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Welcome to Everyone Ready ®

Your Trainer: Susan J. Ellis

* President of Energize, Inc.

* Founder of the
Everyone Ready®
Learning Community
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What We’ll Cover

Part 1: The Volunteering World
[j Where do you and your organization fit?
(] who are “volunteers” — and what do they do?

(] why do organizations need volunteers?

Part 2: Laying the Foundation

(T Establishing the climate, vision and policies

Part 3: Volunteer Management Basics

C] 12 elements of successful volunteer management

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

The Everyone Ready World

Diverse

* Wide variety in
organizations:
— Location
- Size
— Structure
— Mission and services

« Common
denominator:
Volunteers!

EveryoneReady® - ©2011 Energize, inc. (RSN
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Where Can You Find the Answers? T

v
1\

Everyone Ready : [
resources: E

¢ Trusted content

¢ Discussion starters

* Tools you can apply

« Interact with trainers =i
and peers =

It's a partnership!

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Where Do You Fit?

* What is your
organization’s
development stage?

« Organization’s readiness
for working with
volunteers?

« Personal role in involving
and managing volunteers?

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Which Development Stage?

Which is your organization’s stage in working
with volunteers?

D Just starting to engage volunteers (other than a
volunteer board of directors)

|:| Long-time involvement with volunteers, but no formal
“program” or staff assigned to coordinate

D Established program, designated volunteer
management staff

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Everyone Ready Community

Which of these best
describes your
organization’s stage in
working with volunteers?

Just beginning to work with
volunteers

. Been involved with volunteers for
quite some time, but has no formal
program or designated volunteer-
management staff

@ Well established volunteer program,
with formally-assigned volunteer
management staff Current Everyone Ready Members

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Which Readiness Stage?

How ready is you organization to work with
volunteers?

|:| All our staff is trained to partner with volunteers

The majority of our staff knows how to work with
volunteers

|:| Only some of our staff knows how to work with
volunteers

Volunteers lead themselves through elected officers

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Everyone Ready Community

How ready is your
organization to work
with volunteers?

100

80
All our staff is trained to

partner with volunteers

60
B The majority of our staff
knows how to work with

volunteers 30

B only some of our staff know

how to work with volunteers 20

Volunteers lead themselves
through elected officers

Current Everyone Ready Members

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

|

What'’s Your Role?

D Mainly, | develop or manage our volunteer program (or work

in the volunteer program office)

|:| | manage our volunteer program in addition to other
responsibilities

| supervise or partner with volunteers as part of my work

I’'m an executive, department head or board member.
Volunteers are part of my work force

O Ogd

I'm a volunteer in a leadership position that requires me to
manage other volunteers

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement”
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A wide range of roles:

» For majority, partnering with volunteers is one of
many responsibilities

» “Supporting volunteers” may not be in formal job
description

« If you interact with volunteers, you are the front line
to them

It's critical to pay attention!

« Use our monthly resources to think about and plan
for volunteers

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

What We’ll Cover

Part 1: The Volunteering World

g wnere do,
[:]WOIunteers" —and what do they do?

(] why do organizations need volunteers?

Part 2: Laying the Foundation

() Establishing the climate, vision and policies

Part 3: Volunteer Management Basics

(J 12 elements of successful volunteer management

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Who’s a Volunteer?

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Beyond the Labels

Many different words all
refer to volunteering

« Board of directors « Lay ministry

« Student interns * Social concerns

« Service-learning « Civic engagement

* Pro bono publico « Community assets

- Donating professional « Social entrepreneurship
services

« Community service

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

What about “Mandated Service”?

e Could mean:
— Court-ordered service
— Graduation requirement
— Unemployment/public assistance eligibility

* More commonalities than differences with
community “volunteers”
— Not on your payroll
— Need to be matched to the right tasks
— Work limited hours
— Need to be oriented to your organization

* Some will remain in service beyond required time

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

And Let’s Not Forget

Full-time volunteer
programs

« Living allowance

¢ End-of-service

benefits
EveryoneReady® + © 2011 Energize, Inc.
Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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e

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

When:

* Regularly, several
hours a week

¢ On their own schedule,
online or in the field

« Episodically, once or
twice a year

* Whenever their skills
are needed

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Contributing in a Variety of Ways

* How:

— As individuals, with families,
or as part of a group
— On board of directors
— Self-organized group
offering financial support
» E.g., auxiliary or “friends” group

* Doing just about any
task!

* From specialists to
enthusiastic generalists

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 1-7



tveryone Ready

volunteer management

FROM ENEEG."LE:

Who Volunteers the Most?

Who volunteers the most?

D Retired People D Young People D Everyone in Between

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Everyone Volunteers!

« Everyone volunteers at
some point

« Statistically, the
“in-betweens” volunteer
more than retirees or
youth

« World-wide tradition

¢ Forms and institutions
may vary, but values
are universal

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Common Misconception

Don’t fall into the trap of
seeing volunteers only as
assistants to paid staff

* Leads to narrowing who is
recruited

e Sets up tension and
competition

e Limits the many skills and
perspectives volunteers

can offer
EveryoneReady® + © 2011 Energize, Inc.
Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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What We’ll Cover

Part 1: The Volunteering World

X hat do th
Why do organizations need volunteers?)

Part 2: Laying the Foundation

(T Establishing the climate, vision and policies

Part 3: Volunteer Management Basics

C] 12 elements of successful volunteer management

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Why does your
organization want to
involve volunteers?

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

The Easy, But Wrong, Answer

The wrong reason to
involve volunteers:

* We can’t afford to pay
for what is needed

Why is it wrong? I' '
* Relegates volunteers

to second-choice

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 1-9
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Consequences

* Recruitment becomes an

apology
o0 !
« Staff wishes for paid help 4 .'
instead = =
s 2% w
« Reluctance all around L L e 0
— ..‘

Identify first-choice
reasons for engaging
volunteers

* What they uniquely add
to the mix

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Perception of Credibility

* No vested interest

» Aura of objectivity

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

Why Volunteers Are First-Choice

Makes a difference _
to the clients &

* May distrust paid C\.
staff as “just doing v M

r'"j

ajob”

You don’t pay a |
friend!

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Page 1-10
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Why Volunteers Are First-Choice

Luxury of Focus

¢ On an issue

¢ On aclient

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

See last page of this file for the 10 reasons
that appear on screen after clicking.

10 More Reasons

Click on the flip chart for
10 more reasons why
volunteers are important

i\
to our organizations.
Which of them matter 1 O
most in your
organizational context? Reasons

b -@— Forward

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

What is the
interrelationship between
volunteers and your
organization’s budget?

* VVolunteers allow us to
spend every dollar we
have — and then do more

« Volunteers allow us to
extend our budget

EveryoneReady® + © 2011 Energize, Inc. Part 1 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 1-11
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What We’ll Cover

X
X
Laying the Foundation

(T Establishing the climate, vision and policies

Part 3: Volunteer Management Basics

C] 12 elements of successful volunteer management

EveryoneReady® - © 2011 Energize, Inc. Part 1 of 3

End of Part 1

EveryoneReady® « © 2008 Energize Inc.

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Building the Foundation
for Volunteer Involvement

Online Seminar — Part 2 of 3

With Susan J. Ellis

What We’ll Cover

Part 2: Layin

Establishing the climate, vision and policies

Part 3: Volunteer Management Basics

(J 12 elements of successful volunteer management

EveryoneReady® « ©2011 Energize, Inc.

Start the Conversation!

Answer fundamental
guestions

¢ It’s never too late

e Planning must be
proactive

* Volunteers are
essential to the mission

¢ You need time and
money

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes
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Fundamental to
organizational TSy Lt ¥ H
decision-making

Write it down:
* Why invite volunteers in? Boukser County Govermment (Colorado)

* Why have paid staff? /\/\/\/\/\

* How do their roles differ?

* What synergies result?

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

What's Wrong with This?

“Volunteers assist paid
staff in achieving our
mission...”

e It's atrap!

* Implies a hierarchy with
volunteers at the bottom

* Narrows expectations of
what volunteers can
contribute

EveryoneReady® « ©2011 Energize, Inc.

Fundamental Questions

Questions to Consider...and Answer E
About Volunteer Engagement

* Why do we want volunteers?

* What's the connection between volmteer engagement and othes
communlty outreach?

¥ How do volunteers 1t into our contributions “mix ™7

» What kinds of volunteers do we want?

¥ What are own expectations of vohmtes accomplishments?

¥ What work will voluntesrs do a do, and why?

F Who will coordinate volunteer efforts?

NN~

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 2-2
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What's the connection

between volunteer ,t;i* ,g ﬁ‘ ff;’
1

engagement and other
community outreach? ‘ ‘

« Part of your public image
 Volunteers talk! f‘

— Potential cheerleaders — or not?

« Potential to influence, ‘
educate, advocate

« Insight into the community

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

Fundamental Question #2

of contributions?

How do volunteers fit into oy
your organization’s “mix”
* Volunteers more likely to q‘!\

donate $$

— Have you compared your donor
list with your volunteer list?

* Where do volunteer contributions fit on
the organization’s balance sheet?
— Access to skills
— People power
— In-kind donations

EveryoneReady® « ©2011 Energize, Inc.

Contributions Mix

* Find unexpected
resources through
volunteers’ “spheres
of influence”

¢ Maintain a “wish list”

e Put as much effort
into people raising
as into fund raising!

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 2-3
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Fundamental Question #3

What kinds of volunteers do we want?

¢ Aim for the best!

« Are you looking for:

— Volunteers who represent
your clients/audience?

— Specialists or generalists?
— People with clout in the community?

— People of diverse gender, age,
race, or other characteristics?

« Set targets first, then design work and recruit

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

Fundamental Question #4

What are your expectations of
volunteer accomplishments?

» Set goals and objectives for
what volunteers will actually do

— The number of volunteers is a
strategy, not a goal

-~

« Determine the outcomes that
you want volunteers to achieve
— Only then ask how many volunteers Impact,

you'll need not head
count!

EveryoneReady® « ©2011 Energize, Inc.

Accomplishments

Outcomes + Effort + Method =

Volunteers Needed
(who and how many)

 Plan for variability
— Goals, objectives, outcomes will vary from unit to unit
— Different volunteers needed for different position descriptions

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 2-4
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Fundamental Question #5

What work will
volunteers do?

¢ No inherent limit to what a
volunteer can do

— A qualified volunteer

« It's never an insult to be
asked to help!

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

Worker Protection Laws

e Labor unions may
protest

* Don’t buy into the myth
that volunteers “take
jobs”

— Volunteers don’t want
them!

— Historically, volunteers
create jobs

* Negotiate firmly with
labor unions

EveryoneReady® « ©2011 Energize, Inc.

Fundamental Question #6

What work will volunteers
not do? Why not?

\ r—
» Beware of stereotypes! ,}‘-\‘
* What criteria will you use %“‘,‘-
to determine assignment areas? b

« If the right, qualified volunteer N
shows up, are there types of
work that we still don’t want
to assign? Why?

» Will volunteers be assigned
to top-level tasks?

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 2-5
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Who will coordinate
volunteer efforts?

* Do you already have
someone?

» Do you need to hire or
appoint?

* Where does this person fit on
the organizational chart?

e In alarge organization, who is
the front-line liaison?

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

Fundamental Question #8

What resources will we
allocate to volunteers?

* VVolunteers are not free

* Funds are required to support
their work

« Demonstrate organizational
commitment by:
— Budgeting realistically

— Planning for space, training,
supervision time

EveryoneReady® « ©2011 Energize, Inc.

Fundamental Question #9

Is staff willing and
able to work with
volunteers?

Be alert to hidden but
real resistance

¢ OK to hesitate

* Working with volunteers
can be a distraction

« Do it right and avoid the

problems
EveryoneReady® + ©2011 Energize, Inc.
Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.

Slide Views for Notes Page 2-6
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e Lack of knowledge
and training

 Professional education
rarely includes volunteer
management

« Common false
assumptions abound:
— Working with volunteers is easy

— Personal volunteer experience is adequate preparation for
supervision

e The answer: Don’t assume — prepare!

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

Fundamental Question #10

Have we considered
possible problem areas,
and how to react if

they occur?

* Assess the risks

« Take steps to mitigate:
— Training
— Screening
— “Firing” volunteers who are acting inappropriately

* Not all risks are caused by volunteers!

EveryoneReady® « ©2011 Energize, Inc.

Fundamental Question #11

Is planning for volunteers
integrated with agency
planning?

» Consider volunteers
during project planning

¢ Involve volunteer
resource manager in
strategic planning

Keep volunteers on the
radar screen

EveryoneReady® + © 2011 Energize, Inc. Part 2 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 2-7
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Fundamental Questions

Outreach Assigning a manager
Contributions Resources
Recruitment Staff readiness
Expectations Risk

Work they can do Planning

Work they can’t do

EveryoneReady® - ©2011 Energize, Inc. Part 2 of 3

What We’ll Cover

X
X
X
X

Vqunteer Management Basics
(] 12 elements of successful volunteer management

EveryoneReady® « ©2011 Energize, Inc.

End of Part 2

EveryoneReady® - © 2008 Energize Inc.

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Building the Foundation
for Volunteer Involvement

Online Seminar - Part 3 of 3

With Susan J. Ellis

What We’ll Cover

Part 3: Volunteer t Basics
12 elements of successful volunteer management >

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

Life Is Not a Movie

* Volunteers can’t just
show up and help

* Basic support:
— Something to do
— Instructions on how to do it
— A warm welcome

* Special issues specific
to volunteering

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 3-1



tveryone Ready

volunteer management

FROM ENEEG."LE:

The Golden Rule

How have you been
treated when you
volunteer?

It's not the goal to:

Treat volunteers the way B
you treat employees

Instead:

Treat employees the way
you should treat volunteers

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

The 12 Elements

* Planning and Resources * Volunteer/Employee
Relations

« Staffing/Coordination

« Volunteer Work Design * Supervision

) * Recognition
* Recruitment 9

* Recordkeeping and

* Interviewing and Reporting

Screening

) . - » Evaluation
« Orientation and Training

* Volunteer Input

Why isn’t Retention on the list? Click to find out!

EveryoneReady® - ©2011 Energize , Inc.

See last page of this file for the planning
#1 Planning and Resources questions that appear on screen after
Planning is key clicking.
« Climate and organizational
readiness

» Goals and objectives \
» Budget and resources = =
« Staff preparation

i Which planning issues
* Implementation plan has your organization

considered?
It's never too late to plan!
EveryoneReady® - © 2011 Energize , Inc.
Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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« Logistical challenges due to:
— Varying schedules
— Diverse backgrounds

« Without coordination, chaos
— Scheduling

— Balancing organization and
volunteer needs

¢ Coordinator must be
available when volunteers
are!

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

#3 Volunteer Work Design

Single biggest success factor!

Start with task analysis:

[ ¢ What needs to be done? ]

* How can it be done in short bursts, by many
people?

« What is role of each volunteer?

Not “what can a volunteer do to help?”

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

See last page of this file for the volunteer
work design ideas that appear on screen
after clicking.

Stretch Your Thinking

Ready to spark your
creativity about
volunteer assignments?

Click on the photo for
questions that will get

you thinking!
EveryoneReady® + ©2011 Energize , Inc.
Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.

Slide Views for Notes Page 3-3


Susan
Text Box
See last page of this file for the volunteer work design ideas that appear on screen after clicking.


tveryone Ready

volunteer management

FROM ENEEG."LE:

#4: Recruitment

* More than publicity!

» Targeted marketing:
— Identify who you want
— Identify where to find them

— Frame an appeal that
matches the target

» Retention starts with good
recruitment practices

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

#5: Interviewing and Screening

* Prevents supervision and
management issues down
the road

e Allows you to match
candidates with
assignments that are:

— Appropriate
— Appealing to them

o

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

Same or Different?

Screen volunteers just as
you do candidates for
paid employment

* Background checks are
legally required in settings H
that serve certain types of
clients

* Anti-discrimination and
disability access laws
apply to volunteers, too

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 3-4
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Expectations Are Different

Employees

Expect to compete — and May assume they will be
possibly lose out welcome in any role

Make it clear!

 Looking for applicants

* Expect a screening process
« If this position is not a match, there are other options

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

Requirements May Be Different

Employees

Specific credentials usually For certain positions,
required credentials are trumped by
attitude

If you need specific skills, seek qualifications
Otherwise, look at potential, not just credentials

/]

EveryoneReady® - ©2011 Energize , Inc.

#6: Orientation and Training

Orientation: What
every vo lunteer needs New Volunteer Orientation
to know Remember to explin:
. — Who works in our unit and what they do
« Overview to place work §
X — Where to sit
into context
— Where to store things
* Volunteer resources — How the phones work
o_ffice may give big — Where is the restroom?
picture — Where is the coffee?
— Overall tour, handbook, etc. — Current priorities of the unit
— Actual supervisor (or — How to get supplies
experienced volunteers)  Who to call, for what
must orient at unit level !

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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Training: What someone in a particular
volunteer position needs to know

— How to perform specific tasks
— When to do a task — and when not to do it
— How to use job-related equipment, software or forms

e Customize to the volunteer
— Assess skill level first — don't assume lack of knowledge

« Start-up and refresher activities

e Trainer needs to know the work!

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

* Take steps to
encourage teamwork
— Between volunteers and
employees

— Between newcomers and
long-time volunteers

» Very few people
trained in how to
work together

« Communicate clearly
to alleviate concerns

EveryoneReady® - ©2011 Energize , Inc.

What Concerns Staff

* Can volunteers threaten my job?

*« Who's accountable?

* | don’t want to share my limited
workspace!

« Volunteers are an interruption

« One day it’s a teen; the next day
it's aretired professor

« Volunteers get all the thanks!

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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What Concerns Volunteers

« | have more experience than
paid staff!

« Are staffers really dedicated?

* I'm on time. Where's my work?

e They just give us the grunt
work!

 Staff doesn’t appreciate what
volunteers do!

* No one tells volunteers what
is going on!

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

Solve Legitimate Issues

e Listen to concerns

« Work toward solutions

¢ Train staff:

— What is their role in
relation to volunteers?

— Basic friendliness,
courtesy, appreciation

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

#8: Supervision

Volunteers need support

* From someone knowledgeable

¢ Who works when they work

Not all volunteer roles need
“supervision”

The goals of supervision for
all staff:

* Productivity

* Motivating work environment

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
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* More than expressing appreciation
— Thanks plus really seeing the effort

« Conveying that the volunteer’s
effort really made a difference q
W

 Informal, daily recognition v
equally important to an Wit
annual event

— Including names in reports or
press releases

— Inviting volunteers to staff meetings
— Seeking input and evaluative feedback

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

If volunteers are
important, it’s important
to know what they are

Documentation

doin
9 counts!
* Records also assist: Use the facts you
gather in recruitment,
- Insurance coverage training, recognition

— Income tax claims and fundraising!

Records are the basis of
reports on volunteer
achievements

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

#11: Evaluation

Includes:
« Program Evaluation A‘

— Assures we do not waste valuable
volunteer time iJ I
\L L.
« Individual Performance

Review

Key gquestions:

« Are volunteers being asked to
do what’s most important now?

* Are people working as a team?

EveryoneReady® + ©2011 Energize , Inc. Part 3 of 3

Everyone Ready® Online Seminar “Building the Foundation for Volunteer Involvement” © 2011, Energize, Inc.
Slide Views for Notes Page 3-8



tveryone Ready

volunteer management

FROM ENEEG."LE:

About Evaluation

Individual Performance

Reviews

e Maintain standards

* Provide recognition

« Start with written position

description!
— You can only hold someone

accountable for what was agreed
would be done from the start

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

#12: Volunteer Input

« Different perspective

« Clients may speak more )
frankly to volunteers "k
« Voicing criticism is less of Why seek
arisk Volunteer o
4 input?
Be sure to ask: “What do Wi
. .
you think?” “ -

« Greater participation leads
to greater retention

EveryoneReady® -+ ©2011 Energize . Inc. Part 3 of 3

The 12 Elements

* Planning and Resources « Volunteer/Employee

. o Relations
« Staffing/Coordination
. « Supervision
* Volunteer Work Design

. « Recognition
* Recruitment

* Recordkeeping and

* Interviewing and Screening Reporting

» Orientation and Training « Evaluation

« Volunteer Input
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FROM ENEEG."LE:

What We Covered

XXX

X X

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

Everyone Ready®
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Discussion Board

Use the seminar PRI P
Discussion Board to E

ask questions and to
discuss issues with the B
other learners .

2[10-14-07 4:13 am | &ncnymeous -

3[18-02-07 $:32 am| Susan s, Energz

2[828-87 12:18 pm| susan o, Bnergiz|
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FROM ENERGSZE:

End of Part 3
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The following slides show text that is revealed in the
seminar by clicking an on-screen box.

Slide 1-32 Textbox

“10 More Reasons”

1. Are insiders/outsiders, bringing community perspective.

2. Bring their own "spheres of influence,” talking about us to their circle of friends,
family, work colleagues, etc.

3. Add diversity (of all types), expressly different from paid staff.

4. Can be objective policy makers without financial vested interest.
5. Demonstrate or acquire ownership of the issue through involvement.
6. Are at liberty to criticize because their livelihood isn't at stake.

7. Are still "private citizens,” free to contact legislators or the media.
8. Can cut through red tape and artificial jurisdictional barriers.

9. Can experiment with new ideas and service approaches, testing what might later
be funded.

10. Bring more to the organization: time, talents, hands, perspectives.

EveryoneReady® - ©2011 Energize , Inc. Part 3 of 3

Slide 3-6 Textbox

Planning Issues

« A vision or philosophy of volunteer participation

» What volunteers will do - and how we'll know they've been successful
 Goals and objectives for volunteer recruitment, support, and accomplishments

» Space designated for volunteers to work and rest, keep coats and personal
items, and store things between scheduled times on site

= Money, supplies, equipment and other resources needed/available

» Policies and procedures to guide volunteers in their work
» Policies and procedures to guide paid staff in working with volunteers
= A risk management strategy and procedures

» Assessment of staff readiness to welcome and work with volunteers
= Identification of the rights, benefits and perks available to volunteers

EveryoneReady® + ©2011 Energize , Inc.

Slide 3-9 Textbox

Work Design Ideas

+ Avision or philosophy of volunteer participation

+ What are we doing now that we would love to do more of, or in a different way, on a different

schedule, or in a different location?

« What would be helpful or supportive to clients that is not your organization's primary purpose,
but would make the entire service more effective?

« How might family members (whom you do not serve directly, but who are affected by the

services provided to their loved one) be helped or supported?
+ What needs to be done that no one on staff has the expertise to do?
« What might possibly be undertaken if new skills were found?
« Rather than someone "working for” a staff member, what might a consultant or technical

assistance provider offer to each department?
« What could a skilled person do to help department heads and executives?
+ What might a "private citizen" do that staff might not be allowed to do officially?

+ How could some form of staff diversity enlarge the services offered to clients: Age, race,
income, oecupation, life experience, ete.?

+ What's been on the back burner or on a wish list for ages?
« What research or resource finding could support our projects?

« What do we wish we could find online?
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