
Initial ESV partnership meeting – template agenda

For employers and volunteer-involving organisations


Effective employer-supported volunteering (ESV) partnerships are built on shared understanding, clear expectations and open communication. 

This initial meeting agenda lays out a plan for volunteer-involving organisations (VIOs) and employers to clarify responsibilities and agree practical arrangements before developing an ESV opportunity. The agenda is designed to be flexible and can be adapted depending on the type and scale of volunteering being discussed.

This resource has been created as part of Scotland’s Employer-Supported Volunteering Framework.

Template agenda

Purpose: To establish a shared understanding, clarify expectations and agree next steps for developing an ESV opportunity or partnership. 

Duration: 90-120 minutes

Participants: 
 
· Employer representative 
· VIO representative
· External facilitator/broker (optional)

1. Welcome and introductions (10-15 mins)

· Names and roles
· Overview of each organisation’s work
· Optional icebreaker: “What does a positive volunteering experience look like from your perspective?”
· Overview of meeting aims and agenda

2. Context and intent (10-15 mins)

· Why is each organisation interested in this ESV opportunity or partnership?
· What organisational objectives are driving participation?
· Is this a one-off activity or the start of an ongoing relationship?
· Briefly outline the proposed type(s) of ESV being considered, for example:
· Individual volunteering
· Team volunteering days
· Skills-based support
· Fundraising
· Hybrid models

3. Understanding expectations and parameters (10-15 mins) 

· Open discussion to explore:
· Previous ESV experiences and lessons learned
· Practical constraints (time, seasonality, location, supervision capacity)
· Level of structure required (pre-set roles vs co-designed activities)

4. Safeguarding, health and safety and risk management (20-25 mins)

· Discuss and clarify responsibilities in relation to:
· Health and safety procedures
· Supervision arrangements
· Risk assessments
· Insurance coverage (public liability, employers’ liability, etc)
· Incident and accident reporting processes
· Safeguarding and regulated roles (if applicable)
· Protecting Vulnerable Groups (PVG) requirements (where relevant)

5. Resources and budget (15-20 mins)

· Discuss any financial or in-kind considerations, including:
· Costs of materials, equipment or venue hire
· Staff time and supervision requirements
· Volunteer expenses (if applicable)
· Whether a financial contribution or sponsorship is expected

6. Monitoring and impact (10-15 mins)

· What does success look like for each organisation?
· What outcomes are being measured (e.g. community impact, employee engagement, skills development)?
· What data or feedback will be collected?
· Who is responsible for reporting and sharing impact?

7. Governance, communication and next steps (10 mins)

· Key contacts in each organisation
· Communication channels
· Approval processes (internal sign-off, legal review, etc.)
· Whether a partnership agreement or memorandum of understanding is required
· Proposed timeline and key milestones

8. Close (5 mins)

· Optional quick reflection:
· What are you most confident about?
· What questions remain?
· What support might be needed?
· Confirm:
· Next meeting date (if applicable)
· Who will circulate notes and actions
· Immediate next actions
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