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Setting up Verified Volunteer
Integration with HandsOn Connect
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Configure Verified Volunteers in the Control

Panel

Set up Verified Volunteer (background check) types in
control panel

To get started using Verified Volunteers in HandsOn Connect, you'll need to enter the Volunteer

Verification types you've arranged with Verified Volunteers for your account.

Based on your contract with Verified Volunteers, you may have one or more types of
background checks. Each will have its own Package ID and a Level associated with it.

You'll enter all your background check types in the control panel / Verified Volunteer Types.

(This is a one-time set-up unless you add new background check types in the future)

Go to Control Panel / Verified Volunteer Types

Initially there will be no types listed, here.. Click "New Volunteer Verification Type" to create

your first (and any additional) Verified Volunteer Types.

HandsOn Connect Contral Pamel
Verified Volunteers Types

General

B Sie Configuration 2 0 an - - i -
Al (ingtaliod Package: HOC) [ Euit | Delate | Create New View
Static Page Edilor |
Sponsor Manager T
Sidls Category Cuslomization Bow Volunteer Verification Type | [Ehange Owner £ ) AlBICIDIEIF|GIHINJIEILIMINIDIF|QIR CURELEDERAIR Xe) HrgRi [fRhar
Skils Customization 5 —
. | H' Action  Type + Package Id Description
!gglg E‘@Q l_:;_g [+ [Fre] sl =
. Edi | Del  Lewel 1 4g4tt5 Level 1 Prod
Eda| Del  Lewel 2 KAEIWSD ¥ou pay for thig L2
Edt| Del  Lewel 3 T2pwwhi Clent Pays Fees Only
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- R Volunteer Verification Type Edit

i3

Volunteer Verification Type Edit Save | Save & New  Cancel

Information

Type I Level 3 E
Description I Client Pays Fees Only
Package Id I 72pwwh?

Volunteer View Label I Mentor Volunteer (Level

Save | Save & New | | Cancel

There are four fields to configure for each verification type you have arranged with Verified
Volunteers.

« Type: Level Type (level 1,2 or 3)

+ Description: Internal use description (so you can differentiate which package IDs and
background check types are requested with that ID)

+ Package ID: The Id given to you by Verified Volunteers that identifies the background check
package

+ Volunteer View Label: What the volunteer sees in "My Account" under the Background
Check menu item. (See below)

Click Save to save each Volunteer Verification type.

Q¢ Note: The order you create these in, will be the order the options appear in to the
volunteer. (It's not possible to reorder these later)

Once you have your volunteer Verification types setup you'll be able to start requiring
background checks for specific volunteer opportunities.

HandsOn Connect - Verified Volunteers Page 5



Onl

Using Verified Volunteers as an
Opportunity Coordinator
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Requiring a background check for a
volunteer opportunity

To make a volunteer opportunity require a background check of a certain level in order to sign
up, go to the volunteer opportunity record and scroll to the restrictions section.

There you'll see a new field labeled "Min Required Level of Verification.

¥ Restrictions
Minimum Age (w/ adult) 10 Apply Restrictions to  Apply Resfrictions

Opportunity
Min Required Level of
Verification

Orientation Required

Minor Waiver on File Required

Maximum Age

Set the Min Required level of Verification to Level 1, Level 2, or Level 3.

¥ Restrictions

Minimum Aga (w/i adult) 10 Apply Rastrictions to Apply Restrictions
Opportunity

Minimum Age 16

Min Required Level of > v Orientation Required
Varification = -
Level 1
Level 2 Minor Waiver on File Required
Level 3 Maximum Age

Save the Volunteer Opportunity Record.

Now, only volunteers who have the required level of background check will be able to sign up
for the opportunity. If they do not have the required level of background check, they will
receive a message directing them on how to apply for the background check.

See this article for how the volunteer experiences Verified Volunteeers on the public site.
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Checking Verification Status of Volunteers

If an administrator wishes to check on the verification status of a volunteer, they can go the
volunteer's contact record.

A new section will appear on the contact record labeled "Verified Volunteers Information"

* Vorilfied Voluntssrs Information
Verdcangd Resu  Elinie VerloEon el Lawal 5

aliany Mmao L S RS0 rETh

:‘;‘_:

Verification Start Dule L el

In this section the following fields are present:

Verification Result - shows the level of the check completed. This is automatically populated
by Verified Volunteers and should not be edited by administrators. The following picklist values
are used:

* In Progress

+ Considered - background check has been completed, but something has turned up on it. It
is advisable that the administrator logs into Verified Volunteers and decides whether to
mark that volunteer as eligible or ineligible based on the findings.

+ Cleared - background check has come back with no problems.

+ Eligible - A considered or cleared level has been reviewed on the Verified Volunteer site by
the administrator, and adjudicated as eligible.

+ Ineligible - A considered or cleared level has been reviewed on the Verified Volunteer site
by the administrator, and adjudicated as ineligible. (Ineligible volunteeers will not be able to
sign up for background check required opportunities in the future.

Verification Report URL: - a link that takes you to this contact's verification report on Verified
Volunteer's website. Click on this to review and adjudicate 'considered' background checks. If
you are not already logged into the Verified Volunteer system you will be prompted to login.

Verification Start Date: the date the verification was requested

Verification Level: populated by Verified Volunteer showing the results. Shows Level 1, Level
2, 0r Level 3

Verification Expiration Date: is the day that background check is no longer considered valid.
When the expiration date has passed - the background check level and result will be cleared
from the contact record. (Note: Volunteers will be alerted via email when their check is due to
expire and advised to run a new background check.)

How does the "verification result” value affect opportunity
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sign-up?

If a contact's verification result is Considered, Cleared or Eligible, HOC will allow the volunteer to
sign up for an opportunity requiring that level (or less) of a completed background check.

@© Note that a 'considered' verification result makes it possible for the volunteer to sign
up for opportunities for up to 30 days if not reviewed. They are not blocked from doing
so until you adjudicate the check and mark them as ineligible.

We recommend that if you set someone's background check to ineligible, you look at
any confirmed connections they may have for Verified Volunteer required
opportunities, and decide if you wish to decline them as volunteers.

Volunteers receive email notifications when their check is
coming up for expiration, and when they've been marked
as eligible.

There are three email notifications sent from HandsOn Connect via workflow.

You can customize the messaging in these three email templates by going to setup / email
templates

+ Verified Volunteer - 7 days notice -- Notifies volunteer that their background check
expires in 7 days and has a link to your site to initiate the background check process again.

+ Verified Volunteer - 30 days Notice - Notifies volunteer that their background check
expires in 30 days and has a link to your site to initiate the background check process again.

+ Verified Volunteer - Eligible Status -- notifies the volunteer their background check is
completed and they have been made eligible and they can now sign up for VV opportunities.

They are not notified automatically until you have adjudicated their cleared or considered

result, and marked them as eligible.
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HOC Email Templates

Below is a list of all your email templates in the folder selected. Click t
email template. You can use these email templates when sending sing

may be used.
Folder HOC Email Templates Edit | Create New Folder
AB C|D E F G}
New Templabe
Action Email Template Mame + Template Type Awvailable For Us:
: Verified Volunteer - 30
Edit | Del p* davs Notice HTML v
: Verified Volunteer - 7
Edit | Del p* davs Notice HTML v
Edit | Del Verified Volunteer - HTML 7

1 Eligible Status

On the admin site, there is also a convenient view of all
verified volunteers in your database

Go to the contacts tab and click on the view "Verified Volunteers)

s_m Volunteer Opportunities Occurrences Connections Locations Volunteer Events Reports Control Panel +

(¢ £ & | Veritied Volunteers Edit | Delete | Create Mew View
New Contact  Add to Campaign  Create Connections  Creste Team Members £ A B C D EF G H I JKLMNOPGQGRS *T z” 4‘.;.:|
Action Name + Verification Result Varification Lowvel Verification Repert.. Email Primary Phone
Edit| Del | § Mendoza Sebastia.. Eligible Level 2 hitps:fapp verifiedy... sebastianm+wi@.. 123
Edit| Del | §§ Volunteer, Valere Eligible Level 3 hitpsffapp verfied... troutco+training vol.. 954-123-1234
Edit| Del | § Volunteer, Victor Eligible Level 1 anohoc+victonvol@...
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How volunteers experience Verified
Volunteers
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How a volunteer sees an opportunity that
requires a background check

Before signing up for a volunteer opportunity, a volunteer must be registered on the site. This
will provide some of the basic information needed for the verification process.

@© Onyourvolunteer registration page be sure to require at least these fields (they are
needed in order to background check volunteers:

* Name

« Date of Birth

« at least one full address

+ at least one Phone Number
« Email address

Opportunity detail page of an opportunity requiring a
background check.

If you've marked an opportunity as requiring a level 1, 2, or 3 background check, the Verified
Volunteers logo appears on the opportunity detail page, and the level of background check
required is shown on the right sidebar.

HandsOn Connect - Verified Volunteers Page 12
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Delta Airlines

Opportunity Details

Vol Opp. Verified Volunteers Environment

. POPULATION SERVED

N/A

lorem ipsum ACTIVITY TYPE
NiA

REQUIREMENTS

Age Minimum (with
Adult) - 16,
Minimum Age - 18+,
/ Verified DT OV TEere
Volunteers
Sign up
WEDNESDAY, 8/23/2017 2:32 PM - 3:32 PM °

LOCATION: sa, TX 78209

VOLUNTEER LIMIT:30 | SPOTS REMAINING: 30

OPPORTUNITY LEADER: Art Partner & emaiL

Full opportunity address and directions will be sent to you by e-mail after you sign up.

When a volunteer signs up for this opportunity:

If the volunteer already has a background check for the required level (or higher), the sign-up
goes on as usual.

If the volunteer does not have a background check for the required level or higher, they are
prompted with a message telling them a background check is required, which provides a link
which takes them to the background check page in the My Account section of the website:

VV-HOCDEMO.CS550.FORCE.COM SAYS:

This opportunity requires a Level 1 background check from Verified Volunteers to sign up.

request your Leve '..':l.:‘i'-'_.":'.."li neck fmom verifed volunteers

&
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When the volunteer clicks on the link they are taken to the page My Account / Background

FIND OPPORTUNITIES OPPORTUNITY CALENDAR SPECIAL EVENTS BROWSE ORGANIZATIONS

» Ove VERIFIED VOLUNTEER INFORMATION FOR

b Sam Security

» Create a New Team
» Join a Public Team

» Saved Searches We are excited to have partnered with Verified Volunteers for our

» Orlentation background checks. : .

» Verified Volunteers is a volunteer screening platform trusted by Verified
thousands of volunteer organizations across the country. We are the Vo'“n'-eers

» Self-Report Your Volunteer Service first and only screening provider to allow volunteers to own and ; i

» Soclal Lngln control their own background checks. That means you can pay for

your check once, and share it with other organizations in the
Verified Volunteers community - for free! Learn more about Verified
Volunteers - visit www.verifiedvolunteers.com.

Need a background check for a project? Become a Verified Violunteer. Select the type below and then
click en “Request Verification® to get started.

Type of verification | Level 1 Prod -

By clicking on "Request Verification™ | agree to share my name, contact, email and other basic
information with Verified Volunteers for the purpose of completing a background check.

check. This is the page where they will request a background check and manage it in the future.

To initiate a background check they select the level of verification they wish to apply for. (The
picklist values here are the ones you configured in the control panel in the field "Volunteer View

Label")

They then click the Request Verification button which will take them to the Verified Volunteer
site, transferring information from their HandsOn Connect registration for them for validation.

HandsOn Connect - Verified Volunteers
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FIND CPPORTUNITIES OPPORTUNITY CALENDAR SPECIAL EVENTS BROWSE ORGANIZATIONS

Overview

VERIFIED VOLUNTEER INFORMATION FOR

My Sam Security

Create a New Team
Join a Public Team

Saved Searches We are excited to have partnered with Verified Violunteers for our
P —— background checks.

Verified Volunteers is a wolunteer screening platform trusted by ‘ /\}f&lﬂﬁEd
thousands of volunteer organizations across the country. We are the ‘ o I..I_l"ltl_!El‘S
> Seif-Report Your Volunteer Service first and only screening provider io allow volunteers to own and ¥ Stevting Tadent Sedtons
» Soclal Login control their own background checks. That means you can pay for

your check once, and share it with other organizations in the

Verified Volunteers community - for free! Learn more about Verified
Volunteers - visit www.verifiedvolunteers.com,

Need a background check for a project? Become a Verified Violunteer. Select the type below and then
click on "Request Verification™ to get started.

Type of verification | Level 1 Prod

By clicking on “Request Verification” | agree to share my name, contact, email and other basic
information with Verified Volunteers for the purpose of completing a background check.

¢ Note: If you have different verifications configured for different categories of
volunteers (by state, or by volunteer type), be sure to label the "Volunteer view labels"
in the control panel so that's it clear to the volunteer which verification they need.
Always include the Level # in the title (since they know they have to apply for a certain
level of clearance based on the volunteer opportunity they wanted to sign up for).
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The volunteer will then be taken to the verified volunteer
site

Welcome to Verified Volunteers!

Now that you have registerad with Avviato/HOC Test Cliant, you will nead to create an account
with Verified Volunteers before placing your background check order.

For sacurity purposes or Y. please anter a few detals about yourself below using the same data that
was entered during your registration with Avwiato/HOC Test Client.

Your Information k
Date of Birth
Month* = Day* : Year*

5-Digit Zip Code

digit ZIP Code*

Click Continue and Verified Volunteers will walk them through the process of initiating their
background check.

When the background check has been completed, the administrators will be notified by Verified
Volunteers, and can adjudicate the background check. When they mark the volunteer as
eligible, HandsOn Connect will send an automated email letting them know they can search and
sign up for projects requiring a completed background check.
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A volunteer can see the current status and level of his
verification in my account / Background Check

FIND OPPORTUNITIES OPPORTUNITY CALENDAR SPECIAL EVENTS BROWSE ORGANIZATIONS

. - VERIFIED VOLUNTEER INFORMATION FOR

iy Sam Security
» Create a New Team

» Join a Public Team

» Saved Searches We are excited to have partnered with Verified Velunteers for our

- i background checks. 3 Verified

[ Verified Volunteers is a volunteer screening platform trusted by V E‘in l?
thousands of volunteer organizations across the country. We are the { olunteers

» Self-Report Your Volunteer Service first and only screening provider to allow volunteers to own and i h

» Soclal Login control their own background checks. That means you can pay for

your check once, and share it with other organizations in the
Verified Volunteers community - for free! Learn more about Verified
Volunteers = visit www. verifiedvolunteers.com.

Need a background check for a project? Become a Verified Volunteer, Select the type below and then
click on "Request Verification™ to get started,

Are you a Verified Volunteer? Eligible - Level 1

Type of verification  Level 1 Prod v |
Request Verification

By clicking on "Request Verification™ | agree to share my name, contact, email and other basic
information with Verified Volunteers for the purpose of completing a background check.

From here the volunteer can renew after being notified that his clearance will expire (a clear or

eligible background check lasts for one year), and/or apply for a higher level of clearance.

HandsOn Connect - Verified Volunteers
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How Partners can use Verified
Volunteers
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Using Verified Volunteers in the Partner
Portal

If you wish to make it possible for partner organizations to require Verified Volunteer
background checks for their volunteer opportunities, please open a zendesk ticket and
request that VV be enabled in your version of the partner portal.

A partner has limits in how Verified Volunteers works for them. Here's what you need to
know:

Partners can restrict signup for their opportunities to
volunteers with a certain level of verification

The field "Min Required Level of Verification" can be set to appear in the restrictions section of a
volunteer opportunity record (HOC 2.x) or as an option in the Create Volunteer Opportunity
process (HOC 3.x)

Doing so will restrict volunteer signing up unless they've initiated the appropriate level of
background check.

Partners do not have access to the verified volunteers
section of the contact record.

Due to Verified Volunteer privacy requirements - a partner does not automatically have access
to view the status of a volunteer's background check. Here's what they should do:

1. Only volunteers who have a status of 'cleared’, 'eligible' or 'considered' will be able to create
a connection for their opportunity.

2. So - for every volunteer who DOES have a connection to the opportunity they should email
that volunteer and request that the volunteer grants them access to their background check.

3. Avolunteer makes that request at Verified Volunteer to share their background check with
the partner and a copy of the background check will be made available to the partner
through the Verified Volunteers system.

@© A partner MUST request access to the background check report.

HandsOn Connect - Verified Volunteers Page 19



HandsOnConnect ....

Since volunteers CAN sign up even if they have a 'considered' status - partners can't
assume that a connected volunteer is truly eligible in their eyes. Even if you have
reviewed and marked them as eligible, the found incident may not be tolerable to the
partner themselves and they need to make that determination for themselves.

Only the affiliate can update the contact's record with a status of Eligible or Ineligible,
so the partner may have to reject a volunteer based on their own criteria for
borderline cases. For this reason, partners must request a copy of the background
check so they can make this decision themselves and not solely rely on the fact that
the volunteer has been screened.

HandsOn Connect - Verified Volunteers Page 20
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