
Training Staff to Work With Training Staff to Work With 
VolunteersVolunteers



Group Activity





















Training New EmployeesTraining New Employees
New Employee OrientationNew Employee Orientation
Basic Overview of Volunteer Basic Overview of Volunteer 

ProgramProgram
Review policies/proceduresReview policies/procedures



Build Rapport With StaffBuild Rapport With Staff

Maintain regular communicationMaintain regular communication
Ask staff for input/suggestionsAsk staff for input/suggestions
Host informational gatheringsHost informational gatherings
Recognize staff to their supervisorsRecognize staff to their supervisors
Staff commitment to programStaff commitment to program



Financial Costs of VolunteersFinancial Costs of Volunteers

Determine cost of a new volunteerDetermine cost of a new volunteer
AttritionAttrition
Staff time/trainingStaff time/training



Know Volunteer Jobs Know Volunteer Jobs 
Inside and Out!Inside and Out!

Clear job descriptionsClear job descriptions
Review job descriptionsReview job descriptions
Be a Volunteer!Be a Volunteer!
Write supervision of volunteers into staff job Write supervision of volunteers into staff job 
descriptionsdescriptions



Keeper Job DescriptionsKeeper Job Descriptions
Assistant KeeperAssistant Keeper-- ““May work with and direct Volunteers and May work with and direct Volunteers and 
Interns as directed by the Area Manager.  May assist in Interns as directed by the Area Manager.  May assist in 
training Volunteers and Interns as directed by the Area training Volunteers and Interns as directed by the Area 
Manager.Manager.””
Senior KeeperSenior Keeper-- ““Trains and directs Volunteers and Interns as Trains and directs Volunteers and Interns as 
directed by the Area Manager.directed by the Area Manager.””
Area ManagerArea Manager-- ““Has direct responsibility and accountability Has direct responsibility and accountability 
for scheduling Keepers, Volunteers, and Interns assigned to for scheduling Keepers, Volunteers, and Interns assigned to 
their areas.  Has direct responsibility for the screening, their areas.  Has direct responsibility for the screening, 
placing, and training Interns and Volunteers.  Has the authorityplacing, and training Interns and Volunteers.  Has the authority
to accept or decline applicants, and to evaluate Volunteer and to accept or decline applicants, and to evaluate Volunteer and 
Intern performance and make recommendations to the Intern performance and make recommendations to the 
Manager of Volunteer Services for progressive counseling, Manager of Volunteer Services for progressive counseling, 
placement, or termination.placement, or termination.””



Volunteer SupervisionVolunteer Supervision

ProfessionalismProfessionalism
EvaluationsEvaluations
Staff LiaisonsStaff Liaisons



Leadership/CoachingLeadership/Coaching

Help Volunteers meet their goalsHelp Volunteers meet their goals
Clear communicationsClear communications
Ask open ended questionsAsk open ended questions
SelfSelf--evaluationsevaluations




