New Volunteer Checklist
(For office staff use)

Volunteer Name: __________________________________________   Revised 1/16/2016
Date
____
Provide a volunteer application (paper or electronic) to potential volunteers


If you use Volgistics:

____ 
Add application or volunteer information into Volgistics

Core Tab - confirm

___ 
Status is “applicant”

___ 
Type is “Volunteer” or “Paid Staff”

___ 
Sites is your Region

Profile Tab - confirm

___
Volunteer demographics and preferences are entered 

Service Tab – confirm 

___   assignment of “Volunteer Training/Meeting” for the desired “Place” 
Vic Tab - Paper applications only
___
 create a temporary password and send it to the volunteer

____
Create a volunteer file

___
Place a copy of the application in the volunteers file
___ 
Send welcome email that includes links to Volunteer portal (see program forms for example of “New Volunteer Welcome Email with Links”
___
Register the volunteer in ClassMarker and provide the volunteer with instructions for taking session quizzes. (If you use classmarker)
____
Conduct interview: May be conducted by program staff or team leader, before or after receiving an application. The purpose of the interview is to: 

___ Introduce to your agency
___ Assess skill level
___ Assess appropriateness
___ Review and sign the Volunteer Agreement (see program forms)

___ Review and complete a Background Check form (see program forms)

____
Volgistics “History” tab, check “Agreement Signed” box

___ Place the signed Volunteer Agreement in the volunteer’s file

____ 
Conduct at least two reference checks (see program forms)

___ 
Volgistics “History” tab, check the “Reference Checks” box
___ 
Place the reference check results in the volunteer’s file

____
Conduct criminal background check (CBC) in house 
___ 
Update Volgistics “History” tab with CBC results
___ 
Enter the expiration date (1 year in the future)
___ 
Place results document in volunteer’s file
____
Training Completed

Volunteer training and quizzes may be administered by program staff. As quizzes are completed they are checked off on the volunteers “History” tab in Volgistics.
___  If program staff managed quizzes, send an email to the volunteer’s team leader to advise that training has been completed
____
Volgistics Update
Notes tab
___ create Volunteer Summary paragraph 
History tab 
___ check the “Award/Certification” that the volunteer has achieved.

___ change status to “Active” 
Service tab
___add team and job assignments
____
Present a certification name badge to the volunteer
____
Send registration form to RSVP (if applicable) 
____ 
Place this checklist in the volunteer’s file 
