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Volunteer Onboarding Process

	Application: Volunteer

	Application process
	· Complete application on website

	Screening: Director of Volunteer Experience and Engagement

	Interview setup
	· Review application
· Confirm the applicant is a member.
· Email applicant to schedule an interview (use template)
· Create a Zoom meeting and send the link to the applicant
· Invite other board members if specific roles have already been discussed during recruitment
· Send job descriptions at this time only if specific areas of interest have already been identified

	Interview agenda
	· Share volunteer expectations:
· One year commitment
· Active membership
· Ethics policy 
· Invite applicant to share skills and areas of interest
· Discuss available roles that match applicant’s interest and skillset
· Review job descriptions of roles that are of interest to the applicant
· Determine role preference and discuss next steps

	[bookmark: _heading=h.n7q8hqa3p8rm]Placement and Orientation: Director of Volunteer Experience and Engagement

	Notification of placement
	· Determine best role for volunteer and notify board member representative
· Can also determine non-placement
· Update Active Volunteers spreadsheet and add notes
· Email communication to volunteer (use template):
· Placement 
· Job description
· Orientation slides
· Introduction to board member representative
· Next steps (Board Member Representative will set up training)
· Ask volunteer to confirm that job description and orientation slides are reviewed and placement is accepted

	Training: Board Member Representative 

	Email communication
	· Introduction and welcome
· Ask if there are questions about the role
· Schedule training 
· Date 
· Time
· Training format

	Training
	· Training may include:
· Phone or Zoom conversation to go over job description
· Shadow training at another event
· Demonstration in person or over Zoom

	Check-ins: Director of Volunteers and Board Member Representative

	Email communication:
· First month with DV
· First month with BMR
· Quarterly after with DV
· Quarterly after with BMR
	· Ask volunteer if there are questions about the role
· Ask volunteer if there are suggestions for improvement
· Thank volunteer for their continued commitment
· Update Active Volunteers spreadsheet and add notes as needed or notify Director of Volunteer Experience and Engagement
· Board Member Representative to troubleshoot and provide additional training as needed
· Notify Director of Volunteer Experience and Engagement of volunteer leaving, termination needs, special recognition, job description edits, etc.
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