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Volunteering Factsheet 2
RECRUITMENT OF VOLUNTEERS
It is assumed that as an organisation, you have gone through all the preliminaries before recruiting volunteers.

· You have gone through a consultation process and have the support of your staff, trustees/committee members.

· You have clear policies and procedures in place.

· You have ensured that you have the necessary resources, support and supervision time and equipment for volunteers.

· You have organised a budget to cover volunteer expenses.

· You have set goals – numbers of volunteers required, timescales etc.

You may decide it is important to plan your volunteer programme as part of your organisation’s Business/Marketing Plan.

Once you have done this you are ready to plan your recruitment campaign.

RECRUITMENT
As an organisation you now need to decide appropriate recruitment methods.

· Registering with the Volunteer Centre  


This widens the scope of your recruitment and your opportunities will be included on the national volunteering database.

· Word of mouth

Encourage all of your staff to use all their networks to spread the news that you wish to include volunteers.

· Targeted talks

These could be to clubs, societies or groups.

· Local advertising
Many Supermarkets have Community Notice Boards as do Churches, Mosques, Temples, Community Centres, Leisure Centres and Libraries.  (Ensure posters are up to date and changed regularly).

· Written material

Mention that you use volunteers in all of your written material such as leaflets, displays, websites, newsletters and Annual Reports.

· Events
Advertise at open days and special events that you are recruiting volunteers.
· Local media
Highlight that you are recruiting volunteers in a press release or radio interview.
It is very important that when you receive requests for information about volunteering that the enquiry is dealt with promptly.  Ideally, potential volunteers should be provided with an information pack on how they need to proceed to become a volunteer, probably within five working days.  A prompt response signals that their interest is important and that you are keen to have their support.  When someone has decided they would like to volunteer, they normally want to get started quite quickly.
VOLUNTEER ROLE DESCRIPTIONS
There may be a time when a volunteer role does not merit a role description.  For example, on one off occasions such as a sponsored walk.  However, role descriptions are very useful for a number of reasons.

· They meet insurance requirements.

· They help clarify health and safety issues.

· They help in planning training and supervision needs.

· They give prospective volunteers guidelines.

· They set boundaries for volunteers and make it clear to everyone in the organisation what is expected from the volunteer.
ELEMENTS OF A VOLUNTEER ROLE DESCRIPTION
It is important to design meaningful roles that encourage people to join your organisation as a volunteer.  The Volunteer Role Description is an important building block to motivate prospective volunteers.

Even the most basic volunteer role description should include: -
· A role title
This should reflect the content of the role.

· The major objective of the role
This would describe what the volunteer is there to do.

· The main responsibilities of the role
· Training requirements
· Time commitment required
A model role description is provided in model documents.

A model volunteer person specification is provided in model documents.
SELECTION PROCEDURE

The selection procedure will help the organisation to find a suitable volunteer for the role and ensure that the individual(s) will “fit into” it.  Equally, the volunteer will get a feel of what your organisation is about.  This is by no means a fool proof method, but it can help to find the right volunteer, which means that there is a smaller risk of the person leaving due to unmet expectations.

Your selection procedure may include:

· An application form accompanied by an equal opportunities monitoring form and a reference request form.

· An interview.

· Take up of references.

· CRB check if required
VOLUNTEER INTERVIEW
This is an opportunity for you to find out more about the volunteer and them about you and your organisation.

It is a good idea to invite prospective volunteers in for a ‘chat’ rather than an interview, as it sounds less formal and threatening.

Make sure you have set aside sufficient time and have everything you need to hand.

You may decide to draw up a list of questions, accompanied by an answer checklist to go with the questions.  The idea is for you to assess whether a candidate meets the requirements of the volunteer role.  Do this but focus the questions on the prospective volunteer’s skills, experience and interests.

You also need to give them information about the role including training and support offered, time required and the main tasks of the volunteer role.

At the end of the interview you should be in a position to decide whether you would like to invite the prospective volunteer to join your organisation.

If you are uncertain whether the volunteer has the necessary skills, think carefully whether you can use the volunteer in another role in your organisation.  If this is not possible try to let the volunteer down gently by suggesting that they contact the Volunteer Centre.  Make it clear to them that you are basing your decision on the requirements of the role description.

A model Interview Checklist is provided in Model Documents 
For support and advice on recruiting contact:

Beverly Harris, Telford and Wrekin CVS, Meeting Point House, Southwater Square, Town Centre, Telford TF3 4HS.  Tel No: 01952 291350. beverlyharris@tandwcvs.org.uk
Recommended reading:

“The Volunteer Recruitment Book” – Susan J. Ellis

“Recruiting Volunteers” – Fraser Dyer and Ursula Jost
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