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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.

Do - Organization Profile /0 «
+ Quic 3¢
) Home
@ Tosta 2]
&8 Nerseatons do more good
) Organization -
Programs ; -
Documents. [ % 2
Farm Figlds T pe
‘Waivers —
Ademing Monpratit x
Recrutment Tools
Integrations @ 401 Market Street #471034, [ «t 9253305577 @ httpsfeityserverang B rogerdcityservexcrg
Celebration, FL 34747, US
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Fill in the information previously collected from the Care Champion in Step 1.
o Organization Image - 352x352 pixels
> Background Image - 1120x314 pixels

POINT P

@) S Edit Organization Profile - ack

Q) Organization 2 BACKGROUND IMAGE

This imsagrs well show at tha top of your crganization page on POINT. Recommended minimum
P Image size: 112014 plsels.

Decuments f t .

S —
Form Flalds
Waivers.

imageswith white or tranaparent

o Network Image - 352x352 pixels
o Organization Name: "site’s name”
o EIN: "99-4725070"

o Address: "site’s address”

Find a Location

Search by Cty, neghbormood of FACe name 1o mave the map

Addens

501 Market Strest £471034, Calobeution, FL 34747 US

o Contfact Email Address: "Care Champion's CSX email address”
o Confact Phone Number: “Care Champion's Number"

o Website URL: “site’s URL"

o About: "Site's Description”

o Event Causes: Select "Poverty”, “Food", "Health", "Education”, "Family”, “Crisis",
"Homeless", "Jobs", and "Community Development”
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Total characsens ABS0000 Viktie X84 Fosmating 801

EVENT CAUSES
o
"= - L a s>
Poverty Food Hasith Education Famey
i, 1 - M
Criva HMaralen Joby et
&7 Edit Causes
DOCUMENTS
| AddDocument Sutact o Libirary
o l .

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.”

Normal 8 B I WO W ARE EE=E % L

Fotal charscters OCO00 Vistste 0 Formating O

Pareett Progeam

Salect Parent Program w

Display Program an Widget and POINT Page no @D Yes

H togghed 1o “Ne,” the program will not appear in the *Select Programs” list on the website
widget. If no programs ane available, sdmins will not see a “Salect Programs” option

PICKA COLOR
() Basic color

aceeecaasaan
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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.
o Complete the form fields using the information provided in the images below

Create New Custom Field

First and Last Name o

@ Name Text Field % Required Question & Preview

Birthdate Vi

(@ sirthdate () Date * Required Questian @ Praview

p— s )

() Address (@ Text Field * Required Guestion ® Praview

Phone Number P4

() Phone Number Text Field % Required Question

Education Background (High School, College, Degree, etc) Vi

() Education @) Text Field @ Praview

888-INFO-CARE
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Faith Community Affiliation (If any)? V4

@ Faith | (@ TextField = @ P

Language Skills 4

English, Spanish, Chinese, Arabic, French, Korean, Portuguese, Ukrainian, Hindi, German, Italian, Japanese, Gujarati, Punjabl, Hebrew, Russian

Vi

[@ Language Skilis EY Multi Select % Required Question @ P

What are you communication preferences? &
o3 - to both texting and email communications, Email Only

@ Communication & single Select * Required Question @ Pr

Employment Status &

Yes, I'm employed but have flexible hours, Yes, I'm employed, and only available B k I'm not empl |, but looking for work, | am not
employed, and | am not looking forwerk,, I'm retired,

[@ Employment & single Select & Pre

If applicable, who is your current employer? &

@ Employer | (@ Text Field @ Preview —

o

‘When are you available to volunteer? &
fanday gs. Monday aft Monday Tuesday Tuesday af Tuesday 5 ¥ g5, W
¥ ings, Thursday gs, Thursday aff Thursday gs, Friday ings, Friday Friday gs, Saturday

mornings, Saturday afternoons, Saturday evenings, Sunday Sunday aft Sunday 0
(@ Availability | G MultiSelect % Required Question @ Preview
Skills & Experience &
(@ Suills & Experience | () Text Field @
Certifications &
@ Corts @) Text Field @ Previe
Previous volunteer experience &
Volunteer Experience @) Text Field @ Preview
Community affiliations, if any &
Community Affiliations ([ Text Field @ Preview =

o e
Emergency Contact I3
Emergency Contact @ Contact Field % Required Question @& Preview

o
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Confirm: Make sure all required form fields are available before publishing the application in
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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 -

POINT Kaittyn Nordan ©
B satiyn nadandcityrer
.
@ Volunteer Waivers —>
+ Quickidd [El  Waivers in yourlibrary can be added to events and applications. Here, you can modify them and manage versions.
(@ Onboarding
Agreement Frequency
Tasks
a 9 All w QL Search Waiver
.Q. Notifications
3 Waivers
() Organization -
Profile Waiver Name Latest Version Agreement Frequency Modifhed by Modified Actions
Programs Updated 114.2026 Consent
to Background Check 1 Oncea per version “ Mina Je O1/14f2026
Documents Walver
Form Fields
Waiver for Possible
» i Bockground Check 1 Once perversion “ Mina Je 110472025
Team
T80 1 i ’ Misa 10/24/202
Recruitment Tools Ot pervéczion ina Jo 0/24/2025
Integrations
O Messages
&% People

£ Opportunities @

o Waiver Name: "Consent to Possible Background Check Waiver"
o Description: Input nothing

o Agreement Frequency: Once per version

> Waiver: Text Waiver

888-INFO-CARE
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Create New Waiver

Waiver Name "

Consent to Background Check Waiver

Description (Internal only)

Description

(D Only the organization's admins will be able to see this description.

Agreement Frequency ~

Once perversion

Waiver

You can upload a document or create a text waiver.

() Document Waiver @ [@ Text Waiver

Normal 2 B I U S " A XK= E= % KL

"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."”

o Save

888-INFO-CARE
info@cityservex.org
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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 -
o Email: "Care Champion's Email” - Continue

Details Pick Access Confirm and Invite

Details

Email *

‘ Just.testing@cityserxex.org «

We couldn't find a contact with this email in your organization. Add their name to invite them to
your team.

0 Just.testing@cityserxex.org

First Name * Last Name *

{ Just Testing

888-INFO-CARE 12
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Confirm and Invite

What will this person manage?

Tell us a bit about what this person will be doing so we can recommend the right access.

(@) Entire organization «
Available on €770

Billing & subscription only
One or more programs
Specific events

Volunteer groups

=
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o Change Role » Owner - Continue

Details Pick Access Confirm and Invite

Recommended Access

* Based on your selection, we recommend:

3 Admin

Runs day-to-day operations across the organization

Best for: Operations lead / Leadership team

p Organization-level access
v/ Manage programs, events, and people

Access reports and tracking

Vv
v/ Send messages across the organization
v

Manage workflows and operations

@& Notincluded
» Organization deletion

e Subscription management

Change Role

888-INFO-CARE
info@cityservex.org
601 Market St. #471034
Celebration, FL 34747 © 2026 CityServeX
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Details

Pick Access

4 @® Owner

Manages everything across the organization

Best for: Organization owner / Executive Director

p Organization-level access
v Full control of organization settings

Manage admins and ownership

v
v/ Billing and subscription
v

Delete the organization

& Notincluded

¢ Full access granted

) Admin
Runs day-to-day operations across the organization

Best for: Operations lead / Leadership team

=

888-INFO-CARE
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o Add Team Member

Pick Access Confirm and Invite

Confirm and Invite

Just Testing (Just.testing@cityserxex.org) will be added as a:

) Owner

Manages everything across the organization

Back ‘ Add Team Member

888-INFO-CARE
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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.
o If nothing » Create New
> If unpublished: edit and complete the application, then publish it.
o 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.”

POINT p 1o
Jreticymissinerti
@ . General Application v27 o & Backsohpptction Datata
[ Once an appécation is live, volunteers must Waed ct 2 the peimary entry point for all new
Prog e spec program; POINT will p-unwlvamtw;-o apply when they
£) Home visit 3 Program page o S1teenpt 1o Sign up far el oars " can sign up for
wvents instantly, \ple " S yarcaatl; L oo it i Gl Al
[ Tasks 1)
- Netificatis —
g e (=) B  Appication Fiow
() Organization -
28 People s Basic Info
» i e yesoplsthn e - ook ity , —
neis Agghcation Mame *
&
Genaral
Background Checks
) Oppoctunitios
& Tracking Application Type

1 Settings & General Application
@ A3 voluntenrs wil need Ao i ofder 1o L] (urdess pocihic evens)

I SN ——

o

* App Type: General Application.
+  Application Expiration: No Expiration.
* Privacy Setting for Approved Volunteers: Private.

888-INFO-CARE
info@cityservex.org
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4.7.2 Application Flow:

@ Jure General Applicationv27 =«  Tock mApplceton vt
[7  Once an appcation & live. volunlw % mast be Approved or Wived G h y foe all new
. Panizat: > "rw-eckiaﬂ s rarm POIN b they
© Home wisit a Pros g or attempt 1o sign up for ted appe for a specific an up for
s irataently, whie all ethy completa tha 10 procesd. Lasir i b he Gerorsl Applest
© Tasks 9
. ; -~
a * .[«/) Applcation Settings )

=g
® ® ® ® © ©

: Teltus more Reviewthe Confdantisbty Consent to — Erdaf
Groups ) about you Description and Nen- Possible_ Application

B3 Opportunities

& Tracking T
@ Settings m

15 Subseription

@ Refarrals
Introduction « e
€3 support

888-INFO-CARE 18
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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'l 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!"

888-INFO-CARE 19
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5 Referrals
Introduction
69 Support
This is a good opportunity to welcome new volunteers and share any context for the rest of the application.

Taxt Description *

Normal ¢ B I U &M A RS E= % L

» “Thank you for your interest in ing a R C i you're going to love this journey!

R Coordination is about ing 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 semeone 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 daing 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.

Contact Care Champion, { @cityserven.org)

Once you've completed the application, we'll reach out to connect. We're locking forward to speaking with you!”

Total characters: 13010000 Visible: 1163 Formatting 447

[ saveasDraft ® Preview € Application Settings

888-INFO-CARE 20
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4.7.4 Tell Us More About You (Forms)
Select Questions

Select Questions «

Al 7 form fields are selected  Cloar all selections

Form Field { Question Label

Custorn Field
a Custom Fiedd

Dietary restrictions | allerghes
Deatary restrictions { allorgees

Education
Education Background (High School, Callege, Degres, ete )

Gender
Gander

MulleMel
Ml praference

Name

o

o Configure the questions to match those configured in the "Form Fields" section in Step
4.

888-INFO-CARE
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& Reforrals

Tell us more about you &
£3 Suppart

Custom Questions

The volurteer questions will be displayed when a volurteer fits cut the appiication

First and Last Mame &

@ FistendiastNeme | (D TextFiskd | % Reguired Question

Bathdate &

[0 Bethaste | £ Dste | % Roqursd Questn

= -

(@) Address | [0 TeatField | 3 Recuend Question

Phone Number 4

(B Pronebianbe | @ TrtFbt | % Requred Question

E 8 Collegs, Degres. sic] 2

(@ Coucaton Backgromnd ) Yoxt i

Faith Community Afliation (f any)? ' P4
@ Fasn | (D Tent Fieih

Enghah, Spansh, Crinsss, Avabic. French, Konsen, Portuguss, Usssinin, Hindi German, takan Jspsnase, Gujsratl Punisti, Hebrew Rusian

(D targunpesionn | TR Mubi Select

What are your communication praferences? s

Yo s ot rting e el sesrmanation. Emasd Orty

@ Commumications | R Muniselect |k Fequined Question

Emplaymant Seatus &
s ey e Fm aempleped, and o ? bt . lam ot
gy, and | wm st Kasking e moh. = retaed

@ Employmentsuts | G2 SmgaSelect | B Frevew

1t applicatile, whe is your current employe T . L4

@ Corwnt Employer | (0 Taat Firka

'When are you available to volunteer? & m
1 L ¥ " gs. Tomsdy momega, T, i a, T g W . Wednewday

shamoord, Wednssday svenngs, Thuriday momngs, Thuriday sfermcont, Thuridey eveniegs, Fridiay mominga, Fridey sftirncont, Fridey svenngs, Seturday

—ameg v P . S - -

(@ Avedabaity | G2 MuhiSelect % Fegued Quntien |

‘Skily & Experiance h &

D smttaparience | ) Toxt Fiskd

e =

@ Cortieatons | ) Tst Fimis | @ b

Previous Volunteer Experience &

(D Prwvious Voluntow Expesience | () Tast Fieid

Community affdiations, if any - &

(@ Communityatigtions [0 TestFrold | & Pre

Ermargency Contact &

(@ EmergencyContaet | (@) ContactPield | % Recuiod Queision

Sebect Questions 90 4 Crests New Custom Field @

888-INFO-CARE 22
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4.7.5 Review the Description (Custom Content)
* Name of Content: "Read the Job Description”

» Review the Description &

You can also add custom content to the application process. This can include an explanation of what it's like to volunteer with your organization,
links to webpages or videos they should review, and Documents (like a Volunteer Manual). Candidates will check a box saying that they've reviewed
the content.

Name of Content *

» Read the Job Description

Instructions for Candidates *
Normal ¢ B I U &9 AR E=E % L

Please read the document and mark the box that states you have completed the action.

Total characters: 9110000 Visible: 84 Formatting: 7

R Coordi Job D iption &
m resource. .5 (1).pdf »

+ Upload Document Select from Library

* 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

Add Document

Dacuments i your librady can be attached 1o your pagos and ferms

888-INFO-CARE
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4.7.6 Confidentiality and Non-Disclosure Agreement (Custom Content)
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* Name of Content: "Agree to the Confidentiality and Non-Disclosure Agreement."
Instructions for Candidates:

"Resource Coordinators are enfrusted 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 feam.”

+ Upload Document: Confidentiality and Non-Disclosure Agreement Signature Removed

6.26 pdf
* Document Name: Confidentiality and Non-Disclosure Agreement.
& Referrals
Confidentiality and Non-Disclosure Agreement o
€9 Support
You can also add custom content to the application process. This can include an explanation of what it's like to vol with your org.

links to webpages or videos they should review, and Documents (like a Volunteer Manual). Candidates will check a box saying that they've rewewed
the content,

Name of Content *

» Agree to the Confid y and Mon-Discl Ag it

Instructions for Candidates *

Normal 3 B I W &9 A WS E= % &L
R Coordi i with private details about the people they serve. Because of this, all RCs are required to sign a
fi iality ag priortot their role,
» Ey chudnng the box below as " leted”, you are acknowledging that you have read, 1, and agree t ply with all terms of the
iality and Non-Discl A it, and that you understand violation of these terms may result in serious legal and professional
consequences.
Presenting this agreement now, ensures that all ds ionis pleted as part of the Ication process should you join our team.
& Visbie: 816 g 250
# iality and Non-Di 4
BB onsen zipat o

<+ Upload Decument Select from Library

888-INFO-CARE
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4.7.7 Consent to Possible Background Check (Waiver)
*  Waiver: Select "Consent to Possible Background Check Waiver)

O Messages v Application Flow
25 People -
» Applications ® @ @ @ @
Contacts
sy || R || s | | o -
Background Checks
B Opportunities ~
® Tracking v (+
Admin Add Stage
83 Settings d Review
I3 Subscription
& Referrals :
Consent to Possible Background Check -3
63 Support
A walver a service provider, like your nonprofit, from liability in the event of an accident invelving any of your volunteers.
Waivar *
I Updated 114.2026 Consent to Background Check Waiver W OR | <+ Create New Waiver

[ saveasDraft & Preview € Application Settings «

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.

888-INFO-CARE 25
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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]”

& Referrals

Let's Talk o
63 Suppart

Thisis a good ¥ i I

and share for the rest of the

Text Deseription *

Hormal & B I N EBY AWE E= % &K

» e ¥ d of a possible o check, the next

W want 1o connect with you through a call A i J i s boarn mare about what y and didn't
application

We'll reach out thiough phane, ext, e email 100 10 Lt That L 8% & lime convenient for both of us

Touw! charmciers: A0 Vi B0 Formatiing 41

[3 saveasDrate @ Proview € Application Settings (7 Publish
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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,
welll 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!"

Admin Stage

3 settings : Ruviow g

1@ Subscription

@ Roferrats

- » End of Application ®

This is a goad rt i share any for the rest of the appiicaticn

Test Description *

Nomal 3 B I M G® AW E= % &L

» Far now, this is all that's needed.

Expect to hear from one of curt b Il e At that time, we'll also et you know what the nest steps
might be.

h far applying 1 CitySarvaX pie in newd find what thay noed!

Have a great day, and we look farward to hearing your stary!

Total chamcter: 400/10000 Visisia 139 Pormastng #1

D sewsoun | [ @ e P re— «

4.7.10 Admin Review (Admin Review)

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

888-INFO-CARE
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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

POINT [ pmeaid

e Groups == 0 «

o Blnves | A w | | oy

£ Homa

Q) e L o - o
L Nesneations

O Orgesiantion

D toessages

&L Peogle. o ey
Appieaters

Coswety
Backrrund Cracks

3 Opportunition
& Tracking

B Seting

o ke @

o Create the following groups: "Trained and Ready" and "“In Training."

@ Ortbawsing

@ T -] -
£ Motifestions Group Hase *

) Organization | Trained and Ready| ﬁ
£ Messages h

&% People ~

Apprhcation
Contacts

£ Opparturities
& Trckng

B Settings
I Subscription
& Fnterrais
Sesch Laadars -

£3 Support

oot r segurstations Brpove vy T e ey~ st iy s mocee o peraser
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CityserveX:

4.9 Configure the Resource Coordination Opportunity

Navigate to Opportunities » Manage Events - Create Event - Blank Event

POINT PoE
@ Manage Events s s mo«
—
. e =
Q) Home e
B) ek (=]
D'W-I — —

» nw " " 2 )1 !! u “ )S M Z »®M ¥ 0 N 1 2 1 4
© Orsmsinstion - R Bl NSNS LS
) Massgee ] mhﬁ-hm ¢
Bk - BaaBE e ot O G

?ﬁ,\ﬁﬂmy
B Oppomnmen - T

. -ian W0 [@][e]] s
exceouiv
PN S
& o
Actren Croce i ke oy
@ Traching o e P i
B tetirgn swna T
© s " H
o P i e | ko

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.” «
POINT ol i

@ e Edit Event ok | A @

+ ek Asid (D) Yo wem mciting thee Jul 17, 2004 tand

Pt
©) Heme (=) Becmis 3 B WherekWhen 3 [T Voluntesr Requiremerts ) [} Registeation Process

© Tois o
LY Motifications
@ Organization

Messages
o Evert Name *

23 People
= Conrect Peopie to Resources
Bl Coportunities -
D Ve ot o, o s et ' o o o s B “Tooch K Socser Sl vipaiern oees e e o "Contin Sz Gl

= BasicInfo

Nama your veluntae apparunity ting an Betion-based Ut 16 i Surtsars will d

Events Tempistes

Chack-In Stations @ Programs
Active Clock-Ins Adid this avent to.one or mare valunteer programs. If a volunteer d apphcation for progs they'I bl
for this event
& Tracking
Rscurce Cocrdration
£33 Settings.
+ Assign to Program
o @
o 1 Referals
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* Programs: Select "Assign fo Program” = "Resource Coordination.”
* Causes: Select the options shown below.

= s i «
£} Sattings

+ Assign ko Program

N/

ll

) Subscription
% Referrals

63 Suppen B2 Causes

® acthaties support.
o
- - v L} =
Pty Focd Hasn [re— Famiy
el | § - i
criue e sobs L

® Hosts

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.

T seuuonos

B Photo

Choose a qualty phota from past events

¢ |8
e stz e g, et o whe e
» = oot
Tl youu voluntoers about your event, who i benafits and what eusctly they wil do.
VWt whontd el A Uhe sy Wiy 3 R erporant’ wpect?
Morsl & B IUBS Y AWE ES % &
HUMmanity & ODENencing a STTange paradas — we are monk digitally connected than ever, yet loneher than ever tefone.
M Biaging you're i the midde of & erais You'te stressed You 3 yourt iy lorward = bt yeu

don't know whare to fum

At pocpie navigete that hard rosd sieenw W dont thi
W befirve in the power of commniity, We beleve that neightions heiping neighbor can nem.avnnmmm-m i frcn in Rueming the
tide il sameana's difcult loucnay M starts o sl The acoed r
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4.10 Complete the Event “About” Section

Policy: The About section must clearly commmunicate 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 fo 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 feam, 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.

888-INFO-CARE 3
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What will volunteers do? *

Mormsl ¢ B I W B9 ANES = % &

» Resoures € e miimurn of 2 hours  wesk

Thoy connect with people in need through phone calls, virtual meetings, and in-persen conversaticns — all on a private. dedicated number,
Eachc Y Process: ] empathy, thinking creativaly, and working to find the right rescurces for each ungue
situation.

i

Your tools? A powartul digital platform, a toam. and a wha is invested in your success

You won't serve in selation. Training is provided, and engoing support surreunds you every step of the way.

Total charsclar: 8512500 Visble 07 Formarting 49

(01 9. Vountesrs wil help s sarve mews nestnc sheves, 5ign i lamies
WWhat will voluntesrs need to bring orwear? *
Noemal 3 B T UEB® ANE E=E % L

# Once you are an approved, volunteer Resource Coordinator, all you need is a computerlaptop 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™ ta fill sut an application and star your journey to serve others with us.

Not sure you're ready? Have more questions? Contact st )_-__or 4 @cityservexorg

Total chassctar: 5343000 Valble 462 Farmatting 60

D) o5, Ploase weat Iong pants ked cloted ioed shoe. @

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'l 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:

e Where: Select "Virtual"
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CityserveX:

*  Virtual Event URL: https://cityservexteam.findhelp.com

POINT bt

@B T Edit Event btk LU 1

+ Quick Adet D) You are editing the Jul 7, 2026 event and al follwing dates in the ongaing series.

©) Home @Bm‘cmh > fi@:‘. Where BWhen > (@ VolunteerRe > B Reg Process
B Tasks L]
L3 Notifications
O Organization

© Where

Halp poople near you discover your event and lot volunteers knowwhere 1o go.

D Meusages -
25 Poople O InPersen Q [@mmnl Q] «

B) Opportunities ~

Manage Events

Virtual Event URL *

EventsTai e hitps:fcityservexteam findhelp.com

Check-In Stations -
Instructions an how to participate vintually or st home

Active Clock-ins

Normal ¢ B T U B M AWE EE=E % L

@ Tracking
Once you are an approved volunteer. your team leadar, a Care Champilon, will instruct you through a series of trainings. These trainings will
2QUIP You to serve virtually.

@ Settings
Aftot you ara trainad and ready 1o serve, follow the steps below 1o bagin your shift sach time

131 Subseription

o Step 1: Navigate here to check-in and out of your shift: (insert site specific kiosk link)

& Bt

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 tousersin _______: : 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.

B When
Chnoote s time for your evert. We tecommend 2-our events, o1 bresking your event ko wifts
Start Dte ~ Stari T * fredirma *
=]
Have 8 long day planned? Craate shilts.
Shift1 &
B Frsatn aie @ sam-wamEon D § 2seon
Shinz &

B Froswrmn :02s () SAM-NAMEDT) (D 2n & 2Seen

Shin s
B Frurm roes (@ 0AM-ZPMEDT (D3 & 25pen

shina el

O Frumn 0 () mas-eegEon w5 25pes

Shifts &

O Furm s O eeM-aeEon D= & 2% @
o

St b &

B Frohithn 20 (@ 1Ee-apaEDT D & Ppoh

Shitt7 &
B Finamhin 2026 (D 2PM-4PMEDT) (D2n & 25eon

Shift 8 &
O Friammzore @ aem-spagon Dm L I5on

Shme 2
B FlhiTm e (D APM-ePMEDT) D3 & 2Seon

ShiML IO &
O FiTn o @ SPM-TRMEDT D3 & Zseon

Snittl &
B fmaamn oz @ epm-srMgon D & 24wn

Shift 12 &
8 ot oz O 7PM-9PMIEDT] D & & 25pon

= @

Repeat Settings:

o Select "Repeat daily".
o Select "Until the end date" and select of one year out from the start day
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+ AddShift

) Sam of shahts et 14
How many people can come?

oot *

i s of e A st st e the e Y

2 Repeat Settings
72 Thos eveeh wil rapeat dadty unisl May 38 2027

Add mare events ta the Gngoing Event Series

2 4

Cvertty to Acd Uil thar areed it of *
o M 0401027 o
[T
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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.

ll

Procedure:

*  Who can see this event? Select "Public.”

) Home amnm O Where hWhen > () teorBequeseneats 3 () Registration Process
) Tasks -]
| Notifications
o @ Who can see this event?
O Organizatior SOISCT IO SNCLIS DO ALIe 10 Vithw YOUF 9VeNt, Hoas mors ancut
£ Massagss
2% Pecple ® Public 8
Apublic event means that anyone in the general public/on POINT will have access 1o view and sgnup for yout event. Publc events
© Opportunities are 8 great wiy 1o recruit new faces gar #nce they. viaw
J
Events Templates =
- ) Public, Unlisted (Secret Link) a
Chackeln Stations Ths available 10 ary h you for athers) b the link. This event wil not show on a wetrste
Active Clock-ins widget rar will B AREear in arvy searches.
& Tracking
O Private ]
£ Settings By selecting thia. only people who have joined your organization on POINT will see your event.
1B Subscription
& Reforrals
€3 Support
RESTRICTIONS ON SIGNUP
© Age Restriction @
o (T Votuntears that creste of claim POINT atcouits need 1 Confim that they s 13 years and cide:

* Age Restrictions: Select "minimum age requirement” and select “18."

D Age Restriction

@ Vobharneers| POINT sccounts that thay ane 13 pears and cdder.

() Norestriction
All ages can regiter for this event

(& Mirimum sge requinemant

There i an age restriction for this event. Volunteers without a birthday saved will be asked 1o confirm they meet the minimum age.
» T R
" -

& Gender Restriction

= )

All genders can vokurtes for this event

() Specific genders
Thaeo are specific gender restrictions for this svent. salect the gande:|s) below

[0 Maie () Mon-Binery @

(] Forrale
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e Gender Restrictions: Select "No Restriction.”

Y

8. Gender Rastriction

18 Mo restriction

Al gondern can velunteor foe this avant

) Specific genders

Theve are specihe gonder mstrictions lor this ewint. salect the gandar(s) balow

() Fomate () Mate [} Non-Biary

[ Application Status Requirement

W a volunteer has foe sy of the assoc , theyl be efgible.

Rencnarcy Covrdination

1 fhary ar et yat whgibin. which spplication should be mauend?

@ Background Check Requirement @

* Application Status Requirement: Select "General" if not already selected.
+ Background Check Requirement: Leave this section blank — it is determined by the site.

ADDITIONAL REQUIREMENTS

# @ Background Check Requirement
501 the type of background checks needed for volunbears 10 50TV 3% yOuT Bvent

q Na Yes
Connwct your POWT account 1o Checkr in order to seamlassly run backaround chacks within POINT
# @ Velunteer Questions
Th be depisyed when a volurteer for an event
Select Questians Ok =+ Create New Custom Field
(@ You can alse add and madify quastions in the Fonm Fislds Section
(@) Oy now signups raw Voir
# Waiver
AVORINLBAr WaAT PYOLICTS 3 S81VicR Brovider, Ik your nonprofit, from Rability in tha evant of an accident invalving any of your volunteers
q gree to awaiver o (I es
© T

*  Volunteer Questions: Leave blank.
*  Waiver: Leave off.
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4.12 Configure the Registration Process

ll

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"

~

) Home @Bn:lnﬂn > @\Mvmlwrm » @Mﬂwﬂwumﬂms y "_‘l
B Tosks L]

) Haueaons ©) Reglstration Deadlines
{31 Prprlastion Want unteer giatering lora aspeciic d.

) Mesages
2% People
£ Oppestumities

Sat i No OO Vet

& Default Registration Status

o b asbigrad an regitteatian

Events Templates

‘Check-in Stations .
& Signed-Up &
Active Clock-Ing compivbed v regi
@ Tracking Mot 8 pemris i a s huach S s o Perchie o et Hcmmms,f tha veborirs bachgrraand chach i i, T rgparation s
....... by g1
£ Settings
7 Pending o
@ o Once L ssigned a “Pending” Status. An sdminastrator must
& Rotenals manually trangition volurteers to 1he “Signed-up” status i e oy
£3 Support
2 Ongoing Commitments and Self Scheduling
For angaing evants, you have the option to afiow or requine voluntesns o sign up for multiple events at once @
o P at once? o @D Yes

+ 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.”

() Ongoing Commitments and Self Scheduling

For orgeng avents, yo havs th apticn 10 allow o 1eg duntiers to sgn up lee

at i ta @D Yos

» ® for
Wi will suggest that voluntears sign up for maltiple svents at the same time. but they can still Just chooss one,

() Mo, any date and shitt is fine

@ Yo, iggent a schedule

Sail Sehedule Suggestion

Whan s valuntess chooses a shift, they sgn up bedt on ather d 9 frsquency bekoe:

Froquency

5ama shift weukly ~

(8] qummmwlm

signup at once, Thi th 3 o st schadulen
Mirdrmnm raembaer of ovents & vohartesr Mt S o 107 in the event sovan.

H

) s o e vattinge,tham s 355 vt i 5 sarint.

{8 Mo, any date and shift is fine e

*  Guest Registration: Keep toggled to "No"
Publish

o
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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 fo Settings > General

o

o

o

o

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.
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