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Abstract

Volunteer recruitment begins with collecting accurate and relevant information. A well-
designed Volunteer Application Form is essential for efficiently screening applicants,
identifying skills and motivations, and ensuring an appropriate match between volunteers
and organizational needs. This Teaching Paper presents a structured form that gathers
personal information, skills and experiences, availability, and emergency contacts. The
tool reduces administrative burden, promotes fairness in recruitment, and strengthens
volunteer engagement. Drawing on best practices in non-profit management, the paper
demonstrates how the form can be integrated into recruitment workflows, highlights
common challenges, and provides a case study from a community development program.
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Executive Summary

This Teaching Paper introduces a Volunteer Application Form template designed to
streamline recruitment and improve volunteer—organization alignment. It highlights the
importance of systematic data collection and shows how forms serve as both
administrative and relational tools in non-profit practice.

Purpose and Learning Objectives

. To provide a standardized framework for collecting volunteer information.
. To enhance recruitment fairness and efficiency.
. To support better matching between volunteers and roles.

Learners will:
1. Understand the purpose of structured application forms.
2. Learn how to adapt the template to their organization.

3.  Anticipate challenges in form implementation.

Background and Context

Recruitment processes that lack structure often lead to poor role alignment and volunteer
attrition (Brudney, 2016). Bryson (2018) and Drucker (1990) emphasize that systems and
processes are essential for organizational resilience. A well-designed form aligns with
these insights, enabling non-profits to professionalize recruitment without losing their
relational approach.

Practical Guide: Volunteer Application Form

o Personal Information: Name, address, contact details.

. Skills and Experience: Relevant competencies and past volunteering.
. Availability: Days and times available to serve.

. Emergency Contact: For safety and accountability.

Practical Note: Keep the form short, clear, and accessible both on paper and online.



Case Study

A literacy NGO implemented this form as part of a school tutoring program. Before
adoption, mismatches in scheduling led to high dropout rates. After integrating the form,
coordinators matched tutors’ skills with student needs and aligned schedules. Retention

increased by 30%, and program satisfaction improved.

Common Challenges and Tips

. Overly long forms: Discourage applications. 7ip: Focus on essentials.
. Data privacy concerns: Must be addressed with clear policies.
. Inconsistent use: Standardize across all departments.

Reflection Questions
1.  What risks arise when recruitment data is collected informally?

2. How might you adapt the form for online use in your context?

3. Which additional questions could be useful for your program?

Limitations and Considerations
The form should be adapted to local legal and cultural contexts. It is not a substitute for

interviews or reference checks.

Academic Value
This Teaching Paper connects organizational development theory with a simple but
powerful recruitment tool, contributing to literature on volunteer management and human

resource systems in non-profits.



Conclusion and Next Steps

Organizations can integrate the Volunteer Application Form into recruitment processes,
ensuring data consistency and stronger matches. Next steps may include digitizing the
form or integrating it with volunteer management systems.
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