Working with Volunteers – Exam Information 2024
Exam structure
100 total marks
Time – ten minutes reading time plus two hours working time
Eight short-answer questions 
Six questions @ 10 marks each
Two questions @ 20 marks each
Answer all questions. 
The exam is open book. However, it is essential to prepare carefully, as there will be not be enough time to find answers to all questions during the exam. You should create a written study outline - no more than three A-4 sized paper, double-sided notes are allowed. 
Sample question 1: Should paid staff be allowed to volunteer at the NFP where they work? Why or why not?
Sample question 2: Identify typical problems that may occur if paid staff are allowed to volunteer at the NFP that employs them. Provide examples to support your answer.


Key concepts by chapter 
Preface
Volunteering as a leisure activity

1. An introduction to volunteer involvement 
Reasons for volunteering

2. Planning for high-impact volunteer involvement 
Setting SMART goals

3. Embedding volunteer involvement 
The rationale for using volunteers
Developing policies and procedures that provide necessary guidance to volunteers


4. Creating motivating roles for volunteers 
Designing roles that volunteers want to perform

5. Recruiting volunteers 
Recruitment and role design
Recruitment for diversity

6. Matching volunteers to roles 
The goals of an interview
Turning away potential volunteers

7. Preparing volunteers for success 
What to cover during orientation
Training as a volunteer benefit

8. Managing and empowering volunteers 
Balancing the needs of volunteers, beneficiaries and the NFP
A supportive environment: policies and values

9. Managing at a distance and with groups 
Remote volunteering
Event-based volunteering

10. Managing volunteers with different purposes
Volunteers in different age groups
Supported volunteers

11. Managing with external requirements
Paid staff as volunteers


12. Making a difference
Dealing with ineffective performance
Reasons for dismissal of a volunteer and recommended procedures

13. Building and maintaining relationships with volunteers
Paying attention to needs and circumstances of individual volunteers
Relationship building at various stages of the volunteer ‘life cycle’

14. Building staff and volunteer engagement 
Reasons for staff-volunteer conflict 
Encouraging a positive relationship between staff and volunteers

15. Measuring effectiveness 
Monitoring outputs, outcomes and impact
Valuing volunteers’ time

