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Project To Do’s: Before The Project:   
Once you have selected a project to team lead, you should: 
 
Attend a Planning Meeting at the agency where you will be Team Leader   
 

 If you have not yet been to the project site, schedule a Planning Meeting with 
your Program Manager before the day of the project. If a site visit is not possible, 
schedule a conference call with your Community Partner. Planning Meetings are 
helpful for you to familiarize yourself with the site, directions, staff, and to identify a 
designated meeting location for you to meet the volunteer team upon arrival.   
 

 If your project is starting after a hiatus: Contact your Community Partner to say 
hello, and to confirm the basic structure of the year’s project. Though your 
New York Cares Program Manager schedules project dates, it is always helpful to 
reconfirm the project schedule. This is also a good time to ask about events that 
may affect your project, such as turnover among staff or clients, holidays, or 
agency-wide celebrations.   
 

 During the week before your project: Confirm details with your Community 
Partner representative, including the time that your group will arrive, which 
agency staff person will attend the project, and any other information unique to the 
day. If your project falls on a weekend, you may want to ask your Community 
Partner for a phone number where you can reach him or her if any problems arise 
after their office has closed.  

 
 When someone signs up online, you will receive an automatic email, addressed 
from info@newyorkcares.org that says the following:   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Josh Watchman, (email address + phone number), signed up as a Volunteer for Positive Discipline For 
Children at Thu, Nov 7 6:00 pm - 8:00 pm on Thursday, November 07, 2013. Please contact him/her within 48 
hours to confirm details of the project. 

Thanks again for you continued support, 

New York Cares 
www.newyorkcares.org 
212-228-5000 
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Simultaneously, when a volunteer signs up online for your project, he/she will receive 
an email automatic confirmation that looks like the email below, addressed from 
info@newyorkcares.org:   

 
 
 
Dear X, 

Thank you for signing up for Art Explorers at PS 140 M-Nathan Straus. 

An e-mail confirmation has now been sent to you. Directions and other information about your Project 
are below. This information is also stored in your "My Profile" page. Should you have any additional 
questions, please contact our Volunteer Relations Department at info@newyorkcares.org or call 
212-228-5000. 

Thank you for your interest in New York Cares. 

If you have been registered for this project in error, please go to "My Upcoming Projects" accessible 
from your Profile page and de-register, or call New York Cares at 212-228-5000. 

If you would like New York Cares to assist you with finding volunteer opportunities in the future, please 
edit your profile and tell us more about your skills and interests. 
 

 
 
Respond to every volunteer who signs up for your project, either via email or by 
phone, with project details within 48 hours. Your email or phone conversation 
should include the following information: (Please look at page 45 to see a confirmation 
email sample)   
 

 Project Logistical Information: Include project date, times, directions, and 
meeting location.  
 

 Project Goal: Discuss what will be accomplished at the project.   
 

 Project Details: Share with volunteers any specific details, such as costs, 
materials they might need to bring (e.g., water, appropriate clothing, lunch, 
etc.), and any rain plans. In addition, be clear about any challenges they may 
experience on the project, such as heavy lifting and/or potential allergens (dust, 
animals, pollen, etc.).   
 

 Cancellations: Emphasize commitment and reliability. If volunteers sign up, 
they must show up. Give them a number where they can reach you up until the 
last minute. Be clear about when you will leave the meeting area. Tell 
volunteers you can only wait 15 minutes for them to arrive.   
 

 Agency Information: If possible, include a link to the agency website and/or a 
short statement from the Community Partner about the project and how it 
benefits the agency. 
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What to do if you don’t have enough volunteers 
The Hot Project email is sent every Wednesday, and lists projects that need more 
volunteers. Volunteers opt to receive this email and/or can search online for Hot Projects. 
To use this resource effectively, you must let your Program Manager know by the 
Tuesday before your project that you would like your project included. Sometimes, your 
Program Manager will add your project to Hot Projects automatically, but it is best to 
check. Only projects that are less than 50% full can go on the Hot Project list. Please see 
a sample of a Hot Project List below.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Volunteers who call or email you to sign up   
If your project is full, remind volunteers who call you that they can search for Hot Projects 
online to find out where they are needed. If applicable, you can also inform the volunteer 
of the next time you are Team Leading, and offer to sign him/her up for the next project.   
 
If your project is not full you can direct them on where/how to sign up for your project, or 
you can offer to register them yourself.   
See website instructions, page 25.   
 
What to do when your project is full 
Based on our experience, we know that 20% (or one in five) of volunteers typically do not 
show up (or cancel last minute) for each project. As a result, projects listed on the website 
will allow for 20% more volunteers than needed. When your project is full, remind 
volunteers who call you that they can search for Hot Projects online to find out where they 
are needed. If applicable, you can also inform the volunteer of the next time you are Team 
Leading, and offer to sign him/her up for the next project.  You can also keep a waitlist, 
should you choose to do so, to fill slots left vacant by last minute cancellations. 
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Project To Do’s: During the Project:   
 
At the start of the project   

 Arrive at your project 20 minutes early to meet and greet your volunteers.   
 Distribute nametags or volunteer buttons as volunteers arrive.   
 Keep track of volunteer attendance as they arrive — volunteers must have 
signed up for your project in advance and must have attended a New York Cares 
Orientation.   

 Welcome the team; introduce yourself and your Community Partner 
representatives. Have volunteers introduce themselves through a brief icebreaker.  

 Provide an introduction at the start of your project. In addition; The Community 
Partner should also participate in the introduction and give volunteers background 
on the agency. 

 
CHECK LIST FOR A GOOD PROJECT INTRODUCTION 
 
Providing your volunteers with a good introduction is a key element to the 
success of any New York Cares project. Use the following guidelines:  
 
 Provide project goals, details and logistics. Describe exactly what tasks the 

group will be doing, including the approximate timeline and what to expect during 
the project. If you anticipate a challenge, let your volunteers know, and suggest 
ways that they can handle problems.   

 Let your volunteers know that you are accessible, and to come to you 
immediately if they have any questions, concerns, or problems.   

 Share rules and set expectations. If applicable, review disciplinary procedures. 
For example, if the volunteers will be working with children when necessary, you 
should remind volunteers that they should not take a child to the bathroom alone. 
Encourage your volunteers to be firm with children, but to contact you and the 
Community Partner as soon as he/she feels uncomfortable or overwhelmed.   

 Explain the value volunteers bring to the project and why their participation is 
important.   

 Provide information about the agency with which the group is working. Ask 
your Community Partner representative to speak about the agency, if possible. 
Either you or the CP can explain the mission, the purpose of the agency, and why 
the volunteers’ help is important. 

 Speak to how the volunteers’ time, whether a one-time visit or an ongoing 
commitment, will positively affect the community in which the group is working.  

 Make any New York Cares announcements, e.g. an upcoming Annual Day of 
Service or volunteer recognition event.   

 Let volunteers know that you will be gathering at the end of the day to 
debrief.   
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Throughout the project   

 Check in with volunteers throughout the project   
 

 Once the project is underway, make rounds several times to ensure that all 
volunteers are busy and providing appropriate service.   
 

 When appropriate, rotate tasks among the volunteers so they get a variety of 
experiences. 
   

 Pay particular attention to the volunteers who are new to your project. 
Encourage interaction between new and returning volunteers.  

 
At the completion of the project   

 End the project on time.   
 

 Gather the volunteers for a debriefing session.   
 

 Thank the volunteers for coming.   
 

 Provide a recap of the day’s accomplishments stating the quantity of work 
done and outlining the benefits of the work done.  
  

 Ask the volunteers whether the project met their expectations, whether they 
enjoyed the project, what they enjoyed about it, and what they would do differently. 
Invite them to reflect on their experience.   
 

 Offer to register the volunteers on your next project. Remind them of the next 
session.  
  

 Before leaving the site, be sure all materials, supplies, and food are put away 
and that the project area is left in the same condition (or better than) it was in when 
you first arrived.   
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Project To Do’s: After the Project:   
 
Call or email your Program Manager   
Contact your New York Cares Program Manager within a week of the project to debrief. 
These discussions are most useful if they take place while the project is fresh in your 
mind. This can be done after the first two meetings of the project, and then on an 
as-needed basis to address any issues that arise.  
 
Submit your volunteer attendance   
Within five days after the project, all Team Leaders must submit attendance via the 
website (see instructions pages). This aspect is important for the following reasons:   

 It gives credit to volunteers for their project participation.   
 It helps Team Leaders with volunteer recruitment by providing a record of 
volunteers who have attended each project.   

 It allows New York Cares to track volunteer retention rates and trends.   
 The information is also vital to our fundraising and reporting activities.   

 
Submit your Impact Numbers   
Within five days after the project, all Team Leaders must submit impact numbers via the 
website (see instructions pages), or contact PM if you don’t have Internet access.   
 
Thank the volunteers   
Thanking your volunteers again and again is a great way to ensure that they keep coming 
back. It is also a good way to remind them of when you are leading upcoming projects. 
See sample of Thank You E-mails on pages 45.    
 

 
FOUR THINGS TO REMEMBER AS A TEAM LEADER 
 

 Content and logistics of the project can be modified. As a Team Leader you should be ready 
to make the needed changes if any obstacles may happen. Remember to communicate the 
changes to the volunteers and your Program Manager as fast as possible.   

 Your role in volunteer and client retention. As a Team Leader you are the on-site ambassador 
of New York Cares. Remember always to encourage the volunteers to come back and participate 
in different projects as well.   

 Open communication with your Community Partner and Program Manager. Always 
remember to communicate truthfully and honestly with both your Community Partner and 
Program Manager and report any unforeseen situations.  

 Capacity numbers can be modified. Due to changes of the project the Team Leader or the 
Program Leader may need to modify the number of volunteers the projects require e.g. If you 
need to cancel some of the scheduled activities it might be a good idea to change the capacity 
number as well.  


