
Establish Expectations: June/July/August

 

 

Follow Up: February/ March

 

Announce when nominations open October 1  through SU communication
channels (social media, service unit meetings, etc.) 

st

Request updated information (past recognition, years as a volunteer, years as a
member, other organizations they volunteer through, etc.) from returning and
new volunteers

Encourage all service unit team members take notes throughout the year on
who has stepped up in significant ways within the service unit

Volunteer Award
Coordinator Checklist 

Monitor for communication from council (email and Volunteer Award
Coordinator Facebook page) about up to date information regarding awards and
Volunteer Appreciation Month

Discuss how volunteers will be informally appreciated/recognized by the service
unit throughout the year (for example: leader meeting kudos share, encampment
volunteer thanks, first year leader shout outs, cookie manager appreciation etc.)

Regularly promote the monthly Troop Leader Spotlight and Support Volunteer
Spotlight within the service unit as additional avenues of volunteer recognition
outside of formal awards

Set Up for Success: October - January

When planning for the upcoming Membership Year, agree on a budget
with the Service Unit Manager for appreciation and recognition for the
upcoming Membership Year (Volunteer of Excellence Pins, 5 Years of
Service Pins, Volunteer Appreciation Month or End of Year celebration,
any ongoing appreciation and recognition costs)

Connect volunteers with nomination resources on the Recognitions and
Honors page of the GSWCF website

Monitor for communication from council (email and Volunteer Award
Coordinator Facebook page) about any upcoming optional check in meetings
related to the Volunteer Award Coordinator position



Follow Up (cont.): February/March

 

Volunteer Award
Coordinator Checklist 

 

 

Submit nominations for volunteers agreed upon by the service unit team and
follow up with any recruited nominators.

Hold award information sessions at service unit meetings reviewing current
awards and their requirements, best practices, and how to write a quality
nomination.

Ramping Up: March

Discuss possible award candidates with the Service Unit Team, determine
eligibility, compile a list of who will be nominated this year, and who should be
nominated through another recognition method (Troop Leader Spotlight,
Support Volunteer Spotlight, SU Created Recognition if applicable). Recruit
volunteers to write additional nominations as needed (should be those who can
speak directly to their service).

Regularly promote the monthly Troop Leader Spotlight and Support Volunteer
Spotlight within the service unit as additional avenues of volunteer recognition
outside of formal awards.

Remind volunteers about nomination resources available to them.

Compile who in the Service Unit is up next to receive Numeral Guard and Years
of Service Pins - report volunteer names and pin quantities to council and
purchase 5 Years of Service Pins from GSWCF store.

Continue to remind/educate volunteers on awards criteria, how to submit a
strong nomination, deadlines, and other avenues of recognition.

Revisit plans from beginning of the year on how volunteers will be celebrated
during Volunteer Appreciation Month in April, and how approved volunteers
will receive the Volunteer of Excellence Pin and 5 Years of Service Pin. Work
out logistics and how plans will be executed.

Monitor for communication from council (email and Volunteer Award Coordinator
Facebook page) about up to date information regarding awards and Volunteer
Appreciation Month.

Review who in the service unit has previously earned an award, using Service
Unit award records and the History of Adult Awards spreadsheet.

https://www.gswcf.org/en/volunteers/community-team-members/adult-awards-coordinator.html
https://www.gswcf.org/en/volunteers/community-team-members/adult-awards-coordinator.html
https://www.gswcf.org/en/volunteers/community-team-members/adult-awards-coordinator.html
https://www.gswcf.org/en/volunteers/community-team-members/adult-awards-coordinator.html
https://gswcf.jotform.com/240325019337854


Crunch Time: April

 

Wrap Up: May - August

 

Volunteer Award
Coordinator Checklist 

Continue to implement all tasks from March in April.

If you have not already, report volunteer names and pin quantities to council
for 10 years of service and up so they can receive it at the annual volunteer
award ceremony in August. 

Check email for a list of awardees from the Service Unit, including Volunteer of
Excellence recipients. This email includes a Volunteer of Excellence certificate
template and order form for Volunteer of Excellence Pins.

Collaborate with the Volunteer Development Manager to collect attendance for
approved Awardees and Years of Service Honorees including name
pronunciations, photos, and dietary restrictions.

Ensure volunteers who were approved to receive the Volunteer of Excellence
Award and are up for their 5 Years of Service pin receive them before the end
of the membership year.

 Receive awardee materials of those absent from the ceremony from the
Volunteer Development Manager either at Volunteer Leadership Rally, pickup
at the Leadership Center, or from Community Manager and coordinate
presentation/delivery to recipient.

Questions? Email adultawards@gswcf.org 

Notify council about commitment to assisting with reviewing
nominations received during the nomination period and confirming
who will receive awards at the annual volunteer award ceremony.

Celebrate Volunteer Appreciation Month with volunteers in the service unit.

https://gswcf.jotform.com/240325019337854
mailto:adultawards@gswcf.org
mailto:adultawards@gswcf.org
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