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INTRODUCTION 

Social institutions have an important role in society; they take care of a group of beneficiaries that need to be taken 

extra care of in communities. This can be done in many different ways and has developed itself diversely throughout 

Europe. 

Social institutions in Eastern and Central Europe show rather similar picture. In spite of many years of activity, they 

are still struggling with a multitude of tasks. Despite professionalism and continuous efforts of the personnel, social 

institutions still face the challenges of being underfunded, bureaucratic and hierarchic. State-controlled 

organisations usually lack personnel, they show low ratio of staff related to the number of beneficiaries, therefore 



 
 
 

 

many needs of social institution users and beneficiaries are not satisfied. Most often such needs exceed the scope of 

services offered by SI and are associated with loneliness, sensation of not being needed and not belonging to the 

society.  

 

At the same time many people want to take an active part in their communities or in the society they live in. These 

people are driven by different motivations and needs, which can be either individual benefits such as gaining new 

skills or work experience or motivations driven by the benefit for specific group of beneficiaries or specific 

organisations/institutions. These people are willing to offer their skills, experience and commitment. They represent 

a valuable resource for those beneficiaries, organisations/institutions but also for the society as a whole, and their 

motivation and initiative should be nurtured and encouraged. 

 

Volunteer programmes in SI offer the opportunity to satisfy the needs of SI beneficiaries and, at the same time, 

satisfy volunteers’ need to help. 

 

There are SI’s that are already experimenting with working with volunteers. But there are still many social 

institutions that need support in planning, organizing and delivering high quality volunteer programmes, not only for 

the sake of beneficiaries but also for their volunteers.  

 

Management of volunteer programmes in SI that brings benefits to the organisation, its beneficiaries and volunteers 

themselves requires conscious cooperation of all the parties involved. That is why it is indispensable to properly 

prepare not only SI employees but also SI beneficiaries, representatives of the local community and volunteers. 

 

Special attention, especially at the beginning, social institutions should put on adequate preparation of volunteers, 

giving them basis for quality volunteer work in a specific social institution, but also as a way of first contact with 

people who should became their volunteers. The experience also shows that it is very important to prepare the 

whole staff of the social institutions. Employees support volunteer efforts when they understand the benefits of 

volunteer presence in the social institution, see how the tasks performed by volunteers differ from the duties of paid 

staff and know the current law. They can significantly help execute the volunteer programme when they contribute 

to its creation and understand how they can support volunteers through their own everyday work.  

As taking care of developing the above elements it is important that organisations create a joint vision on why end 

how they want to work with volunteers. This gives a common and solid basis for implementing the volunteer 

programme.   

Such well-functioning volunteer programmes of social institutions not only support the social institution, but could 

also have a huge impact on the local communities as well as overall on the countries’ social capital.  

 

Within the frame of an Erasmus + project, called SoVol, the project partner organizations aim to strengthen the 

capacity of social institutions through the involvement of volunteers. The intention is to encourage social institutions 

to utilize the added value volunteers can bring.  

 

This handbook will provide you with the expertise on basic preparation of SI employees for cooperating with 

volunteers in social institution. Its aim is to encourage social institutions to utilize the added value volunteers can 



 
 
 

 

bring and turn SI employees on to undertake the adventure of building up and maintain a volunteer programme in 

their institution for the benefit of all parties. For the handbooks on volunteering please visit the project’s website: 

www.sovol.wordpress.com 

 

This handbook is one of the series. 

 

THE AIM OF THIS HANDBOOK 

This handbook is to provide support for the trainers who will deliver training for SI employees in the field of 

volunteering. It has been design on the basis of our experiences in volunteer programme execution in SI.  

 

This handbook gives trainers a structure of the training (training flow), useful tools and methods. We have tried to 

reflect all indispensable elements so that the training properly prepares SI employees for cooperation with 

volunteers in safe, engaging and thought-provoking atmosphere. The trainer shall make sure that participants can 

freely express their views, ask questions and get answers to important matters.  

 

 

WHO IS THIS HANDBOOK FOR 

This handbook is for a person who will deliver the training for the SI employees. This training can be delivered by a 

trainer or a person experienced in introducing voluntary programs in the social institutions. 

The trainer shall have fundamental information on the welfare system. In preparation to the workshop, he or she 

should become familiar with the organisation, its specifics and culture.  

 

Very helpful will be the experience of the person conducting the training in making organisational changes. Such 

experience facilitates understanding of employees’ anxieties. 

 

The trainer should encourage participants to express their opinions and be active during the training as well as to 
pay attention to relations between participants. When needed, the trainer shall react to ensure training objective 
satisfaction in safe and open atmosphere. 
 

HOW TO USE THIS HANDBOOK (OR STRUCTURE OF THIS BOOK) 

The handbook gives you a structure for the training flow and methodology to deliver the training for SI employees. 

These are suggestions based on the experience and work of SoVol partners. Use them advisedly, adequately to the 

organisational culture and relations between employees and the manager.  

 

 

The handbook is divided into units of the training flow. Each unit has an own chapter with described timing, methods 

and materials for delivering it. If, based on your experience, you realise that in certain cases other methods should 

be used, use them and remember about the aims of particular sections of the training. 

 

The flow of this training depends on the type of organisational culture. The Unit 3 execution should be properly 
adjusted. Konowing that different organizational cultures exists, the trainer should emphasize that emloyees, 
whicheever culture is dominant, should be involved in the process or in some steps of the process of 
developing/planning the volunteer programme.  
 

 

 



 
 
 

 

ABOUT THE TARGET GROUP/GROUPS OF THE TRAINING 

The workshop is addressed at SI employees. It is crucial that all SI staff take part in the workshop, even those 
employees who may have rare contact with volunteers (e.g. accountants, IT specialists, etc.).  
The workshop will make them aware of volunteers’ presence and activity in the organisation as well as objectives 
and meaning of the volunteering programme.  
 
Participation of managers or their representatives is especially important as their presence will contribute to the 
prestige of the programme and strengthen the authority of the volunteer manager. It is especially important if the 
organisation has a hierarchical culture.  
 
In the organisation with a hierarchical culture it is very important to agree, before the training, with the top 
managers or their representatives their presentation about reasons of introducing and aims of the volunteer 
programme in SI. 
 
For the organisation with a democratic culture, presence of all staff, can be a possibility to discus the needs, aims 
and ways of introducing of the voluntary program and to make common decisions about it. 
 

PREPARING THE TRAINING  

Before the training, the trainer has to learn about the organisation, recognise organisational culture and structure. It can be 
done during pre-meeting with the SI management or staff representatives. Foe testing the organisational culture the trainer can 

use the Organizational Culture Assessment Instrument https://ocai.wordpress.com/2010/05/21/organizational-culture-
assessment-instrument-ocai-explained/.  

Depending on the culture (more hierarchical or democratic) the training can be run differently. In hierarchical 
organisations it is necessary to agree before the training, who (a manager or the staff representative) will present 
objectives and expectations associated with the volunteer programme and how the volunteer manager will be 
chosen. In democratic organisations the training can be a proper time for discussion about the volunteer programme 
and choosing the volunteer manager.  
 
We think that the training should take part during office hours and engages all SI employees To obtain this, it is 
important to agree it, before the training, with the SI management. 
 
The need for proper preparation cannot be overstated. Trainees will gather first impressions in the first few minutes 

of the training, and they will judge the material and the trainer on how prepared the training environment is. 

Everything should run smoothly at the start of the session. 

 

As the person in charge of the training, it’s up to you to develop standard preparation procedures to ensure a high 

quality of training. Every detail counts. 

 

There are several major steps in the training preparation. These areas include preparing yourself as a trainer, training 

materials, the training space and trainees. The most successful training sessions are very carefully planned and 

prepared, in every detail. 

 

Prepare yourself 

Each trainer has different qualifications, experience, expertise and methodology of training. Even trainers who are 

intimately familiar with a subject must properly prepare for the training. 

 

 The trainer should have basic knowledge about the social institution for which he/she is delivering the 

training. Get to know its main services, beneficiaries, staff involved in the volunteer programme, types of 

problems they face.   

https://ocai.wordpress.com/2010/05/21/organizational-culture-assessment-instrument-ocai-explained/
https://ocai.wordpress.com/2010/05/21/organizational-culture-assessment-instrument-ocai-explained/


 
 
 

 

 Get familiar with the training space by arriving early on the day of training to prepare everything and check 

that everything is in order. 

 Stay in tip-top presentation shape. Are you keeping hydrated with room temperature water to ensure you 

do not damage your vocal cords? Drink non-dairy fluids to soothe your vocal cords and prevent a dry or sore 

throat from extensive talking during the session. 

 

Prepare the training space 

Prepare classroom and hands-on training areas by checking for: 

 Adequate seating arrangements 

 Comfortable environmental conditions 

 Sufficient lighting 

 Required equipment, such as video player/monitor, slide projectors, flip charts and other needed media or 

materials. 

 

A key component in organizing and delivering trainings is to ensure that the area in which you will conduct the 

training is set-up in such a way that maximizes the training experience. Below are several key factors to consider 

when setting up the training space: 

 

 Have proper equipment and supplies on site. If you’re using a projector or connecting a laptop to a larger 

display screen, do you have the proper cables, extension cords and tape to prevent attendees from tripping 

on the cables, connectors, and an extra bulb in case the projector burns out? If performing hands-on 

training, do you have all of the equipment, materials, and supplies needed to perform the tasks? Ensure that 

tools, equipment, machines or other props for demonstration or practice are working properly. 

 Ensure everyone can see. Placement of visual training aids is significant when setting up your training space. 

Where are you going to position the projector, screen, or flip chart, so it doesn't block the view of 

participants? Also, keep in mind that you, your movements and position, shouldn't interfere in trainees full 

and quality participation in the training.     

 Have enough and appropriate materials on hand. If working with a flip chart to write notes or perform 

calculations, make sure to have additional blank paper and markers at your hand. Do you have dark markers 

so those sitting in the back of the room can see what is written? Make sure you have enough handouts or 

other materials for trainees.  

 

Prepare participants 

To ensure the most productive training experience, you also need to prepare participants. You want them to be 

highly motivated before they walk through the training doors. Consider using some of these pre training techniques 

to put training participants in a receptive frame of mind, get them geared up for the topic, and prepare them to 

learn. 

 Distribute a session outline or agenda before the meeting. Trainees who might be anxious about training will 

be put at ease when they know ahead of time what will be covered. And since knowledge is power, all 

trainees benefit from knowing what’s on the agenda. You benefit when trainees enter the room already 

thinking about the topic. 

 Distribute pre-session activities. Along with the outline, include fun and simple open-ended questions or 

situations, such as these: 

General questions: 

 What do you already know on the training topic? 

 Why do you think this training is needed? 



 
 
 

 

 How will this training benefit you and the social institution? 

 

It's important to note that you should pay attention at the state of participants (level of their involvement, level of 

the group tiredness, level of concentration etc.) so you would be able to define the needed breaks for refreshment 

and lunch if it is needed. You will find one break in the training flow but you can add one more if the participants 

need it. 

 

Tips for trainers  

Retrieved January, 2018 from  http://archive.workshops.350.org/facilitation/ 

Have clear goals – know what you want out of a particular session. 

Customize your training - As already mentioned it is important to design your training tailored to the needs of the 

social institution where the training participants will actually work. An effective training is customized to meet the 

needs of your audience and engages them using a variety of activities or modalities. 

Create space for learning by doing - Everyone learns by doing, so consider using role-plays, scenarios and other 

activities to bring your trainings to life and make them appealing and interactive.  

You may consider activities such as:  

 Think or write individually 

 Pair or group discussion 

 Group work 

 Drawing and singing  

 Simulation 

 Role-play 

Hold boundaries – set out time boundaries, the number of questions you will take, etc. and stick to them to create a 

safe and consistent space for participants 

Take risks – at the same time, take risks in asking difficult questions or pointing out developing group dynamics. 

Be transparent – be open with the group about why you’re doing particular activities, or that you’re experimenting 

with something new – this makes you more part of the group and helps them learn about facilitation as well. 

Pay attention to participants’ needs - You should pay attention at the state of participants (level of their 

involvement, level of the group tiredness, level of concentration etc.) so you would be able to define the needed 

breaks for refreshment and lunch if it is needed. 

Break at least every 90 minutes. - Take a break every 60 minutes if the audience is seated theatre style; every 75 

minutes for classroom style; and never go more than 90 minutes without a break.  

Listen for emotions – try to read the group’s emotions and reactions, and try to see what is not being said, or who is 

not speaking – try to bring those out through good questions. 

Reflect and summarize – your job as facilitator is often to take, generalize and summarize what participants are 

saying about a particular topic, to help the conversation arrive at a good conclusion. 

Ask good questions – some examples to get more clarification or go deeper, or to guide the conversation back to the 

topic at hand:  

 Can you give me an example of that? 



 
 
 

 

 Can you say more about that? 

 How did you get to that conclusion? 

 How do you see that relating to [whatever topic you’re covering]? 

 What do you think a solution to that could be? 

 Have you experienced something like that before?  What was it? 

 

Discover a new approach - SoVol partners have experimented with a new way of perspective that is highly 

recommended to use during the trainings. It is called Appreciative Inquiry (AI). 

Retrieved January, 2018 from https://appreciativeinquiry.champlain.edu/, on the webpage hosted by The David L. 

Cooperrider Center for Appreciative Inquiry the following definition is to be found: “At its heart, AI is about the 

search for the best in people, their organizations, and the strengths-filled, opportunity-rich world around them. AI is 

not so much a shift in the methods and models of organizational change, but AI is a fundamental shift in the overall 

perspective taken throughout the entire change process to ‘see’ the wholeness of the human system and to 

“inquire” into that system’s strengths, possibilities, and successes. ”  

– Excerpt from: Stavros, Jacqueline, Godwin, Lindsey, & Cooperrider, David. (2015). Appreciative Inquiry: 

Organization Development and the Strengths Revolution. In Practicing Organization Development: A guide to leading 

change and transformation (4th Edition), William Rothwell, Roland Sullivan, and Jacqueline Stavros (Eds). Wiley 

The 5-D cycle of AI offers generative process model for approaching change at all levels within a system. 

 

5D Cycle of AI 

1. Define – What is the topic of inquiry? – It is important to define the overall focus of the inquiry (what the 

system wants more of). Definition is used to clarify the area of work to be considered. In spite of being the 

starting point of the cycle, it’s a recent addition – the 5Ds were originally the 4Ds, including discover, dream, 

design and destiny. Definition defines the project’s purpose, content, and what needs to be achieved. In this 

phase, the guiding question is, “What generative topic do we want to focus on together?” 

2. Discover – Appreciating the best of ‘what is’ – Discovery is based on a dialogue, as a way of finding ‘what 

works’. It rediscovers and remembers the organization or community’s successes, strengths and periods of 

excellence. 

3. Dream – Imagining ‘what could be’ –  Imagining uses past achievements and successes identified in the 

discovery phase to imagine new possibilities and envisage a preferred future. It allows people to identify their 

dreams for a community or organization; having discovered ‘what is best’. They have the chance to project it 

into their wishes, hopes and aspirations for the future 

4. Design – Determining ‘what should be’ – Design brings together the stories from discovery with the 

imagination and creativity from dream. We call it bringing the ‘best of what is’ together with ‘what might be’, to 

create ‘what should be – the ideal’. 

5. Deliver/Destiny – Creating ‘what will be’ – The fifth stage in the 5Ds process identifies how the design is 

delivered, and how it’s embedded into groups, communities and organizations. In early appreciative inquiry 

development, it was called ‘delivery’, based on more traditional organizational development practice. The term 

‘destiny’ is more prevalent now. 

 

 

https://appreciativeinquiry.champlain.edu/


 
 

 

TRAINING FLOW FOR 4 HOURS (1training hour=45 min) TRAINING FOR SI EMPLOYEES  

 
 

Unit name Time 
allocated 
(minutes) 

Aims of the unit Learning outcomes 
After completing this unit, the participants 

should be able to….. 

Topics Methods used 
(number and 
name of the 

methods that can 
be used) 

1. Introduction 25 min - Construction of the motivation to 

participate and safe work atmosphere 

during the workshop 

- Understand the objectives of the workshop 

- Know the meeting agenda and the rules of 

participation in the workshop 

- Express their expectations regarding the 

training  

- the objectives of 
the workshop 

- meeting agenda 
- the rules of 

participation 

1. Oral 

presentation - 

Introduction 

 

2. Introduction to 

volunteering 

20 min -Bringing together of understanding 

what is volunteering 

 -Getting to know basics of voluntary 

legal work 

- Understanding the demographic 

profile of volunteers in the country and 

their the most frequent motivation  

- Understand the main principles of voluntary 

(free, voluntary and organized) 

- Name the laws, relevant values, definitions on 

volunteering based upon the policies  

- Know the demographic profile of volunteers in 
SI and the typical motivations of volunteers 

- the notion of 
volunteering 

- regulations 
concerning 
volunteering 

- Profile of 
volunteers in SI 

- Examples of 
typical motivation 
for volunteering 

2.Facilitated 

discussion + 

presentation 

3.Mini-lecture  

 

3. Volunteering in SI 30 min - Understanding the purpose of 

inclusion of volunteers in the activities 

of SI 

- Understanding the structure and 

volunteering roles of those responsible 

for its implementation 

- Understand how volunteering fits into the 

mission and goals of the organization. 

- Understand what volunteer work is about and 

how it differs from paid staff work 

- Know and understand the structure of the 

volunteer programme in SI, tasks and 

responsibilities of volunteer Manager 

- goals and the role 
of volunteering in 
our organization 

- way of organizing 
voluntary 
organization 
(structure) 

- role, tasks and 
responsibilities of 
volunteer 

4. Oral 

presentation and 

group work 



 
 

 

manager) 

BREAK 15 min 

4. Volunteering in 

our organization – in 

practice  

80 min - Appreciating what they do the best 
- Imagining what could be the ideal 

vision of SI beneficiaries’ life in the 
community 

- Designing the ways of fulfilling their 
dreams by the cooperation with 
volunteers 

- Creating the plan of implementing 
chosen ideas 

- Name the areas of satisfaction and strengths 
of their work for beneficiaries 

- Have a vision of the ideal beneficiaries’ life in 
the community 

- Create the ideas of improving beneficiaries’ life   
by the cooperation with the volunteers and 
plan how to implement chosen ideas 

- Discovery 
(appreciating the 
best of/what is in) 

- Dream (imagining 
what could be) 

- Design 
(determining what 
should be) 

- Destiny Delivery 
(creating what will 
be) 

5.  Facilitated 

discussion  – 

Discovery  

 6. Group work – 

Dream  

7. Brainstorm– 

Design  

8. Group work – 

Destiny Delivery  

5. The benefits of 

working with 

volunteers 

20 min - Naming the benefits of cooperation 
with volunteers  

- See the benefits of cooperation with volunteers 

for the SI, the beneficiaries and the employees. 

 

- Benefits of 

cooperation with 

volunteers  

9. Work in 3 

groups  

6. End of the 

workshop 

5 min - A summary of the content discussed 
- Farewell to the participants 

- Reflect on the training - Summary of 
contents 
- individual 
reflection 

10. A round  

 



 
 

 

UNIT 1 Introduction to the training  

1 Oral presentation - Introduction 

Duration  25 minutes 

Description (step 

process for the 

facilitator, including 

debriefing 

questions)   

Welcome to participants and introduction of the trainer.  

The trainer presents the objectives and agenda of the workshop, briefly explaining them. 

Then, the trainer asks each participant to provide a brief stating the following: 

- first name and last name 
- the experience with the volunteering or volunteers 
- witch part of workshop’s content (presented in the agenda) are the most interesting 

for the participant, why? 
- the name and the position of the person in front of them (this person starts to 

introducing her/hisself.  
 
The trainer does not make comments on statements of the participants. They mark with 

post-its interesting aspects, remember the explanation of why the topic is important to be 

able to refer to it later in the workshop. 

 

After that, the trainer presents a proposal of the ground rules for effective work during the 

workshop: 

- the focus for the workshop 
- respect for diversity sentences 
- seeking constructive ideas for the community 
- speaking as one, to be able to hear the speech of every person 
- do not use telephones, computers and other mobile devices 
- punctuality 

 
Reading each point the trainer explains it’s meaning and asks if the participants accpet it. 

The trainer also asks participants whether they want to establish some additional rules, and if 

so, appends to earlier. 

All the accepted rules represent a common contract of the group.  

Materials needed Flip chart or a slide presentation with objectives and agenda of the workshop 

Flip chart with the proposal of the ground rules 
Post-it cards 
Markers 

Source/reference (if 

there is: website, 

literature, link..) 

International Federation of Red Cross and Red Crescent Societies (2009). Behaviour change 

communication (BCC) for community-based volunteers - Trainers manual. Geneva. Available 

on: 

http://www.ifrc.org/Global/Publications/Health/119200_BCC%20community%20based%20v

olunteers%20trainers%20manual_LR.pdf  

 

UNIT 2 Introduction to volunteering  

2 Facilitated discussion + presentation  – Introduction to volunteering 

Duration  10 minutes  

Description (step 

process for the 

facilitator, including 

debriefing 

questions)   

The trainer asks participants to try to answer the following question in one sentence: "How 

would you define volunteering?"  

Writes the responses on a flipchart, does not comment on them. 

If participants have difficulty with the answer, the trainer can ask additional questions, such 
as: "How differs volunteer work from paid work?” "In what areas do volunteers work?"  

http://www.ifrc.org/Global/Publications/Health/119200_BCC%20community%20based%20volunteers%20trainers%20manual_LR.pdf
http://www.ifrc.org/Global/Publications/Health/119200_BCC%20community%20based%20volunteers%20trainers%20manual_LR.pdf


 
 

 

When the participants have answered the trainer presents on the slide or flipchart the 

definition of volunteering and briefly comments on it, referring to the answers given by the 

participants.  

Materials needed Flip chart and markers 

Definition of volunteering written on a flipchart or a slide  

 

3 Mini-lecture – Legal basis for volunteering  

Duration  10 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

Using the presentation, the trainer explains the legal basis for volunteering in the country.  

The trainer puts empasise to values, definitions on volunteering based upon the policies 

related to volunteering and some general regulations/diversification from paid work. 

 

The trainer shortly presents the demographic profile (age, gender, education, etc), 

specificities and tipical motivations of the volunteers involved in their SI. 

If necessary, answers questions from the participants. 

Materials needed Power point presentation of the legal basis for volunteering in the country.  

 

UNIT 3 Volunteering in our organization 

4 Oral presentation and group work - Volunteering in our organization 

Duration  30 minutes 

Description (step 

process for the 

facilitator, including 

debriefing 

questions)   

This part can be executed in different ways, depending on the organization culture. The 

trainer should keep in her/his mind the organizational culture, but despite it, he/she should 

empasise involving all employees in the process process of developing/planning the 

volunteer programme.  

 

Version 1 – When the organisation has a hierarchical culture it is necessary for the 

development of the volunteer programme to have the support from the top management.  

So during this training presence of the manager or his/her representative is very important. 

 

The manager or his/her representative presents: 

- The reasons to engage volunteers in the organisation  

- The role of volunteers in organisation mission and goals achievement  

- The objectives of the volunteer programme in the organisation  

 

If the volunteer manager has not been already chosen, the trainer presents the role and 

typical tasks of volunteer manager.  

If the volunteer manager is already chosen, she/he presents: 

- the role and tasks of the volunteer manager  

- the resources the volunteer manager will use  

- the structure of volunteering (reporting lines, etc.) 

 

After the presentation the trainer divides the participants into 4 groups. Each group is 

working on different question.  

1st Group – What opportunities gives the introduction of the volunteer programme in our SI? 

2nd Group – What threads brings the introduction of the volunteer programme in our SI? 

3rd Group – What does the volunteer manager need to execute this function? 



 
 

 

4th Group – How the volunteer programme can influence the SI reputation in the local 

community? 

 

After 7 minutes work, each group presents the results. Other participants can ask questions 

or make comments. During the presentation of the threads, the trainer, the volunteer 

manager or the representative of the managements can make comments how the SI can 

avoid it.  

 

Version 2 – When the organisation has a democratic culture, this unit can be a place for 

discussing and making common decision on volunteer programme and choosing a volunteer 

manager.  

The trainer presents a case of SI witch has already introduced a volunteering programme. 

The case shows the reason and steps of introducing VP, examples of volunteers’ activities, 

the role and typical tasks of volunteer manager.     

 

After the presentation the trainer facilitates the discussion by asking questions: 

- What could be the reasons to engage volunteers in the organisation?  

- What objectives of the volunteer programme in the organisation can be defined? 

- What kind of opportunities and threads can bring the introduction of the volunteer 

programme in our SI? 

After 20 minutes of discussion, the trainer summarise the conclusions and asks if someone 

wants to become a volunteer manager? If somebody is ready to take this role, the trainer 

congratulates and encourages her/him to invite other employees to help her/him with 

creating the volunteer programme. 

 

If, at this moment, nobody is ready to become the volunteer manager, the trainer 

encourages participants to form a task force witch will create the goals, the structure and 

steps of introducing the volunteer programme. The task force will start their work after the 

training. 

 

Materials needed Flip chart and markers  

Presentation (in version 1) 

The case study of SI volunteer programme 

 

UNIT 4 Volunteering in our organization – in practice 

5 Group work & Facilitated discussion  – Discovery (appreciating the best of what is in) 

Duration  20 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

The trainer asks the participants do answer 3 following questions and write the answers at 3 

different post-it cards: 

What, as an organisation, do you do the best for the beneficiaries? 

What are you proud of? 

What makes you successful? 

The trainer writes the answers up in a flipchart. 

 
When all answers have been collected, the trainer asks:  

What do you think about the answers you have just heard? How do you feel about them? 

Materials needed Flip chart and markers 



 
 

 

 

6 Group work – Dream (imagining what could be) 

Duration  20 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

The trainer displays colourful photos/cards.  

Each participant is asked to choose one image that shows the ideal vision of SI beneficiaries’ 

life in the community. The trainer encourages participants to think about their dreams, 

wishes, imagination, as if everything was possible.  

Each participant chooses one photo/card.  

Next, participants form groups of 3 people and talk about their dreams.  

Each group presents their dreams to others.  

The trainer writes group work effects in the flipchart. 

Common elements are highlighted.  

Materials needed 20-30 colourful photos/cards with different images.  
Flip chart and markers 
 

 

7 Brainstorm– Design (determining what should be) 

Duration  20 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

The trainer encourages the participants to think, individually, how their dreams could be 

fulfilled by the cooperation with volunteers.  

First, the trainer reminds everyone the key brainstorming principles: 

- every and any idea is OK  
- ideas proposed must not be judged  
- all ideas are recorded  
- participants may find inspiration in ideas proposed by others and build upon 

previous concepts  
- the more  ideas the better  

The trainer invites everyone to join the brainstorm.  

The brainstorm lasts ca. 5 min. The trainer writes down all ideas. 

Upon brainstorm completion, the trainer informs participants that it is time for assessment 

and selection of 3 ideas for implementation. 

 

The first stage of selection consists in rejecting those ideals that cannot be implemented due 

to legal reasons or because they overlap with responsibilities performed by paid staff. 

Participants look for such ideas together and delete them. 

 

The second stage of selection consists in choosing those ideas that satisfy acceptance 

criteria.  

The trainer asks the participants about the criteria they would like to apply during selection. 

In case participants need some examples, the trainer informs them that it can be, e.g.: 

urgency (the task should be performed as soon as possible); biggest benefits for 

beneficiaries; biggest benefit for the organisation; easiness of task completion, etc. 

Participants decide on the criterion and make their choice. To do so, each participant has 3 

votes (possible in the form of post-its). The votes will support the idea that best satisfies the 

criterion. They can be distributed in different ways: to support three different ideas with one 

point, to support one idea with three points or to support two ideas with one and two 

points. 

After a moment of thinking participants come to the flipchart and vote. The trainer counts 

the votes and marks the three ideas supported with the higher number of points.  



 
 

 

Materials needed Flip chart and markers 
Post-its or dot-shaped stickers (3 for each participant) 
 

 

8 Group work – Destiny Delivery (creating what will be) 

Duration  20 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

The trainer divides participants into 3 groups.  

Each group is given one of the selected ideas and asked to develop it and say how it will be 

implemented. Groups discuss and write their answers to the following questions: 

WHY? Why is this task important? What benefits will it bring? 

WHAT? What exactly has to be done?  

WHEN? When the task should be delivered? How log will it last?  

WHERE? Where the task will be delivered?  

WHO? Which volunteer (with what competencies and features) would be the best to execute 

the task? Which employees could help them execute the task? What they can do? What  role 

they will play? 

 

After ca. 10 minutes groups present results of their work. 

 

After the presentation of each group, other participants ask questions, make comments and 

propose other solutions.  

The trainer makes sure all workshop participants accept the task execution plan.  
 

Materials needed Flip chart and markers 
5W questions written on a flip chart or a slide: Why? What? When? Where? Who? 
 

 

UNIT 5 Benefits of working with volunteers 

9 Work in 3 groups – Benefits of working with volunteers  

Duration  20 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

The trainer asks participants to think about benefits of cooperation with volunteers. 

The trainer pretends hands out 3 cards flipchart titled: 

1st - the benefits of cooperation with volunteers for the SI  

2nd - the benefits of cooperation with volunteers for the for SI beneficiaries 

3rd - the benefits of cooperation with volunteers for SI employees 

 

Participants form 3 groups. Each group would work on a different area of benefits. After 3-5 

minutes, groups change their place so each group can start working on a new area. 

Participants read the records made by the previous group and add their own thoughts. After 

3-5 minutes groups change their place and stat working on another area.  

Upon work completion, groups come back to the area they started with and read the records 

made by other groups. 

 

After saving all the benefits reported by participants, the trainer invites to a short summary 

of the forum: "What are your thoughts seeing the benefits listed here?" 
 

Materials needed Flip chart and markers 



 
 

 

3 cards flipchart with 3 areas of benefits 
 

 

UNIT 6 End of the training 

10 A round - A summary and individual reflection 

Duration  5 minutes 

Description (step 
process for the 
facilitator, including 
debriefing 
questions)   

Trainer repeats the content discussed during the workshop 

 

The trainer asks each of the participants to tell a sentence saying his/her impressions about 

the workshop. 

Materials needed Flip chart or slide with the agenda and aims of the workshop 

 

 

UNIT 7 Formal evaluation of the training 

Prepare a written form through which participants can evaluate the training. Include open and closed questions, so 

you can compare data (closed questions, evaluating certain aspects on a scale) and so participants can state some 

parts you didn’t ask or to elaborate their answers (open questions). 

Include questions about if the training was successful in reaching the learning outcomes, their knowledge before and 

after the training, about the clarity of the presentation, about the possibility to actively participate and logistics part 

of the training (room, breaks, materials, prior information). 
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 Netherlands, Movisie - Kennis En Advies Voor Maatschappelijke Ontwikkeling,  Utrecht 

 

The key goal of the SoVol project is to strengthen the capacity of social work institutions to deliver good quality help 

to disadvantaged groups, such as those living in poverty, the elderly, people with disabilities and ethnic minorities in 

the CEE Region. More and more individuals find a meaningful reason in participating in civic actions. NGOs without 

the contribution of volunteers could not operate properly and at the same time through these opportunities people 

gain lots of skills, experiences and valuable connections. These programs have a huge impact on the local 

communities and overall on the countries social capital however most welfare institutions are still not open to 

cooperate with local citizens or volunteers. 

   

The program wants to create learning and sharing experience for the participating organisations, to generate high 

quality learning materials to support citizens wanting to get involved into the lives of public social institutions. At the 

same time the project wants to enable and encourage social institutions to open and utilize the added value 

volunteers can bring. 

  

The project aims to prepare the following outcomes: 

  

A guidebook on how to set up volunteer programmes in social institutions will help all social institutions to start 

involve volunteers. It is a step by step guidebook that contains the key guidelines that have to be followed and 

provided for a successful volunteer program in any social institution. 

 

A training curriculum on volunteer management for employees of social institutions, volunteer managers, mentors, 

which contains 3 different training curricula: 

1. Sensitizing training for all employees and stakeholders of a social institution 

2. Training for volunteer managers 

3. Training for volunteer mentors 

 

Separate training curriculum for volunteers of social institutions will be elaborated with a focus on beneficiaries 

such as elderly, children living in foster care, addicts, homeless people, disabled people and psychiatric patients. 

 

http://www.onkentes.hu/


 
 

 

Finally a handbook on measurement and communication of the impact of volunteering in social institutions will be 

prepared. This output aims to provide the social institutions with a practical handbook on how to measure the 

impact of volunteering and how to best communicate about volunteering in order to raise the public awareness on 

the value that volunteers bring to the social institutions services and to the overall society. 

  

The project partners will elaborate a layout for each intellectual output based on the experiences gathered during 

the desk research period and the Dutch study visit. All the outputs will be tasted at the same time in a chosen social 

institution in Hungary, Romania, Slovakia, Poland and Croatia in the frame of pilot activity. After the pilot activity 

alterations of all outcomes will be finalized based on the conclusions of the pilots. On national and international 

multiplier events the outcomes will be presented and further the plans for further multiplication and sustainability of 

project results will be established.  

 

For more information please visit the project’s website: www.sovol.wordpress.com 

 

ABOUT THE AUTHOR ORGANISATION 

Volunteer Centre began operations in 1993. In 1994 Volunteer Centre opened the first Referral Agency for 

Volunteers in Poland. Agency has become a kind of office that connects volunteers and organizations interested in 

cooperation.  

Dynamic development of the voluntary movement and very high interest in this form of activity in Poland, meant 

that in 1995 the Centre began the process of creating Volunteer Centres across the country. In 1997, the Centre 

began the first thematic projects involving volunteers "Volunteering at the social welfare centres (OPS) in Warsaw”. 

In the wake of this program appear in the next: "Volunteers help the disabled", "Volunteering at the hospital” , 

Volunteering at school." Since 2001, we support the implementation of systematic research into volunteering in 

Poland “Volunteering and philanthropy in Poland”.  

At the beginning of 2002 volunteer movement in Poland started new activity - cooperation with the business sector. 

“Corporate volunteering” program involves employees of companies in social activity. Offer Volunteer Centre in 

2006, was enriched with www.mojwolontariat.pl on the Polish market, the first new technology tool for connecting 

volunteers with organizations (specific Internet tool for matching volunteers and beneficiaries). Also in 2006, offers 

our activities we have done for the campaign to promote volunteering "Helping makes you stronger”, which is 

prepared by the Leo Burnett advertising agency and in which campaign starring as volunteer The World Champion 

Strongman - Mariusz Pudzianowski. In 2008, we initiated the next stage of strengthening volunteering initiatives in 

Poland. In cooperation with the Norwegian partner of Barum Kommune, started the program strategy for 

volunteering. In 2010 Volunteer Centre Team coordinated volunteer program for the European Summer Special 

Olympics Games 2010. Two years later in 2012, we created in Warsaw, Volunteer Centre for European 

Championships UEFA EURO 2012. In 2014 Volunteer Centre became a partner organization for Warsaw authority to 

create and rise supporting program for volunteers in Warsaw “Warsaw’s Volunteers”. Two years later In 2016 Centre 

was invited to team of experts working on idea of governmental program supporting volunteer movement in Poland 

“Polish Solidarity Corp” 

 

 

 

  

http://www.mojwolontariat.pl/
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