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CREATING VOLUNTEER ROLES
DO

A Define 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 ‘dédgeneral volunteerd doesnoét
will be doing and can sound a bit boring.

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

A List down the skills that the person will need to have to fulfil the
role.

A Try 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.

A It 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 i s good practice to r
basis and make changes so that they meet the needs of both the

volunteer and the organisation.

DONT

ADond6t just ask what can volunte
restricts their involvement by ¢
may mean they end up doing thing
need doing ahead of other more important things.
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SAMPLE OF REQUEST FOR VOLUNTE

REQUEST FOR VOLUNTEER

DATE OF REQUEST:

Name & Address of Organisation:

Tel No:

Contact Person:

Details of Job:

No. of Volunteers wanted and types of Volunteers:

Any special skills needed? Give details:

Car necessary? Own Phone necessary?

Special Training given (give details):

Will exoenses be paid? References tak

CHARITY NUMBER:



RECRUITING VOLUNTEERS

DO

A ldentify what it is that you want your volunteers to do.

A Decide what it is'that you can offer your. volunteers and if you can give
them what they need.

A Advertise in places that people might go to e.g. Community Centres,
coffee shops, etc.

A Contact local press and see if they can write an article on your
organisation. Get in touch with your local radio'stations and volunteer
centre.

A Get information about the vacancies ready, with a system set in place
to respond to enquiries from potential volunteers.

A Check that your recruitment materials e.g.(/Application forms, etc, are
clear and easy to follow.

A Look at any barriers that might be present when volunteering for your
organisation and.take positive steps to overcome them.

A It is important to,notify-all staff before introducing new volunteers to
your organisation.

A Try to keep your advertising to one or two places, as it will make it
easier to track the results.

DONT

ADondét overload your adverts witdt
simple and to the point.
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SAMPLE OF A VOLUNTEEROGOS AF

Please circle your age: Under 15 15 16-24 25-54 55 - 64 65+

1 Sumame (Mr/Mrs/Ms/Miss)

s First Name(s) Preferred Name

3 Full address

Postcode Email

4 Telephone number Mobile

5 Do you have access to the internet at home / work / other / not at all

6 Date of Birth 7 Gender: Male / Female (delete as applicable)

8 Please specify your employment status (circle as appropriate):
Employed  Self Employed Not Employed

In Education / Learning — where

9 If Under 25, have you been involved in the Duke of Edinburgh’s Award Scheme? YES / NO
If YES, which level of Award have you gained? BRONZE  SILVER GOLD

10  Where did you hear about volunteering? — Radio / Newspapers / Connexions / Education /
Job Centre / Church / Walking by / Friend / Other

11 Have you been a volunteer before? Yes / No (delete as applicable)
If yes, please give details of previous volunteering experience (including community events
and activities).

12 Do you have a disability or health problem?  Yes / No (delete as applicable)
Physical / Sensory / Learning / Multiple / Mental Health / Long term or life limiting



13

Do you have a criminal record? Yes / No (delete as applicable)

(Please don't worry if you have, at any time, suffered from any mental iliness or have been guilty of any offence in
law. That does not stop you becoming a volunteer. Some placements require every volunteer to have an enhanced
disclosure from the Criminal Records Bureau. If you need this, it will be discussed with you. Please be completely
honest as this will help us to offer you the correct placement).

14 It will be helpful if you could complete this section but please do not worry if you feel unable to do so at this
point in time. What interests / skills do you have, what kind(s) of activity would you like to be involved in?
Interest/ Skills Existing | Want to Volunteering you would like to be
develop involved in
Administration Animals
Advice, Information Art, Culture, Heritage
Advocacy Children
Befriending, mentoring Disability
Campaigning, Fundraising Domestic Violence, Addictions
Community Work Driving (26+)
Computers, IT, Education, Literacy
DIY Elderly
Driving Emergency Services
First Aid, Emergency Services Environment, Practical
Gardening Ethnic Minority Issues
Hostel Work Health, Hospices
Marketing, PR, Homelessness
Media International Volunteering
Retail Mental Health
Sports Development Mentoring
Teaching, Training, Coaching Prisoners, Ex-Offenders
Trusteeship, Committee Work Retail
Websites Sport, Outdoor Activities
Youth Work Youth
Other Other

15  Please provide the names of two people whom we can contact as referees. They must
NOT be related to you, or a peer if you are under 25, but could include lecturers, employer

or long standing family friend.

A Name B Name
Address Address
Post Code Tel Post Code Tel

We may use your image to promote volunteering. If you do not want you image used
please let us know in writing.

I am aware of the confidential nature of voluntary work and | agree to respect the privacy
of clients and not to divulge any confidential information gained unless instructed by the
client. | have completed this application form honestly to the best of my knowledge.

Signature Date

CHARITY NUMBER:



SELECTING VOLUNTEERS

DO

A Agree 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.

A Give everyone equal treatment. For example, the same information
on the organisation and ask the same questions at interview.

A Involve other employees and possibly trustees and client/users in
the selection process.

A Let people know as soon as possible if you are able to offer them
voluntary work.

Alf you dondét have a suitable pl a
alternative routes to follow with other organisations.

DONT

A Go into an interview with any pre-conceived ideas about your
potential volunteer from information you have read on their application
form.

O
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SAMPLE OF VOLUNTEEROGOS | NTE

NAME AGE M/S/DIV/SEP/OTHER

CITY AREA LIVING TRANSPORT

CHILDREN/AGES/WHERE LIVING/WHAT DOING/OTHER FAMILY

SPOUSE/PARTNERS JOB

SCHOOL/COLLEGE/EDUCATIONAL QUALS

PRESENT JOB

PAST JOBS

HOBBIES

PHYSICAL HEALTH/DISABILITIES

MENTAL HEALTH

MEDICATION/HISTORY - CURRENT/EFFECTS

LAST SAW DOCTOR/FOR KEYWORKER



CAUTIONS/CONVICTIONS/PRISON/DATES, DETAILS

SUBSTANCES/DRUGS/ALCOHOL/SMOKING

FUTURE PLANS

REASON FOR VOLUNTEERING

THE “THROW THEM” QUESTION

TIME FREE / WHEN / CLIENT GROUP ETC / XPS

ANY QUESTIONS

PLACEMENT DATE REFERRED
!

COMMENTS

COFFEE MORNINGS / FOLLOW UP SUPPORT / OPEN OFFICE / ADVICE SHEET /
PAMPHLETS

CHARITY NUMBER:



SAFER RECRUITMENT AND

SELECTION OF VOLUNTEERS
DO

A Your organisation needs to do a risk assessment for all potential
dangers to clients/users and volunteers within your organisation.

A All organisations have.a.duty of care to all clients and users of your
organisation torotect their welfare:

A All voluhteers need-a clear-description ef their role as a volunteer and
what their respongibilities are. Check with the volunteers that they
understand all the information.

A 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 pastcriminal-historyif you have-anyjquestions you can
contact the Criminal Records Bureau.

A With 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 kn@w there is no reason
why they campaédt volunteer.

DONT.

A Always 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.

GoldStar
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RETAINING VOLUNTEERS

DO

A First work out what motivates a person to volunteer with your
organisation.

ABe cl ear about how realistic volunte
(if at all) they can be met.

A It 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.

A Try to personalise volunteer roles, creating as much variety as
possible. This can help to keep volunteers motivated.

AAl ways check that volunteers are rei
expensesao. Someti mes volunteers give
canodot afford it.

A Make your volunteers feel valued. Involve volunteers with decision-
making processes as much as possible. Always welcome them and
make them feel included.

A Acknowledge the feelings of other employees, if they feel negative
about working with volunteers, as this will undermine your hard work
spent recruiting.

DONT

ADond6ét hang on to volunteers I f 1t wo

| e—

—

—

GoldStar
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TARGETED RECRUITMENT OF BLACK &
MINORITY ETHNIC VOLUNTEERS

DO

A Itis 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.

A You 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?

A If 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.

A Make sure that your recruitment materials include images of black
and ethnic minority people, to encourage people to volunteer in your
organisation.

DONT

ADondét assume that people from bl
want to volunteer outside their own communities.

GoldStar
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REFERENCES

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.

DO

A Decide exactly what kind of information you need from the reference
and who would be best placed to provide it.

A Try not to create barriers for people who wish to volunteer. Give options
of different sources that they can get referees from.

A Think about how long you would need to know someone before giving
them a reference, the volunteero6s rol
actually want to get from the referee. The more flexible you can be, the

more people will be able to volunteer fir you.

Alt is important( at volunteers don:¢
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

sui tabl e. | f you candét talk to them
clearly about references.

A Remind volunteers to check with their proposed referees that they are
happy to give out references.

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

starts work, particularly if the references are required to.check a
volunteer s suitability to work with
embarrassiing toe terminate a volunteer
raises concern.

A When 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.

GoldStar
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SAMPLE OF AREFERENCE LETTER

PRIVATE AND CONFIDENTIAL

Dear

We have received an offer from
to

As many of our volunteers are placed in positions of trust with vulnerable people, it is
explained to each new potential volunteer that satisfactory references will be required prior
to them being placed. This is to ensure that any relevant information that may make
volunteering an inappropriate activity is brought to our attention.

The applicant has given your name as a person willing and able to supply a personal
reference for them and we would be grateful if you would complete the form on the reverse
of this letter. | have enclosed a SAE for your reply and an information sheet which | hope
will be of help to you.

Your reply will of course be treated in the strictest of confidence as regards this applicant,
but a copy may be sent to a named official at a placement organisation.

Thank you for your assistance in this matter. If you have any questions or queries about
any aspect of this request please do not hesitate to contact me. Please note that if, after
receiving the reference, we need to clarify any issues, we may need to contact you for
further information.

Yours sincerely

CHARITY NUMBER:



SAMPLE OF A REFERENCE FORM

CHARITY NUMBER:



