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United Way Volunteer Center 

Volunteer Leader Tip Sheet

Unexpected Situations

Things do not always go exactly as planned. 
Here are some tips for handling those unexpected situations.

The Agency Representative should always be present on your project: If your Agency Representative is not present at your project, please let us know and we will contact the agency to let them know how imperative it is to have a representative on site. 

Be Honest: Fully explain an unexpected situation to the volunteers. Volunteers are much more understanding if you are upfront about the problem and why it occurred.  If you maintain a positive attitude they will follow your lead. 

Too few or too many volunteers: Explain to volunteers why the situation occurred if possible. Improvise and try to do as much work as possible. Volunteers should not be expected to stay beyond the stated conclusion time of the project to finish the project. Use your best judgment. 

Agency asks you to set up an additional project: If the agency partner would like to schedule an additional date each month, inform them that they need to contact United Way Volunteer Center to do so. 

Arriving late or leaving early: All volunteers are expected to begin and end the project together. Explain to anyone requesting to arrive late or leave early that this is important to managing the work flow of the project. Use your best judgment to decide what will work or not. 

Disruptive volunteer: Take the volunteer aside and discreetly discuss what you think might be interfering with the project. Listen to what they have to say and then try to agree on a solution. Never reprimand a volunteer in front of a whole group. 

Inclement weather: Seek indoor shelter if the weather is dangerous. Otherwise, consult with the agency representative and volunteers. Be flexible and creative. Establishing a backup plan in advance is often helpful. 

Agency asks for volunteer contact information (for their use): Inform the contact person that we do not give out this information for privacy reasons. Tell volunteers that giving the agency information is purely optional and that they should feel no pressure to do so as they are United Way volunteers. 

Volunteers are asked to come back to do something different from the project: Tell the volunteers and the agency contact that these things are beyond the scope of the project.  Suggest that United Way Volunteer Center would be happy to consider it as a separate request for the future. If the volunteers would like to get involved on their own, that is completely their choice, but they should not feel obligated to do so. Inform Volunteer Center of the request. 

You can’t lead the project at the last minute:  Contact Volunteer Center ASAP. 
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