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1.1 Buckground

The Rural Development Organization (RDO) recognizes volunteers us essential partners jn
achieving its mission to strengthen communities through integrated protection-centered
development, This document establishes comprehensive guidelines for the systematic selection,
training, and management of volunteers across RDO's five strategic sectors: Protection, Economic
Development, Humanitarian Aid, Disaster Risk Reduction & Climate Change Adaptation, and

Orgunizational Development,

1.2 Purpose and Objectives
This guideline aims to:
o Establish standardized procedures for volunteer recruitment, selection, and training
o Ensure volunteers are equipped with necessary skills and knowledge
«  Creafe sustainable volunteer management systems that enhance program effectiveness
o Promote inclusive volunteer engagement that reflects community diversity
+  Alignvolunteer activities with RDO Strategic Plan 2025-2030 .

1.3 Scope and Application
This document applics to:
o.. AILRDO staffinvolved in volunteer management
. Community volunteers across Charsadda, Buner, and Swabi districts
« Youth and Women Collective members
+ Protection Champions and Community I’nurgcncy Rupun% l‘unm members
+ Specialized volunteers (climate champions, trainers, ele,)
1.4 Principles

Inclusion and Diversity: Promoting equal opportunities regardless of gender, ethnicity, religion,
or socioeconomic status

Community Ownership: Ensuring volunteers represent and are accountable to their communities
Capacity Building: Investing in volunteer development for sustainable impact
Protection: Maintaining safeguarding standards for vulnerable populations

Recognition: Acknowledging volunteer contributions and providing appropriate support

2. LEGAL FRAMEWORK AND COMPLIANCE

2.1 National Legal Framework
(0 Constitution of Pakistan (1973)
[ Voluntary Social Welfare Agencies (Registration and Control) Ordinance, 1961
[. KPNGO Registration Act, 2021
(7 Pakistan Centre for Phllnnlhropy(l’Cl’ ) Standards . : [
' N
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2.2 International Standards
I Universal Declaration of Human Rights
[ UN Volunteer Programme Guidelines
[ International Association for Volunteer Effort (IAVE) Standards
(1 Core Humanitarian Standard (CHS)
(. Sphere Standards for Humanitarian Action

2.3 Child Protection and Safeguarding

All volunteers must comply with: -~
+  RDO Child Protection Policy SRS N ¥ A
+  Safeguarding procedures for vulnerable adults & af
Background verification requirements P
»  Mandatory reporting obligations

2.4 Gender Equality and Non-Diserimination
Adherence to: ;
‘ « Gender Equality and Social Inclusion (GESI) Policy’
o Anti-harassment and anti-discrimination procedurcs
o Cultural sensitivity requirements
« Women's participation promotion strategics

3. VOLUNTEER CATEGORIES AND ROLES
3.1 Community Volunteers : ‘
Definition: Local community members providing ongoing support to RDO programs
Primary Roles:

+ Community mobilization and awareness

« Data collection and monitoring support

o Beneficiary-identification and outreach

« Local coordination and liaison

Commitment: 4-8 hours per week, minimum 6-month ¢ngagement
. - il
‘ Target Numbers: 300 volunteers across three districts (100 per district) A
3.2 Protection Champlons | . .
Definition: Trained community leadérs sp'c§iali7.'jng in protection monitoring and responsg, s, ceulive 3
Primary Roles: i ~= RD(
+ Protection incident identification and reporting
« Community-based protection system implementation

» Referral facilitation to specialized services
« Protection awareness and education delivery

‘)]l viloe

Commitment: 8-12 hours per week, minimum 12-month engagement
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3.3 Youth and Women Collective Members
Definition: Organized groups focusing on youth and women's empowerment activities
Primary Roles:

«  Peer education and suppon

o Skills training facilitation

«  Economic empowerment program implementation

o Community advocacy and representation

Commitment: 6-10 hours per week, ongoing cngagcmcnt
Target Numbers: 200 YWL mcrnbm (100 yauth/ 100 womcn)}

3.4 Emergency Response Vuluulcen /
Definition: T, r.uncd community members for humanitarian rcspunu. and disaster preparedness

Primary Roles:, p
« Emergency prcpar«.dnc»s and response p s
«  First aid and basic medical sbppont \ 4 . |
( «  Evacuation and relief dulnbulmn a-imlanu. Y, 7
. l'ow(lls.wlcr needs assessment support -

Commitment: On-call basis, minimum 24-month engagement
T nrg,u Numbers: 1,200 crncrgtncy volunteers (400 per dls!m.t)

3.5 Cllmulc Chumplrms _
Definition: Community-based climate mfmnuuon dussc.mmawrb and adaptation Jeaders
Primary Roles:

« Climate information dissemination

o Climate-smart agriculture promotion

«  Early warning system operation

»  Climate adaptation activity implementation

Commitment: 6-8 hours per week, scasonal variations
Target Numbers: 600 climate champions (200 per district, 60% women)

‘ 3.6 SKills Training Facilitators
Definition: Experienced community members supporting vocational training delivery

Primary Roles:
o Practical training session fac1limt|on. ¥,

«  Mentorship and coaching support ' * - 1 ¥ L ‘ e
« Skills assessment and certification support ve Digees
o Market linkage facilitation accutiy

Commitment: 12-16 hours per week during training cycles
Target Numbers: 150 training facilitators across all skill arcas

3.7 Specialized Volunteers
Definition: Individuals with specific technical expertise supporting program implementation
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33 Youth and Women Collective Members
Definition: Organized groups focusing on youth and women's empos erment aCtivities
Primary Roles:

e Peer education and suppon

« Sklls trzining facilitation

+ Economic empowerment program implementation

+ Commuaity advocacy and representation

Commitment: 6-10 hours per week, ongoing engagement
Target Numbers: 200 YWC memory U0 youth; 100 oS

3.4 Emergency Response \ ohm«-rs
Definition: Tmncd community members for humanitanian response and disaster preparadness
Primary Rolesz
. Etmm:ncy prcpamdncss and response
« First aid and basic medical suppont t
» Evacuation and relief distribttion assistance -
. Post-dxsaslcr needs assessment Support
Commitment: On-cali basis, minimum 24-month engagement
Target Numbers: 1,200 emergency volunteers (400 per district)
35 Chmate Champions
Definition: Community-based climate information dlsscmum:ors and adapraton leaders
Primary Roles:
¢ Climate information dissemination
o Climate-smart agriculture promotion
» Early waming system operation
» Climate adaptation 2ctivity implementation

Commitment: 6-8 hours per week, scasonal variations
Target Numbers: 600 climate champions (200 per district, 60% women)

3.6 Skills Training Facilitators
Definition: Experienced community members supporting vocational training delivery
Primary Roles:

o Practical training session facnlmnm P ITIA TS

+ Mentorship and coaching support ' L AAARE _ i

+ Skills assessment and certification support o DRrEss

«  Market linkage facilitation paccutive W o
——=RDO

Commitment: 12-16 hours per week duning training cycles
Target Numbers: 150 training facilitators across all skill areas

3.7 Specialized Volunteers
Definition: Individuals with specific technical expertise supporting program implementation
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Categories:
o Legal ald volunteers
o Health workens
o Apncultural extension volunteers
o Digital literacy trainens
o Fumancial inclusion facilitators
Commitment: Vanable based oa specialization and program peeds

Page 50120

4. SELECTION CRITERIA AND PRO( l\\

4.1 General Selection Criteria

4.1.1 Mandatory Requirements

Age: 1868 years (flexible based on role and local context)

Revidency: Must be resident of target community for munimium 2 years
Language: Proficiency in local language {Pashto Urdu) and basic lnmw
Availability: Able to commit required ume and duration

Character: Good standing in commumty with no cruminal recond
Health: Physical and mental capacity to perform volunteer dutics

\.\\\\\

4.1.2 Preferred Qualifications
v Education: Minimum primary education, secondary prefered
Experience: Previous community work or volunteer experience
-SKills: Relevant techmical skills for specialized roles
Networks: Strong community connections and relationships
Communication: Good interpersonal and communication skills

413 Gender-Spccmc Considerations pa W

L N

Women Volunteers:
o Family support for participation required
» Flexible scheduling accommodating domestic responslbdmcs
o Safe transportation and meeting arrangements
o Childcare support where possible

Male Velunteers:
o Commitment to gender equality and women's participation
o  Willingness to support women's empowerment activitics
+ Understanding of cultural sensitivity requirements | A

4.2 Selection Process

4.2.1 Phase 1: Community Mapping and Outreach (2 weeks)
Step 1: Community Consultations

» Meetings with community leaders and elders

+ Consultations with Youth and Women Collectives

+ Religious leader engagement sessions

« Stakeholder mapping exercises

ZFD@@/‘/ i
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Step 2: Volunteer Opportunity Dissemination
« Community announcements through mosques, schools, and markets
+ Information sessions in accessible community venues
+  Outreach through existing networks and organizations
»  Multi-language information materials distribution

Step 3: Application Collection
*  Volunteer application form distribution and collection
* Information verification and preliminary screening
«  Community nomination process facilitation
o Interest and availability confirmation F oo

4.2.2 Phase 2: Screening and Assessment (3 weeks)

Step 1: Document-Verification
o Identity, document verification -
. Charactcr reference checks (2-3 rcfurcncu requlrcd)
. Background verification through commumly sources’ i
’ Educ.mon and skill credential review ‘)

Step 2: Interview Process
Individual Interviews (45 minutes):
- Moli\":ilipn and commitment assessment
+ Communication skills evaluation
« Community knowledge and understanding’
+  Problem-solving and decision-making abilities
« Cultural sensitivity and inclusion awareness

Group Interviews (60 minutes):
« Teamwork and collaboration skills
« Leadership potential assessment
+ Conflict resolution capabilities
+ Stress management and resilience

Step 3: Practical Assessment
+ Role-specific skill demonstrations
« Community interaction observation

+ Basic literacy and numeracy testing (where relevant)- a
o Technology comfort level assessment- - culive m‘ﬁ“?
4.2.3 Phase 3: Selection and Approval (1 week) RDO

Selection Committee Composition:
+ RDO Program Manager (Chair)
+ Relevant Sector Specialist
« Community Representative

- 3
«+ District Coordinator ¢
« Gender/Protection Specialist « -
g .(0 W v
== kﬁé” é?
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Scleetlon Criterin Scorlng:

Community standing and aceeptance (25%)
Relevant skilly and experience (20%)
Commitment and availability (20%)
Communication and interpersonal skills (15%)
Alignment with RDO values (10%)

Growth potential and leadership capacity (10%)

Flnnl Approval Process:
o Selection committee recommendationy’
o Program Manager approvalh
o lixecutive Director final nuthorization
o Community notification and nceeptance

4.3 Specinl Selection Procedures
4.3.1 Protection Champlons P L} 7\ J

Additlonnl Requirements:
o Démonstrated community respect und trust
o Understanding of confidentiality and protection principles
o Willingness to handle sensitive cases
«  Commitment to child and adult sufegunrding

Enhaneed Sereening:

o Lxtended background checks

o Child protection training prerequisite
Psychological readiness nssessiment
Community endorsement requirement

4.3.2 Emergency Response Yolunteers

Additional Requirements:
+ Physical fitness for emergency response activities
o Availability for emergency deployment

Basic first aid knowledge (preferred)

Stress management capabilities g Pon

Specinlized Testing:
o Physical fitness assessment

« Emergency simulation exercises
+ Rapid decision-making tests
o Team coordination evaluation

SR
?\
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4.3.3 SKkills Tralning Facllitators

Additional Requirements:

?" +  Demonstrated expertise in relevant trade/skill
» Teaching or training experience

« Technical certification (where applicable)

» Market knowledge and connections

Technical Assessment:
o Skill demonstration and evaluation
o Training methodology understanding
« Adult learning principles knowledge
. Culluml adaphuon capabilitics ¥y »

b

‘ 5.1 Training Philosophy and Approach

5.1.1 Core Principles
v'_Adult Learning: Respecting volunteer experience and knowledge
v Participatory Methods: Engaging volunteers as active participants
v, Practical Application: Emphasizing hands-on Jearning and skill practice
v Cultural Sensitivity: Adapting training to local contexts and values
v" Continuous Learning: Promoting ongoing development and improvement

5.1.2 Training Modalities '

Face-to-Face Tralning: Primary modallty for core training modulcs
Field-Based Learning; Practical experience and mentorship

Peer Learning: Volunteer-to-volunteer knowledge sharing

Digital Learning: Online and mobile-based supplementary training
Mentorship Programs: Ongoing support and skill development

S NENE SN N

5.2 Core Training Curriculum

5.2.1 Foundation Training Program (40 hours - 5 days)

Module 1: RDO Orientation (8 hours) . | ‘
« RDO history, mission, vision, and values
« Strategic Plan 2025-2030 overview (747
« RAISE Project introduction and objectives

Organizational structure and key personnel
Volunteer rights, responsibilitics, and expectations

¢ Paveee
plive
i

aeey

Module 2: Community Development Principles (8 hours)
« Community-centered development approaches
» Asset-Based Community Dcvclopmem (ABCD) methodology

— D05 4 e B
crmer e Lk
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« Participatory development principles
¢  Social mobilization techniques
+ Cultural sensitivity and inclusion

Module 3: Protection and Safeguarding (8 hours)

¢ Child protection principles and procedures
Adult safeguarding and vulnerable population protection
Gender-based violence awarencss and response
Confidentiality and information management
Incident reporting nnd rcsponsc 'pr()locols' ] Vo

)
¥ &

4

Madule 4: Communication and lntrrpcrsmml Skills (8 hours)™

Effective communication techniques e/,

e Active llsl\cmnb g and empathy :
+  Conflict resolution and mediption - : y
«  Cultural communication considerations f

L

Commumty feedback and complum(s handling

Module’ 5: !lenl(h, Safety, and Well-being (8 hours)
« Pérsonal safety and sccurity protocols
. First aid basics and emergency response
o Stress management and sclf-care
«  Volunteer support systems and resources
+ Health and sufety reporting procedures

5.2.2 Sector-Specific Training Programs

Protection Sector Tralning (60 hours - 7.5 days)
Advanced Protection Training (32 hours):

Protection monitoring and incident management
+ Community-based protection mechanisms

+ Case management principles and procedures
.
L]

Referral pathways and service mapping
Legal awareness and documentation support

Specialized Protection Training (28 hnurs)

+ Gender-based violence response :

+ Child protection and family support « 4

« Mental health and psychosocial support

+ Refugee protection and integration s

+ Prolection in emergency contexts aatiye Pares

Tgency k _\uu\\R“O s

Economic Development Training (48 hours - 6 days)
Market-Driven Development (24 hours):

» Market assessment and value chain analysis (
» Skills development and vocational training support ol
‘ v A },U }/(//
o
__,;.df-'s @
efinlrperso "
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« Business development and entreprencurship
« Financial inclusion and savings group management
« Digital literacy and technology integration

Women's Economic Empowerment (24 hours):

o Gender and economic development
Women's cooperative development
Home-based business support
Financial literacy and planning
Market linkage facilitation

Humanitarian Ald Tralning (56 hours - 7 days)
Emergency Preparedness (28 hours):

o Disasterrisk asscssment and planning

5 Commumly emergency response systems

. Ear]y warning and communication  § ]

+  Emergency supplics mnnagcmcm YA 4

v l:vacuauon and shelter procedures =" s
Hmnanira’riun Response (28 hours):

«.. Humanitarian principles and standards

. N(.cds assessment and response pl.mnmg

« Reliefdistribution and beneficiary targeting

+ Post-disaster recovery and rehabilitation

« Humanitarian coordination mechanisms

Climate and DRR Trainlng (52 hours - 6.5 days)
Climate Change Adaptation (26 hours):
« Climate change science and local impacts
» Climate information and carly warning systems
o Climate-smart agriculture and livelihoods
+ Community adaptation planning
o Climate-resilient infrastructure

Disaster Risk Reduction (26 hours):
+ Hazard identification and risk mapping
« Community-based disaster risk: sredugtion, |,
+ Structural and non-structural mltlganon AR
« Preparedness planning and response
+ Recovery and build-back-better principles

5.3 Specialized Training Modules

5.3.1 Leadership Development Program (24 hours)

Target Group: High-performing volunteers with leadership potential

Content Areas:

Page 10 of 20
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o Leadership styles and community leadership
Team building and volunteer management
Strategic thinking and planning

Advocacy and community representation
Innovation and change management

5.3.2 Training of Trainers Program (32 hours)
Target Group: Volunteers selected to become training facilitators
Content Areas:
+ Adult learning principles and methodologies
o Training design and cumculum development
« Facilitation skills and techniques
« Assessment and evaluation methods
« Training'material development

5.3.3 Digital Skills and Technology Training (16 hours)
f Target Group: All volunteers (mandatory for certain roles)

Content Areas:
» Basic computer and smartphone skills
. Dlgltal communication tools
+.. Data collection and reporting systems ¥ )
+ Online safety and privacy ‘
+ Digital financial services

5.4 Refresher and Advanced Training

5.4.1 Quarterly Refresher Training (8 hours per quarter)
Format: District-level workshops with sector-specific sessions
Content:
« Skills reinforcement and new technique introduction
 Program updates and policy changes
» Peer leaming and experience sharing
¢ Problem-solving and case study analysis
‘ « Recognition and motivation sessions

5.4.2 Annual Advanced Training (16 hours)
Format: Multi-district intensive training w1th expert facnhtators

Content: :
« Advanced technical skills development s 5
« Innovation and best practice sharing ct“\\w 0 /
» Leadership and career development SAETRD

o Partnership and networking opportunities
+ Certification and accreditation pathways

5.5 Training Implementation
5.5.1 Training Schedule and Calendar
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Phase 1: Foundation Training
» New volunteer cohorts: Monthly intake
 Duration: 5 consecutive days
+ Location: District-level training centers

Phase 2: Sector-Specific Training
« Delivery: Within 4 weeks of foundation training completion
« Format: Modular delivery over 2-week period
»  Support: Mentorship during practical application
RRE RS
Phase 3: Ongoing Development! |
* Refresher training: Quarterly
+ Advanced training: Annual
J Spccializcd training: As needed based on role requirements

5.5.2 Trammg Delivery Methods
f v" Theoretical Sessions: Interactive presentallons with visual aids
v Practical Exercises: Role-playmg, simulations, and case studies
v Tield Practice: Supervised community-based applications
v Peer Learning: Group discussions and experience sharing
v, Expert Sessions: Guest speakers and technical specialists

5.5.3 Training Materials and Resources

Participant Manuals: Comprehensive guides in local languages
Visual Aids: Culturally appropriate illustrations and infographics
Digital Resources: Mobile-compatible learning materials
Practice Tools: Checklists, forms, and job aids

Reference Materials: Technical guides and resource directories

AN N RN

5.6 Training Quality Assurance
5.6.1 Trainer Qualifications
v' Master Trainers: RDO staff with minimum 3 years experience and TOT certification
v' External Facilitators: Subject matter experts with proven training experience
(‘ v' Community Trainers: Experienced volunteers with TOT certification
v' Technical Specialists: Sector experts for specialized modules

5.6.2 Training Standards '
v Trainer-Participant Ratio: Maximum 1:20 for theoretical sessions, 1:12 for practical

v' Training Environment: Safe, accessible, and culturally appropriate venues
v' Material Quality: Professional, accurate, and culturally sensitive content
v Assessment Methods: Pre and post-training knowlcdge and skill assessments

<

D - v
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6, MANAGEMENTAND SUIERVISION

0.1 Management Sructure

6.1 1 Ovgantzational Hlernrehy

Executive Divector b= Program Manager b= Sector Specialists L Distriet Coordinators
b Bl Supervisom == Vulunteers

6.1.2 Roles nnd Responsibilitles
PProgram Manager:
o Overall volunteer program pversight* ¢ 7 1
o Policy implementation und compliance ‘
+  Resource allocation and planning
. l‘crl‘mmuucu monitoring and evaluation
Sector Spn‘lullxlﬁ‘
»  Technical supervision and huppnll

b i 4 i
o Sectorspecitle training delivery, 7 % / s
«  Quality assurance and standards *
« Innovation and best practice development g

Distriet Coordinntors:
o District-level volunteer management
«  Community Haison and relationship m.m.nyvmcm
o Local implementation oversight
«  Conflict resolution and problem-solving

Fleld Supervisors:
e Direct volunteer supervision and auppmt
« Field activity coordination

Mentorship and coaching

Data collection and reporting

L

6.2 Supervision Framework’

2.1 Supervision Principles

v" Regular Contact: Consistent communication and check-ins

v Supportive Approach: l’mhlcm-ﬂolvmg and capacity building focus
v Two-Way Communlication: Volunteer feedback and input encouraged
v
v

Goal-Orlented: Clear expectations and objective setting e
Recognition-Based: Acknowledgment of contributions and uchievementy;, A ul;\ :“‘(‘)‘"i‘“"
6.2.2 Supervision Schedule
v Weekly Check-Ins: Brief communication via phone/SMS/WhatsApp
v Bi-weekly Field Visits: Direct observation and support
v Monthly Meetings: Formal supervision sessions with documentation

v Quarterly Reviews: Comprehensive performance and development planning )
/
. '“'\I ).)‘
s Bl ; s

[l e “
IS -,
o Fgune’ o b’

Ay .



. ‘n‘\'{»'lunleer Selection and Tralning Guidelines & Procedures Page 14 of 20

6.3 Support Systems
6.3.1 Technical Support
v Mentorship Program: Painng new volunteers with experienced mentors
v Resource Library: Access lo reference matenals and technical guides
v Expert Consultation: Regular access to sector specialists
v Peer Networks: Volunteer groups for mutual support and learning

6.3.2 Administrative Support
v Documentation Assistance: Help with record-keeping and reporting
¥ Transportation Support: Assistance with travel to training and activities
v Communication Support: Mobile phone credit and intemet access
v Material Support: Necessary supplies and equipment provision

6.3.3 Personal Support
v Counseling Services: Access to professional counseling when needed
v Stress Management: Support for\olunlcer well-being
¢ Family Engagement: Involying families in volunteer recognition
v Flexibility: Accommodation of personal circumstances and constraints

5

oy

7. RIGHTS, RESPONSIBILITIES AND CODE OF CONDUCT
7.1 Volunteer Rights

7.1.1 Training and Development Rights

« Right to receive comprehensive orientation and training

« Access to ongoing skill development opportunities

+ Regular supervision and mentorship support

o Clear role descriptions and performance expectations

7.1.2 Protection and Safety Rights
» Safe working environment and appropriate safety measures
« Protection from harassment, discrimination, and exploitation
+ Confidentiality of personal information
+ Support in case of work-related incidents or accidents

7.1.3 Recognition and Participation Rights
» Recognition for contributions and achievements
+ Meaningful participation in rclevant decision-making
¢ Access to feedback mechanisms and complamts procedures i}
» Opportunity for career development and advancement oo

|-_\\‘L'\ll\\ v

7.1.4 Support and Resources Rights T i
» Access to necessary resources and materials
+ Reimbursement for approved expenses

« Communication and coordination support

» Flexibility to accommodate personal circumstances ‘
g 3
r‘s““
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/ 7.2 Volunteer Responsibilities
/ ' 4 7.2.1 Professional Responsibilities
) « Commitment to RDO's mission, vision, and values
4 + Adherence to professional standards and quality requirements
+ Timely completion of assigned tasks and responsibilitics
o Continuous learning and skill development

7.2.2 Community Responsibilities
« Respectful and inclusive engagement with all community members
» Cultural sensitivity and appropriate behavior +
+ Confidentiality of bencficiary information
+ Promotion of communily ownership and participation

7.2.3 Orgamzatlonal Responsibilities
. Comp]lancc with RDO policies and procedures
+ Accurate documentation and reporting '
« Appropriate use of RDO resources and materials
€ + Representation of RDO in a positive and professional manner

7.3 Code,of Conduct
7.3.1 Core Principles
v Integrity: Honesty, transparency, and ethical behavior in all actions
v "Respect: Treating all individuals with dignity and cultural scnsitivity
v Accountability; Taking responsibility for actions and their consequences
v Professionalism: Maintaining high standards in all interactions
v Confidentiality: Protecting sensitive information and privacy

7.3.2 Behavioral Standards

Do's:
o Treat all people with respect and dignity
+ Maintain professional boundaries with beneficiaries
« Report concerns or incidents promptly
« Use resources responsibly and transparently
o Seek help when unsure about procedures

(( Don'ts:

«+ Discriminate based on gender ethmmty, religion, or othcr characteristics
« Accept gifts or favors from bcnef iciaries | sy ¢i 0
« Share confidential information mappropnately
« Use position for personal gain
« Engage in harassment or inappropriate behavior

7.3.3 Safeguarding Requirements gxecutive D :L‘
Child Protection: —==RD

« Never be alone with a child unless absolutely necessary

« Report any suspected child abuse or neglect immediately

+ Maintain appropriate physical and emotional boundaries

« Obtain proper consent for photos or interviews involving children :
) O F a2
chasme's"
RDO Buner s
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Adult Vrateetlons
o Jespoct atiimenny snd decisicnnaking Ay
o Protset vilnerably sdalts from wniss snd s2piaitatin
o Maintuin cnfidemiality of personsl infottmation
v Ensury infotied consent fuf paticigation

74 Disciplinury Procedures
T4 Vialatlan Categurles

Voup 1 o/ 1ty

o Minor Violutlonss Luteness, miner poliy ioni-Comphiancs, oot st v
[ Major Viotutlonss yscrimination, smisuss vf gt gss, Yicah of omfaetinisy

L Berlous Viotations; Vehud, thnive, hatassment, srics silaty dioatins
74,2 Disciplinary Vroeess :
Step 15 Informal Discussion
Imimediate supervisor nddrospes thie 55t
Volupteer has apportunity 1o cxplaim L !

Astion plan developed for imgrivement /
Documentation of discussion and agrecinents

. @ @

Step 25 Formal Warning

o Written viarning documenting the violation
Clear expectations for imptovement
Timeline for corrective agtion
Support and traming provided 45 negded

. - -

Step 3: Suspenslon

Temporary suspension of volunteer activities
Investigation of serious violations

Due process and fair heating provided
Decision on continuation or tesmination

-

Step 4: Termination
o Final decision o end volumeer redationship
o Clear documentation of reasons

Opportunity for appeal process

Transition of responsibilities and activities

Fie 9 i &

8. RECOGNITION AND SUPPORT SYSTEMS

8.1 Recognition Framework
8.1.1 Recognition Principles
v Meaningful: Recognition that acknowledyes specific contributions
v Timely: Recognition provided soon after achievements
v Inclusive: Recognition opportunities for all volunteers
v Varied: Multiple forms of recognition 1o suit different preferences

7 Community-Based: Recognition that involves and values comgnunity input

= “/(-@"‘ f’ﬁj /%
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£y 8.1.2 Recognition Levels

y 4 Individual Recognition:

Volunteer of the Month awards

Achievement certificates for training completion
Letters of appreciation for exceptional service
Professional references and recommendations

Community Recognition:

L}

Public acknowledgment at community events
Features in newsletters and social media
Community upprcunuon ceremonics
Recognition by t.ommumly leaders

Organizational Rocug,nltlon.

@

Annual volunteer appreciation events
Vulumur excellence awards’
Proluwmn.\l development opportunitics
C.m.cr advancement pathways

8.2 Support Systems
8.2,1 Financial Support

v Transport Allowance: Reimbursement for travel to training and activitics
v Communication Support: Mobile phone credit for volunteer coordination

v Training Materials: Free provision of necessary learning materials

v Equipment Support: Busic tools and supplics for volunteer activities

s

8.2.2 Capacity Building Support

v Skill Development: Ongoing training and certification opportunitics

v Leadership Development: Programs for volunteer advancement
v Educational Support: Scholarships and educational opportunitics

v

Career Guidance: Support for professional development

8.2.3 Personal Support
Flexible Scheduling: Accommodation of personal and family commitments

(€ &

v
v
v

Family Engagement: Involving families in volunteer activities
Wellness Support: Access to health and counseling services
Social Support: Volunteer ncfworks’ and peer support groups

. - | | : < \ R

8.3 Carcer Development Pathways
8.3.1 Volunteer Advancement Opportunities

v Senior Volunteer Roles: Leadership positions within volunteer structureyeculive
I [

RN NI

Training Facilitator: Opportunities to become certified trainers

Program Assistant: Part-time paid positions for outstanding volunteers

Full Staff Positions: Priority consideration for regular employme
) Qb\
¢ —— %
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8.3.2 External Opportunities
v University Partnerships: Scholarship opportunities for higher education
v Partner Organization Opportunities: Referrals to partner organizations
v Network Opportunities: Connections to broader development networks
v" Reference Support: Professional references for external opportunitics

9. MONITORING AND EVALUATION

9.1 M&E Framework
9.1.1 Key Performance Indicators
Recruitment and Retention: I
*  Number of volunteers recruited and tr.um.d by category
« Volunteer retention rate by sector and district -
«  Demographicprofile of volunteer base (gender, age, cduwtlon)
+ Time to'recruitment and onboarding completion ' -’_, '
Capacity and Performance:
+ Training completion rates and assessment scores
» Volunteer activity completion rates
+ Quality of volunteer-delivered services
. Communily satisfaction with volunteer services

lmpuctnnd Outcomes:
. Contnbuuon to program outcome indicators
. Commumty capacity building achievements
+ Volunteer skill development and advancement
« Sustainability of volunteer-led activitics

9.1.2 Data Collection Methods
Quantitative Data:
» Volunteer database and activity tracking systems
+ Training attendance and assessment records
+ Service delivery statistics and quality metrics
« Beneficiary feedback surveys and satisfaction scores

Qualitative Data;
+ Focus group discussions with volunteers and communities
« In-depth interviews with key stakeholders , .

»  Most significant change stories and ¢ase studies

+ Observation reports and field visit documentation e
\\\" 0/
9.2 Monitoring Procedures IRCRTAY,

9.2.1 Regular Monitoring
v" Monthly Activity Reports: Volunteer activity tracking and progress reporting
v Quarterly Performance Reviews: Comprehensive assessment of volunteer contributions
v Semi-Annual Surveys: Volunteer satisfaction and feedback collection

v" Annual Impact Assessment: Evaluation of volunteer pr effectiveness r
@)/Q
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9.2,2 Monitoring Tools
v" Volunteer Database; Comprehensive information management system
v Activity Tracking Forms: Standardized reporting formats
v Assessment Checklists: Quality evaluation tools
v Feedback Forms: Community and beneficiary input collection

9.3 Evaluation Procedures
9.3.1 Internal Evaluations
v Mid-Term Reviews: Six-monthly program asscssment and adjustment
v Annual Program Evaluation; Compréehensive yearly assessment
v" End-of-Cycle Evaluation: Comph.te program cycle assessment
v" Thematic Lvaluatious Focused assessments on specific .mpc(.ls

(]

9.3.2 External’ byalu.ltluns
v Independent Assessments: External evaluator-led comprehensive reviews

v Partner Evaluations: Joint assessments with partner organizations
v Community-Led Evaluations: Community-driven ¢ assessment processes’
v Academic Research: University partnership research projects
9.4 Learning and Adaptation
9.4.1. Learning Mechanisms
v.. Monthly Learning Sessions: Staff reflection and nmprow,m(.nt plannm;,
v Quarterly Volunteer Forums: Volunteer feedback and input sessions
v Annual Learning Conference: Comprehensive lesson sharing event
v Best Practice Documentation: Systematic capture of successful approaches

9.4.2 Adaptation Processes
v Program Adjustments: Regular modlfcatlons based on M&E findings
v" Training Updates: Curriculum improvements based on feedback
v System Improvements: Process enhancements and efficiency gains
v" Innovation Integration: Adoption of new approaches and technologies

10. DOCUMENTATION AND RECORD KEEPING

10.1 Documentation Requirements

10.1.1 Volunteer Records |

Personal Information: J
« Complete application forms and supportmg documcnts

» Background verification and reference checks y

+ Training attendance and certification records AN
Performa v ions (8

o Performance cvaluations and development plans ey ““0/

Activity Documentation:
Regular activity reports and progress updates

» Service delivery records and beneficiary feedback
o Training and capacity building participation '
» Recognition and achievement documentation @3
- o
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10.1.2 Program Documentation
Policy and Procedure Documents:
»  Current versions of all relevant policies
« Standard operating procedures and guidelines
+ Training curricula and material libraries
+ Quality assurance and compliance documentation

Implementation Records:
+  Program planning and implementation reports
* Monitoring and evaluation data and reports. '
+ Financial records and expenditure tracking
s Partnership agreements and coordination records
10.2 Information Management Systems '
10.2.1 Digital Systems o - -
v Volunteer Database: Comprehensive volunteer information management
v" Training Management Syst:em: Training delivery and tracking platform
v Activity Reporting System: Digital activity tracking and reporting
v Document Management System: Secure document storage and retrieval

¥

e A

10.2.2 Physical Records .
v File Management: Organized physical filing systems for important documents
v Backup Systems: Multiple backup methods for critical information
v Security Measures: Secure storage for confidential and sensitive information
v Access Controls: Restricted access to protect volunteer privacy

10.3 Privacy and Confidentiality .
10.3.1 Data Protection Principles =
v" Consent: Informed consent for data collection and use
v Purpose Limitation: Data used only for stated purposes
v" Data Minimization: Collection of only necessary information
v" Accuracy: Maintenance of accurate and up-to-date records
v' Security: Appropriate technical and organizational security measures

10.3.2 Access and Sharing
v Need-to-Know Basis: Information shared only with authorized personnel
¥ Volunteer Consent: Explicit consent for information sharing with external parties
v Security Protocols: Secure methods for information transmission
v" Retention Policies: Clear guidelines for information retention and disposal
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