
THE VOLUNTEER INDUCTION AND
RETENTION PROCESS AND WHY IT'S
IMPORTANT

That’s not the end of the process but merely the beginning. In
the same way that you would need to orientate a new
member of salaried staff the same applies equally to
volunteers. Volunteers should be treated no differently to
staff when it comes to their value, other than the fact that
they are not paid members of staff and do not operate to a
Job Description: And that distinction is incredibly important.

You want your volunteers to feel welcomed and
informed. You want them to understand how the
organisation works and their role as a volunteer within
that. The quicker you can orientate a volunteer the more
comfortable they will feel. It all makes perfect sense,
but you would be surprised as to how many
organisations think the work has been done prior to
recruitment and nothing else is required.
This is a recipe for disaster. At the very least the first
impressions of your organisation will be poor. More
worryingly, it could lead to volunteers leaving before
they have really begun.

Let’s imagine you have now
successfully recruited some
new volunteers to your
organisation.

And why is that important?
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Welcome to the
Organisation

The Volunteer Checklist does exactly what it says. It’s a checklist that enables an organisation to
cover all of the basic but important information about where the volunteer will be based and the
tasks they need to perform.

You can download a simple Volunteer Checklist from the Internet, but  please remember to tailor this
checklist to your own organisation.

You can divide the Checklist however you see fit, but make sure that one person from your
organisation manages the overall process. This will avoid confusion in the short term until volunteers
are correctly orientated.

Here is an example of how a Volunteer Checklist could be compiled:

The Volunteer Induction Checklist

What should be included?

The mission statement, values, the history and any
future plans.     
Details of the client/user group or beneficiaries.      
Roles of volunteers within the organisation.      
Roles of staff within the organisation.      
How decisions are made within the organisation.      
Introduction to other volunteers and staff.   

Welcome to your
Volunteer Role

Introduction to the volunteer role and what they will be
doing.
Talk through the volunteer role description.
Discuss what the organisation expects of volunteers  and
what volunteers should expect in return.
Discuss any concerns about the role and what it involves.
Give details of training to be undertaken and the timescale
for this, what commitment is involved and the reasons for
this. 
Agree the support available to the volunteer: Who is this
from, in what form and how often.
Provide Information on volunteer meetings,
communications and social events.
Identify the named person for volunteer queries moving
forward.
Provide any ID badges or any required equipment or
uniform
Set a review date to talk about how your volunteers are
experiencing life with your organisation. 
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Welcome to the
Policies and
Procedures

Provide information on policies and procedures within the
organisation and how to access them.
Promote the importance of equality, diversity and
inclusion and refer to the organisations own policy or
procedure as it relates to the subject area.
Talk through the reward and recognition policy and the
benefits to volunteers.
Provide information on who to contact in an emergency
and ensure that the organisation has obtained emergency
contacts for all volunteers.
Provide relevant information on First Aiders and the
location of First Aid kits.
Explain how to report and file an accident.
Ensure that volunteers are aware of their responsibilities
in Health and Safety.

Welcome to the
Facilities and the
Practicalities:

Talk through the accessibility of the facilities such as
disabled toilets, kitchen, opening hours, parking, and
relaxation areas.
Provide a tour of the facilities and maybe the local
community if relevant and applicable.
Provide information about the other organisations who
share the building or area.
Discuss any dress code which complies.
Give helpful tips about the local community such as car
parking, bus route and nearest sandwich shop (for
example).
Discuss how to claim volunteer expenses, what can be
claimed and issues relating to benefits.
Ensure that volunteers understand your IT system
sufficient to enable them to complete their tasks.

Final Points

The process of Induction should be a check and reset process until such times as the volunteers
enter into a routine which they are comfortable with. 
Please remember though that volunteers are individuals, and individuals digest information at
different rates. Individuals also have differing levels of confidence. That’s why the check and reset
process is vital. It ensures that each volunteer is being supported in the right way.
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Volunteer Retention

Volunteer retention is important for a number of differing reasons, but not least because your
organisation has expended resources in trying to obtain volunteers in the first place. Careless
Retention Approaches can be damaging, and can lead to the premature loss of volunteers
from your organisation.

If you have managed to navigate the recruitment and induction process successfully, and you
have clear volunteer Role Descriptions for each of your volunteering tasks, the chance is that
you are well on your way to retaining your volunteers.

Never forget the power of a simple thank you. You
will be surprised at the loyalty that infers.
Recognise the volunteer contribution. Take every
opportunity to talk and write about the benefits
that volunteers bring to your organisation. This is
particularly important in National Volunteers
Week, which takes place every year in June.
Integrate your volunteers into your organisation
by keeping them abreast of changes or inviting
them to your team briefs or meetings.
Communicate regularly with your volunteers and
provide opportunities for volunteer advancement
into new volunteer roles or through the
application of new skills and learning.
Any organisation can become accredited in
Volunteering which may help you to attract new
volunteers because you have pre defined
volunteering standards that you work to.

However, there are other
ways in which to support
and retain your volunteers.
Here are some simple
examples
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This is a Free Factsheet. This and others are available for reading and
downloading by any organisation without charge. Further diagnostic tools are
available from our Members Area only. There is a yearly charge to access this
information. To join visit our website -
http://www.voluntaryimpact.org.uk/membership
 
Voluntary Impact Northamptonshire also provides a range of bespoke services at
a cost: For more information visit our website -
http://www.voluntaryimpact.org.uk/community/consultancy-packages/

http://www.voluntaryimpact.org.uk/membership
http://www.voluntaryimpact.org.uk/community/consultancy-packages/



