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VOLUNTEER PIPELINE

Moving from interest to plugged in

Everything you ever wanted to know about the Volunteer pipeline in
one hands on class. Learn how to configure volunteer applications,
assign requirements to job opportunities, and assign users to oversee
assignments. See how people complete volunteer applications and then
practice moving them through the different stages of pipeline.
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VOLUNTEER PIPELINE

Moving from interest to plugged in

WHAT IS THE VOLUNTEER PIPELINE?

The volunteer pipeline is a series of steps used for the following purposes:

e To make sure there is a steady flow of people interested in volunteering at the

church

e Asa way of standardizing requirements that must be met before a volunteer is

able to serve

e To ensure the volunteer finds a job he/she feels happy and fulfilled doing

What are the steps in the pipeline?
The steps are outlined in the following table.

Step

Description

Enter paper volunteer
applications or

Prospect applies using
WeblLink Volunteer
Application

If a volunteer has completed a paper application, data entry must be
done to enter the information into Fellowship One.

If the volunteer prospect applies online using WebLink’s Volunteer
Application, his /her application will be automatically entered into the
Volunteer Pipeline.

Narrow Selections 1

This step is meant to be a stopping place where an assimilation pastor
or a volunteer coordinator can more closely examine the jobs the
person has selected and try to narrow the focus from many jobs to
one or two jobs that most closely match the volunteer’s giftedness.
Any job selections can be dropped off the application at this point.

Ministry Interview /
Audition (Narrow
Selections 2)

This step is sometimes also called Narrow Selections. It is meant for
the ministry leader or volunteer coordinator to be able to talk to the
volunteer and find the best job/schedule to match the volunteer’s
needs. If an interview or audition is required, this is a time to do it.

Requirements

Volunteer remains in this step until all requirements have been met. If
the volunteer is rejected, the application goes to the Rejections
queue.

Assignment

The final step of the pipeline is to assign the volunteer to the job.

A more visual table is displayed later in this document to help you with the workflow.
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CREATING A VOLUNTEER APPLICATION

Before the pipeline can be started, the volunteer application must be created. In this
part of your lab, you will create an application. You will need to gather a few things
before starting:

1. Allvolunteer jobs
2. Volunteer job descriptions

3. Ministry staff members responsible for each job (must have Fellowship One
access)

4. A confirmation message.

Let’s get started!
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Lab 1: Creating the Volunteer Application
Use the step by step procedures below to create a volunteer application. Here’s an
example application to get you started:

LY

WIS 1ids Kamp 2009

Contact Information

MName

Street Address
City 5T ZIP Code
Home Phone
Work Phone
E-Mail Address

Positions

Tell us in which positions you are interested in volunteering

___ Counselor

___ Registration
_ Kitchen Staff
__ Activity Director

Reference Information

Please provide us with information for 2 non-family references:

Reference #1 Name:
Home Phone:
Email Address:
Relationship:
Reference #2 MName:
Home Phone:
Email Address:
Relationship:

**Administrator access rights are required to create or edit volunteer applications.

fellowship
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To Edit a Volunteer Application

1. Go to Admin Tab and click on Ministry Setup and Volunteer Forms. The
volunteer application helper screen appears.

Add/Edit Volunteer Form

Create a Hew Form
Name the volunteer application form.

MWew Volunteer Form Name: ‘| |

[ Continue == ][ Cancel ]

2. Type a name for the volunteer form in the New Volunteer Form Name field.

3. Click Continue >>. The Create a New Volunteer Opportunity form appears.

Create a New Volunteer Opportunity

Add new Opportunities

A volunteer opportunity iz anything yvou want to offer a prospective volunteer. tt can be as detailed a= the zpecific job ("First
Wednezday Usher”) or az broad az a time range ("Friday 8am-12noon™), it iz completety up to you.

The name you provide here iz what will be displayed during the application process. Each oppertunity must be aszociated
with a ministry.

New Opportunity Name: *

Associated Ministry: | 50 and Better I~]
Opportunity Dezcription:

Continue == ] [ Cancel ]

4. Type Counselor in the New Opportunity Name field.
5. Select Children’s Ministry from the Associated Ministry drop-down list.

6. Type the following in the Opportunity Description field:

Counselors are very important to each kid attending Kids Kamp weekend. Chief
responsibilities include leading activities and Bible studies, overseeing a group of
10-12 kids, and having a blast teaching kids about the Gospel!

7. Click Continue >>. The Associate Opportunity with an Activity form appears. We
will be associating this job to the Kids Kamp 09 activity.

8. Select the radio button next to Yes.

9. Select the Kids Kamp 09 activity from the drop-down list.
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10. Click Continue>>. The Detail the Activity form appears. Let’s add more detail to
this opportunity:

Select Group/Location: Volunteers

Select Job Counselor Example

Detail the Activity

Add More Detail to the Opportunity

To provide a more precise opportunity definition, you may associate these additional properties.

Group/Location: | E“
Activity Schedule: | [=]
Staff Schedule: [=]
Job: | E“

11. Click Continue>>. The Associate Users with Opportunities form appears.

Associating users with opportunities

Associated users are the ministry leaders responsible for scheduling the Counselor once
the prospect has completed all requirements for this position. These ministry leaders
must have a Fellowship One user name and the Ministry Write security access right to
the associated ministry (in this example that is the Children’s Ministry). The
recommendation is to add more than one ministry leader to the Associated Users list.

Tip! Add all of the potential ministry leaders that can follow up with
this prospect. They can share responsibility even though only one

Fellowship One user needs to follow up with the congregant.

Assign users to oversee Assignments. Select Ministry Leader from the drop-down list.

1. Click Add User.
2. Select FellowshipOne Champion and click Add User.
3. Select your user name and click Add User. (See Note below.)

Your User Name is listed up on the top right corner of your screen — it says Welcome,
Your User Name - above the Community, and Support links. For example, if it says

1) flowshi 54




May 14, 2009

Welcome Project Manager. Project Manager is the User Name

Welcome, Project Manager Sign Out
‘ w2 Support @ Community

4. Click Done. The Volunteer Opportunity Requirements form appears.

Assign Requirements to Job Opportunities

A requirement represents a qualification that must be met by a person in order to
participate as a volunteer in the capacity for a specific job. For example, in cases where
all children’s care volunteers must have a background check, the background check is
the requirement. Common requirements are:

e Background Check
e Reference Check

e Interview

These requirements are configured in the People Setup and Requirements menu
options in the Admin tab, but can also be configured on the fly when you are creating
your application.

Special requirements

When adding requirements you have three Requirement Type choices. 90% of your
requirements are going to be specific to your church and will be “Standard
Requirements”. These are requirements like “Audition”, ‘Interview with Pastor Matt”,
“Membership Status”, etc. The other 10% of requirements will be the special types such
as Reference Check and Background Check.

Fellowship One treats background checks and reference checks special. It provides
additional questions on the volunteer application requiring a social security number for
background checks and fields to enter a reference’s contact information for reference
checks.

Additionally, you can choose to add automatic background check processing through
one of the preferred background check companies that are configured to interface with
Fellowship One. If you choose to do this, background checks are automatically
requested the moment the prospect reaches the “Requirements” stage of the pipeline.

36 ﬂ- fellowship

TECHNOLOGIES



An automatic background check will not be requested if the following conditions are
present:

e The prospect previously met the Background Check requirement and it was
“Approved” less than 2 years ago.

e The prospect has a Background Check more than two years old AND an “Active”
staffing assignment.

If you are interested in this service, please click the Support link in Fellowship One. Click
Ask a Question and complete all required fields indicating you would like information on
automatic background check processing.

Next, you will add all requirements that could be associated with any volunteer job, and
any other requirements that you want the VOLUNTEER COORDINATOR to check before
the new volunteer can receive an assignment.

1. Click New Requirement.

2. Type Interview with Kamp Director in the New Requirement Name field.

3. Ensure the Requirement Type drop-down displays Standard Requirement.

‘olunteer Opportunity Requirements

Create a Hew Requirement

A new requirement can be anything you wish. Pay special attention to the "Requirement Type”™, 9 times out of 10, the correct
type wil be "Standard™.

New Reguirement Name: Interview with Kamp Director *—

Requirement Type: Standard Requirement

[ Save New Reguirement ][ Cancel ]

4. Click Save New Requirement. Notice that the Interview with Kamp Director
check box is selected by default.

5. Select the Reference Check and Background Check requirements.

Volunteer Opportunity Reguirements

Select Necessary Requirements for this Opportunity

A requirement represents a qualification that must be possessed by the velunteer in order to participate as a volunteer in
that capacity.

Requirements:
Interview with Kamp Director
Background Check
Reference Check

6. Click Done with Requirements. The Reference Questions screen appears.
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10.

11.

12.

Skip to the next section of this document for information on creating questions.
Practice creating as many questions as you would like.

Click Done with Questions. The Volunteer Opportunity Summary appears.

Click Continue >>. The Volunteer Application Confirmation Message form
appears.

Click Continue >>.

Repeat this procedure a few times adding jobs like Registration, Kitchen Staff
and so on.

Click Start Using This Form.
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Working with Reference Checks

When you select a Reference Check type requirement for a volunteer opportunity, you
will need to configure questions for use when interviewing the person who will act as a
reference for the prospective volunteer.

The ability to create reference questions will only appear if you have selected a
requirement that has been defined with the Reference Check requirement type.

Reference Questions

Select Necessary Questions to ask a Reference Check

Because thiz opportunity will require at least one reference check, we need to establish what questions you will want to
asgk the references during the interview process.

Some example questions might be:

e How long have you known [[FNAME]]?
e Would you recommend [[FNAME]] as a volunteer in our children’s ministry?
e Do you trust [[FNAME]] with your children?

Notice [[FNAME]] in the questions above. If you use this dynamic text within your
question, it will automatically replace with the prospective volunteer’s first name at the
time the Volunteer Coordinator is conducting the reference check interview.

To create a reference question

1. Click New Question at the bottom of the Reference Questions form.

2. Type the question in the Question to Ask field. Remember that you can insert
the dynamic text [[FNAME]] and [[LNAME]] within the question.

Add a new Reference Question

Add a new Reference Question

Enter the new guestion in the text box below and select the answer type to qualify what iz returned. There are 3 different
types of answers:

#» Text Box - Used for open ended questions
# Drop Down List - Pre-gualified answers, applicant can select only one answer
#» Checkbox List - Pre-qualified answers, applicant may select more than one answer

CQuestion to Ask:

snswertye. [Teoo (V]

Save New Question ] [ Cancel ]

Hint:

To perzonalize the questions, use [[FNAME]] whers you want the first name te go and

[[LNAME]] for the last name. Example: if your question was entered as "How long have you known [[FNAKME]) [[LNARME]?"
the question will read "How leng have you known John Smith?” when the interview is being conducted in regard to John
Smith
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3. Select the type of answer you are expecting from the Answer Type drop-down
list. The choices are as follows:

e Text Box—provides a text box area where the person conducting the
reference interview can type notes about the answer.

e Drop Down List—provides a drop-down list where the person conducting
the reference interview can make a single selection from a list of pre-
defined choices (for example, Yes or No).

e Checkbox List—provides a list of pre-defined choices where the person
conducting the interview can select one or more options (for example, a
list of characteristics).

4. Click Save New Question. The question appears in the list of reference questions
and is already selected.

5. Repeat this procedure to add a few questions for your reference.

Create a Confirmation Message for your prospective volunteers

You always want to create a confirmation message if you plan on allowing people to
complete this application online from your church web site. Consider adding a thank you
message and information about what the user can expect to happen. For example,
“Thank you for your interest in serving at Dynamic Church. We will be contacting you
soon with information about the jobs you are interested in. In the meantime, you may
also contact Mike Smith at 469-442-0100 if you have any questions.”

To configure the confirmation message

1. Select Yes to Show a Confirmation Message.

2. Type in a Confirmation Message: “Thanks for applying! We will be calling you this
week with more information about the jobs you are interested in.”

Volunteer Application Confirmation Message

Replace the default confirmation message with a more personalized message displayved to the applicant after successfully
submitting a Volunteer Application Form.

Show a Confirmation Message?
@ ves
© No

Thanks for applying! We will be calling you this week with
more information about the jobs vou are interested in|

<3 10 ﬂ- fellowship
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3. Click Continue >>. The Volunteer Application Complete confirmation appears.

4. Click Start Using this Form.

HOW DO PEOPLE GET INTO THE PIPELINE?

People come into the pipeline in one of two ways—either through manual data entry of
a paper application form into Fellowship One or through the Volunteer Application tool
that is part of Fellowship One WebLink. Once people have applied online or turned in
their paper volunteer application, they are ready to begin the pipeline.

Role descriptions within the volunteer pipeline

Ministry Leader:
Responsible for Interviewing potential volunteers via phone
Responsible for scheduling volunteers after they have gone through
the pipeline

Security Rights | Need:

Location for tasks:

Volunteer Coordinator:

Responsible for initial call with potential volunteer to narrow
selections

Responsible for calling Reference Checks for potential volunteer
Responsible for verifying requirements for potential volunteer
Security Rights | need:

Location for tasks:

fellowship 11 4;.
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VOLUNTEER PIPELINE STEP-BY-STEP

Volunteer Pipeline step by step:

Volunteer Ministry Directions
Coordinator Staff

People tab = Volunteers = Narrow Selections
*Make sure validated volunteer opportunities remain checked
before selecting Submit

Ministry tab = Staffing = Volunteer Interest

(also on Home tab under My Tasks = Volunteer Interest)
*Make sure potential volunteer can do the job before clicking
Submit

People tab = Volunteers = Requirements

Accept any Outstanding Requirements that need to be
accepted

Complete Outstanding References

People tab = Volunteers 2 Background Check Request and
People tab = Volunteers > Rejections

*Resubmit Background checks with incorrect Social Security
Numbers

Ministry tab = Staffing = Volunteer Assignment

Call Volunteer and give them a staffing Assignment
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Let’s practice with our form:

Step 1: Submit Volunteer
Form

Location: People tab = Volunteers = Volunteer Request
Most of the time, the prospective volunteer will fill out their own
application online. This Volunteer Request area allows your
volunteer coordinator or data entry team to manually enter in a
volunteer form without creating a WebLink account for the
prospect.

1. Click Find Person

2. Search for a name by typing in the Name field and clicking

Search.

Click [Select] next to the person’s name

Select an Application: Name of your Volunteer Form
Select Start an Application

Select all volunteer opportunities for your volunteer
Enter in the References (any information in the required
fields)

Nou,kw

Step 2:
Narrow Selections

Location: People tab = Volunteers = Narrow Selections
Each Day, the Volunteer Coordinator will go through these forms
and call any prospect that may have too many jobs selected. The
Volunteer Coordinator must validate the selections, and click
Submit to move the prospect forward on the pipeline before the
Ministry Leader can see the prospects

1. Change the Application to the name of your form.

2. Make sure the Opportunities are set to Show All

Volunteer Request

Application: Kids Kamp 08 + Opportunity: Show All -

The Volunteer Coordinator calls the volunteer to make sure he
wants to do any of the jobs listed — he isn’t really interested in
Usher, so the Volunteer Coordinator will

3. Uncheck Usher

4. Click Submit

fellowship
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Location: Home tab under My Tasks = Volunteer Interest

(also on Ministry tab—> Staffing = Volunteer Interest)

The Ministry Leader will be notified about any prospects from the
Home Tab in the My Tasks Area:

-

1. Select Children’s Ministry
The Ministry Leader calls the volunteer and finds out
that one of the schedules is too demanding for him.
The Ministry Leader thinks he would be an excellent
registration worker

2. Uncheck a job but leave the Registration job selected

Step 3:
Volunteer Interest

3. Click Submit.

The Ministry Leader should follow up with any Volunteer Interests

as quickly as possible, so that volunteer prospects can begin

working on their requirements and get on the volunteer schedule

quicker.

Location: People tab = Volunteers=> Requirements
1. Make sure the Application is Kids Kamp 09 and the

Opportunity selected is Show All. The applicants name
will appear in the table.

2. Since one of the requirements is reference checks,
References appears in the Outstanding References
column. Next to References, is the number of reference
checks and how many have been completed.

3. Click the + sign beside References. All references appear.

4. (lick the Conduct Interview link. The Interview form
appears.

Step 4: Check 5. Typeinanswers to all of the questions. Feel free to be
creative. These questions come from the form we
created earlier. Note that the Volunteer Prospect’s name
appears in the questions to help the Volunteer
Coordinator get through all of these interviews.

Requirements

6. Click Submit.

7. Click the + sign beside References. The Interview
Complete note appears next to the first person.

8. C(lick the Conduct Interview link next to the second
person. The Interview form appears.

9. Typein answers to all of the questions.
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10. Click Submit.

1. Any other requirements appear in the Outstanding
Requirements column. Click Accept or Reject next to any
requirement in this column as required.

**All of these outstanding Requirements will appear as Accepted,
Rejected, or Pending in this Volunteer Prospect’s Individual Record.

Step 4a: Resubmit
Background Check

RESUBMIT a Background Check
The system will not automatically approve any background checks.
The Prospect’s Background check will show up in the Background
check requests area while it is processing, or if it has an invalid SSN.
Let’s go through the steps of re-submitting a request for a
background check manually.
Location: People tab = Volunteers = Background Check Request

1. Click Add New

2. Click [Find Person]

3. Enter Date of Birth and SSN

4. Requirement Type: Background Check

5. Click Submit
The Volunteer Coordinator will usually be the person who resubmits
Background checks with incorrect Social Security Numbers.

Step 4b: Handle

Location: People tab = Volunteers - Rejections
Once a person has been rejected for a volunteer opportunity, he or
she is removed from the volunteer pipeline. Once a volunteer has
been rejected, anytime they try to complete a volunteer application,
they will go immediately to the Rejections queue.
If a volunteer prospect has been rejected for a volunteer job, the
prospect will appear in the Rejections area. A person may be
rejected for reasons that have nothing to do with the volunteer
opportunity. In this case, the rejection decision can be overridden.
How do | override the Rejection?
1. Find the person using People Search, go to their individual
record.
2. When a person's information is displayed, look at the
Requirements section. All requirements the person has

Rejections fulfilled appear.
3. Click Edit beside the rejected requirement you want to edit.
The requirement will have a Not Approved status.
4. Change the status or any other requirement information as
appropriate.
5. Click Save to save your changes.
fellowship
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volunteer coordinator.

Opportunities Column for John Doe.

Volunteer Prospect

Location: Ministry tab = Staffing = Volunteer Assignment
The Ministry Leader can give their volunteer prospect a Staffing
Assignment once all of the requirements have been approved by the

1. Click [Assignment] next to Counselor in the Volunteer
Look at the menu options — you are now in the Staffing Assignment

area. The choices that appear here are designated by how the
opportunity was configured on the volunteer application and how

1 2 3
2 42 4b H the activity was created.
2. Select the Room, Location Class : Kamp Room
Step 5: Give the Staffing 3. Select the Job: Counselor
Assignment to the 4. Click Save

HOW TO GET THE VOLUNTEER APPLICATION ON YOUR WEBSITE

The web address for your volunteer application is:

https://integration.fellowshipone.com/integration/volunteer/volunteerapplication.aspx
?cCode=replace with encrypted church code&appCode=replace with encrypted

volunteer application code

To find the encrypted codes:

1.

2.

-.*16

Click the WeblLink tab.

Click the WebLink Setup and Integration Code menu options. The Integration

Code Lookup tool appears.

Copy the code in the Church Code field.

Church Code: | P7fQtbvFKISqPteA/BbA== | |

Integration Code Type: | —Select One—

Integration Code Lookup

Cancel

Paste this code in a notepad or Word document.

Select Volunteer Application from the Integration Code Type drop-down list. A

new drop-down appears.

Select the Kids Kamp 09 Card. The integration code will appear.

Copy the code and paste it in the Word or notepad document on a new line.

i

fellowship

TECHNOLOGIES




8. Inset the copied code into the web address for Volunteer Application where
indicated. You now have the complete address which can be used as a hyperlink
on your web site.

Tip! Report A8010 can provide you with all the necessary Weblink integration
codes. ltis a nice shortcut to the steps just described.

REPORTS

There are several reports that are available for volunteer tracking. They are listed below.
Try these out with the volunteer form you just worked with.

Volunteer Pipeline

M3800 Volunteer Application References

Description: Provides a listing of people who have outstanding volunteer applications
with their references.

M3805 Volunteer References and Answers for Date Range

This report was designed to give a static representation of the volunteer references
question/answer sessions. The user will select a date range and the volunteer reference
checks conducted during that date range will be displayed. This report will provide a
place to use a search mechanism on last name as well.

M3810E Volunteer Pipeline Rejection Notes

This report will rejected candidates and their basic contact information along with the
rejection notes that were entered during the pipeline process.

M3850E Volunteer Management

This report was designed to give an accurate depiction of people residing in the
volunteer pipeline. The report is broken out into 5 sections each pertaining to a
different part of the process.

e New Prospects: This portion shows the first contact information for a given
ministry and contact item in the past thirty (30) days.

e Contacts: This portion shows all contact information regarding any contact made
to the individual within the date range specified by the user. This section will also
list the comments made during the progression of the contact instance.

_' ﬂ- fellowship 178
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e In Process: This portion will show you the people residing in the volunteer
pipeline during the given date range. This means that their volunteer application
would have had to been created during the date range specified by the user.

e New Volunteers: This portion will show you the people who have volunteered
for the first time during the given date range for that Ministry. Keep in mind that
they could have volunteered somewhere else first. This portion only takes into
account the ministry selected.

e No Longer Serving: This portion is basically made so that the user can fill in the
items. Since staffing history or preference history is not maintained in the
database, the user must place the information in this field, or simply delete it
from the spreadsheet. The report is specifically designed to only show contact
item types of Request. So if you have contact item types of interest or other,
they will be eliminated from this report and its counts. It should also be
mentioned that on the Contacts section of this report, only contacts that have
notes will be displayed. This is not necessarily a household report, so it is
individual driven. So the count on the Contacts section will only include
individuals who have been contacted.

M3851E Volunteer Applications Submitted

This report was designed to give a listing of individuals who have submitted volunteer
applications through WebLink. You have the opportunity to show only those who have
interest items in their application instance or show only those who have de-selected all
interests in their application instance. It includes Last Name, First Name, DOB, Date
Submitted, Application Status, Ministry, Application, Opportunity, Ministry Processed
(Yes/No) and notes entered at each 'stage'.

M3852E Volunteer Pipeline Applicants-Missing Requirements

This report was designed to allow a view into the “Narrow Selections” page in the portal
and only show the people who are missing requirements decided by the application
they submitted and only show the requirements they are missing. This report is
formatted in a row/column format for data manipulation in Excel or CSV files. It is not
intended to fit exactly on a page, although it can be formatted as such in Excel.

Note: If applicants are rejected, then they will not show up on this listing.
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Staffing Assignment
M3500 - Activity Staffing Assignment Roster

Provides contact information for people who are registered to volunteer or work a
certain activity and activity time.

M3517 - Staff Involvement by Ministry Assignment

This report was created to display all individuals with a staff assignment to a specific
ministry. It then lists the activity they are assigned to, the job and their attendance for
the date range selected across all other ministries for which they have a staff or
participant assignment.

M3739 - Staffing Assignment by RLC for Job

The report will show individuals with a staffing assignment who are assigned to an RLC.
Note: Person must be assigned to a RLC in order to show up on the report.

M3738E — Staffing Schedule Calendar by Room-Location

This report was designed to display volunteers assigned to a room location during a
specified date range.
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