HazingPrevention.Org 

Volunteer Management Plan

Volunteers are at the core of any non-profit organization. Their roles fill various functions essential to the organization’s success. To that end, it is important to properly outline how they will serve the organization. Organizational leaders must determine the overall volunteer philosophy, the scheduling of position appointments and the processes used for recruitment, retention, management, recognition and evaluation of volunteers. This document outlines these processes. Additionally, volunteers should review the HazingPrevention.Org Procedures Manual. General guidelines for volunteers included in the Procedures Manual are also found at the end of this document.

Volunteer Philosophy
Volunteers for HazingPrevention.Org serve in efforts to realize the mission of the organization: “To empower people to prevent hazing.” 

The mission informs the actions taken by the organization’s leadership and volunteers. The volunteer’s experience will be mutually beneficial in that she/he will benefit from service to HazingPrevention.Org, and the organization will benefit from her/his contributions. 

Benefits to the volunteer include:

· Professional growth opportunities including skill development from managing projects/fellow volunteers and developing resources;

· Personal development including improvement of interpersonal skills through interaction with fellow volunteers and HazingPrevention.Org stakeholders (e.g. sponsors);

· Satisfaction from knowing his/her work can impact a larger social issue;

· Developing professional relationships with leaders throughout the country in a variety of professional disciplines.

Benefits to the organization include:

· Additional human resources to support the organization’s mission and projects;

· Marketing of the organization through volunteers’ spreading the message about HazingPrevention.Org;

· New ideas that can infuse innovation and purpose into the organization.

To ensure that volunteers receive the support they need, HazingPrevention.Org will provide leadership in the form of a Volunteer Coordinator, who will be appointed to ensure volunteers have the opportunity to be trained and supported throughout the year. This person will:

· Work with the Executive Director and Board of Directors to determine priorities for volunteers;

· Manage the volunteer experience of volunteer leaders and board members, who will in turn manage committees or work-group members;

· Communicate monthly or more often as appropriate with volunteer leaders;

· Enforce, review and revise the Volunteer Management Plan as necessary.

A thorough review of the responsibilities of the Volunteer Coordinator and her/his impact on the organization can be found through review of the job description found on the “Get Involved” page of the HazingPrevention.Org Website: http://www.hazingprevention.org/. This person will report to the Board of Directors President and Executive Director.

The Executive Director and the Board of Directors develop the directives of the organization. The Volunteer Coordinator does not supervise the Board of Directors or any volunteer leader/chair. The Volunteer Coordinator does not create new projects. Volunteers who have ideas for new programs or projects should contact their volunteer supervisor. 

Schedule and Timeline of the Volunteer Experience

The average term for a volunteer is October 1 through September 30. Additional volunteers are appointed as needed.  As people indicate an interest in volunteering, the Volunteer Coordinator will manage the appointment process. A database of all volunteers and records of current and previous service will be managed by the Volunteer Coordinator. Members of the Board of Directors and/or volunteer leaders who need volunteers should contact the Volunteer Coordinator, who will then determine appointments as necessary. 

A Timeline for management of volunteers is as follows:

October 1: Volunteer appointments made for all needed projects and committees. They should confirm within a week.

October 8: Receive/review prior volunteer leader’s end of year report and a copy of the HPO strategic plan. Reach out to committee members and schedule conference call (if desirable/possible).

Mid-October: Online training provided for all volunteer leaders and committee members.

November 15 – Volunteer leaders submit project plan to Volunteer Coordinator who sends to president. Form found in the Procedures Manual located at the “Get Involved” section of the HazingPrevention.Org Website: http://www.hazingprevention.org/. Reports are submitted through a Google doc process coordinated by the BOD president.

November 15 through December 15: Feedback provided by Executive Director, Volunteer Coordinator, Board Liaison (for non-board volunteer leaders) and President.

After January BOD meeting: Volunteer leaders will review project plans and ED/VC/Pres/BOD feedback and revise as needed. With board liaisons for each of the non-board member volunteer leaders, each volunteer leader will receive feedback from four "top-level" leaders (ED/VC/Pres/BOD co-chair) before submitting the project plan. 

Volunteer leaders provide quarterly status reports (February 1, May 1, August 1, October 1 (end of year report). Report template is found in the Procedures Manual.

Monthly: Review volunteer needs and appoint as necessary.  

Volunteer Coordinator conducts ongoing communication with Executive Director/President including the submission of a monthly report.

Volunteer Coordinator works with Executive Director to maintain database and provides updated lists of volunteers for Executive Director to incorporate into Constant Contact mailings. The Volunteer Coordinator will provide an updated version of the volunteer database to the ED, BOD and volunteer leaders to see if any unappointed volunteers can be used.

Bi-Monthly: Develop and disseminate volunteer Update newsletter. Incorporate volunteer development, deadlines/reminders, and overall HPO happenings. 

March: Communicate with volunteer leaders and appointed volunteers to determine progress and satisfaction with experience. Address volunteer lack of responsiveness.

April: National Volunteer Awareness/Recognition Month.  Volunteers should receive “thank you” email around the end of the month. 

July-September: Organizational volunteer recruitment begins. Current volunteers should complete volunteer interest form ANNUALLY. 

August: Confirm volunteer leaders. Solicit recommendations from supervisors for increased volunteer responsibility and/or reappointment. Inquire about volunteers who have not met responsibilities. If they indicate continued interest inform them of their performance and find out if a different appointment is needed or if they are better off not contributing at this time. Collect interest in continued volunteer roles for currently appointed volunteers; and email potential volunteers. 

September 30: Volunteer appointment ends. Volunteers interested in continued service should reply to September volunteer recruitment email. Those not indicating interest will be considered inactive volunteers until they inform the organization otherwise. Outgoing volunteers receive “Thank You” note and gift.

Volunteers appointed to projects currently incomplete will retain their appointment to that project or committee unless they inform the Volunteer Coordinator as to their wishes. Most projects should be completed during the one-year volunteer appointment cycle.
Components of Volunteer Program

Recruitment: Recruitment will occur through current volunteer and organizational leader outreach to potential volunteers. Additionally, individuals may approach the organization through their completion of the volunteer form found at the “Get Involved” section of the HazingPrevention.Org website. The active recruitment of volunteers will occur year-round, but the organization will emphasize such recruitment July through September. 

Recruitment of volunteers is dependent on organizational needs. Individuals will not be appointed to a committee or work group unless the appointment can have meaning for the individual and the Organization. Standing committees will receive volunteers as their goals indicate is necessary. Volunteer leaders have the responsibility to inform the Volunteer Coordinator as to their needs. The Volunteer Coordinator should solicit needs quarterly, typically after the review of status updates. Volunteer leaders manage other volunteers on their committee.

Volunteers may serve the national organization as well as lead efforts within their local communities. The Organization welcomes innovation in starting grassroots efforts to counter hazing within local communities, high schools, college campuses and within any environment in which hazing occurs. The development of programs and services using the name of HazingPrevention.Org at the local level must be approved by the national Organization, specifically through the Executive Director. Official appointments are managed through the Volunteer Coordinator. Volunteers who are involved strictly in local level initiatives (e.g. working on National Hazing Prevention Week on a college campus) do not need to fill out volunteer forms; however it is requested that such efforts be reported to document national anti-hazing initiatives. A report form can be found at http://www.hazingprevention.org/page.php?form_id=822.

Retention and Management: Volunteers typically continue involvement if their experience is meaningful and they perceive that their contributions help improve the organization and the world in which they live. Therefore, volunteer leaders must understand their role in supporting the efforts of those they manage. This means communicating with volunteers on a pre-determined basis, demonstrating responsiveness to volunteer needs, and reinforcing good work through recognition.  
The Volunteer Coordinator will work with volunteer leaders to make sure volunteers are responsive at every level. Continued challenges with volunteer responsiveness will be addressed in the following way:

1. Make email contact to volunteer to request information on lack of communication and performance;


2. If not responsive after two weeks, then phone call will be made to volunteer;


3. If not responsive to the phone call, the volunteer will be removed from her/his appointment, pending discussion with Volunteer Coordinator;


4. If the volunteer is responsive to the removal process and has reasons for her/his unresponsiveness, then she/he may be reappointed. If she/he decides to cease involvement, then he/she will be listed in the database as an inactive volunteer until she/he informs the Volunteer Coordinator otherwise. If the volunteer is unresponsive, she/he will be removed from the database at the completion of eight weeks from the date of the original email.


5. The Volunteer Coordinator documents volunteers who are removed. 

The Volunteer Coordinator will work with the organization’s leaders to provide the training and resources for volunteers to be effective. Training will occur in October and will be accessible to any volunteers joining the organization after that point. All volunteers must participate in the volunteer training. The training will be recorded and accessible to all volunteers. Volunteers can review at a time convenient for them. 

Appointment emails for volunteers will always include:

1. Name of Committee;

2. The duration of the appointment;

3. Name of their volunteer leader;

4. A position description;

5. A copy of the HazingPrevention.Org Procedures Manual;

6. A copy of the Volunteer Management Plan.

A separate email focused on volunteer training will be sent to the volunteers within two weeks of their appointment.

Additionally, volunteer leaders will provide quarterly updates to the Volunteer Coordinator. Additional communication will occur ongoing as needed. The Volunteer Coordinator then provides those reports to the Board President. Volunteer leaders provide quarterly status reports  - February 1, May 1, August 1, and October 1 (end of year report). Report template is found in the Procedures Manual.

Recognition: Volunteers deserve recognition for their contributions to the organization. Those volunteers who meet their responsibilities as outlined during their appointment process will receive recognition during National Volunteer Awareness Month (April) and as determined appropriate by the Volunteer Coordinator, volunteer leaders and the Executive Director. At the end of the volunteer appointment, each individual will receive a “Thank You” and a small token of appreciation (e.g. “gift card”)

Evaluation: No formal evaluation process will occur; however, volunteer leaders will be asked to provide a list of volunteers they believe should be reappointed or appointed to a position with increased responsibility. For volunteers not recommended for reappointment, they will be thanked for their contribution and then not reappointed. They will be listed as inactive volunteers until they contact the Volunteer Coordinator to discuss future responsibilities.  Discussions with volunteers to address potential problems may occur to ensure fair and diligent process in addressing the concerns of the supervisor with the volunteer in question. Volunteer leaders may receive a more formal evaluation depending on the preferences of the Board President, Volunteer Coordinator and Executive Director.

Volunteers may contact the Volunteer Coordinator at any time in order to address any questions or concerns as to how this plan is enacted. 

Summary
HazingPrevention.Org is a volunteer-driven organization and recognizes it depends on qualified and passionate volunteers to fulfill its mission. Volunteers deserve appreciation and gratitude when their contributions allow the Organization to accomplish its goals. To that end, this plan outlines the process through which volunteers will be recruited, managed, recognized and evaluated. HPO believes that through this plan, we can best serve volunteers and realize our shared goal of countering hazing activities.
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General Guidelines for Volunteers (found in the HazingPrevention.Org Procedures Manual and updated annually)

	GENERAL 
	1. A VOLUNTEER MANAGEMENT PLAN will be used to manage all volunteer matters. It will be updated annually prior to any volunteer appointments.

2. TRAINING for volunteers and new Board of Director orientation will be covered annually as needed and will include general responsibilities, timelines, strategic plan priorities and good practices for success in your each position.

3. PLAN specific amount of time for HPO work on a routine basis. Being intentional will allow you to keep up with the responsibilities of your position. Most volunteer positions require at least two hours a month, often more depending on the project.

4. COMMUNICATE with your volunteer supervisor and those you manage on committees. 

5. GOALS can guide your work. They should be determined in accordance with your position description and the Strategic Plan, not only for your area of responsibility, but for yourself and the volunteers you supervise. The Board of Directors, the Executive Director and the Volunteer Coordinator approve goals.

6. RESOURCES are available to any volunteer. Volunteer leaders will receive a list of committee members and their contact information. A list of HPO officers and all volunteer leaders and liaisons will be included in volunteer leaders’ initial toolkit and is available upon request. 

7. RECRUIT new volunteers throughout the year. Every person, from the President to committee members, should always look for ways to expand our volunteer base. Interested individuals should fill out the volunteer form found on the web site.

7.    APPOINTMENTS will be for one year (October 1-September 30) or the duration of specific projects. The Executive Director and Board of Directors will discuss continued opportunities with volunteers once their current service is done.
8.   DO NOT COMMIT the Organization to anything unless the Board of Directors has specifically approved it in advance. This is particularly important with financial considerations.

9. SPECIFIC POLICIES may be procured through contact with the Executive Director. This includes the following: conflict of interest, document destruction, materials usage, and whistleblower’s.


	REPORTS & RECORDS
	1. Volunteer leaders (chairs, board of directors) should submit a project plan (Appendix G) to the Volunteer Coordinator. Volunteer leaders will be provided feedback from the Board of Directors on an ongoing basis or as determined by the Board of Directors and Executive Director.  The Volunteer Coordinator provides feedback via the Board of Directors Chair. She/he will provide the final reviewed plan to the Volunteer leader

2. Status reports should be submitted via email quarterly: February 1, May 1, August 1, October 1 (end of year report).

3. Budget requests should be submitted to the Finance Committee. Proposals are considered twice a year or as needed in emergency situations. The appropriate form is in Appendix B.

4. Proposals to the Board of Directors should be made using the form provided in Appendix F.

5. Keep records throughout the year, so that you can pass them on to your successor in your transition meeting. Please be sure to give this person a copy of everything you (and/or your committee) have done during the year so that the work can pick up where you left off.

	CORRESPON- DENCE
	1. All volunteers should copy their volunteer supervisor on correspondence. Additionally, items of interest to other volunteers may also merit a cc. Volunteer supervisors should inform the Board President or respective board liaison, the Executive Director and the Volunteer Coordinator as necessary.

2. All external correspondence on behalf of the Organization should be typed in a professional font, such as "Times Roman" or "Palatino," on official HPO letterhead, and will be coordinated through the Executive Director. 

3. You should always sign all Organization correspondence with your HPO title, in addition to your professional, institutional/organizational title.

4. In all correspondence, the full name of the Organization should be written when first referenced followed by the abbreviation, which can be used as appropriate throughout correspondence: HazingPrevention.Org (HPO). 

5. When referring to HPO, it is appropriate to call it “the Organization.” Note the capital O on organization. 

6. All printing should be completed in black.

7. All special publications or printing needs should be cleared through the Executive Director to ensure consistency with other Organization projects.

8. No volunteer shall obligate the Organization to any undertaking unless the Board of Directors has approved it in advance.

9. An official HPO Facebook group has been created by the HPO Executive Director and closely monitored by such. The purpose of the official HPO Facebook group is to promote programs and events related to HPO and direct discussion to the Online Community. HPO committees are not to be formed in online social networking sites, such as Facebook or MySpace. The HPO name, logo, mission, tagline, or any other information owned by HPO should not be posted on such sites. Discussing HPO business, services, products, etc. on such sites could lead to issues of intellectual property and trademark infringement. Any group wishing to establish an online communication tool should contact the Central Office to explore alternative options.



	COMMITTEE/

WORKGROUP VOLUNTEER LEADERS
	1. General Duties of Volunteer Leaders include:

a. Manage committee on projects/tasks as approved by the Executive Director and Board of Directors.

b. Educate and work with committee members to identify needs in regard to areas of committee focus.

c. Support committee members in meeting their professional goals.

d. Correspond regularly with volunteer supervisor.

e. Submit project plans and status reports as requested by supervising volunteer and Executive Director. 

f. Volunteer leaders may be asked to attend Board of Director meetings. 


g. Specific position descriptions are found at the HPO website in the “Get Involved” section.




PAGE  
1

