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Overview

Introduction to distance learning

Welcome to ICVA’s Volunteer Management distance learning module.  This module will work with you to help you to ensure that you have all of the processes and policies in place to manage volunteers effectively, with some hints and tips for volunteer recruitment, engagement and ongoing management. 

How to complete the module:
· You can complete sessions as you would like. There are 4 sessions, each of which is designed to take less than half a day. You may wish to set aside time per block over a few weeks or focus on the training for a couple of days to complete, whichever works best for you is fine. 
· There is a short explanation document for each of the sessions with the links/locations you will need to access the videos/materials. 
· The session explanation/supporting documents are numbered in the pack so you will know what needs to come next. 
· Where documents are required and links not provided in the text of the session, they are also numbered in the sequence you will need them and included in the pack. 

In order to achieve the certificate, you will need to:
· Take part in all of the sessions below completing all reading/activities.
· Complete the self-certification volunteer management checklist once you have completed all of the activities and send to info@icva.org.uk and we will email your certificate to you.  

	Content 
	Objectives
	Time
	Activities

	Session 1

Recruitment 
	1. To consider why people volunteer and what they need from a volunteering opportunity.
2. To review recruitment materials.
3. To consider scheme diversity when recruiting new ICVs.
4. To develop a new recruitment pack for your scheme with a recruitment plan. 
	30 minutes learning.
90 - 180 mins activity, (possibly more dependent on research of local groups etc).
	Watch video from NCVO (1) and/or read the transcript.

Watch diverse recruitment video from Leicestershire PCC.

Locate and update materials for recruitment having watched the video.

Produce a recruitment plan for your scheme for the forthcoming year. 


	Session 2

Training
	1. To look at ICV training schedule.
2. To ensure that ICV training is up to date.
3. To put together a needs assessment and training plan for the forthcoming year. 

	2 hours total. 
	Review what training your existing ICVs have received and when. 

Consider your custody reports, request feedback from ICVs and consult the ICVA index from the members site to identify training topics of interest/needed.

Develop a training plan for issuing briefings and checklists/and to deliver bitesize training modules in panel meetings/development days for the year. 


	Session 3

General Management




	1. To consider what skills a good volunteer manager should have. 
2. To review the arrangements for ongoing ICV management in the Code of Practice. 
3. To get some hints and tips on keeping volunteers engaged. 
4. To consider annual ‘thank you’ and conferences, both local and/or regional. 

	
	Watch video from NCVO (2) and/or read the transcript.

Develop a tracker for ICV reviews, and a document for use in review meetings. (remote or in person). 

Gather some resources together for volunteer engagement, consider distance learning activities, fun activities and dissemination of the ICVA newsletter. 

Develop a plan for conferences, thank you events, either regionally or locally, and consider places at external conferences. 

Watch video from NCVO (3) and/or read the transcript.



	Session 4

Managing Performance 
	1. To review the Code of Practice regarding complaints and performance. 
2. To review the arrangements for ongoing ICV management in the Code of Practice. 
3. To consider methods of improving practice with ICVs where necessary. 
4. To develop/review a policy including IT policy, (to include social media), complaints, professional behavior etc. 

	
	Review your complaints and performance information in your ICV handbook to ensure robust and clear. 

Develop a tracker for ICV reviews, and a document for use in review meetings. (remote or in person). 

To consider what training, support or peer matching you could offer to help with professional development of ICVs if required. 

To ensure your policies are robust and include a statement on social media for ICVs. 

Watch video from NCVO (4) and/or read the transcript.
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