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Why does your organization exist?
Mission →   Purpose

Vision    →   Destination

Values  →    Beliefs

Why do people want to work for you?
Paid staff

Volunteers

Why do people stay?

Why do people leave?



Board of Directors
Policy

Core Values

Direction

Management
Structure
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Resources 
Financial

Time

Community

Risks
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Legal
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Handbook is a guide for the employee to 
understand the organization’s attitude of its 
responsibilities to employees and employees’ 
responsibilities to the organization.

Articulates “minimum” policies and standards
Pay

Working hours

Attendance

Vacations

Benefits

Risks of policy-making



“The most important choices you 
make are the people you hire.”



Use mission and values in the hiring process

Be as specific as possible about the job when 
recruiting

Always follow federal and state hiring and 
nondiscrimination policies 

Review résumés and applications before the 
interview

Do not let personal bias to influence your choice



Focus on job requirements when asking 
questions

Be professional

Take notes

If you are thinking about asking any sort of 
medical question – stop yourself!



Focus on these key categories in order when 
interviewing:

Values Alignment

Adaptability

Attitude

Learning Aptitude

Technical/ Job Skills



Wrong
When did you graduate?/When 
will you retire?

What church do you attend?

Where were you born?/What is 
your accent?

Are you married/pregnant/have 
child care?

Do you have a car?

Will you have to miss work for 
military obligations?

Right
What are your long term goals?

Are you able to work on 
Saturdays and Sundays?

Can you speak Spanish?

This job requires that you work 
late hours/be able to travel. Is 
this a problem?

Can you arrive by 7:00 AM?

Do you have upcoming events 
that would require time away?



What is your highest and best purpose? (Self 
Awareness)

What is it about our organization that 
influenced you to apply? (Strategic Thinking)

What was the most meaningful recognition you 
ever received? (Values Alignment)

What was the last big mistake you made?  How 
did you correct it? (Problem solving/Planning)

How do you make others feel better?  How do 
you know? (Influencing Skills)



How do you resolve conflict? Please give me an 
example. (Problem Solving/Influencing)

When was the last time you had to tell someone 
they were wrong?  How did you do it? (Risk 
Taking and Questioning Skills)

How do you build trust? (Influencing)

What would your best friend say you need to 
work on? (Self Awareness)

What tasks or activities do you enjoy the most? 
(Execution/Technical)

What would your friends say are your “Super 
Powers”? (Initiatiave/Technical)



Feedback and evaluation are essential to the 
success of individual employees and the 
organization.

Types of feedback
Verbal

Written

SL II

Measurement Tools
Self-evaluations

Supervisor evaluations

Objective vs subjective evaluation



Webster: Training that corrects, molds, or 
perfects the mental faculties or moral character

A fundamental factor which enables people to 
work together effectively

Hard standards vs performance driven or soft 
standards.

Legal risks inherent in the use of discipline
Employment law

Always document

Be objective and consistent



Progressive discipline is the process of using 
increasingly severe steps or measures when an 
employee fails to correct a problem after being 
given a reasonable opportunity to do so.

Counseling

Verbal reprimand

Written reprimand

Suspension

Dismissal



“Non-profit Myth”

How do compensation and reward reflect your 
organizations mission and values?

Legal requirements
Minimum Wage

Fair labor practices

Alternative means of rewards
Bonuses

Performance initiatives and programs

Experiences

Flexibility and creativity



Training and personnel development are 
essential in building successful organizations

Types of training
Formal

Informal

IFEA/TFEA Resources
Publications

Conventions

Webinars

CFEE/TFEE

Professional networks



Standards in volunteer programs and volunteer 
administration

Job Descriptions

Clarity

Consistency

Extending mission, vision, and core values to 
volunteer workforce

Legal standards applicable to volunteers
Nondiscrimination

Safety



Evaluate risks
Legal

Safety

Public relations

Financial

Manage risks

Adequate insurance
Directors

Health

Property and casualty

Employment practices



U.S. Department of Labor
www.dol.gov

Texas Workforce Commission
www.twc.state.tx.us

Society for Human Resource Management
www.shrm.org

International Festivals and Events Association
www.ifea.com
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