Template module 2.2 Checklist for planning and recording the communication of volunteer opportunities

Objective: To select a balanced mix of channels, monitoring and their registration. When: Before and during recruitment. Completed by: Coordinator and communication team. Evidence: Planner, links or copies of published materials and review data.

1. Where the opportunity will be communicated;


2. How people can express interest;


3. Who will respond to surveys;


4. How quickly candidates will receive a response;


5. Whether an initial conversation or screening is required;


6. How personal data will be collected and stored;


7. When candidates will be informed about the next steps.

Revision of the Communication
	Review Point
	Result
	Mandatory review

	The purpose and impact are understandable
	Yes / No / Review
	

	Tasks and limits are specific
	Yes / No / Review
	

	Time, duration, place, and format are clear
	Yes / No / Review
	

	The requirements are necessary and proportionate
	Yes / No / Review
	

	The support, supervision and expenses are described
	Yes / No / Review
	

	Accessibility information is honest and useful
	Yes / No / Review
	

	Application options are simple and affordable
	Yes / No / Review
	

	Privacy information and contacts are included
	Yes / No / Review
	

	The tone is respectful and does not portray the volunteers as free labor
	Yes / No / Review
	

	The next steps and the expectations for response are clear
	Yes / No / Review
	








Recording of interactions 

	Candidate Reference
	Date of receipt
	Source Channel
	Confirmed
	Next step
	Responsible
	Decision / date
	Data deletion date

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



