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Our Journey Today

What?
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Target audience for today’s webinar

\4

Minimal Knowledge
Looking for some basic information,
key principles and “how-to’s” on the

subject.
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SKILL LEVEL

-

\_

Working Knowledge

Integrated practices and moving

breadth and depth on a topic

~

beyond basic concepts. Looking for

/

v

Authoritative Knowledge
Looking for advanced knowledge, integration
and concepts that are innovative and cutting

edge.




Credit Where Credit...

ASPCA

https://www.aspcapro.org/resource/creating-sops https://www.aspcapro.org/resource/creating-sops

771 UN M,
@ VOLUNTEERS "’
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https://www.aspcapro.org/resource/creating-sops
https://www.aspcapro.org/resource/creating-sops

Do’s and Don’ts of SOPs

DO NOT SR~ N DO
* Yawn! am * Plan Your Attack!
* Panic = | : — * Socialize It
* Underestimate =

e Execute

VSys One — Volunteer Management Solutions




What is a SOP?

Step 5

* A particular way of accomplishing
something

Step 4

Step 3

* A series of steps followed in a
definite regular order

a PROCEDURE, not a POLICY.
It’s “How,” not “What.”
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Who Benefits?

e Supervisors: Quality control & accountability
» Staff: Understand expectations

* Clients: Predictability > better experiences

* Volunteers: Clarifies roles & task

WHO?

BENEFITS W

Wt e Rl i g g e

"‘l. - '\'.'hh"lu"l.\."lp..._ﬁ

"I-
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Without SOPs...

P, g
; _.i- Ef‘;ﬁtﬂﬂ?ﬂ
s I‘..""a-"'l:l-"'-"*" i *
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SOPs are NOT

* Personnel / HR Policies
* Risk Management Policies
* Financial Policies
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However, they ARE for...

Competency Model for Volunteer Administration
Leadership

e
* Intake & Onboarding Managing People
* References
* |nterviews
* QOrientation
* Tralning
* Performance Evaluation wroects A\
* Routine Operations =\ e

Foundational Skills & Mindset
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What do you do with a SOP?

* Ensure it complies with policies & standards
* Write It Down!
* Socialize (gain input & modify as needed)
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Common Elements

What is to be done?

Who does the work?

When is work completed?
Step-by-step Instructions

Remedies & Remediations

Aol A S
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When Developing SOPs...

ASK

1. Are tasks accurately described?
2. Is supervision clearly defined?
3. Are special situations handled?
(e.g. working with minors, or SS).
4. Are timeframes & expectations
realistic?
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Let’s Look: Core
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Let’s Look: Large Operations

-] UN
@ VOLUNTEERS

UN VOLUNTEE
STANDARD OPERATI

R MANAGEMENT

NG PROCEDURES
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Host entity registration
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Let’s Look: Large Operations

Perioamasd on

Abbreviations used in this dOCUMENT ... i s s e s s ss s s s s s sas s nasasas: e
ity by LY

Glossary of TBIMS i e bbb R e e Orline volurnieers only . UN agencies ansite and/or ondne

Colour coding used in this dOCUMEBNT .....ooiiiiii e e e es e ene e l i

Y

L =t I LU M TRt (0 LI LT L= TR R —— —

Create new
P
account

Guide 1o USINE The SOP tRMIP AT . i i s ieis e e e se s b s s b s sbnsnn sas Metify UNY
af interes

Standard Operating Procedures ......

e —t
Host Entity registration and apProval ... .. s s s ssssns s msssssnssssasan: + *

Complate Regues
rris HE

Create a new host entity account........

Complete a Rost @RIty BROTIIR ......coe ettt e e ses s sase s e se st emae s the HE

profile AcCounl via
Invite 3 New USEr 10 8 ROST BATITY BCOOUNMT. i i st sses sosse s semsnsssss s vemassssnse SErvicE %

I e —

Reset host entity account password [online host entities only) ... Y =

Create
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nreﬂenna.ﬂ ﬁ

haore info *
required

Candidate registration and applicatiom . ... ersisis e ssasesamsmsmsna e Provide
Supporing -
Draft and Publish an Onsite Description of ASSIERMERT.. .o i s in e infosmation

Y

Candidate ldentification ancd SelEetiom .. i ss s s ss s sesssssssnssssssssssesanes
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Complete
the HE
proifile

Candidate pre-assignment tasks...

Finalise pre-assignment ...

Yes
Volunteer and dependant onboarding ... e e e e e s e ; l

Approve
Account
activation

Ao
acirenied
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Let’s Look: Large Operations

# | Responsible role Process step Description Documents or guides System Comments
1 |Here you can see | Thisis the name |This describes the actions to be taken by the person This contains links to The Any other information relevant to this
the role of the step for responsible. related information such | systemi(s) |step.
responsible for reference as systemn guides, policy | where the
taking the action(s) documents or other actions
helpful material are
performed

Boxes like this show important notes. Sometimes it will link to a separate SOP that must be completed before proceeding with the next step.

7 ﬁ. Indicates a
ﬁ check or control
point

Deviation to the standard procedure

Indented tables like this show that the steps are for certain situations only as described in this box

Deviation to the standard procedure

Coloured rows or boxes indicate that it applies only to a certain

hast entity, volunteer category or other unique identifier. In this
case, the orange colour indicates the step applies to fully funded See page 4 for the list of colours used.
assignments onky.
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Ideas to Action: Starting Out

1. Engage internal team:
* “What procedures would help?”
* “Where are the gaps?”

2. Verify policy is being followed

3. Draft & distribute

4. Socialize w/ all Stakeholders & Revise
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ldeas to Action: Revisiting

Reuvisiting:
1.  Prioritize which procedures to review
2.  Callateam meeting to discuss

3. Get stakeholders involved in review of
each procedure.

4.  Create schedule for future reviewing
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Wrap Up...

And Also...

1. Examples
2. Templates
3.  Next Steps
4

Fun Presentation!
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More Resources

* ASPCA: https://www.aspcapro.org/resource/creating-sops

* United Nations: https://explore.unv.org/sop

* Periscope Business Process Analysis: \Jolunteer Program Operations Manual Template (.docx)
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https://www.periscopebpa.com/volunteer-program-standard-operating-procedure-document-example
https://www.aspcapro.org/resource/creating-sops
https://explore.unv.org/sop

Open Discussion & Questions
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Thank you for joining us!
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