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FACT SHEET – Tips for Working with Volunteers
Create a volunteer plan
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Prepare in advance to be organized. 

· Provide official identification. 

· Assign color-coded name tags to work teams.  

· Plan, plan, plan to make the volunteer experience run smoothly.  
Provide professional advancement/skills development opportunities. 
· Be creative in developing jobs.  
· Make good job matches.  
· Provide good training. 
· Keep volunteers challenged.  
· Give volunteers added responsibility and promotions.  
· Provide job references after they’ve done a good job volunteering.  
· Show length of service with “service stripes,” dots, or ribbons on name tags.  

Keep health, safety, and human needs in mind.  
· Provide child care.  
· Maintain safe working conditions.  
· Enforce breaks.  
· Offer beverages, healthy snacks, and meals.   
Establish rapport

Keep things positive. 

· Smile and laugh as much as possible.

· Say “thank you,” often and publicly.  

· Feed the press good news about their good work.

Listen to them.  
· Allow volunteers time to talk.  
· Ask for their suggestions and reports. 
· Solicit feedback and act on volunteers’ ideas whenever possible.  
· Provide debriefing opportunities and facilitate “gripe” sessions.

FACT SHEET – Tips for Working with Volunteers (continued)
Create camaraderie. 
· Provide name badges and call volunteers by name.  
· Encourage respect for individual needs and preferences.  
· Be a volunteer advocate and defend them when necessary.  
· Sponsor a reunion.

Invite them back and thank them again when they return

Communicate a mission and vision
Communicate regularly.  
· Give volunteers a thorough orientation that explains the “big picture” and what their role will be.
· Provide daily newsletters, message boards, and updates on the current situation.  
· Communicate clearly and methodically.
Make volunteers feel they are an important part of the response and recovery mission. 
· Don’t turn them away.  
· Post their accomplishments in a visible location.  
· Give special awards for extraordinary individual and team achievements.
Demonstrate appreciation when they accomplish important milestones and objectives. 
· Give them a pat on the pack.  
· Write thank-you notes and letters of appreciation to the volunteers, their families, their employers, and the local newspaper extolling their virtues.
· Give them stuff (t-shirts, caps, buttons, patches, certificates, etc.).  




Information in this fact sheet is based on the California Service Corps (CSC) and the Office of the Governor publication called the Volunteer Management Plan Template, 11/15/04. This template can be found on the Internet at: 


http://www.csc.ca.gov/programs/files/VPtemplate.doc








FOR MORE INFORMATION:


Kentucky Cabinet for Health and Family Services, Frankfort, KY


http://chfs.ky.gov/dph/preparedness





[INSERT Local Health Department Name] [INSERT Local Health Dept phone  #]





Kentucky Division of Emergency Management, Frankfort, KY


Toll free:  1-800-255-2587         


http://www.kyem.ky.gov/


toll free:  1-800-255-2587         













