Recruiting and Inducting Volunteer

What you should learn on this training course

By the end of the day you should be able to look at your project and decide what key volunteers could do to help run it.  You will know how to organize those activities into motivating and fulfilling roles that will suit the capacity and commitment of the individuals who might volunteer to fill them.  
You will have some ideas about how and where you might recruit suitable volunteers and how to deal with them when they enquire.  
You will have some knowledge of the different sort of questions you can use when interviewing volunteers, and have considered ‘different’ ways of interviewing.

You will be able to use the resources  BTCV provides, and put together relevant local information to help you plan and implement a good induction for your new VOs.  You will be keen to attend Part II of this course, on Managing Your Key Volunteers.
Objectives

BTCV expects staff to be able to 

Explain the role of Volunteer Officers or key Volunteers  in BTCV



1

Identify the stages (if any) when it is appropriate to use key volunteers on a project.
Able to break their project down into discrete elements and create appropriate and motivating jobs from those elements







1

Provide advice and guidance to volunteers to help then assess the suitability for them of the jobs that need to be done   








1&2

Specify volunteer roles and the knowledge, skills and experience required 

1

Write a BTCV role description following the procedures




1

Identify how and where to advertise







1

Draw up and place advertisements to recruit volunteers




1
Use a range of recruitment methods







1

Deal with enquiries in a way that promotes successful recruitment



1

Selection methods & Interview Skills


 




1

Other ways to deal with applications or individuals





1

Enter into volunteering agreements with volunteers 


BTCV Procedure&
1

Place or redirect volunteers within BTCV or other organisations



1

Explain the importance of induction







1

Provide an effective Induction








1

Identify individual volunteers’ induction requirements and plan to meet them

1

Organise induction activities for volunteers 






1

Prepare information and guidance materials for volunteers from BTCV procedures and local sources 








BTCV Procedure&
1

Help volunteers to fulfil their duties safely and effectively through induction












BTCV Procedure&
1

Help volunteers understand how they can contribute to your organisation’s goals











BTCV Welcome &
1

Brief volunteers on work requirements and responsibilities 




1

Reimburse volunteer’s expenses according to BTCV local and national systems

1

Maintain records of expenses and deal with anomalies




1

Record personal information about volunteers using  MIS and use personal information about volunteers in line with confidentiality requirements following BTCV’s procedures
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	Recruiting New Volunteer Officers and Placements

	
	
	

	10.00

2m

10m

10m

5m
	Introduction

Housekeeping

Fire, Toilets, First Aid, Breaks, Groundrules

Introductions to each other

· Introduce yourself to your neighbour – what do you do and how many VOs or placements do you have to manage? Then share with rest of the group

· Who did that? Quiz to share volunteering experience

Give out cards or post-its – everyone to write down a volunteer activity/experience they have had, BTCV, Oxfam, helping with the guides, running the marathon – share them round and guess who…

Introduction to the course – aims and objectives

Volunteer management Standards

BTCV standards

Part 1 of 3

Role of VO role within BTCV, other long term vols, eg. Offenders,  NEETS, trainees different. 


	postcards
PP 1-9

	10.25
	Why do we involve volunteers in what we do?

Ask the team why BTCV involves volunteers, & also think about  why you involve volunteers – write up on a FCP

(not a list of jobs but WHY) 

Explanation. See P35 of McCurley and Lynch

You need to understand the answers to this question from the organisation’s viewpoint and the staff’s viewpoint - real and espoused. 

This answer will: 

· Determine the types of jobs and responsibilities that the organisation will create for volunteers

· Enable the orgn. to better explain to volunteers how and why they are contributing to the work of the orgn.

· Enable the orgn. to better explain to staff why volunteers are being sought

· Enable the orgn. to develop a plan for evaluating how effective their use of volunteers have been

What can volunteers do?

· List of jobs that Vols do in your offices/projects.

· List of the skills your volunteers bring with them

Two groups, onto flipchart and progress to 2nd sheet - feedback

Tutor to emphasise the range of roles undertaken – pick some case studies inc. Board member from website?

What sort of jobs would you not give to a volunteer?

Create a list on the f/c of the jobs you wouldn’t give to volunteers & next to it a list of why not – extrapolate if you can

(Note: Are there any jobs that can’t be done by a volunteer?)
If we don’t plan for volunteers we can end up in some uncomfortable situations. 

Remember volunteers leave if things are uncomfortable.

Offer an outline of BTCV’s Volunteer Policy. 


	30m

PP10-18

Roles document



	
	
	

	10.50

10 m

5m

5m

15m
	Creating satisfying volunteer roles 

Identifying motivations for yourself & others 

This exercise to take people on from Leadership & run into next course where you will consider continuing motivations

Think of a circumstance when you have volunteered (can be the circumstance i/d above) – either good or bad.  Think of one thing you are able to share with the group that made you feel motivated, or demotivated (my e.g. to share Surestart Garden Club failure to CRB)

Lead into

What would you want from a volunteer job – will end up with a list of stuff on flipchart that are motivators.

From EVM p45 use of Game Playing theory in volunteering motivation – what motivates people to play games(which they do after all without pay) and use that to get them to volunteer.

Four key areas.  Expand on PP

· Ownership

· Authority to think

· Responsibility for results or outcomes

· Keeping Score

Draw up 4 area on f/c.  Get the group to decide where the things they wanted fit into these 4 areas.

May need to consider the questions below to get discussion going

· One of these boxes is empty – why do you think that is?

· Is there something you can see might be hard to achieve in one of the posts you want to advertise?

· If there is a job you find it hard to fill, is it lacking in one of these areas?

Lead onto the issue of not working on this alone – who can you work with?  

Colleagues – other staff, other offices, range of stuff out there is enormous

Working with vols to consider structure of new roles – sit down in the office and consider as a team.  Volunteers may have good ideas about what people might want to do and how it can be structured.


	PP19-24

Flip chart diagram

	11.25
	break
	

	11.45

5m

10m

5m

5m


	Role Descriptions

Give out the BTCV volunteer templates & talk about procedure/why we need to use the system.

Show good/bad guidance 

Talk about breaking jobs down

By being precise open out job (ie. Press Officer – x hours, 3 press releases, 1 newsletter per month – place of work home or office)

In pairs or threes

Using case studies, in small groups identify what might make good volunteers roles within a project.

Choose a volunteer job you have identified above, or a need your project has for a volunteer, and start to write a role description.  Think about the motivators above when writing the role description and/or pulling a job together from your needs.

Swop over – be CRITICAL, you need to help each other here to make your needs clear, and to format the jobs to make them fulfilling. 

(Use these case studies for a suite of the activities across all three courses?)

Use BTCV  template

Look to Job description guidance on BB

Share stuff with colleagues – bring stuff with you  

Do HR have anything

Stuff to share as part of BB or in the handouts for the course? Still to think about


	30

Templates

Good and bad versions

Case studies



	
	
	30

	12.15
	Writing appealing volunteer advertisements and targeting your recruitment

Needs, fears etc.

Relate back to above – being more creative you will have a wider range of jobs to advertise, and may want to consider advertising them in specific places.

Identify what people are using  

Small groups each to complete a flipchart for marketing a specific role, either use three case studies, or pick three specific roles individuals from the course would like help with. 

Eg. Of possible techniques

Collect local cuttings and local success stories

Aiming at local people – local press

Local freesheet

Local magazines

Demographic –who reads what

urgency

Students in specific areas

BTCV website fodder

Other websites – who? DO it, Environment jobs

Local networks of relevant organisations

Local contacts

Ask your volunteers

Ask them to ask people

Share other ideas from across btcv

Who Would want to do the job? Prompts
Who Currently does it?

Who would like to be doing it but is in a job where it is not now possible?

Who was educated to do it but can’t at present?

Who can learn to?

Who is learning to do it?

What schools and colleges teach it?

Peer recommendation?

Who does something totally different and would see it as exciting and new?


	30

	12.45
	Lunch
	

	1.30
	Dealing with enquiries after all your hard work recruiting –

R&I book – consider testing your office.  

Reverse brainstorm

All the things that could go wrong after you have posted your advert

· Phones

· Messages

· Do people know about the recruitment campaign

· Being prepared – packs? On-line info.  Do you colleagues know where to find it?
· What will you do with the ‘spare’ vols


	Retention Book

pp. 92/93

	1.40
	Volunteer Selection

How do you do it?

Interview the individual against the job role. Examine their suitability.
Show the procedure on the projector to remind folk.

Don’t forget to say 'no' if you’ve got to.  (We often take on more volunteers than we should).

Other ways of doing it – Ask them? Visits, probationary period, work until someone leaves?

Offer J/D and Person Spec Guidance from BB

Go through uni Nottingham sheet & questionnaire

Interviews – guidance to BTCV procedures/questions/central archive?

Probationary periods?

Leave as is until I have spoken to TN re potential new systems


	20
Procedure on pp

Questioning Process handout

	2.00
	Welcoming volunteers – Connectedness – more of this in other courses but for today
Before they arrive for induction

When they arrive

How will you make them feel welcome?

	10

	2.10
20
	Volunteer Induction – as other course 

If you were a VO what would you want to know?

General discussion around how you can make a VO feel they are needed and how you can do induction.

Show slide 6 and 7  (have swopped these around)

Remind us of the induction procedure – 

Hand out induction checklist – we welcome comments on this please let LB/JD or Tony have any ideas or comments on this.

Individual requirements

Activities organized for them

Make them feel safe

Help them identify how they fit into the organisations goals


	

	2.30
	Induction exercise as above


Q&A in a team game.

Split the group into 2 teams and ask them to each address these questions.

What are the materials (n a very broad sense) that can be used in Induction?

What are the issues/problems with this process? And how can they be overcome?

Eg Time, interest, self knowledge, etc  

Dependant upon Time???  Are you sure?  If you don’t have time for them now how will you manage them?  You can make it easier by planning but you still have to invest and value them.


	20

	3.10
	break
	

	3.25
	Volunteer Registration

Make sure people know about the VO button on MIS
	10

	3.30
	Volunteer Expenses and rewards  

D7 - Vol expenses – Hard to squeeze this one in seamlessly.

Why do it? See sheet from volunteering England in Student packs.

What’s allowed? Define reasonable out of pocket expenses

· Agreed, Identifiable expenses.

Ask what they do, then tell them what they should be providing…

What sorts of things?

 Travel, PPE, cleaning and repair of PPE, meals on the road, washing clothes, joining in social activity, child care.

How do we do it? By Receipts.

All authorised by the volunteers manager prior to the activity.

-put in here –need forward planning, best moved to here & out of other sections
	20



	3.50
	Summary & evaluation
	

	4.00
	Home
	


Objectives

BTCV expects staff to be able to 

Explain the role of Volunteer officers  in BTCV





1

Identify the stages (if any) when it is appropriate to use key volunteers on a project.
Able to break their project down into discrete elements and create appropriate and motivating jobs from those elements







1

Provide advice and guidance to volunteers to help then assess the suitability for them of the jobs that need to be done   








1&2

Specify volunteer roles and the knowledge, skills and experience required 

1

Write a BTCV role description following the procedures




1

Identify how and where to advertise







1

Draw up and place advertisements to recruit volunteers




1
Use a range of recruitment methods







1

Deal with enquiries in a way that promotes successful recruitment



1

Selection methods & Interview Skills


 




1

Other ways to deal with applications or individuals





1

Enter into volunteering agreements with volunteers 


BTCV Procedure&
1

Place or redirect volunteers within BTCV or other organisations



1

Explain the importance of induction







1

Provide an effective Induction








1

Identify individual volunteers’ induction requirements and plan to meet them

1

Organise induction activities for volunteers 






1

Prepare information and guidance materials for volunteers from BTCV procedures and local sources 








BTCV Procedure&
1

Help volunteers to fulfil their duties safely and effectively through induction












BTCV Procedure&
1

Help volunteers understand how they can contribute to your organisation’s goals











BTCV Welcome &
1

Brief volunteers on work requirements and responsibilities 




1

Reimburse volunteer’s expenses according to BTCV local and national systems

1

Maintain records of expenses and deal with anomalies




1

Record personal information about volunteers using  MIS and use personal information about volunteers in line with confidentiality requirements following BTCV’s procedures
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What you should learn on this training course
By the end of the day you should be able to look at your project and decide what volunteers could do to help run it.  You will know how to organize those activities into motivating and fulfilling roles that will suit the capacity and commitment of the individuals who might volunteer to fill them.  
You will have some ideas about how and where you might recruit suitable volunteers and how to deal with them when they enquire.  
You will have some knowledge of the different sort of questions you can use when interviewing volunteers, and have considered ‘different’ ways of interviewing.
You will be able to use the resources  BTCV provides, and put together relevant local information to help you plan and implement a good induction for your new VOs.  You will be keen to attend Part II of this course, on Managing Your Key Volunteers.

