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GUIDELINES FOR VOLUNTEER COORDINATOR INFORMATION SESSION
Goal:

Inform volunteer coordinators and volunteering organisation managers about ProVol, and encourage volunteer coordinators to participate in training.

Target audience:
Volunteer coordinators and volunteering organisation managers

Recruitment of participants:
· Targeted emails

· Website post
· Social media (Facebook and Twitter)

Duration:

2 hours

Materials:

· Attendance list
· Sociometric exercises

· Presentation introducing project and promoting training (PowerPoint, Prezi, flipchart)

· Handout
· Post-its and pens

· 11 cards, each with a training unit title inscribed

· Registration list
· Reception (food and drinks)

Plan:
	
	Content
	Method
	Time allocated

	1
	Welcome
	Short speech from facilitator

(Circulate attendance list)
	5 min

	2
	Introducing participants (name, role, organisation)
	Each participant states their name, role & organisation
	10 min

	3
	Introducing participants (birthplace, experience, areas of work)
	Sociometric exercises (map, circle who’s who)
	10 min

	4
	Introducing ProVol

· Project

· Partners

· Funder

· Aims
	Presentation (e.g. PowerPoint slides 1-3, Prezi, flipchart)

Handout
	10 min

	5
	Introducing training

Content

Units
Characteristics and benefits
	Brainstorming on post-its: What makes a good volunteer coordinator? (Powerpoint slide 4)
Ask participants to place their post-its under cards with training unit titles inscribed, adding in any modules not covered

Powerpoint slide 5

Presentation (e.g. PowerPoint(slide 6, Prezi, flipchart)
	10 min

20 min

5 min

	6
	Practicalities

· Upcoming training

· Registration (procedure and deadline)

· Contact (person, website, Facebook, Twitter)
	Presentation (e.g. PowerPoint slides 7-8, Prezi, flipchart)
	10 min

	7
	Q&A and close of information session
	Q&A, short speech from facilitator
	10 min

	8
	Reception & registration
	Provide food and drinks

Circulate registration list
	30 min
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