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Volunteer Intake Checklist
Name: ______________________________________  Date of Entry in Program: ___________


Placement:  ____ ESL   ____ GED  ____ Computer Literacy  ____ Reading Tutor  ____ 1 - 1 Tutor     
	
	Date
	Staff Signature

	Complete volunteer application
	
	

	Complete volunteer interview 
	
	

	Complete and review Conduct Agreement
	
	

	Review Rights and Responsibilities of Volunteers 
	
	

	Complete and Check References
	
	

	Review tutor job description
	
	

	Review organization or program mission statement 
	
	

	Classroom observation #1 and completion of tutor reflection sheet
	
	

	Classroom observation #2 and completion of tutor reflection sheet
	
	

	Complete 12-hour MLC ESL or Reading, Writing and GED Pre-Service Training  (waived if teacher licensure or TEFL/TESOL certificate is provided) 
	
	

	Review use of volunteer log to communicate with other volunteers 
	
	

	Review program accountability systems (recording student and volunteer hours, etc.) 
	
	

	Review curriculum and supplemental resources
	
	

	Review of lesson planning procedure  
	
	

	Physical tour of the site
	
	

	Meet learners, staff,  and other volunteers
	
	

	Safety and security procedures
	
	

	Pre-Service check-in with Volunteer Manager/Lead Volunteer
	
	

	Begin volunteer assignment 
	
	

	Complete first MLC In-Service Workshop or other training (within first year of service) on related  instructional area
	
	

	Complete second  MLC In-Service Workshop or other training (within first year of service) on related instructional area
	
	


