Volunteer Manual
Recommendations & Tips to Customize the Handbook

The Volunteer Manual is a comprehensive resource to be used as both a guide and template from which an organization can develop its own volunteer oversight process.  Prior to customizing the manual to your organization, a  representative of the organization should review, edit, and/or clarify the handbook to ensure understanding of it and the organization’s ability to implement it, as written (in the final format the organization adopts).  It may be necessary for the organization to simplify elements of the manual to ensure its accurate implementation.  

The Volunteer Manual is a collaboration of management and organization policies, structured to serve as a guideline in creating a cohesive, retainable volunteer program.  The Manual serves as a comprehensive document and can be utilized by:

1. Filling the brackets by using the “Find and Replace With” tool (Ctrl F). 
0. Go to the “Replace” tab  
0. In the “Find” box, input the bracketed items, such as [ORGANIZATION] (including the brackets!)
0. Insert the individual answer, such as “Middletown Main Street”
0. Click “Replace All” (the computer will locate all items for you)
0. Repeat with other sections: [ACRONYM], [CITY], [STATE], etc.

NOTE:  Bracketed items are merely guidelines.  There are several which require manual completion, such as [INSERT LOGO], [INSERT MISSION], [LIABILITY], [INSURANCE], and [EMAIL ADDRESS].  Simply swap the bracket with your information. 

1. For inserting your logo, the recommended sizes are as follows:

		For the Volunteer Manual:
			a.  Title Page Logo:			Height:  1.9”		Width:  5.15”
			b.  Logo in Header (centered:		Height:  0.78”		Width:  2.17”

		For Remaining Documents (8):
			a.  Logo in Header (left corner)	Height: 0.69”		Width:  2.17”

NOTE:  These are recommended sizes.  Logo size may vary.









Tips for the Utilizing the Manual

1. This manual was created for long-term volunteers, such as committee members.  Short term volunteers aren’t involved as committee members, therefore require a modified process.  Utilize the following documents when working with volunteers.  The primary goal is to obtain their contact information to keep them updated on current events and opportunities with the organization.

1. While the Program Manager/Executive Director may fill the role of Volunteer Administrator, it is highly recommended that the program recruit a qualified volunteer to fulfill the role of Volunteer Administrator. 

1. Use consistent colors throughout the document (that match your logo!)
1. To change colors, right click and go to either Format Object or Format Autoshape
1. **All colored lines in the coinciding forms are located in the Header (except for the manual itself)

1. Align forms and paragraph layout as necessary.  The forms will change while adapting the handbook and documents to your organization.
1. For the Volunteer Manual, try to begin each section on a new page (approximately 18-20 pages)

1. Ensure the font remains the consistent throughout the individual document.  For example, the Volunteer Manual is written in Times New Roman 12pt font.

1. Host quarterly trainings so all volunteers can become familiar with one another and the organization.  Discuss the impact of the organization in the downtown and the value they (volunteers) hold within the organization.  This would serve as a micro-volunteer orientation.  

1. Complete and provide a volunteer orientation for new volunteers.  A typical orientation involves:
· Overview of the program
· Policies and Procedures
· Filling out necessary paperwork
· Overview of position and how it fits into the organization
· Expectations and guidelines overview, supervisor, time sheets, etc.
· Introducing to key members and staff
· Perhaps walking downtown and introducing volunteers with business owners
· If the volunteer will have an email address, give username and issue password (as stated in Volunteer Manual)
· Appreciation of the volunteers services (food/drinks are always a great idea)

1. Provide an annual volunteer recognition event, highlighting their accomplishments.  The event should consist of thanking the volunteers for their efforts in the organization.  (For more information on recognition, see page 12 in Volunteer Manual) 

NOTE:  The Volunteer Administrator would lead the orientation and plan the recognition event.
Sample Volunteer Descriptions

1. Fundraising Coordinator	
1. The individual will be responsible for developing fundraising initiatives.  The Fundraising Coordinator will be responsible for coordinating various fundraising initiatives at our organizations, event.  
1. Time Commitment: 5 hours/week and additional committee meetings
1. Qualifications:  Preferred sales/fundraising background.  History working with people desired
1. Will report to:  Volunteer Administrator

1. Coordinator of Special Events
1. The Coordinator will be responsible for planning upcoming organizational events.  They will work with organizational staff and businesses to create a functional, sustainable event.  
1. Time Commitment: 8 hours/week and additional committee meetings
1. Qualifications:  People oriented and history of planning events desired.
1. Will report to: Volunteer Administrator

1. Display Consultant
2. The Display Consultant will act as a liaison between the Design Committee and business owners in helping to enhance displays and façade improvements.  The Display Consultant will have to design displays for holiday seasons throughout the year.
2. Time Commitment: 4 hours/ week and additional committee meetings
2. Qualifications:  Creativity is a must; background in art a plus
2. Will report to: Volunteer Administrator

1. Office Administrator
1. The Office Administrator will be in charge of the organization’s office, and will answer the phone, take messages, make copies, and other related organizational needs, as directed by his/her designated supervisor (typically the Program Manager/Executive Director.)
1. Time Commitment:  8 hours/week
1. Qualifications: history in office administration a plus
1. Will report to: Volunteer Administrator

1. Community Liaison
1. The Community Liaison will act as a representative of the organization throughout the year and at special events.  This individual will organize community events and/or work with Promotions, Organization, and other committees to promote the organization.
1. Time Commitment: 5 hours/week
1. Qualifications:  History with communication; people oriented
1. Will report to:  Volunteer Administrator

