VOLUNTEER MANAGEMENT
CERTIFICATE PROGRAM
Professional development opportunities for Volunteer
Managers and those who volunteer or work in the
non-profit sector.

WINTER AND SPRING 2015/2016

VOLUNTEER MANAGEMENT WORKSHOPS 2015/2016
2015
VOLUNTEER MANAGEMENT
FOUNDATIONS (VMC101)

LEADERSHIP AND MANAGEMENT FOR
VOLUNTEER MANAGERS (VMC 102)

(2 days – 12 hours total) Fee: $220
(1 days – 6 hours total) Fee: $110
Are you new to your role in volunteer management and
feel a need for some formalized training?
Is your organization just beginning to build support for
a volunteer program, or in the process of implementing
a new volunteer program? Then this professional
development opportunity is perfect for you!
In this 2-day, interactive workshop provides an
overview of the volunteer management cycle, from the
inception, maintenance to execution. This workshop
will provide tangible tools to help you develop your
skills to build a sustainable volunteer program. You
will walk away with a very clear understanding of the
planning process and management functions required
to successfully engage your volunteers, community
and stakeholders.
Workshop participants must commit to attend all
sessions, as each session has information that is
dependent on the previous session. Upon completion
of each session, you will receive a certificate of
completion.

We get so involved with the work that must be
completed, we are often not aware of our leadership or
management approach. Have you ever asked yourself
‘what type of leader am I and what is my leadership
style’? How would your volunteers, clients, staff and
vendors answer that question?
In this 1-day workshop, you will discover how to:
•

Define leadership
leadership

versus

management

•

Define the difference between effective and
ineffective leadership

•

Discover how your leadership style contributes to
your success.

•

Discover how to motivate, provide direction and
implement plans.

•

Discover your leadership style

•

Implement your leadership style

Only 14 participants are accepted into this unique
learning opportunity as our experience has shown that
smaller class sizes provide an optimal learning
environment.
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RISK MANAGEMENT FOR VOLUNTEER
MANAGERS (VMC 103)

ORIENTATION, TRAINING AND
SUPERVISION OF VOLUNTEERS (VMC 104)

(1 day – 6 hours total) Fee: $110

(1 day – 6 hours total) Fee: $110

The purpose of a Risk Management Plan is to protect
your organization, staff, volunteers, and clients. The
more you can make risk management a part of your
organization’s culture, the more it puts your
organization, rather than the potential risks,
in charge.

Whether the role of a volunteer is basic or more
complex, the same level of orientation, training and
supervision must be provided in order to help your
volunteers perform their tasks to the best of their
ability.

It makes no difference whether staff or volunteers
provide a service, if something goes wrong, your
organization could be exposed to liability.
Managing risk doesn’t have to be an intimidating or
overwhelming task! A successful risk management
strategy is one that is tailored to your organization.

Increase your ability to engage volunteers, run
dynamic orientations, effective training, and provide
support and supervision. As a result, you will also
increase the capacity of your volunteer program –
helping volunteers gain skills, expand their
responsibilities, move into leadership roles or shift
their placements within your organization.
In this 1-day workshop, you will discover how to:

In this 1-day workshop, you will discover how to:
!
•
•
•
•

Discover what is risk and risk management
Define the in-depth process of risk
management
Create and Implement a risk management
plan
Evaluate the outcomes

!
!
!

Define the importance of orientation, training
and supervision
Discover how to organize and deliver effective
orientations and training session
Discover best practices on evaluating training
Identify effective strategies for the supervisor.

VOLUNTEER RECOGNITION AND
RETENTION (VMC 105)
(1 day – 6 hours total) Fee: $110
Once you have engaged volunteers through
orientation, training and supervision, you want to
continue to provide them with opportunities to grow
and contribute while ensuring they understand the
impact they are making. Volunteer turnover can
significantly affect the organization as well as
other volunteers.
In this 1-day workshop, you will discover how to:
•
•
•
•
•

Discover strategies to engage volunteers by
using retention strategies
Understanding volunteer motivation
Learning to be a flexible and adaptable
volunteer manager
Implement meaningful volunteer recognition
strategies
Create a plan to manage their engagement

VOLUNTEER MANAGEMENT INSTITUTE EVOLVE | ELEVATE | ENGAGE

MUTUAL PERFORMANCE EVALUATIONS
(VMC 106)

ETHICS AND FISCAL MANAGEMENT FOR
VOLUNTEER MANAGERS (VMC 107)

(1 day – 6 hours total) Fee: $110

(1 day – 6 hours total) Fee: $110

A
performance
evaluation/reviews
volunteers? That’s not what we do!!!

for

…MY

And…why not? Don’t you think your volunteers want
to know how they are doing? Or what they think about
your program and organization? Feedback is essential
to sustain continued engagement, commitment and
growth.

Ethical and Fiscal management are the building
blocks, for the success of any organization. Ethical
Leadership is how a volunteer administrator acts in a
morally responsible way. Financial management forms
a picture of the organization that demonstrates sound
financial planning that can be presented to all
stakeholders.
In this 1-day workshop, you will discover how to:

Successful
performance
reviews
provide
an
opportunity to open communication between you, your
volunteers and organization. Outcomes from volunteer
performance reviews can range from “applause” to
“dismissal” by the volunteer or the organization.
.
In this 1-day workshop, you will discover how to:
•
•
•
•

Define
what
a
mutual
performance
evaluation/review looks like
Discover the most effective process of
implementing an evaluation program
Discuss the barriers and numerous benefits in
incorporating a volunteer evaluation plan
Implement a volunteer recruitment, retention
and recognition plan to sustain and reenergize your volunteer engagement through
performance evaluation/reviews.

•

Understand and commit to core values

•

Honour ethical principles and apply these to your
volunteer programs

•

Define budgets, and techniques on creating
effective budgets

•

Apply
principals
of
effective
management to maximize efficiencies

resource

BOARD DEVELOPMENT (VMC 108)
(1 day – 6 hours total) Fee: $110
Are you a new board member wanting to learn more
about your role, or an experienced board member
wishing to enhance your skills and work effectively as
a team?
In this 1-day workshop, you will discover how to:
•

Define legal and ethical responsibilities

•

Identify their role in governing the organization

•

Avoid staff and volunteer burnout

•

Develop policies and procedures

•

Effectively make consistent decisions

•

Encourage teamwork between the board and
staff

This workshop focuses on incorporated not-for-profit
organizations. Limit of 3 board members per
organization.
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POLICIES AND PROCEDURES FOR
VOLUNTEER MANAGERS (VMC 109)

EVENT PLANNING FOR VOLUNTEER
MANAGERS (VMC 110)

(1 day – 6 hours total) Fee: $110

(1 day – 6 hours total) Fee: $110

Policies and procedures are a principle, plan or course
of action. It serves as a guide that contains useful
information that will assist you and your
volunteers in their roles. Policies answer the
questions “why” and “what” must be done to
meet the needs of the organization and “how”
will this be conducted. To achieve this you must
create manageable task by keeping it simple and
doing it over a period of time. Clear policy statements
guide the volunteer administrator’s planning process.

Events are critical to the success of many non-profit
organizations. Whether it’s a fundraiser, volunteer
appreciation, bottle drive or information session… it’s
an event! Volunteer managers, need to be able to
create successful, relevant events that achieve the
goals and objective of the organization. Whilst utilizing
resources, time and money effectively.

In this 1-day workshop, you will discover how to:
•

Discover the basic framework

•

Define policies and procedures

•

Define board policy versus management policy

•

Create a policy checklist

•

Introduce new
volunteers

•

Monitor and Evaluate the progress

policies

and

procedures

In this 1-day workshop, you will discover how to:
•

Research types of events

•

Create the event plan

•

Manage the planning process

•

Coordinate all elements and details involved for
successful execution of the event

•

Create an evaluation report

to

SOCIAL MEDIA FOR NON-PROFITS (VMC111)

MARKETING FOR NON-PROFITS (VMC112)

(1 day 6 hours total)Fee:$110

(1 day 6 hours total)Fee:$110

Social media has proven to be so powerful that many
businesses and non-profit organizations have implemented
it in their communications and marketing strategies.

Marketing is not an option, to the success of a non-profit
organization. Marketing experts say, "the more powerful a
non-profit brand is, the more money it will raise and the more
volunteers it attracts".

Having a strong on-line presence is especially important for
non-profit organizations, whose causes rely heavily on their
supporters.
This one-day session provides an overview of social media
which will help you initiate, improve and increase your
community engagement
Define Social Media
Effective on-line presence
Identify risks using social media
Create a social media strategy
Discuss best practices of social media for non-profits

This one-day session provides an overview of how to apply
the marketing principles and create a marketing plan. Topics
covered will include:
Define your brand
Define your marketing mix (the 4 P's)
Identify your target audience
Create effective messaging
Collaborate with the media and community
Discuss marketing best practices
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VOLUNTEER MANAGEMENT CERTIFICATE PROGRAM
ABOUT THE PROGRAM
Overview
The responsibility for volunteer
management may be assigned to staff whose primary
function lies elsewhere, for example: administrative
assistance, fund development, human resources or
event planning. Many organizations could not function
without the generous contribution of their dedicated
volunteers. Effective management of volunteers is a
crucial element for the success of non-profit
organizations. Participants who complete the
certificate program will be provided with the
knowledge, tools and networking opportunities to align
their work with the strategic mission and values of their
agency. This in turn strengthens capacity within the
organization.

Curriculum The Volunteer Management Certificate
curriculum is based on current accepted core
competencies and a body of knowledge which serves
as a foundation for volunteer management.
Participants will be given many opportunities for
interactive learning and is an excellent opportunity to
develop professional relationships that will support
them following this rich learning experience.

Enrolment Students wishing to obtain the Volunteer
Management Certificate must apply to Volunteer
Management Institute to state their intention of
completion. There is no fee to apply.

Eligibility As this certificate program is directed at
paid staff or volunteers who have the current function
or future goal of engaging volunteers in the non-profit
sector, participants are expected to have previous
volunteer experience, and have a high school diploma
or be at least 18 years of age.

Cancellation Policy While Volunteer Management
Institute strives to ensure there are no disruptions in
our training, there may be occasions where issues
arise that are beyond our control. We are committed to
notifying participants within 72 hours of any changes to
the workshop. In the case where training is
rescheduled, this will be done as soon as possible and
participants have the option of transferring to the
rescheduled session or a refund will be issued. A
minimum of six participants is required to run any of
the Volunteer Management Certificate courses.

Disclaimer Volunteer Management Institute reserves
the right to alter information including requirements
and fees and to cancel at any time a course or
program; to change the location and/or term in which a
program or course is offered; to change the program
curriculum as necessary to meet current competencies
in the job market or for budgetary reasons; or to
withdraw an offer of acceptance both prior to and after
acceptance by an applicant or student because of
insufficient registrations, budgetary constraints or for
other such reasons. In the event Volunteer
Management Institute exercises such a right,
Volunteer Management Institute’s sole liability will be
the return of monies paid by the participant to
Volunteer Management Institute.

Mandatory Courses

• Volunteer
Management
Foundations
(2-day
workshop)- offered Winter, Spring and Fall

• Capstone Project (to be completed after taking all
required courses)

Enrolment in individual courses Participants may
register for individual courses without having to be a
student in the Volunteer Management Certificate
program.
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Options Courses

Cost

(A minimum of 8 Options Courses must be completed)

Volunteer Management Fundamentals cost: $220.00
+tax

• Mutual Performance Evaluation
Options courses cost $110.00 each +tax
• Risk Management for Volunteer Managers
Capstone cost $100 +tax
• Event Planning
Total cost for Volunteer Management
Certificate: $1,200.00 +tax
• Leadership and Management
Application and Time Frame
• Policies and Procedures for Volunteer Managers
There is no time requirement to complete the
certificate program, but you must apply for the
program. There is no cost to apply.

• Recognition and Retention of Volunteers

• Ethics and Fiscal Management

• Orientation, Training and Supervision of Volunteers

• Board Development

REGISTER NOW
For more information about any of these training
sessions please contact our Program Coordinator:
Email: volunteermanagmentinstitute@gmail.com
Phone: 780-999-5799
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