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Volunteer Leader Responsibilities

1. Return all volunteer calls or emails within two days. If necessary, please forward the volunteer’s call or email to the office.

2. Send a reminder email to volunteers two days before the occurrence. Include the date, day of the week, time of the project and include your cell phone number in case volunteers get lost. 

3. If needed, follow up with partner agency a few days before the project to remind them about the occurrence and update them on the number of volunteers registered. 

4. Help us find a back up leader for your occurrence if you are unable to attend. This helps us avoid cancelling occurrences.  Let us know if you switch dates with another Volunteer Leader so we can update the website. 

5. Volunteer Leaders must attend the occurrence they are leading. You should arrive at your site 10 minutes early to greet arriving volunteers. 

6. Print out your check-in form and bring it with you to the occurrence. Make sure all volunteers either sign our waiver (sign-in sheet) or the partner agency’s waiver. Call any volunteer that has not arrived by the starting time. This helps volunteers who are lost 

7. Welcome volunteers, introduce yourself to each volunteer as the VL, thank volunteers and encourage them to return. Please make sure you speak to each individual volunteer signed up for the occurrence. Remind volunteers how often the occurrence takes place, so they are not caught off guard by clients asking, “when are YOU coming back?”

8. Understand the mission of your partner agency and explain to volunteers. 

9. Supervise over doing, make sure volunteers are engaged in tasks before you get involved. 

10. Update attendance within 48 hours. Add any children or volunteers that were not listed on your sign-in sheet. Only mark volunteers as “not attended” if they did not contact you to cancel. 

11. Read volunteer feedback in the connection screen, it’s nice to hear when you are doing a good job!

12. Communicate issues, concerns or ideas with HOC, partner agency and your fellow volunteer leaders. 
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