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Volunteer Management Checklist

1. PLANNING FOR VOLUNTEER MANAGEMENT

	
	Yes
	No
	In progress

	1.1. Do you spend time planning for the future needs of your volunteers?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.2. Do you have a budget allocated to your volunteer management program?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.3. Do you have yearly action plans that set out what you will do, how you will do it, and by whom?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.4. Do you regularly assess the progress of your action plans?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



2. The Volunteer Coordinator

	 
	Yes
	No
	In progress

	2.1 Do you have a Volunteer Coordinator or someone appointed with responsibility for looking after your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.2 Is the Volunteer Coordinator position a part of your committee and therefore in your constitution?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.3 Is the Volunteer Coordinator educated on volunteer management issues and strategies?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



3. DEVELOPING YOUR Volunteer Management Program

	
	Yes
	No
	In progress

	3.1 Do you have a written:

· Volunteer Management Program?

· Volunteer Policy?

· Procedures to support the Program and Policy?


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	3.2 Are these documents included in your business or strategic plan?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.3 Do they clearly outline how the organisation and its members deal with volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.4 Are they made available, promoted and understood by all volunteers and members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.5 Are they reviewed and updated regularly?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



4. Recruitment

	
	Yes
	No
	In progress

	4.1 Do you have position descriptions for each volunteer role?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.2 Do you shorten or adapt positions to suit individual volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.3 Do you collect information on the skills of current members and member’s family?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.4 Do you actively recruit volunteers from outside of your membership?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.5 Do you have an information kit to give to potential volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.6 Do potential volunteers complete an application form prior to commencement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



5. Selection and Screening

	
	Yes
	No
	In progress

	5.1 Do you have documented policies and procedures for screening your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.2 Do you have a documented Child / Member Protection Policy, which includes your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.3 Are these policies and procedures made available, promoted and understood by all volunteer and members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



6. Orientation

	
	Yes
	No
	In progress

	6.1 Do you have an orientation process and information kit for new volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.2 Do you welcome your volunteers and show them your support when they star their volunteer role?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



7. Training and Development

	
	Yes
	No
	In progress

	7.1 Do you identify training needs of your volunteers and offer suitable training opportunities?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.2 Do you cover the cost or subsidise accredited training for your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.3 Do you keep an accurate database of training courses undertaken by your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 



8. Recognition

	
	Yes
	No
	In progress

	8.1 Do you recognise and reward all volunteers in your organisation?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.2 Do you have documented policies and procedures for recognising volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.3 Do you have an allocated budget for recognising your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



9. REPLACING VOLUNTEERS AND SUCCESSION PLANNING

	
	Yes
	No
	In progress

	9.1 Do you plan for when or if volunteers leave your organisation? (a succession plan)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.2 Do you collect information from volunteers who leave your organisation that may help with retaining current and future volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.3 Do you have written procedures for:

· Grievances?

· Discipline?

· Dismissal?
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



10. Insurance, Legislation and Risk Management

	
	Yes
	No
	In progress

	10.1 Does your insurance adequately cover your volunteers?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.2 Do you understand the following legislation and how it affects your organisation:

· Volunteers (Protection from Liability) Act 2002?

· Occupational Safety and Health Act 1984?

· Privacy Act 1988?


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	10.3 Do you conduct Risk Management assessments on all activities involving volunteers?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 




