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INTRODUCTION
Social institutions have an important role in society; they take care of a group of
beneficiaries that need to be taken extra care of in communities. This can be done in
many different ways and has developed itself diversely throughout Europe.
Social institutions in Eastern and Central Europe show rather similar picture. In spite of many years of activity, they are still struggling with a multitude of tasks. Despite
professionalism and continuous efforts of the personnel, social institutions still face
the challenges of being underfunded, bureaucratic and hierarchic. State-controlled organisations usually lack personnel, they show low ratio of staff related to the number
of beneficiaries, therefore many needs of social institution users and beneficiaries are
not satisfied. Most often such needs exceed the scope of services offered by SI and are
associated with loneliness, sensation of not being needed and not belonging to the
society.
At the same time many people want to take an active part in their communities or
in the society they live in. These people are driven by different motivations and needs,
which can be either individual benefits such as gaining new skills or work experience or
motivations driven by the benefit for specific group of beneficiaries or specific organisations/institutions. These people are willing to offer their skills, experience and commitment. They represent a valuable resource for those beneficiaries, organisations/institutions but also for the society as a whole, and their motivation and initiative should
be nurtured and encouraged.
The volunteering programmes of social institutions provide opportunities to fulfil
the requirements of the service users’ beneficiaries on the one side and of the volunteers wishing to help on the other.
There are SI’s that are already experimenting with working with volunteers. One
of the best practice examples in this field that can serve as an inspiration to other institutions is the Social Care Center OPS dzielnicy Bielany M. St. Warszawy from Poland
(Warsaw). 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.
Especially at the beginning particular attention should be paid to the proper training
of the volunteers with a view to provide them firm basis for a high quality volunteer activity in specific social institutions. The first contact with would-be volunteers is also of
great importance. Experience shows that it is essential to prepare the whole staff of the
social institutions in this respect. The employees support the volunteers’ efforts if they
are aware of the benefits of volunteering in their institution and if they understand that
the volunteers’ tasks differ from those of the paid staff. Moreover the employees get
information on the respective law in force. Staff members can significantly contribute
to the matter if they are involved in the development of the volunteer programme because they understand and know how to support volunteers in practice.
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Beneficiaries, due to their direct contact with volunteers, can have a significant impact on their activity and motivation. They can support volunteer efforts when they
understand the benefits of volunteer presence in the organisation, see how the tasks
performed by volunteers differ from the duties of paid staff and know the current law.
It is also very important to raise the awareness of local community representatives
about the volunteering in SI, volunteering management and the benefits of working
with volunteers. Cooperation with the local community representatives can help in promoting SI activities, recruiting volunteers and organizing events for the SI beneficiaries.
In view of the above we think it is of vital importance for the parties concerned to
create a joint vision on how to work with volunteers since it would serve as a common
and firm basis for the implementation of 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 organisations aim to strengthen the capacity of social institutions through the involvement
of volunteers in order to deliver better quality services.
These programmes could have a huge impact on the local communities and overall
on the countries’ social capital. 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 - as one of the series - wants to provide practical help for those who
will train volunteers in the social institution. Its aim is to encourage social institutions
to utilize the added value volunteers can bring and to set up an open approach in the
adventure of building up and maintaining a volunteer programme in their institution
for the benefit of all parties.

THE AIM OF THIS HANDBOOK
This handbook aims to provide support for the trainers who will deliver sensitizing
trainings for SI beneficiaries, employees and representatives of local community/stakeholders in the field of volunteering. It has been design on the basis of our experiences
of implementing volunteer programmes in SI.
This handbook gives trainers a structure of the training (training flow), useful
tools and methods. We have tried to include all elements that are necessary to prepare SI beneficiaries for cooperation with volunteers and to ensure safe, involving and
thought-provoking atmosphere during the training. But it is important to adapt the training to different kinds of beneficiaries, their intellectual and physical abilities.
The trainer shall make sure that participants can freely express their views, ask
questions and get answers to important matters.
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However it is highly recommended to tailor and adapt the length and structure, as
well as the timing and methodology of the training to trainer’s experience, but especially to the specifics of participants (i.e. number, previous experience, etc.) and specifics
of the social institution in question. The possibilities are really wide, from shortening
the training, dividing it in more segments or modules, focusing on specific topics, units
and learning outcomes or delivering it using different methodologies.
If sensitizing is not possible by delivering a workshop, use other ways of sensitizing:
prepare handouts for participants, use regular ore one to one meetings. Sensitizing
can be done by family members, social workers, volunteer manager or guide.

WHO IS THIS HANDBOOK FOR
This handbook is for a person who will deliver the training for the SI beneficiaries,
employees and representatives of local community/stakeholders. A trainer can deliver
this training or a person experienced in introducing volunteer programs in social institutions. During this training the trainer should be assisted by the coordinator of volunteers in the organisation who will be able to explain specific issues associated with the
activity of the organisation.
The trainer shall have fundamental information on the welfare system. While preparing for the workshop, he or she should learn about the organisation, its beneficiaries and support provided to them.
Very helpful will also be trainer’s experience in workshops for different age groups
and audiences with different difficulties or challenges. Thanks to such experience, the
trainer will be able to better understand the needs and experiences of workshop participants.
The trainer should encourage participants to express their opinions and be active during
the training as well as to pay attention to relations between participants. When needed, the
trainer shall react to ensure training objective satisfaction in safe and open atmosphere.

HOW TO USE THIS HANDBOOK
The handbook gives you a structure for the training flow and methodology to deliver the training for SI beneficiaries, employees and local community representatives.
These are suggestions based on the experience and work of SoVol partners. Use them
advisedly, adjusting them to the specifics and needs of the Social Institution.
The handbook is divided into units of the training flow. Each unit has an own chapter with described timing, methods and materials for delivering it. If, based on your
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experience, you realise that in certain cases other methods should be used, use them
and remember about the aims of particular sections of the training.
Each unit can be shortened depending on the specifics of the participants but with
the focus on Introduction to volunteering, volunteering in SI, and benefits of cooperation with volunteers.
It is very important to give participants the possibility of a common reflection on the
impact they have on successful cooperation.
The Handbook presents two versions of the training: a full version of 4 school hours
(180 min) and a short version of 2,2 h school hours (100 min) .
After the shorter training version individual meetings with participants can take
place during which they questions will be answered.

ABOUT THE TARGET GROUP(S) OF THE TRAINING
The workshop is addressed to three groups of participants:
- Social Institution employees,
- SI beneficiaries and their families,
- Local community representatives.
All employees and beneficiaries should be sensitized. This is important not only for
those, who will be in direct contact with volunteers, but also those who are not because
all parties should be aware what volunteers bring to the SI and its beneficiaries. The
workshop will show them what volunteering is about, how volunteers’ work differs from
the work of paid staff and how they can support volunteers in their work.
Our experience in introducing volunteers to SI organisations shows that it is very
important to prepare representatives of the local community in which the SI operates.
Both social Institutions and their beneficiaries, on a daily basis, function in local communities as their members. Most often, beneficiaries fulfil their basic needs in their
closest environment: shops, schools and health care centres, offices and institutions
that ensure their security. Sometimes, due to disability, access to such places might be
limited. Cooperation with volunteers can eliminate such barriers.
Local community often provides various resources to the SI. Institutions have the
knowledge, skills and financial means that can be useful in volunteer program implementation. The training should help representatives of local community in discovering
the benefits of a volunteer programme of SI for the whole community.
Each group of participants may have different experiences regarding volunteering.
Try to get to know them before the training.
Remember also that representatives of each group of participants may have doubts
and concerns. During each training session, take time to develop, express their fears,
finding solutions and exchange experiences.
Below you can find some hints that should be used during preparation and delivering sensitizing training to the different groups.
7

SI employees
Prepare the sensitizing workshop in close cooperation with the social institution for
which it will be delivered. Adapt it to its specifics. Especially for bigger SI, with more than
40 employees, the duration of the workshop should be adapted to the work schedule
and the time that SI could allocate for this kind of activity. In some cases, you have to
repeat the training several times so that all employees can take part in it.
SI employees may differ in their education and communication skills. Adapt the
communication with employees depending on their specifics (do not use too professional language, ask simply, or vice versa to use the language of health, economy etc.)
In some Social Institutions, especially where the employees work in different premises/locations they do not know each other well or they have rare cooperation opportunities. In such situations it is important to spend some time on getting to know each
other and on team building
SI employees may have doubts and concerns regarding cooperation with volunteers. It is important to give them time for expressing it, asking questions and clarifying
doubts. It is also worth to facilitate a common reflection on the impact that SI employees have on successful cooperation with volunteers
For many employees it is important to document the acquired skills. Therefore, prepare certificates of participation and give them to the SI employees after the workshop .
SI beneficiaries
Depending on the SI specifics, some beneficiaries may need to be assisted by parents or caretakers, e.g. parents of people with disabilities, parents of minors, family
members or assistants of people with disabilities. The presence of family or caretakers
is especially important when beneficiaries’ condition requires their assistance or when
they will have frequent contact with the volunteers
There are some beneficiaries with special needs who should be sensitized though
personal interaction on their own by their caretakers or the volunteer manager/guide.
Otherwise they will not accept the help from the volunteer. However, this may change later as the presence of volunteers is permanent and generally accepted in the institution.
For beneficiaries with dementia or mental disabilities, for disabled beneficiaries, it is
good when an employee trusted by beneficiaries delivers a sensitizing training. For older
beneficiaries, trust is a key concept, it is definitely suggested an employee – either the volunteer manager or guide who has daily contact with the clients, does that sensitization.
Representatives of the local community
Representatives of the local community who participate in the training may not
know each other. It is important that they introduce themselves to everyone, have time
to exchange experiences regarding their cooperation with the IS and their activities for
the beneficiaries.
During the training, give participants the opportunity to discuss the joint activities
for the development of volunteering in SI.
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PREPARING THE TRAINING
In preparation for the training it is important to learn about the specific needs of the
beneficiaries of the institution. Their physical and intellectual condition as well as ability
to concentrate will determine the selection of methods and the duration of training.
The need for proper preparation cannot be overstated. Trainees will gather first
impressions in the first few minutes of the training, and they will judge the material
and the trainer on how prepared the training environment is. Everything should run
smoothly at the start of the session.
As the person in charge of the training, it’s up to you to develop standard preparation procedures to ensure a high quality of training. Every detail counts.
There are several major steps in the training preparation. These areas include preparing yourself as a trainer, training materials, the training space and trainees. The most
successful training sessions are very carefully planned and prepared, in every detail.

PREPARE YOURSELF
Each trainer has different qualifications, experience, expertise and uses a different
methodology of training. Even trainers who are intimately familiar with a subject must
properly prepare for the training.
• The trainer should have good knowledge about the social institution for whom
he/she is delivering the training. Get to know its main services, beneficiaries, staff
involved in the volunteer programme, types of problems they face.
• Get familiar with the training space by arriving early on the day of training to
prepare everything and check that everything is in order.
• Stay in tip-top presentation shape. Are you keeping hydrated with room temperature water to ensure you do not damage your vocal cords? Drink non-dairy
fluids to soothe your vocal cords and prevent a dry or sore throat from extensive
talking during the session.

PREPARING OF THE TRAINING SPACE
It is advised to deliver this training in the space of a concrete social institution. In
this way the participants (local community representatives, beneficiaries’ families) will
have the opportunity to get to know the SI space and facilities which will be used during
volunteering.
Prepare classroom and hands-on training areas by checking for:
• Adequate seating arrangements
• Comfortable environmental conditions
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• Sufficient lighting
• Required equipment, such as video player/monitor, slide projectors, flip charts
and other needed media or materials.
A key component in organizing and delivering trainings is to ensure that the area in
which you will conduct the training is set-up in such a way that maximizes the training
experience. Below are several key factors to consider when setting up the training space:
• Have the 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 handson training, do you have all of the equipment, materials, and supplies needed to
perform the tasks? Ensure that tools, equipment, machines or other props for
demonstration or practice are working properly.
• Ensure everyone can see. Placement of visual training aids is significant when
setting up your training space. Where are you going to position the projector,
screen, or flip chart, so it doesn’t block the view of participants? Also, keep in
mind that you, your movements and position, shouldn’t interfere in trainees full
and quality participation in the training.
• Have enough and appropriate materials on hand. If working with a flip chart
to write notes or perform calculations, make sure to have additional blank paper
and markers at your hand. Do you have dark markers so those sitting in the back
of the room can see what is written? Make sure you have enough handouts or
other materials for trainees. Don’t forget attendance lists and evaluation sheets!

PREPARE PARTICIPANTS
It is advised to deliver this training in the space of a concrete social institution. In
this way the participants (local community representatives, beneficiaries’ families) will
have the opportunity to get to know the SI space and facilities which will be used during
volunteering.
Distribute a session outline or agenda to the SI employees and local community
representatives before the meeting. Inform them about the benefits of participating in
the training.
You can also distribute pre-session activities. Along with the outline or 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 social institution?
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Prepare SI beneficiaries for the training. Ask SI employees, volunteer manager or
guide to talk to them prior to the training and explain:
- the objective of the training
- the agenda (duration, subjects to be covered)
- benefits of training participation.
It’s important to note that you should pay attention at the state of participants (level of their involvement, level of the group tiredness, level of concentration etc.) so you
would be able to define the needed breaks for refreshment if it is needed. You will find
one break in the training flow but you can add one more if the participants need it.
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TRAINING FLOW FOR 4 HOURS TRAINING
Training curriculum in English language
Unit name

Time
allocated

Aims of the unit

1.
25 min Construction of
Introduction
the motivation to
participate and
safe work atmosphere during the
workshop

2.
20 min
Introduction
to volunteering

Bringing together
of understanding
what is volunteering
Getting to know
basics of voluntary
legal work

3.
Volunteering in SI

Understanding the
demographic profile of volunteers in
the country and
their most frequent motivation
30 min Understanding the
purpose of inclusion volunteering in
the activities of SI
Distinguish key
roles in the volunteer programme
of the SI (volunteer
manager, volunteer guide, other
staff and other
volunteers)

Break

15 min

Learning outcomes
(After completing the unit, participants should be able
to…)

Methods
and number
and name
of exercise
that can be
used
Understand the objec- objectives of 1. Oral pretives of the workshop
the workssentation
hop
Know the meeting
+ Oral preagenda and the rules
meeting
sentation of
of participation in the
agenda
participants
workshop
- a round
ground rules
Express their expectaof participations and fears
tion
Understand the main Notion of
2. Facilitated
principles of voluntary volunteering discussion
(free, voluntary and
+ presentaorganized)
Regulations tion
concerning
Name the laws, relevolunteering 3. Minivant values, definitions
lecture
on volunteering based Profile of
upon the policies
volunteers
in SI
Know the demographic profile of volunte- Examples of
ers in SI and the typical typical momotivations of volun- tivation for
teers
volunteering
Understand how vogoals and
4. Oral
lunteering fits into the the role of
presentamission and goals of
volunteering tion and
the organization.
in our orga- questions
nization
& answers
Understand what vosession
lunteer work is about
way of
and how it differs from organizing
paid staff work
voluntary
organization
Know the main steps
(structure)
of volunteer management, roles and tasks role, tasks
of the main actors of
and responthe volunteer program- sibilities of
me
the main actors of the VP
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Topics

Unit name

Time
allocated

Aims of the unit

Methods
and number
and name
of exercise
that can be
used
4. Volunte- 80 min Appreciating…
Name the areas of
Discovery
5. Facilitated
ering in SI –
(beneficiaries –
satisfaction
(appreciadiscussion
in practice
What is the best in
ting the best – Discovery
If you know
SI and our coopera- Have a vision of the
of/what is
that the
tion with SI staff?; good cooperation with in)
6. Group
beneficiaries
SI employees - What volunteers
work –
will not be
we do the best?;
Dream
Dream
able to stand
Create the ideas of
(imagining
180 min, you
Representatives good cooperation with what could 7. Brainscan skip this
of the local com- volunteers and plan
be)
torm
unit and go to
munity - What we, how to implement
– Design
unit 5
as a community,
them
Design (dedo the best?)
termining
8. Group
what should work
Imagining what
be)
– Destiny
could be the ideal
Delivery
vision of the good
Destiny
cooperation with
Delivery
volunteers
(creating
what will be)
Determining,
designing the
ways of fulfilling
the dreams about
good cooperation
Creating the plan
of implementing
chosen ideas
20 min Naming the
benefits of cooperation with volunteers

5. The
benefits of
collaboration with
volunteers
6. End of the 5 min
workshop

A summary of the
content discussed
Farewell to the
participants

Learning outcomes
(After completing the unit, participants should be able
to…)

Topics

See the benefits for
Benefits of
themselves in coope- collaboraration with volunteers tion with
volunteers

9. Work in 3
groups

Reflect on the training Summary of 10. A round
contents
- individual
reflection
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UNIT 1- INTRODUCTION TO THE TRAINING
1 Oral presentation + presentation of the participants - Introduction
Duration: 25 min
Description (step by step process for the facilitator, including debriefing questions):
Welcome to participants. Introduction of the trainer and the co-trainer: the volunteer manager.
The trainer presents the objectives and agenda of the workshop, briefly explaining
them. Then, the trainer asks each participant to provide a brief stating the following:
- first name and last name
- how long she/he: works in the SI (employees); cooperates with SI (representatives
of the local community); how long and what kind of care/service she/he gets from
SI (beneficiaries)
- has she/he known any volunteers and what she/he likes about them
- what kind of expectations and fears regarding the volunteering in SI she/he has
The trainer writes down the expectations and fears on the flipchart and explains
that the volunteer manager will relate to it later. Then, the trainer presents a proposal
of the ground rules for effective work during the workshop:
- the focus for the workshop
- respect for diversity sentences
- speaking as one, to be able to hear the speech of every person
- do not use telephones or other mobile devices
- punctuality
Reading each point the trainer explains its meaning and asks if the participants
accept it. The trainer also asks participants whether they want to establish some additional rules, and if so, appends to earlier. All the accepted rules represent a common
contract of the group.
Materials needed: Flip chart or a slide presentation with objectives and agenda of the
workshop, flip chart with the proposal of the ground rules, markers.
Source/reference: International Federation of Red Cross and Red Crescent Societies
(2009). Behaviour change communication (BCC) for community-based volunteers - Trainers
manual. Geneva. Available on: http://www.ifrc.org/Global/Publications/Health/119200_
BCC%20community%20based%20volunteers%20trainers%20manual_LR.pdf
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UNIT 2 - INTRODUCTION TO VOLUNTEERING

2 Facilitated discussion + presentation – Introduction to volunteering
Duration: 10 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer asks participants to try to answer the following question in one sentence: „How would you define volunteering?” Writes the responses on a flipchart, does not
comment on them.
If participants have difficulty with the answer, the trainer can ask additional questions, such as: „How differs volunteer work from paid work?” „In what areas do volunteers work?”
When the participants have answered the trainer presents on the slide or flipchart
the definition of volunteering and briefly comments on it, referring to the answers given
by the participants.
Materials needed: Flip chart and markers; definition of volunteering written on a flipchart or a slide.

3 Mini-lecture – Legal basis for volunteering
Duration: 10 min
Description (step by step process for the facilitator, including debriefing questions):
Using the presentation, the trainer explains the legal basis for volunteering in the
country. The trainer puts emphasise to values, definitions on volunteering based upon
the policies related to volunteering and some general regulations/diversification from
paid work. The trainer shortly presents the demographic profile (age, gender, education, etc.), specificities and typical motivations of the volunteers involved in their SI. If
necessary, answers questions from the participants.
Materials needed: Power point presentation of the legal basis for volunteering in the
country.
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UNIT 3 - VOLUNTEERING IN SI

4 Oral presentation and questions & answers session - Volunteering in our
organization
Duration: 30 min
Description (step by step process for the facilitator, including debriefing questions):
The volunteer manager presents:
- the reasons to engage volunteers in the SI
- the objectives of the volunteer programme
- the role and tasks of the volunteer manager
- the differences between tasks and responsibilities of employees and volunteers
- the main steps of volunteer management,
- roles and tasks of the main actors of the volunteer programme
During and after the presentation the volunteer manager responds to questions
and focuses on participants’ expectations and fears mentioned at the beginning of
the training. If any of the participants have specific questions which the presentation
doesn’t cover, the volunteer manager asks to stay after the training for the individual
conversation.
Materials needed: Presentation.
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UNIT 4 - VOLUNTEERING IN SI – IN PRACTICE
NOTICE!
If you know that 4 school hours (180 min) are too long or if this part will be too
difficult to understand for the participants, you can skip it and go directly to Unit 5.
Time devoted to this part of workshop you can use for individual talks/consultations with participants after ending the workshop.

5 Facilitated discussion – Discovery (appreciating the best of what is in)
Duration: 20 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer encourages participants to think about:
- Beneficiaries – What is the best in SI and our cooperation with SI staff?; What
makes the cooperation so good?
- SI employees – What we do the best? What we can be proud of?;
- Representatives of the local community – What we, as a community, do the
best? What we can be proud of?;
If some participants have not been connected to the SI for a long time or do not
have specific experience with SI staff, the trainers ask to think about positive experiences in cooperation in general.
The trainer facilitates the discussion and writes the answers on a flipchart. When
all answers have been collected, the trainer asks: What do you think about the answers
you have just heard? How do you feel about them?
Materials needed: Flip chart and markers

6 Group work – Dream (imagining what could be)
Duration: 20 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer displays colourful photos/cards. Each participant is asked to choose
one image that shows the ideal cooperation between beneficiaries and volunteers. The
trainer encourages participants to think about their dreams, wishes, imagination, as if
everything was possible.
Each participant chooses one photo/card. Next, participants form groups of 3 people and talk about their dreams. Each group presents their dreams to others. The trainer
writes group work effects on the flipchart. Then, highlights the common elements.
Materials needed: 20-30 photos/cards with different images, flip chart and markers.
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7 Brainstorm– Design (determining what should be)
Duration: 20 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer encourages the participants to think, individually, how their dreams
about ideal cooperation with volunteers could be fulfilled. What SI employees/ SI beneficiaries and their families/ representatives of the local community can do? How they
can build good cooperation with volunteers?
First, the trainer reminds everyone the key brainstorming principles:
- every and any idea is OK
- ideas proposed must not be judged
- all ideas are recorded
- participants may find inspiration in ideas proposed by others and build upon
previous concepts
- the more ideas the better
The trainer invites everyone to join the brainstorm. The brainstorm lasts ca. 5 min.
The trainer writes down all ideas or (based upon abilities of beneficiaries) suggest using
post-it so each participant can write it down individually. Upon brainstorm completion,
the trainer informs participants that it is the time for assessment and selection of 3
ideas for implementation.
The trainer asks the participants which idea they can implement the soonest. Participants make their choice. To do so, each participant has 3 votes/points (possible in the
form of post-its). They can be distributed in different ways: to support three different
ideas with one point, to support one idea with three points or to support two ideas with
one and two points.
After a moment of thinking participants come to the flipchart and vote. The trainer counts the votes and marks the three ideas of support with the higher number of
points. The trainer checks with participants if all selected ideas are lawful and do not
overlap with responsibilities performed by paid staff. If any idea does, they choose the
next idea with the highest score.
Materials needed: Flip chart, markers, Post-its / dot-shaped stickers (3 for each participant)

8 Group work – Destiny Delivery (creating what will be)
Duration: 20 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer divides participants into 3 groups. Each group is given one of the selected ides and asked to develop it and say how it will be implemented. Groups discuss
and write their answers to the following questions:
- WHY? Why is this task important? What benefits will it bring?
- WHAT? What exactly has to be done?
- WHEN? When the task should be executed? How long will it last?
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- WHERE? Where the task will be executed?
- WHO? Who would be the best to execute the task? Which employee should help
them execute the task?
After ca. 10 minutes groups present results of their work. After the presentation of
each group, other participants ask questions, make comments and propose other solutions. The trainer makes sure all workshop participants accept the task execution plan.
Materials needed: Flip chart, markers, 5W questions written on a flip chart or a slide:
Why? What? When? Where? Who?
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UNIT 5 - BENEFITS OF WORKING WITH VOLUNTEERS
9 Work in 3 groups – Benefits of working with volunteers
Duration: 20 min
Description (step by step process for the facilitator, including debriefing questions):
The trainer asks participants to think about benefits of cooperation with volunteers.
He or she divides a flipchart page into two (vertically). On one side benefits for SI and
SI employees/ beneficiaries and their families/ community and on the other – benefits
for volunteers.
1st version:
The trainer starts the discussion by asking the participants the following questions,
and writes down the answers:
What benefits can you see for yourself in cooperating with volunteers?
The trainer writes down the answers.
When all the answers have been made, he or she asks the following question:
What benefits for volunteers do you see in cooperation with you (in working for
your benefit)?
2nd version (If you think that it will be too difficult for the participants to name the
benefits):
The trainer has written (on a card) benefits and ask participants to determine which
of them refer to them and which to volunteers. He sticks the cards with written benefits
to the proper column on the flipchart. When they finish this task, the trainer asks if they
see some additional benefits that where not covered.
When all the answers have been made, the trainer stresses that good cooperation
is possible only when there is a balance between giving and taking. If volunteers do not
have or see benefits, they may ‘burn out’ and resign. That is why it is important to think
how volunteers would benefit from their work and to care for them not less than the
organisation cares for its own interests.
The trainer explains that very important is to appreciate volunteers’ work and gives some examples (like: saying “thank you”; remembering about volunteer’s birthday;
emphasising results of volunteer’s work, etc.). Then, the trainer asks participants about
other ways of appreciation and writes down participants’ ideas.
Materials needed: Flip chart and markers, Flip chart or slide with examples how the
beneficiaries can appreciate volunteers’ work.
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UNIT 6 - ENDING OF THE TRAINING
10 A round - A summary and individual reflection
Duration: 5 min
Description (step by step process for the facilitator, including debriefing questions):
Trainer reminds the contents discussed during the workshop. The trainer asks each
of the participants to tell a sentence saying his/her impressions about the workshop.
Materials needed: Flip chart or slide with the agenda and aims of the workshop

UNIT 7 - FORMAL EVALUATION OF THE TRAINING

In this training the formal evaluation is not needed. Use informal evaluation tools
tailored to the participants, especially to intellectual and physical capabilities of beneficiaries. This could be for example:
- a round, during which each participant will answer one simple question,
- selection of pictures with an emoticons: each participant can point a card with
emoticon which express his/her level of satisfaction with the workshop
- voting using different cards of different colours (green - I am very happy with the
workshop, yellow - can be, red - I’m unhappy).
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