WRHA Volunteer Services Process Flow Chart

LEGEND

Process

Step Start &
End of
Process

Forms

e Application Form
e Parental/Guardian
Consent form
(if 15 or under)

(as of January 5, 2012)

Volunteer Inquiry to
Volunteer Services
-phone
-walk-in
-email/internet

Application

Completed Application
Form

Volunteer Induction
Worksheet

Reference Form

Role Specific Interview
Questions

Activity Description

e Criminal Record Check
e Child Abuse Registry

Volunteer Induction
Worksheet

Tracking form for not
placed applications

Volunteer Handbook
Name Tag

PHIA forms

Corporate
Confidentiality form
Volunteer Hours Sheet
Activity Description

Volunteer submits completed
application form to Volunteer
Services

Applicant’s information entered in
volunteer database and file is
opened

Application is forwarded to
Manager of Volunteer Services to
pre-screen applicant & schedule
interview if applicable

Screening

Interview conducted by Manager of
Volunteer Services &/or placement
supervisor & screening checks are
completed as required for volunteer
role

-3 references for all positions
-Criminal Record Check (where required)
-Child Abuse Registry (where required)
Complete Volunteer Induction
Worksheet

Job Placement
(or Not Placed)

!

Complete Confirmation of Placement
Section on Volunteer Induction
Worksheet

Volunteer Services enters accepted
applicants as “Active” in database

Not placed applications are coded and
filed in Volunteer Services Office

Orientation &
Training

Volunteer Services assembles
orientation package for volunteer’'s
start date

Introduce to volunteer placement
supervisor

Volunteer placement supervisor
provides role specific training
Complete Orientation section on
Volunteer Induction Worksheet &
ensure information is entered in
volunteer database & filed in
volunteer's file




e New Volunteer Feedback receivled Irom placfement .
; i supervisor on volunteers’ performance a
glhe‘:kpo'“t SF orm «—> Evaluation > 3 months
e Placement Supervisor Volunteer feedback received within 2-3
Feedback Form months of start of role
¢ Annual Performance Annual volunteer performance evaluation
Evaluation Form conducted by placement supervisor
Ongoing review of volunteer placements
and position descriptions conducted by
Volunteer Services & appropriate staff
p| t Placement Placement supervisor evaluates
° acem_en f volunteer prior to transfer to new
Supervisor — Transfer © role
evaluation of Ensure screening standards are
volunteer met
Update volunteer database

¢ [nactive Form

¢ Final Volunteer
Performance Form

e Exit Questionnaire

Termination
or Inactive
Volunteer

Placement supervisor conducts
final evaluation of volunteer
Volunteer Services sends thank
you letter and exit questionnaire
Retrieve volunteer ID badge
Update volunteer database &

e Thank you letter inactivate volunteer file

PROGRAM PLANNING AND DESIGN OF POSITION DESCRIPTIONS
New roles for volunteers are developed by WRHA Staff and Manager of Volunteer Services.
Activity descriptions are approved by Manager of Volunteer Services and Community Area
Director/Program Director/Team Manager.

VOLUNTEER RECRUITMENT
Targeted and general volunteer recruitment activities are carried out on an as-need basis by both
Community Facilitators and Manager of Volunteer Services.

VOLUNTEER RECOGNITION
Formal and informal recognition of volunteers and placement supervisors occurs at all steps in
the volunteer management process.




