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Volunteer Recognition Policy and Procedures for  [insert organisation name]
1. Contributions made by volunteers will be recognised in the Annual Report, and the monthly newsletter.

2. Board / committee members will be responsible for acknowledging volunteer contribution and effort through praise, encouragement, extra support and additional training.

3. Volunteers will be recognised with a certificate, presented by the President/CEO, after 3 months of service.

4. Volunteer staff will be formally acknowledged after one year of service. Acknowledgement will include an item such as:

5. Volunteers will be recognised for specific training they have completed, and for significant and outstanding service.

6. Volunteer staff will have birthday and other significant events acknowledged e.g. birthday card.

7. Volunteers will be recognised as valued team members with opportunity to have input into decision-making processed. This may take the form of written suggestions/feedback, verbal suggestions, or special forums/meetings where volunteers are given the opportunity to provide feedback.

8. Volunteers will be kept up to date with development and information through:

· Newsletter

· Email messages

· Website updates
9. Upon notification of a volunteer leaving, some form of recognition will be provided e.g. card wishing the volunteer well in their future endeavours. This can be given publicly on the volunteers last day, or forwarded through the mail.

10. In the event of a volunteer leaving, an Exit Interview will be conducted. This interview will allow the volunteer to give feedback on their volunteering experiences and will provide the Volunteer Coordinator with an opportunity to thanks the volunteer for their efforts and provide verbal recognition.


