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Why do organizations need Why do organizations need 
screening policies?screening policies?

Development and implementation will go a Development and implementation will go a 
long way to reduce the dangers and risks that long way to reduce the dangers and risks that 
currently exist in the field of volunteering. currently exist in the field of volunteering. 
Organizations need policies to clarify Organizations need policies to clarify 
responsibilities and define lines of responsibilities and define lines of 
communication and accountability. Having communication and accountability. Having 
clear expectations and consequences for not clear expectations and consequences for not 
meeting those expectations allows meeting those expectations allows 
organizations to protect their volunteers, staff, organizations to protect their volunteers, staff, 
program participants and themselves.program participants and themselves.



Development of a screening policyDevelopment of a screening policy

Research resources Research resources 
–– Other associations similar to yoursOther associations similar to yours
–– www.volunteer.cawww.volunteer.ca

Put the policy in writing Put the policy in writing 
Get the policy approved by your boardGet the policy approved by your board
Update and review oftenUpdate and review often
Communicate with your membership Communicate with your membership 



Elements of a screening policyElements of a screening policy
Policy namePolicy name
Date of policy approval and of any revision datesDate of policy approval and of any revision dates
Policy statement: what is the Policy statement: what is the ““rulerule””??
Purpose/Principles of the policy: what the policy is Purpose/Principles of the policy: what the policy is 
intended to promote or achieve?intended to promote or achieve?
Definitions of key concepts or terms used in the policyDefinitions of key concepts or terms used in the policy
Scope: Who is covered by the policy?Scope: Who is covered by the policy?
Responsibilities: Who is responsible for implementing Responsibilities: Who is responsible for implementing 
and monitoring the policy?and monitoring the policy?
Procedure: How is your association going to administer Procedure: How is your association going to administer 
the policy?the policy?
Related Policies: Are there other policies that are related Related Policies: Are there other policies that are related 
to this policy?  For example a police records check policy to this policy?  For example a police records check policy 
would be related to a confidentiality policy.would be related to a confidentiality policy.



CommunicationCommunication

WebsiteWebsite
Email to membershipEmail to membership
–– VNB sampleVNB sample

AGMAGM
NewslettersNewsletters



Screening Policy RationaleScreening Policy Rationale

Our organization relies on the efforts of volunteers. We are Our organization relies on the efforts of volunteers. We are 
committed to creating a safe and secure environment for committed to creating a safe and secure environment for 
everyone involved in our organization. Therefore, we are everyone involved in our organization. Therefore, we are 
instituting a volunteer screening process to ensure that:instituting a volunteer screening process to ensure that:
Current and new volunteers meet set standards directed Current and new volunteers meet set standards directed 
at reducing the risk of abuse;at reducing the risk of abuse;
Our services are managed in a safe, professional way;Our services are managed in a safe, professional way;
Our volunteers are involved appropriately and Our volunteers are involved appropriately and 
effectively;effectively;
Everyone is involved in, and aware of risk management.Everyone is involved in, and aware of risk management.



Risk ManagementRisk Management
Position DescriptionPosition Description
–– NameName
–– Risk LevelRisk Level
–– GoalsGoals
–– ActivitiesActivities
–– ResponsibilitiesResponsibilities
–– BoundariesBoundaries
–– QualificationsQualifications
–– Personal TraitsPersonal Traits
–– Orientation TrainingOrientation Training
–– Support/Supervision and EvaluationSupport/Supervision and Evaluation
–– Mandatory ActivitiesMandatory Activities
–– Working ConditionsWorking Conditions
–– BenefitsBenefits



Orientation, Training and Probation Orientation, Training and Probation 
PoliciesPolicies

Some form of orientationSome form of orientation
Coaching level Coaching level 



Confidentiality and RecordConfidentiality and Record--KeepingKeeping

Oath of confidentiallyOath of confidentially
Personal information storage and Personal information storage and 
destruction destruction 
Access Access 
–– Form a committee Form a committee 



Reference CheckReference Check

Number requiredNumber required
InterviewInterview
–– Standard questionsStandard questions



Police Records Check (PRC) PolicyPolice Records Check (PRC) Policy

Local RCMP or city policeLocal RCMP or city police
Pre ScreenedPre Screened
–– Letter to EmployerLetter to Employer

Third Party Third Party 
–– Hire PerformanceHire Performance





Progressive DisciplineProgressive Discipline

Clearly state process and procedure Clearly state process and procedure 
Progressive discipline: Progressive discipline: 
–– Verbal warningVerbal warning
–– Written warningWritten warning
–– Disciplinary suspensionDisciplinary suspension
–– DismissalDismissal



QuestionsQuestions



Thank YouThank You


