
Ensure volunteer and intern 
role descriptions have clear 
responsibilities that will allow 
volunteers/interns to complete the 
tasks remotely.

Meet with programme staff to 
decide on which activities can be 
completed virtually. Develop clear 
descriptions with staff.

See Appendix A for examples of 
remote or no-contact volunteer 
opportunities.

Determine technology access for 
staff, volunteers, interns, and clients.

Check with programme staff to
determine if: 

 ☐ Staff have access and know 
how to use technology tools to 
communicate with volunteers 
or interns. If staff are helping to 
manage remote opportunities, 
they should have access to 
a functional headset, laptop/
computer, and a webconferencing 
tool.

 ☐ Clients have access to and know 
how to use technology tools 
needed to interact with staff and 
volunteers/interns virtually. As 
an alternative, contact clients by 
phone.

For Staff:
1. Access to webconferencing 

tools such as Zoom 
2. Order technology accessories 

or laptops (i.e., headsets)

For Volunteers/Interns:
1. Give volunteers/interns access 

to Microsoft Teams, Zoom 
accounts, etc. 

2. Include training on using the 
platforms during orientation and 
following correct procedures for 
data protection.

For Clients:
1. If clients have access to 

technology tools, make sure 
to review accessing links and 
understanding how tools can be 
used.

OBJECTIVES PROCESS CHECKLIST EXAMPLES

PLANNING

Managing 
Virtual Volunteers
Guidelines For Managing Virtual Volunteers Or Interns
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Ensure technology tools function
properly prior to virtual
orientation and training.

 ☐ Review how to use technology 
tools before trainings are 
delivered.

 ☐ Test technology platform one 
week before the virtual training. 
Schedule a practice call with a 
colleague.

Training for Zoom

Ensure that volunteers and interns 
are aware of remote practices taking 
place by staff to deliver services to 
clients.

 ☐ Review Guidelines On Remote 
Case Management and share 
important guidance with 
volunteers.

Ensure volunteers, interns, or clients 
have a space or time to provide 
feedback during a virtual session.

 ☐ Review best practices on 
Facilitating Virtual Meetings.

Ensure volunteers, interns, or clients 
have access to recorded videos.

 ☐ Record sessions that can be sent 
to volunteers, interns, or clients. 
Upload videos and generate a 
public link (no login needed).

Implement virtual ongoing trainings 
as needed.

 ☐ Stay in contact with virtual 
volunteers/interns and schedule 
trainings as needed. Staff can 
also direct volunteers/interns to 
external sources for additional 
professional development 
resources, such as the ‘Volunteer 
Engagement and Management’ 
section of the EURITA website.

See Appendix B: Remote Volunteer 
Dos and Don’ts

OBJECTIVES PROCESS CHECKLIST EXAMPLES

ORIENTATION AND TRAINING

Ensure that volunteers/interns are 
able to easily communicate with 
organisation staff.

 ☐ Develop a plan for how often and 
who should be communicating 
with virtual volunteers/interns in 
weekly or bi-weekly check-ins.

 ☐ For interns: the school should be 
made aware that the internship 
is virtual. Follow basic intern 
management protocols.

OBJECTIVES PROCESS CHECKLIST EXAMPLES

SUPPORT

Follow objectives outlined in
relevant organisational
documents.

 ☐ For volunteer/intern screening, 
hold interviews through a web-
conferencing platform or by 
phone.

 ☐ Ensure volunteers/interns receive 
sign in details for appropriate 
platforms.

See examples under Planning.

For Staff:
Have volunteers sign volunteer 
agreement forms electronically and 
save email communications in a 
volunteer folder.

OBJECTIVES PROCESS CHECKLIST EXAMPLES

RECRUITMENT AND PLACEMENT

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials?_ga=2.254865483.291558146.1584952395-925038753.1580719598
https://www.ritaresources.org/wp-content/uploads/2020/06/Guidelines_RemoteCM_30Jun20w.pdf
https://www.ritaresources.org/wp-content/uploads/2020/06/Guidelines_RemoteCM_30Jun20w.pdf
https://www.ritaresources.org/wp-content/uploads/2020/07/Facilitating_Virtual_Meetings_01Jul20w.pdf
https://www.ritaresources.org/resources/library/community-engagement/
https://www.ritaresources.org/resources/library/community-engagement/


4 / MANAG I NG VI RTUAL VOLU NTE E RS 5 / MANAG I NG VI RTUAL VOLU NTE E RSThis publication was funded by 
the European Union’s Asylum, 
Migration and Integration Fund

This publication was funded by 
the European Union’s Asylum, 
Migration and Integration Fund

Title: Employment Volunteer

Description: Volunteers review 
resumes/CVs and cover letters and 
assist clients in finding and applying 
for jobs.

Time Commitment: 2-5 hours a 
month.

 ☐ Clients and volunteers have 
access to virtual tools (i.e. 
smartphone, wifi, etc).

 ☐ Clients and volunteers 
understand how to use 
technology tools to communicate.

 ☐ Training provided by staff.

1. Employment Programme Staff
2. Volunteer Coordinator

Title: Record (video or audio) 
yourself reading a children’s book in 
another language.

Description: Volunteers read one of 
the recommended children’s books 
in the listed languages needed. 

 ☐ Volunteers have access to virtual 
tools (i.e. smartphone, wifi, etc).

 ☐ Volunteers understand how to use 
technology tools to communicate.

 ☐ Instructions and framework 
provided by staff.

1. Education Programme Staff
2. Development/ Fundraising staff.
3. Volunteer Translators/

Interpreters
4. Volunteer Coordinator

Title: Volunteer Interpreter/Translator

Description: Interpreters/translators 
connect with clients and staff 
via virtual platforms (i.e. phone, 
FaceTime, Google Hangout, Skype, 
WhatsApp, Zoom) to provide 
interpretation support between 
service provider and client. 

Time Commitment: Varies

 ☐ Clients and volunteers have 
access to virtual tools (i.e. 
smartphone, wifi, etc).

 ☐ Clients and volunteers 
understand how to use 
technology tools to communicate.

 ☐ Orientation and training provided 
by staff.

1. Case Management Staff
2. Volunteer Coordinator

VOLUNTEER ACTIVITY RESOURCES NEEDED STAFF INVOLVEMENT

REMOTE OPPORTUNITIES

Title: Delivery Volunteer

Description: Volunteers pick-up  
in-kind items and deliver items to 
client homes (groceries, etc.).

Time Commitment: Varies.

 ☐ Instructions and safety guidelines 
provided by staff.

1. Development/ Fundraising Staff 
to manage donation.

2. Programme staff to provide list of 
needs

NO-CONTACT OPPORTUNITIES

VOLUNTEER ACTIVITY RESOURCES NEEDED STAFF INVOLVEMENT

Appendix A:
Examples of Remote or No-Contact Volunteer Opportunities

Appendix A:
Examples of Remote or No-Contact Volunteer Opportunities

Title: E-Gift Card Drive/Donation

Description: Volunteers purchase 
an E-gift card and send to staff. 
Staff then use the gift card to 
purchase essential items (i.e. 
groceries, diapers, etc.) for clients.

 ☐ List of type of e-gift cards that 
can be sent.

 ☐ Email of staff who will receive gift 
cards.

 ☐ Example list of items that will be 
purchased.

1. Development / Fundraising Staff 
to manage donation.

2. Case Management Staff

Title: Family Mentor 

Description: Family mentors 
connect with clients via virtual 
platforms (i.e. phone, FaceTime, 
Google Hangout, Skype, WhatsApp, 
Zoom) to provide resources and 
support.

Time Commitment: 2-5 hours a 
month.

 ☐ Clients and volunteers have 
access to virtual tools (i.e. 
smartphone, wifi, etc).

 ☐ Clients and volunteers 
understand how to use 
technology tools to communicate.

 ☐ Training provided by staff, to 
include list of activities clients and 
volunteers can work on together.

1. Case Management Staff
2. Volunteer Coordinator

Title: Youth Tutor 

Description: Youth tutors connect 
with refugee youth via virtual 
platforms (i.e. phone, FaceTime, 
Google Hangout, Skype, WhatsApp, 
Zoom) to provide resources and 
support in school education.

Time Commitment: 1-3 hrs a week.

 ☐ Review best practices on 
Facilitating Virtual Meetings.

1. Education Programme Staff

VOLUNTEER ACTIVITY RESOURCES NEEDED STAFF INVOLVEMENT

REMOTE OPPORTUNITIES
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DOs DON’Ts

Respect boundaries: let the client know if a 
remote session will be recorded and shared 
with them or an internal organisation group.

Respect boundaries with regard to photos and 
social media.

Communicate concerns for client health or 
safety to staff immediately.

Communicate general questions and feedback 
to staff.

Do take extra time to ask and answer questions 
to the best of your ability. This will help to build 
trust and rapport. Keep a list of anything you 
need to follow-up on or outstanding questions.

Do validate client’s concerns and try to
maintain a sense of calm.

When working with youth:

• Verify that caregivers are aware of 
activities being conducted and the meeting 
schedule.

• Review and comply with your organisation’s 
safeguarding policy 

• Check with staff on virtual group meet-ups 
and other scheduled activities that will be 
taking place for youth programming.

Participate in trainings and meetings. Ask for 
support when needed.

Don’t manage or take control of a client’s 
financial account.

Don’t post photographs or video on public 
sites.

Don’t engage in alcohol, marijuana, or illegal 
drugs when meeting with a client. This is a 
zero-tolerance policy.

Don’t allow external guests to join in meetings, 
unless they are staff, other volunteers, or clients 
that have been approved to attend the meeting.

This publication was funded by 
the European Union’s Asylum, 
Migration and Integration Fund

Remote Volunteers Dos and Don’ts

Appendix B:

www.eurita.org

Remote Volunteers Dos and Don’ts

Volunteers are expected to maintain professional boundaries with staff and clients and 
should be respectful of cultural norms. The main objective of your volunteer service is to 
support clients in attaining their goals. It is important to respect a client’s autonomy and their 
right to make decisions about their own lives. As you transition to support clients remotely, 
please keep the following in mind.

Explain to clients why your office has closed 
during this period. Acknowledge this is a rapidly 
changing situation and other changes may 
come.

Ensure you and the client have access to 
technology resources that will help facilitate 
remote discussions (i.e. access to wifi, phone, 
etc.).

Ensure you and the client understand how to 
use specific technology platforms in order to 
communicate.

Maintain confidentiality. Review resources that 
can be used to share information in a secure 
manner.

Comply with all of your organisation’s 
documentation requirements.

Set clear expectations about hours, frequency, 
and method of communication.

Plan topics of discussion in advance. Share
topics with client beforehand.

Don’t make any promises about when or how 
the situation may change.

Don’t feel like you have to have all the answers, 
even in regards to your organisation’s services.

Don’t speculate with clients about the state of 
the world, the virus, etc. Instead, provide facts 
where possible.

Don’t act as an authority figure, parent, or 
counselor. Your role as a volunteer is to help 
support clients in attaining their goals. Please 
contact organisation staff if you have questions.

Don’t be frequently late or constantly cancel 
meetings with the client. This can erode trust 
building.

Don’t use offensive language during remote 
meetings.

Don’t provide financial cash assistance to 
clients. Speak with your Volunteer Coordinator 
about how to make a donation to support client 
programs.

Appendix B:


