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Standard Operating Procedure


Procedure Title:  External Volunteer Process
Procedure #:  
Revision #:

Unit Responsible:  Human Resources Department
Individual Responsible:  Human Resources Employment Manager

Effective Date:  2/1/2023

Initial Approval Date:  4/29/2015
Last Review/Update Date:  2/1/2023
Next Review Date:  

*Does this procedure support a Board Policy? No
	If yes, identify:  

Board policies can be found at:  LCC Board of Trustees Policy Page

*Does this procedure support HLC criteria?  No
	If yes, identify: 

HLC Criteria can be found at:  HLC Accreditation Criteria

*Does this procedure support a State or Federal Regulation?  No
	If yes, identify:


 *Note:  Standard Operating Procedures should be in furtherance of some LCC policy and/or accreditation criteria, even if the relationship is not direct.  Assistance in determining this information can be obtained from the Academic Procedure Advisory Committee (APAC) and/or the Accreditation Liaison Officer.
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Standard Operating Procedure
External Internship Request & Selection Process:

1.	Purpose
To define the steps for requesting and selecting individuals who will serve as a volunteer at Lansing Community College.

2.	Scope
This procedure applies to all departments and individuals who are seeking to serve as a volunteer or utilize the services of a volunteer for activities at Lansing Community College.

3.	Prerequisites
Employees of LCC may not serve as a volunteer at LCC in the same or similar capacity/role as their employment role/capacity.  
All volunteers who are providing services to students or the community on behalf of the College must complete the application and background check process prior to providing services.
All departments who utilize the services of volunteers must ensure that volunteers follow the provisions of this procedure.

4.	Responsibilities
Supervisors are responsible for ensuring the volunteer has been approved prior to beginning service.
Volunteers are responsible for working with the department where services will be provided to determine the details of the service, activities required before the volunteer service, and when services may begin.
Human Resources is responsible for ensuring required documentation is reviewed, background checks are processed, and departments are notified of approval prior to volunteer start date.

5.	Procedure
A. The department requesting the services of a volunteer will notify the Human Resources Employment team via electronic communication of their request for volunteer services. The request will require a description of the service to be provided, dates of services, names and email address for each individual identified as a prospective volunteer for the service.

B. Human Resources will review the request and determine the appropriateness of the volunteer process for the activities identified and will approve the request.

C. [bookmark: _Hlk125626537]Upon approval by HR, the prospective volunteers will be notified of their invitation to complete the Volunteer Application Form which will be provided to them through email as a dynamic/electronic form.

D. Prospective volunteers will complete the application form and provide any required information and documentation.

E. Completed forms will be reviewed by the Human Resources Department who will initiate the background screening process.

F. Human Resources will complete the background check and will notify the department leader when each volunteer is approved to provide services.

G. Department leader and volunteer will complete the volunteer service and will complete documentation required through the dynamic form for review of the volunteer service.

6.	Reference

7. 	Definitions
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