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What’s Inside 
 

This handbook is designed to give you the key information and tools for your first 
consultation. Please feel free to contact a CentrePoint staff member to answer any of 
your questions.  CentrePoint also has a resource list of books and tools to assist you in 
completing consultations with success. 
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Welcome to Our Team 
 
As a Volunteer Management Consultant (VMC), you play a key role in helping us build 
bridges to the community.  By matching your professional expertise with the training 
needs of the non-profit sector, you become the vital link between CentrePoint and its 
clients through your knowledge, experience and commitment. Your consulting skills are 
the catalyst for success. 
 
 

“As a Volunteer Management Consultant, I have the opportunity both to be part 
of a dynamic organization, and to give something back to a sector that makes a 
substantial contribution to the Calgary community.” 

Bill Holbrow, VMC 
 

 
 
 Reasons for Becoming a Volunteer Management Consultant (VMC) 
 

�  Rewards of giving back to the community by using your professional abilities 
�  Challenging opportunities to apply your skills in new environments 
�  Opportunities to experience the passion and commitment of the non-profit sector 
�  Your unique VMC profile for use in your professional work 
�  Specified time commitment – each consultation has a pre-defined number of 

hours 
�  On-going guidance, support and coaching by the Project Manager 
�  Access to a diversity of CentrePoint management resources tools 
�  Ability to transfer skills from volunteer consultations to your own work 

environment 
�  Networking opportunities with other volunteer consultants 

 
 
“I like working on a specific project with end dates as opposed to being an officer with 
ongoing administrative responsibilities.” 

Orland Nelson, VMC 
 
 
 

 
Did You Know? … 
 
CentrePoint has: 

�  Recruited over 450 Volunteer Management Consultants  
�  Led over 800 consultations 
�  Coached more than 300 different non-profit organizations. 
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"I have been a volunteer with CentrePoint for the last year and have been so impressed by the 
organization's vision, people, and values. 

 

As a Volunteer Management Consultant I have worked to help non-profit organizations in such 
areas as:  leadership development, customer service, and time management.  The impact of my 
involvement with CentrePoint has allowed me to give back to the community and help individuals 
be more effective in their roles and their lives.  I have grown as an individual, a coach and a 
professional by volunteering my time with CentrePoint.  I feel fortunate to be involved with such a 
remarkable organization." 

Kristan Nielson, VMC and Executive Coach 

About CentrePoint 
 
Our Unique Model 

CentrePoint Non-Profit Management 
specializes in providing management 
expertise to the non-profit sector. 
CentrePoint fulfills its mandate by 
recruiting skilled Volunteer Management 
Consultants who are strategically 
matched with non-profit organizations to 
share expertise and provide a wide 
range of consulting, mentoring and 
training services. 
 
Unique in Canada, CentrePoint plays a 
key role in helping organizations 
achieve long-term goals. Consultations 
are customized to the individual needs 
of the client and focus on outcomes that 
are results-oriented, practical, timely 
and cost-effective. 
 
 
Making the Match: Client and VMC 

Making strategic matches between 
clients and Volunteer Management 
Consultants is a critical component of 
CentrePoint’s work. We strive to ensure 
that your skills and interests are 
successfully matched with the needs 
and culture of the non-profit 
organization. 
 

Our Mission 

Creating the future for a stronger non-
profit sector through consulting, 
mentoring, training and knowledge 
sharing. 
 
 
Our Vision 

A non-profit sector operating at 
optimal performance 
 

  
Our Values 

�  Trust & Respect 
�  Professionalism & Ethics 
�  Integrity & Stewardship 
�  Quality Performance 
�  Diversity of Culture & Perspective 
�  Confidentiality  

 
 

We Care. We Think. We Act. We Share. 
 
 
 
 
 



 
CentrePoint Non-Profit Management 

About the Non-Profit Sector 
 
Calgary is home to more than 6,200 voluntary sector agencies, comprised of approximately 
2,000 registered charities and an additional 4,200 non-profit organizations. These 
organizations have a number of common characteristics that distinguish them from private 
sector firms. These characteristics are summarized in the table below. 
 
 

Characteristics of Non-Profit Organizations 

 For-Profit Non-Profit 

Board of 
Directors 

Represents the owners or 
shareholders. 

Represents multiple stakeholders. 

Customers/ 
Clients 

Are the individuals who 
purchase a company’s 
products or services. 

Harder to define. Can include 
recipients of services, volunteers, 
donors and funders. The term 
“client” is often used to refer to 
recipients of services. 

Stakeholders 
 

Includes customers/clients, 
shareholders, employees and 
the community. 

Larger and diverse group of 
stakeholders due to political 
environment in which organization 
exists. Includes clients, 
employees, board members, 
donors, funders, special interest 
groups, other agencies, private 
service providers, government, 
and the community. 

Use of 
Volunteers 

Not applicable. Are critical to the success of the 
organization. Are individuals who 
contribute time, money, talent and 
physical resources. 

Competition Competitive analysis is used 
to understand the dynamics of 
the industry and identify 
opportunities and threats. 

Competitive analysis requires a 
broader environmental review, 
including image of organization in 
relation to other non-profits. 

Dependency on 
Funders/ 
Donors 

Not applicable. Revenues 
come from products and 
services. 

The majority of revenues usually 
comes from private and public 
funders, and donors. This 
dependency on funders creates 
unique challenges in operations. 

Adapted from: Rogers, G., Finley, D., & Galloway, J. (2001). Strategic Planning in Social Service Organizations:  A 
Practical Guide. Toronto, Ontario: Canadian Scholars’ Press Inc. 
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Size and Scope of the Voluntary Sector in Canada 
 

Non-Profit Organization or Charitable Organization? 
 
The non-profit sector is referred to by several interchangeable names, including non-
profit, not-for-profit, voluntary, and third sector (to distinguish it from the private and 
public sectors). The terms charity or charitable organization are also used when 
discussing non-profit activity, but these terms actually refer to a sub-set of the sector. 
Not all non-profit organizations are charities.  
 
A non-profit organization is defined in the Income Tax Act as “a club, society or 
association that operates for any purpose other than profit”. In Alberta, Non-profit 
organizations are regulated by the Societies Act which states: 

A society is formed by five or more people who share a common cultural, 
charitable, scientific or recreational interest. A society may not incorporate 
primarily to carry on a trade or business. 

 
In Alberta, a non-profit may also incorporate under the Companies Act, with non-profit 
purposes.  A non-profit organization is exempt from paying tax on most types of income 
but it cannot issue official tax receipts for income tax purposes. 
 
Alberta agencies also register under the Alberta Charitable Fund-raising Act if the 
agency (or persons) uses a fund-raising business, and/or raises more than $25,000 
annually in contributions from Albertans.  This is a completely different registration from 
being registered as a charity under the Income Tax Act.   
 
A charitable organization is defined in the Income Tax Act as an organization that is 
formed for a charitable purpose: 

A charitable purpose includes any philanthropic, benevolent, educational, 
health, humane, recreational, religious, cultural or artistic purpose. 

 
For an organization to be registered as a federal charity, its purposes have to fall within 
one or more of the following categories: 

�  the relief of poverty;  
�  the advancement of education;  
�  the advancement of religion; or  
�  other purposes beneficial to the community in a way the law regards as charitable.  

 
Charitable organizations must be registered with Canada Revenue Agency (CRA). Other 
requirements for a charity include: 

�  it must devote its resources to charitable activities 
�  it must be resident in Canada 
�  it may not have any income payable to benefit its members. 

 
The two major advantages of registering as a charity are exemption from income tax, 
and the ability to issue official tax receipts for donations. 
 

 
�  161,000 non-profit organizations 
�  Includes 93,000 charities 
�  2 million employees 

�  7.5 million volunteers 
�  Accounts for 12% of GDP (Gross Domestic 

Product)



 
CentrePoint Non-Profit Management Page 6 

Consulting Sustainability Model 
 

CentrePoint helps its clients to build effective and sustainable organizations through the 
adoption of best management practices. Our Sustainability Model highlights the key 
operational, financial and management components that lead to short-term and long-
term organizational success. 
 
 
 

Sustainability Model 
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Consulting Sustainability Model – Key Concepts 
 

Sustainability … the implementation of effective governance, operational, 
financial and knowledge management practices to achieve the short-term and 
long-term viability of an organization. Sustainability is also defined by ongoing 
planning and review to ensure best practices. 
 
Vision … a broad statement of the future that an organization seeks to create.  
 
Mission … a concise statement that identifies an organization’s purpose, 
activities and key stakeholders. 
 
Values … the fundamental beliefs underlying an organization’s mission and 
vision that provide the context for day-to-day operations.  
 
Governance … the processes and structures that direct and manage an 
organization’s operations and activities. Governance establishes mechanisms to 
achieve accountability and fiscal responsibility among stakeholders, the Board of 
Directors and management. 
 
Strategic Plan … a three-to-five year plan that is designed to lead, manage and 
change an organization in a well-integrated fashion based on core strategies. 
The strategic plan should drive and inform the business plan. 
 
Business Plan … a one-to-three year plan that serves as the principal operating 
tool for an organization and outlines strategies for operational and financial 
sustainability. An effective business plan will include plans/strategies for:  

�  governance 
�  marketing and communications 
�  human resources  
�  resource/fund development 
�  financial management 
�  administrative procedures 
�  technology supports. 

 
The business plan should drive and inform the operational plan. 
 
Operational Plan … a one-year plan that provides details of annual operations 
linked to the budget. 
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Volunteer Management Consultant (VMC) 
Job Description 

 
Position: Volunteer Management Consultant 
 
Function: Share expertise and complete a defined project with a non-profit 

organization  
 
Qualifications: A seasoned professional with a university degree or college diploma 

who has: 

�  Minimum of 5-7 years related work experience 
�  Excellent communication and facilitation skills 
�  Expert skills/experience in one or more of the following areas:  
�  Board Governance, Strategic Planning, Business Planning, 

Finance, Human Resources, Technology or Marketing. 
 
Duties: After accepting a consultation, VMCs are responsible for: 

�  Reviewing any client materials 
�  Meeting/ talking with CentrePoint’s Project Manager to discuss the 

project 
�  Attending the Preliminary Meeting with the client and Manager 
�  Completing the consultation with the client 
�  Updating the Project Manager on an ongoing basis 
�  Completing the final report (if required) 
�  Completing the VMC feedback form. 

 
Projects: Each project is predefined in length.  The time commitment ranges 

from 10 to 50 hours.  Most projects are completed in 3 to 5 months. 
 
Benefits: �  Rewards of giving back to the community by using your 

professional abilities 
�  Challenging opportunities to apply your skills in new environments 
�  Opportunities to experience the passion and commitment of the 

non-profit sector 
�  Your unique VMC profile for use in your professional work 
�  Specified time commitment – each consultation has a pre-defined 

number of hours 
�  On-going guidance, support and coaching by the Project Manager 
�  Access to a diversity of CentrePoint management resources tools 
�  Ability to transfer skills from volunteer consultations to your own 

work environment 
�  Networking opportunities with other volunteer consultants. 

 
CentrePoint’s consulting process for VMCs is comprised of three phases: 

1. Preparation 
2. Consultation 
3. Final Report and Evaluation 
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Code of Conduct 

 
Our Intent 

As a model enterprise known for elevating the performance of non-profit organizations and 
bridging understanding between the business, academic, public and non-profit sectors of our 
community, CentrePoint bears special responsibility to ensure the conduct of its Board, Staff, 
Contractors and Volunteer Management/Technical Consultants is exemplary.   
 
CentrePoint commits to helping its clients succeed.  The following values guide the 
performance of the Board, Staff, Contractors and Volunteers: 

�  Trust & Respect 
�  Professionalism & Ethics 
�  Integrity & Stewardship 

�  Quality Performance 
�  Diversity of Culture & Perspective 
�  Confidentiality 

 
 
Our Mission & Vision 

Mission:  Creating the future for a stronger non-profit sector through Consulting, 
Mentoring, Training and Knowledge Sharing. 

 

Vision: A non-profit sector operating at optimal performance. 
 
 
In my service to CentrePoint Non-Profit Management, I commit to assisting CentrePoint 
achieve its Vision, fulfill its Mission and live its Values.  In my consulting work, I will: 
 

�  Take care to act honestly, in good faith and in the best interests of the client at all times; 

�  Not use for personal advantage, nor for the advantage of third parties, any 
information acquired in the course of a consulting assignment to which there would 
not otherwise be access; 

�  Respect client confidentiality, recognizing that information I obtain about a non-profit 
organization during my volunteer consulting work shall always be considered of a 
confidential nature; and, 

�  Demonstrate at all times the highest standard of professionalism and ethical behaviour. 
 
 

Volunteer Management Consultant  Date 

Print Name   

Witness  Date 
 
 

We care.   We think.  We act.  We share 
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CentrePoint’s Consulting Process
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Volunteer Management Consultant Activities 
 
 
Phase 1:  Preparation Phase 2:  Consultation Phase 3:  Final Report and Evaluation 

�  Review Contract 
�  Review VMC Profile 
�  Review Client Materials (if 

available) 
�  Meet with CentrePoint Manager 
�  Attend Preliminary Meeting 

�  Project Planning 
�  Conduct Consultation (as 

appropriate) 
�  Track Time (as appropriate) 
�  Complete and submit Expense 

Claims (as required) 
�  Liaise with CentrePoint Manager 

(as required) 

�  Complete Final Report (as 
required) 

�  Debrief with CentrePoint Manager 
�  Debrief with Client (as appropriate) 
�  Complete VMC Feedback Form 

�  The Role of the VMC 
�  VMC Profile* 
�  Client Contract* 
�  Resource List 
�  Information about Preliminary 

Meetings* 

�  Expense Claim Form* �  Report Template 
�  VMC Feedback Form* 

 *Sample copies of these Tools are included in the Appendix 
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Key Tools for the Consulting Process 
 
A. The Client Contract*  

You will be given a copy of the client contract when you are initially contacted about a consultation. The 
client contract specifies: 
�  Type of consultation 
�  Brief history of the organization 
�  Rationale and scope of consultation 
�  Number of hours for consultation (estimation). 

 
B. The VMC Profile* 

This profile highlights your professional background, education, key skill areas, leadership roles and 
volunteer experience. It is prepared by CentrePoint and will be given to the client on or before the 
Preliminary meeting. 

 
C. The Preliminary Meeting* 

This initial meeting with the client, VMC and CentrePoint Manager is the opportunity to gain a common 
understanding of objectives, roles and timelines prior to beginning the consultation.  The Project Manager 
will schedule and chair the meeting. At its conclusion, both the client and VMC will be asked if they are 
comfortable proceeding with the consultation. If approval is received, the VMC then initiates the 
consultation. 

 
D. The Role of the CentrePoint Manager 

Every consultation has a Manager from CentrePoint who acts as Project Manager, providing guidance, 
support and coaching services as appropriate, and providing the link between the client and the VMC. 

 
E. Project Planning and Tracking 

Effective planning, identification of key tasks and time management are keys to the success of a 
consultation. CentrePoint can assist you with tools for planning the consultation and tracking your 
progress.  

 
F. Expense Claims* 

You will be reimbursed for parking, mileage and other reasonable expenses during the consultation. An 
Expense Claim form is available for tracking of expenses. 

 
G. VMC Feedback* 

At the conclusion of the consultation, both the VMC and client are asked for feedback on the process. This 
information is invaluable to CentrePoint in helping to improve and refine the consulting process. 
 
 
*Sample copies of these tools are included in the Appendix.  
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CentrePoint’s Resource List 
In addition to electronic consulting materials and files available through your CentrePoint Manager and customized 
to a particular contract, CentrePoint has an expanding collection of resources that is available to Volunteer 
Management Consultants. In addition, VMCs can borrow resources from Volunteer Calgary’ Library at no charge 
(2nd Floor, 1202 Centre Street S.E.). See also http://www.thecentrepoint.ca/resources 

 
A Selection of Our Titles 

The Non-Profit Sector 

�  Consulting with Nonprofits: A Practitioner’s Guide; Carol Lucas 
�  The Five Most Important Questions You Will Ever Ask About Your Nonprofit Organization; Peter Drucker 
�  Mission-based Management; Peter C. Brinckerhoff 
�  Self-Evaluation Tools; Peter Drucker 

 

Board Development Guidebooks: Alberta Culture and Community Spirit, Community and Voluntary 
Services 

�  Drafting and Revising Bylaws  
�  Developing Job Descriptions for Board Members of Not-for-Profit Organizations 
�  Recruiting and Developing Effective Board Members for Not-for-Profit Organizations 
�  Financial Responsibilities of Not-for-Profit Boards 
�  Hiring and Performance Appraisal of the Executive Director 

 

Marketing 

�  Marketing with Newsletters; Elaine Floyd 
�  Canadian Marketing: Cases and Exercises; C. Weinberg and G. McDougall 

 

Financial 

�  Putting the Pieces Together: A Guide to Financial Reporting for Not-for-Profit Organizations. Produced by 
Coopers and Lybrand 

�  Financial Empowerment: More Money for More Mission. P. Brinckerhoff 
 

Business Planning 

�  The Business Plan Guide for Independent Consultants. Herman Holtz 
 

Strategic Planning 

�  The Board Member’s Guide to Strategic Planning. Fisher Howe 
�  Strategic Planning in Social Service Organizations: A Practical Guide. G. Rogers, D. Finley and J. Galloway 

 

Facilitation/Training 

�  Secrets of Power Presentations. Peter Urs Bender 
�  The Great Trainer’s Guide. Sue Vineyard 

 

Human Resources 

�  “What’s it Worth?”: A Study of Compensation Paid in Charitable Organizations in Alberta and 
Saskatchewan. Produced by KPMG 

�  Hiring the Chief Executive: A Practical Guide to the Search and Selection Process. Sheila Albert 
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Appendix A:  Sample Client Contract 
 
Mr. Non-Profit Client 
1234 Main Street    
Calgary, AB  T0L 0L0 
 
Dear Non-Profit:   
  
CONTRACT  - SAMPLE 
 
I am pleased to have had the opportunity to meet with you to learn about the Organization.  The following 
contract proposal outlines how CentrePoint for Non-Profit Management (CentrePoint) would be able to help 
you achieve your goals. 
 

1. Our Understanding of Your Organization 

 Background information and description of client needs. 
 

2. Our Proposal 

One of CentrePoint’s consultants will provide Description of Consultation to the: Client .  Specific areas 
of consultation would include: detailed description. 

 
3. Deliverables 

Key deliverables resulting from this consultation include: 
 

4. Expected Outcomes 

Outcomes are the potential benefits or changes for individuals and organizations that would result from 
participating in this consultation. Expected outcomes include: 

 
5. Methodology 

Prior to the provision of consulting services, CentrePoint©s manager and consultant will meet with a 
steering committee, comprised of the Executive Director and one to two Board members, to clearly 
define and achieve a common understanding of: 

1. Background information, issues and needs; 
2. Expected outcomes; 
3. Structure and process; 
4. Accountabilities, responsibilities and commitments of CentrePoint’s consultant, the steering 

committee, CentrePoint©s manager, and others as designated in this meeting; and, 
5. Timelines. 
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6. Roles And Responsibilities 

CentrePoint will: 
�  Provide industry specific knowledge and expertise  
�  Provide templates and process framework, as appropriate 
�  Provide support and assistance to the consultant and client  
�  Provide regular follow-up to both consultant and client to ensure project is on track 

 
The Client will: 

�  Participate in all activities related to the consultation 
�  Provide the necessary resources to complete the consultation 
�  Be open to change 
�  Share learnings throughout the organization 
�  Strive to implement the outcomes resulting from the consultation  

 
The Consultant will: 

�  Share expertise, skill and knowledge 
�  Act as a coach, mentor and facilitator  
�  Customize the consultation to the needs of the organization 
�  Demonstrate sensitivity to organizational norms and values 
�  Take care to act in the best interests of the client at all times 

 
7. Timelines 

The preliminary consultation meeting will be scheduled at the earliest time convenient to individuals 
involved in this contract, following contract approval.  The anticipated date for project completion will be 
determined at the preliminary meeting. 

 
8. Confidentiality 

CentrePoint, along with its consultant, fully understands, respects and adheres to a client organization©s 
expectations of confidentiality in all aspects of the proposed consultation.  A Code of Conduct that 
highlights confidentiality as a key value guides CentrePoint’s Board, staff, contractors and volunteers in 
all aspects of its consulting practice. 

 
9. Documentation  

CentrePoint retains copies of documentation produced as a result of this consultation for archival and 
knowledge management purposes.  CentrePoint will not reproduce or distribute any documentation that 
identifies a client, implicitly or explicitly, without prior written permission except as needed in carrying 
out a consultation with that client.  Examples of documentation include but are not limited to agendas, 
session notes, manuals, outcome statements, reviews, final plans, etc whether produced by 
CentrePoint or client.   
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10. Fee for Service 

CentrePoint©s Manager, working closely with its consultant, will monitor the consulting project and will 
ensure that consulting fees do not exceed the maximum quoted for the service as defined, except at 
your request for additional services.  We expect that this consultation will range between minimum 
number of hours] and maximum number of hours for a fee for service of:  

 
Market Value Price: $xxx 
Your Discount: $xxx 
Your Investment: $xxx  

 
CentrePoint’s fees are payable upon receipt of invoice.  On occasion, our fee may include additional 
expenses such as parking, printing and travel.  This estimate is valid for (standard 60 days) days. 

 
11. Indemnification 

The client agrees to indemnify, defend and hold CentrePoint and its subsidiaries and affiliates, and their 
successors, officers, directors, employees, contractors and volunteers, harmless from any and all actions, 
causes of action, claims, demands, costs, liabilities, expenses, and damages asserted against any of them 
arising out of or in connection with any work performed while under this agreement. 

 
12. Building Bridges Within the Community 

CentrePoint©s consultant will possess a high level of skill and knowledge in the area of Subject Area.  
Not only will our consultant perform his/her responsibilities in a professional manner, we will ensure that 
he/she is sensitive to your organization©s mandate.  Collaboratively, we maintain a consulting 
philosophy that outcomes must be results oriented, practical, timely and cost effective.   

 
“Building Bridges Within the Community” speaks to CentrePoint’s overarching goal to bring together 
individuals from our city’s non-profit, corporate, public and academic sectors to share knowledge and 
expertise.   In realizing this goal, we believe that all Calgarians will benefit from newly created synergies 
and the value of shared understanding in building a healthy community where all citizens can thrive. 

 
CentrePoint looks forward to working with the through the provision of consulting services.  If you have any 
questions or concerns regarding this proposal, please do not hesitate to contact me at [phone number] or at 
[email address]@thecentrepoint.ca.  Otherwise, please indicate your acceptance of this proposal by 
completing and returning the attached contract acceptance form. 
 
Sincerely, 
 
 
 
Manager Name  
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Appendix B:  The VMC Profile 
 

 
JOHN SMITH, MBA 

VOLUNTEER MANAGEMENT CONSULTANT 
 
CentrePoint Non-Profit Management is pleased to introduce Volunteer Management Consultant John Smith.  John 
is a highly skilled organizational change leader with more than fifteen years of experience in strategic planning, 
organizational development and project management. His broad and diverse career spans business, government, 
education and the not-for-profit sectors.  With a focus on helping clients improve their organizational performance 
and ability to manage change, John is equally adept in the roles of consultant, trainer and facilitator.  Rounding out 
his impressive portfolio is his extensive experience working with boards and senior management in a wide variety 
of organizations. 
 
AREAS OF EFFECTIVENESS 

�  Change Management 
�  Strategic Planning and Implementation 
�  Leadership Development 
�  Organizational Alignment 
�  Executive Coaching 
�  Training and Facilitation 

 
 
PROFESSIONAL HISTORY  

John’s career demonstrates a series of progressively senior positions with responsibilities for strategic 
planning, management services, internal consulting, corporate policy and budget analysis.  He has led large-
scale organizational interventions, often with multi-disciplinary task teams, to ensure effective implementation 
and acceptance of change.  As an executive coach, he has enabled senior and middle managers to implement 
strategic changes as well as provided training in leadership and teambuilding. John currently works as an 
independent consultant. 
 
 
EDUCATION 

�  Master of Business Administration, Harvard  
�  Bachelor of Commerce, Queen’s University  

 
 
LEADERSHIP ROLES AND AWARDS 

�  Board Member, Y.M.C.A., 2005-2007 
�  Volunteer Management Consultant, CentrePoint Non-Profit Management, 2006-present  
�  Member, Canadian Human Resources Planners, Calgary  
�  Coach, Minor Softball League, 2005-present 
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Appendix C:  The Preliminary Meeting 
 

�
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 �� � � � 	 �� �� �
 � 
 � �� �� � � � �� 
 
 � �� � �� � 
 � � �
 �  

 
This page is designed to help you prepare for your upcoming meeting with the 
[Click here and type Organization name].  The information below provides an overview of the scope of 
discussion and highlights areas that you will be asked to respond to: 
 

THE PRELIMINARY MEETING 
 
Ensuring that a common understanding of objectives, roles and timelines exists among the client, the 
Volunteer Management Consultant and CentrePoint prior to beginning the consultation is the goal of this 
discussion.   This one-hour meeting, led by CentrePoint’s Manager of Consulting, will encompass: 
 

�  An overview of the agency’s mandate, history, and evolution along with a review of the issues that 
are relevant to engaging in this process; 

�  A confirmation of the areas to be addressed in the consultation; 
�  An opportunity for you to speak to your skills and abilities as they relate to this assignment; 
�  An agreement by you and the organization to move forward with the consultation; 
�  An outline of how you see approaching the consultation, and an agreement concerning next steps 

and timelines. 
 

YOUR ROLE 
 
This time together presents an opportunity to ask critical questions and share your ideas about how to most 
effectively approach the issues at hand.  You will be asked to introduce yourself and provide some history 
concerning your career and community-related accomplishments.  Copies of CentrePoint’s PEOPLE 
PROFILE, will be circulated to assist in your introduction"change according to situation" .  This is the forum to 
talk about the skills and experiences that position you to carry out this work on behalf of CentrePoint.  You may 
also wish to outline transferable abilities relevant to undertaking this consultation.  Consider highlighting: 
 

�  Your own professional experience 
�  Your academic background 
�  Your community involvements 
�  Your work in the non-profit sector 
�  Other successes you have celebrated! 

  
MEETING DATE AND TIME 

 
The preliminary meeting with [Click here and type client name/organization] will be held on: 
Date:   "[Click here and type date]"  
Time:   "[Click here and type time]"  
Location:  CentrePoint offices - Suite 1070, 1202 Centre St. SE Calgary "Change if not at CentrePoint"  
  
QUESTIONS  
 
Should you have any questions or concerns, please call [Click here and type Centre Manager name] at 
[Click here and type your phone number] or Maria-Lynn Johnson at 403-538-8613. 
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Appendix D:  Expense Claim 
 

 CENTREPOINT NON-PROFIT MANAGEMENT 
      

Expense Claim 
      

Name:   Period:  
Contract:     

      

    
out of 
town       

Date Description Auto/KM Parking Other Total 

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

Sub-Totals, by category       

Total KMs   Sub-Total, Misc. Expenses   

Rate $0.50 Sub-Total, Mileage   

    Total   

Signature:        

        

Project       

Manager©s Signature       
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Appendix E:  VMC Feedback 
 

You will be sent email where link to Survey Monkey will be supplied    Volunteer Consultant Feedback   
       
Thank you for volunteering with CentrePoint. Your contribution is appreciated! 
 
CentrePoint Non-Profit Management is committed to providing Volunteer Management Consultants (VMC) with rewarding 
consulting experiences. In order for CentrePoint to measure the effectiveness of its service offer, we need your feedback. 
Please complete the following survey and help us achieve our mutual goal - excellence within the non-profit sector. 
  
1. Contract Number (as provided by Maria-Lynn) 
 
2. Your name (optional): 
 
3. Please rate the following questions on a scale of 1 to 7 - where 1 is Poor and 7 is Excellent 
      How satisfied were you with this consulting experience? 
      To what extent do you feel that this consultation has contributed to your  
      knowledge of the non-profit sector? 
How could your consulting experience with the non-profit sector be improved? 
 
4. Please rate the following questions on a scale of 1 to 7 - where 1 is Poor and 7 is Excellent 
How well did CentrePoint: 
      identify the appropriate product/service for the client organization©s needs? 
      match your professional skills to the assignment?  
      prepare you for your assignment (tools, direction, support)? 
      support you throughout the consultation at the level you required? 
      provide an opportunity for professional growth?  
Do you have any suggestions for how CentrePoint could improve? 
 
5. Please answer the following questions in terms of 1 being Not Very and 7 being Very. 
      How effective was the level of communication between the CentrePoint manager and yourself? 
      How effective was the level of communication between the client organization and yourself?  
      How prepared was the client for the consultation process (needs identified, open attitude, etc)?  
      How prepared do you feel the client organization is to execute the next  
 steps towards their long term goals for the project?  
      What level of agreement do you feel the client organization has with the project recommendation(s)/results?  
Do you have any comments or suggestions pertaining to the project team, the  
client©s situation, or the results of the project? 
 
6. How many hours did you spend on this consultation, including preparation time? 
 
7. How does the actual number of hours spent on this consultation compare to  
what was initially quoted to you? More Less Same 
      If more or less, by how many hours and why? 
 
8. What did you find most rewarding about this consulting experience? 
 
9. What was the most challenging aspect of this consulting experience? 
 
10. When would you like to be considered for another consultation? 
      Right away      I need a break 
      If you need a break, when would you like to be considered for another  
      consultation (please provide your name)? 
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Document Distribution 

This document has been prepared for the use of CentrePoint’s volunteers and 
staff.  Distribution is at the sole discretion of CentrePoint.  This orientation 
manual should not be distributed on a commercial basis, nor without 
appropriate permissions from or attribution to CentrePoint. 
 
 

Contact Information 

For further information on the use or distribution of this document, please 
contact Maria-Lynn Johnson at 538-8613 or ml.johnson@thecentrepoint.ca. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

CentrePoint Non-Profit Management 
1070, 1202 Centre Street SE 

Calgary, Alberta T2G 5A5 
(403) 517-8600 Fax: (403) 538-8601 

www.thecentrepoint.ca 
 
 


