Volunteer Management Checklist

When planning your Volunteer Management Program, consider the following:

· Appoint a volunteer coordinator or allocate the volunteers portfolio to a committee member.

· Include the Volunteer Management Plan in your business or strategic plan (if appropriate).

· Review all volunteer positions and skills required – can any positions be broken down to provide short term volunteering options.

· Develop position descriptions or duty statements for each of these roles.

· Identify skills already in the organisation and match these skills to positions.

· Identify recruitment strategies to fill the gaps.

· Check insurance coverage is adequate.

· Establish policy and procedures for screening of volunteers where required.

· Develop orientation process for new volunteers.

· Outline and communicate roles and responsibilities of volunteers and the organisation.

· Identify training needs of the volunteers and find training opportunities (local government, state sporting association).

· Identify other ongoing support that will need to be provided.

· Allocate a budget for your volunteers (out of pocket expenses, recognition).

· Keep an up to date database of your volunteers.

· Put in place ongoing recognition strategies.


