
 1 

 

TRAINING VOLUNTEER MANAGERS OF SOCIAL 

INSTITUTIONS 

– Trainers’ Handbook –   

 

Borbála Hadrévy, Mónika Mátyás 

 

 

 

 

 

 

 

 

 

 

 

 

 

1st version 

2018. 



 2 

 

 

TRAINING VOLUNTEER MANAGERS OF SOCIAL INSTITUTIONS 

Trainers’ Handbook  

1. edition – Budapest: Publisher, 2018. –  

 

 

Reviewers:  

 

Tamara Fabac, Zvijezdana Schulz Vugrin, Marta Hauser, Solcova Jana, Mgr., PhD., Alzbeta 
Brozmanova Gregorova, András F. Tóth, Brigitta Nagy, Emese Marosszéki, Erzsébet Szokoli, Corina 
Pintea, Diana Bere, Michaëla Merkus,  Inge van Steekelenburg, Dariusz Pietrowski, Monika 
Bełdowska 

 

 

 

 

 

 

 

The guidebook has been created as a part of the project “CAPACITY BUILDING IN THE SOCIAL SECTOR 
through the Development of Volunteer Programs at Social Institutions in the CEE Region” Acronym: 
SoVol is implemented by Önkéntes Központ Alapítvány, Volunteering Hungary - Centre of Social 
Innovation (www.onkentes.hu, www.oka.hu) in partnership with the Platform of Volunteer Centers 
and Organizations Slovakia, (www.dobrovolnickecentra.sk), the Association for Civil Society 
Development SMART in Croatia, (www.volonterski-centar-ri.org), Volunteer Centre, Warsaw in 
Poland (www.wolontariat.org.pl), Pro Vobis - National Resource Center for Volunteerism in Romania, 
(www.provobis.ro) and Movisie - the Netherlands centre for social development, (www.movisie.nl) 
from September 1st 2016 until August 31th 2019, and funded by the European Union under the 
Erasmus+ Program, under the contract number: 16/1/KA204/22920 

 

The European Commission’ support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 
cannot be held responsible for any use which may be made of the information contained therein. 

 

 



 3 

CONTENT 

 

INTRODUCTION ....................................................................................................................................... 5 
AIM OF THIS HANDBOOK ........................................................................................................................ 6 
WHO IS THIS HANDBOOK FOR ................................................................................................................. 7 
HOW TO USE THIS HANDBOOK ............................................................................................................... 7 
ABOUT THE TARGET GROUP OF THE TRAINING ...................................................................................... 7 
PREPARING THE TRAINING ...................................................................................................................... 9 

PREPARE YOURSELF: ........................................................................................................................ 9 

PREPARE THE TRAINING MATERIALS: ............................................................................................. 9 

PREPARE THE TRAINING SPACE: ...................................................................................................... 9 

PREPARE PARTICIPANTS: ............................................................................................................... 10 

Tips for trainers ................................................................................................................................. 11 

Training flow for 18 hours volunteer management training ................................................................. 14 
UNIT A1 Introduction and getting know each other ............................................................................. 19 
UNIT A2 Introduction to volunteering ................................................................................................... 23 

Handout: Quiz questions about volunteering ................................................................................... 24 

UNIT A3 Steps in volunteer management ............................................................................................. 27 
Handout: Volunteer management cycle ........................................................................................... 29 

Handout: The responsibilities of a volunteer manager include especially: ...................................... 30 

UNIT A4 Planning and preparing for volunteer involvement ................................................................ 31 
Handout: Stages of the volunteer programme planning .................................................................. 33 

Handout: Planning the volunteer programme .................................................................................. 34 

UNIT A6 Closing the day ........................................................................................................................ 36 
UNIT B1 Warming up the day ................................................................................................................ 37 
UNIT B2 Volunteer recruitment ............................................................................................................ 38 

Handout: Template for volunteer position description .................................................................... 39 

Handout: Template for structure of volunteer job interview ........................................................... 43 

UNIT B3 Motivation ............................................................................................................................... 44 
Handout: Template for questionnaire for volunteer classification ................................................... 45 

UNIT B4 Support and supervision ......................................................................................................... 49 
UNIT B5 Evaluation and measuring impacts ......................................................................................... 51 
UNIT B6 Ending of a cooperation with volunteer ................................................................................. 53 
UNIT B7 Features of a good volunteer manager ................................................................................... 53 

Handout: Volunteer policy content ................................................................................................... 55 

UNIT B8 Summarize the 2 days ............................................................................................................. 57 
Handout:FEEDBACK SHEET -Evaluation questionnaire –- Volunteer management training ............ 59 



 4 

BEST PRACTICE ...................................................................................................................................... 62 
ABOUT THE SOVOL PROJECT ................................................................................................................. 63 

Project partners ............................................................................................................................. 63 

ABOUT THE AUTHOR ORGANISATION ................................................................................................... 64 
 



 5 

 

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 
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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, so-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. Therefore a series of 

handbooks were created for those employees of social institutions who are open and willing to 

undertake the adventure of building up and maintaining a volunteer programme in their institution 

for the benefit of all parties.  

 

This handbook is one of the series. 

 

AIM OF THIS HANDBOOK 

The purpose of this trainers’ handbook is to provide support to trainers who will deliver 

training for volunteer managers (either employees of the social institution or volunteers) in 

the field of volunteering in any type of social institution. 

It is important to underline that this handbook only deals with volunteering related topics. 

Whether further training elements about the specifics of the actual social institution are 

needed should be decided by the trainers and volunteer managers, depending on the 

participants’ prior knowledge, background and status. The specifics about the actual social 

institution should include the followings: 

- Aim, main activities, services, beneficiaries of the social institution 

- Organogram of the social institution 

- Rules and regulations of the social institution 

- Laws related to the work area and beneficiaries of the social institution 

Additionally this handbook intends to give trainers a structure of the training (training flow), 

additional inspiration, useful tools and methods in delivering the training, keeping in mind that the 

training should provide a safe place for each participant to be active and express their own opinion. 

However, trainers should feel free to adapt the training structure and methodology to their own 

experience, but especially to the specifics of participants (i.e. number, previous experience, etc.) and 

specifics of the social institution in question – only in case the training is delivered for the employees 

of the same social institution.  
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WHO IS THIS HANDBOOK FOR 

This handbook was designed to support staff of social institutions who is involved in the 

development and implementation of the volunteer programme of the social institution – either 

volunteer managers, volunteer mentors, volunteers or other employees who will be in charge of the 

preparation of volunteers. Even if this handbook represents a basic training for volunteer managers, 

any trainer who will be delivering it should be adequately prepared for its delivering, especially in the 

sense of knowledge on topics which are covered, legal regulations on volunteering, volunteer 

management cycle and specifics of social institution. Also, a trainer should have previous knowledge 

and experience in planning, organising and delivering different educational programmes (formal or 

non-formal) and in the usage of different methodologies.  

The handbook doesn't prescribe the number of trainers needed, so this kind of training can be 

delivered by one or a maximum of two persons, depending on their experience and position in the 

social institution. A social institution can also decide to engage an external trainer for some topics. 

Briefly, this handbook is for trainers who want to deliver training in volunteer management. Trainers 

should have training experiences or skills working with groups and facilitating learning process. They 

should also have knowledge and own experiences in the field of volunteer management as a 

volunteer or a volunteer manager. 

 

HOW TO USE THIS HANDBOOK 

This handbook was prepared for those already familiar with the volunteer management principles - 

that are described in the Step by step guidebook for volunteer managers 

(https://sovol.wordpress.com/outcomes/). It is recommended to read the guidebook before 

delivering the training.  

At the beginning of the book you’ll find some helpful suggestions for the trainer on how to prepare 

for the training.  

The handbook gives you a structure for a basic training flow and methodology, timing and concrete 

exercises to deliver the training for volunteer managers which lasts two days (minimum 18 hours). 

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

always keeping in mind which learning outcomes participants of the training should achieve to be 

adequately prepared for their volunteering, their previous experience and knowledge/skills and 

needs of a specific social institution.  

The handbook is divided into units of the training flow. Each unit has an own chapter proposing 

methods for delivering it. In some units you will find several options on how to deliver a unit. In that 

case you can choose the method which you prefer or which fits the most the specifics of the training.  

ABOUT THE TARGET GROUP OF THE TRAINING 

The training is for a wide range of professionals or non-professionals working in the social sector, 

who intend to work with volunteers. Participants of the training can be either employees of the 
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social institution or experienced volunteers, who have been working at the institution for a while, are 

familiar with the tasks, rules, roles and regulations.  

Participants of the training can be employees of the social institution but there are cases where the 

management of volunteers is delivered by an external partner – either volunteer or a contractor 

(e.g.: experienced, senior volunteer managing the volunteers of a SI). The main consideration is that 

they should be committed with volunteering and being interested in how to organise volunteers and 

volunteer programmes. Having own experiences as a volunteer could be an advantage but is not a 

prerequisite.  
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PREPARING THE TRAINING  

The need for proper preparation cannot be overestimated. 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 the training participants.  

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 

session. 

 The trainer should have basic knowledge about the social sector and social institutions in 

general. If the training is delivered for the employees of one particular institution, the trainer 

should be familiar with the social institution for which he/she is delivering the training. Get 

to know its main services, staff involved in the volunteer programme, types of problems they 

face. The trainer should be conscious of the social institution’s beneficiaries, their needs and 

their physical as well as psychological challenges. 

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

training and to check that everything is in order. 

 

PREPARE THE TRAINING MATERIALS: 

We have prepared a basic training flow which can be adjusted to the diverse needs of the different 

social institutions. In the training flow you’ll find handouts that can be printed, templates and related 

methods. By jumping to the methods under each unit, you’ll also find the needed materials. Make 

sure you have enough handouts or other materials for trainees. Don’t forget attendance lists and 

evaluation sheets! 

TIP! When preparing and printing training materials it is always better to have 2-3 pieces more, than 

one less.  

 

PREPARE THE TRAINING SPACE: 

Prepare training room and hands-on training areas by checking for: 
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 Adequate seating arrangements 

Comfortable environmental conditions 

 Sufficient lighting, air 

 Good visibility in the space and towards presentation areas 

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

needed media. 

 

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 it 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 by testing them 

in advance. 

 Set up the room. Try to ensure movable furniture to be able to reorder the room for group 

work if needed. Look for an empty wall/door which could be needed for the presentation of 

the group work or visual aids.  

 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 flipchart so that 

they do not block the view of the participants? Also, keep in mind that you, your movements 

and position, shouldn't interfere in trainees’ full and quality participation in the training. 

Arranging the chairs in a circle provides the feeling of equality and encourages all 

participants to actively participate in the trainings. It also helps everyone see and be visible 

to others at all times. 

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

drawings, 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. It is advisable to hang all flipchart 

papers and packaging papers - elaborated during the training - on the wall to make it visible 

what was learnt. For this you’ll need plenty of blue tack or cello tape. You can also take a 

picture of each of the lists to send it later to the participants as part of follow up.  

 

PREPARE PARTICIPANTS: 

To ensure the most productive training experience, you also need to prepare participants. 
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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. 

 The exploration of the participants’ needs can be done via on-line questionnaire to collect 

knowledge about participants experience and special needs. 

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

about the 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 and starting to 

formulate questions. 

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

questions or situations, such as these: 

 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 institution? 

 

Tips for trainers  

These tips were 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. 
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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 

https://appreciativeinquiry.champlain.edu/
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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. 
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Training flow for 18 hours volunteer management training 

DAY 1 A 

Unit name 
Time 

allocated 
Aims of the unit 

Learning outcomes 

After completing this unit, 

the participants should be 

able to….. 

Topics 

Methods and number 

and name of exercise 

that can be used 

A1 Introduction 

and getting know 

each other 

 

75 min 

  

- Present the trainer/s 

and participants of the 

training 

- Present the training, 

its objectives and its 

structure 

- Explore participants 

expectations (and 

fears) 

- Set up working rules 

for the training 

 

explain the training objectives 

and structure  

acknowledge/recognize 

different participants of the 

training and its expectations 

(and fears) 

explain the working rules of 

the training 

Presentation of general 

information about the 

training, trainers and 

the participants 

 

Participants 

expectations (and fears) 

 

Previous volunteer 

experiences of the 

participants  

 

Setting ground rules 

Oral presentation 

A1/1 Checklist for starting 

the training (20’) 

 

Individual work 

A1/2 Introduction of the 

participants and their 

motivation (20’) 

 

Group work 

A1/3 Expectations and 

fears (25’) 

 

Discussion 

A1/4 Making group rules 

(10’) 

A2 Introduction to 

volunteering  

65 min Introduce participants to the 

concept of volunteering and 

trends in this field. 

 

 

describe the main features of 
volunteering 

explain the role and 
significance of volunteering in 
society 

Volunteering definition 

and types 

 

Specifics in social 

institutions in respect to 

volunteering 

Sociometry 

A2/1 Own volunteer 

history (10’) 

 

Brainstorming, quiz,  

oral presentation 



 15 

Introduce participants to the 

specialities of social 

institutions relevant for 

volunteering. 

 

explain the specifics of 
volunteering in social 
institution 

identify benefits of 

volunteering for volunteers 

and social institution 

 

A2/2 Introduction to 

volunteering (35’) 

A2/3 Oral presentation – 

House of the organisation 

– roles and 

responsibilities within the 

volunteer programme 

(20’) 

A3 Steps in 

volunteer 

management 

Roles and 

responsibilities of 

main actors in a 

volunteer process 

100 min define parties involved in 

volunteering  

define actors of the  volunteer 

programme of the social 

institution 

define main steps of volunteer 

management 

 

ddemonstrate the general 
elements of volunteer 
management (VM) 

describe main actors and their 

roles in the volunteer 

programme 

Main steps of volunteer 

management 

Roles and tasks of the 

main actors of the 

volunteer programme 

Oral presentation + group 

work 

A4/1 Steps in volunteer 

management: Collect and 

create the management 

cycle (70’) 

 

Group work 

A3/2 Roles and 

responsibilities (30’) 

A4 Planning and 

preparing for 

volunteer 

involvement  

100 min Introduce participants to the 

importance of preparation for 

involving volunteers 

 

Clarify the tasks of preparation  

demonstrate the elements of 

preparation of the social 

institution befor involving 

volunteers 

Preparing the social 

institution for volunteer 

involvement 

Planning the volunteer 

programme 

Group work 

A4/1 Preparing for 

volunteer involvement 

(40’) 

 

Group work 

A4/2 Planning the 

volunteer programme 

(60’) 

 

A5 Legal 

requirements of 

50 min Clarify task of different actors 

in a volunteer process  

describe the different roles 

and responsibilities of main 

Different roles and their 

tasks in the SIs 

 

Oral presentation 
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volunteering  

Introduce participants to the 

legislation in the field of 

volunteering 

 

Present the rights and 

obligations of parties involved 

in a volunteer programme 

 

actors in a volunteer process 

(executive manager(s) of the 

SI, volunteer manager, 

volunteer mentor(s), other 

employees, volunteers) 

interpret the rights and 

obligations of all actors 

involved in the volunteer 

programme from the legal 

perspective 

 

volunteer programme A5/1 Oral presentation: 

Legal requirements and 

documents. Rights and 

obligations (50’) 

A6 Non-formal 

evaluation of the 

1st day training 

25 min  -  -  A6/1 Roses and thrones 

(15’) 

 

DAY 2 B 

Unit name 
Time 

allocated 
Aims of the unit 

Learning outcomes 

 
Topics 

Methods used (number 

and name of the exercises 

that can be used) 

B1 Warming up 

the day 

10 min warming up the participants 

for common work  

 Warming up for work B1/1 Arriving to the 

training: Bring back one 

sentence from the 

previous day (10’) 

 

 

B2 Volunteer 100 min   

Introduce participants to the 

create the process of 

recruitment  

Recruitment and 

selection 

Brainstorming 

Group work 
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recruitment  recruitment and selection 

process of volunteers 

 

 

list different recruitment, 

selection methods  

B2/1 Volunteer job 

description and  job offer 

for a volunteer position 

(40’) 

 

Group work 

B2/2 Create recruitment 

plan by using the 

recruitment circle (20’) 

 

Oral presentation 

B2/3 Selection methods 

(10’) 

 

Role play 

B2/4 Volunteer job 

interview (30’) 

B3 Motivation  60 min Introduce the stages of 

volunteer motivation 

 

Identify ways to motivate 

different actors of the 

volunteer programme 

list different motivational 

theories regarding 

volunteering 

Motivation theories 

relevant in volunteer 

management 

Volunteer classification 

model 

Oral presentation 

Individual work 

Group work 

B3/1 Motivation theories 

in volunteer management 

and volunteer 

classification (60’) 

B4 Support and 

supervision 

45 min  Introduce participants to the 

tasks of support and 

supervision as a volunteer 

manager 

evaluate social and ethical 

responsibilities of volunteers 

and employees of social 

institution 

 Group work 

B4/1 Useful ways to 

provide your volunteers 

with support and 

supervision (45’) 
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B5 Evaluation and 

measuring impacts 

70 min Get to know the basic 

concepts and techniques of 

evaluation  

 

evaluate the work of 

volunteers 

analyse the effectiveness of a 

volunteer programme of the 

social institution  

Creating a culture of 

evaluation 

Group work  

Work in pairs 

B5/1 Evaluation 

conversation in pairs  (50’) 

 

Group discussion 

Exercise: B5/2 Measuring 

the impact of the 

volunteer programme 

(20’) 

B6 Ending of a 

cooperation with 

volunteer 

20 min Introduce the relevant tools 

for exit of volunteers 

Develop a positive attitude 

towards exit the organisation 

Optimal versions for exit Aquarium method 

B6/1 Exit method in 

practice  (45’) 

B7 Features of a 

good volunteer 

manager  

50 min  Summarise and reflect to the 

role of the volunteer manager 

 

Introduce the volunteer policy 

design a volunteer policy of 

the social institution in 

accordance with the SI general 

policy, the needs of the 

beneficiaries and the 

applicable laws, incorporating 

a clear and meaningful 

volunteer job description 

 Presentation + group work 

B7/1 Features of a good 

volunteer manager (25’) 

Presentation 

B7/2 Volunteer policy (25’) 

B8 Summarize the 

2 days  

30 min Get a reflection from the 

trainer the context of the 

topics of 2 days  Create a 

space for reflection of learning 

process, giving feedback and 

expressing feelings  

respect and appreciate the 

contribution of every person 

involved in the volunteering 

programme 

design a volunteer programme 

Take a wide perspective 

of the training  

B8/1 Summarize a 2 days 

training - Exhibition guided 

tour        
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UNIT A1 Introduction and getting know each other   

Aims of the unit are: 

 

 Present the trainer/s and participants of the training 

 Present the training, its objectives and its structure 

 Explore participants expectations (and fears) 

 Set up working rules for the training 

 

 

A1/1 Checklist for starting the training  

Duration  20 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Checklist for starting the training  

 welcome participants 

 introduction of the trainers/ and organisers 

 Why are we here? 

 Practical information about the training / administration 

 Framework of the training, the training method 

 Framework and IOs of the SoVol project 

Ask participants to make their own name cards and stick on shirts – it will 

help the communication between unknown participants 

Materials needed etiquette label and colour pens 

 

 

A1/2 Introduction of the participants and their motivation 

Duration  20 min (depends not he number of the participants) 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

All participants should tell their name, institution they are working in, 

their position and their motivation why they came to this training.  

Trainer needs to calculate the time allowed for each participant 

depending on the number of the participants.  

Materials needed Smaller ball which is easy to catch 

 

A1/3 Expectations and fears   

Duration  25 min 
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Description (step 

process for the 

facilitator, including 

debriefing questions)   

To provide the participants a way to express their hopes and fears - it 

helps them to reflect at the end of the training on the expectations and 

fears.  

Here you find 3 different way fears and expectations can be explored 

starting from the simplest to the more complicated one.  

Version A 

The trainer asks the group members to write on 4 different coloured post-

its everything that answers the following questions: 

• What do I expect form the training? 
• What do I expect from the group 
• What do I expect form myself 
• What am I afraid of? Anything I do not want to happen 

during this training? 
After 5 min individual work participants come to the flipchart which is 

divided by the questions and stick their post its on it in the relevant 

column by explaining it to the big group. Then the trainer is commenting 

expectations showing how the training can meet the demands. If some 

expectations can’t be fulfilled during the training, the trainer proposes 

what or who can help. 

The trainer relates to fears as well explaining or asking what could reduce 

them. Trainer can ask at this point: “whose responsibility is it?”  This can 

lead to creating the group rules – next exercise. 

B. version: Splitting groups 

The trainer asks the group members to write on post-its everything that 

answers the question of „what they expect from this training? ” – which 

means „Hopes”. Then asks them to use another post-it „what they are 

afraid of concerning this training?” – These will be „Fears”. 

When both lists are completed, the members are divided into two 

subgroups. The task is to build up their common list on a large paper, 

answering the previous two questions ("What do we expect from this 

group?" and "What are we afraid of in this group?"). The trainer asks the 

participants to place each individual expectation and fear in the aggregate 

list, leaving the same items omitted. They can only modify the original for 

stylistic reasons. Then make the lists public and the sub-groups explain 

and answer the questions of one another. Discuss where the expectations 

and fears come from. 

C. version: Clothes line 
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The trainer asks the group members to write on post-its everything that 

answers the question of „what they expect from this training? ” – which 

means „Hopes”. Then asks them to use another post-it „what they are 

afraid of concerning this training?” – These will be „Fears”. 

Ask participants to use a 3rd post-it to write on: „What do you offers to this 

training?” – Offers: if somebody has any idea for the training (e.g.: they 

need to collect and share the email addresses) 

The trainer sticks a big paper to the wall and draws these clothes on it –

participants will stick on the clothes their own, written post-its. 

Let’s start with „Hopes”: ask participants to place own expectations into 

the T-shirt. Discuss about interesting ones.  

After „Hopes” comes the „Fears” and continue the „Offers”.  

At the end of the game you can hang on the clothes on the line – this 

would be a funny part of the training.   

Debriefing could include an inventory of the hopes, fears and offers and 

actions attached to them, where it is possible.  

The trainer should explain: 

For hopes: if they are content related maybe they are covered in the 

agenda, and we can reassure the participants we will get to the topic they 

are interested in; if they are related to the group, maybe we can gather 

some suggestions on how to fulfil them.  

For fears: maybe we can set some common ground rules in the next 

session.  

For offers: decide on the details, where needed – (e.g.: if someone offered 

to gather the e-mails, set a time, responsible for it) 

Materials needed A + B version: Flipchart paper, thick pencils, post-its  

C version: Flipchart paper, thick pencils, post-its, clothesline,  

clothespins 
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Handouts needed 

 

Source/reference (if 

there is: website, 

literature, link. Also 

reference to other IOs) 

Clothes line: T-Kit on Educational Evaluation in Youth Work handbook 

 

 

A1/4 Making the group rules   

Duration  10 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Description of the task: trainer sticks a big paper – maybe give some 

drawing for the rules like a codex – and write „Group rules”.  

Participants can explain their own wishes – and you can use the 

information from the Expectations and fears game.  

Finally the group can agree that this is a contract and is signed by 

everyone. 

Put the final paper somewhere on the wall of the room and if it is 

necessary you should complete new rules.  

Materials needed Sticker, packaging paper, thick pens 
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UNIT A2 Introduction to volunteering 

 

Aims of this unit are: 

 Introduce the concept of volunteering to the participants  

 Present the main concepts: volunteer, volunteer involving institution and beneficiary  

 Clarify task of different actors in a volunteer process  

Exercise: A2/1 Own volunteer history 

Duration  10 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Create a timeline – you can point the two ending points on the floor or 

maybe you can lay out a long string on the floor. 

Define the initial and end of the timeline. Tell the timing of the two ends 

(e.g.: 1 year to 15 years) and ask members of the group to find their own 

place on this timeline when they hear the following instructions:  

 Since when do I like ice cream? - this is a funny question ... 

 Since when do I work at my current job? 

 How long have I been interested in volunteering? 

 Since when have I been volunteering? 

After each question leave enough time for the participants to move and 

find their place on the timeline.  

At the last 2 questions regarding volunteering ask randomly a few 

participants why they were volunteer, what it means for them, what do 

you do as a volunteer, etc.  

Materials needed String at least 6m long 

 

 

A2/2 Introduction to volunteering 

Duration  35  min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

This topic can be divided into two sections. In the first part the definition 

of volunteering will be explained then volunteering will be explained in 

more details.  

Part 1: 

Write on a flipchart paper: “Definition of volunteering “ 

Ask the participants to use brainstorming, to say only words that come to 

their minds about volunteering. Do not ask for whole sentences, only for 
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words.  

Finally, the group can create 1-2 sentences from the words previously 

brainstormed, and if the whole group is satisfied with the definition you 

can present them the definition by the law for comparison. Trainer can 

summarize the meaning of volunteering.  

The criteria of volunteering can also be discussed: what is volunteering 

and what is not –for example: are volunteers students on practice or 

family members? 

If you have more time you can also start this exercise in another way: you 

can also use a quiz as handout which needs to be prepared in advance. 

Below you find some questions to include in the quiz. When checking the 

answers you can reflect with the correct answers. 

Part 2: 

After both versions trainers starts to explain the details of volunteering 

with the help of PPP including history, types of volunteering, new trends in 

volunteering, changes in motivation of volunteers, professionalization of 

volunteering. Data related to volunteering in the relevant country, 

benefits of volunteering in the social sector.  

Materials needed Flipchart paper, thick pens 

Source/reference (if 

there is: website, 

literature, link. Also 

reference to other IOs) 

Quiz handout with following questions 

 

 

Handout: Quiz questions about volunteering 

 How many people volunteer in our country?  

 Are women more involved in volunteering or men?  

 How much time in average are people spending in volunteering per month/week?  

 What are the favourite jobs of volunteers? 

 Which are the favoutire targetgroups chosen by volunteers? 

 How much percentage of the GDP is covered by volunteering in our country? 

 What are the specifics of volunteering in social institution when you compare it to the 
volunteering in other areas (sport, culture)? 

 

A2/3 Oral presentation – House of the organisation – roles and responsibilities within the 

volunteer programme 

Duration  20 min 

Description (step 

process for the 

The trainer draws a big house on a flipchart – this symbolises the social 

institution and the roles within the volunteer programme.  
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facilitator, 

including 

debriefing 

questions)   

Then she/he starts to explain the different roles and tasks of the different levels 

as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each level has different function: 

1. TOP MANAGEMENT/MANAGING DIRECTOR LEVEL – (VOLUNTEER 

MANAGEMENT): This is the level where volunteer strategy should be defined 

along which the volunteer programme will operate. Usually there is an 

organisational strategy that defines the MISSION and AIMS. In harmony with that 

the VOLUNTEER STRATEGY should be elaborated. Questions that need to be 

answered here are: Why do we want to involve volunteers? What could they 

bring for the employees and beneficiaries? Who will be responsible for the 

volunteer programme? For what kind of tasks do we expect volunteers in what 

number? How do we support them? How to reward and motivate volunteers? 

2. MIDDLE MANAGEMENT LEVEL: Mission and goals go to operational level - 

What? How? – here the volunteer manager understands how the management 

1.TOP 

MANAGEMENT/MAN

AGING DIRECTOR 

LEVEL – (VOLUNTEER 

MANAGEMENT) 

2.MIDDLE MANAGEMENT/ HEADS OF DEPARTMENT LEVEL 

3. ADMINISTRATIVE /SUPPORT LEVEL 

4.EMPLOYEES LEVEL (VOLUNTEER GUIDE) 

5.VOLUNTEERS 

6.BENEFICIARIES/SERVICE USERS 
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thinks and translates it to operational level and then passes relevant tasks to the 

mentors. At this level happens recruitment, selection and employment of 

volunteers by enforcing legality. The volunteer manager coordinates and 

oversees the volunteer program.  

3. ADMINISTRATIVE LEVEL - they do not have much to do with volunteers (unless 

there are volunteer positions on this department) but they have an important 

role. The volunteer manager ensures that the admin knows the laws related to 

volunteering in the institution and acts accordingly.  

4. LEVEL OF EMPLOYEES – They are working specifically with volunteers. 

Volunteer guides see the work of volunteers day by day; they have to deal with 

day-to-day practical tasks related to volunteers.  

5. LEVEL OF VOLUNTEERS: It is very common for the volunteer to work with the 

target group of the institution. Usually their motivation is related to the 

beneficiaries; however volunteers can be place at any level of the 

organisation. There may be someone who is volunteering on the 

administration or helps the volunteer manager or the middle managers. 

But volunteers can also help in strategy planning, PR or at any area of the 

social institution.  

6. BENEFICIARIES: the different target groups of the social institution, service 

users for whom the social institution was established.  

In case there are volunteer managers present in the group, they can shortly 

present their volunteer strategy for the group.  

Materials needed Flipchart, thick colour pen 
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UNIT A3 Steps in volunteer management   

 

Aims of this unit are:  

 Define parties involved in volunteering  

 Define actors of the  volunteer programme of the social institution 

 Define main steps of volunteer management 

 

A3/1 Steps in volunteer management: Collect it and create a management circle 

Duration  70 min  

Description (step 

process for the 

facilitator, including 

debriefing questions)   

The trainer should divide the group into 2-3 sub-groups (only 3-4 persons 

can work it on effectively) 

1. Each group gets the same task: Collect the steps of the volunteer 

management from the beginning of the process and write it down 

to a big packaging paper. 

Give them 30 min. Trainer should walk around the sub groups, listen 

and help the group work with orientation comments.  

At the end of this part identify short, specific words/ expression which 

express the real meaning of each step. 

2. Everybody stays in the same sub group and continues the group 

work for 30 minutes.  

Ask each sub group to summarize the previous group work and find 

the main steps of volunteer management.  

Write each step on a separate A4 paper, put the papers on the floor 

and make a management circle about it Try to agree which step is the 

first one and which follow. 

There are different solutions and try to find the steps that have a fix 

order and find those that can be moved.  

3. Presentation of group work (30 min): back to big group – sub 

groups present their own management circle. (Each group gets 5 

min for it.)  

4. Put all the volunteer management cycles of the sub groups on the 

wall. Give the handout about the volunteer management cycle to 

the participants. Facilitate the discussion and ask the participants: 
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What are the similarities between the sub group works? 

What are the differences between the sub group works? 

What did you find new on the handout? Was anything missing 

from the sub-group works management cycles? What does it 

remind you in your daily work or in the operation of the social 

institution? Why do you think this step is important? 

Materials needed Flipchart papers, pens, bluetech 

Handouts needed Handout – volunteer management cycle – steps 
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Handout: Volunteer management cycle 

 

 

A3/2 Group work - Roles and responsibilities 

Duration  30 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

With the help of the trainer the participants collect the key actors/roles 

(e.g.: mentor, manager, volunteer, leader of the SI) in a volunteer 

programme in 5 minutes.  

In the previous exercise participants have collected lots of tasks to prepare 

Planning the volunteer 
programme and preparing 

the organization 

Recruitment 

Selection  

Orientation and training  

Support, supervision and 

motivation  

Recognition  

Evaluation  

Ending cooperation 

Community involvement 

Cooperation with 

beneficiaries  

Staff involvement 

Management support  



 30 

the SI. Here we try to delegate these tasks to different actors of the 

volunteer programme.  

Trainer creates as many sub-groups as many actors have been collected by 

the participants. Each group is working on the tasks and responsibilities of 

the given actor on a flipchart paper.  

Each sub-group presents their lists while asking the big group to add if 

anything is missing.  

At the end of the exercise the trainer gives the handout to the 

participants.  

Handouts needed IO1: Lis of tasks of a volunteer manager 

Materials needed A4 paper sheets, pens, packaging paper or flipchart paper, thick colour 

pens 

 

Handout: The responsibilities of a volunteer manager include especially: 

 preparing a volunteer programme, 

 fulfilling administrative tasks and record-keeping related to the volunteer programme,  

 informing about volunteering within but also outside the social institution/organization, 

  searching for, selection of and recruitment of volunteers, 

 communicating with volunteers on a regular basis, 

 securing a the needed training for volunteers, 

 organizing regular meetings with volunteers and being available for them to discuss issues 

and share thoughts, 

 helping volunteers to solve issues related to their volunteer activities, 

 protecting the interests of volunteers, directing volunteers, 

 receiving feed-backs from volunteers on a regular basis,  

 organizing and securing group or individual supervision of volunteers in cooperation with 

other colleagues and specialists (a mentor, a psychologist, a priest, a doctor or a nurse),  

 processing records, interim and final reports about volunteer activities in order to evaluate of 

the volunteer programme, 

 creating a system of motivation and recognition of volunteers,  

 mediating the communication among volunteers, beneficiaries, management and staff of the 

institution/organization,  

 securing photo-documentation of volunteer activities, 

 in case of need or once the volunteer activity is over – terminating the work with a volunteer. 

 measuring the impact of the volunteering program, communicating the effect 

 developing the volunteer program as necessary. 

 

For a more detailed task description of volunteer managers please read the Volunteer Manager 

Occupational Profile elaborated within the “Wake- up call: volunteer manager role” EU project. It is 



 31 

an occupational standard for the volunteer manager, describing the key skills and tasks related to 

high quality volunteer management. 

http://ec.europa.eu/programmes/proxy/alfresco-

webscripts/api/node/content/workspace/SpacesStore/545b7d49-689e-4e5a-87fd-

e8624e6ad03e/VMOP_EN.pdf 

 

UNIT A4 Planning and preparing for volunteer involvement     

Aims of this unit are: 

 Introduce participants to the importance and steps of preparation for involving volunteers 

 Clarify the tasks of preparation 

 

A4/1 Preparing for volunteer involvement 

Duration  40 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Make a short presentation or handout (Stages of the volunteer 

programme planning) about the preparation of the social institution for 

involving volunteers based on the handout. Explaining that the steps are 

not interchangeable. 

The preparation of social institutions can be delivered differently. Here 

you have two versions, please choose the one most suitable for your 

participants: 

VERSION: A 

Divide the members into sub-groups. Those participants that are from the 

same institution should work together as one group and other participants 

can work alone if they are from different SI.  

They should answer the following questions (these can be given to the 

participants as handouts or written on the flipchart): 

Why do you want to involve volunteers in your organization? 

How does the volunteer programme enhances the organisation 

vision/mission? 

Which needs in your organization can be fulfilled by volunteers? 

 

VERSION: B 

This part can be delivered by brainstorming method.  
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Explain the rules of brainstorming: 

There are no dumb ideas. Don’t criticize other people’s ideas. This 

is not a debate, discussion or forum for one person to display 

superiority over another. . Build on other people’s ideas. Often an 

idea suggested by one person can trigger a bigger and/or better 

idea by another person. Reverse the thought of “quality over 

quantity.” Here we want quantity; the more creative ideas the 

better. As a facilitator, you can even make it a challenge to come 

up with as many ideas as possible and compare this team’s 

performance to the last brainstorming session you conducted. 

Divide the members into 2 sub-groups: with the brainstorming method 

one will be working on „Needs of the social institution” (e.g.: how many 

volunteers do we need, informing colleagues, preparing volunteer 

contract, planning finances, preparing working space of volunteers, etc.), 

having in mind what does the organization have to think about before 

involving volunteers. 

Other sub group will be working on „Needs of the volunteers”(e.g.: get 

familiar with the colleagues, building, rules of the SI, etc.) having in mind 

what does the volunteer need to know and think of before committing to 

the social institution as a volunteer. 

Give each sub group packaging paper and pens. 

After that back to big group: each sub group presents the group work, 

trainer leads the process and summarizes the main contents. 

Then allow enough time for reflection on the benefits of volunteering for 

SI. For an in depth discussion asks participants to talk about the needs in 

their SI, needs of their beneficiaries. Go on to advantages and 

disadvantages for the two subgroups and discuss them further. This will 

allow participants to connect the needs with the benefits. 

Materials needed Packaging paper, colour pens 

Handouts needed Stages of the volunteer programme planning  

Source/reference (if 

there is: website, 

literature, link. Also 

reference to other IOs) 

Step by step guidebook for volunteer managers 

(https://sovol.wordpress.com/outcomes/) 

Figure 7 Stages of the volunteer programme planning  

 

https://sovol.wordpress.com/outcomes/


 33 

Handout: Stages of the volunteer programme planning 

 

 

A4/2 Planning the volunteer programme 

Duration  60 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

This exercise is divided into 3 parts: 

Part 1. Everyone shares what volunteer activity/ program they are 

thinking of 15 p. 

Trainer asks the participants to write their ideas on post –its. Facilitating 

questions of the trainer: What is your dream? What would be the 

volunteer program like that you would like to accomplish? Do not think 

about how, just what!  If you could include more volunteers, what is the 

greatest need for you or your institution, as it may be the best to use 

volunteers? You can even cut a little from reality. Write on post it, you 

Needs assessment and 
defining the vision of a 

volunteer program 

 

Creation of job descriptions for 

volunteers 

  

Creation of volunteer profiles 

suitable for individual 

volunteer activities 

Selection of a volunteer 

manager and other staff 

necessary for the 

implementation of the 

programme 

 

Setting aside material and 

financial resources, and the 

space necessary for a 

volunteer programme 

implementation 

  

Why do you want to involve volunteers 
in your organization? 

Which needs in your organization can 
be fulfilled by volunteers? 

  

What will volunteers do?  
  

What should be the characteristics of 

your volunteers? 

 

What should be the competences and 

responsibilities in the work with 

volunteers on the side of the staff? 

  

What recources do you need for the 

volunteer programme implementation? 
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have 3 minutes. Then put your post its to the flipchart and share with the 

group. 

2. The trainer groups up similar ideas, programs and divides the group into 

small groups based on the ideas. (Max 4 groups) 5 min. The new groups 

discuss what is the common volunteer programme they will work on. Can 

be a chosen one or a new combined one from the previous ideas.  

3. Start planning and completing the program plan 25 minutes. 

Each group should choose a spokesperson. 

After selecting the volunteer programme topic stat to fill in the handout 

table, start to plan the volunteer programme. This is a pattern you use to 

practice planning it and then everybody will be able to do their own 

planning at home tailored for their beneficiaries. Here you practice to 

break down the volunteer management elements into tasks, starting from 

when the leadership accepted the volunteer programme until the 

volunteer is given a specific task. 

Allow enough time for each sub-group to share their volunteer 

programme plan and answer questions from the other groups.  

Handouts needed Planning the volunteer programme  

 

Handout: Planning the volunteer programme 

Determining 

part-tasks 
Deadline Responsible Result 

Human 

resource 

needs: 

How 

many 

staff 

members? 

Human 

resource 

needs: 

How many 

volunteers? 

Materials 

needed 

Obstacles 
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Unit 5: Legal requirements of volunteering 

Aims of this unit are: 

 

 Introduce participants to the legislation in the field of volunteering 

 Present the rights and obligations of parties involved in a volunteer programme 

 

A5/1 Oral presentation: Legal requirements and documents. Rights and obligations 

Duration  50 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

The trainer explains the legal framework of volunteering in the relevant 

country should that should be taken into account. Then the trainer 

presents the main point of the law and rights and obligations of 

volunteers and volunteer involving organisations. The documentation 

required by the law should also be included.  

Allow enough time for questions and feedbacks.  

Source/reference (if 

there is: website, 

literature, link. Also 

reference to other IOs) 

Law of the relevant country 

Materials needed PPP on rights and obligations of volunteers and volunteer involving 

organisations 
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UNIT A6 Closing the day     

 

A6/1 Roses and thorns  

Duration  25 min  

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Everyone should stand up in the circle and share a high point and low 

point from the training with the group. 

You can play it one after another person in a circle; or you can use a 

smaller ball, start with the bravest and roll over the ball. 

Materials needed Smaller ball 

Source/reference (if 

there is: website, 

literature, and link. Also 

reference to other IOs) 

 http://archive.workshops.350.org/facilitation/ 
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DAY2 

UNIT B1 Warming up the day     

Aim of this unit is to warm up the participants for common work 

 

Exercise: B1/1 Arriving to the training 

Duration  10 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

VERESION: A 

Trainer asks the participants to bring back one sentence from the previous 

day. This is a very simple and fast way to start the training.  

VERESION: B 

Mix-Freeze-Pair  

Participants are told to walk around the room at random until the trainer 

calls “Freeze!” and everyone stops in place.  The trainer next calls out 

“Pair!” and participants form pairs with the person closest to them.  Now 

in pairs they interview each other on a topic suggested by the trainer. 

Ideas for topics: A fun vacation I went on: A place I’d like to visit, how 

prepared I am for work today, etc. Later on volunteer related topics can 

be involved such as: why I appreciate volunteering, what would I do as a 

volunteer (of what do I do as a volunteer), how could/did change 

volunteering my life, my views, etc.  
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UNIT B2 Volunteer recruitment     

 

Aim of this unit is to introduce participants to the recruitment and selection process of volunteers 

 

Exercise: B2/1 The volunteer job description and job offer for a volunteer position  

Duration  40 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Trainer should explain the role of the volunteer job description in the 

recruitment and selection process. (Might use PPP) 

PART 1:  

The trainer hands out and presents the elements of the volunteer job 

description template and explains its role within the recruitment and 

selection phase.  

From here on the trainer has different options: 

Option 1: Trainers asks participants to group up with the same 

participants they worked on the “planning a volunteer programme” and 

use those volunteer positions to fill in the volunteer job description 

template. This way participant have a whole process but might not be 

working on the particular volunteer positions available in their institution.  

Option 2: Trainer asks the participants to think of a volunteer position 

they want to find volunteers for or think of any volunteer position which 

they can identify in their SI or imagine one possible volunteer position. In 

groups of 3 or 4 participants start to work on filling in all the aspects of the 

volunteer job description template.  

Back in big group sub-groups present their results.  

PART 2: 

Trainer explains the main elements of recruitment. In big group 

brainstorming about different methods of recruitment (5 minutes). 

Trainer writes the brainstormed ideas on the flipchart, e.g.: leaflet, TV ad, 

workshop, press realize. 

Then trainer splits participants in groups – each group can choose one 

recruitment method and start to elaborate on the chosen type of 

recruitment: e.g. create a leaflet, design a TV ad or a press realize or plan 

the workshop for potential volunteers, etc. Alternatively participants can 

work on the type of recruitment they have planned in their or what they 

have chosen for the volunteer job elaborated previously. They should also 
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think about the buzzwords for their particular target group.  

Back in the big group participants collect the most important elements of 

a volunteer job offer. Trainer should summarise and focus on what should 

be payed extra attention on. The trainer lists them on a flipchart. The 

group should also collect the buzzwords to be able to use them for 

different target groups. 

Materials needed sheets of paper, flipchart paper and pens 

Handouts needed Volunteer job description template 

Source/reference (if 

there is: website, 

literature, and link. Also 

reference to other IOs) 

Step by step guidebook for volunteer managers 

(https://sovol.wordpress.com/outcomes/) 

 

 

Handout: Template for volunteer position description  

Developing a volunteer position description is the first step in planning for recruitment. It forces you 

to be clear and specific about the role a volunteer will undertake. It helps the volunteer to know 

exactly what you are, what you expect, and whether they fit that need.  This template and the 

examples in the next resource, offer you a comprehensive model for developing positions 

descriptions. Feel free to adapt these ideas to your own situation.  

Title  of  position   Find a title that reflects the work to be done.  Make it realistic 

and aligned with the titles used in the organization. 

Brief description/Purpose Create a short statement that shows the volunteer how this 

position contributes to accomplishing goals and mission of the 

organization. 

Primary  responsibilities  or  tasks   List the key areas and tasks of the position.  

Qualifications   •  Experience   •  

Skills   •  Qualities  or  attitudes   

List the criteria for selection. Think about the areas below and 

who this position might appeal to. What skills you absolutely 

need or will provide training for helps to separate candidates. 

Personality traits (qualities and attitudes) can be very important 

in the client volunteer relationship. 

Time  commitment   Day of week; number of hours; how long six months or year 

commitment. Make this clear 

Benefits   Think about soft and hard benefits – are  transportation costs 

covered; an honorarium,  out-of-pocket expenses; training; what 

skills  might the volunteer develop; add to a resume;  is a 

reference letter supplied for successful  volunteer experience.  

https://sovol.wordpress.com/outcomes/
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Orientation/Training What is provided and expectations for  attendance 

Challenges  of  the  position This could be any work place concerns like standing or lifting or 

working late in evenings; or, related to the client group.  

Boundaries  of  the  position   If possible list both dos and don’ts of the position. These will be 

specific to each position.  Example: a volunteer driver is not 

allowed to take the client to lunch. This is beyond their position.  

Supervision   Who will provide support to the volunteer?  What type of 

supervision can be expected?  

Evaluation   How often and what type? Is there a probationary period?  

Special  resources  or  policies   

Contracts   

Is the volunteer expected to sign a contract or understand key 

policies?  

Success  Measures   Help the volunteer to understand what success for this position 

means. What can they expect?  What outcomes? If you can list 

these, they will help you target market for recruitment. You will 

be appealing to certain people.  

Screening  measures   What steps must the candidate complete?  Application, 

interview, police check, reference  checks, probation, training 

completion etc.  

Risk  assessment   As staff, you have assessed this position and assigned a risk value 

to it. This also helps you assign the appropriate screening 

measures.  

Date approved:  _________________________________    

Reviewed and revised date:  _______________________    

By whom:  ______________________________________   

 

Exercise: B2/2 Create a recruitment plan by using the recruitment circle          

Duration  20 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

The aim of this exercise is that the participants prepare a plan on how to 

recruit volunteer to be able to reach as many suitable candidates as 

possible.  

Trainer introduces the recruitment circle and starts a short group 

discussion on which information should be part of the plan. 

Work in sub-groups: Ask participants to create their own plan for 
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recruitment by answering the following questions:  

What would you like to achieve? 

Who would you like to reach? 

What is your message? 

What have you got to offer?  

What means and/or activities could be used    to reach your target? 

How would you like to organize the process? 

Back in the big group ask some participants to present their plan. Trainer 

should explain that the recruitment plan has to be broken down into step 

by step action plan detailing dates and responsible persons. 

Materials needed sheets of paper, pens 

Handouts needed  

Source/reference (if 

there is: website, 

literature, and link. Also 

reference to other IOs) 

https://www.mindtools.com/brainstm.html 

 

 

B2/3 Selection methods  

Duration  10 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Trainer presents (can use PPP) different methods and options for selection 

– using IO1 theory. Trainer should draw the attention of the participants 

to the trap situations when selecting volunteers. One example is when the 

target group is involved (e.g. a wife wants to volunteer with addicts, but 

her hidden motif is to get her addict husband into the institution.). As a 

volunteer manager you also need to pay extra attention when somebody 

determines very clearly what kind of people you want to help to: should 

be very sick, have a big, expensive house, etc. 

After that the group discusses own experiences about selecting 

volunteers. Facilitating questions:  

What are your good practices when selecting volunteers? 

What difficulties did you meet?  

What do you need to pay extra attention to? 
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Materials needed sheets of paper, pens 

 

B2/4 Role play: volunteer job interview 

Duration  30 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Trainer explains the structure and the most important rules of a volunteer 

job interview and hands out the templates to the participants. 

After that starts the role play which can be delivered in different ways: 

Option 1: Trainer asks volunteers for the roles of a volunteer manager and 

a potential volunteer. There can be several pairs. The trainer whispers 

secretly each volunteer a hidden motif or an attitude, e.g.: be very 

uncooperative, be very critical, etc.   

The pair sits in the middle of the group. All others have to be very quiet 

while the role play. After the role play the trainer asks the facilitating 

questions: 

What was it like to be a volunteer? 

How did you feel as a volunteer manager?  

Observers should give their experiences only at the end!  

What is your main experience as an observer about both roles? 

 

Option 2: Trainer divides the group into groups of three. There are three 

roles in each group: one volunteer applying, volunteer manager 

interviewing him and one observer.  

Volunteer managers get different secret attitudes from the trainer. The 

trainer whispers them their attitudes, e.g.: be very cooperative, be very 

critical, etc.  

Give the groups 10 minutes to play.  

In the big group all the roles should give their feedbacks by answering the 

above described facilitating questions. 

Trainer summarises main conclusions from the role play.  

Materials needed sheets of paper, pens 

Handouts needed TEMPLATE: Structure of volunteer job interview 
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Handout: Template for structure of volunteer job interview 

 

To practice interviewing is very important. Here, you find only the description for informing the 

volunteer. It is necessary to elaborate on what questions the interview maker should use to get the 

most information for a responsible decision! However this is different for each social institution and 

for each volunteer position.  

Introduction 

 make the candidate feel at ease 

 introduce yourselves 

 inform the candidate about the structure of the interview 

 

Main part 

 inform the candidate about the interview 

 give a realistic description of volunteer work 

 give information about the position 

 ask the candidate for information on the basis of the selection criteria / demands 

 

Conclusion 

 ask the candidate if he/she needs more information 

 inform him/her about further steps in the procedure 

or reject the candidate, clearly explaining the reasons for the rejection 
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UNIT B3 Motivation     

 
Aims of this unit are:  
 

 Introduce the stages of volunteer motivation 

 Identify ways to motivate different actors of the volunteer programme 
 
 

Exercise: B3/1 Induction and motivation 

Duration  60 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

The trainer presents the next volunteer management steps: induction of 

volunteers.  

Version A:  

Then the trainer starts a brainstorming with all the participants and writes 

on flipchart to explore the following question: What makes a volunteer 

stay at an institution?  For this trainer ask participants to brainstorm by 

asking these questions: 

Think of yourself as an employee!  

What is demotivating for you as a worker in a workplace?  

What hinders your job in your present position? 

What made you leave a (previous) workplace?  

What motivates/motivated you best at your workplace?  

Why do/did you stay at a particular job? 

From the answers the trainer creates a list on the flipchart. 

Than the trainer explains the motivation theories of volunteers.  

Version B: 

Trainer explains the Dutch classification model.  

After the presentation of motivational theories the trainers asks all the 

participants to fill in questionnaire as if they were volunteers and find 

their own type. This exercise helps volunteer managers to identify 

different motivators for different people and to have own experience 

about motivation topic.  

Once everybody is ready the trainer collects all motivators – together with 

the group - on the flipchart.  
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Split the group into smaller groups ask each group to work on 2-3 

motivators from the collected list.  

Groups should work on the question: What should/could the volunteer 

manager and the social institution do to support this motivation from the 

beginning of the volunteer management process until the end. (What can 

be done to support the kind of volunteer they became at the 

questionnaire?) 

After they are finished ask each group to present their results in big group. 

Allow time for reflection.  

Materials needed sheets of paper, flipchart, flipchart paper, pen 

Template: Questionnaire volunteer classification 

 

Handout: Template for questionnaire for volunteer classification 

What kind of volunteer am I? 

Below you’ll find two theses for each number.  Please mark the theses that suit you best in being a 

volunteer.  

 

1. A.  I prefer volunteering in a formal organization. 

      B.  I prefer volunteering in an informal organization.  

2.   A.  It’s important for me to receive feedback on the jobs I do as a volunteer.     

           B.  I prefer to handle my own volunteer work the way I like to do it.  

3.  A.  I am always looking for change and/or improvements within my volunteer job.  

 B. I am happy the way things go within my volunteer organization and I don’t necessarily 

need change.  

4.  A.  I prefer to be told what to do, rather than to tell other people what to do.         

 B.  I like giving orders to other people. 

5.  A.  Feeling safe and welcome in a volunteer organization enables me to perform my 

volunteer tasks in a calm and relaxed way.   

     B.  Feeling safe and welcome in a volunteer organization enables me to experiment and 

improve my (new) skills.  

6.  A.  I enjoy teaching and coaching others in their learning process.        

B.  I prefer doing my own work and always intend to do it as good as possible.  
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7.  A.  I enjoy working with others towards a common solution. 

 B.  I enjoy having influence on others and convince them of my ideas.  

8.  A.  I like to take responsibility. 

 B.  I don’t necessarily need responsibility in my work, to be able to enjoy being a volunteer.  

9.  A.  It’s not very important that all volunteers in my organization know exactly what they need 

to do and when to do it.  

     B.  It’s important that every volunteer in my organization knows what to do and when to do 

it.  

10.  A.  I prefer to be responsible of a volunteer job and direct volunteers who are working on the 

same job.  

 B.  I prefer to work under a volunteer- or job manager who’s responsible, so that I can focus 

on my job and don’t need to worry about other things.  

11.  A.  Being a volunteer is very important in my life. 

 B.  Being a volunteer is one of the many things I do in my life.  

12.  A.  It’s important to me that others take notice of my central role within the volunteer 

organization. 

       B.  It’s important to me to be able to perform my volunteer job in a nice way.  

13.  A.  It’s important to me that others like me and accept me the way I am.       

 B.  It’s important to me that others accept my ideas, projects and intentions.  

14.  A.  I prefer to assign production tasks to others. 

 B.  I’d rather perform production tasks myself.  

15.  A.  I’d rather hold on to my own ideas. 

       B.  I don’t mind giving up my ideas to the benefit of a consensus within the group.  

16. A.  I mainly work on volunteer tasks I am responsible of myself.  

      B.  In my volunteer job I am always looking for new opportunities, for both the organization 

as for myself.  

 

When you’re ready, please complete your scores on the next page. 
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Score form volunteer classification 

What kind of volunteer are you? 

 

1. For each number, please draw a circle around the theses you have chosen. 

2. After that, please total your circles in columns B and R.  

Number O B L  R 

1 A B   

2   B A 

3 B A   

4   B A 

5 A B   

6 B A   

7   B A 

8   A B 

9 B A   

10   A B 

11 B A   

12   A B 

13   B A 

14 B A   

15   A B 

16 A B   

Total *  *  

3. Next, complete your B and R scores in the figure you find on the next page. Please mark your B 

scores on the B-axis and your R scores on the R-axis.  

4. Connect the two marks in the figure with a straight line.  

5. The figure shows you what kind of volunteer you are.  
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Figure volunteer classification 

What kind of volunteer are you? 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Merchants take their volunteer work as a challenge and as a way to personally develop. They are 

more focussed on the confirmation of their abilities than they are on being accepted by others. 

Merchants are very active and they demonstrate initiative. Openness, ability to grow and having 

influence are very important to t hem.  

Stimulators see their volunteer work also as full of chances and challenges, but require more 

acknowledgement and acceptance from their social environment. Stimulators need to see clear 

results from their volunteer work. Teamwork, guidance and feedback are very important to them.  

Service Providers seek for certainty and calmness in their volunteer work. As stimulators, they are 

very much focussed on social acceptance. Care for others and appreciation are important to them. 

Clear goals, a transparent structure and a clear definition of tasks provide them with the certainty 

and safety they need in their volunteer work.  

Controllers are, just as service providers, very much looking for certainty and calmness in their 

volunteer work. They are involved and tend to take responsibility and or get involved in? Supervision. 

They are more self-focussed and less focussed on their social environment. Controllers need clear 

agreements and rules. Having influence is important to them. 
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UNIT B4 Support and supervision   

 

Aim of this unit is to introduce participants to the tasks of support and supervision as a volunteer 

manager. 

 

Exercise: B4/1 Useful ways to provide your volunteers with support and supervision             

Duration  45 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Start with a group discussion on the following questions: 

Why is support important for volunteers? From here on you can choose a 

version to continue the training: 

VERSION A: 

As participants to list cases, situations, reasons on why volunteers might 

leave the SI – why they stop volunteer in SI? The trainer should collect all 

reasons on a flipchart that is divided into two sections. On one side will be 

the reasons for leaving listed on the other side the solutions for 

preventing leaving.   

Than the trainer takes the list of reasons and the group decides which 

ones can and which cannot be prevented one by one. 

Individual work: each participant gets one or more reasons from the list 

that can be prevented. Their task is to think about the reason and what 

should/could the volunteer manager or institution do to prevent this 

reason. Try to give as many solutions as you can think of.  

Once everybody is finished each participant shares their result in the big 

group. Trainer writes the ideas for solution on the other side of the 

flipchart in line with the relevant reason... 

Discuss about the conclusions.   

VERSION:B 

Divide the group into 2 sub-groups, give them packaging paper and pens. 

Each group works on different questions for 10 min:  

Group 1: What kind of support would I need as a volunteer if I was a 

volunteering in a SI? Try to list concrete situations, examples and also 

ways of needed support! 

Group 2: What kind of support and supervision can I offer/organise as a 

volunteer manager? Try to list concrete situations when support and 
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supervision are essential! 

Back in big group. Group 1 presents the needs of the volunteer – Group 2 

tries to match each of the needs of the volunteer with an item from their 

list.  

Meanwhile the trainer adds the newly arisen ideas to the list of Group 2 – 

collecting the ways of support and supervision.  

Discuss about the conclusions.   

Materials needed Packaging paper, thick colour pens 
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UNIT B5 Evaluation and measuring impacts     

 

Aim of this unit is to get to know the basic concepts and techniques of evaluation 

 

Exercise: B5/1 Evaluation conversation in pairs         

Duration  50 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Start with group discussion: ask participants: 

Why do you think evaluation is useful? What can it be used for? 

Who should evaluate what? 

Part 1: volunteer manager evaluates volunteers 

5 min individual work: ask the participants to list all the questions that are 

important to ask from volunteers on an evaluation conversation. Write 

each question on a separate bigger- post it.  

In the big group the trainer should collect all the questions onto the 

flipchart from the participants. (5 min) 

Cut the group into pairs: Make a pair roll play evaluation conversation. 

The situation is this: the volunteer has been working for the elderly home 

as a one-on-one conversation partner to elderly in the day care centre for 

2 months: one role is the volunteer manager; other is the volunteer; use 

these questions or the ones collected previously. Change the roles.  (2x 10 

min)  

Evaluating conversation – questions: 

How satisfied are you with the self-appointed tasks? 

What difficulties did you meet while working as a volunteer? 

What kind of benefits did volunteering bring you? 

What did you learn about yourself? 

 

Come back into big group and share the experiences. (10min) 

How did you feel as a volunteer?  

Which questions were helpful and which were rather negative? 

What made you feel comfortable and what made you feel uncomfortable 
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in the volunteer manager (tone, position, voice, etc.)  

 

Exercise: B5/2 Measuring the impact of the volunteer programme 

Duration  20 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

 Start with group discussion: ask participants: 

Why could the evaluation the volunteer programme be useful? 

Who should evaluate the volunteer programme? 

Why should it be evaluated? What can it be used for? How could the 

results help you? 

Trainer should present the SoVol intellectual outcome: Measurement and 

Communication of the Impact of Volunteering in Social Institutions (IO4).  

Ask them to answer the followings in big group: 

1. Establishing the aim of the assessment process - trying to answer 

"Why is your organization interested in implementing an impact 

assessment process and what are the results going to be used for?" 

2. Developing the design of the assessment process - establishing the 

methods, techniques, and tools and the way they will be used, identifying 

the sources of information, the way to access it and the resources needed. 

The results of this phase should be a concrete plan on how to collect and 

analyse data. What methods or tools do you know?  

3. Collecting the data - gathering relevant data and information 

according to the previously established plan and making sure to avoid 

collecting errors. From where could you collect data?  

4. Data analysis and conclusions - putting together all the collected 

data, making connections between different data items and interpreting 

and extracting relevant information. Usually this phase is materialized 

through a report. To who do you think it could be interesting? Why? 

If the group cannot answer these questions trainer should help them using 

IO4. 

Source/reference (if 

there is: website, 

literature, and link. Also 

reference to other IOs) 

Handbook on Measurement and Communication of the Impact of 

Volunteering in Social Institutions: 

https://sovol.wordpress.com/outcomes/ 
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UNIT B6 Ending of a cooperation with volunteer      

 

Aim of this unit is to introduce relevant tools for exiting volunteers 

 

 

Exercise: B6/1 Exit method in practice         

Duration  20 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Cut the big group into smaller groups – you’ll need 4-5 persons /sub group 

Role play with aquarium method: 

Each sub-group chooses a volunteer and a volunteer manager – they are sitting face 

to face. The others are observers. 

Let’s play a real situation when the volunteer is leaving the organisation. In this case 

the volunteer can find out a reason why she is leaving the social institution. The 

observers write down their notices. The role play goes on for 10 min. 

Back in big group participants should discuss their experiences in 10 min, trainer 

facilitates the discussion with the following questions: 

To the volunteer manager: What worked well? What felt awkward and requires more 

practice? 

To the volunteers: What was it like to talk to the manager? What helped you to be 

more open? What could be improved? 

To the observers:  Can you share some examples of interesting interactions and 

creative solutions that you observed in the role plays? 

 

UNIT B7 Features of a good volunteer manager      

Aim of this unit to  

 summarise and reflect to the role of the volunteer manager 

 introduce the volunteer policy 

 

Exercise: B7/1 Features of a good volunteer manager             

Duration  35 min 

Description (step 

process for the 

Trainer splits the group into 2 subgroups and give them 15 minutes:  
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facilitator, including 

debriefing questions)   

Ask them to draw a funny person as a volunteer manager to a big packaging paper. 

Create this person’s anatomical drawing - in a volunteer aspects:  

e.g.:  

to brain – make an arrow: what kind of knowledge he/she needs to have?  

to heart – what kind of personality is he/she? What about the motivations? Etc. 

Identify more body parts and give each body part different tasks/ characteristics by 

using what was learnt during the training. Come back to big group and present the 

funny drawings in 10 min.  

Materials needed Packaging paper, thick colour pens 

Handouts needed List of quality standards or link of it.  

 

Exercise: B7/2 Volunteer policy   

Duration  25 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

Trainer gives a short introduction on volunteer policy to the group. A volunteer policy 

is a framework for a volunteer programme. It helps to define the role of volunteers 

within the organisation, and how they can expect to be treated. 

Part1: Homework: the trainer distributes the template for volunteer policy which can 

also be interpreted as a kind of summary of what was learnt. Go through it and ask 

participants to start to work on that.  

TIP: volunteer managers can also prepare a booklet for volunteers or even orientation 

pack to welcome them, including: letter of welcome, small present, timesheets., 

contract, list of contacts, volunteer policy, code of conduct, volunteer job description, 

what is necessary for the organisation, organogram, etc.      

As a help trainer can refer the Quality Standards of a good volunteer programme 

document – elaborated with the Wake up call! project. The quality standards are 

really useful for planning the volunteer program and for self-evaluation of volunteer 

program, It can be a great help to prepare the homework. 

 

Within 4 weeks after the end of the training participants have to send it to the 

trainers who will evaluate it as follows: rating: qualified certification/ not qualified 

certification. 

Handouts needed Template for volunteer policy 
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Handout: Volunteer policy content 

 

Introduction 

 Why volunteer policy? 

Vision/Principles/Policy 

 The organization’s vision on volunteers 

 Definition of volunteer work 

Position of volunteers 

 The place of the volunteer in the organization 

 Rights and duties 

 Policy on target groups 

 Health and Safety 

 Volunteer agreements 

Duties and demarcation of duties 

 Types of volunteer work 

 Volunteers’ duties 

 Job descriptions 

 Demarcation of duties of volunteers and professionals 

Recruitment, Selection and Induction 

 Selection criteria 

 Recruitment and selection process 

 Target-group-centred recruitment policy (if any) 

 Induction (programme, information) 

 Probationary period 

 Supervision during probationary period 

 Volunteer records 

Training and supervision of volunteers 

 Training policy 

 Supervision (who and how, e.g. staff meetings or job appraisal interviews) 

 Improving expertise 

 Careers policy 

Appraisal policy 
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 Perks system 

 Partnership between professionals and volunteers 

Leaving 

 Leaving interviews 

 Reasons for leaving 

 Certificate 

 Dismissal of volunteers 

 Aftercare policy 

Information and Consultation 

 Information pack for volunteers 

 Information resources 

 Consultation system 

 Consultative body 

Financial terms 

 Expense allowance system 

 Insurance 

Disputes 

 Procedure in the event of disagreements between volunteers or between a volunteer and professionals 

 Procedure in the event of complaints by and about volunteers 

Evaluation 

 Evaluation of the volunteers 

 Evaluation of the impact of the volunteer programme 
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UNIT B8 Summarize the 2 days      

 

Aims of this unit are: 

 Get a reflection from the trainer the context of the topics of 2 days   

 Create a space for reflection of learning process 

 Giving feedback and expressing feelings 

 

 

Exercise: B8/1 Summarize a 2 days training - Exhibition guided tour        

Duration  30 min 

Description (step 

process for the 

facilitator, including 

debriefing questions)   

This is a simple way to deepen and sum up the 2 days knowledge. This way the 

trainer gets feedback on the training. 

The trainer walks around the room in front of the wrapping papers and flipcharts 

on the wall and presents the works done at each module to the participants to 

remind them, refresh what was covered.  

The participants work individually for 10 min. Take different coloured post its and 

write their  

+ feelings – on yellow 

- feelings – on red – or if you have points you can also use them.  

new things/ideas –on green 

what they enjoyed – on pink 

what they will use –on blue post its. 

Use separate post its for each idea/ feeling!  

After the 10 mins are over each participant puts his post its to the appropriate 

flipchart on the wall and explains to the group what he has written. Everybody 

goes to the wall one by one.   

Finally ask participants to fill in the feedback sheet/evaluation form: 10 min 

Materials needed yellow, red, green, pink, blue post its, flipchart papers 
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Handouts needed Feedback sheet - evaluation form 
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Handout:FEEDBACK SHEET -Evaluation questionnaire –- Volunteer management training 

Date: ………………………………………………………………… 

Location (city, country): …………………………………………Trainers: …………………………………………………………………. 

 
 

Please fill in all questions in the questionnaire. All of your answers will be used to improve future trainings! 

 

1. Evaluate the usefulness of different parts of the training, using the following assessment scale (check 
each unit of the training): 
 

1 – Not useful       2 – Partly useful         3 – Very useful 

Training units 1 2 3 

1. Introduction to the training – 1
st

 day + Team building    

2. Introduction to volunteering    

3. Steps in volunteer management    

4. Planning and preparing for volunteer involvement    

5.Roles and responsibilities of main actors in a volunteer process    

6. Non-formal evaluation of the 1st day training    

7. Warming up the day – 2
nd

 day    

8. Volunteer recruitment    

9. Motivation    

10. Support and supervision    

11. Evaluation and measuring impacts    

12. Ending of a cooperation with volunteer    

13. Features of a good volunteer manager    

14. Summarize the 2 days    

                                                                                                                                                 

 

2. Please assess your knowledge and skills on the content of the training. Enter a grade in the blank field, using 
the following assessment scale: 
 

5 - Excellent       4 – Very good       3 - Good       2 - Sufficient         1 – Insufficient 

Learning outcomes Before the 
training 

After the 
training 

describe the main features of volunteering   

explain the role and significance of volunteering in society   

explain the specifics of volunteering in social institution   

identify benefits of volunteering for volunteers and social institution 
  

demonstrate the general elements of volunteer management (VM)   

describe main actors and their roles in the volunteer programme    

explore the organizational needs of launching a volunteer program in the social 

institution 
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describe the different roles and responsibilities of main actors in a volunteer 

process (executive manager(s) of the SI, volunteer manager, volunteer mentor(s), 

other employees, volunteers) 

  

interpret the rights and obligations of all actors involved in the volunteer 

programme from the legal perspective 

  

list different motivational theories regarding volunteering   

create the process of recruitment    

evaluate social and ethical responsibilities of volunteers and employees of social 

institution 

  

evaluate the work of volunteers   

analyse the effectiveness of a volunteer programme of the social institution   

design a volunteer policy of the social institution in accordance with the SI general 

policy, the needs of the beneficiaries and the applicable laws, incorporating a clear 

and meaningful volunteer job description 

  

respect and appreciate the contribution of every person involved in the 
volunteering programme 

  

design a volunteer programme   

 

3. Will you use the knowledge and skills acquired at the training in your further (volunteer) work? 
 

Yes, completely     Partly  Slightly  Not at all  
 
 

4. Please specify exactly which knowledge and skills, materials and contacts that you have acquired you 
will use in your further (volunteer) work? 

 

 

 

  
 

5. Which obstacles do you have or do you expect to have in the implementation of the above mentioned? 

 

 

 

 
 

6. Did the trainer(s) lead the training in a clear and interesting way? 

 
Clear presentation Interesting presentation 
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a) During the whole training a) During the whole training 
b) Most of the time b) Most of the time 
c) Not always c) Not always 
d) Not at all d) Not at all 
 
 

7. To what extent did the training provide space for exchange of ideas and experiences among 
participants? 

 
a) A lot of possibilities 
b) Few possibilities 
c) Not enough possibilities 
 
 

8. Did you have enough opportunities for active participation during the training? 

 
a) Yes, a lot 
b) Sometimes 
c) Not at all 

 
9. Please specify the part of the training that had the biggest impact on you. 
 

 

 

 
10. Please indicate your overall satisfaction with the training:  

 
Completely     Partly  Slightly  Not at all  

 

11. Which changes or recommendations for improvement of the training would you propose to the 
trainer(s)? 

 

 

 

 
 
12. In case you have additional comments, please add them here:  
 

 

 

Thank you for your contribution!  
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BEST PRACTICE 

Volunteer management in the Hungarian Újbudai Idősek Háza (Újbuda House for Elderly, maintainer: 

Budapest, XI District Self-Government) is a special case of shared volunteer management between 

the social institution and the Volunteering Hungary - Centre of Social Innovation (ÖKA) and TESZÜNK 

Ever Ready Persons Senior Volunteer Club (Club). The district’s government provides suitable 

background for institutional volunteering. The 60+ project established an elderly-friendly atmosphere 

in the district. The Újbuda House for Elderly has employed volunteers for a long time. The chief of the 

institution and his deputy regularly participated in presentations, workshops, and conferences aiming 

at volunteering. Afterwards, the deputy graduated from the advanced management course of the 

Volunteering Hungary - Centre of Social Innovation in February 2016, the Volunteering Hungary and 

TESZÜNK Ever Ready Persons Senior Volunteer Club, encouraged by the French Little Friends of Poor, 

approached the institution offering volunteer work in the House by members of the senior volunteer 

club. 

The institution welcomed the idea and took a survey to determine the needs of the tenants.  

Within the institution an internal volunteer coordinator has been appointed, in this case, the deputy 

chief of the institution. A cooperative agreement was signed by Volunteering Hungary, the Senior 

Volunteer Club and the Újbuda House for Elderly. 

This was followed by the first meeting. Participants were the volunteers, the tenants, the external 

coordinator of the volunteers (representing the Club) as well as the internal coordinator of 

volunteers and her deputy. By the end of the program, pairs were formed spontaneously. They 

agreed on the dates of visits by volunteers and exchanged their contacts.  During the formation of 

the pairs, they focused on long-term mutual cooperation and they also took the schedule of the 

tenants into consideration.    

This meeting was the starting point for the volunteer programme. The senior volunteers regularly 

visit the elderly tenants, talk to them or read books, and accompany them to short walks – 

sometimes outside the premises of the institution. The volunteers organize other leisure activities, 

e.g. movie screenings, card games. They also participate in the programs of the institutions or group 

events like open house, world day of elderly – the volunteers are considered as family members. 

The two coordinators (internal and external from the Club) and the volunteers meet quarterly to 

discuss the progress of the program. The feedback from the tenants is continuous.  

According to the arrangement for cooperation – the volunteer contracts are signed with the Club and 

OKA (Volunteering Hungary). The volunteers don’t contract individually the House for Elderly, OKA 

has individual contracts with the volunteers, and the Club bears the responsibility. The recruitment 

of volunteers is done by the external volunteer coordinator from the TESZÜNK Senior Volunteer Club, 

agreement between the demand and supply is continuous. Each volunteer describes him/herself, 

his/her demands, what he/she can offer. The internal coordinator assesses the local demands while 

the external coordinator collects the dedications/offers, e.g.: a tenant wanted to play cards the 

external coordinator found a suitable volunteer. Supervision of volunteers is done via quarterly 

discussions participating the volunteers, the coordinators and the deputy of the internal coordinator. 

They discuss the experiences of the past period, questions arise. With questions or difficulties, the 

internal or external coordinators are always at disposal. Feedbacks from the tenants are also 
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discussed here. Evaluation and measuring the impact are done primarily upon the feedback of the 

tenants. The volunteers sign an attendance sheet that indicates how frequently and for how many 

hours they show up in the institution. In the past period mutual confidence formed among the 

volunteers, the tenants and the institution. 

 

ABOUT THE SOVOL PROJECT 

CAPACITY BUILDING IN THE SOCIAL SECTOR through the Development of 

Volunteer Programs at Social Institutions in the CEE Region – SoVol 

Contract number: 16/1/KA204/22920 

  

Programme: Erasmus + 

Key Action: Cooperation for innovation and the exchange of good practices 

Action: Strategic Partnerships 

Duration of the project: 01. 09. 2016 – 31. 08. 2019 

  

Coordinator: Önkéntes Központ Alapítvány, www.onkentes.hu Hungary 

  

  

Project partners 

 Slovakia: PDCO: Platforma dobrovolnickych centier a organizacii,   

 Croatia: SMART: Udruga za razvoj civilnog drustva SMART , Rijeka 

 Poland: SCW: Stowarzyszenie Centrum Wolontariatu, Warsawa  

 Romania, ProVobis: Asociatia Pro Vobis - Centrul National de Resurse pentru Voluntariat, 

Cluj-Napoca,   

 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. 

  

http://www.onkentes.hu/
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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 

clients such as elderly, children living in foster care, addicts, homeless people, disabled people and 

psychiatric patients. 

  

  

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 

ÖKA was founded in 2002 as an independent NGO with the aim to develop and coordinate all efforts 

for a better environment for volunteering and to foster community participation in Hungary. In the 

past 14 years it coordinated many local, national and international projects in the area of volunteer 

development and training. 
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ÖKA is well recognised and works with 5 staff members and over 25 volunteers. ÖKA coordinates the 

Volunteer Centre Network that incorporates regional volunteer Centres from all over the country. 

Being an umbrella organisation in Hungary ÖKA has nationwide contacts and even though it is a 

medium size organisation still it is a major player in civil society and volunteer development in 

Hungary. It has vast cooperation records with NGOs, governmental bodies and the corporate world. 

Next to its traditional development work and services (www.oka.hu, promotion, advocacy and 

legislative development of volunteering, volunteer management training pool, Volunteer Centre 

Network development, inclusion and competence development projects, senior volunteering, 

Volunteering Award and publishing) ÖKA built up complex corporate volunteer service program in 

the past years. 

ÖKA can see the increasing need for volunteering in the Hungarian society. NGOs and more and more 

relay on the work performed by the volunteers. In the context of Hungary volunteering can be 

essential in community and social development but also in other areas. For better quality programs 

ÖKA provides volunteer management training as a certified training institution for any hosting 

organisation that is willing to improve its program operation. ÖKA strongly believes in the impact 

volunteers have and concentrates all its efforts on improving the conditions for volunteers through 

better legislation, quality volunteer programs and more financial means for hosting organisation just 

to mention some of the most important focus areas.   

 

ÖKA is active in the European volunteer arena. It is a member of the European Volunteer Centre 

www.cev.be since 2004. It implemented several smaller and bigger international programs with 

NGOs, Volunteer Centre partners from the following countries Croatia, Denmark, France, Ireland, 

Italy, Latvia, Poland, Portugal, Slovakia, Slovenia, Romania, The Netherlands and  United Kingdom. 

ÖKA was a key player of the implementation of activities in Hungary in the frame of the European 

Year of Volunteering. 

 


