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Volunteering Guide: Recruitment and Retention
of Volunteers
If you are looking to recruit new volunteers, follow this guide to help you plan the process.
Getting Started
Imagine a new colleague: a new volunteer, or recently-appointed trustee.

How easily could they see:
• How volunteer involvement contributes to the central aims of your organisation?
• What resources (people and time) your organisation is currently committing to developing its
volunteer programme and what the current key objectives are?
• How your organisation shows that it welcomes, values and thanks volunteers?
Your Volunteer Policy and Forward Plan should help them to understand this.
Recruitment Planning
Ask your current volunteers for feedback.
•
•
•
•

What do they get out of volunteering?
How they heard about you?
What else they’d like to get involved in at your museum?
What could the museum do to improve the way it welcomes and looks after volunteers?

Find out why previous volunteers moved on.
• What went well during their time at the Museum?
• What didn’t go so well and why?
• What could the museum do to improve the way it welcomes and looks after volunteers?
Flexible Recruitment
Consider offering flexible volunteering roles, such as project based or one off opportunities.
These can be a good introduction to volunteering that may lead to a longer term role.
Saltash Museum
Has lots of bite-sized
volunteer opportunities
ready to go - with the
idea that a new volunteer
can get to know the
organisation with a small
project.

Bristol Museum and Art
Gallery
Offers one-off days of
volunteering for busy young
people, providing a clear role
description, training,
supervision and point of
contact on the day.

The Roman Baths
Offers project-based
volunteering, for which a
group is recruited together.
For example, a group of
students were recruited
together to help document
the Beau Street Hoard.

• You can easily gather volunteer feedback with an online survey
• Survey Monkey or Google Forms are free and user friendly
• Use any positive quotes you get from the survey in your
recruitment for future volunteers
• Consider an annual survey to check how your volunteers are doing
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The Recruitment Process
Consider the following questions and suggestions when you are beginning the recruitment process.
How can potential volunteers
express interest and leave their
details?

• Create an application form
• Have copies available at the front desk

Have you made it clear what you want
volunteers to do?

• Make an attractive information pack
• Include role descriptions

What are your next steps after they
apply?

• Invite them for a tour
• Sit down for a chat or informal interview

Will you take up references? Does
their role require a DBS check?

• This may depend on the type of role
• Discuss with your manager if you are unsure

How will new volunteers get to know the
organisation, how it works, where they fit
in and how to carry out their role?

• Invite them for an induction day
• Introduce them to current volunteers

How do you ensure this is happening
consistently?

• Write an induction checklist
• Allow for questions at the end of the induction

What will support new volunteers in
the early days?

• Assign a supervisor or buddy when they start
• Create a handbook for reference

Do you have a way of dealing with
problems as they arise?

• Develop a problem solving procedure
• Think of any potential issues and find solutions

Examples of a Supportive Induction and a Warm Welcome
• A small North Devon museum operates a ‘buddy system’ for new recruits. Buddies sign off
the induction checklist with new volunteers to confirm they have been supported through the
induction.
• Weston Museum holds Volunteer Days. These are group training and induction days, in
which existing volunteers take part so new volunteers quickly get to know the wider team.
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