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How to recruit, retain, recognise and reward volunteers
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Message from the President The Value of Volunteers
This booklet forms part of the

South African National Arch- . . .
ery Associations education Volunteers are the lifblood of every sport- act in a voluntary capacity themselves. The

e ing organisation. They dedicate hours of key to success is the way in which they can
:i?”ﬁ itﬁgml%\r/)ir(?egg?omﬁiticl)tﬁ time and energy, working in a variety of manage the volunteer helpers for whom
: P 9 » ways. Without them, most sports clubs and they are responsible. So how do you Recruit,
information and learning associations would cease to exist. VolunteersTrain and Retain your volunteers?
resources for volunteers at all are extremely valuable, and deserve con-

levels; from club to provinces siderable praise and thanks. Consider the following questions:

and even the national body. . i

| hope that you will find the The importance of volunteers cannot be 1  What are your experiences as a volun-
information useful and that underestimated, evidenced in that South teer?

you continue to contribute to Afric? who hats hoste?hmanyti?ternational 1 How have you contributed as a volun-
helpina people participate in  SPOtiNg events over the past few years teer and why?
thepsp%r? of grcr?ery . would have not been able to do so without ¢ Could your experiences as a volunteer
: the involvement of their time, effort and have been improved?
1

Through you, a valued re- S . .
source, we know that we are dedication. Do you know how to recruit, train and

on the way to achieving our  They range from major events like the IPL retain volunteers?
goal of growing the sport, and 2010 FIFA Soccer event; through to T How do you ensure your volunteers
involving the family and be  events like the archery nationals and provin- enjoy working with you?

part of the unification of the  cial archery tournaments.
country through sport. Volunteers make a huge contribution to-

Thank you for your support, - arqs sport in all spheres, ranging from -
dedication and time, without  gfficiating, judging, coaching, administration [

which the sport would not and preparation'
have grown to the levels it is 3
today. Their estimated worth runs into the hundred
of thousands dRandseliminating the need
\ to import judge$or FITA sanctioned events,

to minimising the cost of labour and special-
ist skills to prepare a field.

Contents Sport plays a specia
volunteering. It is the most popular volun-

teering activity today and allows the trans-
fer of skills, new and better ideas and
The value of volunteers  growth.

Volunteers undertake maintenance for the
butts at the Protea Sports Club, ensuring a
smooth tournament for all.

Do you need volunteers? Administrators, officials and coaches all

fulfill an important role in sport. They may  Answers to these questions and much more
come from different backgrounds and many can pe found in this guide.
7

Why do people volunteer—

Recruiting volunteers

ifSport has the power to engage, uni te and
variety of ways. It is a vehicle for enhancing the community, developing

Retaining volunteers citizenship and helping change the lives of many. Volunteers in sport provide
the foundations of our sporting nation. S
definition: 6Volunteering in sport is def

Rewarding volunteers
helping others in the sport of archery and receiving either no remuneration or
An action plan only expenses. This includes those volunteering for organisations (formal
volunteers) and those helping others at club level, but not through
. . organisations (informal volunteers). However, it does not include time spent
Hints & Tips travelling, which may represent significa

Practical Guides
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Do you need Volunteers?

Imagine the following scenario: You are
the chairperson of the local archery club
and are faced with the following situa-
tion:
1 Membership numbers are down
again

The newsletter is not going out
regularly

The butts are in urgent need of
maintenance

Target faces need to be pasted for
the next tournament

The grass on the field needs cutting
You need to have new judges
trained

New butt numbers need to be
made.

The flags are in need of replace-
ment.

1
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You decide to make an urgent plea to

Consider the following before recruiting
volunteers. Make sure you know why

all members to find some volunteers and you want volunteers before you recruit

receive the following response:

1 A members neighbour, a surveyor,

wants to volunteer

1 Arecently retrenched Telkom em-
ployee offers to help
1  Five others names and phone num-

bers are given to you (no back-
ground is given about them)

Nothing constructive happens with this
information, therefore, after a short
while, all the new volunteers become
dispirited because they do not know
what they are supposed to be doing,
and canot find any
any guidance, so they leave. You are
back to square one.

them, and direct them to appropriate
tasks, for example:

Serving as a club administrator,
with clearly defined duties
Helping with fundaising events
Writing a development plan for
the club

Organising the tourna-
ment/programme/newsletter or
updating the website

Taking care of equipment
Maintaining the grounds
Helping to coach teams or super-
vise indoor shoots
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Why Do People Volunteer?

A number of people volunteer and
they come from a variety of places.
Many are members, friends, parents,
school students, spectators, existing
volunteers and volunteers linked to
projects or volunteer agencies.

! . 91  Find out what they want from their
Look at your own club or organisation {ﬂg”mf"ﬁ‘{,'g\?\,iﬂﬂr?gé'g‘é?,irs‘zwﬁ,ﬁ Iﬁcr,t X involvement (what motivates them)
8 who are the volunteers? Youwill  yates each individual volunteer and | 1 Clearly identify the nature of the
have a link with someone at the ciub. rewarded descriptors to help you) _
) 1  Try to match their motivations with
People also volunteer for many dif- Many clubs and organisations nomi- the inherent rewards of the job (this
ferent reasons. Some of these may be: nate’and reward a player or coach of will require careful placement of
. the season, why not nominate and volunteer at the outset)
T Tolearn new skills reward a ovol unt e elr Ofer appropriate q#]'ee%qpswr as
1  To help others well. This helps to: training to help them in their role
1 To be involved with a relative who ' ' 1 Encourage volunteers to contribute
is a club/organisation member Increase the number of volunteers| new ideas and to implement them
1  To share talents and abilities Open up more volunteering oppor- if appropriate
i To do something different to the tunities 9  Build in incentives and provide
day job . 1 Raise the profile of the work volun feedback recognition and tangible
1  To make new friends teers are doing rewards
91  To build self confidence §  Thank volunteers everywhere for | 1  Set targets so that they understand
9 To be part of a 06t ahmifie and commitment the part they play in meeting the

To gain a new direction in life

To gain prestige and recognition
To give something back to sport
To have FUN!

If you can find out the needs and in-
terests of your volunteers, you can

=a =4 =4 =9

Helpful Hints to encourage Volunteer work

involvement sustained over time

o,

1?-____’

Challenge membBers to gefgayol
at every available opport '
Make volunteers an integ
of the sport
Provide opportunities that move

~members from sheterm tasks intd
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Helpwolunteers.to recognize the

in which vg

Rewarding

Volunteers

Job satisfaction is vital if you want to
retain your volunteer. In order to
achieve this:

overall objectives of the
club/organisation

Enable your volunteers to enjoy their
work with you by:

1 Helping them to experience per-
sonal achievement in the role they
are doing

Making them feel they are making
a worthwhile contribution to the
objectives of the team and of the
whole club/organisation

Making them feel the job is chal-
lenging, demands the best from
them, and gives them responsibility
to match their capabilities

Giving adequate recognition for
their achievements

Ensuring they have control over
those aspects of the job that have
been delegated to them

Making them feel they are devel-
oping and improving their experi-
ences, skills and abilities



Recruiting Volunteers

To find your volunteers, you need to
have a clear understanding of why
you want them.

If you identify clearly when, where
and why you want help and then seek
it in an organised way, people are
more likely to step forward and offer
their assistance.

to spend time training, mentoring and
managing each volunteer to ensure
they are being deployed effectively
and that they are enjoying their role.

Before you recruit volunteers you
should consider delivering mentoring
training to any club/organisation offi-
cials who will be asked to work with

1

know their contribution is valued
Revise and update volunteer duties
as the need arises

You need to answer these questions
before trying to recruit new volun-
teers:

the Volunteer Coordinator in support- 1  How many volunteers do you need?
Ideally one of your members should  ing new volunteers. 1 Todo what?
o 1  When?
In order to help new volunteers sup- ¢ For how long?
port the organisation the Volunteer Co ¢  \What demands will be made of
-ordinator should think of the follow- the volunteer?
Ing: 1  What levels of responsibility will
. the volunteer have?
T Determine where volunteers are ¢ 14 whom is the volunteer responsi-
needed : ble?
T Decidehow much time the volun- ¢ \what support is there for the new
teers need to be able to give volunteer?
1 Write brief role descriptors ¢ Will trained volunteers and other
T Plan the recruitment strategy personnel, already in place, will-
i Invite volunteers to attend meetings ingly accept the new volunteer?
take charge of new volunteers; this to ensure they are aware of all 1 What sort of people do you want
role is commonly referred to as the organisation activities in these roles?
6Volunteer Coordi nfa tSupetr)ﬁse volunteers or filnd other What skills do they need?
] members to supervise volunteers. ; ; i
Whoever takes on this task needs to Those members should be briefed \F/)\Ilgsre can you find the right peo
demonstrate excellent intpersonal on the role of the volunteer and : i
skills and ideally have some experi- their role as a mentor/supervisor 1 Are there partners within my local
: X = community that already have vol-
ence of managing people. 1 Organise training for volunteers unteers that my club could use?
. . . 1  Keep volunteers motivated and '
The Volunteer Coordinator is required enthusiastic, and make sure they
Rewarding Volunteers
Recognition is a very important factor, and is vital if you are to retain your volun-—""_
teers. Consider the following: ARSome peopl e may
1 A Offering praise to volunteers wh|il !eong Q y§90£|tbblt05tl their
1 A Send them a letter or a text mes|saghantte emyo\(e}dﬁn them f
1 ﬁ Give them a thank you certificat|eshave the time to offer. Are
1 Gi ving ki t -shirts/pia badgepp ment e. g. t
§ A Giving them a present I't doesndgt gheresu?hp le,plnyournsive!
9 A Acknowledging them in club/organlisati I’rga '% I] ‘etters and
f A Giving complimentary tickets to spesd and funct
9 A Sending birthday and Christmas clard rperhapssomeone
1 ﬁ Awarding |ife memberships related to members and
1 Having a party or barbeque for ylour volhun e 2 A
§ A Having a day of. chanaina_rol Let pUnayee s ? 0
the participants organise and run theﬁ}
club/organisation and the volunteers|
just participate
1 Acknowl edgi ng rifn
committee meetings
1 P a y {offpgckebexpgenses and
providing meals Young people have a great
1 Smiling and ca me| deal to offer as voluntee®
1 A Listening to t many have qualified as sports
T éartm?h'é jub/érghaﬁisr}a”'ﬁo; eel t al |eaders and administrators
1 Having an awards day for throthprogrammesa:t
school, and have been in-
volved in volunteering in the
community. However they are
often overlooked as potential
ASaying thank you can go al olrVvolunteers because of miscony y i n
volunteers, but help with additional training and guidance will | = Ceptions about their interest,
also provide a more positivel SKils maturityorcommitment. , |




Retaining Volunteers

Keeping your volunteers involved

Some clubs/organisations are success-are volunteers or paid staff. It is not

ful in attracting volunteers. Perhaps
the activity is exciting, glamorous or
challenging. Even with such benefits,
however, sometimes
clubs/organisations lose newly re-
cruited volunteers and it is important
to try and prevent this from happen-

ing.

An induction period is an essential
part of any volunteer programme if
you want to make sure you retain
your volunteers. Even in a small
club/organisation, an introduction to
the activities and the key members
will encourage volunteers to stay in-
volved. Volunteers want to feel:

1 Needed

1 Useful

1  Partof the team "Delegation is not
T Welcome passing the buck!
Motivation

Motivating volunteers is often differ-
ent from motivating members of staff,
because:

1  They are not on the payroll

1  They do not have a formal contract

1  They may be unreliable (what you
want them to do is not necessarily
a top priority for them)

1  They have their own motives (which
may conflict with yours)

1  They are not dependant on you for

job security

People volunteer for jobs in sport for
a variety of reasons. These include:

1  Family involvemedtson or daugh-

ter or other relative

1 Want to meet people

1  Service to their sport (particularly
past performers
somet hing backd)

1  Service to others

1  Prestige (the chance to deal with

the media, sponsors etc.)

An Action plan to find and
keep your volunteers

Motivation is an important part of 1 Identify a job that can be dele-
people management, whether they gated

I ) It 1  Decide the key elements of the job
simply about being enthusiastic, 1  Identify a volunteer with the neces-
(although in the right amount, this sary skills and attributes
helps) or about urging people on. Itis §  Decide upon the training and sup-
about identifying what is important to port needed to enable somebody
that person and trying to ensure they to do the job
gain what they want from their in- Decide how you will know if the
volvement. It is about matching the delegation is working well
needs of the individual with f  Monitor the work that has been
the needs of the job. Motivation is delegated, without interfering
providing the sort of leadership that
ensures peopl eds nNrgpiAgs are being met

and their interest sustained. Pay par-
ticular attention to the kind of tasks
that you expect your volunteers to do.

NB:Job satisfaction comes from doing
something worthwhile and often chal-
lenging.

Delegating tasks

Delegation is not easy. It
requires courage, pa-
tience, trust and sKill. It is
one of the most important aspects of
any organiserodos |
there is considerable freedom of
choice. What you choor -
to delegate, to whom,
and when, is usually
entirely at your own
discretion. Successful
delegation is matching
responsibility with authority. To give
responsibility without authority is
unreasonable. Imagine a field captain
without the power to make decisions.
The judge would have to be very
persuasive to be able to control the
match!

D
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NB When you delegate, you must
give authority as well as responsibil-
ity.

If you are in charge, you are still re-
sponsible for what happens, so when

wousdalegate, you go netstap being
accountable.

In order to delegate a task, you need

1 Show them howtodo p _
their jobs and support =
them

1 Involve volunteers in m

(0}

ters that affect them

Training is an essential part of the
work programme of any company
that wants its staff to perform effi-
ciently and effectively. The same prin-
cipals apply to volunteers in your
club/organisation. There are a variety
of training opportunities available to
volunteers and your volunteers should
be encouraged and supported to
attend. If your club/organisation has
specific needs, you could organise
your own specific training programme.
Perhaps_yqu could also inyite re :
s ntativ@és/aré"r:n oﬁlgrsﬁc;ca sﬁortgWa hich

clubs/organisations

to attend. Network-

kK ﬂ“ﬂ@%gﬁﬁgb yd n d
ce  londifrentaend & | a !

about how to run
your club/organisation or some prac-
tical coaching ideas.

ng
en

Communication

Ensure your volunteers are part of the
whole club/organisation by:

1 Communicating regularly with them.
Update them on the objectives of
the club/organisation and your
progress towards meeting those
objectives

Providing scope for individuals to
take greater responsibility
Encouraging ideas and, where
practical, allowing the responsibil-
ity to implement them

1
1

=

1 Decide why your club/organisation needs volunteers . -

1  Appoint a Volunteer Gordinator Eg?r\{ilgge opportunities fo

1  Make links and work in partnership with local volunteer A \ Bl
agencies and education establishments who are deliver-T tShléFl)re r\gffgr?nngni\éaluate
ing leadership and volunteer training 1 Provige feedback

1  Work out specific job requirements for volunteers and Reward and recognise F
write role descriptors for each one i volunteers anoro griatel

1 Decide what skills you need your volunteers to have 1 Review the erc))cepss re

1 Decide how many volunteers you need _ larly P 9

1 Decide which methods you will use to recruit 1 Make the necessary

1 Go ahead and recruit _ _ _ changes after review

1 Meet and choose people with appropriate skills 1 Say oyboadk



The Volunteer Checklist

Smile, say hello and thank you
to your volunteers on a regular
basis

Send welcome letters when vol-
unteers are first recruited

Include volunteers in organisa-
tional charts

Write letters and post cards of
thanks to volunteers

Write letters of reference and
include details of service

Provide identification pins,
badges, shirts or caps

Provide discounted memberships
to volunteers

Acknowledge and profile volun-
teers in newsletters

Present volunteer awards at
annual general meetings or
awards ceremonies

Feature your volunteers at spe-
cial events throughout the year
(eg: national and provincial
championships; leagues, local
competitions; family days)

Provide complimentary tickets to
volunteers for special events
functions

ARnOnce you
your volunteers you need
to retain them! The early
enthusiasm for a voluntary
role can disappear once
the novelty has worn off

and the hard work or

unforeseen challenges
begin to set in, so you
need to find ways of
keeping people
motivated.

0

ARSaying thank
along way to continuing to
motivate
volunteers, but help with
additional training and
guidance will
also provide a more
positive experience for
vV ol

Send get well, birthday and
Christmas cards to your volun-
teers

Arrange discounts at local sport
stores or restaurants for your
volunteers

Have a volunteer of the month
award

Name events or facilities after
long serving volunteers

Award life memberships for long
serving volunteers

Reimburse outf pocket ex-
penses for volunteers

Acknowledge the efforts of vol-
unteers during committee meet-
ings

Hol d special ot
cial functions in honour of volun-
teers

Present volunteers with a special
memento recognising their ser-
vice to the organisation

ha Vv erareleil VbithtEers when they

move away from the area or
leave the organisation

Provide meal and petrol vouch-
ers to volunteers

Arrange for free or discounted
use of facilities

Present special awards for 1, 3,
5, 10, 15 and more years of
service

unt eer s .

Volunteer: Someone who works
on behalf of an archery club, pro-
vifycial associatianior natjooal
body without receiving payment
for carrying out such duties. Vol-
unteers may however receive
expenses

Recruitment: The process
through which volunteers are
enlisted to join the club, associa-
ti8n or organisation

Retention: The task of keeping

all new volunteers working

within your organisation. Or-
ganisations may develop different
methods of achieving retention,
including offering mentoring and
training to volunteers, duty ros-
ters or schedules and suchlike.

Reward: Something given on
behalf of the sports body to thank
and commemorate the work of
the volunteer. This may be gifts,
plaques or even naming your new
facility in their honour

SVA. The SANAA Volunteer
award is awarded annually to an
individual, club or provincial
association by SANAA on the
recommendation of the provinces
to recognise the work of volun-
teers.

The Double 30m Appreciation

Event.
hank y\oué\namual_so-
~eventheld in
the last week
: of May to ac-

knowledge and
recognise vol-
unteers in the
sport. Prov-
inces host the
annual event
where the
floating trophy
is presented by
the winner to a
representative
of the volun-
teers. Volun-
teers also re-
ceive a medal of appreciation.
The event can be used to raise the
profile of volunteering or to re-
cruit new volunteers.



Role descriptors

There are many positions and duties
that can be filled by volunteers. Often
volunteers are recruited into positions
for which they do not have the neces- ¢
sary skill or experience. To avoid
problems and misunderstandings as to
what is expected of and required of
them, you may need to produce brief
role descriptors. The role descriptors

should include: q

1 Jobtitle

1  Names of organisers and immedi- T
ate supervisor

1  Main duties and responsibilities

1  Hours, frequency and dates the q
volunteer is required

1 Qualifications or experience
needed (if any)

1  Special skills or training needed (if

any)

Remember to review the role descrip- L
tors after a while (e.g. three months)
to find out how well the description
fits the job. If it is necessary to rewrite

the role descriptors, involve the volun- g
teer in the process.

Always provide support for the new
volunteer. If you have the people, try i
to find a member who is given re- 1

sponsibility for providing this assis-
tance. Do not force anyone to take on
this role.

NB: Some jobs for volunteers are on-
going but others, such as organising a
major event, are limited to a particu-
lar time. Offer your volunteers alter-
natives that will suit them.

Where to find volunteers?

Volunteers are everywhere. It may be
a good idea to target certain groups
or areas, but any type of recruitment
campaign should be widely distrib-
uted and contain clear, accurate and
attractive information. It may be
worth considering:

1 Raising the profile of volunteering
and its benefits on your website
1 Producing volunteer information

sheets
1  Checking past and present mem-
bership Iist. A

skills/jobs may give you an idea of
who has key skills that you could
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The recruitment process

The recruitment process allows you to
search for volunteers who will best f
me et
This is a two way process. It does not
need to be too for-
mal, but it is an im-
portant way of iden-
tifying the skills and
experiences of a
volunteer to decide if
he/she wants to sup
port your
club/organisation.
The recruitment prog
ess should involve
identifying and invit-
ing the volunteer to
the club/organisatio
for an informal dis-

Icussien. o f
Ideally, the Voluntee

utilise
Introducing a volunteer scheme for
present members

Coordinator should attend, along with
another member from the
club/organisation (committee).

Hol ding 6bring a friendd_soci al
events NB: Dondt make the
Organising a recruitment drive It 1's an Intervie

using current volunteers to promote Put them off attending.
the club/organisation and its activi-
ties e.g. a volunteer recruitment
fair during the
ment each year

Using the local newspapérlassi-
fied ads, letters to the editor, fea-
ture articles etc.

Organising community notices on
local radio or an article on your
website

Producing pamphlets and flyers
which can be distributed in a place
your potential volunteer may visit
(e.g. the supermarket, the doctors
surgery, dentist, the archery shop,
the local schools notice boards)

The discussion will allow you to iden-
Vil unteerss tourna-

1  Why the volunteer wants to be
involved

1  What skills the volunteer has and if
they meet your

1  Their experience in working within
a sports club an
people

1  Their availability to fulfil the role

1  Additional skills e.g. coaching,
refereeing, that could also be util-
ised

Promoting your club/organisation gflt%m?e?,'éf or:;aer%/glmugteﬁ‘;els
and its activities within local ort of the te);m S
schools, colleges and universities. ghirtl y
Schools and colleges now offer y . .
volunteer & leadership courses 1 Anf oppgrtunlty to see the beneflts
Asking for volunteers from the peo- 8 | ub /e 8 ? 2;; 2 |g s : ti 0
ghep\rl)vcl)wr? t?]%egg:ﬁ 20 MEENES e forget that the volunteer is offenng
Promoting your 06V thé?lrt’gnére?og%érge? ill

= ; : notheces-
Year 6 winner in t esar Jil)l u?'ﬁ “What

Identifying if your sponsors have

any key skills to offer can your sports club/organlsatlon

offer them: make new friends;
learn new skills; create a better
club/organisation; go on trips and
enjoy the rewards that come from
helping people

Reference8 ensure that you take
t he

pa

Webre on t
iSomeone who ~ WWW.3anaa.org.za
behalf of an archery
club, provincial
association or national
body without receiving
payment for carrying out

such duti es. i

W o6

The Executive Secretary.
South African National Archery
Association
Tel: 082-901-4900
secretary@sanaa.org.za
www.sanaa.org.za
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~ The SANAA S i
Molupteer Scheme

Do you want toé.

Enhance your employability?

Support your local commu-
nity?

X Develop skills such as leader-
ship, communication and
teamwork?

X Do something rewarding and
satisfying?

If the answer iI¥ESo0 any of the
above, the SANAA Volunteer
Scheme could be for you!

Frequently Asked Questions FAQOSs

What is the SANAA Volunteer Scheme? appropriate volunteering opportunities or you can find your

) ) own volunteer placement.
The SANAA Volunteer Scheme aims to get family and

friends of archers to undertake voluntary work within thavhy should | get involved?

local clubs . . . S .
Not only will you gain satisfaction in supporting the local com-

What do Sports Volunteers do? munity in which you live, you will also gain valuable career and
) . ) ) personal skills and experience for your CV.

Most help with training. This could be running an after

school club at a local primary school, assisting with coaétew much will volunteering cost?

ing at a local club or running sports festivals and tourna- ) o

ments. Other volunteers become involved in the organiddothing. The Scheme will reimburse your travel and pay for

tion of the sports events, while others help with the admyiour leadership or coaching qualifications under certain condi-

stration and membership drive. Some even paste targettons.

maintain butts, while others opt to qualify as judges and
provincial coaches. Do I have to be good at sport?

Where will | volunteer? No, often only a basic level of skill is needed in archery for you
to become a volunteer. Volunteers need to be enthusiastic, good

Most volunteers work in the area local to where they livétt communicating and enjoy working in a team.

or study but there are also opportunities available to vol- i

unteer at events and festivals further away. What are the benefits?

A system of recognition is in place so that volunteers can work
towards varying levels of certification. Students often say that
This depends on you; most volunteers give upab@ut1 6 gi vi ng somet hing back to the
hours a week. Remember the more you put into volunteason for being involved in the scheme.

ing the more you will get out! And this is not just in the . . . . . .
amount of time you give but the quality of the time you Of course, work experience is increasingly important in securing
give, sometimes less is more. future employment and volunteering will provide a tremendous

boost to your CV.

How many hours will | have to volunteer?

Can | arrange my own volunteering? . .
ge my 9 And if you are a family member of an archer, you get to spend

We have a wide range of volunteering opportunities, quality time and assist.
however if none of these are suitable, we will look to find

We have a position for you in archery.

I want to Simply drop us an email at

secretary@sanaa.org.za or call the
South African National Archery Asso-

Volunteer ::u5nm =

——




Managing your Volunteers Better - Recognition
A Quick Reference Guide All it takes is a simple
e Ré\P‘Qu\ 0Thank Youd, whi
be shown in many ways.
: _ . (¢ iPS Be creative, but above
X Appoint a volunteer ecordinator to your organisation; someone wh all recognise the volun-
responsible for recruiting managing and recognising your volunte_.—. teer publically.
Someone who is a point of contact for volunteers.

Coordination

Below are some useful hints;

Planning
. § Make a personal telephone call

X Develop a volunteer management plan. This plan should address:

. . ) - & Send a thank you card

Y Number of volunteers required and the roles they are required for

. § Present a certificate of recognition

Y Identification of skills already in the organisation (ie: conduct a ) )

skills audit of existing members and volunteers) § Buy the occasional small gift

Y Recruitment strategies § Provide goodies (e.g. Kit bags, t

} shirts, sweatshirts)

Y Roles and responsibilities of volunteers

§ Hold a social evening just for vol-
Y Roles and responsibilities of the organisation unteers

§ Give volunteers priority tickets for

Y Training that can be offered to volunteers major events
Y Ongoing dayto-day support that can be provided § Take an interest and keep in touch
Recognition strategies § Award volunteers internally for

Job Descriptions their work, for example

X Develop job descriptions outlining vo/PfWadSerss duties.
able potential volunteers to understand what is expected of them before

taking on the position * National volunteer awards

Orientation * Volunteer of the Year
Award
X Provide new volunteers with an orientation, including: o
. *  Club or provincial volun-
Y a welcome to the organisation teer awards
Y details of their position 8§ Communicate the value of volun-
i teers throughout the organisation
Y information on the dato-day operations of the organisation
A g § Include regular features about
Y support that will be provided to them people behind the scenes and the
impact of their work on your or-
Y introductions to key people in the organisation ganisation in your newslet-
ter/magazine/website.
Trainin N
? § Submit articles on the work of
X Identify the training requirements of your volunteers volunteers to your local newspa-
per.
X Keep up to date with the training that is available for various positions in
the organisation § Offer perks
X Il nclude an allocation for volunt&elfApswiththeteamang in the or
Support 8§ Free tickets to social events
X Provide volunteers with a central point of contact ie: volunteer coordinat& Discounts on clothing and club or
provincial apparel.
X Ensure open channels of communication are available to volunteers. Pro-

vide them with the opportunity to ask questions, discuss problems, raise
issues, put forward complaints

X Make sure that volunteers are not out of pocket; where possible cover
their expenses

X Ensure that the roles and responsibilities of the volunteers and the orgal
sation are clearly defined and communicated

X Keep volunteers regularly informed about what is happening in the or-
ganisation

X Ensure that recognition of volunteers is ongoing.



Encouraging Volunteer Involvement

I ndividuals who say peopl e
to, are right. The world has changed and the profile,
needs and contributions of prospective and current volun-
teers have also. Research shows that most people are no
less willing to support volunteer initiatives; however
the way in which they contribute will likely be differ-

ent. Volunteers still care about the issues and initia-
tives they value, but require diverse ways of responding
with time and talent.

Understand the Trends

Most are just as committed to community volunteer in-
volvement, as ever before, but the way in which they la-
bel their efforts, the time they contribute, the way in
which they want to be involved, is changing. Most want
clearly defined, short - term roles, with flexibility. Most
have multiple responsibilities and busy lives, regardless

of their age or lifestyle.

Volunteers volunteer for the following reasons:

help a cause they believe in (96%)

use skills and experience (78%)

personal link to activity/cause (67%)

explore own strengths (54%)

fulfil religious obligations/beliefs (29%)

because friends/family volunteer (25%)

to improve paid job opportunities (22%)

donot

w W W W W W W

Lack of time is the most frequently stated reason for not
volunteering by volunteers and non volunteers alike, with
ounwilling to make a year round
ond. The need for shorter volunteer assignments, with
greater flexibility in format has been growing over the
past ten years.

Some volunteers have less time to contribute, while oth-
ers are willing to contribute large amounts of time if

the roles are packaged in smaller commitments that are
well defined and finite. Reasonable expectations that
consider the needs of the volunteer are critical. Many
successful volunteer programs are incorporating job

sharing, group volunteering, and family volunteering as
strategies to meet these needs.

Greater flexibility

where volunteering oc-
, ~ curs, is also helpful.

. For example, virtual vol-
unteers are using com-
~ puters at home, in their
‘.i ® workplaces, or when they

- R travel. Volunteers re-
* " search, edit, teach, men-
"~ tor, write, develop, and

i .‘lb .. .
\  Vvisit online and need not

vol urﬂlet'se e t'hat Iaﬁjdk \éalue[ fPe y

commi

in

Volunteers seek meaningful
used
their lives, and the lives

of others. They are look-
ing for mutually benefi-
cial relationships that
allow them to give, but
that also considers their
needs. Organizations that
involve volunteers must be
prepared to invest effort

in seeking volunteer input
and in defining relevant
roles that support the
mission, while using vol-
unteer effort effectively.
Developing clearly defined
volunteer role  descrip-
tions ensures that the ef-

fort of each individual is
useful and  meaningful.
Taking the time to plan in
this way, demonstrates re-
spect for the time and
unique qualities each per-
son contributes, and the
value of their effort. It

also ensures that the or-
gani zationds

both human and financilal,
a{[rerﬂﬁliznea e%fectivgly. ctose

resource

sec-

Almost all volunteers say
they volunteer to support
a cause they believe in
and over 2/3 say they have
been affected by the cause
they support. Volunteers
are attracted to and moti-
vated by issues that im-
pact their lives and the
values they hold. Organi-
zations with high volun-
teer retention rates usu-
ally do a good job of en-
suring volunteers know the
impact of their contribu-

tion and recognize the
value of their involve-
ment. Counting volunteer

hours is not enough any-
more. Communicating the
outcomes of volunteer ef-
fort are critical in sus-
taining both volunteer and
community support.



80% of volunteers place high priority on
putting their skills and experience to
use. Most organizations and communities
are experiencing greater diversity in
skills and abilities of volunteers, with

a wide range of volunteer assets and
gifts offered. This diversity challenges
organizations to be more creative in de-
veloping meaningful volunteer opportuni-
ties that allow individuals to use their
unique skills and experiences. Issues
like ethno - cultural diversity, greater
numbers of highly skilled volunteers,
and the number of volunteers with spe-
cial needs are emerging issues which re-
quire much more thoughtful response from
organizations. Volunteerism has the po-
tential to be the greatest vehicle for
citizen engagement and a means for equi-
table participation in a democratic so-
ciety. However, organizations that in-
volve volunteers have been slow to adapt
to the realities of t

Not being invited, or feeling welcome,
is another major barrier to active vol-
unteer involvement
Traditional — approaches
to volunteer recruitment

and retention are often
ineffective in attract-

ing volunteer involve-
ment. Media must match
the interests and habits

of the volunteer group
being targeted. Greater
use of online strategies

may  support greater
youth volunteerism. In
communities  with  in-
creased ethno 90 cultural
diversity,  prospective
volunteers may not see
themselves on tradi-
tional posters and in
ads. Gender stereotyping

in the language and methods of recruit-
ment used, are also common. New volun-
teers, if not welcomed and oriented
well, can feel rejected and undervalued.

Youth volunteerism is growing. Young
volunteers are more likely to volunteer

if their friends do and if the role al-

lows them to explore their strengths or

links to career experience. Many organi-

zations, both new and those with long

histories of youth volunteerism, recognize
the value of peer relationships, teamwork,
fun, friendship and discovery in encouraging
youth to volunteer. Opportunities to explore
careers, gain job experience, and develop
skills are all important motivators. To en-
courage growth in youth volunteerism, or-
ganizations must develop more opportunities
for young people to learn about volunteer-
ism, sample volunteer opportunities, and

find success in community service. Many

young people find rigid, undervalued roles

and youth ounfriendlybd

seek their first role.

Flexible volunteer opportunities, some which
allow for leadership development, will be
critical to supporting lifelong volunteer-

ism. Greater collaboration with schools and
service learning programs may add valuable
access to volunteering.

Employer support for volunteerism has in-

0 n @emsed. c oWorkplatds targ .an increasingly im-

portant source of new volunteers and an ena-
bling support for current volunteers. Many

innovative community investment strategies
have evolved to provide new ways for employ-

sources.

Considering Trends in
Your Volunteer Program

Use Time and Talent Effectively

ingful and interesting roles that
use their time and talent well.
Respect each

gifts and put them to use in re-

tion, as well as opportunities to

ate, are critical to sustaining
involvement.

Tell Your Story Widely

96% of volunteers volunteer because they be-
l'ieve in a cause. | f
you are all about, it
vated. Talk about the impact of your organi-
zation and how it makes a difference. Raise
awareness about the work and outcomes
your organization or
people know or understand your organization,

ers and employees to contribute
time, skills, and other re-

Volunteers are looking for mean-

personds

spectful ways. Clear roles and
expectations, meaningful recogni-

lead and create where appropri-

agencies

they donét

0s har d
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no matter how |l ong itds
Communicating Opportunities That Make a
Difference

Invite people to volunteer, in a positive

way. Communicate opportunities for in-
volvement, rather than gquilt, returned
favours, and/or crisis messages. This ap-
proach is likely to create more interest
and | onger term c¢commi
offer an opportunity to make a difference,

you probably shouldndét b

.|
trends

AHow do these
organization? How can you change, adapt,

enhance or develop new ways to strengthen
volunteer involvement and ensure future support

and involvement?

Create Opportunities for Mutual Benefit

The most appealing volunteer roles also
provide benefits to the volunteer not just

the organization. Consider flexibility,
meaning, skill use and development, net-
working, socializing, new experiences and
other things that might appeal to various

volunteer types. Donot
what they are looking for. Ask. If you
candt provi de it t hen

elsewhere in the community.

Promoting the Benefits of Volunteering
Communicate the many benefits (tangible
and intangible) linked to volunteer in-
volvement in your organization. Think
about the assets and opportunities that
your organization can uniquely share.
These are usually experiential and take
effort to describe well. Many are price-
less!

Clarifying Roles
Supporting?
Many volunteers are lost through ambiguous
roles, unclear expectations, and under or
over utilization. Be clear on what you are
trying to accomplish (outcomes), who else
is involved (staff and volunteers), and
how the volunteer might best contribute.
Listen and | earn.
what the volunteer wishes to contribute.
Create clear roles in which the individual
understands whether they are leading, ena-
bling others, or supporting a focused

0 Leading, Enabling or

Dondt

t ment

hel

b e e goal.&Stafb andhleladership volunteers often
de- motivate volunteers by recruiting with
one expectation, but not respecting the
role of the volunteer as time goes on.

Recognize Effort and Involvement

Volunteer effort in fundraising can be fun
and rewarding, but it can also be frustrat-
ing, disappointing and stressful. Be sure
to rekcognizey effort, recagnifetaccomplish-
ments (small and big) often, and ensure
reaognition tisi trmegly, personal, and di-
rected at those who deserve it (the full
team or specific individuals). Broad, ge-

e

=

volunteer involvement, means little to most
people. Remind them often about their
unique contributions and the difference
they make. Be sure to demonstrate how their
service actually impacts the cause in a di-

rect way. Connect their impact to real

stories. Service delivery volunteers get
immediate feedback from clients or others
impacted. Administrative & leadership vol-
unteers often do not. Bring their value to
l'ife through oconnecti

Widen the Circle: Think Diversity

ONot being askedo6 is
assemasornyoupelopdw dondt
current profile of your volunteer core?
pge?d i Gerder? lIritehests?  Availability?
Ethno - cultural representation? Geographic
representation? Skills and experience? How
can you benefit from new ideas, perspec-
tives, networks, skills and availability
that a more diverse volunteer pool might
bring? How can you extend and broaden your
reach? What barriers stand in the way of
diversifying your volunteer base? How can
you remove them? Even if you have publi-
cized the need for volunteer involvement in

vol

a it rebogniiod EfSrts Ao Arertthe Y O U T

- life
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your organization, many people will not

recognize your invitation. They do not see Support for Effective Volunteer Involvement
themselves in your message, they believe in Your Organization

your organization is exclusive or you The successful integration of volunteers
havenot really hel ped t he mintdpoograme doesrnat happemn by chance. It
that they have something unique to of- is the produce of wisdom, hard work, and an
ferétheir time, talent and adoerente ttomtben principles of effective

volunteer involvement.

Principle 1: Mutual Benefit

Volunteer participation in your organiza-

tionds activities mu st me et t he
the volunteer, the organization (clients,

other volunteers and paid staff) and ulti-

mately your donors/ funders. A volunteer

program that considers the well being of

all its constituents is more likely to be

effective. When volunteersd needs
met, they are more likely to stay with your

program. Often, volunteers are or will be-

come donors, as well as your orga
most active advocates and ambassadors.

Principle 2: Volunteer Involvement Requires

Making Space for Others Organizational Investment and Support

Ironically many volunteers who lament the Vol unteering is not freeéto the
absence of others to help or take their or the organization. An organization must

place, are in fact the barrier to others demonstrate its commitment to involving
volunteering. It is important to have volunteers effectively by allocating funds

healthy and constructive succession proc- to support volunteers, providing staff or

esses in an organization, that limit leadership volunteers to work with volun-
terms, support constructive change and teers, and developing policies that endorse

sustain experience and wisdom, while mak- and support volunteers. The value of volun-

ing ospaced6 for others. teer participation must be formally ac-
Consider how control impacts an individ- knowledged throughout the organization. A
ual 6s or organization®8s r el wlanteern pregrain o requiees - funds, for
come new volunteers. Mixed messages about things like out - of - pocket expenses, orien-
wanting new volunteers, but at the same tation/training, and human resources to

time over -limiting their roles and in- manage volunteer involvement. It also re-
volvement, are confusing and de - quires a realistic administrative structure
motivating. that can be sustained without overtaxing

the same people that are volunteering in

Be a Community Builder

Remember the effort you make to create and
support meaningful and effective volunteer
roles not only benefits your organization.

The ripple effect of positive volunteer
involvement in your organization spreads
interest and enthusiasm for further volun-
teer involvement in other parts of the
community. You can make a difference in
the lives of volunteers, those you serve,
and the wider community. Think about the
future. Are you helping others feel wel-
come and involved in our community? Are
you supporting the development of volun-
teerism and community leadership?




other roles.

Principle 3: Staff Support and Attitude

If an organization has paid staff, they
must understand the benefits of and the
need for volunteer involvement, and must
be committed to the
unteer program. Staff resistance is the
major obstacle to the successful inte-
gration of volunteers into organizations
that employ paid staff. Often staff
feels that volunteers take up too much
of their time. Some staff feels that
volunteers may threaten their jobs. In-
volving staff in identifying and plan-
ning volunteer roles, and promoting
open, honest dialogue on such issues,
you can reduce resistance to the in-
volvement of volunteers.

Principle 4: Authentic Volunteer In-
volvement

Involvement of volunteers must assist
the organization in meeting its mission.
Too often organizations feel they ought
to involve volunteers in certain roles,
whether or not it is an effective way to
meet a goal. Equally, some create tasks
specifically for volunteers to do,

Recruitment
Ask- Most volunteers say

they were recruited be-
cause somebody asked

whether or not they are necessary for the
organization to meet its objectives. It

someti mes
ging the

becomes a case of

or gani zPRancipl®e B:6\®lunteerd are diverse and
their motivations change

Fully utilizing the potential of unique
volunteer skills and energy takes effort.

them if they were inter-
ested in helping. This doe: Re\‘PAgu

ndét mean jus
notice, people like to be

asked personally, they fee .
more valued. l ‘Ps

Ask members to complete
a volunteering profile

Mat chi ng

tal ent to task i s

motivations change as their lifestyle,
age, and other issues impact them. Be pre-
pared to create new opportunities for them
to serve in alternative ways.

tify people who
may be interested
in taking over from
them, and encour-
age them to involve
others throughout
they year to ease
tRe transition if they
move on.

Produce a club in-
formation leaflet

that explains how
the club operates

form, to help you to gather informa-  and the range of jobs that need to be
tion about the time that they might be  done and the possible time commit-
able to give and any particular skill ment involved in the various tasks.

that they can offer the club. Adapt

your membership form to gather this  Use notice boards, newsletters and
information as people join. The fact  word of mouth to publicise the need

that you are asking for this informa-  f o r
tion might just prompt somebody to assume that everybody knows what is

mor e

offer their help. going

. . unless you make a point of telling
Hold an annual recruitment meeting  them.

linked to a social event and make sure

on. Peopl e

people know who to contact to Follow  Allow people the time to think about
up their initial interest; Find out more  what they are getting involved in and
about the job; Know what steps to what they are committing themselves

take next. too. Allow people the time to do some

job sharing or shadowing to see what

Make volunteering a condition of a job entalls.

playing, even if people can only give

one hour a month or help out once a  Think about the reasons why people
year. volunteer theirtiméi t 6 s a t wo hanaéed over a long time ago!

process that benefits the volunteer as

Encourage current post holder to iden-

well as the club. People volunteer to
meet new people and make friends,
to learn new skills or maybe influence
the way that a club is run. Try to
match people to roles that satisfy their
needs as well as yours. Sell the bene-
fits!

Have an open recruitment policy.
Many potential volunteers feel that
they dondot fit th
volunteer and so

The following kinds of things can be
off putting:

T Need to have been a member for
a long time

1 Expectation that they should be

vol unt eer s goadatknawledgealle apauts t

the sport.

wonot al ways

y kno
1 Incorrect expectation that they
should be a certain age. Tendency
for club management to be domi-
nated by a specific gender. Vol-

unteers should reflect the member-

ship of the club in terms of age,
race, gender and disability.

1 Rocking the boat by pushing a
long-serving volunteer out of a job
that they maybe should have

o0t he
dog.o6 1t is also disres
volunteer time and resources.

key.

e
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Can Non - Financial Incentives Work?

You're In Trouble If They Don't

The Oxford English Dictionary defines
an incentive asSbmething that
arouses feeling or incites to attitin
the only thing that will do this for your
employees is money then you have
problems. Of course people want
financial returns for their workhey
have to live and, yes, financial incen-
tives work in many situations, but let's
look at some of the other reasons
people may come to work.

It is worth considering volunteer or-
ganizations when we want to look at
peoples' motivations. They don't get
paid yet many volunteers devote
much time and hard work to their
favourite causes. Often they risk their
lives in fire and rescue type organiza-
tions.

Some of the jobs they do are often
boring, and have low skill require-
ments yet they turn up week after
week to work on the stalls, repair
equipment, clean the premises or an-
swer the phones. These people have
found a cause they are interested in,
can be passionate about and feel is
worthwhile.

Why can't we manage the same level
of engagement at the business work-
place?

Well, quite often we can. There are
many good employers who, while
they may not pay the highest wages
or provide financial incentives, do
manage to generate loyalty and pas-
sion in their employees.

Back in 1966 Frederick Herzberg
conducted some research which has
turned out to be very useful for man-
agers. He was interested in the impor-
tance of work and working conditions
to working people. His study covered
300 accountants and engineers and
collected extensive information on
what experiences made them feel
good about their jobs and what made
them feel bad.

Produce a basic information pack for new volui

teers containing

§ A copy of their role description and immedi Re\P‘Q“\
points of contact (e.g. predecessor,
with whom they are most likely to work)

§ Telephone numbers, email addresses, postal

addresses

§ Details of expenses that can be claimed back and

how to claim them

8§ An overview of the organisation (e.g. management
structure, summary of development plan) so they can
see where they fit and the contribution they are mak-

ing.

Dondt assume t hat

Fourteen factors were uncovered
which influenced job satisfaction.
What was surprising about the analy-
sis was that the factors which led to
satisfaction were different from those
which led to dissatisfaction.

This led him to believe that the oppo-
site of job satisfaction was not dissat-
isfaction but rather just no satisfaction.

While inadequate financial rewards
definitely caused dissatisfaction, in-
creasing it did not necessarily lead to
satisfaction.

The factors that provided the satisfac-
tion were identified as: a sense of
achievement; recognition; being given
responsibility; advancement and pro-
motion; awareness of prospects for
further growth; interesting work.

If we are going to look at incentives,
financial or non financial, the best
starting point is defining an objective
- what are we trying to achieve?

If what we are trying to achieve is
retention of staff and productivity, or
having them focus on a particular
area of the business, and we feel for
whatever reason that financial incen-
tives are not the answer, then we
should review a few factors.

Has the organization defined where it
is going and what it stands for? If
people can relate to what the business
is aiming to achieve they stand much
more chance of being able to relate
their individual work to it and conse-
quently finding it more interesting.
Managers can help them make this
link.

Do people really understand what we
want them to do in terms of what is to
be done and how they do it. Are

there clear job descriptions which
focus on what is they need to achieve.
Are the organization's core values
described in terms of how successful
people behave? If these are in place

—

peopl e

Most volunteers
people

Tips

§ Commi t me
the short term)

organisation)

§ Child Protection policies and the organisations good prac-

b e c a UcS Qidghnesfey warking with cuildigns ¢ 1y

just

donot
level of knowledge.

then there is more chance of someone
knowing what they are aiming for and
reaching that sense of achievement.

Is there a process in place to provide
feedback to people on their perform-
ance- a process that systematically
measures what people do and how
they do it so that when they receive
recognition they know it was for some-
thing worthwhile.

The frequent pats on the back and
"well done" are very powerful tools
and the additional, more formal rec-
ognition, will add a significant boost
to them.

Are there plans in place to help peo-
ple develop and grow? Starting with

a Succession Plan for the organization
this should lead to evaluating the as-
pirations, performance and potential
of individuals and putting a plan to-
gether that meets these along with the
needs of the business.

These plans can map out training, job
expansion, promotiorsvhatever the
business needs and aligns with the
abilities and interests of the em-
ployee.

Having processes in place for all these
factors will cover the key issues identi-
fied by Herzberg and provide the
satisfaction that should lead to im-
proved performance.

If you wanted to add further recogni-
tion, which are commonly referred to
as non financial incentives such as
awards, flexible hours, movie tickets
and dinners, then these will certainly
help, but on their own, they are not
often a sustainable way of providing
motivation.

So, in addition to the money, people
generally want these other factors in
their job and their workplace.

If you don't provide them they may
well find them somewhere else. This
can have major consequences for your
business and may well be part of a
gradual absenteeism or staff turnover
problem that you already have.

need than to

want to do a good job and will appreci-

ate knowing what standards the organisation expects
early on, rather than being told they are doing some-
thing wrong after the event. Standards may include

nt (and to say if

Extent and limits of their responsibility (especially in rela-
tion to financial matters, representing the organisation
externally, or entering into agreements on behalf of the

n -

volved in the organisation for some time, they know how § Working relationships with othérsespect other volun-

everything works! It is safer to provide information that

teers.

ma k
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Play by the rules

Never argue with an official. If
you disagree, have your judge,
coach or manager approach the
official during a break or after
the competition.

Control your temper. Verbal
abuse of officials and sledging
other players, deliberately dis-
tracting or provoking an opponent
are not acceptable or permitted
behaviours in any sport.

Work equally hard for yourself
and/or your team. Your team's
performance will benefit, so will
you.

Be a good sport. Applaud all
good plays whether they are
made by your team or the opposi-
tion.

Treat all participants in your sport
as you like to be treated. Do not
bully or take unfair advantage of
another competitor.

Cooperate with your coach, field
captain, tearrmates and oppo-
nents. Without them there would
be no competition.

Participate for your own enjoy-
ment and benefit, not just to
please parents and coaches.

Respect the rights, dignity and
worth of all participants regard-
less of their gender, ability, cul-
tural background or religion.

¥, Remember that children partici-
pate in sport for their enjoyment,
not yours.

¥ Encourage children to participate,

do not force them.

Focus on the child's efforts and
performance rather than winning
or losing.

Ya

Encourage children always to play
according to the rule and to settle
disagreements without resorting to
hostility or violence.

% Never ridicule or yell at a child
for making a mistake or losing a

competition.

Remember that children learn best
by example. Appreciate good
performances and skilful plays by
all participants.

Ya

¥, Support all efforts to remove ver-
bal and physical abuse from
sporting activities.

¥s Respect officials’ decision and
teach children to do likewise.
¥, Show appreciation for volunteer
coaches, officials and administra-
tors. Without them, your child
could not participate.

Ys Respect the rights, dignity and
worth of every young person re-
gardless of their gender, ability,
cultural background or religion.

South Africans are justifiably proud of
the place sport has in their daily lives.
But what is equally important to us all
is the way the game is played and
the manner in which our sportsmen
and sportswomen conduct themselves.
Unfortunately, some people fail to live
up to the traditional values of sport.
Worse still, young people can be
influenced and the rest of their sport-
ing lives are coloured by these ex-
periences. Codes of Behaviour iden-
tify a series of key principles on which
young players, parents, coaches, ad-
ministrators and officials should base
their sporting involvement. If adopted,
the Codes will ensure that young peo-
ple develop good sporting behaviour
and have an enjoyable experience of
archery, which will encourage them to
remain involved throughout their lives.

Yy

Modify informal rules and regula-
tions to match the skill levels and
needs of young people.

Compliment and encourage all
participants.

Be consistent, objective and cour-
teous when making decisions.

Condemn unsporting behaviour
and promote respect for all oppo-
nents.

Y, Emphasise the spirit of the game
rather than the errors.

X

» Encourage and promote rule
changes that will make participa-
tion more enjoyable.

% Be a good sport yourself. Actions
speak louder than words.

Ys Keep up to date with the latest
trends in officiating and the princi-
ples of growth and development

of young people.

¥ Remember, you set an example.
Your behaviour and comments

should be positive and supportive.

% Place the safety and welfare of

the participants above all else.

% Give all young people a 'fair go'
regardless of their gender, ability,

cultural background or religion.
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Remember that young people
participate for pleasure and win-
ning is only part of the fun.

Never ridicule or scream at a
young player for making a mis-
take or not coming first.

Be reasonable in your demands
on players' time, energy and en-
thusiasm.

Operate within the rules and spirit
of your sport and tech your play-
ers to do the same.

Ensure that the time players spend
with you is a positive experience.
All young people are deserving of
equal attention and opportunities.

Avoid overplaying the talented
players; the jusaverage need
and deserve equal time.

Ensure that equipment and facili-
ties meet safety standards and
are appropriate to the age and
ability of all players.

Display control, respect and pro-
fessionalism to all involved with
the sport. This includes opponents,
coaches, officials, administrators,
the media, parents and spectators.
Encourage players to do the same.

Show concern and caution toward
sick and injured players. Follow
the advice of a physician when
determining whether an injured
player is ready to recommence
training and competition.

Obtain appropriate qualifications
and keep up to date with the lat-
est coaching practices and the
principles of growth and develop-
ment of young people.

Any physical contact with a young
person should be appropriate to
the situation and necessary for the
player's skill development.

Respect the rights, dignity and
worth of every young person re-
gardless of their gender, ability,
cultural background or religion.
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Involve young people in planning,
leadership, evaluation and deci-

sion making related to the activity.

Give all young people equal op-
portunities to participate.

Create pathways for young peo-
ple to participate in sport not just
as a player but also as a coach,

judge, administrator etc.

Ensure that rules, equipment,
length of games and training
schedules are modified to suit the
age, ability and maturity level of
young players.

Provide quality supervision and
instruction for junior players.

Remember that young people
participate for their enjoyment
and benefit. Do not over empha-
sise awards.

Help coaches and officials high-
light appropriate behaviour and
skill development, and help im-
prove the standards of coaching,
judging and officiating.

Ensure that everyone involved in
junior sport emphasises fair play,
and not winning at all costs.

Give a code of behaviour sheet to
spectators, officials, parents,
coaches, players and the media,
and encourage them to follow it.

Remember, you set an example.
Your behaviour and comments

should be positive and supportive.

Support implementation of the
SANAA Policy.

Make it clear that abusing young
people in any way is unaccept-
able and will result in disciplinary
action.

Respect the rights, dignity and
worth of every young person re-
gardless of their gender, ability,
cultural background or religion.
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Encourage young people to de-
velop basic skills and encourage
participation in many events and
distances.

Create opportunities to teach ap-
propriate sports behaviour as well
as basic skills.

Give priority to free play activi-
ties, skill learning and modified
sports over highly structured com-
petition for primary school chil-
dren.

Prepare young people for intra
and inter school competition by
teaching them basic sport skills.

Make young people aware of the
positive benefits of participation
in sporting activities.

Keep up to date with coaching
practices and the principles of
physical growth and development.
Read and use the latest coaching
and teaching resources for junior
sport.

Help young people understand
the differences between the junior
competition they participate in
and professional sport.

Help young people understand
that playing by the rules is their
responsibility.

Give all young people equal op-
portunities to participate in ad-
ministration, coaching and refe-
reeing as well as playing.

Support implementation of the
SANAA Development programme
(Feathers & Arrows).

Respect the rights, dignity and
worth of every young person re-
gardless of their gender, ability,
cultural background or religion.

A Code of conduct or behaviour has been described as a set of consistent guidelines for an acceptable standard o
sional conduct. Codes address in a concise manner the broader issues of ethical responsibility and encourage grd
parency and accountability in an organisation. Codes of conduct, or behaviour, provide a guide and basis of expe(

for an organisation. They encourage commitment to ethical and professional behaviour and outline principles in w
ganisation and target archery are based.




"G r . Keeping the Volunteer ’

Practical Support
} g . |  pelpkd
w ’ The ideal way to introduce a volunteer to a new job is to er

courage them to shadow their predecessor for a few montt frin
with a gradual handover of bili
consider using:
P X Somebody who has done the job before or who knows enough about the
organisation to be able to offer some guidance and be at the other end of
s the phone.

. . o X A mento® somebody who can provide feedback as a new volunteer gets to
Determine the riskfour organisation

can control the risk in its programs. grips with a job. . . .
Examining the potential for dangerin X A Volunteer Coordinatd@ make sure that they spend time with the new volun-

programs and services may lead to teer early on to check that everything is going according to plan.

preventing or eliminating the risk alto-
gether. o
Delegate Responsibility
Write clear position descriptions ) ) )
Position descriptions, including respon-If your human resource planning has been good, you will have recruited a volun-

sibilities and expectationsendsa teer to a particular job because there is a real need for that job to be dose
message that your organisation is trust them and let them get on with it. If people feel that responsibility lies with
serious about screening. them, they are far more likely to do the job well, than if they feel they constantly

have to refer back to somebody else. With standards appropriately set, people
Establish formal recruitment process  will understand the limitations of their responsibility and will be less likely to over-
Your organisation should indicate to | step the mark.
potential volunteers that they must _ o
undergo a recruitment process. Avoid Duplication and Gaps

FEIEEEIIIII—— Make sure that role descriptions are clearly defined to avoid two people working
fSafe Steps Screening provides on the same task, leaving other aspects of their role unattended. It might be nec-

an easy to use method foryouto €ssary to reinforce role descriptions t
ensure thayour members and the job into what they would like it to be, rather than the job that really needs to

S - be done!
participants are safé.
Value Peopleds Ti me
Use a volunteer application form
Your organisation should use volunteer
application forms. Be sure to detalil
any other screening measures that
potential volunteers must undergo.

Wherever possible, arrange meetings to suit the needs of the majority of volun-
teers rather than a small minority. Assess whether there is enough business to war-
rant a meeting. If a meeting is necessary (rather than just routine), start on time,
work to a planned agenda, and finish on time. Be realistic about when people are
really needed. This will avoid wasting their time and therefore enable them to use

Conduct InterviewsBy interviewing their time more effectively.

potential volunteers you can assess
their suitability as well as gain valu-

?bltﬁ backgt(ound information relevant /onteers are an important part of your organisation. Try to ensure that you

0 the posiuon. arendét only a top down organisation by

Follow up on Referencek is useful decisiormaking. They will be more comfortable about implementing policies or

to follow up on references. By asking ideas that they have contributed to or been consulted about.

specific questions of the referees, the

applicant's suitability may be easier

to determine. Sport organisations have traditionally worked with committee structure. However,
- a team approach is much more effective. Use team strength both on and off the

Hgdlf(;}aggm%”\r}gmﬂtsee}%% rsgrr_een' playing field; think about ways in which you can organise your volunteers into

ganisatiorit may be compulsory. small working teams. This will provide

Involvement

Teamwork

Provide an OrientatioriThese ses- X A balance of skills, knowledge and experience
sionswill allow your organisation to X Support for each member by the others

inform volunteers about policies and X Shared goals and targets
procedures and giveolunteers an Shared workload

; ; X
opportunity to ask any questions. o . - : :
PP y yd X Opportunities to play different roles within the team, thus introducing an ele-
Supervise and Evaluat8ome posi- ment of variety

tions may require supervision. Fre- Opportunities to find substitutes where necessary
qguent feedback in the first year Good leadershi
should be given and evaluations must ood leadership

Training

be based on position descriptions.
Help people to develop the skills and knowledge they need to do their job.

X X X X

Follow up with Program Participants
Regular contact with participants and
family members can act as an effec-
tive deterrent to someone who might t
otherwise do harm.

emember , trainin bout for
he word 6trainin
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Volunteer coordinators, club

committees and team leaders

should make time to listen to
volunteers. It is important to

Y Provide honest and con-
structive feedback

Y Find out what aspects of
the job they enjoy the
most/the least

Y Remember what got them
involved in volunteering in
the first placed are they
getting what they wanted
out of it?

Y Assess whether they are
managing to do the job in
the time available or
whether they need some
help

Y Decide whether the role

description needs changing

Y Discuss ideas for working
smarter not harder

Y Discuss other roles that they

might like to take on in the
future

Published by the South African Na-
tional Archery Association for the
benefit of itds

associations and their clubs. SANAA
acknowledges all sources of informa-

tion. For more information contact
SANAA at info@sanaa.org.za or
WwWw.sanaa.org.za

Why | Volunteered

People tell me that the main reason

for being a volunteer is to help others

or the community. In my case it was
simply a matter of finding archery

exciting, and wanting to tell the world

about it.
0The personal satisfaction |I get out of
being a volunteer and the reward of
recognition of my skills and ability is
only part of it. o
0l have met many people through
archery, some more pleasant than
others, but overall its been a very
social affair, and keeps me very
busy. 6
0l dm al so doing something worthwhile.
Using my skills | have been able to
achieve my goals, and am now con-
centrating on moving the goal posts. o
10 Reasons Why | There is a role for all family mem-
Volunteered for bers to play in the sport of arch-
ery. Whether it be in administra-
the Indoor Na- tion, coaching, judging, organising
tionals or officiating.
We know that being a volunteer
can take a great deal of time and
o} 10. It was the first time an effort but the outcome is reward-
indoor championship was held = ing.
in the province. S .
You can take pride in knowing that
3 9. You get that warm fuzzy you are contributing to the growth,
feeling, like when you watch happiness and achievement of
Shakira on MTV. young people. You play a major
part in the success of their sport
3 8. No one has even proved and what you do really counts.
that sleep deprivation causes ~ Volunteering will help you to learn
permanent damage. new skills because each day will
bring a new experience.
¢ f7ul The people were wonder For more information visit
: WwWw.sanaa.org.za or write to us
k) 6. You get to meet exotic atinfo@sanaa.org.za
people from places like
Bloemfontein and Grahams-
town.
o} 5. Hey, it beats the Macarena There are times when life
. doesndt go strictl
o} 4. Never underestimate the :
power of the members of thd Allow for the fact that their
ltalian Club voluntary role is only one
small aspect of a persons
d 3. The Italian Club makes life and that, sometimes,
_great Pizza _ . other things (e.g. work and
aéf f I2I ll\le?/etr L?ngereSti%:tevtr:e [ “f| family) demand 100% of
VS their time. Volunteers should
::é)rr;lvmcmg power of the secie be able to take time_ out
' when necessary, without
d 1. Youwil feel an inner senpe ~ feeling as if they have let
of accomplishment and fulffil; the organisation d
ment knowing that not only much better to find a substi-
gﬁ‘éﬁé’%‘l‘o%%”mg]“getﬂexosgo tute or some additional help
ple like yourself to make the for a short while, then to
nationals a success, but you lose a good volunteer per-
have grown as an individual manently.
human being.



