Template module 1 Integrated Diagnostic and Organizational Readiness Form

	Objective: to bring together, in a single working instrument, the internal diagnosis, the assessment of readiness, the mapping of needs and the priority Action plan. The fact sheet is used to decide whether the organization should go ahead with volunteering, under what conditions and with what priorities. When: Before you start the process of communicating volunteering needs. Concluded by: Coordinator. Evidence: Document. Notes: Fill in as a team, based on the current reality, not on what would be ideal with leadership, coordination and people who work directly with the affected activities.



A. Context and purpose of volunteering
	Organization Name
	 

	Brief description of the organization
	 

	Main mission and target groups
	 

	Because we want to involve volunteers
	 



B. Assessment of the organization's readiness 
	Dimension / Area
	Scoring 
(1 = non-existent, 2 = partial, 3 = mostly, 4 = fully implemented.)
	Gap/need
	Action Required
	Priority
	Responsible
	Deadline

	Strategic 
(Volunteering contributes to the mission and priorities of the organization)
	
	
	
	
	
	

	Cultural 
(Prepared and welcoming team to receive volunteers with people from different cultural, linguistic or religious backgrounds? Are cultural assumptions ever discussed openly?)
	
	
	
	
	
	

	Human resources (Staff time, coordinator capacity, availability of supervision) 
	
	 
	 
	H/M/L
	 
	 

	Financial resources (Budget for volunteer support, expenses, training and materials)
	
	 
	 
	H/M/L
	 
	 

	Structural and legal
(Policies, insurance, volunteer agreements, data protection, protection)
	
	 
	 
	H/M/L
	 
	 

	Material and digital
(Workspace, equipment, digital tools, accessibility of facilities)

	
	 
	 
	H/M/L
	 
	 

	Knowledge and skills
(Staff skills, training materials, intercultural awareness, language support)

	
	 
	 
	H/M/L
	 
	 




C. Possible areas of involvement
Map out areas where volunteers can add real value without replacing paid work.

	Program/area
	Possible Contribution of Volunteers
	Priority
	Duration
	Requirements or notes

	e.g., Community Engagement
	Support the facilitation of group sessions
	High
	long
	Need training in group dynamics

	e.g. Communications
	Social Media Content Creation
	Average
	Short
	Requires digital skills

	e.g. Community outreach with migrant families
	e.g. Community outreach with migrant families
	e.g. Community outreach with migrant families
	e.g. Community outreach with migrant families
	e.g. Community outreach with migrant families

	 
	 
	 
	 
	 



D. Self-assessment
	Statement
	1 – Not in place
	2 – Partially
	3 – Mostly
	4 – Fully

	Leadership has endorsed internal statement of purpose of volunteering
	☐
	☐
	☐
	☐

	Staff is familiar with internal statement of volunteering
	☐
	☐
	☐
	☐

	Volunteer coordinator is appointed
	☐
	☐
	☐
	☐

	A clear written policy for volunteer involvement exists
	☐
	☐
	☐
	☐

	Legal requirements are checked and are in place
	☐
	☐
	☐
	☐

	Staff have time allocated to coordinate volunteers
	☐
	☐
	☐
	☐

	Staff attitudes towards volunteers are welcoming and clear
	☐
	☐
	☐
	☐

	We can offer volunteers a safe and equipped working environment
	☐
	☐
	☐
	☐

	We have or can develop volunteer training materials
	☐
	☐
	☐
	☐

	We have a budget to cover basic volunteer expenses
	☐
	☐
	☐
	☐

	We have proper communication systems in place
	☐
	☐
	☐
	☐

	We have a process for recognising volunteer contributions
	☐
	☐
	☐
	☐

	Staff and volunteer coordinators have the intercultural competence and confidence to work with people from different cultural, linguistic or religious backgrounds
	☐
	☐
	☐
	☐

	Unwritten cultural norms and expectations (communication style, gender-mixed activities, religious practice, dietary needs) have been made explicit rather than assumed
	☐
	☐
	☐
	☐



E. Inclusion and accessibility
Physical access: entrances, toilets, circulation, workspaces and breaks.
Digital access: email, forms, platforms, file sharing, and assistive technology support.
Language and communication: simple language, alternative formats and bilingual support when needed.
Emotional and relational support: appointed contact person, predictable supervision and secure feedback channels.
Availability and flexibility: short shifts, shared tasks, flexible schedules or remote option when appropriate.
Volunteers with fewer opportunities: financial, transportation, health, literacy or family care barriers.
F. Final decision
Strong readiness: The organization can move forward and refine details.
Moderate readiness: move forward only after addressing 2 to 3 priority gaps.
Initial phase: start with a small and supervised pilot.

Team decision: ________________________________________________

Next steps: ___________________________________________________
	

	Type of volunteering intended
	 

	Estimated number of volunteers
	 



	Expected result: Develop a short, clear and ready-to-use Template module 1 Organizational Needs Profile for recruitment and correspondence.






