Ways to Give Feedback to Volunteers
Volunteer evaluations can serve several purposes within your organization and are an effective management
tool. Establishing a systematic approach for evaluating volunteers provides your organization with an
opportunity to gain valuable feedback from volunteers, ensures that the job is being done properly, and sends
the message to staff that volunteer contributions are important to the success of the agency.
Components of an effective evaluation process:


Job descriptions for each type of volunteer needed by the program



Volunteer training and orientation that covers agency and program mission, goals and expectations



A scheduled evaluation by the volunteer manager or other supervisor



An expected and planned meeting to review the evaluation with volunteer’s supervisor



Opportunity for the volunteer to provide feedback to the volunteer manager about his or her position



Documentation of evaluation, follow-up and next steps

Details of the evaluation process:

Setting
Expectations

•Have a clear, accurate job description for each volunteer’s role, which is given to volunteer at the
beginning of their tenure.
• Require participation in a volunteer orientation where expectations, agency mission, and agency
rules are outlined.

Evaluation
Policies

•Establish a stated policy on performance reviews.
•All volunteers should complete an initial trial period before they become official volunteers.
•A regularly scheduled evaluation should occur between volunteers and their supervisors.
•A way of following up on performance improvement goal should be included and explained during
prior evaluations.

Evaluation

Follow-Up

•Remind the volunteer that everyone is evaluated.
•Review the job description with the volunteer to ensure that responsibilities are being met.
•Give both praise and suggestions for improvement.
•Provide the volunteer the chance to give feedback on their position within the agency and how
their role might be expanded or adjusted.
•Provide the volunteer with a written record of the evaluation.
•Maintain a copy of the written record of the evaluation.
•Make sure that both the organization and the volunteer follow through on any tasks discussed in
the evaluation.

Helpful resources on volunteer evaluation:
http://www.citizensinformationboard.ie/publications/providers/downloads/Managing_Volunteers_08.pdf
http://www.serviceleader.org/leaders/firing
http://www.energizeinc.com/art/subj/super.html

