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Dear reader,

This handbook is made for volunteer coordinators, youth NGOs,
and other entities who implement different types of volunteering
projects, independent of the content of the volunteers'
enagagement in your organization.
 
Why do we need volunteers in our organisations? 

First of all volunteers can increase the quality and scale of services
or programs that a non-profit organization provides. Also,
organizations can reduce their operating costs with volunteers
who have specialized skills which in-house staff doesn't possess.

Volunteers are considered a crucial part of any nonprofit
organization While getting volunteers in the door can be
accomplished with a few tried-and-true strategies, managing
volunteers efficiently and to the contentment of the
organization, volunteer, and final user, can be challenging.

In this handbook you will find an overview of the most important
topics related to volunteer management in a volunteering project
cycle that were covered during the Erasmus+ mobility for youth
workers Volunteering Made Easy. Every section covers a topic
and includes references to the information sources and further
reading material.

This handbook was created as part of the Erasmus+ project
"Volunteering Made easy" implemented by Outward Bound
Croatia.
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Introduction
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Implementing an ESC Volunteering Project Cycle

Preparation: properly organized preparation is crucial for
the rest for the project cycle. This includes volunteer
recruitment, logistics, budget management etc.
 Implementation: is the most responsible phase as all the
details during it will affect to the volunteer's feedback and
the organization's report.
Report: The implementation and outcomes of the project
are being reported.

European Solidarity Corps is an EU program that provides
funding and support for cross-border volunteering activities
and projects. 

These projects are an excellent opportunity for non-profit
organizations to engage young people in their work
processes to make a valuable impact on their communities.
They also present an opportunity to young people to gain
personal and professional skills and experience. 

Organizations need to have the experience and capacity to gain
a Quality Label to be able to request funding and implement a
ESC project.

 SC projects have 3 phases after the funding approval:

1.

2.

3.

To find the ESC Guidebook click here
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https://www.outwardboundcroatia.com/
https://europa.eu/youth/sites/default/files/european-solidarity-corps-guide_2020_en.pdf
https://europa.eu/youth/solidarity_en


Digital Tools That Help Manage Your Volunteering Projects
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Even though you might be a small team, information flow is
important to make sure all phases of your volunteering project
are delivered precisely and on time. 

All of these tools are easy to use and offer a free version. Give
them a try to find out which one works best for your team!

Asana is a web and mobile application designed
to help teams organize, track, and manage their
work. 

Trello is the visual tool that empowers your
team to manage any type of project, workflow, or
task tracking.

Wrike's work management platform gives your
team full visibility and control over all your tasks
and projects.

Smartsheet increases connectivity. Keep
remote teams focused. Improve accountability.

Microsoft Project is designed to assist a
project manager in developing a schedule,
assigning resources to tasks, tracking progress,
managing the budget, and analyzing workloads.

https://www.outwardboundcroatia.com/


Design Thinking
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Empathize: communicate with the public, reaserch and ask
questions on what's the real problem
 Define: write down the aim, define the problem and the solution in
one sentence
 Brainstorm: write down all ideas without thinking about obstacles
 Evaluate: shape the outline of the project
 Test: see if was useful to the target group, ask for opinions
 Repeat!

Design thinking is a methodology for creative problem solving. You
don't know what your final solution will be and you stay open to
feedback from the users in every cycle of designing and testing.

Speaking about volunteering projects, you can use it to solve difficulties
in the management of volunteers in your team, or in solving problems
in the community that you need help for from volunteers.

Design thinking is all about the user of your service or product. It
encourages you to focus not on your organization but on the people
you are doing the work for, and has the goal to create services or
products that better meet the needs of their users. 

Steps in a Design Thinking Cycle:

1.

2.

3.
4.
5.
6.

https://www.outwardboundcroatia.com/
http://www.ideou.com/pages/design-thinking


Ice Breakers and Team Building
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Volunteering projects are all about human connection. Becoming an
integral part of your organization is crucial for the success of a long-
term volunteering project. And if you're working with volunteering
teams, you also want them to have a good group dynamic and
collaboration.

To break the ice between newly recruited volunteers and your
organization's staff you can use Ice breaker activities. 

These can be a start to creating a healthy and open communication and
working environment, as they warm up the conversation among
participants, help them get to know each other better, and build
rapport.

Ice breakers are usually humorous and can be even slightly awkward - if
a group already knows each other somewhat, you can use an ice-
breaker to get them out of their comfort zone and their usual roles.
This way they can show the other team members another facet of their
personality and get closer to each other while building trust.

You can find some good examples of Ice breakers to use in your project  
here, here, and here.

https://www.outwardboundcroatia.com/
https://drive.google.com/file/d/1npJKoHZXsBCKLGgsHyiMesg-NvdONYZA/view?usp=sharing
https://drive.google.com/file/d/1npJKoHZXsBCKLGgsHyiMesg-NvdONYZA/view?usp=sharing
https://www.salto-youth.net/downloads/toolbox_tool_download-file-1125/booklet_final.pdf
https://www.salto-youth.net/downloads/toolbox_tool_download-file-232/Games.pdf


Keeping Motivation High
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 Autonomy
 Mastery
 Purpose

Motivation in your team is crucial for achieving any type of objective.
When it comes to volunteering, it's even more important to consider, as
payment as an external motivator for work is not a contributing factor.

Before we dive into the topic of motivating volunteers, it's important to
know the basic definition of motivation. Motivation is a process that
initiates, guides and maintains goal-oriented behaviors (Reeve, 2018).

Let us look at some reasons why motivation might be especially important
for volunteers: 

1. they are not paid for their work;
2. they have no obligation to stay;
3. they are dedicating their free time for your organization.

If you can motivate your volunteers, it will benefit your whole organization
and enrich your project.

We offer you 3 key ingredients/practices to keep your volunteers „in flow“:
1.
2.
3.

 

https://www.outwardboundcroatia.com/


Keeping Motivation High
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1) Autonomy:
According to research (Reeve, 2018), people need to feel freedom and control of their
activities in order to be motivated for them. What can you do when it comes to
volunteer's autonomy?

Decide on the level of autonomy that you can accept and decisions that your volunteers
can have an impact on. You can do it either by only giving them choices such as
scheduling tasks (allow them to choose which task they want to do first) or by accepting
their propositions and suggestions. 

Let's find out how to make your tasks motivating for your volunteers!

2) Mastery:
First of all, make sure the volunteers' tasks are achievable and clear. Your volunteers
should feel prepared to take on the task even if it is new or difficult for them. You may ask
yourself : „How can they feel prepared if the task is initially difficult for them?“ Equip them
with skills to find information, use the resources and a supportive environment. 

Make sure your volunteers can improve and that you provide them with relevant and
specific feedback. In that way, your volunteers will know what their responsibilities and
exact roles are, which will make them feel more motivated to participate in the project.

3) Purpose:
Are your volunteers able to see the impact/outcome of their work?

When it comes to volunteering, it is especially important that your volunteers feel like
they are contributing to the project. Whether it is encouraging them to take photos before
and after an activity in the community, or putting effort into creating a new platform
where they can keep track of their activities, you need to help them understand their role
and contribution to the bigger picture of your organization or community.

Don't forget! Motivation is not always the same and depends on other factors, too, which
means it has its ups and downs, but through your effort of paying attention to these 3
practices, it can easily improve.

And if you're struggling with motivation, don't forget to ask your volunteers directly what
they need in their engagement with your organization to stay engaged and happy. 😊

The book: Reeve, J. (2018). Understanding Motivation and Emotion.

https://www.outwardboundcroatia.com/


Conflict Management
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Conflicts are an inevitable part in any social relation, so the working
environment including volunteers is no exception. As a leader of an
organization or a team, conflict management needs to be part of your
essential professional skill-set.

Conflict management is the practice of being able to identify and
handle conflicts sensibly, fairly, and efficiently. Knowing how to handle
the situation in a constructive manner is crucial for the organisation to
keep the amiable balance in a workplace. 

The Conflict Iceberg 
One useful approach to better conflict management is the Iceberg Model.

The conflict iceberg is lens through which we can see more layers of a
conflict. Understanding an escalated conflict as an iceberg makes you
aware that there might be elements that led to the conflict that one or
neither of the parties are unaware of. 

Find out more approaches to
conflict management and
resolution HERE! 

https://www.outwardboundcroatia.com/
https://mediatorsbeyondborders.org/what-we-do/projects/dpace/conflict-literacy-framework/foundations/


Visibility of Volunteering Projects
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You can have the most interesting activities and projects but without public
visibility no one will ever know your organization exists. You easily miss out on
interested volunteers and on potential donations. But how do you get your
organization and work to be visible without a large budget for PR and marketing
activities?

Luckily, with the Internet and social media, gaining visibility is a lot more in your
control today than it used to be with traditional mass media like the television,
radio, or newspapers as the main source of information for the wider public.

As a youth NGO, we recommend the following communication channels to
increase the visibility of your organization, ranking  in affordability and efficiency:

1) Instagram: is one of the most popular social media platforms for youngsters
(18-30) and is free and easy to use to speak about your NGO

2) Website: the reason we didn't recommend this as channel nr. 1 is that buying a
domain, developing a site and maintaining it does not only require time, but also
technical knowledge and a budget. If you have it, creating your NGO's own website
should be a priority.

3) E-mail (e.g. Mailchimp): another free and impactful way to directly contact your
audience is through e-mail. However, bear in mind that you need to collect their
email addresses and follow the GDPR rules to use them for promotion.

4) Facebook: it might not be the most popular social media platform anymore but
through Facebook groups you can still gain large visibility.

5) Press releases to local/niche media: local and youth news portals are much
more likely to publish an article about your project than large media houses. Take
time to make a list of their contacts and email them with interesting
announcements.

Naturally, you should never forget about offline channels and word-of-mouth
references that come with a larger base of satisfied users.

Find out more about how to promote and gain visibility for your
volunteering projects HERE!  

https://www.outwardboundcroatia.com/
https://www.icye.org/wp-content/uploads/2016/11/ICYE-Guide-to-Visibility-and-Promotion.pdf


Digital Promotion of Volunteering Projects
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To make the most out of your online promotion of your project, we
encourage you to create a social media strategy. 

What does a social media strategy entail?

Start by creating a content strategy and a yearly/monthly plan.
Decide what topics are important to your audience and when they
want to know about them. Create content and promote it.

Organic Social Media Posts: 
Posting on your organization’s page and
encouraging people to share it with their
network. The post should contain relevant
information about the project (the cause,
timeline, etc.), a ‘Call for volunteers’ section,
and contact details through which they can
reach you. 

Make sure to not only post when a project is
starting or ending but continuously during the
year!

 

Paid Promotions: 
You can also look at paid promotions if you
wish to target a specific audience. They are
affordable and can increase the level of
engagement very fast. Decide on your budget
(whether monthly or per project) and use it to
boost your content

Find out more about content writing and strategy for NGOs!

https://www.outwardboundcroatia.com/
https://docs.google.com/presentation/d/1VHp0Q5nULOjtFjpnjDYKNBJOGryXpRm6/edit?usp=sharing&ouid=108326961151184821298&rtpof=true&sd=true


Running an NGO is not easy. Although your vision and positive
impact on society are probably much clearer than in for-profit
companies, finding funding and the right staff is a
challenge in most European NGOs.

However, attracting the right volunteers and running
successful volunteering projects can be of great help for the
organization and your community. Not to forget the
youngsters that engage as volunteers and thereby get the
chance to develop a range of personal, social, and
professional skills.

This handbook only touched on the most important aspects of
implementing volunteering projects - but maybe the most
challenging ones. As an organization with more than 15 years
of experience in coordinating individual volunteers and
implementing group volunteering projects, we wanted to share  
some of the knowledge we gained in the process and best
practices with you, hoping it would be of use in your daily
work with volunteers.

Despite the fact that volunteer management can take a lot of
planning, time, and effort, volunteering is an activity that's the
basis of a democratic society with engaged citizens who act
to make change happen - and therefor needs to be
encouraged and continuously developed in our European
countries.

Conclusion

13

https://www.outwardboundcroatia.com/


Outward Bound Croatia is a non-profit organization that
delivers outdoor education courses. Our work and our courses
follow the values of cooperation, compassion, courage, and
responsibility. We founded the NGO in Zagreb, Croatia in 2005.

Our first 7 years were marked by the volunteering work of
enthusiasts who made a persistent effort to bring the Outward
Bound method of non-formal education closer to parents,
teachers, decision-makers, and youngsters in Croatia and in all
Europe.

OBC has implemented more than 50 Erasmus+ youth exchanges
and training courses, 17 European Solidarity Corps projects, and
recruited more than 2000 young people during it's activity.

About the Author 
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Find Out More About OBC 

https://www.outwardboundcroatia.com/
https://www.instagram.com/outwardboundcroatia/?hl=fr
https://www.facebook.com/outwardboundcroatia/
https://www.outwardboundcroatia.com/en/


Association Madrid Outdoor Education (Spain)
Asocijacija Tavo Europa (Lithuania)
Agoraveiro (Portugal)
Radi Vidi Pats (Latvia)
Maison de l'Europe de Nimes (France)

This handbook was created within the training course
Volunteering Made Easy held in Veliki Žitnik in Croatia from the
25th of June to the 1st of July 2021 and funded by the European
Commission through the Erasmus+ program.

The training course was implemented by Outward Bound Croatia
in partnership with 

 

Project Partner Organizations and Collaborators
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 This publication reflects the views only of the author, and the Commission cannot be held

responsible for any use which may be made of the information contained therein.
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