
Application 
rec’d Vol Svcs 

Source: 
•Online 
•Paper 
•Phone 
•Volmatch 
•Other 

Vol  Svcs contacts 
prospective volunteer 

within 48 hrs 

Vol  Svcs emails info to 
Site Coordinator(s) 

Site Coordinator 
contacts prospective 

volunteer within 48 hrs 

YES NO 

Orientation 

Tells Vol Svcs not a 
good fit. Vol Svcs 
sends to another Site 
Coordinator. 

Background 
Check 

Picture 
Taken for ID 

Badge 

Badge/T-shirt 
Delivered to Site 

Coordinator 

Background check required? 
 
No – go to “Picture Taken”. 
 
Yes – Fingerprints taken 2 ways: 
1. Come into Vol Svcs – please call 

ahead (464-3068) so we can 
better serve you. 

 
1. Go to Sheriff 
 
 Volunteer must bring VIP 

Fingerprint Card Information Sheet. 
You will get a fingerprint card from 
the Sheriff. 

 
Take  completed fingerprint card to 

your volunteer site coordinator, 
who in turn sends it to Cantrece 
Harmon at Volunteer Services 

 
Results of Background Check: 
Re-fingerprinting required – 
Volunteer must go back to place 
originally fingerprinted for reprints. 
  
Cleared – Go to “Picture Taken”, or 
if already done, Vol  Svcs delivers 
badge/ T-shirt to Site Coord. 
 
Not Cleared – Vol Svcs informs both 
volunteer and Site Coord. 

1. Vol Svcs sends 
badge/T-shirt to Site 
Coord. 

2. Site Coord changes 
status in VSP or 
arranges with Vol 
Svcs. 

3. Site Coord sends 
Placement form to 
Vol Svcs.  

4. Site Coord sends 
Discharge form to Vol 
Svcs when volunteer 
is no longer 
volunteering. 

Site Coord puts 
Volunteer data 
into VSP. 
If no access to 
VSP, arrange 
with Vol Svcs. 

1. a. Site Coord can 
take picture & 
email to Vol 
Svcs. 

OR 
1.b. Volunteer can 

come to Vol 
Svcs. 

2. Site Coord gives 
volunteer 
Welcome 
Packet*.  

LONG TERM VOLUNTEER PROCESS 

1. Scheduled by Vol Svcs 
(group or individual) 

OR 
2. Online – After 
volunteer completes 
orientation, must 
download:  
a) FDLE VECHS Form 

(Vol gives original to 
Site Coord  (use BLUE 
ink) - must then be 
sent to Vol Svcs);  

b) VIP Fingerprint Card 
Information;  

c) Instructions for 
Background Check 
and Fingerprinting; 
and  

d) Commitment Form – 
to be given to Site 
Coord (must be sent 
to Vol Svcs).  

  *Welcome Packet  includes: 
 Volunteer Handbook 
 Volunteer Daily Log 
 Unsafe Condition Report 
 Initial Treatment Sites 
 PC Consortium Training Classes 
 Wellness Center Flyer 
 PC Fed Credit Union Locations 
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