Create Secondary Onboarding Tasks

1. Under "Create Onboarding Tasks" tab, use the drop down options to select a the "Onboarding Task Name".
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2. Select from the following Onboarding Task options:

a. Additional Forms and Requirements - can be used for any other forms or requirement not covered
by other tasks

b. Background Investigation - can be used to provide a volunteer with a blank of copy of background
investigation forms or directions related to a background investigation required as a part of
volunteering

c. Driver's License - can be used to provide a volunteer with a blank of copy of driver's license
verification forms or directions related to the verification of a driver's license required as a part of
volunteering

d. Interview, Reference Check, Scheduling - can be used to include information or directions
related to next steps of interviewing, reference checks, or scheduling related to onboarding or
consideration as a volunteer

e. Maedical Clearance - can be used to provide a volunteer with a blank of copy of medical clearance
forms or directions related to a medical clearance required as a part of volunteering

f. Training - can be used to provide the volunteer with any directions or documents related to any
training required as a part of becoming a volunteer

3. Select the Primary Onboarding Task (301a task) associated to this onboarding task.
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4. Update the Task Directions, as needed.
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Proof of a valid driver's license is required for this volunteer opportunity, If you have questions, plesse reach out to the Volunteer Coordinator isted for this valunteer opparunity,

You are responsible for the accessibility of your file upioods. Do not upload files that are not 508-compliant. Leam more about making documents aocessible

When uploading new fHies please follow this naming convention of the file: SITE CODE_DATE(yyyymimdd)_FileType(PD RiskAssessment, efc.)_FifeDescription. For example: PARK_20230317_PO_TrashCleaniip pdf
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5. Upload any files for this task using the "Upload Files" button.

6.

Click "Create Onboarding Task" to save and create the task.





