Insert LC Logo

Sample LC Process and Procedures for Prospective

1. Contacted by
interested volunteer via
internet, phone, mail or

in-person.

A

Volunte

ers

5. May conduct an ICHAT

2. Interested volunteer
directed to a website (if have
access to a computer). The
website may have information
about volunteer positions and
general overview of the
council.
applicants are welcome to visit
council for an application or

one will be mailed to
prospective volunteer.

3. Volunteer

submits completed
application and
other documentation
inc. background
check information.

4. Council reviews
application, including
checks references, past
employment records, etc.

»| screening and/or other
background check .

6. Pass
screening.

9. Final Acceptance: Final
background checks
completed, council
determines that volunteer is
a good fit and an invitation to
a scheduled orientation
meeting is extended.

6a. Volunteer
notified and process
ends.

10. Orientation takes
place. Steps included are:
Introducing to staff
according to council
procedures, tour of facility,

7a. If no fit found
Nol then Volunteer

7. Have an initial meeting
to see if there is a mutual

fit with the council and
interest on the part of the

process ends.

/|+ notified and

picture taken, forms filled
out, policy manual and
other documentation
review completed.

8. A specialized volunteer
position working with others,

might require another interview
with the coordinator of that
particular responsibility.
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A

11. Volunteer scheduled
to start position.

A

12. Volunteer begins
position (gradual
initiation to position,
perhaps shadow
another staff person or
volunteer).




Insert LC Logo Notes re: LC Process and Procedures for
Prospective Volunteers

» Step 5 — Non-profit organizations can register for
ICHAT free of charge. Final background checks could
include a MI DHS Central Registry check and the Ml
and National Sexual Offender Registry.

*Step 6 — Each council will need to evaluate for itself
what “Pass Screening” means. Individual councils will
need to have policies about what passing means.

» Steps 7 and 8 — These process steps can loop/cycle.
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