered, way, in
sials based upon or derived from the Volunteer Activiies in any niznser.
ever for any and all purposes, including by way of exampl

O wibent

NTEERS MUST COMPLETE THE
WAIVER AND RELEASE FORM

PARENT/LEGAL GUARDIAN SIGNATURE IS REQUIRED
IF VOLUNTEER IS UNDER AGE 18

all media Tntemmet), without
Address additional compensation. 1 frher agree that anything derived there from wil be owned solely
by the Authorized Parties. I shall not authorize the use of any print, negative or ofher copy
Bhone. thereof by anyone other than the Authorized Paries.
1 pes faws
‘Emergency Contact of the state in which the Voluateer Activiies take place and agree that if any portion of this
...... 2
Phone Nui
0 {Sigaature of Volunteer) Dae
Ches seceivethe Asante Afrca Foundation Newsleter.

1 1
by signing this form.Tam giving up legal rghts and remedies

ParentL an if Volunteer is Under 18)  Date

Asante Afrca Fe

Tam the parent
agreement. 1
sights and remedies.

ian of the Volunteer. T 2 ty this
1

8/6/2018
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RISK MANAGEMENT TIPS

* Here are some best practices for charitable organizations that use volunteers and interns:

Document employee, intern, and volunteer policies in separate manuals;

Provide intern and volunteer job descriptions in writing;
Establish policies about hours of service;
Proceed with care when paying volunteers and interns;

Establish a grievance procedure for volunteers and interns to address any issues that may arise;

and

Verify whether volunteers and interns are covered by the organization’s worker’s compensation
or other insurance.

CA Attorney General’s Guide for Charities

THE PROCESS:
TRAIN

* When will you host trainings?
* How long will the training be?
* What will the training involve?

* Who needs to be included in the training?

* Do you have a volunteer handbook?

8/6/2018
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NATIONAL WILDLIFE FOUNDATION VOLUNTEER
POLICIES AND PROCEDURES EXAMPLE

THE PROCESS:
MONITOR PERFORMANCE

* How will you monitor the effectiveness of each volunteer?
* How often will you discuss performance?

* What policies do you have surrounding performance?

8/6/2018
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THE PROCESS:
EVALUATE

* How will you measure the effectiveness of each volunteer?
* Create an Evaluation System
* Include volunteer surveys
* Capture their overall experience and suggestions
* One Day Volunteers

* Some large events skip the evaluation part of the process

EXAMPLE

VOLUNTEER PERFORMANCE EVALUATION

Name:

Supervisor. Date:

us as seacast
‘ambassadors of XYZ Organizaton and laders i providing [services]

beterinvolve

voluniaers n parcpatig n thel success at XYZ.
P E s statement

Please rats each fem as Excellnt, Good, Far o Poor, and fesl fee o nchude your comments in the appropriste
cton.

g é commenTs.

EXCELLENT
FAR

T Adheres 1o XYZs polcies

atttue
&_Follows insiructons
7 Gies and tokes feedback wel

& Handles afficut suations effectvely and

appropriat
5 Flandies Gfcull peopie Viors,
lunteers, staf] effectvely and

appropriately
T0_ Leads when pDIOPHE
7. Conducts himvherself n professional

19 Shares XYXs mission

720, Concer for paricipants [cients, Vistors,
customers. etc

21 Wiling to help where iesded

K you for completng s evaluation, Pease relum 10 XKXXX by XXXX date. The resuls il be shared wihthe
volunteer and saffpariners.

15
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THE PROCESS:
EVALUATE

* You can evaluate:
» Volunteer acquisition
» Volunteer retention
» How often and through which channels you’ve contacted volunteers
» Which communication channels volunteers respond most warmly to

» Which volunteer opportunities generate the highest engagement levels

THE PROCESS:
RETAIN

* How will you keep your best volunteers coming back?
* Acknowledge, Acknowledge, Acknowledge!
* Create a Rewards System

* Consistent Communication - Make sure they know what is going on in the organization

16
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TIPS AND TOOLS FOR RECOGNITION

e Use e-mail to send thank you letters/messages.

* Send postcards or thank you cards to volunteers after they attend a project
* Send a birthday card

* Submit pictures of volunteers to be in your organization’s newsletter

* Post pictures of volunteers on a bulletin board at your organization

* Provide organizational goodies — hats, shirts, pins, magnets, water bottles, etc.

* Have them join you for coffee or lunch

www.handsonnetwork.org

FROM RETENTION TO SUSTAINABILITY

» Sustainability, unlike retention, is the ability to maintain a healthy balance while avoiding depletion.

» Sustainability, as it is being applied to agriculture, economics and ecosystems implementation implies
that there is a larger network to be considered.

* Partnering with other local organizations to exchange ideas, plan collaborative activities, and share
resources & volunteers

- Meridian Swift, Volunteermatch.org

17



FROM RETENTION TO SUSTAINABILITY

Make the volunteers feel welcomed- balloons, cake,
signs that say “we neead (love) you™

Give lots of thank you's, cute gifts, cards, annual
luncheons, symbolic awards

Be careful to tailorjobs to fit volunteers’ schedules, skill
levels and availability

Schedule regular volunteer meetings to inform
volunteersof org policies, changes

Fill volunteer tasks and follow up to make sure the
volunteer s satisfied and has resources

Educate staff on working with volunteers

Hawve other tasks available if volunteeris on waiting list

Connect the wolunteers to the mission, and to
volunteering as crucial work

Show impact of volunteerwork in meaningful stats,
stories, testimonials

Create meaningiul opportunities that spark volunteer
involvement

Communicate via multiple avenues and enlist volunteer
voices
Involve volunteers in defining tasks, creating new roles

Free volunteersto fully engage

Share volunteers®

FROM RETENTION TO SUSTAINABILITY

* Share background checks if you are able, in order to cut costs

* Pair up with other organizations to conduct a visible volunteer project and involve local

media to cover the event

* Create volunteer educational conferences with other volunteer managers to benefit all
volunteers in area. Share space, costs of snacks, or printed materials creating more bang for

the buck

* Share cost of a national speaker with other volunteer programs and invite all volunteers in

your area.

* Create a summer circle of volunteering for out-of-school students so they can sample the
various opportunities in your area and participate in a well-rounded service learning
experience

8/6/2018
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THE PROCESS CYCLE

o Y

3. CONSISTENCY IS KEY

» Once you create your volunteer process — Stick With It!

8/6/2018
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4. COMMUNICATION IS KING

* How Does Your Organization Communicate Consistently?
» Phone Calls
» Emails
» Social Media

» Incorporating Volunteers Into Organization News

* Focus on relationship building!

5. GROWTH & PROFESSIONAL
DEVELOPMENT OPPORTUNITIES

* IsYour Organization Providing Growth & Professional Development Opportunities For
Volunteers?

* Do Volunteers Have A Fulfilling Role?
* Are There Staff Opportunities For Those Who Want To Transition?

* Are There Opportunities For Dual Roles?

20



RESOURCES

ON-LINE RESOURCES

* Energize Inc. (www.energizeinc.com)

¢ ePhilanthropyFoundation.org (www.ephilanthropyfoundation.org)
* e-volunteerism.com (www.e-volunteerism.com)

* Hands On Network (www.handsonnetwork.org)

* |dealist.org: Action Without Borders (www.idealist.org)

* Independent Sector (www.independentsector.org)

* Attorney General’'s Guide for Charities (www.oag.ca.gov)

8/6/2018
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ON-LINE RESOURCES

* National & Global Youth Service Day (http://www.ysa.org/nysd/resource/planning.cfm)
* National Service Resource Center (www.nationalserviceresources.org)

* Network for Good (www.networkforgood.org)

* Service Leader (www.serviceleader.org)

* ServeNet (www.servenet.org)

* Students in Service to America Guidebook

(http://www.studentsinservicetoamerica.org/guidebook/index.html)

* National Council of Nonprofits (www.councilofnonprofits.org)

TIPS AND TOOLS FOR RECOGNITION

* Nominate a volunteer Star of the Month — award them a certificate, letter, or small gift.
* Sponsor happy hours and social events. Encourage volunteers to meet each other.

* Recognize volunteers on local podcast, radio or television stations and events.

* Invite volunteers to serve as project leaders or committee members.

* Give gift certificates to museums, movies, restaurants, etc. Solicit your community for

donations!

* Nominate volunteers for local/national awards such as the Presidential Service Awards.

www.handsonnetwork.org

8/6/2018
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TIPS AND TOOLS FOR RECOGNITION

* Write articles about them in newsletters or newspapers.

* Write a letter to their employer highlighting the accomplishments of the volunteer. Be
sure to find out of the volunteer would appreciate this before writing the letter!

* Celebrate major accomplishments.

* Recognize anniversaries with your organization.

* Have them attend a training, workshop, seminar, etc. at the expense of your organization.
* Give them additional responsibilities.

* Create a photo collage or slide show of volunteer activities.

www.handsonnetwork.org

TIPS AND TOOLS FOR RECOGNITION

* Hold annual recognition events: a dinner, a breakfast, an awards ceremony/celebration, a
picnic/potluck, theme party, etc.

* Recognize long-term volunteers with Service Awards: a plaque, trophy, certificate, etc.
* Give additional responsibilities and a new title.

* Put up a banner celebrating major accomplishments.

* Enlist them in training staff and other volunteers.

* Involve them in the annual planning process.

* Make a donation to the organization of their choice in their name.

* Organize an outing at a zoo, amusement park, sporting event, etc., where volunteers get in for
free.

www.handsonnetwork.org

8/6/2018
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