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ĄDefine specific roles for your volunteers and reflect this in the 

name that you give the role.  Just trying to recruit people to the role 

of a ógeneral volunteerô doesnôt give any accurate detail of what they 

will be doing and can sound a bit boring.

ĄMake a list of all the things that you will require the volunteer to do.

ĄList down the skills that the person will need to have to fulfil the 

role.

ĄTry to give volunteers as much responsibility as possible and make 

it clear to them how much their work impacts upon the organisation.  

This will demonstrate to them that their role has been carefully 

thought out and is fulfilling an important need within the organisation.

ĄIt is important not to be too rigid about a formalised role, as this 

may need to be adjusted to be personalised to a particular volunteers 

needs.  It is good practice to review volunteersô roles on a regular 

basis and make changes so that they meet the needs of both the 

volunteer and the organisation.

ĄDonôt just ask what can volunteers do to help?  This potentially 

restricts their involvement by creating ójobs for the sake of itô and 

may mean they end up doing things that are not necessary or donôt 

need doing ahead of other more important things.
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SAMPLE OF REQUEST FOR VOLUNTEERôS FORM

CHARITY NUMBER:



ĄIdentify what it is that you want your volunteers to do.

ĄDecide what it is that you can offer your volunteers and if you can give 

them what they need.

ĄAdvertise in places that people might go to e.g. Community Centres, 

coffee shops, etc.

ĄContact local press and see if they can write an article on your 

organisation.  Get in touch with your local radio stations and volunteer 

centre.

ĄGet information about the vacancies ready, with a system set in place 

to respond to enquiries from potential volunteers.

ĄCheck that your recruitment materials e.g. Application forms, etc, are 

clear and easy to follow.

ĄLook at any barriers that might be present when volunteering for your 

organisation and take positive steps to overcome them.

ĄIt is important to notify all staff before introducing new volunteers to 

your organisation.

ĄTry to keep your advertising to one or two places, as it will make it 

easier to track the results.

ĄDonôt overload your adverts with too much information.  Keep them 

simple and to the point.
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SAMPLE OF A VOLUNTEERôS APPLICATION FORM



CHARITY NUMBER:



ĄAgree upon and write up a set recruitment and procedure process.  

If you are going to be giving out application forms and interviews, with 

references being taken up, then state this clearly so that everyone is 

aware of it.

ĄGive everyone equal treatment.  For example, the same information 

on the organisation and ask the same questions at interview.

ĄInvolve other employees and possibly trustees and client/users in 

the selection process.

ĄLet people know as soon as possible if you are able to offer them 

voluntary work.

ĄIf you donôt have a suitable placement, offer the person other 

alternative routes to follow with other organisations.

ĄGo into an interview with any pre-conceived ideas about your 

potential volunteer from information you have read on their application 

form.
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SAMPLE OF VOLUNTEERôS INTERVIEW NOTES



CHARITY NUMBER:



Ą Your organisation needs to do a risk assessment for all potential 

dangers to clients/users and volunteers within your organisation.

ĄAll organisations have a duty of care to all clients and users of your 

organisation to protect their welfare.

ĄAll volunteers need a clear description of their role as a volunteer and 

what their responsibilities are. Check with the volunteers that they 

understand all the information.

Ą Some volunteers will need to have a CRB check.  This tends to be any 

volunteers that will be in situations where they might be alone, working 

with vulnerable groups.  It is a background check that is carried out that 

looks for any past criminal history. If you have any questions you can 

contact the Criminal Records Bureau.

ĄWith the thought of safety to your organisations clients/users you 

should ask the potential volunteers if there is anything that they need to 

declare i.e. previous convictions and to let you know there is no reason 

why they canôt volunteer.

ĄAlways dismiss a volunteer if the outcome of their CRB is not desirable 

for the position that they want.  Look to see if there is anything else that 

they can do.
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ĄFirst work out what motivates a person to volunteer with your 

organisation.

ĄBe clear about how realistic volunteerôs expectations are and how 

(if at all) they can be met.

ĄIt is very important to have regular feedback from volunteers about 

their involvement within the organisation e.g. in the form of support 

and supervision sessions, support calls or even short questionnaires.

ĄTry to personalise volunteer roles, creating as much variety as 

possible.  This can help to keep volunteers motivated.

ĄAlways check that volunteers are reimbursed for óout of pocket 

expensesô.  Sometimes volunteers give up volunteering because they 

canôt afford it.

ĄMake your volunteers feel valued.  Involve volunteers with decision-

making processes as much as possible.  Always welcome them and 

make them feel included.

ĄAcknowledge the feelings of other employees, if they feel negative 

about working with volunteers, as this will undermine your hard work 

spent recruiting.

ĄDonôt hang on to volunteers if it would be best for them to leave.
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ĄIt is important to be aware that volunteering is seen differently within 

different cultures. Informal volunteering has a strong tradition and is 

often regarded as part of everyday life within black communities.  It is 

not necessarily seen as an organised or institutional activity.

ĄYou should look at the image that your organisation portrays.  Does it 

display a positive image of people from black and ethnic minority 

communities?  Are there any people employed, either workers or 

trustees from black and ethnic minority groups?

ĄIf there is a significant absence of black and ethnic minority trustees 

within voluntary organisations take positive action to recruit volunteers 

from black and ethnic minority communities.  Advertise in publications 

(e.g. The Voice, Eastern Eye, Irish Times, etc) and in places (e.g. 

culturally specific community centres) where people will see your 

publication from those communities.

ĄMake sure that your recruitment materials include images of black 

and ethnic minority people, to encourage people to volunteer in your 

organisation.

ĄDonôt assume that people from black and ethnic minority groups wonôt 

want to volunteer outside their own communities.
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ĄDecide exactly what kind of information you need from the reference 

and who would be best placed to provide it.

Ą Try not to create barriers for people who wish to volunteer. Give options 

of different sources that they can get referees from.

ĄThink about how long you would need to know someone before giving 

them a reference, the volunteerôs role and the type of information that you 

actually want to get from the referee.  The more flexible you can be, the 

more people will be able to volunteer for you.

ĄIt is important that volunteers donôt just find out that they need 

references from their application forms.  This can sometimes put people 

off applying at all, particularly if they have not been in work for some time 

or have never had to provide a reference before.  Speak to them and 

explain why you need a reference and help advise them on who might be 

suitable.  If you canôt talk to them make sure the application form explains 

clearly about references.

Ą Remind volunteers to check with their proposed referees that they are 

happy to give out references. 

Ą Generally it is a good idea to wait for references before a volunteer 

starts work, particularly if the references are required to check a 

volunteerôs suitability to work with clients.  It can also be very difficult and 

embarrassing to terminate a volunteerôs involvement if the reference 

raises concern.

ĄWhen a reference causes concern, first ask the referee for permission 

to discuss their reference with the volunteer.  Think about how the 

reference relates to your original impression of the volunteer and the role, 

support, training and supervision available.
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References are comments from people, who know the person, in either a 

work or social context.  It can range from a basic check to see that the 

person is who they say that they are, through to a detailed 

recommendation of their suitability of the role.



SAMPLE OF A REFERENCE LETTER

CHARITY NUMBER:



SAMPLE OF A REFERENCE FORM

CHARITY NUMBER:


