
The Coordinators of Volun-
teers for Anne Arundel 
County is an organization 
dedicated to giving Volun-
teer Managers not only the 
opportunity to network but 
the opportunity to partici-
pate in educational activities 
that promote professional 
growth. 
 
As we all know, volunteer 
program management is often 
misunderstood and not full 
supported even within our own 
organizations. Having the op-
portunity to network with fel-
low volunteer program manag-
ers is an incredible support to 
those of us in the field. It is-
comforting to realize that oth-
ers face the same challenges. It 
can help you find your own 
way when others have shared 
how they overcame those chal-
lenges. And, it is a joy to be 
able to share our triumphs with 
others who could understand 

how hard it was to reach those 
accomplishments. 
 
And that is the true value of 
membership in COVAAC. Our 
meetings are more than just a 
meeting. Here you will find a 
community that understands 
you and what you do. Each 
meeting offers an educational 
segment that allows you to 
learn new ideas to enhance 
your efforts. And, should you 
not be able to attend all the 
meetings, you still have in-
credible support within reach 
by phone or email. When you 
join COVAAC, membership 
activities don’t stop at the 
meetings. Sometimes, the most 
valuable part of your member-
ship may be that you are able to 
call a fellow member to ask 
that one question you can’t 
figure out or to just share con-
cerns. 
 
We believe that membership in 

COVAAC is one of 
the best values 
around. We hope 
you agree that you 
get maximum bene-
fits for a minimum 
price. Indeed, we 
hope that you sup-
port COVAAC 
enough to not only 
continue your mem-
bership, but you 
share membership 
information with 
other volunteer program man-
agers that you meet. 
 
At present, we have a strong 
networking group and great 
educational programs. But, we 
can be better – we can grow. 
By increasing membership, we 
can bring in new ideas, new 
programs, and fresh view-
points. Be a part of the future 
of COVAAC. Rejoin today – 
and bring a new member with 
you! 

COVAAC! 

This document is the beginning of our ‘book of advice’ to volunteer 
program managers. We hope to share the wisdom of our member-
ship and our presenters in a way that you find useful to your every-
day job. There will be periodic updates as we go through the year. 
We hope that you will be a part of that process. When you have 
something to share, don’t hesitate! Send it along! We’ll add it to the 
‘collective wisdom’ of our organization. That way, we all can learn 
from each other—even if we can’t always attend the meetings! 

Far and away the best prize that life offers is the chance 
to work hard at work worth doing. 
 — President Theodore Roosevelt 
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Step One 
What have we already tried? 

 
Recruiting volunteers for any type 
of project or agency involves a vari-
ety of decisions. The first step in 
developing a volunteer recruitment 
plan that will be strategic and the 
best use of the volunteer coordina-
tor’s time is to assess what has 
worked or nto worked in the past. 
Solicit feedback from all staff in-
volved in volunteer recruitment as 
well as current volunteers (if appli-
cable). 
 

Step Two 
What are my deadlines? 

 
Consider the exact date and time 
the new volunteer(s) will be on-site 
and/or in action, and work back-
wards. 

Step Three 
What kind of volunteer help 

do we need? 
 
Ideally, the volunteer coordinator 
should address these items for each 
volunteer position before the first 
volunteer is ever recruited or sched-
uled to work: 
 
1. What is the work to be done by 

the volunteer (summary of du-
ties outlined in the position de-
scription)? 

2. What specific skills and quali-
ties, if any, are needed to per-
form the duties of this position 
(summary of qualifications in 
the position description)? 

3. How many volunteers are 
needed for this particular posi-
tion (i.e. 10 tutors, 5 workshop 
facilitators)? 

4. Who are the people most likely 
to possess these qualities? Be 
sure to consider age, gender, 
educational level, work, or 

other service experiences. 
5. What are the best sources for 

finding the necessary volun-
teers? Where could you focus 
your recruitment efforts? 

6. Who is the best person to do the 
recruitment of these volunteers 
and why? 

 

Elements of an Effective Volunteer Pitch 
 
1. Statement of need—what is the prob-

lem or crisis? 
2. What can the volunteer do to help 

address the problem or crisis? 
3. Fears/barriers—what might scare off 

potential volunteers or prevent them 
from saying yes? 

4. Benefits—what will the potential vol-
unteer receive in exchange for their 
time? 

5. Contact Information—who should the 
potential volunteer call for more infor-
mation? 

 

The most important marketing or recruit-
ment technique for any volunteer coordina-
tor is the recruitment message or the pitch 
or the personal ask—the brief and targeted 
message that invites potential volunteers 
into the program. Regardless of the commu-
nity or the types of volunteers being re-
cruited and managed, all volunteer coordi-
nators must regularly develop and refine 
their recruitment messages. 
 
The recruitment pitch will often be deliv-
ered verbally; however, the pitch elements 
may also be used in other marketing or 
promotional techniques. The key parts of 
the recruitment pitch are outlined below. 

How We Recruit! 
• In some cases, a preliminary back-

ground check 
• Speak at various groups – retired teach-

ers, New Annapolitans 
• Friends of ‘Camp Letts” 

• Works best when you ask them person-
ally 

• Open House (monthly) 

• Role of background checks, liability, 
safety concerns 

• Background checks? 

• Have a job for them to do 

• Avoiding situations – knowing who you 
need and for what 

• Use internet for volunteers 
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Volunteer Recruitment: The Pitch 
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Recruitment: The Beginning 
Every good volunteer recruitment needs a plan! 

Far and away the best prize that life offers is the 
chance to work hard at work worth doing. 

 — President Theodore Roosevelt 



As COVAAC members, we dis-
cussed what we felt were the 
most important concepts when 
talking about recruitment for 
our own organizations. Here’s 
our list of the things you should 
consider as you develop your 
own recruitment plans! 
 
• Understand the rules and 

regulations of your organi-
zation. 

• Don’t recruit unless you 
have a job. 

• Make certain that your re-
cruit understands what the 
job entails. Be sure to de-
lineate all the aspects of the 
job! 

• Staff assessment – make 
sure that you have asked the 
staff what they would want 

a volunteer to do. 
• Define the job in very spe-

cific terms. 
• Let volunteers try out a job 

before making a commit-
ment to your organization. 
If the job doesn’t work, you 
have time to offer them an-
other position—and they 
won’t go looking to other 
organizations! 

• First and foremost— find 
out why your staff wants 
volunteers, how they will 
use them, and how many are 
needed! 

• Don’t recruit until you have 
a job position/description – 
this will allow you to fit the 
volunteer’s aptitudes and 
skills to specific jobs. 

• Having a strong description 
can also allow you to turn 
down volunteers if there is 
not a good fit with your or-
ganization. 

when you ask them personally 
• Offer an Open House to al-

low community members to 
get to know you. Do it often. 
Some organizations have one 
every month. 

• Remember to take into ac-
count the role of background 
checks, liability, and safety 
concerns when recruiting. 

• Have a job in mind for the 
volunteer you recruit. 

We asked our membership for 
suggestions on how to recruit. 
Here’s their responses! 
 
• In some cases, a preliminary 

background check 
• Speak at various groups – 

retired teachers, New Anna-
politans 

• Develop a special group like 
Friends of ‘Camp Letts” 

• Recruitment works best 

• Avoid difficult situations by 
knowing who you need and 
what you need them to do. 

• Explore the internet as the 
new tool for recruiting. 

• Have volunteers ask friends. 
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Recruitment: Basic Understandings 
 

Plant your volunteer ‘garden’ with care—use 
those volunteers that best fit both your positions 

and their talents! 
 



Once the volunteer recruitment goals are identified and a timeline established, the next great piece of the 
recruitment puzzle is determining which techniques will yield the greatest results with the least effort for 
the volunteer coordinator. In general, there are three methods or techniques that are determined by the audi-
ence for the volunteer recruitment appeal: 
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Volunteer Recruitment: Techniques 

For general recruitment techniques, the audience is not specified and may be any ‘warm body.’ Posting in-
formation in widely traveled locations, such as supermarkets or the U.S. Post Office, and using Internet 
sites and mass media are examples of general recruitment techniques. This type of recruitment is useful for 
recruiting large groups of volunteers or for promoting a new type of program throughout a community. 
 
For targeted recruitment methods, the audience is likely to possess a certain set of characteristics, skills, or 
qualities that are necessary to perform the duties of the volunteer position. The volunteer coordinator tar-
gets the specific type of person most needed to volunteer (e.g. lawyers, single mothers, high school stu-
dents, or nature conservationists). This method of volunteer recruitment is most useful for highly skilled or 
specialized volunteer positions. 
 
Research has shown that as many as nine of out ten people will say yes to volunteering if they are asked 
directly and effectively. And regardless of the initial recruitment method used (general or even targeted), 
the final step in any recruitment plan is the direct personal ask. 

GENERAL 

TARGETED 

PERSONAL 



There are three (not-so-simple) steps to 
retaining volunteers. Paying attention to 
all three will help your organization keep 
those people you worked so hard to re-
cruit! 

Understand 
You must understand what motivates 
your volunteers. You must also be sensi-
tive to their needs as they volunteer. This 
is especially important when you realize 
that people’s reasons for volunteering 
can differ dramatically — and that those 
reasons can change over time. A good 
VPM keeps a ‘finger on the pulse’ of the 
volunteers! And, one way to stay in touch 
is to make sure your organization has 
regular and open communication. This 
will help determine the motivating ele-
ment specific to each volunteer. It also 
helps to make sure YOU understand the 
three motivation styles of the majority of 
volunteers. Make sure to read the section 
on motivation! 

Communicate 
It is essential that you define and commu-
nicate clear expectations for your volun-
teers. They need and deserve clarity 
about: 
• Significant agency policies, proce-

dures and operations that affect 
them or that they affect. 

• Their responsibilities and functions 
toward the agency and its clients. 

• The agency’s responsibilities to 
them. 

Support 
It is critical that you give volunteers sup-
port and guidance. You should make sure 
they are provided with all that they need 
to perform their functions well. This 
should include: 

• Instructions 

• Direction 

• Feedback 

• Corrections 

• Information 

• Freedom 

• Resource 
Effective volunteer guidance and support 
requires that you take care of the person, 
not the task! Remember, that volunteer is 
a person—and always more important 
than the task at hand. Also, provide guid-
ance the way that works for the volunteer, 
not the way you are most comfortable 
giving it. Remember to support, not con-
trol, the volunteer efforts. 
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How We Retain Our Volunteers 
certificate 

• Your serve, not lead 

• Create an opportunity to socialize to-
gether – coffee & refreshments 

• Commitment to each other 

• Sense of community 

• Retention begins with recruiting 

• Make sure you are open to changing 
their tasks, hearing concerns 

• Thank  them every day 

• Let them socialize with one another 

• Build understanding of their impor-
tance within the organization 

• Getting people in the right place 

• Offering to find something else for 
unhappy volunteers 

• Let volunteers meet each other 

• 3 Reasons why people volunteer 

• Want to be a part of 

something 
• Altruistic 

• Power 

• Have president, CEO, director… ‘drift 
by’ to say thank you 

• Create opportunities to socialize with 
other volunteers 

• Create a community 

• Grow what you want to see – men 
Hispanics, etc. 

Our membership shared their ideas on how 
to retain volunteers. 
 
• Get to know them and learn about 

them—then be sure to keep a file  
• Offer them the use of the organiza-

tion’s facilities  
• Give them feedback so that they know 

how important they are to the organi-
zation  

• Thank them!  

• Keep in touch with them  

• Thank them often.  

• Make the best possible match with the 
jobs they do, enough training to make 
them feel capable, and validate their 
job  

• Offer free training in Excel, Outlook, 
PowerPoint 

• Giving extra goodies such as a parking 
pass, and annual picnic – annual gift 
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Maintaining Our Garden: Retaining Volunteers 
 

Fay Mauro and Karen McDonald 

Retaining Volunteers Takes Patience 
and Work! 

Keeping volunteers requires 
constant care. 
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McClelland’s Social Motivators 

ACHIEVEMENT  
AFFILIATION  

POWER 

 Achievement Motivators  
 

• Desire for excellence 
• Wants to do a good job 
• Needs a sense of accomplishment 
• Wants to advance 
• Desires feedback 

Affiliation Motivators  
 

• Likes to be popular 
• Likes to be well thought of 
• Enjoys and wants interaction 
• Dislikes being alone in work or 

play 
• Likes to help others 
• Desires harmony 

Power or Influence Motivations  
 

• Likes to lead 
• Enjoys giving advice 
• Likes influencing an important 

project 
• Enjoys job status 
• Likes to have their ideas carried 

out 

Dr. David McClelland, a behavioral psy-
chologist, proposed a theory of motivation 
that has strong implications for VPMs. He 
stated that there were three dominant 
needs: the need for achievement, the need 
for power, and the need for affiliation. 
How important each need is to any indi-
vidual varies and is also dependent on an 
individual’s cultural background. 
 
Dr. McClelland believed that these needs 
are acquired over time and are shaped by 
each person’s life experiences. A person’s 
motivation and effectiveness in any job 
are influenced by these needs. 
 
Understanding the characteristics of each 
of the needs will help you to understand 
not only what motivates each of your vol-
unteers, but what you must do in order to 
meet the needs of each individual.  
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Develop and Communicate Clear Expectations 

An effective volunteer program is one that makes sure all the volunteers understand their role and their respon-
sibilities. A good VPM makes sure to develop and communicate clear expectations. 

Volunteers need and deserve 
clarity on— 

Materials that can help pro-
vide clarity 

Methods for communicating those ex-
pectations  

1. Significant agency policies, 
procedures and operations that 
affect them or that they affect 
(e.g. client confidentiality, pro-
cedures for closing the building, 
etc.) 

• Written policies and proce-
dures. 

• Agency values statements. 

• Volunteer orientation/training 
• Video 
• Website video 
•  

2. Their responsibilities and 
functions toward the agency and 
its clients (e.g. when expected to 
volunteer, what expected to do, 
how, etc.) 

• Contracts 
• Volunteer Position Descrip-

tions 
• Posters with expectations of 

different jobs 

• Volunteer orientation/training 
• Video 
• Website videos 
• Job shadowing 

3. The agency’s responsibilities 
toward them (e.g. training, 
transportation, meals, amount of 
supervision, etc.) 

• Contracts 
• Volunteer Position Descrip-

tion 
• Posters with expectations of 

different jobs 

• Volunteer orientation/training 
• Video 
• Website videos 
• Job shadowing 
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Volunteer Life Cycle—What makes people tick? 

STAGE Characteristics Common Feelings Needs of Volunteer Needs of Organization Possible Action Areas 

1 
Exploratory 

• Exploring 
• Committing 
• Trying 
• Receiving more 

than giving 

• Curious 
• Eager 
• Anxious 
• Frustrated 
• Unsure 
• Overwhelmed 

• Encouragement 
• Instruction 
• Communication 
• Reassurance 
• Acceptance 
• Recognition 

• Quality Control 
• Retention of Volun-

teer 

• Orientation 
• General Training 

Opportunities to 
observe others 

• Regular communi-
cations 

• Opportunities to 
practice ideas 

• Identification of 
one key person 
who can give help 

2 
Developmental 

• Growing, testing 
and analyzing 

• Blooming 
• Asserting views 

and observations 
• Decreasing de-

pendence on others 
• Contribution 
• Recommending 

• Excited 
• Confident 
• Wanting to know 

how to do a better 
job 

• Satisfied 
• Undervalued 
• Wanting to learn 

new or higher 
level skills 

• Unappreciated 

• Reinforcement 
• Support resources 
• Communication 
• Clarification 
• Sense of belonging 
• Recognition 

• Quality control 
• Retention of the 

volunteer 
• Progress towards 

established goals 

• Frequent commu-
nication 

• Peer support 
mechanism 

• In-service training 
• Social gatherings 

3 
Mature 

• Advising 
• Leading 
• Mentoring 
• Sharing 
• Modest 
• Giving more than 

receiving 
• Recommitting 

• Skillful 
• Comfortable 
• Under or over 

involved 
• Modest 
• Unaware of extent 

of hi/her high level 
skills 

• Affirmation of 
value 

• Opportunities for 
advancement 

• Recognition 

• Retention of the 
volunteer 

• Utilization of skills 
and experience of 
the volunteer 

• Development of 
leadership 

• Leadership train-
ing 

• External training 
• Teaching roles 
• Advising roles 
• Advocacy roles 
• Career paths 
• Public visibility 

             Leading 
                 *Sharing 
            Blooming 
                  Improving 
       *Analyzing 
      Trying 
    Committing 
  Exploring 

STAGE 1 

STAGE 2 

STAGE 3 

*Points of renewed commitment 



By Jeanne H. Bradner  
From  Leading Volunteers for 
Results: Building Communi-
ties Today 
Much is said about recogniz-
ing volunteers. In a recent 
survey in Illinois, 44% of 
those responding said they 
don't think they do a good 
job of recognizing their vol-
unteers. This response 
made me wonder if people 
think 'recognition' is the end-
of-the-year dinner Many 
agencies don't have the 
resources to do this kind of 
event and feel bad about not 
doing it.  
However, I believe good 
leaders recognize their vol-
unteers from the minute they 
join a program by treating 
them as individuals with 
talents and interests who 
need to be matched to the 
right task. Leaders also un-
derstand the value of prais-
ing effective work at the time 
it takes place and treating 
volunteers as important 
members of the team. This 
kind of recognition is more 
important than any social 
event that might be held.  
I have found over the years 
that while some volunteers 
love the big yearly event, 
others don't care at all and 
find their satisfaction in the 
work they do and the feed-
back from those they work 
with. This could be recogni-
tion in the organization's 
newsletter, a note from a 
pleased staff member or 
client, or a 'promotion' to a 
more responsible volunteer 

assignment.  
Volunteer recognition can be 
public or private and should 
be appropriate to the person 
and his/her contribution. 
Most of all, it should be hon-
est and demonstrate some 
particular insight into what 
that person has done.  
The following 
are some every-
day ways to rec-
ognize volun-
teers:  
VOLUNTEER 
RECOGNITION  

• Learn what 
motivates each 
volunteer and 
make your rec-
ognition appro-
priate to what he 
or she thinks is 
important. 
• Give volun-
teers tasks in which they will 
be successful. 
• Give volunteers what-
ever training is necessary to 
perform well. 
• Thank volunteers genu-
inely and appropriately. 
• Give volunteers feed-
back. 
• Invite volunteers to par-
ticipate in decision making. 
• Promote volunteers to 
other roles that take better 
advantage of their talents. 
• Ask volunteers for their 
feedback. 

• Ask volunteers to recruit 
others. 
• Make sure the volun-
teers are doing work that is 
meaningful to them and the 
community. 
• Let the volunteers know 

about the outcomes from the 
program. 
• Never forget the power 
of a simple thank you, oral 
or written." 
 
 
Permission is granted for organiza-
tions to download and reprint this 
article. Reprints must provide full 
acknowledgment of source, as pro-
vided:  
Excerpted from Leading Volunteers 
for Results: Building Communities 
Today .  

Found in the Energize website li-
brary at: 
http://www.energizeinc.com/art.html.  

Recognizing Volunteers 
The Four Key Qualities 

of Effective Recognition 
 
Effective recognition is: 
 
Sincere 
People sense sincerity and 
commitment a mile away. 
Sarcasm or a flip attitude 
will undermine your mes-
sage and do more harm 
than good. 
 

Immediate 
For the greatest effect, rec-
ognition should occur as 
soon after the event as pos-
sible. Praising someone a 
month after the work is done 
isn’t nearly as effective as 
just after the fact. 
 

Specific 
Saying, “Good work on that 
fundraiser,” won’t work as 
well as, “I really appreciate 
your attention to detail on 
the fundraiser. The event 
went off without any prob-
lems—thanks to your ef-
forts.” 
 

Meaningful 
Meaningful recognition ties 
the praise back to an individ-
ual’s personality or qualities. 
“I really appreciate your at-
tention to detail on the fund-
raiser. The details in the 
contract were complete—and 
to our benefit!  It’s great 
having such a thorough, 
dependable volunteer on 
this committee.” 

Recognition is the act of nurturing your volunteers so that 
they—and your agency—continue to grow and thrive! 

Recognition GROWING A STRONG VOLUNTEER PROGRAM 
Coordinators of Volunteers of Anne Arundel County 



ο Volunteer Carnival  – featuring carni-
val games with lots of prizes. Volunteers 
earn tickets to play the games by their 
volunteer hours in the year. 

ο You are a Treasure—Use small treas-
ure chests filled with gold coin candies as 
centerpieces. Make invitations look like 
treasure maps. 

ª Hats Off to Volunteers—Use hats as a 
decorating theme. Invite volunteer atten-
dees to decorate and wear a hat. Award 
prizes for the best hats. Have staff mem-
bers wear hats the week/day of the recog-
nition event – and tip them each time 
they see a volunteer! 

ª The Essential Piece—Point out how 
essential volunteers are to your organiza-
tion. Decorate with jigsaw pieces, puzzles, 
crossword puzzles, etc. on tables. Make 
pins out of puzzle pieces spray painted 
gold. 

ª Mmmm, Mmmm, Good! - Use Camp-
bell’s soup as a theme! Purchase red and 
white coffee mugs to distribute. Serve 
soup for dinner. Use the soup cans with 
red and white carnations for table decora-
tions. You can even give out Campbell’s 
Soup recipe books, or Chicken Soup for 
the Volunteer Soul! 

ª Mardi Gras—Decorate with beads, 
coins and masks. Use pansies for center-
pieces – they are Mardi Gras colors! Use 
Cajun music for background music. 

ª My Volunteer Valentine Tea—Send 
out Valentine Day themed cards as invita-
tions. -Buy cups at the local dollar store. 
Fill them with tea bags and Valentine 
candy. 

ª Volunteers are Our Shining Stars—
Use Hollywood/Oscar Night as the begin-
ning of ideas for decorating and treating 
your volunteers! Use black, gold and white 
for your colors. Get a red carpet for the 
entry to the event. Have your staff act as 
‘paparazzi’ as volunteers enter! A digital 
camera and printer on site makes the 
event even more special as you hand out 
pictures as people leave. 

ª Our Volunteers Rock -Use a 1950’s 
rock and roll theme for decorating. 

ª Volunteers are Gems 

ª Use jewel tone colors to decorate. 

ª Beach Party-Use 
beach pails and shov-
els for centerpieces. 
You can use beach 
pails as part of your 
gift. Fill them with 
bright, inexpensive 
sunglasses, candy 
bars, bottles of bub-
bles, and a water gun 
with a note that said 
"Thanks for all your 
hard work! Now it's 
time to play!" 

ª Treasures in the Sand -Decorate with 
blue tablecloths, sand-colored napkins 
and beach treasures such as starfish. 

ª Magic of Volunteering—Use black top 
hats, magic wands and white gloves to 
decorate. 

ª A Royal Thank You—Use royal colors 
such as purple, gold and red to decorate. 
Use crowns and tiaras for centerpieces. 

ª Court Capers  (Submitted by Debra 
Cheek, Volunteer Coordinator, Moffitt 
Cancer Center) Volunteers were arrested 
for "giving freely of their time, talents, and 
treasures." The invitation was a warrant 
for their arrest, the event took place in a 
court room. There was a judge, a jury (of 
staff), a police officer (with a wonderful 
voice who sang a personalized song to 
the tune of "Thanks for the memories") 
and a baliff who sang "Here come the 
judge - Here come the judge". There were 
a few outstanding volunteers who were 
asked to stand and the volunteer coordi-
nator (in the witness stand) would state 
how they were guilty of the crime. The jury 
then voted "guilty" and the judge sen-
tenced them to a free dinner with door 
prizes. (The banquet room was right next 
door decorated with police hats, badges, 
etc. on the tables.) It was very different 
but very comical and enjoyable. 
 
 

ª The ABC’s of Volunteerism—Use a 
school theme to decorate. 

A stands for Appreciation. B stands 
for Benevolence. C stands for 
chocolate. Give out Hershey can-
dies – hugs and kisses. 

ª Volunteers are Worth a Million  
- Use a money motif – and deco-
rate in green. Develop your own 
version of the television game, So 
You Want to Be a Millionaire. 

ª You’re Worth Your Weight in 
Gold.—Decorate with gold 
colors. Use gold candy 
coins. 

ª Volunteers Make a 
World of Difference -Decorate with globes 
and maps. Serve foods from around the 
world. 

ª Volunteers Plant the Seeds of Kind-
ness -Decorate with flowers. Give volun-
teers packets of flower seeds. 

ª Volunteers Love to Share Their 
Thyme -Decorate with herbs. Give each 
volunteer a small pot of thyme – with a 
label stating the theme. 

ª Volunteers – Our Brightest Stars  Use 
stars to decorate. You can also use a 
movie star theme – with Oscars given out 
to volunteers. 

ª Snowflakes  Decorate with handmade 
snowflakes – each one labeled with the 
name of a volunteer. Display a 
poster/banner reading  "Just as every 
snowflake can add up to a blizzard, so 
every volunteer's contribution adds up to 
a storm of activity here. Thank you for 
your dedication". 

ª Volunteers are the ‘Heart’ of Our 
Organization . 

ª Many Hands Make Light Work 

ª Volunteers: Beauty in Motion  

ª Volunteers: A Symphony of Service 

ª Bring Beauty to Life: Volunteer 
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A theme gives a coordinating and thoughtful 
look to your recognition event! 

Themes for Recognition Events 



Growing a Strong volunteer program 

Inexpensive gift ideas 
• Fill gift bags with donated ob-
jects obtained from local mer-
chants. 
• Give out rolls of Lifesavers® 
with a note attached telling how 
volunteers are life savers!! 
• Purchase flat chocolate bars 
(such as Hershey’s). Make individ-
ual candy bar covers on your com-
puter. Cut the wrappers to size 
and tape them around the candy 
bars. 
• Collect crystal goblets 
throughout the year by visiting 
yard sales, thrift shop, etc. Enlist 
your friends and staff to help. Pur-
chase charms from places like the 
Dollar Store. Then, use this idea 
from Diane L. Hennessy, Director 
of Volunteers, South Florida Sci-
ence Museum, Florida. 
• When I gave my talk at the 
party, I had a goblet on the po-
dium. I explained that each guest 
that evening would go home with 
a special goblet. It wouldn't match 
anything else they had in the 
house. It was special. Each goblet 
was different than the others. 
Some were elegant and made 
beautiful music, some were more 
durable, but still beautiful. Each 
goblet brings its own uniqueness 
to the table. We had all sizes and 
colors of goblets. I told the volun-
teers, "when you sit and relax with 
your goblet filled with wine, tea, or 
special beverage, think of just 
how important you are to us. You 
too bring a special uniqueness 
and beauty to us. And when you 

look at the charm on your goblet, 
remember how we feel about the 
"charm" you have brought to our 
organization". 
• Digital photos of your volun-
teers can be made into a 
simple card using pub-
lishing software. Then, 
write a hand written per-
sonal note and send it to 
the volunteer. 
• Make framed 
quotes! Purchase inex-
pensive frames. Print out 
quotations about volun-
teerism on a computer. Frame the 
quotation, and give it to the appro-
priate volunteer. 
• Make up discount cards for 
volunteers. Write letters to all the 
merchants in your area. Ask them 
to offer a one-time discount on 
some part of their services or 
products. Design a Volunteer Ap-
preciation Card listing all the 
benefits donated. 
• Have students make special 
buttons/pins for volunteers. 
• Have students create artwork 
for volunteers. 
• Have students create note-
cards for volunteers. 
• Have students create book-
marks or magnets or door hang-
ers for volunteers. 
• Purchase inexpensive tote-
bags and have students decorate 
them using either fabric pens or 
iron-on crayon designs. 
• Trace two hands onto a plain 
piece of paper. Put the following 

on each hand – “Here’s a pat on 
the back for ______________ for 
all you do for us!” Make copies. 
Cut them out. Distribute them to 
staff and any other appropriate 

people. Invite anyone 
who wishes to give a 
public ‘pat on the back” 
to someone special to 
write that name on the 
handprint. Then, take 
the handprints and tape 
them up on a wall where 
all will see them. 
• Send letters of rec-

ognition to your volunteers’ place 
of work – either directly to their 
supervisor or through the Human 
Resources office. 
• Use a website such as 
www.motivationalquotes.com to 
send free postcards via email to 
volunteers. 
• Nominate a special volunteer 
for Volunteer of the Month – or 
any other award you can find. 
 

Special gift ideas 
• Make a donation in the 
name of the volunteer to 
his/her favorite charity. 
• Donate a book to the 
school library with a bookplate 
inside stating that the book is 
donated in the name of your 
special volunteer. 
• Develop a Wall of Fame 
where you display photos of 
volunteers. 
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Gifts for Volunteers 

Caption describing picture or 
graphic. 



Volunteers are the only human beings on 
the face of the earth who reflect this na-
tion's compassion, unselfish caring, pa-
tience, and just plain love for one an-
other. --Erma Bombeck 
 

Volunteers are not paid -- not because 
they are worthless, but because they are 
priceless. 
 

We ourselves feel that what we are doing 
is just a drop in the ocean. But the ocean 
would be less because of that missing 
drop. --Mother Teresa 
 

Snowflakes melt alone - but together they 
can be traffic stoppers! 
 

Teamwork allows common people to at-
tain uncommon results. 
 

Some people want it to happen, some 
wish it to happen, others make it happen. 
 

Never doubt that a small group of 
thoughtful, committed citizens can 
change the world; indeed, 
it's the only thing that ever 
has. --Margaret Mead 
 

We can do no great things 
-- only small things with 
great love. --Mother Teresa 
 

I was taught that the world 
had a lot of problems; that 
I could struggle and change them; that 
intellectual and material gifts brought the 
privilege and responsibility of sharing with 
others less fortunate; and that service is 
the rent each of us pays for living -- the 
very purpose of life and not something 
you do in your spare time or after you 
have reached your personal goals. --
Marian Wright Edelman 
 

I can't be found in myself; I discover my-
self in others. That much is clear. And I 
suspect that I also love and care for my-
self in others. --Hugh Prather 
 

If you want to innovate, to change an 
enterprise or a society, it takes people 
willing to do what is not expected. --Jean 
Ribould 
 

Giving kids clothes and food is one thing 
but it's much more important to teach 
them that other people besides them-
selves are important, and that the best 
thing they can do with their lives is to use 
them in the service of other people. --
Dolores Huerta 
 

We need love and creative imagination to 
do constructive work. --Paula Ollendorf 
 
No man or woman, even of the humblest 
sort, can really be strong, gentle, pure 
and good without the world being better 
for it; without somebody being helped and 
comforted by the very existence of that 
goodness. --Phillips Brooks 
 

The final test of a leader is that he leaves 
behind him in other men the conviction 
and the will to carry on . . . The genius of a 
good leader is to leave behind him a 

situation which common 
sense, without the grace of 
genius, can deal with suc-
cessfully. --Walter 
Lippmann 
 

Nothing is so contagious as 
example; and we never do 
any great good or evil 

which does not produce its like. --Francois 
de La Rochefoucauld 
 

No matter how big and powerful govern-
ment gets, and the many services it pro-
vides, it can never take the place of volun-
teers. --Ronald Reagan 
 
Throughout my life, I've seen the differ-
ence that volunteering efforts can make 
in people's lives. I know the personal 
value of service as a local volunteer. --
Jimmy Carter 
 

 

Service to youth is the rent we pay for the 
space we occupy on earth. --Jane Deeter 
Rippin 
 
How can we expect our children to know 
and experience the joy of giving unless we 
teach them that the greater pleasure in 
life lies in the art of giving rather than 
receiving. --James Cash Penney 
 
We make a living by what we do, but we 
make a life by what we give. --Winston 
Churchill 
 
I don't know what your destiny will be, but 
one thing I know: the only ones among 
you who will be really happy are those 
who have sought and found how to serve. 
--Albert Schweitzer 
 
I have been the recipient of love and ser-
vice, therefore I can love and serve. There 
is great satisfaction in service to others, 
in ... seeing people and their conditions 
change. --Clarence E. Hodges 
 
We seldom stop to think how many peo-
ple's lives are entwined with our own. It is 
a form of selfishness to imagine that 
every individual can operate on his own or 
can pull out of the general stream and not 
be missed. --Ivy Baker Priest 
 
We're put on this earth not to see through 
each other but to see each other through. 
--Anonymous 
 
If you want to lift yourself up, lift up some-
one else. --Booker T. Washington 
 
How wonderful it is that nobody need wait 
a single moment before starting to im-
prove the world. --Anne Frank 
 
 

The miracle is this - the more we share, 
the more we have. --Leonard Nimoy 

Page 12 Recognition 

A quotation can be the start of 

a great thank you note — or 

the idea for the theme of your 

next recognition event! 

Volunteer Quotations 



Growing a Strong volunteer program 

• Not everyone is a creative 
thinker… but you are. Thank 
you for seeing new ways to do 
what needed to be done. 

• Your dedication to seeing a 
project has made all the dif-
ference. 

• Few people have your vision. 
Thank you for showing others 
an alternate perspective. 

• Your ability to recognize and 
react to opportunity leads to 
success for all. 

• The service you provided ex-
ceeded all expectations. 

• Your personal commitment to 
our goals has inspired others 
to join in and help. We are 
further along the road to suc-
cess because of you. 

• Your dedication has shown 
that you can’t ride an elevator 
to success — you can only 
take steps, one at a time. 

• We recognize and appreciate 
your dedicated efforts. 

• When others were ready to 
admit failure, you steadfastly 
persisted. By refusing to fail, 
you contributed to the even-
tual success. 

• Thanks for coming to bat at 
the end of the ninth inning! 

• You wisely said, “I think I can. 
I think I can. I think I can.” 
And, you did!! Congratulations! 

• You faced many obstacles on 
this project. The way you ne-
gotiated them inspired all who 
worked with you. 

• Your perspective on what is 

truly important inspires all 
whose lives touch yours. 
Thank you for making us stop 
to “smell the roses.” 

• Each exchanged idea and 
every shared opportunity mag-
nifies the mutual respect we 
have for one another. 

• Your ability to listen to others’ 
ideas with concern and an 
open mind creates an environ-
ment of mutual respect where 
relationships flourish. 

• You took the time — and that 
has made all the difference! 

• It’s your careful attention to 
detail that makes you so spe-
cial. 

• You consistently “go the extra 
mile.” 

• When others rush headlong 
into new undertakings, you 
remain mindful of the finish-
ing touches that make a good 
job a superior job. 

• Thank you for taking the initia-
tive. Success can never be 
achieved unless someone, 
like you, has the vision and 
desire to initiate it. 

• Your objectivity sets you apart 
from other leaders, and 
makes you easy to share 
ideas with. 

• Two thumbs up! Your achieve-
ment is the direct result of 
your dedicated effort towards 
reaching our goal. 

• Your extra effort, dedication, 
insights and opinions are all 
extremely valuable to the suc-
cessful undertakings of this 

organization. 
• Your personal pride in your 

work is obvious… and never 
taken for granted.  

• What a great idea!! Thank you 
for sharing it with us!! 

• Your “whatever it takes” atti-
tude has made all the differ-
ence in this effort. 

• How do we thank someone as 
precious as you? 

• You will never know how much 
your efforts have made a dif-
ference for our organization. 

•  
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Phrases for Thank You Cards and 
Messages! 

Sometimes it isn’t easy to express grati-
tude—but it is ALWAYS worth the effort! 



Gather up some unlikely items. Put them 
in a Zip-loc® bag. Make an insert card 
that explains what the items mean. Voila! 
You have an instant and inexpensive way 
to show your gratitude or to give a gift to 
someone special—or someone who just 
needs a lift. Here is a list of items to 
choose from for your special gift bag. 

 
A Bag: To help you keep it all together 
Bandaid:  For healing hurt feelings -- yours 
and others.  To fix hurt feelings. To heal 
hurt feelings, either yours or someone 
else's. For when things get a little rough 
Button :  To button your lips when you 
have nothing good to say. 
Cotton Ball:   For the rough roads ahead, 
seek the cushioned support of your family 
and friends.  
Confetti:  To add some sparkle to your life. 
Confetti: To remind you to have fun ( You 
can make your own with pretty paper and 
a paper punch.) 
A Crayon : To color your day bright and 
cheerful  
Cup:   For when yours is overflowing. 
Eraser:  Everyone makes mistakes. That's 
okay, we learn by our mistakes. 
Golden Thread:   To tie hearts together in 
friendship. 
Jacks: Because you have to be a "jack" of 
all trades 
A magic wand:  For the miracles you're 
expected to perform 
Marbles:  To replace those you might lose 
from time to time. 
A Match: To light your fire when you're 
feeling burned out  
Paper Clip:   To clip everything together 
when it falls apart. 
Paper Clip:   To hold everything together 
when it falls apart.  
Paper Clip:   To help keep things together 
when they seem to be out of control. 
A Pin: To remind you to stay sharp  
Polished Rock:     A reminder that all 
things help to polish us. 
Puzzle Piece:  Without you, things would-
n't be complete. 
Piece of Rope:  When you reach the end of 

yours, this will keep you going a bit longer 
Rubber Band:   To keep you bouncing back 
and flexible. To stretch you beyond your 
limits.  Be flexible. Things might not al-
ways go the way you want. 
 
 A Small Smooth Stone: To remind you 
that the rough times help to refine and 
polish 
Star:  To remind you to shine and always 
try your best  
Spoon: for those you have to "spoon feed" 
Sponge: To soak up the overflow, when 
your brain is too full.  
Tissues: to wipe away the tears...yours 

and theirs. 
Toothpick:  To pick out the good in others 
including yourself. 
 
 

And Don’t Forget Candy!! 
 
Almond Joy:  You bring joy to our organiza-
tion every day! 
Bubble Gum: Stick with it and you can 
accomplish anything. 
Candy Kiss: Everyone needs a hug or a 
compliment everyday. 
Good & Plenty: We appreciate all the good 

you do – and you do plenty of it! 
Gum:  A reminder that friends stick to-
gether through good and bad. 
Gum: A reminder to think before you 
"chew" others out.  
Hug & Kiss:  To remind you that someone 
cares about you!! 
Lifesaver:  To remind you of the many 
times others need your help and you need 
theirs.  
Lifesaver:  For when you've had one of 
those days. 
M&M Amazing Peanut Butter: You are 
amazing! 
Mars  bars: To remind you that we think 
you’re out of this world! 
Mint: A reminder that you are WORTH A 
MINT!!!! 
One Hundred Grand:  You are worth more 
than a grand to us! 
A Smartie:  To help you on those days 
when you don't feel smart  
Starburst: To give you a burst of energy on 
days when you don't have any  
Snickers: To remind you to take time to 
laugh  
Sweet & Sour Tarts:   A reminder to appre-
ciate the differences in others. 
Take Five: Remember to take five for 
yourself! 
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Out of time? Can’t make your own ‘survival’ kits? 
You can order them from Positive Promotions! 

DIY Volunteer Gift Bags! 



Growing a Strong volunteer program 

Many volunteers and coordinators 
were kind enough to share their ideas 
for fun ways to recognize school vol-
unteers. 

 
∗ Volunteer Recognition Day at school 

with refreshments 

∗ Plant a garden (or flowers) in the 
volunteer’s yard to bloom every 
spring (a constant reminder) 

∗ Tickets to events to share with a 
child or a gift to share (book) 

∗ A tea or lunch at the school honor-
ing them for the monthly volunteer 
recognition 

∗ Dinner theater tickets or movie 
tickets 

∗ Run an ad in the local paper men-
tioning the volunteers’ names 

∗ End of the year volunteer break-
fast from the teachers 

∗ A “Getting to Know __________” 
insertion in the school’s monthly 
newsletter 

∗ At the spring tea at the school, 
have a Powerpoint presentation 
consisting of pictures taken of vol-

unteers throughout the year – as 
the volunteers come in, the pic-
tures are continuously running 

∗ Give a rose with a poem of appre-
ciation attached 

∗ Personalized, handwrit-
ten thank-you cards 
mailed to volunteer’s 
home after events 

∗ An evening out at a nice 
restaurant/banquet type 
of reception so that 
working parents who vol-
unteer can attend 

∗ Placing classified add to 
announce special volunteers in local 
newspaper 

∗ Send the volunteer with spouse or 
friend away for a weekend get away 

∗ A premium parking spot at the 
school 

∗ Picnic for the whole school; there-
fore all the students will recognize 
and thank them 

∗ Receive a free school yearbook 
∗ A gift certificate (donated by the 

school’s corporate sponsor) to a 

local business 
∗ A “volunteer of the month” board – 

photos change each month 

∗ Have a volunteer recog-
nition day at one of the 
local churches in the com-
munity 
∗ Have a Saturday night 
banquet at the school 

∗ Give them an honorary 
title they hold for one 
year 
∗ Have children do a pro-
gram, sing, recite poems, 

etc. to thank the volunteers. 

∗ Free tickets to school related 
events 

∗ Do a profile of a volunteer of the 
month in the school newsletter 

∗ Sponsor a volunteer appreciation 
night at local amusements (movies, 
ball games, etc.) 

 

ο Create a PowerPoint 
presentation showing vol-
unteers at work for your 
organization. Display this 
during the recognition 
event. 

ª Use songs that have 
gratitude as a theme for 
the background. 
Hold a potluck dinner. You 

ο Make crossword puzzles about your 
organization (you can use a website like 
http://www.crosswordpuzzlegames.com/
create.html to help you create one of your 
own). 

ο Make word search puzzles about 
your organization (you can use a website 
like 
http://www.armoredpenguin.com/wordse
arch/ to help you create one of your own). 

provide the basics such as drinks and 
paper products. Ask everyone to bring a 
dish and the recipe for the dish. Then, 
later, you can distribute a commemora-
tive recipe book! 
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Suggestions for Recognition for School Volunteers 

Ways to Make Your Recognition Event Special 

Make sure your event is really 
special by incorporating some fun 
activities! 

Interesting Ideas Shared About 
Recognizing School Volunteers! 



• 101 Tips for Volunteer Recruitment, 1988, Steve McCurley and Sue Vineyard, ISBN 0-911029-13-3 (out of 
print) 

• Evaluation with Power, 1995, Sandra Trice Gray and Stacey Hueftle Stockdill, produced by Independent Sec-
tor—companion to A Vision of Evaluation  (out of print) 

• Measuring Program Outcomes, 1996, United Way of America, Item number 0990 
• Secrets of Motivation: How to Get and Keep Volunteers and Paid Staff!, 1991, Sue Vineyard, ISBN 0-911029-

32-X (available at amazon.com) 
• Stop Managing Volunteers! New Competencies for Volunteer Administrators, 1996, Sue Vineyard, ISBN 0-

911029-44-3 (available at amazon.com) 
• The Volunteer Development Toolbox, 1993, Marilyn MacKenzie and Gail Moore, ISBN 0-911029-41-9 
• Volunteer Management Audit , 2003, Susan Ellis, United Way of America, Community Partnerships and Vol-

unteer Initiatives (available at Energizeinc.com bookstore) 
• Volunteer Management: Mobilizing all the Resources of the Community, 1996, Steve McCurley and Rick 

Lynch, ISBN 0-911029-45-1 (available at Energizeinc.com bookstore) 
• “The Volunteer Management Report” - a monthly publication  

• Contact Information: 
The Volunteer Management Report 
Stevenson Consultants, Inc.  
P.O. Box 4528, Sioux City IA 51104 
www.stevensoninc.com 
712-239-3010 

The Gardener’s Guides: Resources We Know and Love 
Books and Other Print Media 



8 http://www.charitychannel.com  
8 Volunteer Maryland: www.volunteermaryland.org 

• Find out about volunteer coordinator positions and nonprofit partnerships available each year. 
8 Corporation for National and Community Service: www.nationalservice.gov 

• The federal agency that funds and oversees all AmeriCorps programs. The website has great resource 
links for nonprofits and individuals as well as local program information. 

8 Energize, Inc.: www.energizeinc.com 
• Susan J. Ellis’ site, ‘especially for leaders of volunteers.’ Includes a volunteer management bookstore, 

library, referral network, job bank, monthly essays with responses welcomed, etc. 
8 E-Volunteerism: www.e-volunteerism.com 

• This is the ‘electronic journal of the volunteer community’ edited by Susan J. Ellis and Steve McCurley. 
It includes articles, discussion groups, and more related to the field of volunteer management. You can 
preview articles for free, but paid membership/subscription and login is required to fully access all arti-
cles. You can also purchase articles individually. 

8 Maryland Association of Non-Profit Organizations: www.marylandnonprofits.org 
• Maryland’s state association of nonprofit agencies. It offers great monthly resource mailing, annual con-

ference, and regular training on volunteer and nonprofit management issues. 
8 Points of Light Foundation: www.pointsoflight.org 

• Points of Light Foundation’s mission is to engage more people effectively in volunteer community ser-
vice to help solve serious social problems. 

8 Service Leader’s Virtual Volunteering Project: www.serviceleader.org/new 
• Provides information about Virtual Volunteering. Virtual Volunteering is volunteer work done by people 

via the internet. For example, volunteers provide technical assistance via email or use cyber technology to 
tutor students or visit the homebound. 

8 Volunteer Today: www.volunteertoday.com 
• Managed by volunteerism consultant Nancy Macduff, this site is an electronic gazette for volunteerism. 

Particularly helpful is the current news in the field and a calendar of events. 
8 www.baudville.com—for recognition tips 
8 www.volunteergifts.com—for recognition gifts 
8 www.thankscompany.com—for recognition gifts 
8 www.voluncheer.com—for recognition gifts 
8 www.presidentialserviceawards.gov 
8 www.anopenheart.org—for recognition gifts 
8 www.orientaltrading.com—for recognition gifts 
8 www.dollartreedirect.com—for recognition gifts 
8 www.motivationalquotes.com—for free motivational ecards as well as great quotes 
8 www.positivepromotions.com—for recognition gifts 
8 VolunteerMatch.com 
8 BuildBridges.com 
8 Toleadistoserve.com 
8 1-800-Volunteer.com 

The Gardener’s Guides: Resources We Know and Love 
Crusing the Web 


