
How to plan for the best possible

 first day

Volunteer's

New volunteer coming in? What do you do on day 1?
Prepare! So someone agreed to volunteer their spare time to support your work? They must
be really value what you do! 

Make sure their first day is exciting by preparing in advance some meaningful tasks and a
warm and informative introduction to their role and to your organisation. You can also
consider getting other volunteers involved – peer-to-peer support can always go a long way
and might make a new volunteer feel more comfortable. 

Housekeeping
Show them around the premises. If the role is remote you could show them around the online drives or
talk them through any documents they will need for performing their role. 
Health and safety - let them know what policies and practices you have in place to allow them to
volunteer safely. 

Tasks on their first day
Look at your tasks in your role description. This is what your volunteers will anticipate, so use this to
prepare the tasks they will be doing on their first day. 
What will they need for these tasks (resources, equipment, shadowing someone, initial support and
demonstration by their contact person?)
Don’t assume knowledge – allow them time to ask questions before they start and allocate some time
for ongoing support throughout the day.

What forms would you like them to fill in? (e.g. emergency contact details)
What policies would you like to highlight with them? (see next page)
Are there any other resources you need? (e.g. expenses claim form for their out of pocket expenses?)
Will all of these be part of an induction pack/volunteer handbook – either in printed or online form -
that the volunteer can refer back to?
Volunteer agreement where expectations from both parties is outlined.
Agree their days and hours – this might had been discussed already but it's always good to confirm.

Have your paperwork / online forms ready



For enquiries and support

please contact us for an

appointment on 0207 241 4443 

History of your organisation

When was your organisation founded?
What is its vision and mission?
What impact has your organisation had in the community?
What other services/projects do you provide?
Who is in the team? That could include your staff, other volunteers and your board of trustees. 

All volunteers should be offered a structured introduction to your organisation. Make them a drink and talk
about the history of your organisation. Things they might want to know:

Go through your main policies

Volunteer policy, Health and Safety policy, Safeguarding policy,
Equal opportunities policy, Data protection and GDPR

Talk through all policies that are relevant and important to the
specific volunteer role. Some common ones could be:

Supervision and ongoing support 

Have regular supervision or catch up sessions with them to
discuss how they feel about their tasks and workload. This will
help both sides to tailor the volunteer’s task plan to suit both
parties. 
Make sure you provide ongoing support to your volunteers and
that they know who their point of contact is, should they need
to discuss anything regarding their tasks or their volunteer role.
Provide relevant training so that your volunteers can perform
their tasks in a satisfactory way and develop their skills. 
Make sure to let your volunteers know of how they will be
supported in this role during their first day/induction session. 

Are your volunteers happy in their roles? Do they find they have
enough tasks to do every day and do they enjoy doing them? 

The day has now ended
At the end of the day, thank them and ask for their feedback. If
they already had an impact, let them know (e.g. today you
helped us distribute 100 food parcels to local residents in need).
If they will be a regular volunteer let them know you look
forward to seeing them next time. 
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