
Template module 4.1  Welcome and preparation of volunteers

Objective: It is an act of hospitality. It goes to show that our organization has carefully prepared a dedicated space for the volunteer, recognizing the immense value of the time and commitment they have chosen to dedicate. When: Completed by the coordinator prior to arrival. Completed by: Coordinator and communication team. Evidence: The document itself
"We are waiting for you"
	Welcome to our team, Volunteer:
	_____________________________________

	Date of your first day of service:
	____ /___ / 202

	Assigned Area/Project:
	_____________________________________



1. Specific Activity and Workspace Profile
• Where your volunteer activities will mainly take place: _____________________
• Jointly agreed indicative days and calendar: _____________________________________
• Simple and welcoming description of the volunteer's next tasks:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
🛡️ Your volunteer protective limits  (Which is NOT your role and that you should not manage alone):
In this organization, you will never be alone to deal with critical emergencies. Professional interventions (medical, psychological or legal) and structural crises are not their responsibility. For any questions or support, your human points of contact listed in Section 3 are always there to guide you.
2. Your Legal and Administrative Safeguards 
[ ] Formal volunteering agreement: The text of the written agreement is already printed with your personal data, ready to be reviewed together and signed without haste.
[ ] Insurance coverage activated: Your details have already been registered to activate the mandatory insurance policy that covers accidental injuries and third-party liability during your service. (If necessary or applicable)
[ ] Data Privacy and Safeguards (GDPR): The forms to protect your sensitive data and the confidentiality agreement regarding the personal stories of the beneficiaries are ready for signature.
3. Your human touchpoints in the community
• Your Volunteer Coordinator: ______________________ (Phone/Email: _____________________) This is the main contact person within the organization for any administrative needs, schedule changes or simply to discuss questions, fatigue or new ideas.

• Your Onboarding Colleague / Travel Mentor (if needed and applicable) ______________________ (Phone/Email: _____________________) An experienced volunteer from our association who will personally greet you at the entrance on your first day, show you around the facility and work your first three shifts alongside you to comfortably convey the little tips from the service.
4. Your essential logistics and badges of belonging (if necessary and applicable)
[ ] Your ID badge: pre-printed with your name on it so that beneficiaries and team members can recognize you and call you by name from day one.
[ ] T-shirt / Association Uniform Symbol: Your shirt or identification badge is ready to be lifted (Size checked: ___).
[ ] Welcome Kit: A small folder (physical or digital) containing the organization's Charter of Values, project brochures, and emergency contact numbers.
5. The Team Welcome (Relational Readiness and Team Alignment)
[ ] Team Briefing Completed: The Coordinator has already informed all staff and senior volunteers about the date of their arrival. The whole team knows who you are and where you will spend your time, ensuring that you are greeted with a sincere smile, avoiding any isolation or the embarrassment of feeling like an unexpected guest.
"Each piece is ready. Our organization looks forward to starting this journey of active citizenship and mutual growth alongside you, committing to honor your expectations and safeguard your freedom to do good."
	_____________________________________
	_____________________________________

	Signature of the Volunteer Coordinator
	Welcome Approval Date



