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PROGRAM PLANNING AND DESIGN OF POSITION DESCRIPTIONS
New roles for volunteers are developed by Southern Health-Santé Sud Program Managers and program staff with additional assistance from the Recruitment/Retention Officers if required. Activity descriptions are approved by the Program Manager.

VOLUNTEER RECRUITMENT
Targeted and general volunteer recruitment activities are carried out by the Program Manager, program staff and by the Recruitment/Retention Officers if additional assistance is required. 
VOLUNTEER RECOGNITION
Formal and informal recognition of volunteers and placement supervisors occurs at all steps in the volunteer management process.
Process


Step





  Start / End


of Process





Forms





LEGEND:








Volunteer Program Inquiry


Phone/Internet/Email





Application





Application Form


Parental/Guardian Consent form


(if15 or under)





Volunteer submits completed application form to Manager


Applicant’s information entered in volunteer database (Excel tracking sheet template)


A pre-screen and interview are set up by Manager or designate if applicable








Screening





Completed Application Form


Volunteer Induction Worksheet


Reference Form


Role Specific Interview Questions


Activity Description


Background Screening & Checks (CRC, VSS, CARC, AARC)





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


-3 references for all positions


-Criminal Record Check /   Vulnerable Sector Search (if required)


-Child Abuse Registry Check (if required)


-Adult Abuse Registry Check (if required)�Contact for inquires: � HYPERLINK "mailto:humanresources@southernhealth.ca" �humanresources@southernhealth.ca� 


Complete Volunteer Induction Worksheet








Job Placement


(or Not Placed)





Volunteer Induction Worksheet


Volunteer Tracking form 





Complete Confirmation of Placement Section on Volunteer Induction Worksheet


Enter start date of accepted applicants in Volunteer database


Not placed applications are coded and filed 





Orientation & Training





Volunteer Handbook


Name Tag


PHIA forms


Activity Description





Assemble 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





Placement Transfer





Placement Supervisor Evaluation of Volunteer





Placement supervisor evaluates volunteer prior to transfer to new role


Ensure screening standards are met


Update volunteer database





Thank You Letter





Send Thank You letter 


Placement Supervisor retrieves volunteer ID badge


Update volunteer database & inactivate volunteer file





Termination or Inactive Volunteer








