
It is best practice to have a review date for your volunteer handbook. Involve other
staff who manage volunteers alongside your team of volunteers to take a look
each year. Make sure the handbook is as helpful as possible by using surveys or
focus groups to get the views of the people it is designed for.

 

How do I develop the best possible

Handbook? 

Volunteer

 What is a volunteer handbook and why have one?
A volunteer handbook is a summary of all relevant policies and useful information
about your volunteer role(s). Having one will save you time when inducting new
volunteers and during the day-to-day management of existing volunteers, and is a
useful reference point for volunteers to refer back to. Depending on your volunteer
programme, volunteers’ access needs and your organisation’s resources, you can have
printed and/or online versions.

Review Regularly

For enquiries and individual

support please contact us for an

appointment on 0207 241 4443 



1. WELCOMING LETTER

A nice introduction to set the tone of the

relationship your organisation wants to have with

its volunteers - could be from you CEO or chair.

2. ADD YOUR MISSION AND VISION

Why your organisation exists, who you serve and

what services you provide.

3. INTRODUCE THE TEAM

You could include your organisation's structure

and/or list of projects, staff and volunteers.

4. SUMMARIES OF YOUR MAIN POLICIES

Ensure volunteers know where they can access

the full versions of your policies. Policies might

include: Health and Safety, Safeguarding, Equality

and Diversity, Confidentiality, Data Protection,

and Volunteer Recruitment Policy. You can also

add notes on any etiquette (e.g. dress code) and

claiming expenses.

For inquiries and individual support

please contact us for an

appointment on 0207 241 4443 

5. VOLUNTEER PLACEMENT RESOURCES

These could include your volunteer role(s)

description, volunteer diary, induction check list,

emergency contact details, volunteer agreement,

supervision notes and training plan. 

How do I develop the best possible

Handbook 

Volunteer

What to include:


