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Checklist for new 4-H Volunteers
Applicant’s Name:


Date Record started:



Attach this form to front of volunteer folder.  Check tasks as completed.  Write date or N/A on corresponding blank link and initial.  Make any notes in space provided at bottom of page.  

date/initial
· Letter of Introduction/Phone Conversation


· Sent Introductory Packet


(application form, blank reference forms, form for Background check, brochures, newsletters)

· Application form received


· Reference #1 complete


· Reference #2 complete


· Background Check


· Training completed, circle one:
E-Learning* 
Face-to-face


· Interview completed (scheduled after e-Learning)



· Volunteer Manual


· Congratulatory/Welcome Letter Mailed


· Certificate Mailed (e-Learning certificates provided online)


· Enrollment Form Received


· UMaine Extension Volunteer Requirements and Standards of Behavior Form

        (Reminder: this form must be signed annually and kept on file)



· Photo Release Form (signed annually)


· Viewed Sexual Violence and Mandated Sexual Abuse Reporter Video trainings


· Club Parameter & Yearly Plan Received


· Welcomed in Newsletter


· Club Flags Provided


· Club Charter Issued


(Must meet charter requirements.)

· EIN# - Approval of fundraising


(available to clubs once they have a Club Charter)

Other Comments/Notes:

*If volunteer completes e-learning course, it is necessary to follow up with risk management and local components covered in face-to-face training and ensure they have a basic understanding of Cooperative Extension and the Maine 4-H program.

Note: Do not ask for or keep a copy of driver’s license or proof of insurance on file.
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