Making Magic Happen
Single Day Volunteer Events

___________________________________________________________________________________________

Nick Eddy, United Way of Greater Dayton

937-225-3039 nicke@dayton-unitedway.org

Lizz Kelly Mahar, The Foodbank, Inc.

937-461-0265 x33 lkelly@thefoodbankdayton.org
Pre-Planning

	Volunteer Group Name


	

	Size of Group


	

	Main Contact Name


	

	Contact Phone/Email


	

	Why is the Group Volunteering?
	

	Project


	

	Backup Project(s)


	

	When (Date & Time)


	

	Where (Specific Location)


	

	Needed Materials/Set-Up Notes

	


Send an email confirmation with details to the group main contact. Remember, these are first-time volunteers for your organization. Tell them what to wear (if it matters), what door to come in, directions, parking, and any other needed information. 
Welcome

	Organization Mission
	

	(BRIEF) What Volunteers Will Do
	

	Why the Project Matters
	


Remember to tell volunteers your name and thank them for coming. Introduce any key volunteers or staff present. Give nametags to group leads and key staff. 
Orientation

· Show the Work Area/Materials

· Direct to Bathrooms & Exits

· Demonstration the Project/Process

· Remind Volunteers Who to Ask or Where to Go for Answers

· Answer Questions

· Thank Volunteers & Get Started
Volunteering Event

· Stay with Volunteers as they get Started

· Prepare for More Questions

· Explain the “Why” when Questions Arise
· Be Ready to Alter Processes as Needed

· Offer to take photos for social media

· Make sure they know what hashtag to use or what account to tag

· Get a group photo BEFORE they are sweaty!

Check-In

Let volunteers have fun in their volunteer event. Do not hover but ensure you stop by and check that they have: 
· Supplies- are you low on materials? 
· Smiles- are they having a good time?
· Answers to their Questions- did an issue come up?
· Someone to hear ideas- do they think there is a better way to do the project?
Send Off

As you prepare to end a short-term event, give volunteers a warning that the event is almost over (30-minute warning, 15-minute warning). Ensure any clean-up and wrap-up tasks can be done in the time remaining after the warning.

Tell the volunteer how much they accomplished during the day. Did the plant 500 flowers? Feed 100 people? Run a BINGO game for 50 seniors? Highlight their impact and thank them for their work. 
Let them know other ways they can help your organization. Do you have a large fundraiser coming up? Are you looking for regular volunteers? What can they tell their friends about your organization? 
Follow-Up

· “Hot Wash”- What you would change next time? Write it down!
· Written thank you to volunteers/volunteer group

· Card signed by a client or the staff

· Picture of them working, the project, or the impact

· Add Volunteers to newsletter lists

· Connect with Group Leader about what could be done better, especially if it’s the first time you’ve done the event. 
