Volunteer Process Check Lists
48 Hour Initial Contact Call
☐	Verify submission of all data and accuracy
☐	Review expectations of both the volunteer and the organization
☐	Discuss the waiver
☐	Discuss the potential need to work shifts
☐	Discuss the dates to be worked
☐	Discuss fund raising efforts
☐	Discuss the process including orientation and review of safety processes prior to work
☐	Explain the group registration process
☐	Confirm email address and review the process for all group members to complete their registration
☐	Email link for group members to complete registration process

60 Day Call (Call made 60 days prior to the arrival of the individual or group)
☐	Verify submission of all data and accuracy
☐	Review fundraising efforts 
☐	Discuss the waiver if not all have been completed
☐	Discuss any expectations or special needs of the group
☐	Verify dates of the visit
☐	Answer any questions
☐	Review group registration and discuss any issues
☐	Set up a reminder in the system to contact the group leader at 30 days


	30 Day Call (Call made 30 days prior to the arrival of the individual or group)
☐	Verify submission of all data and accuracy
☐	Review fundraising efforts 
☐	Discuss the waiver if not all have been completed
☐	Discuss any expectations or special needs of the group
☐	Verify dates of the visit
☐	Answer any questions
☐	Review group registration and discuss any issues
☐	Set up a reminder in the system to contact the group leader at 14 days
14 Day Call (Call made 14 days prior to the arrival of the individual or group)
☐	Confirm all information one last time (if necessary schedule a 7 day call and repeat this check list.
☐	Review fundraising efforts 
☐	Discuss the waiver if not all have been completed
☐	Discuss any expectations or special needs of the group
☐	Verify dates of the visit
☐	Answer any questions
☐	Review the orientation process and discuss the packet they will receive
☐	Create the Orientation packet and schedule a reminder to email the packet to the group leader 7 days prior to their arrival
Packet should include:  Volunteer timesheet; Homeowner Bio; Volunteer Itinerary (Note it is possible that you may have to change the homeowner that a group is going to work with in the last 7 days, simply provide the updated bio at orientation and explain the reason for the change)
Orientation
☐	Welcome the volunteers
☐	Review their fundraising efforts and amount they raised/items they gathered 
☐	Explain the history of the organization, the importance of the volunteers and the under one roof model
☐	Show a video if you have one of the damaged area
☐	Review the rules of the site
☐	Ensure that all paperwork, including waivers, have been completed
☐	Review the Client Bio with the group
☐	Review the timesheets and the importance of maintaining them, be sure to cover that accurate time recording allows you to apply for grants and report to the city and state on funding already received 
☐	Review directions to the property from the orientation location and send the group to the site
Volunteer week
☐	Conduct daily visits to the site (s) 
☐	Talk with the volunteers and answer any questions/address any issues 
☐	Verify that time sheets are being completed
☐	On the groups last day conduct a Next Step Meeting and Survey
Next Step Meeting and Survey
☐	Address overall concerns or questions with the experience
☐	Highlight all positive aspects of the experience 
☐	Highlight ways that each volunteer can continue to help when they return home
☐	Encourage them to engage with friends to volunteer or return themselves
☐	Encourage them to continue their fundraising efforts when they go home and continue spreading the word
☐	Have them complete the written survey (if necessary you can email it)
☐	Return to the office and enter the surveys in your tracking system
☐	Make a note of any concerns that are listed in the survey, set up a follow up notice in Salesforce
Post Volunteer Phase
☐	Set up a 30 day notice in Salesforce to send a thank you card to the group
☐	At 30 days send the thank you card (should be hand written and personalized)
[bookmark: _GoBack]☐	Set a reminder in Saleforce for 1 week after sending the card to call the group leader, review any issues that came up in the survey, thank them for their service and attempt to re-engage them with fundraising or additional volunteering





