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“Those who serve others will be served.”  ― Lailah Gifty Akita, Think Great: Be Great! 

http://www.goodreads.com/author/show/8297615.Lailah_Gifty_Akita
http://www.goodreads.com/work/quotes/42924634
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1. LETTER FROM THE VOLUNTEER PORTFOLIO TEAM 

1. Letter from the Volunteer Portfolio Team 
 

Dear New Volunteer, 

 

Thank you in advance for your willingness to help execute the volunteer strategy on behalf of the PMI 

Lakeshore Volunteer Portfolio.  We could not do this without your support and involvement. 

 

The Volunteer’s Portfolio Mandate is to “To work in partnership with our volunteers by creating 

opportunities that educate, inform and inspire, ensuring that volunteers get back more than they 

give.” 

 

As a volunteer you have become a member of a dedicated team and through the generous gift of your 

time, talent and personal interests, you make the activities of the Chapter possible. 

 

Though your material gains are few, the greatest reward is the special feeling that comes to those who 

give of themselves to the betterment of others. Volunteering is a great way to learn new skills, serve your 

PMI community and meet new people. 

 

Please take the time to read this handbook. It has been prepared to acquaint you with PMI Lakeshore 

Chapter and its volunteer programme.  If you have any questions, please feel free to contact the 

Volunteer Portfolio @ volunteer@pmi-lakeshore.com . 

 

We welcome you as a member of volunteer team and look forward to a mutually rewarding experience. 

 

 

 

mailto:volunteer@pmi-lakeshore.com
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2. INTRODUCTION 

2. INTRODUCTION 
 

This document has been written at the request of the PMI-Lakeshore Chapter Board of Directors 

Volunteer committee (hereinafter PMI-Lakeshore). Since its founding and throughout the years, PMI- 

Lakeshore has been supported and administered by volunteers. Because of this, critical importance has 

been put on ensuring clear guidelines and support for people who are willing to offer their time to the 

organization. 

 

This document is intended to be used by individuals responsible for: 

• Identifying volunteer opportunities for PMI- Lakeshore 

• Recruiting individuals to participate in PMI- Lakeshore initiatives 

• Leading PMI- Lakeshore projects which involve volunteers 

 

This document will also discuss volunteer motivations, and how to manage volunteers within the specific 

context of PMI-Lakeshore. 

 

2.1. ORGANIZATIONAL STANDARDS IN PMI 
 

PMI-Lakeshore has developed this document as the standard for volunteer management and as it has 

not formally adopted an outside standard in managing volunteers, it does reference the Canadian Code 

for Volunteer Involvement as a baseline for best practices. 

 

Note: Volunteer Canada created the Canadian Code for Volunteer Involvement (CCVI) to support 

organizations that engage volunteers. The CCVI is a framework for involving volunteers in all 

levels of an organization. This includes volunteers working in leadership, direct service and 

virtual roles. 
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3. ORGANIZATIONAL INFORMATION 

3.1. PMI 
 

Project Management Institute is the world’s leading not-for-profit professional membership association for 

the project, program and portfolio management profession. Founded in 1969, PMI delivers value for more 

than 2.9 million professionals working in nearly every country in the world through global advocacy, 

collaboration, education and research. PMI advances careers, improves organizational success and 

further matures the profession of project management through its globally recognized standards, 

certifications, resources, tools, academic research, publications, professional development courses, and 

networking opportunities. 

 

3.2. PMI CORE VALUES 
 

PMI is driven by a clear mission and an underlying set of values that motivate our actions and influence 

the expectations of our stakeholders. Even as a diverse organization, we share a common set of values. 

Our core values are not subject to changes in the association and business environment or dictated by 

trends in organization management. These values are fundamental and deeply held. 

 

As part of the Core Ideology, PMI’s Core Values are enduring and are guiding principles upon which we 

act.  At PMI, we believe in: 

 

• Project management impact 

Project management is a critical competence that has a positive influence on organization results 

and society. 

• Professionalism 

Accountability and ethical behavior ensures our commitment to PMI stakeholders. 

• Volunteerism 

Volunteers and effective volunteer partnerships with staff are the best way to accomplish the 

Institute’s goals and objectives. 

• Community 

Bringing members of the global project management community together is the best way to 

advance the project management profession and facilitate growth. 

• Engagement 

Encouraging diverse viewpoints and enabling individuals to contribute to the project management 

profession and to the Institute. 
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The core values provide continuity and guidance for promoting project management best practices. 

3.3. PMI-LAKESHORE 
 

The Ontario Lakeshore Chapter of the Project Management Institute is a non-profit body of volunteers, 

established in 1999, to promote further awareness and recognition to the proven and established 

methodologies for structured project management. 

The Lakeshore Chapter of the Project Management Institute will support the Project Management 

Institute in its stated organizational purpose: 

"The Project Management Institute is an international organization working to improve project and 

program performance by serving its members, the profession, society and a wide range of public, 

application areas and cultures." 

 

The Ontario Lakeshore Chapter is comprised of more than 2500 members from all fields: engineering, 

aerospace, construction, information technology, pharmaceutical, telecommunication, etc. The strength 

and energy of PMI-Lakeshore’s members are what distinguishes it from other professional associations 

across Canada and internationally. 

 

3.4. CONFIDENTIALITY AGREEMENT 
 

PMI-Lakeshore, as with any organization has to protect itself, as well as its members, and requires all 

volunteers to sign a confidentiality agreement. Copies of these agreements are available from the PMI- 

Lakeshore administrative team. 

 

3.5. FIVE YEAR VISION 
 

Within the Lakeshore Ontario community, members and organizations will embrace, value, and utilize 

project management and attribute their success to it. 

 

3.6. MISSION STATEMENT 
 

The Lakeshore Ontario Chapter is a member-based, volunteer-supported, not-for-profit organization 

which serves to advance the practice, science and profession of project management throughout the 

community in a conscious and proactive manner. 

 

More details about the Chapter’s history can be found at the following link: http://www.pmi-

lakeshore.org/overview.htm  

http://www.pmi-lakeshore.org/overview.htm
http://www.pmi-lakeshore.org/overview.htm
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4. VOLUNTEER PROCESS - GETTING STARTED 
 

 

 

 

 

 

 

 

 

“If the Board is the head of PMI-Lakeshore, volunteers are its heart and soul.” 

 

PMI-Lakeshore holds a position of prominence in the business community in Southern Ontario, as a 

result of not only promoting the best practice of project management skills, and processes, but also 

because of the talented individuals who volunteer their time. 

 

These individuals come from diverse backgrounds, and bring a rich tapestry of experiences to PMI-

Lakeshore. Harnessing this power has contributed to the growth of PMI-Lakeshore into one of the top 

chapters within the PMI global community. It also allows PMI-Lakeshore to continue to progress the 

profession of Project Management, through research and innovation. 

 

PMI-Lakeshore’s goals are not only to continue to grow and develop as an organization, but to ensure 

that members have opportunities to participate in the organization to support their own professional 

development. 

 

PMI-Lakeshore members who volunteer with the organization are given the opportunity to: 

• Collect PDUs for the renewal of the PMI certifications 

• Network with other members of the PMI community 

• Share interests 

• Contribute to the growth of PMI-Lakeshore, as well as the Project Management profession 

• Have fun while working to improve the Project Management community 
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4. VOLUNTEER PROCESS – GETTING STARTED 
 

4.1. BUILDING AN INFRASTRUCTURE 
 

Just as we participate in an extensive needs assessment and program-planning model for projects, we 

should do the same when thinking about volunteer involvement.  

 

 

 

4.1.1. INTRODUCTION TO VOLUNTEERING 
 
At its most basic level, volunteer management is the selection, supervision and engagement of 

volunteers. But it’s much more than that. Volunteer management opens an organization to the community 

and allows citizens to get involved. 

 

Volunteerism is defined around the concept of doing work in service of a community, without financial 

remuneration.  Non-profit organizations like PMI-Lakeshore would not survive if not for the motivated 

individuals who are willing to dedicate their time. 

 

PMI offers various opportunities for individuals to contribute to the goals of the organization, both locally 

and internationally.  The success of our Chapter is primarily due to those members who volunteer their 

time and experience.  Volunteering is key to making the Chapter's vision a reality, providing membership 

value and above all having fun. 
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4.1.2. VALUE OF VOLUNTEERING 
 

Volunteers are by far the most valuable asset of PMI-Lakeshore. Volunteering with PMI has a positive 

impact not only on the individuals who offer their time and efforts, but for the organization as a whole. 

The contributions of individuals to the administration and growth of 

PMI-Lakeshore promotes the growth of the organization (both in membership, and in professional 

reputation), as well as the continued development of the Project Management profession. 

 

4.1.3. VOLUNTEERING MOTIVATIONS 
 

PMI-Lakeshore benefit from having high quality individuals within its membership ranks, who are 

motivated to contribute. It is important to not take this for granted, and to understand what motivates 

individuals to donate their time. 

 

When evaluating the decision to commit to an opportunity, individuals will consider not only what the 

overall benefit of the project, but also what personal benefit they gain from the process. There is 

sometimes a hesitation to discuss the “what’s in it for me” motivators, unfortunately not considering this 

can sometimes make recruiting and managing volunteers to be difficult. When developing opportunities, 

as well as recruiting volunteers, there are some general motivators to consider. 

 

The top reasons members volunteer are: 

1. Contribute to the growth of PMI-Lakeshore, as well as the Project Management profession. 

2. Collect PDUs for the renewal of the PMI certifications. 

3. To use skills, share interests and experiences. 

4. Explore one’s strengths. 

5. Develop new skills. 

6. Network with, or meet other members of the PMI community. 

7. Have fun while working to improve the Project Management community. 

 

Project Management is an exciting and dynamic career path. The individuals attracted to it are explorers 

and innovators. It is important for PMI-Lakeshore to ensure that they offer opportunities that will appeal to 

these pursuits. It is important for individuals to feel as if they are contributing to the growth and innovation 

of the profession as a whole. 

 

The motivation of volunteers differs by the age of the volunteers.  Baby boomers and Gen X’ers have 

different motivation factors.  It is important for PMI-Lakeshore to look to recruit individuals who will be 
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active participants to the team, but are provided the chance to learn new skills.  PMI-Lakeshore must offer 

volunteers the opportunity to do: 

 What they like 

 What interests them 

 What stimulates them to help 

 What helps with their growth 

 

It is important for opportunities offered to include the ability for individuals to meet new people and to build 

teams. Personal interaction is important for individuals in general, but especially in the context of PMI-

Lakeshore, as a network of professionals. 

 

In order to keep people mobilized and motivated, it is important to consider the fact they should enjoy 

what they are doing; Fun is often overlooked but is important for attracting and keeping volunteers. 

Everyone (Project leads, resources, etc.…) should enjoy the process. 
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5. NEEDS ASSESSMENT AND PROGRAM PLANNING 
 

PMI-Lakeshore strives to offer its members stimulating opportunities to contribute to the organization and 

the community. PMI-Lakeshore continues to ensure open relationships and is always receptive to 

receiving ideas from a multitude of sources. Anyone submitting an idea for a project for PMI-Lakeshore to 

sponsor should develop a detailed charter outlining their concept.  

 

Some questions to consider in assessing needs might include: 

 What are the needs of the program? 

 Where can volunteers be utilized? 

 What are the priorities and issues in your local program? 

 What current programs could volunteers lead? 

 How do volunteers fit into the Chapter’s plan of work? 

 

5.1.1. PREPARATION OF VOLUNTEER OPPORTUNITIES 
 

The sponsor is responsible for developing the required plans associated with the opportunity, including 

the development of the volunteer opportunity documents. This document will be reviewed by potential 

resources interested in applying for the opportunity.  This document needs to encompass the entirety of 

the role or project to ensure that any interested parties understand the scope of the commitment. 

 

Important components of this document need to be: 

• Goals: 

What is the project trying to accomplish? 

• Scope: 

What is the breadth of the project, and most importantly where does it stop. 

• Resourcing requirements: 

How many people are required, and what roles need to be filled. 

• Timing: 

What is the timeframe for the project? 

 

 

RESOURCING ASSESSMENTS 

Any volunteer opportunity must have its resourcing requirements assessed to ensure that the work can 

be carried out within the expected parameters (on time, and of sufficient quality).  When assessing the 

resource requirements, it is important to keep in mind that volunteers have their own lives and obligations, 
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so when planning for resource requirements, it is important to not overload any individuals. (Individual 

resources should not be expected to contribute more than four (4) hours per week). 

Volunteer opportunities with PMI-Lakeshore should always be fun and the community supporting PMI-

Lakeshore is enthusiastic, so including more contributors to collaborate is always encouraged.  When 

evaluating the resource requirements several important questions need to be asked to ensure that the 

right individuals are selected to support the task. 

 

5.1.2. POSITION DEVELOPMENT AND DESIGN 
 

In this step of the model, position descriptions have been developed based upon the needs assessment 

and program planning of the program.  When assessing the resource requirements, it is important to 

review the type of work to be done on any opportunity to ensure that the right resources are selected.  

Are there any special skills required completing the task? This is important to ensure that when 

developing the resourcing plan that any elements are documented: 

• Is the task in a specific discipline or specialization? 

• Are there elements of the task which require the resource to have specific knowledge? 

• Are there elements of the task which require the resource to have specific experience? 

• Are there elements of the task which require the resource to have access to other resources, or 

a specific network? 

 

It is important to validate the types of roles to be accomplished in the tasks. There are several types of 

tasks associated to most projects: 

 

1. Administrative 

Administrative tasks are those which are associated to general tasks, including logistic elements, 

coordination, etc.… These tasks are generally not as interesting, so whenever possible they should be 

broken up and spread to more than one resource. 

2. Research 

Research tasks are those that require resources to develop new elements. These tasks are typically more 

interesting and sought after. 

3. Management (leadership) 

Leadership tasks involve the management of the supporting resources, planning and coordinating tasks, 

and reporting to the project sponsors. 
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5.1.3. TYPES OF POSITIONS IN PMI-LAKESHORE 
 

5.1.3.1. SHORT-TERM POSITIONS 
 

Short-term positions are those usually associated with Project based opportunities, which are 

opportunities for individuals to contribute to specific strategic initiatives sponsored by PMI-Lakeshore. 

Short-term positions have specific timelines, mandates, and goals. Teams are assembled for the life of 

the opportunity, and then disbanded upon completion.  These opportunities are conceived from various 

sources (either individuals, or directly from the PMI-Lakeshore Board of directors), and sponsored by 

PMI-Lakeshore. All projects must have a sponsor responsible for carrying it through the assessment and 

execution process. 

 

A short term position is generally for a period of one year or less and the time commitment is generally 

between 2 – 4 hours per week.  The time it is heavier towards the execution of the initiative.  

 

 

5.1.3.2. LONG-TERM POSITIONS 
 
Long-term positions are usually associated with organizational opportunities and are required for the 

administration of the organization. These positions include roles such as the PMI-Lakeshore Board of 

Directors or Portfolio or Program Managers (the former VP). 

. 

 

These positions are filled based on an annual basis, and nominations are via a general election of 

members (in good standing). The Board of Directors then elects among its members the officer and 

chairperson roles. 

 

These positions have detailed descriptions for the various roles, the reporting structures, as well as 

defined expectations for the commitments in time. 
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6. VOLUNTEER PROCESS - RECRUITMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

Recruitment is the process of enlisting volunteers into the work of the Chapter. Because volunteers give 

their time only if they are motivated to do so, recruitment is not a process of persuading people to do 

something they don’t want to do. Rather, recruitment should be seen as the process of showing people 

they can do something they already want to do. 

 

Make your mark on PMI and the profession. As a member, you can volunteer to work on, and to lead 

activities that advance the profession and the Institute.  PMI-Lakeshore offers its members various 

opportunities to contribute. Positions vary in terms of project type and duration. 

 

Using your PMI.org login, access the new Volunteer Relationship Management System (VRMS) to create 

your volunteer profile and search for volunteer opportunities. 

 

PMI-Lakeshore will solicit applicants for the required positions via several mechanisms: 

• The VRMS system will house opportunities that fulfill the volunteer guidelines. This system is managed 

by PMI global, and is available to all members in good standing. 

• PMI-Lakeshore sends out emails detailing specific opportunities to a mailing list of its active volunteers 

within the Chapter. 

• PMI-Lakeshore uses social media accounts to broadcast the opportunities to its entire network. 

 

 

http://vrms.pmi.org/
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7. VOLUNTEER PROCESS – INTERVIEWING AND MATCHING 
 

 

 

 

 

 

 

 

 

 

Matching volunteers includes determining the interests and abilities of the potential volunteers, 

determining their suitability for particular jobs, and assessing their “rightness” for the program and its 

objectives. Matching volunteers is the process of matching the needs and interests of the volunteer with 

the needs and interests of the Chapter. Effective risk management procedures play an important role in 

this step as well. 

 

Once the opportunity is publicized, volunteers can be selected from the profiles submitted by the 

applicants (provided to the sponsor by the PMI volunteer team). The volunteer profile includes: contact 

information, areas of interest, PMI volunteer service history, etc. 

 

7.1. VOLUNTEER SELECTION 
 

The project sponsor’s goal is to involve volunteers in meaningful ways that reflect their skills, needs, 

interests, backgrounds, or their development goals. 

Several important factors must be considered in the volunteer selection process, depending on the type 

of the volunteer assignment: 

• Motivational: Members are encouraged to state their personal motivations for volunteering. 

 

• Alignment: Assure that the member understands, and is aligned with staff on the goals, 

purpose, roles, and objectives. 

 

• Organizational: Confirm that the volunteer understands, and respects the opportunity structure 

as well as the roles and responsibilities. All volunteers must be members of PMI-Lakeshore in 

good standing in order to participate. 
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 • Collaboration skills: Does the volunteer work well with others? The majority of the volunteer 

roles involve working as part of a group. There are plenty of individuals with expertise in their 

field, tremendous wisdom, and a strong commitment who may be less adept at teamwork. 

 

• Overreliance on the same volunteers: While this might not be a concern for board positions, 

many other task force and committee roles involve the usual suspects being rotated from 

committee to committee. Not only does this promote burnout and limit access to new ideas, but it 

helps to build the perception of a group where only a select few get chosen. Efforts should be 

made to bring in new volunteers in all roles, including those at the top of the organization. 

 

• Track record: What is the history, and experience of the potential volunteer? 

 

• Energy level: How committed is the volunteer to the role? It’s valuable to determine if the 

prospective volunteers have causes that matter to them, 

 

In general, the selection or nomination process should be objective, consistent, well publicized, and 

procedurally transparent, although the details of the selection, candidate backgrounds, and similar 

information can remain confidential. 

 

Special attention should be given to communicating the results of a selection process. It should be done 

with candor and encouragement in case the candidate was not chosen. PMI-Lakeshore will usually place 

a volunteer for other short-term commitments should they not be chosen upon their first application. 
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The sponsor of the opportunity must focus on the execution of volunteer opportunities to ensure not only 

the successful completion of the mandate, but also to ensure that the resources involved are contributing, 

and gaining what they expected from the process.  This process will involve the kick-off of the mandate, 

the execution, and the closing process. 

 

8.1. OPPORTUNITY KICK-OFF 
 

After the resources have been selected, as soon as possible a kick-off meeting will be scheduled. This 

meeting is critical to ensure that all and any resources involved have a common understanding of the plan 

to move forward.  This meeting will be chaired by the sponsor, and include a review of the charter, 

introduction of the resources, and review of the plan to move forward. 

 

8.2. ORIENTATION AND TRAINING 
 

All volunteers need some level of orientation for their work with the organization. This preparation falls 

into two parts: 

 Orientation, the process of preparing the volunteer for a clear relationship with the organization 

(sometimes known as induction); and 

 Training, the process of preparing the volunteer to perform the work of the organization. 

 

Volunteer orientation is important to ensure that any new resources have a good understanding of the 

organization, as well as the procedures involved in PMI. 
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 Orientation is important because it provides a first impression of the organization and aligns volunteers to 

the vision and mission of PMI-Lakeshore. 

The orientation process will instruct the volunteer on policies and procedures. Orientation will take 

approximately one hour, and is a requirement for all first-time volunteers. It is required to take place as 

soon as possible after the selection process is complete. 

 

The orientation program will cover the following elements: 

 

• A description of the organization’s programs, the community served, and the organization’s 

relationships with its members; 

• A brief history of the organization. 

• The structure of the organization, including an introduction to key board members and an 

explanation of their roles; 

• Goals of the orientation process; 

• An explanation of the organization’s policies, rules, and procedures; 

 

Note: It is mandatory that volunteers participate in the New Member Orientation if they have not 

attended the session. These items are currently covered in this session. 

The Volunteer Orientation will cover the following: 

• The volunteer evaluation and performance review system; 

• Volunteer benefits; 

• Role and Accountability as a volunteer. 

 

8.3. SUPERVISION AND MOTIVATION 
 

This module involves developing skill in being a manager of others. The manager’s job is not to do things 

directly but to do make sure things get done, doing things that enable others to do the work. Creating a 

motivating environment is essential to keeping volunteers enthused and empowered. 

 

The project manager must form and maintain relationships with all volunteers they supervise, including 

training, coaching or providing feedback. Those relationships can be characterized by mutual trust, 

respect and recognition of competency and professionalism. 

 

As the work moves forward it is important to ensure that the volunteers involved have all the resources 

required to accomplish the tasks assigned to them. 
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When leading volunteers it is important to continuously ensure that they are: 

 

• Capable: Do they have the tools and support they need? 

• Engaged: Are they being utilized effectively, do they feel attached to the project? 

• Having fun: Are they enjoying the process? 

 

The project manager is responsible to ensure that the volunteers have all of the characteristics above, as 

well as ensuring that they understand: 

 

• Project goals 

• Project manager’s vision 

• Expectations 

• Deadlines 

 

Once these have are covered, the most important thing is to get out of the way, and lead. 
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9.1. RECOGNITION 
 

Retaining your volunteers is key to success. There is no point at being good at recruitment if you cannot 

keep your volunteers coming back. Recruitment is a solution to the problem of not having enough 

volunteers; retention is a way to avoid the problem altogether. Volunteers must also receive a sense of 

appreciation and reward for their contribution. This sense can be conveyed through a number of 

processes, including both formal and informal recognition systems. 

 

Recognition is a very important form of communication and is a critical factor in motivating and retaining 

volunteers. There has never been a volunteer who has been thanked too often! Recognition before peers 

can be a powerful tool not only for providing a fulfilling experience for current volunteers but for recruiting 

new ones as well. 

 

Recognition (Do it or else!) 

 

 Make it a priority 

Recognizing the work of volunteers is crucial for any organization that wants to retain its volunteers 

and attract new ones. Designate someone in your organization to be responsible for ensuring that 

ongoing recognition of volunteers takes place. 
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  Do it often 

Recognition of volunteers should happen on a year-round, frequent and informal basis.  Begin by 

saying “thank you” often!  Acknowledge volunteers monthly via the PMI-Lakeshore newsletter, 

website etc.   

 

Note: A detailed Recognition programme will be developed as part of the overall Volunteer 

Management programme. 

 

 Do it in different ways 

Vary your recognition efforts, from the informal thank you and spontaneous treats to more formal 

events.  Create an annual event to recognize volunteers.  Participate in National Volunteer Week - 

April 23-29, 2017 to recognize the contributions of volunteers 

 

 Be sincere 

Make each occasion to recognize volunteers meaningful and an opportunity to reflect on the value 

volunteers bring to your organization. 

 

 Recognize the person, not the work 

It’s best to phrase recognition to emphasize the contribution of the individual and not the end result. 

“You did a great job!” as opposed to “This is a great job!” 

 

 Make it appropriate to the achievement 

For example, a paper certificate accompanied by a private thank you may be appropriate for a few 

months of service but a public dinner and engraved plaque may better suit 5 years of volunteerism 

 

 Be consistent 

Make sure that whatever standards of recognition you establish can be consistently maintained by 

your organization in years to come. Holding an annual volunteer recognition dinner sets expectations 

for future volunteers. 

 

 Be timely 

Try to arrange recognition soon after an achievement has been reached—delaying until weeks or 

months later diminishes the value of your gratitude. 

 

 Customize it 

Getting to know each of your volunteers and their interests will help you learn how best to recognize 

each individual and make him or her feel special. 
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 9.2. EVALUATION 

 

Volunteer program managers do not commonly look forward to the prospect of conducting an evaluation 

of a volunteer with great enthusiasm. Many volunteer programs, in truth, cannot even claim to have a 

process for volunteer evaluation, except in a very loose sense. Evaluation, however, is not something to 

be avoided, especially if you realize that it can be a positive management device. Another component in 

this step is measuring the volunteer program effectiveness and the outcome measurements. 

 

9.2.1. VOLUNTEER COMMUNICATIONS 
 

Feedback from volunteers is crucial. There are different ways of receiving feedback from volunteers: 

questionnaires, interviews and focus groups. Results from evaluations can provide useful evidence to 

assess success and/or identify the need for additional resources. 

 

Reviews and the use of deadlines keeps tasks on schedule, as well as ensuring that the proper attention 

is given to ensure momentum is not lost. Progress reports serve as early warning signs for problems. It 

should be made easy for volunteers to report their results. 

 

9.2.2. ASSESSMENT OF RESOURCES 
 

When assessing the work of resources, it is critical to ensure that any comments or feedback are 

constructive. It should also be a chance for the responsible individual to gain insights into how the project 

or the role itself is perceived. It is critical when doing assessments that individuals are addressed directly. 

Work of individuals must be reviewed, and feedback must be given to ensure that the expectations are 

always clear and that the individual resources understand how and where their contributions can improve. 

Assessments should focus on the following: 

 

• Attitude: Is the work and the experience enjoyable? 

• Quality: Is the work they are doing complete, and accurate to the expectations? 

• Schedule: Is the required work turned in on time? 
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10. CLOSING VOLUNTEER OPPORTUNITIES 
 

 

 

 

 

 

 

 

 

 

10.1. CLOSING VOLUNTEER OPPORTUNITIES 
 
Upon completion of a project, all volunteer opportunities go through a closure process. This is 

a critical step to ensure that all of the lessons are captured. 

 

10.1.1. EXIT DEBRIEFS 
 

Each team member should be debriefed to capture their impression of the experience. The project 

manager should discuss the process and their impressions of the results. It is critical that these comments 

are captured, and turned over to PMI-Lakeshore to be used to improve this process in the future. 

 

10.1.2. LESSONS LEARNED 
 

Upon completion, the project manager and the project sponsor will review the charter and the results of 

the effort and identify any issues that arose as well as what worked well. This information should be 

captured and turned over to PMI-Lakeshore to be used to improve this process in the future. 
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10.1.3. BROADCAST RESULTS 
 

In order to ensure that the resources and the initiative itself get the right amount of recognition, upon 

completion the results of the efforts should be broadcasted. A synopsis of the events should be sent to 

the PMI-Lakeshore administrative team for inclusion on the organization website, and inclusion in the 

newsletter. 

 

For long-term positions, at the end of the mandate a thank you note, along with some highlights of the 

term.  For project based efforts a description of the project and the team, as well as a description of the 

benefits. 

 

10.1.4. CLOSURE 
 

The project manager will finalize all open action items, and turn over all materials to PMI-Lakeshore. 
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PMI-Lakeshore exists at the heart of the project management community because of the commitment by 

its volunteers. Attraction of new volunteers and retaining existing ones is of foremost importance to the 

organization. This document was intended to help guide resources managing volunteers and provide 

them with the tools and strategies they need to be successful in moving PMI-Lakeshore into the future. 
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