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	1. The Opportunity Name must begin with your Region #, your Forest initials, and a colon.

2. Avoid the words “work” or “job” – use “serve” instead; avoid “stipend” or “pay” – use “reimbursement instead. Further explanation is provided within this document.
3. Please add a photo: people are more likely to apply if they can get a glimpse of the site.

4. Be as descriptive as possible: paint a picture of the location so people will want to apply. Fully explain what is expected of the volunteer.

5. Pick up applications within 7 days of receiving the notification email.

6. Contact the applicant within 7 days of receipt of application.

7. After you have filled the Opportunity, please turn it Off: don't just ignore unwanted applications. You can turn it back On when needed again.
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What is volunteer.gov?
Volunteer.gov (located at http://volunteer.gov) is the federal and other natural resource agencies’ database of volunteer opportunities and recruitment tool. It is used widely by the Forest Service, National Park Service, Bureau of Land Management, and numerous other agencies and partner organizations. Since it is on the internet, the Opportunities can be viewed by prospective volunteers worldwide, so it’s a great way to cast a wide net to get the volunteers you want.
A potential volunteer goes to http://volunteer.gov and searches for available Volunteer Opportunities. When they apply for an Opportunity, the system automatically sends an email to the person shown as Contact. 
The Contact receives the email, logs into http://volunteer.gov, retrieves the application, and contacts the potential volunteer. 

Who are the administrators?
The Forest Service national administrators for volunteer.gov are [vacant], Volunteers and Service specialist; Merlene Mazyck, Volunteers and Service program manager; and Glenda Moore, who acts as coordinator for database input and management.

This document provides the guidelines for Forest Service use of the volunteer.gov website. Context-sensitive help is available throughout volunteer.gov; detailed help is available in the Tool Kit, accessed by clicking on the Site Tools tab after logging in.

You can phone Glenda at 801-625-5266 or email her at gmoore@fs.fed.us. 
	REGION 4 VOLUNTEER COORDINATORS, PLEASE NOTE:  All information concerning Opportunities – creation, correction, deletions, and management – should be sent to Glenda Moore, who will take care of them for you. You do not have access to create, modify, or delete Opportunities in the database.

You need only go to http://volunteer.gov to pick up the applications, contact the applicant, then mark the application as Accepted or Rejected.


1. How to Get Started as a Volunteer Coordinator
Email Glenda Moore at gmoore@fs.fed.us to create your volunteer.gov user id. She’ll need the following information from you:

Name

Email address

Phone number

Region number

Forest name

User ids are created in the following format:  Firstname.Lastname
What you can do at volunteer.gov depends on what your security level is:  typically, new users will have a security level of Volunteer Coordinator, and this handbook is geared toward those functions. 
PLEASE NOTE:

Passwords expire every 90 days. Change your password by clicking on the Manage Users tab then on Update Users. 
If your duties are reassigned to another person, do not just change their name at volunteer.gov. A new user id must be created and the opportunities reassigned to that user id.

2. How to Create an Opportunity
Go to http://volunteer.gov and click on the Administrators link on the lower right to log in.

At the Administration page, hover on the My Opportunities tab, then click on Add Opportunities. Fill out the form as follows:
(Note:  if there is an existing Opportunity on the site that much of the information you want to use in your description, you can select it from the drop-down at the top of the screen and click the Duplicate Opportunity button. You can then edit the information for your new Opportunity.)
Opportunity Name:  You MUST begin the title with your Region number, your Forest’s initials, and a colon (:).  Examples:
	1L: Visitor Center Host
2AR: Visitor Center Host
4B: Campground Host
4BT-3: Campground Host
4BT-4: Campground Host


e,g., 2AR is Region 2 Arapaho-Roosevelt National Forest
We need the Region number and Forest initials for tracking purposes; the colon (:) keeps that coding internal. If you have a lot of identical positions in the same location, you can number them to help you in future updates (example for the Bridger-Teton NF above). The rest of the title should be the type of work performed. 
National Forest:  Enter the name of the National Forest.
Ranger District or Street Address:  Enter the name and address of the administrative unit nearest to the work location, with an accurate zip code for the area.
Campground or Site Name (optional): Enter the name of the Campground, Site or address here.
City/State/Zip Code:  Enter the appropriate information in these fields.

Description: The description should be informative and complete. Describe the location; list the amenities, housing, tools, safety equipment, and reimbursement amounts that may be available; the dates of the Opportunity; and clarify what type of service and specific tasks the Volunteer will be expected to perform. Include the service schedule (days of the week, times of day; e.g., Monday-Friday 8 am to 5 pm).

You may know what a campground host, for example, is expected to do, but a person who has never volunteered before will not have any idea: your description should answer the majority of their questions, if not all, before they even realize they have questions.
In addition to the above, please use full sentences, grammar, and correct punctuation. Break up the description into paragraphs when appropriate. Avoid abbreviations, or clarify when using them – example:  FS (Forest Service). Lastly, proofread to eliminate misspellings.

IMPORTANT:  There are ways to write your opportunity as effectively as possible and “keep it legal” in alignment with the policies, goals and objectives of the Forest Service Volunteer Program. Changes in 2011 to FSM 1830 - Volunteers, which now incorporates Internal Revenue law that relates to volunteer reimbursement, have necessitated changes to terminology used when referring to volunteers as well as to allowable reimbursements. Refer to FSM 1830 or contact your unit’s Volunteer Coordinator for information on allowable reimbursements.
Volunteering is a charitable act. Volunteers receive no pay, nor should their service be compared to or construed as paid employment; to do so can create unreasonable expectations and assumptions. In order to help staff and volunteers clearly understand and communicate the differences, please use this guide to appropriate terminology:
· Use the words “serve,” “provide service,” “assignment,” “opportunity,” or “position” instead of “work” or “job”: 
· Example:  Volunteers serving (instead of “working”) on this trail maintenance project will be provided leather gloves.
· Example:  Campground hosts will provide service (instead of “will work”) 5 days per week, Fridays through Tuesdays 8:00 am to 5:00 pm.
· Example:  This Information Assistant position (instead of “job”) includes serving (instead of “working”) as initial contact for District visitors.
· Use the word “reimbursement” instead of “pay” or “stipend”.
· Example: Campground hosts may (instead of “will”) receive reimbursement for allowable expenses (instead of “stipend”).
· Example:  Volunteers may be reimbursed for mileage and parking (instead of “will be paid mileage and parking”).
A good, effective Opportunity could read like the example below – use the HTML editor to enhance the layout if appropriate and check spelling:
	The Emigrant Ranger District, Malheur National Forest is looking for enthusiastic, friendly volunteers who enjoy the outdoors to fill several campground host opportunities. Couples are preferred. The Host(s) will need to provide their own living quarters; e.g., trailer or recreation vehicle (RV). They should be in the campground and available to the public 5 days out of each week, plus holidays, per their volunteer agreement. Days typically needing coverage are Thursday, Friday, Saturday, Sunday, and Monday. Service hours are 8 am to 5 pm, but Hosts may be called upon 24 hours/day if needed. 

Two of the campgrounds are located next to small lakes with fishing a regular recreational activity. These campgrounds are relatively remote, averaging 35 miles from town, and are not continuously full. If you prize periods of solitude, come and enjoy the summer in eastern Oregon's Blue Mountains.

Campground Host Duties: campground cleanup, picking up litter, raking sites, cleaning fire rings and picnic tables. Restrooms will be thoroughly cleaned by Forest Service crews several times a week, but incidental cleaning and restocking of paper goods may be needed. Host(s) must have good people skills, be responsible and neat in appearance. The Host(s) must be physically able to perform such tasks as raking, shoveling, mopping and sweeping, performing minor maintenance, inspecting the campground, keeping simple maintenance records, monitoring area use, and occasionally filling out forms. 
Host(s) will represent the Forest Service in public contacts, providing information and directions, and reporting vandalism and other problems to Forest Service personnel. All necessary tools, supplies, and safety equipment will be provided by the Forest Service, along with appropriate training. Applicants will be subject to a criminal history inquiry.

Volunteer campground hosts may receive reimbursement for allowable out-of-pocket expenses, such as privately-owned vehicle mileage for official business, propane reimbursement, and reimbursement for up to 5 gallons of fuel for generator use per week if applicable. Subsistence reimbursement may also be provided. In addition, hosts will be provided an RV or trailer campsite free of charge. None of the campgrounds have electrical power, internet, or cell phone coverage; however, the Forest Service will provide a two-way radio. 


SPECIAL NOTE:  Full-time recreational vehicle (RV) dwellers who have no other residence are considered to be “home” wherever their RV is parked; therefore, local volunteers may not be eligible to receive field per diem/meals reimbursement. Check with your local volunteer coordinator before making ANY commitments for reimbursement of volunteers.

Featured Opportunity Summary: The information in the Featured Summary box is visible only if the opportunity is chosen to be on the home page. Either enter a brief summary here, or leave it blank and the first portion of your description will be used. Do NOT include information in the Featured Opportunity Summary that is not ALSO in the Description.
Opportunity Image:  You are strongly encouraged to add a photo to the Opportunity; people are more likely to apply if they get a glimpse of the area.

Activities: Choose as many as appropriate for the Opportunity.

Suitable for:  Check all appropriate boxes to indicate whether the Opportunity is suitable for adults (the default), kids, teens, seniors, groups, or a family
Level of Difficulty:  Choose one level of difficulty for the Opportunity:  Not Difficult, Average, Strenuous, or Difficult.
Volunteer Coordinator Information:  When you create an opportunity, there are two slots for a user id. If there is an entry in the Contact Person slot, only that person will receive the email notices about applications and that email address will be shown in the opportunity for queries. Both user ids will be able to log in and change or archive the opportunity and see the applications. If there is no entry in the Contact Person slot, then the user id in the Volunteer Coordinator slot will receive the emails. Choose your name from the pull-down as the Coordinator. 

Contact Information:  The user id in the Contact Person slot will be the only one to receive the email notice of an application. If a different person will be getting the notifications and picking up the applications, choose that user id for the Contact information pull-down – their user id must already have been created. Otherwise, leave it blank and your user id will be automatically filled in. 
Available Dates:  In the Available Dates section, choose the start date and ending date of your Opportunity. When the ending date is reached, the opportunity will no longer be available to the public. Note:  Please do not set the end date at more than 1 year in advance, to prevent “abandoned” opportunities.
Opportunity/Location Website:  Provide the URL to your Forest/unit website. 
Housing Availability:  If your location provides housing to the Volunteer, check “Yes.” If your Opportunity does NOT provide housing to Volunteers, check “No.” Note that provided housing includes camping sites and RV pads. If you are unsure about housing, leave the setting at the default N/A. 
Housing details:  Provide further details about the housing in this text box. 
Housing type:  From the drop-down, choose Bunk House, Cabins, RV pads, etc.

Check off Turn On this Opportunity to make it live (or if you have more work to do on it, check Turn Off this Opportunity to make the opportunity not). Once the Opportunity is filled, you can – and should! - revise the Opportunity to turn it off.
You’ll preview how your Opportunity looks, then click the Save Opportunity button.

3. How to View Your Opportunities
To view all of your Opportunities, click on the My Opportunities tab then on View Opportunities. 
To view an opportunity the way the public sees it, click on the Opportunity title. 
4. How to Revise an Opportunity
After logging in to the Administration page, hover on the My Opportunities tab, then click on Edit Opportunities. 
Click on the Opportunity Name to bring up the listing and revise as desired.
You can also view/revise your Opportunities through the “Update Users” page. Click on the Manage Users tab then on Update Users and follow the prompts.
5. How to Process the Applications
When a potential volunteer fills out the application form, the system automatically sends an email to the Contact Person and an acknowledgement to the applicant. A sample email that is sent to the applicant, and a sample email that is sent to the Contact Person for the Opportunity, are shown in the Appendix. 
The email to the Contact Person includes a link to the applications page at volunteer.gov – click on that link and log in. Then, click the tab labeled “My Applications.” You’ll be taken to https://www.volunteer.gov to log in.
Alternatively, you can go to https://www.volunteer.gov and log in; then, click the tab labeled “My Applications.” Click on “Show All My Applications” or “Show All My Late Applications” or use the navigator tool on the upper left to move to previous months, 
Once you are logged in, click the applicant’s name to review their application. Back at the list of applications, click on Accept or Reject, as appropriate to notify the applicant. You can modify the letter as desired – for example, revise the message to simply acknowledge that you have picked up the application and will be reviewing it later, or revise it to ask for more information. If you’re sure the applicant is not going to be a good fit, use the Reject button. The default “reject” and “accept” emails that are sent to the applicant are shown in the Appendix. Sending the notice will mark the application as accepted or rejected for your future reference. 
Note that you can print an application if desired or email it to yourself or to other Forest Service employees who may be able to use the applicant’s skills. The link to forward the application is at the top of the application itself (if the link is not present, then the applicant has indicated they do not wish their application to be forwarded).
The above information is about volunteer.gov processes only. You will need to follow the agency’s guidelines, which cannot be detailed here, for actually engaging the volunteer.

	A note about courtesy and consideration:  These folks have taken the time to find the website, search a large database for Opportunities, and filled out one or more applications. The courtesy of a response is certainly appropriate, even if the person doesn’t meet your needs. Applications should be responded to within 7 days. The applicant is told they will be contacted within 7 days.


6. How to Turn Off or Delete an Opportunity
There are three ways to remove an Opportunity from public view:  expire, turn off, and archive (delete)
Expire:  Open the Opportunity. Scroll down to the bottom of the Opportunity and change the end date and/or click the “Turn Off this Opportunity” link. 
Turn Off:  Open the Opportunity. Scroll down to the bottom of the Opportunity and click the “Turn Off this Opportunity” link. 
Archive/Delete:  Hover on the My Opportunities tab then on Edit Opportunities. Click on the trash can icon on the far right, in the Archive column. Note that the opportunity can be restored if needed from the Update User page. If you don’t want to see the opportunity at all after you have deleted/archived it, you can reassign it to the user id called Deleted Deleted. Do that for both Volunteer Coordinator and Contact Person.
Generally speaking, when a disabled or expired Opportunity is a couple of years old, it will be deleted, but it would be best if you manage your own Opportunities.

7. How to Assign an Opportunity to Somebody Else

Note: Do not attempt to reassign your Opportunities by changing your user id to someone else’s name who does not have an existing user id at volunteer.gov – it will not work. Glenda needs to create a new user id for that person, then the Opportunities need to be reassigned to the new user id. 
After the second user id has been created, log into the site and click on the Manage Users tab, then on Update Users. Then reassign your Opportunities to the new coordinator and/or contact person. Remember to change both if you are not going to be involved at all. The person in the Contact Person block will receive the application emails.
If you are no longer going to be a coordinator or contact person on volunteer.gov, email Glenda so she can remove your user id and opportunities.
Appendix
Other Volunteer.gov Functions
There are many more functions available through the Administration page at volunteer.gov that have not been detailed above. You can be involved as much or as little as you would like.
Here are a couple of highlights:

· You can export your Opportunities in Word or spreadsheet format; this would be useful for proofreading or publishing your Opportunities in hard copy. 
· Volunteers can fill out a timesheet (link on the home page). You can validate/verify the time by clicking on Site Tools then Time Tracking. Click on “Volunteer Time Tracking Help File” on the Administrator’s page for more information.

Sample Emails
This is the email the applicant receives confirming their application:

	Acknowledgement of Receipt of Volunteer.Gov Application
Dear XXXXXXXXXXXXX:

Thank you for applying at Volunteer.Gov. Your application has been forwarded to the Volunteer Coordinator for the opportunity you selected (4R: Test Opportunity). 

You will be contacted within ten (10) working days regarding the status of your application. The volume of applications may lengthen our response time. If you have not heard from your Volunteer Coordinator within 10 working days, please contact your Volunteer Coordinator by email or phone (see contact information below). We appreciate your taking the time to apply at Volunteer.Gov. 

If you have comments or questions, please submit them by using the comment form listed on the Web site's tool bar. 

Thank you!

Volunteer.Gov 
Your Volunteer Application and Volunteer Contact Information 

Agency/Partner: FS 

Position: XXXXXXXXXXXXXXX 

Location: XXXXXXXXXXXXXXXXXX 

Volunteer Contact Person: XXXXXXXXXX, XXX-XXX-XXXX



This is the email the Contact Person receives when an applicant applies:
	Dear XXXXXXXXXXXXXX: 

A new volunteer application has just been submitted for the XXXXXXXXXXXXX Opportunity. Please log on to the Volunteer.gov Administrators Page to review this application. 

Login URL: LOGIN (https://www.volunteer.gov/login.cfm). 

Thank you! 

Volunteer.gov Email Robot 

If you need assistance, please contact your National Volunteer Program Manager:

USDA-FS: GLENDA W. Moore

Forest Service Volunteer.gov Team, Financial Resources

324 25th Street

Ogden, UT 84401 (801) 625-5266 phone (801) 625-5325 fax

gmoore@fs.fed.us (www.fs.fed.us)




The Contact Person will receive a couple of reminders if they don’t log in and view the application; eventually a reminder will be sent to Glenda Moore, who will personally contact you as to why you have been unable to pick up your applications. 
This is the email the Applicant receives if their application is rejected – note that the Contact Person/Volunteer Coordinator can modify the body of the message:

	Subject:  Action on Your Volunteer Application
[date/time]

Dear XXXXXX:

Thank you for your application to the United States Forest Service for the advertised position (XXXXXXXXXXXXXXXXXXXX) located at the XXXXXXXXXXXX. We are unable to offer you a volunteer position at this time. We selected another applicant for this position; the position has been filled.

I hope that you are able to find another avenue in which to satisfy your desire to serve as a volunteer benefitting the nation’s natural and cultural resources. You can see other service opportunities at the volunteer.gov national Web Portal at www.volunteer.gov. For additional volunteer options, you can search the www.serve.gov site. 

Good luck to you, and thank you for your interest in serving.

Sincerely, 

XXXXXXXXXXXXXX

Volunteer Coordinator 

United States Forest Service 

XXXXX National Forest 

XXXXX Ranger District 

City, State




This is the email the Applicant receives if their application is accepted – note that the Contact Person/Volunteer Coordinator can modify the body of the message:

	Subject:  Action on Your Volunteer Application
[date/time]

Dear XXXXXX:

On behalf of the United States Forest Service, I am pleased to formally offer you the volunteer position (XXXXXXXXXXXXXXXX) that you applied for on-line. 

Thank you for wanting to make a difference on your public lands! We appreciate your support of the natural resources and cultural resources of the United States Forest Service/XXXXXXX National Forest. Please do not hesitate to contact me if you have any questions. You can reach me at: Phone: XXX-XXX-XXXX or Email: XXXXXXXXX.

Sincerely, 

XXXXXXXXXXXXXX

Volunteer Coordinator 

United States Forest Service 

XXXXX National Forest 

XXXXX Ranger District 

City, State




[image: image3.png]


[image: image4.png]




