VOLUNTEER HANDBOOK
The volunteer handbook is an essential tool for a project wishing to recruit volunteers to help in its work. It can be used for orienting the volunteer and answering the most common concerns and questions. It can contribute to the success of the volunteering experience as much for the volunteer as for the project.
This manual can be sent to volunteers several weeks or months before they arrive at their placement in order to help them to prepare for their experience and could contain some or all of the following information:
· Introduction – the volunteer should be aware that s/he is about to embark on a life-changing experience which is bound to be challenging. Openness and flexibility and letting go of pre-conceived ideas are paramount. 
Be prepared for the unexpected!
· Basic information about the organisation/project 
· Mission statement

· Vision

· Aims and objectives

· Programmes etc.
· The community context 

· Where is the project located? 
· In what conditions does it work? 
· What are the characteristics of the target group? etc.

· An explanation of the role of the volunteer and the roles of other people involved in the project 
· What is expected of the volunteer within the organisation?

· What can the volunteer expect from others within the organisation? 
· What is the project´s volunteer policy (ethics and conduct, confidentiality etc.?)
· How the volunteer’s contribution relates to the objectives of the organisation.

· A clear explanation of the tasks of the volunteer (This may not be possible if volunteers are recruited for different posts on an ongoing and evolving basis.)
· How a volunteer can prepare themselves before arrival

· Official requirements – passport, visa

· Health requirements

· Insurance

· Sources of information about country, customs, climate etc. 
· The answers to common questions and concerns – “how do I …?” This is practical information about the major concerns a volunteer will have. They could be about the organisation, the work, the community, culture, daily life, free time etc.
     Examples:
· What should I bring?
· Hints about shopping – where can I get certain products and how much should I expect to pay for them?
· Food

· Behavioural norms

· Dress

· Communications

· Key organisational documents
· Agenda

· Minutes, 
· Statutes, 
· Strategic plan, 
· Address book etc.

· Testimonials and photos – of previous volunteers, of project participants, of their work etc.
