PROGRAM MANAGERS

MANAGING YOUR VOLUNTEERS

Coordination

· Program Manager in charge of daily operations within program for volunteers, this includes orientation, ongoing training & support

· CEO is  responsible for interview and induction. 

· Program Manager & staff are responsible for orientation and mentoring.
Planning

· Development of a volunteer management plan. This plan should address:

· Number of volunteers required and the roles they are required for

· Identification of skills already in the S&C volunteer pool (i.e.: conduct a skills audit of existing volunteers)

· Recruitment strategies

· Training that can be offered to volunteers-at least 4 times annually, as for staff.

· Recognition strategies

Submit this plan to the CEO by the 30th September 2005 – including job descriptions for each role filled by volunteers.

Job Descriptions

· Development of job descriptions outlining  the volunteers’ duties for approval by CEO and S&C seal.
Induction

· The CEO provides new volunteers with an induction, including:

· a welcome to the organisation 

· details of their position & Job description

· introductions to key people in the administration building

Orientation

· The Program Manager provides new volunteers with an orientation, including:

· information on the day-to-day operations of the organisation

· support that will be provided to them

· introduction to other staff and volunteers

· Follow the same Orientation process as for new employees.

Training

· Identify the training requirements of the volunteers within your Program
· Keep the volunteers up to date with the training that is available in the organisation-including that training offered to paid staff.
· Include an allocation for volunteer training in your Program budget

Support

· Ensure the volunteers are aware that the Program Manager is there for support.

· Ensure open channels of communication are available to volunteers. Provide them with the opportunity to ask questions, discuss problems, raise issues, put forward complaints

· Make sure that volunteers are not out of pocket; always cover their expenses that are directly involved in their delivery of service.

· Ensure that the roles and responsibilities of the volunteers are clearly communicated to them and are clearly understood.

· Keep  the volunteers regularly informed about what is happening in S&C and the Program

· Ensure that recognition of volunteers is ongoing.  ( some ideas please on how you think this should be done)
Please have this completed and back to me by the 30th September, 2005
