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Introduction 
 

The Methodology for establishing local volunteer centers is a guide or "step by step" document that 
can provide assistance to all who in their local community wish to initiate some changes and by doing so 
involve citizens / volunteers. The guide can also serve as a prompt to those who already have experience 
in managing volunteer programs, or are in the process of dealing with problems. Emphasis is placed on 
programs of civilian society organizations and other potential organizers of volunteer programs in the 
local community. Among them may be all who need and may benefit from the inclusion of volunteers. 
 

This manual is published within the project “Moving Borders for Volunteering” with the leading 

organization Timok Youth Center - Zajecar, Serbia, working in partnership with the Free Youth Center, 

Vidin, Bulgaria. The project is co-funded by EU through the Interreg-IPA CBC Bulgaria–Serbia 

Programme. The project aims to create conditions for sustainable cooperation in the border region in 

order to increase youth participation in community life through social volunteering. A specific objective 

of the project is also building a network of volunteer centers throughout the border area and developing 

volunteering in social work and social welfare. 

Purpose of the Methodology Manual 

Volunteering is a public practice developed in recent years in Bulgaria and Serbia thanks mainly to the 

efforts of the non-government organization sector. At the same time, it is one of Europe’s priorities, and 

hence an important part of the national youth policies of both countries. This manual is issued by the 

project partners to help all young (and other) people who want to contribute their voluntary work to 

various social causes.  

 

Voluntary work as a form of citizen participation in the processes of community development, dedicates 
more and more attention at a global level. The United Nations has declared December 5th as 
International Volunteer Day and the Year 2001 was declared the International Year of Volunteers. The 
European Union devotes a lot of attention to voluntary work. Youth activism through volunteer work is 
particularly encouraging, as a way of involving youth in social change, opportunities for mobility, 
acquiring social and work experience, and especially as a form of informal learning and lifelong 
education. 
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Terminology 

Social volunteering in The Methodology for establishing local volunteer centers   is recognized as 

community service of volunteering without borders. Volunteering in the area of social welfare is a 

special segment of this methodology. In this document, we will try to clearly define, what is volunteering 

in the field of social work or social welfare and what steps are necessary in establishing functional 

volunteer management in this area.  

 

What is voluntary work? 
 

  Voluntary work is changing people's awareness, improves quality of life, and contributes to the 
development of a stable society, developing solidarity and tolerance in the community, changing 
people's attitudes towards civilian society. Likewise, there is no doubting the social and economic 
benefits of volunteer work: in Europe, there are more than 100 million volunteers. Nonetheless, the 
benefits for the community from the financial savings of volunteer work is only part of the total 
benefits.   

However, regardless of the general tendency to encourage voluntary work, there is 
continues resistance, stereotypes and doubts about the effectiveness of stable programs and projects 
based on the work of volunteers. One of the drawbacks is the lack of legislation in this area in Bulgaria 
and the existence of the law on volunteering in Serbia, which on the ground, is not well accepted and 
often criticized. 

The social sector in Bulgaria and Serbia has a problem when it comes to providing quality 
services to its customers, which directly affects the resolution of existing problems of socially vulnerable 
groups. These problems are caused by insufficient funding in the social sector, the lack of human and 
material resources, and often complicated and demanding administrative systems. 

Certain members of our society, with their active participation, wants to contribute to solving 
existing problems, and therefore the development of society as a whole. This active participation is most 
notable through volunteer and charity work. The positive results of this engagement are visible in 
our surroundings through various programs implemented by organizations and / or public institutions, 
which include volunteer work and volunteers. Some examples of such work include: organizing creative 
workshops with children and young people, raising funds for children without parental care, engaging 
volunteers in various environmental activities and campaigns, organizing various cultural 
events, volunteer camps and the like. To enable a good quality of mentioned volunteer services, it is 
necessary to define a clear structure of stable volunteer programs. An example of this is a Local 
Volunteer Center. 

Local Volunteer Center contains programs that are implemented at a local level, including 
engaging local volunteers and providing solutions to existing problems in the local community. Although 
they may not be identified as such in the framework of their regular program, all non-
government organizations, associations or public institutions that include local 
volunteers spontaneously develop local volunteer programs. These programs can include different types 
of activities and diverse user groups, involving volunteers of varied ages, and all in accordance with the 
problems they are dealing with or goals they want to achieve. 
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Based on these indicators, as well as their work experience with volunteers, Moving borders for 
volunteering project stakeholders have decided to establish a structure of regional volunteer 
services that would contribute to better organized work with volunteers, improving the work of the 
organizations and public institutions who engage volunteers. Furthermore, we wanted to develop a 
structure that would effectively respond to the problem of an inadequately informed 
community regarding volunteer work and opportunities for volunteering within different areas of 
Regional Voluntary Service through the local volunteer centers. Thus, the Regional Volunteer Service is a 
network of Local Volunteer Centers. Local Volunteer Centers are run by local organizations. 

Motivation for volunteering 

 

Volunteers play a major role in the implementation of projects in civil society organizations. We 

could almost say that there is no activity in civil society organizations, which is implemented without the 

participation of volunteers. As the volunteer work is based on good faith, one of the most important 

factors in the recruitment and retention of volunteers is their motivation. 

The current practice of many institutions and organizations is oriented to the product of 

volunteer work, much more than on the process of volunteering. Practically, this means that the 

management of the organization (justifiably) is more devoted to the successful implementation of 

projects, than creation of a motivating environment for volunteering. Involving volunteers still requires 

the exercise of good communication between the volunteers and the leadership team, volunteer 

participation in decision making, attention to the needs of volunteers, mentoring, and training, 

monitoring performance and rewarding volunteers. Failure to provide such an environment for 

volunteers, there may be a lack of motivation, and even volunteer burnout may occur. In this case, 

volunteers become poor performers, lose interest in further engagement or completely leave the 

volunteer position. 

When engaging people for volunteer work, it is necessary to determine what the factors that 

encourage motivation are and what are the expectations of the person. Knowledge of personal 

motivation of the person who signed up to volunteer, helps us find adequate engagement, find out 

which set of procedures will help to retain the volunteer, and what is the best reward for that person, 

and their time and work invested in the organization. There are numerous tools that can be easily 

adapted by the organization and used for the purpose of matching volunteers with appropriate 

volunteer position. Most frequently, general questionnaires are prepare containing questions, through 

which volunteer expectations, desires and motivations can be attained - questions like "In which area do 

you want to work? Why in this area? "Or" How many hours per week can you devote to volunteering? 

"," What would you like to gain from your volunteer work? "And so on. Initial volunteer engagements 

are based in these answers and determine the activities that an organization can recommend a 

volunteer. Even if the organization engages volunteers for specific activities published in advance, they 

should provide this questionnaire to the volunteer to fill out and use it as a basis for further engagement 

of the volunteer. 
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Work motivation is a very important factor of any volunteer work. Motivation for volunteering 

can be classified into two basic categories: motives related to satisfaction of their own personal basic 

needs and motives directed toward other community members. The first group are the so-called 

motives related to self-focus. This group represents the motives and personal involvement of volunteers 

with the aim of meeting new people, gaining new friendships, meeting the need for support and 

understanding, the need for acceptance and belonging, use of their free time, the need to express 

personal beliefs and values. Also, there may be a desire to express the existing knowledge and skills, as 

well as acquiring new competencies, then the possibility of obtaining recommendations for future work. 

So the motives for volunteering individuals might be directed toward the goal of their personal and 

professional development. 

Motives directed at others may be a desire to help, the desire for personal contribution to a 

problem within the community and contributing to the development of society and to support positive 

change within the community. It is often said that the desire to help others while volunteering is 

stronger than the personal interest of volunteers, although this may not always be the case. Besides the 

desire to contribute to the community, one of the reasons may be a feeling of debt owed to society. 

There may be multiple reasons that motivate volunteers, in the main, there is one that is 

primary. Each volunteer has a reason that motivated them to take part in certain activities, which should 

be recognized and allows them through volunteering to meet their needs but also the needs of the 

target group. 

The functional approach to volunteering analyzes the reasons why people decide to volunteer, 

what motivates them to engage in activities that do not bring profit and what it is that motivates them 

to continue volunteering and continue to engage in this field. Notably, it’s very important to have insight 

into their social and personal psychological needs, setting of goals, their plans and motives. 

Volunteer Burnout 

 

In contrast to the functional approach, there is the development of volunteer burnout. 

Volunteer burnout or loss of motivation, reduced power, increased inefficiency, anxiety, fatigue, 

irritability and cynicism at work, is a condition that was first observed as burnout by Frojderberger. 

Observed in volunteers that were helping the homeless and psychoactive substance addicts, and noting 

that some of the volunteers after a certain time exhibit signs of loss of motivation, commitment and 

emotional exhaustion. 

Most often fatigue or burnout is defined as a syndrome of emotional exhaustion, 

depersonalization, and experiencing reduced personal accomplishment especially characteristic of 

working with people and aiding professions. 

Emotional exhaustion is a response to stress, is described as a continuous "consuming" of the 

individual and is characterized by mood. Depersonalization characterized by a cynical attitude and a 
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sense of alienation from people during work engagement. Decreased productivity and competency 

levels are realized, as well as experiencing reduced self-efficiency, and a development of negative 

attitudes and behavior in relation to work organization and environment. It is often linked to the work, 

likewise, volunteering work or work related to humanitarian and aiding professions (social workers, 

health workers). 

Burnout syndrome, manifests itself in several phases: The first phase is the enthusiasm and notable 

dedication, followed by stagnation due to disappointment owing to an inadequate response to previous 

effort. After that, follows the emotional withdrawal and insulation, which, in the end is followed by 

apathy as a defense against chronic dissatisfaction. In the last phase, the person decides to either 

change or the problem deepens. Burnout is a phenomenon which is particularly present in the 

humanities professions that are oriented towards various forms to help people, dominated by the work 

of support or aiding people. This may include volunteers who engage in jobs in social welfare, so called 

social work volunteering. 

However, the question arises, why do some people, employees or volunteers in the same 

profession, who carry out their work under the same circumstances, experience burnout, but others do 

not suffer such symptoms. Inevitably, a number of researchers believe that in addition to the nature of 

work, personality traits of the volunteer plays an important role. Also, the characteristics of volunteer 

positions relating to the burden of the workload and the length of engagement, as well as poor 

interpersonal relationships and lack of support from colleagues. 

Just as important as the role of volunteer management, is the retention of volunteers in the 

organization. For a successful process, it is necessary to identify the needs of volunteers and constantly 

monitor their satisfaction and whether their needs are being met and identifying any changes in the 

required needs. To identify these needs, it is necessary to know what motivates volunteers to volunteer. 

Assumptions by persons working with the volunteers about the motivational factors of 

volunteering can vary significantly compared to the real situation i.e. the true motivation of volunteers, 

it is very important to follow the development process of voluntary work in the organization or 

institution through the elements of efficient volunteer management. 

To ensure good relations between the organizations that engage volunteer services and 

volunteers there are clearly defined rights and obligations for both parties. Hence the creation of 

general rights and obligations of volunteers and the rights and obligations of the organization, which will 

be listed below. However, as there are a number of rules and obligations for volunteers and the 

organizations that engage them, they do have the freedom to modify and supplement their mutual 

agreement. 

 

 



 

8 

Project name: Moving borders for volunteering 
Project number: CB007.1.22.039 | Contract number: RD 02-29-275 

The project is co-funded by EU trough the Interreg-IPA CBC Bulgaria–Serbia Programme, CCI No 2014TC16i5CB007. 

Volunteer rights 

 

 
Volunteers have the right to: 

 take a position tailored to their interests, skills and capabilities, and needs of the organization 

 Written description of the position, including objectives, expected results, responsibilities, 

qualifications, benefits and responsibilities of the volunteer  

 Adequate orientation and training to ensure effective volunteering 

 to be treated as members of a team contributing to the achievement of the organization 

 Support by staff and access to resources needed to be successful in its place.  

 A meaningful and bearing the recognition volunteer experience 

 Recognition for their contributions 

 Opportunity to give feedback (e.g. for freedom of expression) 

 A chance to grow and develop as volunteers by participating in specialized training, meetings 

and the like 

 The opportunity to end their voluntary service 

 

Obligation of volunteers 

 
Volunteers have the responsibility to: 

 Adopt a position, which is realistically tailored to their interests, skills and capabilities, and 

needs of the organization 

 Acquire knowledge about the position and develop skills through orientation and training 

 Know the Volunteer Manual well  

 Be informed on the developments in the organization through publications and other 

communication methods 

 Being in touch with their mentor or supervisor for volunteers in the organization 

 Be a members of the team - be reliable in the performance of work 

 Follow all internal rules and procedures 

 Implement prohibitions and recommendations of the organization’s management 

 Respect confidentiality rules of the organization 

 Use the resources of the organization's only purpose 

 Protect and work for the good name of the organization 

 Respect the organization through professional attitude and appearance 

 Provide sufficient and timely information concerning the end of voluntary service. 
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Organization’s rights 

 
The organization has the right to: 

 to assign volunteers consistent with their interests and skills and the needs of the organization 

 Collect and store contact information for volunteers 

 Know the limitations and expectations of volunteers 

 Receive clear communication from volunteers 

 

Responsibilities of the organization 

 
The organization has the responsibility to: 

 Involve volunteers to achieve the organization's objectives 

 Define the purpose, the expected results, responsibilities, qualifications, benefits and 

responsibilities of the volunteer position 

 Provide resources and support volunteers for a successful service 

 To create a positive, challenging and socially valuable volunteer experience 

 Prepare staff for working with volunteers through training and development resource 

 Maintains confidential information about volunteer and use it solely for the purposes of work 

 Inform volunteers about innovations in organization 

 Recognizes the contribution of volunteers and their successes  

 

 

Volunteer policy and procedures 

 
Conflict of interests 

Volunteers are required to act in the best interest of the organization and to refrain from engaging in 

any activities that cause immediate or potential conflict of interest (personal, professional or business) 

with this organization. Volunteers must keep up a high standard of work ethic. 

Work ethic and behavior 

The success and reputation of the organization is based on the principles of fair dealing and ethical 

conduct. Our reputation for honesty requires strict compliance with the letter and spirit of applicable 

laws and regulations, and conscientious efforts to achieve a high standard of behavior and personal 

integrity. 

Confidentiality 

The volunteer must respect the confidentiality of information about programs, projects, products and 

services of the organization that he/she discovered in his/her voluntary service. 



 

10 

Project name: Moving borders for volunteering 
Project number: CB007.1.22.039 | Contract number: RD 02-29-275 

The project is co-funded by EU trough the Interreg-IPA CBC Bulgaria–Serbia Programme, CCI No 2014TC16i5CB007. 

Sexual harassment and discrimination 

The organization undertakes to provide an environment free from all forms of discrimination and sexual 

harassment. Actions, words, jokes or comments based on gender, race, color, nationality and ethnic 

origin, religion, disability, sexual orientation or any other legally protected characteristic will not be 

tolerated. Volunteers with questions or complaints regarding discrimination of any kind are encouraged 

to address them to their supervisor or management of the organization. 

Registry 

The organization will store information about each volunteer, including the occupied position, duties 

performed and personal data. Registry will be maintain by the volunteer organization and a coherent 

system. Data on volunteers are subject to the same confidentiality as those of paid staff. Volunteers are 

encouraged to document evidence of their volunteer hours. Maintained documentation that will benefit 

the volunteer with a view to future work (paid or voluntary) might be obtain from the coach or 

supervisor for the volunteers. 

Group meetings 

Volunteers are encouraged to come to regular meetings and like all staff respect specified rules for 

group meetings. Meetings are convened and held in accordance with the needs of organizations and 

volunteers. This includes regular attendance. Group meetings may be led by the LVC Coordinator or 

moderators of the group. The agenda is drawn up before the meeting and can be changed prior to the 

meeting if there are current and important issues that should be discussed at the meeting. It is 

necessary to create a positive atmosphere at the meeting that would allow volunteers and others to feel 

comfortable. This will encourage volunteers to attend regular meetings. 

 

Forms of communication with volunteers 

A volunteer generally communicates with the mentor or their supervisor. But everyone involved can be 

made available for interaction with the volunteers. 

Media and Public Relations 

Only those employees or volunteers in the organization who are authorized to speak to the 

media/public may speak (or write) on behalf of the organization. 

Representing the organization 

As a representative of the organization, the volunteer is responsible for demonstrating a favorable 

image through appearance, behavior and language. 

Resource Organization 

The volunteer is obliged to use the organization's resources economically, for the purposes and in the 

interest of work. In a certain cases, but only with the permission of the manager or the person 

responsible for volunteers, the organization may provide some resources for personal use. 
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TYPES OF VOLUNTEER PROGRAMS 

Volunteering in social work and social welfare as part of social volunteering 

 

Social work aims to improve the quality of life of individuals, and to change the entire social system in 

order to achieve greater social justice. Social workers have the task to help people overcome some of 

the toughest challenges in life. 

What distinguishes social work from other professions, the focus is on the model of "the individual – the 

environment" and its emphasis on social justice. Social workers should not only deal with the internal 

problems of the individual, but also deal with the individual's relationships with others, the structure of 

family, community and social environment as well as the systems and policies that affect their finding 

ways to overcome challenges in life. 

Volunteers who are involved in the field of social work or social care have the same goal - to support and 

incite a better quality of life for individuals and achieve greater social justice in society. Volunteers help 

people overcome some of the toughest challenges in life. Dealing with the relationship of the individual 

with others, support the community by engaging individuals and their social environment that 

encourages positive impact on an individual or group that is in some way excluded. 

Volunteer work in the field of social work or social care emphasizes an approach based on strengths, as 

each individual has their strengths and resources, and the role of social worker, and partly the 

volunteer's role is to help build their database of personal skills that contributes to overcoming 

problems. Volunteer work, in the field of social work, deals with various groups serving both young and 

the elderly, people from all walks of life in various institutions, not only in specialized social services, but 

also in hospitals, schools and organizations. 

Most social workers, including volunteers, in the field working directly with individuals, couples, families 

or small groups. They help people who are exposed to poverty, violence, addiction, unemployment, 

disability, trauma and different health categories. 

It is necessary to emphasize that volunteers do not have to be professionals in this area to become 

involved in the field of social work or social welfare. Good will and motivation are what is required as a 

basis for engaging in volantary work. 

The essentials of voluntary work are found in the situational problems of individuals or groups with 

whom volunteers work. It is very different working in the home for the elderly and the psychoactive 

substance addicts in a non-government organisation. The work is therefore characterized by the 

difficulties encountered by the recipient of the volunteer work. This determines which types of work will 

be represented, the time devoted by the volunteer, abilities and skills of volunteers needed, volunteer 

training, supervision, and especially volunteer support. 
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In the continuation of this document, we have singled out some target groups that volunteers work with 

in the field of social work and social welfare. 

Volunteer work in the field of social work and social welfare in the community 

 

Social work and social welfare services in the local community are key to effective social inclusion, the 

fight against poverty and social participation of all vulnerable groups. In recent years, social policy aims 

to develop services in the community and at home to replace the institutional model of care. 

Community-based services' vision is to help and support that which takes place in a community where 

users naturally belongs. Social services provided in the community are divided into two types - 

residential (available accommodation - safe houses, crisis centers, etc.) And non-residential (day centers, 

support and counseling centres, personal assistants, etc.). 

In accordance with an assessment of the situation, needs, strengths and risk profile and other significant 

people and circumstances, volunteer services are defined within the social services community. The 

spectrum of activities is large and varies among local communities and organization of the social services 

system. Some of the activities that can be performed by volunteers are: 

different activities in day centres: educational and creative workshops, individual work, work with the 

group; For example, educational workshops at the drop in centre for street children; 

support services for independent or support living; within the training for independent living and other 

support necessary for the active participation of users,  volunteers can assist an individual or group to 

achieve independent living; For example, a volunteer at the "halfway house"; 

 assistance in the home for the elderly who are unable to fully perform daily activities; For 

example, a volunteer who spends 2 hours, 2 days a week with an elderly lady who lives alone; 

 personal assistance; For example, a volunteer assisting a visually impaired student by reading 

their testing literature in order to help them pass an exam; 

 support in cases of violence such as, SOS phone services or certain other advisory or 

educational/re-educating services and activities; For example, an experienced volunteer leading 

a group of victims of domestic violence; 

 

Volunteer work with social groups 

Social communities are unions, natural cliques of belonging. There is a significant connection between 

people in such a community. These are groups that have a lasting, sustainable environment, people 

understand their belonging and connection. Belonging to a community leaves an imprint on their 
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identity. Social communities can be ethnic, local, religious and some smaller communities such as 

gender, family, informal groups. 

Social welfare programs envisage ways to help individuals but also social groups. 

Social groups are distinguished from natural social communities. Persons belonging to a particular social 

group have no real unity, integration and connectivity such as social communities. The social group is 

formed by people of similar social status with the same or similar characteristics (the unemployed, the 

poor, single parents, other vulnerable groups - people with disabilities, people with disabilities or similar 

health status). 

We will be brief on the specifics of some of the main social groups that are subject to social services. 

 

Volunteer work with children and young people who are beneficiaries of social welfare 

 

There are many reasons that lead to an increase in the needs of children for social assistance. These are 

groups of children or young people who, due to various problems have equal participation in society 

(poverty, problems in the family, children without parents, homeless children and young people, 

children and young people with disabilities, children and young people with developmental impairment, 

children and young people at risk of or in poor health). It is believed that social support should be 

manifested primarily as "help for self-help." This means that a person should learn to self-manage their 

difficulties and to solve their own problems. It is very important to form a prerequisite for successful 

self-realization and an active social behavior which is formed through social learning. Social learning 

includes knowledge and skills for self-knowledge, understanding the dependencies and relationships in 

society, communication, shared feelings, thoughts, experiences, conflict resolution and the like. 

The role of social workers, including volunteers, is to protect the interests of the child. While working 

with children, social worker needs to work with the family. The family system and its balance may be 

affected in many ways, a system imbalance is reflected most in the development of children. Social work 

with children and youth is educational and it is important to use inclusive education principles in order 

to provide opportunities to children and young people with equal opportunities in all aspects of life. 

Volunteer work in this area can support each of these aspects of social welfare with children and young 

people as their customers. Support programs, which may involve volunteers, may be different and in 

line with the environment and the needs of the community in which it is being realized. Volunteers do 

not need to be experts but they must be engaged in accordance with their abilities, skills and interests. 

With adequate training, support and supervision, volunteers can contribute to social welfare programs 

just like a social worker. Each within their own field of work deserves to be upheld. 
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Volunteer work with the elderly 

Age is defined as the worst time for adaptation and depends on the life experience of each individual. 

The problems of the elderly are directly related to the physical, physiological, mental and social changes 

that occur with aging. With increasing age there is a trend of reduced participation in society which 

causes a number of negative experiences, there is a sense of isolation and loneliness.  

The tasks, of the volunteers working with the elderly, should be aimed at meeting their needs and 

desires, to assist them in solving everyday problems, to support them to lead a full life and have a sense 

of usefulness for themselves and their loved ones. This eliminates the feeling of isolation, loneliness and 

hopelessness in the elderly. 

Volunteer work with disabled people 

Disability is any restriction or lack of ability to work in a manner or to the extent accepted by the 

population without disabilities. The aim of social work with disabled people is social inclusion and 

integration of people with disabilities into society and public life. 

Volunteers often, very easily integrate into these social work programs. The methods used in these 

programs work very successfulyl within groups and communities. (See Volunteer work in the field of 

social services in the community). 

 

Volunteer work with victims of violence 

Domestic violence is a phenomenon that often remains hidden and disturbing due to severe physical, 

psychological and social consequences for the victims. Unemployment and stress are the main causes of 

domestic violence. Most often, people in poor material circumstances are exposed to violence, but it 

also occurs in well to do families. 

Violence includes psychological trauma. Psychological trauma is a condition in which a person 

experiences deep emotional pain and internal instability. Victims usually do not recognize the mental 

effects of violence for themselves. It is difficult for them to seek help. Their position is passive. 

In the context of domestic violence, there are appear to be periods of increased tension, which usually 

begin with psychological violence, further aggression, disrespect and eventually physical violence. 

Domestic violence has serious consequences, both immediate and long term on all family members. 

Children who live in such an environment, usually witness violent scenes, or are themselves subjected to 

violence. Their emotional state and physical health are threatened. They develop guilt, insecurity, 

vulnerability, commonly have behavioral disorders, problems in school and sleep disorders. There is a 

risk in the long term, some children develop too much tolerance towards violence and accept this kind 

of behavior as a normal means of communication, expressing feelings and conflict resolution – ie. 

Carried through to their future family. 
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Volunteer work with victims of violence is reflected in the programs of psycho-social support. Can be 

achieved in different ways: through individual interviews, group discussions, creative and psycho-social 

workshops. There could be indirect channels such as helplines or through educational materials or direct 

exercises when in direct personal contact. 

Volunteers who participate in the work with victims of violence need to be sufficiently informed, trained 

and have regular support of mentors and/or supervisors. Working with victims of any form of violence 

carries with it the risk of a large heavy burden on volunteers and they can experience increased pressure 

in order to provide assistance. It is therefore essential to ensure that the selection of volunteers, having 

appropriate skills and abilities, and as previously mentioned, good training and volunteer support. 

 

Volunteer work with minority groups or minority communities 

A minority group or minority communities can be defined according to different characteristics - 

nationality, religion, and so on. Each community has its own characteristics and in accordance with 

certain rules, individuals associate themselves with a group that sets them apart from other people in 

one country or a city. 

For volunteers who work with minority groups or communities, it is important to have a positive 

attitude and accept diversity. One of the most important tasks of volunteers is to participate in changing 

the attitude of society towards minority groups or communities, development of tolerance and 

eliminating stereotypes and prejudices. 

It is important that the volunteer is able to clearly and precisely define their role, find themselves in 

accordance with their interests and with the target group build a relationship of mutual trust. Together 

in the partnership and healthy environment, they can develop a positive and tolerant attitude for their 

surroundings towards a minority group or community. 

International volunteer camps 

 

Volunteer camps are one of the most widespread forms of volunteer work. The first work camp was 

held in 1920, but the practice shows that over the years the number of volunteer camps continues to 

grow. 

Volunteer camp 

Volunteer camp is a unique form of volunteer work that brings together volunteers from different 

countries, cultures and backgrounds, in order to collaboratively socialize, meet with local community 

and work to resolve local problems. 

Camp philosophy  



 

16 

Project name: Moving borders for volunteering 
Project number: CB007.1.22.039 | Contract number: RD 02-29-275 

The project is co-funded by EU trough the Interreg-IPA CBC Bulgaria–Serbia Programme, CCI No 2014TC16i5CB007. 

Camps are short-term projects with long-term goals. Volunteers and people from the community join 

forces to solve problems at the local level, which is reflected on a global level. Camps are organized in 

order to promote peace, increased tolerance, breaking down stereotypes and maintaining of real values. 

Personal motivation and individual contributions determines the outcome of the camp. "Act locally, 

think globally" is the motto of every volunteer engagement, the same goes for volunteer camps. 

The basic elements of the camp are: 

- work 

- studying segment 

- Entertainment 

Duration 

Camps usually last from two to four weeks, brings together five to twenty-five volunteers, in accordance 

with the number of volunteers the camps may have between one to three leaders. The largest part of 

the voluntary camps are held in the period from June to October. Of course, there are camps that are 

held between November and May, but there are less of them. 

Work 

Optimally, a work day at camp is 6 hours long. At the beginning of the camp, in consultation with the 

leader of the camp, volunteers make an employment contract determining how much and what hours 

they will be working. For example, if the camp is held in a tropical country, it is more likely that work will 

start earlier in the morning rather than later in the day. Correspondingly, work will be coordinated 

according to the weather and/or climate of the area where the camp is located. 

Work at the camp depends on the type of camp. For example, we could work on the preservation of the 

environment on the banks of the Danube; assist at the centre for children with disabilities; participate in 

the organization of the festival in Iceland; create new things from old ones and so on. In accordance 

with this, i.e. wishes and interests of the individual, camps can be divided into several categories that 

are subject to local specificities and characteristics of the organization that implements it: 

1. Art, Culture, Local History 

2. Environmental protection, ecology and sustainable development 

3. Work with children and teenagers 

4. People with disabilities 

5. Peace Camps 

6. Sport and Recreation 
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7. Inter-generational Solidarity 

Besides work, an essential element of the camp is the studying segment. 

 

The study section can include a presentation of the organization or local partner and/or workshops on a 

specific topic (such as peace) and the like. Also, in addition to the study of work, an indispensable part of 

the camp is the fun or entertainment. Most often, there are sports activities, karaoke, language, city 

tour, and before each arrival at the camp, participants should prepare something that will showcase 

their country, to take something that represents their country: a dish, recipe, drink, instrument and so 

on. During the first week of camp, a so-called Inter-cultural evening is organised where by, every camp 

participant presents their country by offering the other participants something in the form of their 

specialty foods and drinks. 

Camp language  

English is the language most commonly used in the camps. If the application to a particular camp 

requires another language, it will be highlighted in the description of the camp. 

At the camp, in addition to English, in communication you can use any other language, ie. One of those 

languages represented at the camp. Experience tells us that after English, the most commonly used 

language at camps is French, German, Russian, Spanish, Polish, etc. All in all, one of the advantages is 

that you may speak perfect English after the completion of the camp, or have improved your knowledge 

of another language. 

Volunteers 

Each project is a mixed group of volunteers from different countries. It is customary, that there be a 

maximum of two participants from any one country, as well as, an equal or approximately the same, 

number of men and women. Volunteers will get to know one another after arriving at the camp, 

meaning, you do not know who you will be volunteering with until you arrive at the camp. 

As mentioned, work, education and entertainment are the main features of the volunteer camp. It is 

important that the volunteers at the camp are provided with accommodation and food, are also 

possible excursions to the nearby town. 

Camps are mainly in rural areas, but sometimes it happens that they take place in the city. Those camps 

in cities are mainly festival oriented and volunteers are tasked to help with the preparation of the 

festival, and often the volunteers hold organized workshops. 

In the description of the proposed camp all the basic information is given, such as arrival to the camp 

venue, work, language, the number of volunteers, and in certain cases the participation membership fee 

if required to be paid. It is rare that the camps in Europe charge participation fees, except in Iceland. You 

should know that in Africa, there is a participation fee for each camp. Of course, the camps on the 
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continent requires a certain physical preparation, i.e. adapting to the terrain on which you are attending 

e.g. vaccinations against tropical diseases and the like. 

Food and accommodation 

Volunteers at the camp cook food yourself. Mainly divided into kitchen teams, where everyone is 

assigned duties. They are responsible for buying their food, preparing it and cleaning up afterwards. 

If the participant of the camp has special dietary requirements e.g. they have diabetes, allergies, are 

vegetarians etc. they need to emphasize their requirements during the registration phase.  

The word "camp" does not necessarily mean that the accommodation is in tents. On the contrary, the 

accommodation is mainly in schools, student dormitories, mountain retreat dormitories, but there are 

cases where accommodation includes your own tent or tents are provided. 

And finally, let's not forget, work, food, lodging, entertainment, learning, training or learning a language, 

a good time, unforgettable experience, helping people or the environment are some of the factors that 

make the camps so popular. Everyone should, at least once in their lives, enroll in a volunteer work 

camp. 

 

Long-term volunteering 

 

Long-term volunteering involves projects with different themes, for a period from 2 weeks to 12 

months where by volunteers may be given a variety of programs to attend throughout the world with all 

living expenses covered for the volunteer. 

One of the most popular programs for long-term volunteering is that EVS is part of the "Erasmus 

+" KA1 (Key action 1)1 and is intended for long-term exchange of volunteers between countries of the 

European Union and most of the other countries of the world. EVS gives the opportunity to young 

people from 17 to 30 years old (in some cases it may be the age of sixteen) to live and work in other 

countries as volunteers. 

Each project involves three interested parties. First, there is a volunteer, then the organization 

that will help the volunteer to find a suitable project, and then make all the necessary preparations for 

their departure (Sending Organization - SO) and the third party is the organization that is hosting the 

volunteer in their country (Hosting Organization - HO). 

For an organisation to be in the role of SO or HO they must be accredited. Database of all the 

organizations that are accredited to receive and send volunteers is available on the Internet. For all 

                                                           
1 https://ec.europa.eu/programmes/erasmus-plus/opportunities-for-individuals/young-people/european-

voluntary-service_en 
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those who wish to volunteer, this database is still used as a tool for information about organizations that 

are interested in receiving volunteers. 

The project lasts for at least two weeks to a year. Participation in EVS is free for volunteers. 

Volunteering through EVS cost free for volunteers. During the volunteer engagement through EVS, the 

volunteer receives free housing and food, and an allowance for expenses. 

At least one EU member state must be involved in each EVS project; the number of volunteers 

and partner organizations from Neighboring Partner Countries cannot exceed the number of volunteers 

and partner organizations from Program Countries. 

What could be the theme of the EVS? 

Volunteer activities are designed to benefit local communities in the country where the project 

is taking place, but also have clearly defined educational benefits for the volunteer. EVS volunteers often 

work with children, teenagers, people with disabilities, immigrants, the elderly, the homeless and other 

minority and/or marginal social groups. Projects can also be cultural or environmental. 

The experience means a lot! 

Young people can benefit greatly by volunteering in a foreign country. Living and working in a 

different environment, volunteers learn about themselves while learning how to adapt to another 

culture and acquire new skills. Volunteer projects are important for the local community that has hosted 

the volunteers. 

 

Short voluntary placement 

 

Organizing concerts, festivals, street activities, one-day work or promotional activities, conferences and 

other gatherings, much can be facilitated by engaging volunteers, and thereby reducing the financial 

cost and "spicing up" the work being done. Generally, you do not need special qualifications for perform 

these duties and therefore, you can count on a large number of registered volunteers, which is usually 

what is required. 

Overall, in the pre-planning stages of short-term activities there is a need to assess whether and why 

you require volunteers. In most cases, you require volunteers because you need to organize short-term 

activities, and the workload is too large for the capacity of your team or organization. When you 

evaluate why you need volunteers, which positions and how long those positions are needed for, it is 

necessary to designate one person who will coordinate the work of volunteers and be at their disposal. 

The Volunteer Coordinator (volunteer manager) prepares a job description and/or a call for volunteers. 

The recruitment call is best sent via email lists and groups on social networks, but if you need a large 

number of volunteers, it is recommended you advertise through radio, print media or television. 

 

In the recruitment call, or the description of the position it is important to state the following: 

1. The type of work to be performed by the volunteer, 
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2. Timeframe for volunteering, 

3. The necessary skills, qualifications (if necessary) 

4. Place of volunteering, 

5. Benefit (advantages) for the volunteer, 

6. The contact and the deadline for applications. 

In most cases, these tasks can be carried out by most people with limited training on the topic. 

Therefore, when you receive the required number of volunteer applications to meet your needs, 

organize an orientation meeting. During the meeting, familiarize the volunteers with the aim of the 

campaign, the desired result, their role, tasks and specific rights and obligations. 

It does not hurt to disseminate printed material, as a reminder for the new recruits. When you 

procede to the implementation of activities, you must ensure a contact person is available at all times 

for the volunteers to assist and advise as required. 

After successfully realizing the campaign, it is important to organize a meeting or socializing 

event with volunteers, in order to evaluate the actions and the results achieved, but also to recognize 

the work efforts of the volunteers. The activity/campaigm may not have been realized was it not for the 

volunteers. 

To follow, examples of activities in which volunteers are engaged. 

 

 

WHAT IS A REGIONAL VOLUNTEER SERVICE? 
 

Regional Volunteer Service (RVS) is a network that already exists in some countries, where they are also 
known as volunteer centers. Besides local, there are regional and national volunteer 
centers, whose role is based more on providing information, capacity building and delivery of necessary 
resources for the development of local services / centers and volunteer program. Their role is more as 
coordinators connected to developing volunteering at a regional level, rather than directly working with 
volunteers and tangible volunteer programs. 
Local Volunteer Centre (LVC) is a program that enables the implementation of desirable quality and 
organized work with volunteers, and its implementation contributes to solving problems in the 
local community. 

ESTABLISHMENT OF LOCAL VOLUNTEER CENTERS – LVC 
 

The following concepts describe the sphere of work of a LVC: 
  

        implementation of desirable quality and organized work with volunteers - LVC is a program 
that on the one hand, takes care of the interests of the volunteers and on the other hand, the 
needs of organizations and public institutions. 
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        LVC assist with resolving problems in the local community - Establishment of this system 
increases the impact and contribution of volunteer work in resolving problems in the local 
community. 

Based on the stated area of work of the Local Volunteer Centre, we have defined specific steps or 
tasks of a LVC: 

        Establish a balance between supply and demand for human resources (volunteers) - In every 
local community there is a problem of insufficient public awareness about opportunities for 
volunteering, so that organizations and institutions have difficulty in finding volunteers. LVC 
overall structure connects these two sides, and thus, will contribute to establishing a 
supply/demand balance. 

        In collaboration with public institutions and non-government organizations, creates and 
implements desired quality local volunteer programs based on identified needs of the local 
community and potential users of the program. 

        LVC gathers and records all volunteer information in their database, providinga high-quality of 
preparedness, additional training, supervision, monitoring, and evaluation of the 
implementation of programs, as well as the legality in the engagement of the volunteers. 

        LVC increases the capacity of public institutions and non-governmental organizations with the 
aim of establishing unique and organized work with volunteers (volunteer management). 

        LVC, in cooperation with public institutions and non-governmental organizations, promotes 
and develops volunteering. Together they work on setting up volunteer policies and support 
measures in cooperation with local authorities. 

  

The development and establishment of a Local Volunteer Center 
  

The establishment and development of a LVC takes place on two levels: structure and program 
development. The structural development of an LVC is the development of the Local Volunteer Service 
team. The responsibility of developing an excellent LVC rests with the staff or team of people 
involved. The promptness with which an LVC develops depends on the expertise and involvement of its 
people. While it is desirable that the team has the necessary knowledge and skills, if this is not the case 
–the team can be trained for work through various training seminars and education sessions, as well as 
through tangible activities. Besides that, the team that has the necessary knowledge and skills must 
constantly pursue new methodologies and approaches to work, and as a result improve the operation of 
the Local Volunteer Center. 
Team positions in a LVC can be as follows2: 
1. LVC Coordinator - For this position, you need a person who has experience in working with volunteers 
and in creating volunteer programs. As this person is responsible for the overall function of the LVC and 
its collaboration with other organizations or public institutions, they need to have management 
experience as well as certain partnership establishment capabilities. The perfect people for this job are 

                                                           
2 Proposed positions in the team of the Local volunteer center are important and each has its own contribution to 

the LVC. However, these are not required positions at the beginning of each LVC thus be defined if the organization 

does not have the conditions and resource for it. They can be something that organizations seek in the future.  
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so-called volunteer managers, i.e. people who have undergone specific training related to organized 
work with volunteers. 
2. LVC Assistant Coordinator –As the LVC has its own database where all the volunteers and 
coordinators of volunteer services are recorded, you need a person who will regularly maintain the 
registration of new volunteers, changes in the personnel file of each volunteer, data entry in volunteer’s 
booklets, and all general administrative maintenance of the LVC. 
3. A Public Relations person - You will need a person who will plan and implement promotional 
strategies and media presentations in order to successfully promote the LVC in the local 
community. This is extremely important, by promoting the LVC, you not only present your work, you 
attract people interested in volunteering, as well as possible partners with whom you develop volunteer 
programs. 
4. Volunteer Group Moderators –They are the people who are involved in monitoring the work of a 
group of volunteers and supporting them. These positions are not required in realizing a LVC –however, 
they can be extremely useful for the volunteers, especially if the volunteers are required to work in 
programs that deal with vulnerable groups of people (e.g., persons with severe intellectual or physical 
disability) or risk behavior groups (e.g. juvenile delinquency). 
4. Educators –According to the experience of the Local Volunteer Centre realized in Novi Sad, it is 
desirable that volunteers undergo specific training before they start volunteering. The first and 
mandatory training with regard to the basic rights and obligations of volunteers which answer the initial 
question - what does it mean to be a volunteer? This is the basis of training which can be upgraded to 
include other skills that would help volunteers in their work. 
5. Mentors and supervisors - These people are required during the realization of volunteer 
programs. Their role is to monitor the implementation of the program and through their supervisory 
effort, provide full support to the volunteers during their engagement. They also participate in the 
evaluation process upon completion of the program and provide guidelines for improvement of existing 
and establishment of new volunteer programs. These staff can be appointed by your partners, i.e. Non-
government organizations and public institutions, who have previously created certain volunteer 
programs in which they engaged volunteers. 
The complete structure of human resources within the LVC will depend of the level of development and 
its needs. It is possible that this structure could expand to include other positions - staff who will 
monitor and improve the performance methodology and existing resources relating to various areas of 
organized work (supervision and monitoring, evaluation, research needs, etc.). 
  
One of the most important logistical components of a LVC is a functional database of 
volunteers and organizers of volunteer services. There are even specific computer 
programs and databases available whereby each volunteer has an individual personnel file in which all 
essential information about the volunteer, as well as their volunteer work history is entered. The 
database offers accessibility to personnel files by other organizers of volunteer services, i.e. Non-
government organizations and public institutions that seek out and engage volunteers through the 
LVC. This database advances the LVC work to a more professional level, because at any moment, you 
can get information on each volunteer and organizer of volunteer services. This is especially helpful at a 
time when volunteers are asking for letters of recommendation or confirmation of their 
volunteer engagements. These data are entered into the individual’s volunteer booklet, which after the 
first voluntary engagement is issued to every volunteer. 
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Program Development in a Local Volunteer Center 

  
Program development in any volunteer center, is actually the establishment of effective and organized 
work with volunteers, accordingly known as volunteer management. A Local Volunteer Center in 
cooperation with its local partners creates volunteer programs. Possibly coordinating a first meeting to 
clearly explain the structure of the LVC and opportunities provided by the LVC. Partners, organizations 
and institutions who would agree to take volunteers then create volunteer programs. The LVC is always 
a partner providing support. 
So, if you are an organization that is developing a LVC together with partners you will be outlining 
volunteer management. In the very beginning, it would be good to clearly define what part of volunteer 
management holds the greater responsibility and whose role it is to implement volunteer programs. 
When all has been agree, it is recommended that a written Mutual Business Agreement is drafted.  

VOLUNTEER MANAGEMENT 
 

Elements of effective Volunteer management are: 

        Volunteer program planning 

        Volunteer job descriptions  

        Advertising volunteer programs and calling for volunteers 

        Orientation and training 

        Supervision of volunteers 

        Evaluation of volunteer programs, volunteers and employees 

        Recognition and rewarding of volunteers 
  

Volunteer program planning 

 

The first necessary step in establishing a volunteer program within an organization or community is 
planning a volunteer program. Planning is the best way to ensure a quality and successful volunteer 
program. During the planning process, perhaps the first question that the hosting organization should 
ask is: Why engage volunteers rather than paid staff? 
The true value of engaging volunteers should be viewed through a variety of different skills and 
dedication of volunteers who are motivated by a common vision, goals and values. 
Then: what is the framework of the program? What specific problem in the community are you trying to 
solveby implementing this program? Indicative number of volunteers you require for the successful 
realization of the program? Target group: whether the program will be offered only to a particular target 
group (students, school children, pensioners, etc.) or numerous networks in the community? Volunteer 
engagement timeframe, i.e. how many hours per week and on what days will the volunteers be 
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involved? What are our expectations of the skills volunteers have to have in order to participate in our 
program? 
After careful consideration of the above issues, the organization decides whether it wants to develop its 
own volunteer program or not. Answers to these questions and any dilemmas give you an insight into 
the strengths and challenges you currently face in launching a volunteer program. 
The reasons that most often lead to volunteer burnout and cessation of volunteering, even when 
volunteers are committed to the mission and goals of the organization they are helping, are poor 
relationships, given tasks that do not have a direct and clear link with the objectives of the organization, 
unreasonable deadlines, lack of feedback and recognition, poor leadership within the program, 
inefficient work process and similar. 
A good volunteer program is reflected in the cooperation between staff and volunteers involved in 
the project, the commitment of both parties and mutual respect of contributions by 
others. Volunteers will usually avoid environments that are negative toward them, hostile or just 
indifferent. Volunteers are freer than paid staff and will often choose to avoid unpleasant situations and 
to invest their time in those organizations that largely direct their engagement towards solving problems 
in the community, rather than in those where their energy is consumed by poor interpersonal relations. 
 

Volunteer job descriptions 

 

After making the decision that the organization is initiating a voluntary program, it is necessary to clearly 
define each volunteer position with a job description. Volunteer positions job description should consist 
of the following elements: 
Title of position should be accurate; the title assists staff in the organization to understand the role of 
dedicated volunteer. Giving a title to the positions allows a sense of identity for the volunteer. 
Place of work explains where to volunteer will work - at home, in the office, the "field", etc. 
Performance/output explains the general aims and objectives of the volunteer position with respect to 
the results of the entire volunteer program, organization, client or mission. This is the most important 
part of the volunteer position job description. 
Responsibilities and duties are suggested individualized, distinct and clearly defined activities to be 
carried out in order to achieve pre-defined objectives and goals. The word "suggested" indicates that 
the volunteer has some authority to propose other possible activities to achieve results, but that they 
must be approved by the supervisor. 
Qualifications are a clear and concise profile of the desirable volunteer that includes the required skills, 
attitudes, experience, knowledge and personal characteristics. 
Need for commitment is the estimated number of hours and flexibility in planning time which is 
required of volunteers. 
Education indicates the type of general and specific training offered and required for the task. 
Fringe Benefits/Perks that the volunteer would enjoy or achieve during their tenure in the position, may 
be in the form of insurance, parking spaces, charges, etc. 
Evaluation defines how achieved results are measured and rated. 
Date of writing or updating job descriptions. 



 

25 

Project name: Moving borders for volunteering 
Project number: CB007.1.22.039 | Contract number: RD 02-29-275 

The project is co-funded by EU trough the Interreg-IPA CBC Bulgaria–Serbia Programme, CCI No 2014TC16i5CB007. 

Supervisor and / or mentor of a volunteer and their contacts will assist potential volunteers   to 
understand whomin the organization they should report to and work closely with. 
  

Advertising volunteer programs and calling for volunteers 

 

Today, there are numerous clearly defined and structurally designed promotional strategies, likewise, 
for volunteer programs also. There are differing reasons for creating clearly defined promotional 
strategies. One, which is the focus of volunteer work, is the promotion of volunteering and volunteer 
work values. 
How organizations can advertise their program and invite volunteers? When we create, we mean 
clearly defining the steps of promotion, which monitors the implementation of the program. In this 
regard, the promotional strategies are planned together with the project or program for which we 
engage volunteers. 
Volunteer programs, as already mentioned, can offer a variety of volunteer positions. In accordance 
with the volunteer position, an accurate job description is created that explains what the volunteer’s 
actual assignment is. To engage volunteers who will be satisfied with their task and highly motivated to 
successfully perform the task, we can use the opportunity provided to us by advertising. Volunteer 
program advertising is defined on the basis of the target group. There are three aspects of advertising 
volunteer programs: 
1. Advertising to a target group. This form of advertising is used when we want to engage volunteers to 
do volunteer work in their own profession. In reality, when a volunteer position or engagement is 
related to a particular profession.Examples to support this type of advertising are volunteer positions in 
education, educational or health institutions dealing with certain sections of the population and they 
require professionals in their field (schools, kindergartens, hospitals). 
2. Advertising without the target group. When we want to increase the number of non-government 
organization activists - invite future volunteers who are motivated to join us and together with us to 
actively participate in the programs / projects of the organization. Then we approach advertising on a 
general level and call on all people of good will to join us. 
3. Advertising in the local environment. Local projects or actions such as local volunteer camps are 
activities that need local volunteers - people who are familiar with the surroundings, problems and 
benefits in that environment and provide great assistance in the success of project implementation. 
Advertising of volunteer programs and calling for volunteers is realized through activity at public places 
(squares, busy streets, student campuses); presentations of the various institutions and organizations 
(universities, schools, student dormitories); advertising with the help of the media through a web 
presentation; and advertising through promotional materials (posters, brochures, etc.) and their 
distribution. 
The essence of advertising volunteer programs and calling for volunteers is in the information we 
send. To ensure the information is clear, appealing and meaningful, the correct mode of advertising 
should be adapted accordingly.  A tailored message that is sent to potential volunteers is called an 
invitation message. 
An invitation message answers the following questions: 
Who implements the program? 
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What should be done? What will be expected of the volunteer? 
Where the program is implemented? 
When the program is being implemented? 
Why the program is being implemented–what is its goal? 

Selection of volunteers and coordination of volunteer positions 

 

It is very important that the volunteer pin points their position or the volunteer position pin points a 
volunteer. This is the instant that either delivers or hinders the success of volunteer work. Naturally, 
additional steps follow and are used in volunteer management to motivate volunteers to be consistent, 
happy and satisfied in their work. 
One aspect of the volunteer selection process is an interview or a targeted conversation. The interview is 
a technique that can help us to explore whether they are a potential and actual volunteer for our vacant 
position. However, an interview does not only help the institution / the host organization, this step 
could and should assist the volunteer in getting more information during the interview, about their 
possible involvement, and to clarify any doubts they may have. In fact, an interview should be a 
conversation for the mutual benefit and satisfaction of both parties. 
Note: Preparation takes place before the interview, where by questions are formulated and serve to 
help us in conducting the interview. The better the preparation, the more useful the answers we 
receive. 

Orientation and training 

 

Orientation is the first meeting of volunteers and the organization. It indicates the introductory period 
for the volunteers when planned, organized and systematic information is provided to the volunteers 
about the organization. Involvement of volunteers in the work of the organization is the same as 
receiving a new employee and behavior towards the volunteer must not be any different because they 
are a volunteer and do not receive financial remuneration. 
If possible, arrange a joint meeting of employees where they will have the opportunity to meet and 
greet the volunteer and the volunteer to meet the staff. It is very important to experience a satisfactory 
start to volunteering, with the feeling that you belong to an organization or institution where you feel 
you are welcome. If your orientation process is successful, rest assured, you will have one more loyal 
worker - volunteer. 
Orientation includes a guided tour and exploring all the rooms, and especially the places where you 
anticipate the volunteer will perform their duties. If you do not have an opportunity to provide a 
working station for the volunteer, take special care to openly explain this to the volunteer and make 
sure you provide the use of a work space and / or provisions.  All employees should be informed about 
this. 
Training is a process which may assist the volunteer in carrying out their obligations, especially if the 
volunteer position requires specific skills and knowledge. There are different concepts of training in 
accordance with volunteer programs. The basic package must contain: 
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1. "What does it mean to be a volunteer?" It is the first level of training and the basis for guiding the 
volunteer in volunteer work. 
2. Expert training is consistent with the specifics of the population with which volunteers work. For 
example, if the volunteers are working with elderly people, it is necessary to provide training through 
which the volunteers can get acquainted with the specifics of senior citizens. 
3. Training selected by volunteers from training courses offered during their volunteering term. 
To clarify: the first and second level of the training occurs before departure or at the beginning of 
voluntary work, later on, volunteers can state which skills they want to acquire and on that basis we can 
organize trainings. 
  

Supervision of volunteers 

 

Supervision in volunteer management can be within an organization in which there are volunteers, as 
part of work in a volunteer position or outside the organization as personal support. 
It ensures the volunteers, activists and coordinators are pursuing the aims, values and procedures of the 
organization and projects. The supervision process is a regular review of the needs of volunteers and 
staff and results in proposals for possible changes in management procedures, volunteer activities and 
appropriate job descriptions. To be able to perform their tasks properly, supervisors should have 
experience in working with clients and volunteers, and to be familiar with the work of the organization. 
Every volunteer should have one or more supervisors who are as/more experienced as/than they are, in 
that particular job, and provides them with targeted training and mentoring for the better fulfillment of 
tasks within the volunteer position. 
When volunteers are just beginning their volunteer duties in the organization and project, supervisors 
should direct them, and ask their opinion to ensure understanding of the assigned tasks. As soon as the 
volunteer has developed their self-confidence and they start to feel familiar and connected with the 
organization and project, the supervisor needs to provide less guidance and more support and 
coaching. A Supervisor should never be demanding of a volunteer, they should guide them according to 
their needs and objectives. 
Supervisors of volunteers need to ensure they are aware of the volunteer's personal progress in skills 
and advantages attitudes in life in general.  They should take care to assist with self-awareness and 
growth of the volunteer’s persona and the ability to cope with various situations in the future, based on 
lessons learned from interaction with others through volunteering. Such supervision periodically gathers 
volunteers engaged in one or more volunteer programs, providing group support which is especially 
useful for volunteers working with specific user groups (e.g., persons with disabilities, persons with 
intellectual disabilities, etc.), due to the stressful environment and great emotional involvement 
required when working with this population. 
Supervision is an essential part of each volunteer programs, because within it, we support volunteers 
and based on that, if necessary, adjust the program itself, engage new volunteers or provide additional 
training. What type of supervision, or some combined form of the above described supervision styles 
the  organization / volunteer manager choose largely depends on the needs of users, the volunteers and 
staff, and the possibilities and conditions in organizing the work of volunteers. 
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Evaluation of volunteer programs, volunteers and employees 

 

The two main motives for carrying out evaluations of volunteers and volunteer programs are: 

        Allow volunteers to fully take advantage of their own potential and 

        Achieve a higher qualitative level of involvement of volunteers in the organization. 
The advantage of volunteer evaluation programs is that they practically evaluate themselves. If any of 
the three parties involved in the program (organizer, volunteer and beneficiary of the volunteer service) 
are not satisfied with the process and / or manner of implementation of the activity program, it almost 
inevitably collapses: either the dissatisfied organization terminates the program, or the dissatisfied 
volunteers leave the organization, or to unhappy customers refuse the service of volunteers. If any of 
the three parties withdraws, the program is not successful. The very existence of the program indicates 
that the program is well managed. 
However, this does not mean that there are no problems or opportunities for improvement in the 
program, it is certainly necessary to conduct a planned, pre-prepared professional evaluation. 
Evaluation sessions should be organized Ina way where they represent two-way communication. That is 
an opportunity for coordinators of volunteers to discuss the impact of volunteer engagement and giving 
suggestions for improvement. At the same time, the evaluation represents an opportunity for 
volunteers to present their view of how their involvement can be improved and sometimes this can be a 
prelude to a possible transfer of the volunteer to another position if the need arises. During the 
evaluation, volunteers should have the opportunity to give their assessment of all the elements of the 
program in which they are engaged, including the organization itself - quality of the training, whether 
promises are fulfilled, the interpersonal relationships in the team and the organization, staff acceptance 
of volunteers and commitment to the mission, etc. 

Recognizing and rewarding volunteer work 

 

              Recognition of volunteers certainly follow as a result of the constant monitoring of the work and 
commitment of volunteers in the course of performing their duties and is a very important element of 
effective volunteer management. Volunteers who receive regular feedback or confirmation of their 
work, are secure in the quality of their work, and they have no doubts as to whether others care about 
their effort.               
In volunteer management practice, it often leads to failure due to the misconception that certain 
aspects of volunteer work are supposedly “understood”. It should never be assumed that the volunteer 
“knows” that their work is appreciated by the users or the organizer of the volunteer 
programs. Recognition of their work should be an integral part of the program, and can be conducted 
both formally and informally–in accordance with the situation. 
              One of the "golden rules" of working with volunteers is precisely that it should never be 
allowed that volunteers feel in adequately valued or completely unappreciated. Recognizing 
volunteers is an extremely effective method of retaining volunteers on a project or in an 
organization. Identification of and recognition should come from the various people involved in the 
implementation of volunteer programs and in different, suitable ways. 
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Annex 1. Description of volunteer position 

Teaching Assistant 

Work place: 

Volunteering will be held on the premises of preschool institutions/Center for Multi-culturalism 

"Jules Verne", Novi Sad. Further information on our association and our activities can be found on the 

Internet at;  

Objective/purpose:  

The main result of volunteer assistants in the classroom should be enriching activities carried out by the 

educator, which would enable better identification and monitoring of personal and artistic preferences 

of each individual child; developing a sense of belonging to the group, as well as the development of all 

social codes of conduct in every child, without stifling their individuality and diversity. Most importantly, 

caring and nurturing of children. 

Responsibilities and duties: 

The volunteer will be instructed in the work of the institution during the first month. In fact, their 

presence during that period will mainly be to observe rather than to actively participate in teaching or 

problem solving of specific situations. This will allow them to observe the schedule, modes and types of 

activities during the day. After the introduction to the institution, and when the volunteer feels 

completely ready, they will be able to independently perform various activities. The volunteer is 

expected to comply with the agreed duties. It is extremely important that the volunteer undertakes 

their responsibilities their obligations - they arrive exactly at the agreed time, they communicate their 

inability to attend work in a timely manner and they find a replacement to take over their duties, as well 

as assisting the educators with the care of children. 

Qualifications: 

Qualifications are not essential for volunteering in our institution, the most important is a sincere desire 

to work with children and demonstrating understanding and warmth towards them. Preference will be 

given to those who also possess some talent related to music, painting, theater, sports, math or 

inclination to children's literature. A volunteer is obliged to provide a health certificate and a police 

clearance certificate at the beginning of their appointment. 
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Annex 2. Questionnaire for volunteers 

 

Name and surname: ____________________________________________________________________ 

Contact telephone and e-mail: _________________________________________________________ 

School / Faculty, Department _____________________________________________________________ 

Date of Birth: ____________________________________________________________________ 

Have you ever volunteered? If yes, specify when and for how long. 

_____________________________________________________________________________________ 

Why do you want to volunteer? __________________________________________________________ 

Your skills and interests? _____________________________________________________ 

 

 

How much time can you devote to volunteer work? 

a) One day a week for 2-3 hours 

b) two days a week for 2-3 hours  

c) Three days a week, 2-3 hours 

d) More than three days a week 

e) One-time and periodically for individual events 

f) Other (please specify) _______________________ 

 

Name of training that you would like to achieve through volunteer work? 

(You may select more than one training) 

1. Basics of volunteering - the rights and obligations of volunteers 

2. The development of communication skills 

3. How to conduct workshops 

4. Violence and Discrimination 

5. Your suggestions: _______________ 
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Annex 3. Volunteer booklet 

Proposal of the minimal set of information that volunteer passport (volunteer work evidence booklet) 

should have. Design has to be compliant with visual identity of the project, pocket size. 

 

Basic information: 

 place for picture (ID card size), 

 Name and surname, 

 Personal ID number, 

 Date of birth, 

 Address, 

 Nationality, 

 date of issue. 

 

Table for volunteer work evidence 

 Organizers of volunteer service, 

 Responsibility and duties, 

 Duration of volunteer engagement, 

 Place of volunteering (City, State), 

 Qualifications and competences gained, 

 Signature and stamp, 

 Other relevant remarks. 

 

Education 

 List of trainings, seminars and other educational activities attended by volunteer. 

 

Short list of volunteer rights and obligations. 



 

32 

Project name: Moving borders for volunteering 
Project number: CB007.1.22.039 | Contract number: RD 02-29-275 

The project is co-funded by EU trough the Interreg-IPA CBC Bulgaria–Serbia Programme, CCI No 2014TC16i5CB007. 

Annex 4. Invitation to volunteer 

 

Volunteer for the planet 

ACTIVELY VOLUNTEER FOR "EARTH HOUR" 

World Wide Fund for Nature (WWF) called Earth Hour 2009 (An hour for our planet) invites you on 

Saturday 28 March to turn the lights out for an hour, from 20:30 to 21:30, to contribute to the fight 

against climate change. 

More about the initiative can be found at https://www.earthhour.org/serbia, where you can join the 

action and be among the one billion people who care about the planet. 

The Volunteer Center of Vojvodina (CVC) is a partner of the WWF in the activity "An hour for our planet" 

- Earth Hour 2009, and we require volunteer support in this activity in Novi Sad. 

Volunteers are needed to encourage as many citizens to join this global campaign. Along with the 

activists, the VCV volunteers will participate in: 

· Sharing of information material 

· Providing information at the information booth 

It takes 5-10 hours of free time during the following dates (22-28. March). 

Volunteer for the planet! Sign up! 

Send your name, surname and contact details by Saturday, March 21. 
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Annex 5. Training for organizers of volunteer centers 

 

Local Volunteer Center 

How to assist young people to be active in their local community through volunteer work? 

-Proposed training methodology- 

 
 Day 1.  Day 2. Day 3. Day 4.  Day 5.  

 

Session I 

 

 

 

Session II  

 

 

 

 

 

 

 

 

 

Arrival of 

participants 

 

Introduction to 

Volunteer 

Management 

 

(Definition of 

volunteer work, 

volunteer 

motivation, 

discouraging 

factors, types of 

volunteering, the 

legal framework) 

Regional Voluntary 

Service, 

Local Volunteer 

Center - framework, 

an example of good 

practice, 

Cross-border 

cooperation - of the 

platform for 

cooperation and 

exchange of 

volunteer 

experiences; 

Local Voluntary 

Center - What is 

the LVC and 

what is its role? 

Structural 

Development of 

LVC, 

Program 

Development of 

LVC 

 

Planning and 

programming 

Local Volunteer 

Center - Action 

Plan 

 

 

 

Session III 

 

 

 

 

Session IV 

 

Introductions 

 

 

 

 

Introduction of  

participants 

and their work, 

the 

presentation of 

the project 

partners and 

volunteer 

educators 

Presentation of 

international work 

camps 

 

 

Presentation of 

the European 

Voluntary Service 

 

 

 

Visits to local sights 

Planning and 

programming of 

Local Volunteer 

Center - Action 

Plan 

Evaluation of 

the Training and 

presentation of 

Certificates 

 

Departure of 

participants 
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Annex 6. Training for volunteers 

Training for Volunteers: Volunteering 

 
Proposal of the first part of training for volunteers; each subsequent part of the training is highly 

recommended to be in line with the target group and to plan and implement with the host 

organization. 
 

 

Objective: To introduce volunteers to the basics of volunteer work, examine their motives and 

needs for volunteering 

Time Activity Activity Description 

12-13.40 

Presenting the work plan 
Arrival of participants and presentation of 

the work plan 

Getting to know one another  Name game  

Introductions 
Interview in pairs "Who am I, who are 

you?" 

Name games I am, and I like to do... 

Expectations, fears 

contributions 

Writing expectations, fears and 

contributions of volunteer time. Most 

often required reading and formulating. 

Creating a joint contract 

agreement. 

What's important to make me feel good in 

this group? Educator records participant 

responses on flip chart paper. 

13.40 – 13.50 Pause for refreshments  

13.50 – 15.00 

Concentration and energy 

games 
 

Individual work   
Each individual writes their definition of 

volunteerism 

Work in smaller groups  
Within the group they formulate their own 

definition of volunteerism 

Plenum  
The common definition of the group 

The motivation for volunteering 

15-15.10 Pause for refreshments  

15.10-16.40 
Yes/No discussion 

Participants are placed in a room and 

depending on how they agree with the 

statements read (according to presenter's 

idea). A discussion develops. 

Theory section What is volunteerism. Historical 
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background. Examples of good practice. 

Participants share their experiences. 

Divisions of volunteering (long term, short 

term, at the local level) 

Games 
Conductor - guess who leads the 

movements in the circle 

16.40 – 16.50 Break  

16.50 – 18.00 

Brainstorming Volunteer rights and obligations 

Theory section Volunteer rights and obligations 

Kwiz PPT How much do I know about volunteering 

Evaluation  
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