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4.0 Site Set-Up Policies & Procedures for Care Champions 

Configure Your Site. Launch Resource Coordination. 

This document provides the step-by-step policy and procedure for setting up a POINT site for 
Resource Coordination, per the needs of a CityServeX site, so it is ready for Care Champion and 
volunteer use. Follow these steps in order when launching a new site. Return to individual sections 
as needed for ongoing configuration. 

4.1 Collect Site Specific Information 
Policy: Site configuration must not begin until the Care Champion's site-specific details have been 
collected. Proceeding without this information risks an inaccurate or incomplete setup. 

Procedure: 

•​ Send the Care Champion the Google form requesting the details specific to their site. 
◦​ Google Form  

•​ Retain this information — it will be used throughout the remaining steps in this guide. 

4.2 Configure the Site’s Profile 
Policy: The organization profile must accurately reflect the site-specific information collected 
from the Care Champion before any programs, fields, or admins are configured. 

Procedure: 

•​ Navigate to Organization → Profile → Edit. 

◦​  
•​  
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•​ Fill in the information previously collected from the Care Champion in Step 1. 

◦​ Organization Image - 352x352 pixels 
◦​ Background Image - 1120x314 pixels 

◦​  
◦​ Network Image - 352x352 pixels 
◦​ Organization Name: “site’s name” 
◦​ EIN: “99-4725070” 
◦​ Address: “site’s address”  

◦​  
◦​ Contact Email Address: “Care Champion’s CSX email address” 
◦​ Contact Phone Number: “Care Champion’s Number” 
◦​ Website URL: “site’s URL”  
◦​ About: “Site’s Description” 
◦​ Event Causes: Select “Poverty”, “Food”, “Health”, “Education”, “Family”, “Crisis”, 

“Homeless”, “Jobs”, and “Community Development” 
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◦​  
•​ Press: Save 
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4.3 Create the Resource Coordination Program  

Policy: The Resource Coordination program must be created before the volunteer application is 
built.  

Procedure: 
•​ Navigate to Programs → Create Program. Name: “Resource Coordination.” 

◦​  
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4.4 Create Custom Form Fields 
Policy: All required form fields must be created before the volunteer application is built. Required 
form fields must be confirmed as available before “Build the Volunteer Application”.  

Procedure: 

•​ Navigate to Form Fields → Add Custom Field. 
◦​ Complete the form fields using the information provided in the images below  

◦​  

◦​  
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◦​  

◦​  

◦​  
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Confirm:  Make sure all required form fields are available before publishing the application in 
Build the Volunteer Application 
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4.5 Add Background Check Waiver 
Policy: A waiver is utilized to gain consent from volunteers for the possibility of running a 
background check. Regardless of whether or how background checks are ran, this waiver should 
be created and published before publishing the application in Build the Volunteer Application. 

Procedure: 

•​ Navigate to Waivers → Add Waiver →  

◦​  
◦​ Waiver Name: “Consent to Possible Background Check Waiver” 
◦​ Description: Input nothing  
◦​ Agreement Frequency: Once per version  
◦​ Waiver: Text Waiver 
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◦​  
 

“Now that you've completed the application, a background check may or may not be 
required for you to serve as a Resource Coordinator. 
 
This requirement varies depending on where you'll be serving and other factors. 
At this time in the process of applying to serve, we just need you to check this box that 
you understand that you may be required to complete a background check. 
﻿if it is required, we'll let you know that at a later time.”  
 
◦​ Save 
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4.6 Add Site Owner(s) 
Policy: The site's Care Champion must be added as an Admin and elevated to Owner status 
before application and event configuration continues. The Care Champion will need to follow up 
via their email to claim their ownership status. 

Procedure: 

•​ Navigate to Team → Invite Teammate →  
◦​ Email: “Care Champion’s Email” → Continue
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◦​ Pick Access: Entire Organization → Continue 

◦​  
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◦​ Change Role → Owner → Continue 

◦​  
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◦​  
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◦​ Add Team Member 

 

•​  
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4.7 Build the Volunteer Application 
Policy: Every site must have a published General Application before volunteers can apply. If an 
application already exists, it must be edited as a draft version rather than altered live. All the 
stages below must be configured.  

Procedure: 
•​ Navigate to People → Applications. 

◦​ If nothing → Create New 
◦​ If unpublished: edit and complete the application, then publish it. 
◦​ If already published: click the view (eye) icon → Actions → Create Draft Version to edit 

it. 

4.7.1 Application Settings — Basic Info: 

•​ Name: “General Application.” 

◦​  
•​ App Type: General Application. 
•​ Application Expiration: No Expiration. 
•​ Privacy Setting for Approved Volunteers: Private. 
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4.7.2 Application Flow: 
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4.7.3 Introduction (Text Description) 
“Thank you for your interest in becoming a Resource Coordinator—you're going to love this 
journey! 
 
Resource Coordination is about meeting people where they are and connecting them to the help 
they need. As a Resource Coordinator, you'll listen to someone's situation, understand what 
matters most to them, and guide them toward resources—whether that's housing, food 
assistance, childcare, mental health services, or something else entirely. You're not just handing 
someone a list; you're walking with them, helping them navigate systems that can feel 
overwhelming, and making sure they actually get connected. 
 
What you'll be doing is truly noble work. You're helping people uncomplicate social services and 
feel genuinely cared for in the process. 
We're excited to help you get started. We'll just need a few pieces of information from you to 
begin the process. If you'd like to talk through the role first before applying, we're here for that 
conversation—just reach out and we can chat. 
 
(insert scheduling link or information) 
 
Once you've completed the application, we'll reach out to connect. We're looking forward to 
speaking with you!” 
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4.7.4 Tell Us More About You (Forms) 

•​ Select Questions 

◦​  
◦​ Configure the questions to match those configured in the “Form Fields” section in Step 

4. 
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•​

 
•​  
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4.7.5 Review the Description (Custom Content) 

•​ Name of Content: “Read the Job Description” 

◦​  
•​ Instructions for Candidates: “Please read the document and mark the box that states 

you have completed the action.” 
•​ Upload Document: Resource Coordinator - Volunteer Job Description 6.26 
•​ Document Name: Resource Coordinator Job Description 

◦​  
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4.7.6 Confidentiality and Non-Disclosure Agreement (Custom Content) 

•​ Name of Content: “Agree to the Confidentiality and Non-Disclosure Agreement.” 
Instructions for Candidates: 
“Resource Coordinators are entrusted with private details about the people they serve. Because 
of this, all RCs are required to sign a confidentiality agreement prior to beginning their role. 
 
By checking the box below as “completed”, you are acknowledging that you have read, 
understand, and agree to comply with all terms of the Confidentiality and Non-Disclosure 
Agreement, and that you understand violation of these terms may result in serious legal and 
professional consequences. 
 
Presenting this agreement now, ensures that all documentation is completed as part of the 
application process should you join our team.” 

•​ Upload Document: Confidentiality and Non-Disclosure Agreement Signature Removed 
6.26.pdf 

•​ Document Name: Confidentiality and Non-Disclosure Agreement. 

•​  
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4.7.7 Consent to Possible Background Check (Waiver) 

•​ Waiver: Select “Consent to Possible Background Check Waiver) 

•​  
 
 

Note:  This section will tentatively remain the same for all sites. A Care Champion may opt to 
change this to reflect their site's background check preference. 
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4.7.8 Let's Talk (Text Description) 
“Once we have your application, acknowledgement of a possible background check, and 
confirmation that you have read the job description, the next step is on us. 
 
We want to connect with you through a call or meeting. A conversation with you will help us learn 
more about what you shared and didn't share on your application. 
 
Please schedule a meeting with Care Champion, [Care Champion's Name] at the following link (or 
‘via the following’): [Scheduling Link or information]” 
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4.7.9 End of Application (Text Description) 
“For now, this is all that's needed. 
 
Expect to hear from one of our team members to schedule that call we mentioned. At that time, 
we'll also let you know what the next steps might be. 
 
Thanks so much for applying to serve with [Site Name] and help people in need find what they 
need! 
 
Have a great day, and we look forward to hearing your story!” 
 

 
4.7.10 Admin Review (Admin Review) 

•​ Publish the application (keep the volunteer's status if the application was already 
published). 

 

 
27 



 
4.8 Configure Groups 
Policy: The Resource Coordination opportunity must have volunteer “groups” established before 
the set up procedure is completed.  

Procedure: Set up the groups according to the following instructions. 

Create Volunteer Groups: 

•​ Navigate to People → Groups → Create Group 

◦​  
 

◦​ Create the following groups: “Trained and Ready” and “In Training.” 

◦​  
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4.9 Configure the Resource Coordination Opportunity 

•​ Navigate to Opportunities → Manage Events → Create Event → Blank Event 

◦​  

Basic Info 
Policy: The Resource Coordination opportunity must be assigned to the Resource Coordination 
program and reflect the site's Care Champion as host before it is published. 

Procedure: Complete the sections mentioned below according to the directions 
provided. 

Basic Info: 
•​ Event Name: “Connect People to Resources.” 

◦​  
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•​ Programs: Select “Assign to Program” → “Resource Coordination.” 
•​ Causes: Select the options shown below. 

 

◦​  
 
Hosts: 

•​ Who is the contact for this event? (Site Care Champion's Name) 
•​ What is their contact email? (Site Care Champion's Email) 
•​ What is their contact number? (Site Care Champion's Phone #) 

Photo: 
•​ Add:  “Neighbors Helping Neighbors” image. 

◦​  
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4.10 Complete the Event “About” Section 
Policy: The About section must clearly communicate the purpose, expectations, and 
requirements of the Resource Coordinator role to prospective volunteers before the event is 
published. 

Procedure: 

What should volunteers know about the event? Why is it important? What's the impact? 
Humanity is experiencing a strange paradox — we are more digitally connected than ever, yet 
lonelier than ever before. 
Now imagine you're in the middle of a crisis. You're stressed, overwhelmed, maybe isolated. You 
need help finding your way forward — but you don't know where to turn. 
Must people navigate that hard road alone? We don't think so. 
We believe in the power of community. We believe that neighbors helping neighbors can be one 
of the most powerful forces in turning the tide of someone's difficult journey. It starts with 
something simple: connecting people to resources. The good neighbors who provide that 
service? We call them Resource Coordinators. 
Resource Coordinators help people in need find what they're looking for — through software 
searches, community connections, and good old-fashioned human care. They listen well. They 
care deeply. They offer ideas, open doors, provide encouragement, and give hope. 
And maybe — just maybe — this is your moment to be that person for someone else. To serve 
as a guide. To help someone in need find their way forward. 
 
What will volunteers do? 
Resource Coordinators serve a minimum of 2 hours a week, consistently. 
They connect with people in need through phone calls, virtual meetings, and in-person 
conversations — all on a private, dedicated number. Each conversation is a discovery process: 
listening with empathy, thinking creatively, and working to find the right resources for each unique 
situation. 
Your tools? A powerful digital platform, a supportive community team, and a passionate, local 
leader who is invested in your success. 
You won't serve in isolation. Training is provided, and ongoing support surrounds you every step of 
the way. 
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What will volunteers need to bring or wear? 
Once you are an approved volunteer Resource Coordinator, all you need is a computer/laptop 
and a cell phone. We'll provide the rest of the tools, but it all begins with your heart to care and 
guide, to listen, and learn. 
We hope you'll move to the next step. Click “Go” to fill out an application and start your journey to 
serve others with us. 
Not sure you're ready? Have more questions? Contact (CC's Name) at (CC's Phone #) or (CC's 
Email). 
 
Documents: 

•​ Select “Upload Document” → “Browse Document” → Select “Resource Coordinator Job 
Description.” Resource Coordinator - Volunteer Job Description 6.26 
◦​ Document Name: “Resource Coordinator Job Description.” 

•​ Click “Add Document.” 

Set Where and When 
Policy: Location, virtual access instructions, and the full shift schedule must be configured and 
verified — including correct site location and time zone — before the event is published. 

Where: 

•​ Where: Select “Virtual.” 
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•​ Virtual Event URL: https://cityservexteam.findhelp.com 

◦​  
 

Instructions on how to participate virtually or at home: 
“Once you are an approved volunteer, your team leader, a Care Champion, will instruct you 
through a series of trainings. These trainings will equip you to serve virtually. 
After you are trained and ready to serve, follow the steps below to begin your shift each time. 
 
Use the link below to navigate to the Resource Coordination Platform: 
https://cityservexteam.findhelp.com” 
 
 
Event is shown to users in _______: change this to the site's location (confirm the correct time 
zone is listed after the change).” 
 

Required:  Check the box for “Hide Virtual Event URL and instructions from volunteers until 
registration is approved.” 

 

When: 

•​ Select today's date to start. Set up 12 shifts via “Add Shift.” 
•​ Start with an 8 a.m.–10 a.m. shift, and for each subsequent hour create a new two-hour 

shift, until 12 total two-hour shifts run through 7 p.m.–9 p.m. 
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•​ Set each shift to 2 spots. 

◦​

 
 
Repeat Settings: 

◦​ Select “Repeat daily”. 
◦​ Select “Until the end date” and select of one year out from the start day 
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◦​  
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4.11 Set Volunteer Requirements 

Policy: Volunteer eligibility settings must align with CityServeX's standard minimum requirements. 
Background check requirements are determined at the site level. 

Procedure: 

•​ Who can see this event? Select “Public.” 

◦​  
 
 
 
 
 

•​ Age Restrictions: Select “minimum age requirement” and select “18.” 

◦​  
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•​ Gender Restrictions: Select “No Restriction.” 

◦​  
•​ Application Status Requirement: Select “General” if not already selected. 
•​ Background Check Requirement: Leave this section blank — it is determined by the site. 

◦​  
•​ Volunteer Questions: Leave blank. 
•​ Waiver: Leave off. 
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4.12 Configure the Registration Process 
Policy: Registration settings must support self-scheduling and recurring sign-ups so approved 
volunteers can commit to consistent, weekly shifts. 

Procedure: 

•​ Registration Deadlines: Keep toggled to “No”  

◦​  
•​ Default Registration Status: Select “Signed Up” if not chosen beforehand. 
•​ Ongoing Commitments and Self Scheduling: Select “Allow volunteers to sign up for 

multiple events at once” → “Recommend that volunteers register for several events” → 
“Yes, suggest a schedule” → “same shift weekly” under “Frequency.” 

◦​  
•​ Guest Registration: Keep toggled to “No” 
•​ Publish  
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4.13 Configure Site General Settings  
Policy: Each site will need its general settings configured. While Care Champions can later change 
these settings, the template provided should be utilized for setting the template of the site.  

Procedure: 

•​ Navigate to Settings → General  
◦​ Organization Privacy: Select Open  
◦​ Choose and Default Recruitment Tool: Use my public POINT page 
◦​ Stats Configuration: insert “36.14” → Update 
◦​ Check In and Hours Approval 
◦​ Event Check in Settings: Manual Check-in  
◦​ Volunteer Hours Self-Submission: Auto-Approval  

 

 

Your Site Is Ready 
Once every step above is complete — the organization profile is filled in, the Resource 
Coordination program and form fields are created, the application is published, the volunteer 
groups exist, and the Resource Coordination event is published with its full shift schedule — your 
site is ready for Care Champion and volunteer use. 
Every field you fill in and every stage you configure represents a real person on the other end: a 
volunteer ready to serve, or a neighbor waiting to be connected to help. Follow this guide in order, 
and return to any section as needed to keep the site running well. 

 
39 


	 
	4.1 Collect Site Specific Information 
	4.2 Configure the Site’s Profile 
	 
	4.3 Create the Resource Coordination Program  
	Policy: The Resource Coordination program must be created before the volunteer application is built.  
	Procedure: 
	 
	4.4 Create Custom Form Fields 
	 
	4.5 Add Background Check Waiver 
	4.6 Add Site Owner(s) 
	 
	4.7 Build the Volunteer Application 
	 
	4.8 Configure Groups 
	 
	4.9 Configure the Resource Coordination Opportunity 
	Basic Info 
	 
	4.10 Complete the Event “About” Section 
	Set Where and When 
	 
	4.12 Configure the Registration Process 
	4.13 Configure Site General Settings  
	Your Site Is Ready 

