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Resource Coordinator Policies & Procedures for Volunteers
Get Set Up. Sign Up. Show Up.

This document outlines the policies and procedures Resource Coordinators follow on the POINT
platform, from creating an account through applying. scheduling, serving, and logging hours.
Resource Coordinators should follow these steps in order when getting started, and return to
individual sections as needed once they are actively serving. The Resource Coordinator will
create the account (name, email, password) and complete the application; this is one
seamless process. Once that is done, they can complete the profile and verify their account.

Step 1: Creating a POINT Account / Claiming your account

Policy: Every Resource Coordinator must have a POINT account before beginning the
application process. Resource Coordinators will either claim their account via an invitation email
(the most common path) or create an account when starting the application through a specific
application link received from the Site's Care Champion.

Procedure — Claim Account via Invitation Email:

1. Check email provided for an invitation from POINT.
2. Open the message and click “Accept Invitation in POINT and complete an application.”

(see Step 2)
« B O @& B 0O & | O i Tofzele < > pm
»CityServeX invites you to POINT  xteral  inbox x & B
POINT <no-reply@pointapp.org> TI4PM (Iminuteage) W @ €

tome «

W Hi Kaitlyn,

888-INFO-CARE
info@cityservex.org
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% Hi Kaitlyn,

-@ Kaitlyn Nordan
from CityServeX

is using POINT to help manage their volunteer program, and they
are inviting you to claim your volunteer account!

By claiming your volunteer account, you will complete your application,
join the organization, and be able to easily find opportunities to volunteer
with CityServeX, track your hours, and more!

It's easy to become a volunteer for the organization! All you need to do is
sign in to POINT and accept the invitation on your Home page.

» Accept invitation in POINT and complete an application

We are so excited to do more good with you!
If you have questions about POINT, reach out to support@pointapp.org.

3. After submitting, return to email to verify the account for security.
4. Once the application is complete, the Resource Coordinator can complete their profile
and verify their account.
If the invitation email is not visible:
Check spam/junk folders.
Search for "POINT" or "noreply@pointapp.org.”
Ask the coordinator to resend the invitation if needed.

Procedure — Create Account via Application Link:

1. Acquire application link from Care Champion and travel fo the web address
2. Complete the sign-up form with an email address and first and last name.
3. Click “Sign Up" and proceed through the application (see Step 2).

888-INFO-CARE
info@cityservex.org
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Policy: Resource Coordinators must complete every stage of the application, including a “Let's
Talk” conversation with their CityServeX Site Leader, before their application is approved.

Procedure:

1. After verifying their email, the Resource Coordinator will be redirected to fill out the
application.

2. The Resource Coordinator will proceed through the steps, completing every section
before advancing. Once they reach the “End of Application” section, they should press
Next to proceed

» Introduction

“Thank you fer your interast in b inga R Coordinator—you're
going to love this journey!

Complete 1 General Resource Coordination is about meeting people where they are and
1o Voluntear with CityServeX on POINT connecting them to the help they need. As a Resource Coordinater, you'll
listen to ‘s situation, und d what matters most to them, and
guide them toward rescurces—whether that's housing, food assistance,
Kaitlyn Nordan childcare, mental health services, or something else entirely. You're not
aithyn@uniteolis org v Jjust handing somecne a list; you're walking with them, helping them
navigate systems that can feel overwhelming, and making sure they
» (‘;\‘ b gt actually get connected.
5 What you'll be doing is truly noble work. You're helping people

uncomplicate social services and feel genuinely cared forin 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

B Tell us more about you

= Review the Description and we can chat.
Contact Care Champion, { @cityservex.org)
= 2 Once you've completed the application, we'll reach out to connect. We're
G y and Non-Discl

looking forward to speaking with you!”
Agreement

B Consent to Possible Background Check

|
= Let'sTalk » ‘ @

888-INFO-CARE
info@cityservex.org
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» Tell us more about you

First and Last Name

Complete the General Type your answer
to Volunteer with CityServeX on POINT
Birthdate *
01/07/2003
Kaitlyn Nordan v |
kaithni@uniteollis org Month | Day | Yaar
Addrass ©

= Introduction w
422 Farm to Market Road 1493, Traller 2, Waxahachie, TX 75167, US

@' Tell us more about you
Phone Number *

BE - +1(317)998-6129

= Review the Description
_ Confidentiality and Non-Discl Education Background (High School, College, Degrae, atc.)
T Agreement

Type your answar

Falth Community Afillation (If any)? I
Back Next

B Consent to Possible Background Check

= LetsTalk
Language Spoken @
» Please Read this Volunteer Description
Please read the document and mark the box that states you have
leted the action.
Complete the General e ©eeten

S
to Volunteer with CityServeX on POINT » 7o Js L)

() Markas completed
= Intreduction

E  Tellus more about you

Confidentiality and Non-Disclosure
Agreement

B Consent to Possible Background Check
= Let'sTalk

=  Endof Application

@ Waiting for Admin Review

888-INFO-CARE
info@cityservex.org
601 Market St. #471034
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Complete the General

1o Volunteer with CityServe on POINT
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Agree to the Confidentiality and Non-
Disclosure Agreement

R Ci il are ent

d with private details about the
people they serve. Because of this, all RCs are required to sign a
fidentiality agy prior to beginning their role.

By checking the box below as P d”, you are ack dedging 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 professicnal
consequences.

B Tellus more about you

Presenting this agreement now, ensures that all documentation is

completed as part of the application process should you join our team.
=  Review the Description

& d Non-Disch A
» B spske @
- Dhise
. ) Mark as completed
B Consent to Possible Background Check
= Let'sTalk
=  Endof Application
© Waiting for Admin Review

OO

» Consent to Possible Background Check

CityServaX requires that volunteers agree to the waiver below before
volunteering. Please scroll and read the entire waiver before agreeing.

Complete the General

Now that you've the jon, @ f may

not be required for you to serve as a Resource Coordinator,

to Voluntear with CityServex on POINT

Thi ries depending on where you'll be serving and other
Kaitlyn Mordan v factors.
aithyn@unitoalis org
At this time in the process of applying to serve, we just need you ta check this
? bex that you understand that you may b ired to lete a back
= Introduction v check
If itis required, we'll et you know that at a later time.
[ Tellus more about you \/ .
» | agree to the terms of this waiver
=  Review the Description v
o iality and Non-Di o
= Agreement
onse Possible Background Check
= Llet'sTalk Back Next l

888-INFO-CARE
info@cityservex.org
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Let's Talk
Once we have your application and acknowledgement of a possible

background check, the next step is on us.
Complete the General
‘We want to connect with you through a call. A conversation with you will
help us learn more about what you shared and didn't share on your
application.

to Volunteer with CityServeX on POINT

= Introduction We'll reach out through phone, text, or email soon to set that up at a time
convenient for both of us,

B  Tell us more about you

=  Review the Description
—  Confidentiality and Non-Discl
T Agreement

B Consent to Possible Background Check

=  Endof Application

@ Waiting for Admin Review
» End of Application

For now, this is all that's needed

&um. the General Expect to hear from one of our team members to schedule that call we
1o Volunteer with CityServeX on POINT maentioned. At that time, we'll also let you knew what the next steps might
be.
Thanks sa much far applying to serve with CityServeX and help people in
= Introduction need find what they need!

Have a great day, and we look forward to hearing your story!
B Tellus more about you

=  Review the Description

Confidentiality and Non-Disclosure
Agreement

B Consent to Possible Background Check

= Let'sTalk
# O End of Appiication
@ Waiting for Admin Review

888-INFO-CARE 6
info@cityservex.org
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CityserveX:

3. The Resource Coordinator should look out for an email stating that the application has
been approved.

» Your application to join "CityServeX" is approved Extemal  inbox x e B
e POINT <no-reply@pointapp.org> 124PM (O minutesage) ¥y @ €
tome ¥

Hi there,
Your volunteer application with the CityServeX is approved. The

# CityServeX is so excited to have you volunteer! Let's check out the
Organization Page for upcoming opportunities to volunteer.

Note: There will be a “Let's Talk" stage where the Resource Coordinator connects with their

CityServeX Site Leader for further discussion before application approval.

Once an application is approved, the Resource Coordinator will be able to sign up for Resource
Coordinator shifts on POINT.

888-INFO-CARE
info@cityservex.org
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Step 3: Completing the Background Check

Policy: If a site requires a background check, POINT will prompt the Resource Coordinator
automatically, and the check must be completed before the Resource Coordinator is cleared to
serve.

Site-Specific: This step is determined by the site's Care Champion. A site may choose fo use

a different background check provider, in which case the Care Champion will provide
alternative directions or not require background checks at all.

Procedure:

1. Inthe Dashboard under Requirements, select Background Check.

2. Click “Start" to be redirected to the secure background check portal (e.g.. Checkr,
Sterling, or the organization's provider).

3. Enter personal information and consent o the check.

4. Submit and return to POINT — the system will automatically update the Resource
Coordinator's status once results are received.

Tracking Status:

* Pending: Background check has been submitted and is processing.

+ Completed/Approved: The Resource Coordinator is cleared to volunteer.

* Needs Attention: There is missing information or a form that must be re-submitted.

POINT will notify the Resource Coordinator by email when the background check is approved.

888-INFO-CARE 8
info@cityservex.org
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Step 4: Choosing a Shift to Serve Regularly

Policy: Resource Coordinators sign up for shifts through POINT. Resource Coordinators who need
a shift time outside of what is listed should contact their Care Champion to request a custom
shift.

Procedure:

1. Signinto pointapp.org — under My Organizations, select the CityServeX site. (Accept
the invitation for the site if not done already)

POINT [ sl

Hi Kaitlyn =~ We're your starting point to volunteer

iy hatwers

HYUPCOHING EVENTS
@ Cbsrve Natward LETS OET YOU SETUP:
o il o~ |—%_
Ca o )
4y Orpanizations. —
You haven't signad up for any
+  AddOmgeeistion woluntesr vents yet.
D
L Notificatises
£ Voluntesr Y IMPACT
3 MyRegutrations
22 Astivity 3h
O Hengrofits (5 Mo vosmtaared
22 Caunes
£ Events ) Donations
Downlead the App i i it i o e i P ) ey ottt st ot
Ourapp heips sseps Bl of your voRses! vohintons wvans yat Firc =,
evertinfowth you en tha ga. .
POINT Kot e
kaitlyr@unteallis.org
Ho . .
4 Houn My Organizations
My Networks
Q, Search for organizations to joir
@ CityServeX Netwark
Viaw All 11 Use the pin button to place organizations on the sidebar
My Organizations
*y CityServeX Unite Ellis
+ MdOrgaNnthn fg‘ Yool have Deen invitedd to join this crganization oo You joined|
v o o
£\ Notifications
B Volunteer

£3 My Registrations
22 Activity
O Nonprofits

88 Causes

888-INFO-CARE
info@cityservex.org
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2. Select the event to see full details of the Resource Coordinator shift.

) Home

£) Notifications
B Volunteer

§£2 My Registrations

and you have joined this erganzation|

22 Activity
O Nonprofits Find Ways to Volunteer About Programs
39 Causes
Program Whare When m
All Programs. Any Zip Code Any Dates
32 an =+ Animals 1 Poverty w Food == Water & Sanitation W Health B Education © Equality 4 Energy @ Atsandc >
£2 Grid View ) Calendar View Q %
Connect People to Resources
£ Virtual Event
0/24 Spots
24| 25 26 27 28 29 30 A 1 2 3 4 5 é
@ BAM-FPMEDT)  Multiple Shilts et S G AU G A AUG G &P P SEP &P P SEP

3. Click "Go" in the top right where it says “Sign Up To Volunteer.”

POINT

+ Add Hours
My Matwarks (1)
n‘z\ CitySarvaX Network
Wiw AR
My Cvganizations.

4 Add Organization

) Home

£ Motifications
B valunteer

3 My Registrations
22 Activity

O Monprofits

32 Couses

Event Details
Ongoing Event + Jun 7 2024 - May 31, 2027
18 19 20 21 2’2 23 | 24J 25
! ; 24 | 25

Ci ct People to R

@ Virtusd

Al gty il
"(hﬁsleusons HELPING NEIC NElé"HBORs ‘f}

4 Select the shift to attend.
5. Resource Coordinators have the option o select more than one shift after selecting Next.

888-INFO-CARE
info@cityservex.org
601 Market St. #471034
Celebration, FL 34747
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Have a greater impact with
this scheduled commitment!

CityServeX recommaends that you sign
up for the same shift svery week

——
@

WHO TO CONTACT
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e "“Sign up for multiple shifts > Select the day> Select the frequency > “Select
Dates” = Select the Shift > “Finish Selecting Dates” > “Confirm”

e

Want to sign up for multiple dates at once?

This event is part of an ongoing series of opportunities, CityServeX needs help with on a regular
basis. Save time and increase your impact by signing up for multiple events at once.

Sign up for a one time opportunity Sign up for multiple dates at once

Dates & Shifts Confirmation »
. .......... sesssssisissansasste . . .
Select dates and shifts:
Start Date End Date Frequency
08/24/2026 06/01/2027 Weekly on Monday v
Month / Day [ Year Manth f Day / Year
Selected 22 dates Clear Selections
August 2026 < Today > Select Shifts for () Aug 24, 2026 - Jun 1, 2027 «
Selected10f12  Select all 12 shifts
S ™M T w T F s
& Shift Name
26 27 28 29 30 3 !
Shift 1
o2
2 3 4 5 -] 7 8 BAM-10AM Spots Taken
2 Neo longer accepting new sign ups
e 10 n 12 13 14 15
Shift 2
of2
FHM=ITAM Spots Taken

G No longer accepting new sign ups

Back Finish Selecting Dates

888-INFO-CARE 1
info@cityservex.org
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Dates & Shifts Confirmation
L L]

() shift9

4PM-6PM

(] shift10

SPM-7PM

shift 11

GPM-8PM
[ shift12

TPM-9PM

+ You're signing up for:

Aug24 X  Augdl X  Sep7 X Sepld X  Sep2I X Sep28 X  Oct5 X  Octi2 X
Oct19 X Oct26 X Mar1s X Mar22 X Mar29 X Aprh X Apriz X Aprig X
Apr2é X Mayd X Mayl0 X Mayl7 X May24 X May3l X

Back Finish Selecting Dates

Dates & Shifts Confirmation

Please confirm again that you will show up to volunteer and we will send your info to
CityServeX. CityServeX is counting on you, so be aware of POINT's Cancellation and No Show
Policy

B Mon, Aug 24, 2026
B Mon, Aug 31,2026

~ Show Mare

THINGS TO KNOW:

& Minimum age: 18 years

888-INFO-CARE 12 DN =
info@cityservex.org P
601 Market St. #471034 ' Servex,
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6. Confirm the shift(s).

Results

Shift Name Message / Error Reason

Shift 11 (Mon, Aug 24, 2026 at 6:00 PM) ﬁ You have officially signed up.
Shift 11 (Mon, Aug 31, 2026 at 6:00 PM) (2} You have officially signed up.
Shift 11 (Mon, Sep 7, 2026 at 6:00 PM) i'_:_"i- You have officially signed up.
Shift 11 (Mon, Sep 14, 2026 at 6:00 PM) (“) You have officially signed up.
Shift 11 (Mon, Sep 21, 2026 at 6:00 PM) () You have officially signed up.
Shift 11 (Mon, Sep 28, 2026 at 6:00 PM) 'L_:_-_." You have officially signed up.
Shift 11 (Mon, Oct 5, 2026 at 6:00 PM) ) You have officially signed up.
Shift 11 (Mon, Oct 12, 2026 at 6:00 PM) ) You have officially signed up.
Shift 11 (Mon, Oct 19, 2026 at 6:00 PM) () You have officially signed up.

Shift 11 (Men, Oct 26, 2026 at 6:00 PM) ‘f:-"j'_', You have officially signed up.

= [ oo

888-INFO-CARE 13
info@cityservex.org
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7. Sign up for SMS notifications if desired.

POINT -
T
- . np s » o .
t b Hi Kaitlyn = We're your starting point to volunteer
MNaetworks ()
- § MY UPCOMING EVENTS Sea All My Upcoming Events —
@ CityServeX Network LET'S GET YOU SET UP: ok At ety S PN
37 EIGHBORS ||| NEIGHBOR
Niww AT O = : :_ e O
Lo G AR L S
o : giidetass
: PR P4 Y e
4+ | Add Organization Join an Organization
‘Wanit to join a specific organization (ke o O SAM-FPMIEDT)  Multipie Shitta @ BAM-SPMEDT)  Multiple Shits
() Home nonprofit, company of school] to
volunteer with them? Once you join an ‘ .
£\ Notifications rganiution, you'll b sbis Ao see thek Connect People to Resources Connect Peaple to Resources
[private events. © Virtual Event QD Virtual Event
B Velunteer
S o i v 6 gt ks, it sk @ CitySeevex 1/24 Spots @ CiyServax 124 Spots
$£3 My Registrations el 4160 4 L Shlind] By Bl it wewita
O
£ Activity = e::-un::::lhvrmunnn s appeoved, soe ) :::.mumm.-wm.muwm-q en
O Nonprofits N
MY IMPACT
£}
Download the App 3K ® ce

Our app helps keeps all of your vohsntesr
avent infowith you on the go,

Dinca you g your time on POINT, your
impact will autamaticaly show hene

Custom Shifts: If a preferred shift time is not listed, Resource Coordinators should talk to their

Care Champion about setting up a custom shift.

888-INFO-CARE
info@cityservex.org

14

601 Market St. #471034
Celebration, FL 34747

© 2026 CityServeX



Jﬂ

CityserveX:

Step 5: Checking In for a Shift

Policy: POINT automatically checks you in once you have signed up for a shift(s). No check-inis
required. Use the following directions ONLY if the automatic check-in did not register your hours.

Procedure:

1. Either find the check-in link in the reminder email or receive the link from the site's Care
Champion.

2. Locate the check-in station:
o Scroll to the bottom of the shift under “Event Details".
o Click on the URL underneath Step 1.

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.

Afteryou are trained and ready to serve, follow the steps below to begin your shift

each time.

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

Step 2: Use the link below to navigate to the Resource Coordination Platform:
https://cityservexteam.findhelp.com

Virtual Event URL:  https:f/cityservexteam.findhelp.com @

888-INFO-CARE 15
info@cityservex.org
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= Confirm the check-in station is specific to the site being served.

@ v 1

Welcome Resource Coordinators

N >
* Type the Resource Coordinator's name into the search bar.

o The shift should populate if the Resource Coordinator has signed up (the shift will only
populate for check-in 24 hours before the start time).

Tip: Resource Coordinators are encouraged to favorite the check-in station on their browser.

Finding the Site-Specific Check-In Link: Resource Coordinators can ask their Care

Champion for the link, find it in the opportunity description, or refer to the reminder email sent
before their shift.

888-INFO-CARE
info@cityservex.org
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Step 6: Submitting Extra Hours

Policy: Hours performed outside of a scheduled shift must be logged manually in POINT and are
subject to approval by a CityServeX Site Leader.

Procedure:

1. Click "Add Hours"

POINT ¢
» F Add Hours Hi Kaitlyn = We’re your starting point to volunteer
My Networks (7
MY UPCOMING EVENTS
® CityServeX Network LET'S GETYOU SETUP:
My Organizations g O
+ | Add Organization Join an Organization b vt

volunteer events yet.
Want to join a specific organization (like a

© Home nonprofit, company or school) to Find Ways to Volunteer

volunteer with them? Once you join an

Q Notifications organization, you'll be able to see their
private events.
6 Volunteer MY IMPACT
(D) RS, Yiou dan't have 15 join an org) rtesd, just thip
E My Registrations this step and get started by finding volunteer events
nearyou
22 Activity 3h (©) Attendance
Join an Organization Skip
Onca you give your time |
- L} H Volunteered
O Nonprofits © Hoursvoluntser impact will automatically

33 Causes @
*

Shias L _—

2. Select the proper site location in the Organization tab.

Add Hours

If you sign up for an opportunity on POINT, your hours will automatically be

added once you checkin. For all other volunteer activity, use this form to add the
hours to your account.

Organization ~

[ Find your organization on POINT

[ Q, Cityservex

#y CityServeX
5 Monprofit

CityServeX Rush County
MNonprofit

3. Fill out "What did you do?”
4. Add the Start Date, Start Time, and Duration.

888-INFO-CARE
info@cityservex.org
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5. Click Add.

Add Hours X

If you sign up for an opportunity on POINT, your hours will automatically be
added once you check in. For all other volunteer activity, use this form to add the
hours to your account.

Organization *
s CityServeX X
' MNonprofit

General Event  Program

» What did you do? *

Called 3 participants. Only one answered. Went through intake process.

Start Date *

» | 09/01/2026

Manth / Day [ Year

Start Time *

4

02:42 PM (EDT) o}
Change Time Zone

(D End: 09/01/2026 at 6:12 PM

Duration ©
= - E |
Hours Minutas

-2

6. A CityServeX Site Leader will approve the hours.

888-INFO-CARE
info@cityservex.org
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Step 7: “Calling In" for a Shift or Changing the Date

Policy: Resource Coordinators who cannot attend a scheduled shift must cancel their registration
in POINT as soon as possible so the spot can be filled by another volunteer.

Procedure:

1. Go to My Registration.

POINT P

+ Add o My Registrations « T r———

N ]

[-S— Vs e m
g Eimpaiiatioms )

& a._, T
O Hotications ‘&
8 v ér%,,. *%?@
. B DY s fon s T e —
) Henprofita oph ople Cannect People to Resources
e © Vs Ovmabam OVl
o Unie e b spann o Une D ZhSpenn B Lame e 1 e
8 Vo rokontesd ettt & e, o ) P ekt gt b el R — m-u-@
rrrrr s s

2. Select the shift to be canceled.
3. Click "Cancel"

Event Details -

4. Select the shift time = “Next”

7 ) |
Select Shifts. Seloct Dates Cancolation Confirmation b4
L L] L]
Select Shifts to Cancel

Please select which shifts you would like to cancel.

Shift 1
BAM-RDAM 0/2 Spots Taken

888-INFO-CARE

info@cityservex.org
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5. Select Dates (Select "Select All" if canceling all shifts) > “Next"

Salect Shifts Cancelation Confirmation

Select Dates to Cancel «

Please select dates you would like to cancel,

6. Confirm cancellation.

.3 et D Cancelation Confirmatsn x
(] -] .
You've almost canceled.
that you are for this event. d
£ Wed, Sep 16, 2026 -
) Wed, Oct 7. 2026 hes
o Show Mo
Carcelation Reason
-

This helps free the spot for another volunteer.

Note: To change the shift, first cancel the original time, then sign up for the new desired
time.

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

Policy: Resource Coordinators who need assistance at any point should reach out through one of
the support channels below rather than leaving an issue unresolved.

Procedure:

If further help is needed, Resource Coordinators can contact:

support@pointapp.org
Use PIP (POINT chatbot) — a real human (Kate) is available M-F, 9-5 EST.
o To speak with a live attendant, simply ask the chatbot

o T
The City ServeX Care Champion.
The CityServeX POINT Liaison.

888-INFO-CARE
info@cityservex.org
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