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While it is difficult to refuse help that is freely offered, it is necessary to be selective.  It is unfair to the candidate, as well as a misuse of time and resources, to select someone who is not suitable for your program needs. The wrong person in the wrong job is of little or no help to the program.  Usually the volunteer will become dissatisfied, unhappy and often will not contribute towards a positive image for the program.  Volunteer positions within University of Maryland Extension programs are open to all citizens without regard to race, color, gender, disability, religion, age, sexual orientation, marital or parental status, or national origin. In some instances, the UME faculty or staff member will check references and conduct the interview.  Sometimes volunteers will be assigned and trained to carry out these roles. In order to maintain confidentiality, those checking references and conducting interviews may be required to sign a confidentiality statement.

Application: An application is usually completed prior to the interview.  The application ask for basic information such as name, address, home, and work phone, availability, previous volunteer experience, employment and education, health limitations, and references. This information provides clues as to the most suitable placement for the volunteer.  The content of the application can create questions and leads which can be addressed in the interview.

Reference Checks: Reference checks provide another person's perception of how well the applicant can work with others.  They may also provide you with additional information about the applicant that could be useful in matching the skills of the volunteer with the work that needs to be done.  A reference checks may be conducted by phone or by mail.  Phone reference checks often provide the most candid information.  Mail reference checks are likely to provide more responses if you include a self-addressed stamped envelope. References should not be from close friends, relatives of the applicant, or UME employees.  To protect participants and the organization, it is essential to check the listed references.   The person responsible for checking references should use a set of questions which are the same from one check to another. Two references returned is a minimum, three preferred.

Interviews: A personal interview is a valuable step in the screening process.  It is an extension of the application which list experience. The interview allows for discussion of volunteer job responsibilities, skills needed, time commitment and mutual expectations.  It also provides the opportunity to gain information about the volunteer's interest and skills that will assist in the best match of volunteers and positions. Interviews should be informal, but a list of questions helps to obtain the needed information.  Questions should be posed in such a way that people are encouraged to talk about themselves.  The applicant should learn about the University of Maryland Extension and/or the program, how it functions and how the volunteer will fit in.  The volunteer will gain a perceptions of how volunteer function and are treated in the program. The applicant should be informed by mail as to the decision of acceptance or non-acceptance.  An applicant may be accepted on a probation basis or special conditions may be attached to the volunteer agreement.
	
Confidentiality: All personal information, verbal or written, collected from applicants or UME volunteers are to be treated as confidential information.  Written applications, interview responses, evaluation information must be kept in a locked file in a central location at the local county office.  Only those responsible for supervision of volunteers and reference checking of applicants should have access to confidential.  It is recommended that all volunteers also sign a confidentiality waiver of liability statement.
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