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Team leaders can play a critical role in the success of your project. They are the people at a service site who are responsible for ensuring a positive experience for volunteers and a positive outcome for the service project/site. 
To make the most of team leaders:
· Identify your team leaders in advance of the project and provide training that includes information about:  
· the MLK Day of Service
· the organization that initiated the project 
· the service site, if different than the initiating organization
· the issue or problem that the service addresses and how it relates to Dr. King’s message of economic opportunity
· the service activity and how it will help to improve the issue or problem 
· how to instruct volunteers to carry out the service activities
· how to greet participants when they arrive and any key messages that team leaders should relate to volunteers 
· how to handle potential emergency situations
· any reflection and/or evaluation that should be done during or following the service activities
· contingency plans for inclement weather, too many volunteers, too few volunteers, etc. 

· Prior to the start of the project—on the day before to the project or early on project day—provide team leaders logistical information:
· where to direct volunteers, media, or VIPs to check in
· how many volunteers each team leader will be responsible for supervising in carrying out the service (10-15 volunteers to every team leader is a good number if volunteers are adults; for projects involving kids, the ratio should be lower) 
· review the instructions for the service activities
· the location of service supplies; refreshments; bathrooms, first aid; and volunteer incentive items such as T-shirts or buttons
· who to ask if there is a question or issue that team leaders are not prepared to manage


Team Leaders Checklist 
Before the service day: 
· Participate in a team leader training 
· Do a site visit to the service site organization and the actual site if different 
· Review expected outcomes of the service with the organization  
· Identify options for breaking tasks into smaller pieces that can be completed if you have too few volunteers. This will promote greater satisfaction for volunteers and the organization/group benefiting from the service
· Identify options if you have too many volunteers

On the service day: 
· Arrive early and set up your station with supplies, as needed
· Know the locations of the bathrooms, refreshments, and any volunteer incentives
· Greet volunteers and they arrive and direct them to sign in, opening activities, and/or orientation
· Instruct volunteers on how to complete service project and manage volunteers as they serve
· Delegate where possible 
· Empower volunteers to complete the service tasks by giving freedom with boundaries
· Make it easy to participate and tell volunteers why the task has purpose
· Make volunteers feel welcomed & included
· Established clearly defined rules
· Provide safety tips for volunteers and watch that volunteers are completing service in a safe manner 
· Provide information about the organization, service, MLK, any reflection and/or evaluation activities
· Act as the liaison between the agency and volunteers on site; be a champion for the agency and the issue that the  service addresses 
· Make sure that the site is cleaned up 
· If the project is not finished, assess what is needed to complete it

After the service day is over: 
· Meet with other team leaders to reflect on the success of the day 
· Complete site evaluation with agency 
· Send thank-you letters to the site 
· Return equipment
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