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From a process perspective, the screening of a prospective volunteer starts with a referral, application, or informal contact, and continues through a decision to engage the volunteer. Within DoD, and other organizations where children are involved in the program, the term “screening” has special significance to ensure the safety and security of the individuals being served. This checklist reflects the relevant DoD directives and associated requirements.[footnoteRef:1] [1:  Adapted from the Department of Defense Instruction; Last Updated July 2015] 

DoD Guidance
Voluntary Services in the Department of Defense
DoD Instruction 1100.21 March 11, 2002 Incorporating Change 1, December 26, 2002 
The DoD Components with a volunteer program shall provide the following: 
A clear description of the duties and scope of responsibility of each volunteer position.
Volunteer orientation and training to familiarize volunteers with the organization, their assigned duties, the Component's procedures to document the number of hours of voluntary services provided, documentation of the types of services provided, the Component's policies and procedures for obtaining reimbursement of incidental expenses, and other relevant matters. 
A process to document the volunteer hours worked, the jobs performed, and the training received. 
Training and support are authorized for officially sanctioned volunteers. These include, but are not limited to: 
· Use of government facilities, to include dedicated office or desk space, equipment, supplies, computers, and telephones as needed to accomplish assigned duties. 
· Use of official mail as deemed necessary and appropriate to execute assigned volunteer duties. 
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DoD Directive 5400.11, October 29, 2014, provides for the disclosure of privacy protected records to Agency employees who need the records in the performance of their duties. Access to records contained in a Privacy Act system of records may be provided to a volunteer of a DoD Component other than non-appropriated fund instrumentalities. Any volunteer with such access must comply with the protection, disclosure, disclosure accounting, and other requirements. 
Volunteers who are assigned to operate administrative vehicles shall be required to complete the same training and screening and maintain the same qualifications as other government employees who drive comparable vehicles. 
Screening volunteers through the National Driver Registry to obtain their driving records is authorized and recommended prior to assigning a volunteer any driving duties.
Criminal History Background Checks on Individuals in Child Care Services
DoD Instruction1402.5 January 19, 1993 
Establish a standardized and comprehensive process for screening applicants for positions involving child care services on DoD installations and in DoD activities. 
Provide fair, impartial, and equitable treatment before an individual may be deemed suitable to serve as an employee, a certified care provider, a specified volunteer position, or as an individual employed under contract in activities covered by this Instruction.
Installation commanders shall designate those positions that are determined to be "specified." Individuals working in specified volunteer positions will have an Installation Records Check (IRC) because of the nature of their work in child care services. The opportunity for contact may be extensive, frequent, or over a period of time. They include, but are not limited to, positions involving extensive interaction alone, extended travel, and/or overnight activities with children. 
An IRC is required for volunteers who are active-duty, a family member, or a DoD civilian overseas. A volunteer is allowed to work upon completion of a favorable IRC. 
Background checks are not required for volunteers whose services will be of shorter duration than is required to perform the background checks and who are under line of sight supervision by an individual who has successfully completed a background check. The Components are required to provide additional implementing guidance.
Child Development Programs (CDPs)
DoD Instruction 6060.02 August 5, 2014 
All volunteers shall be screened, trained, and supervised in accordance with DoD instructions and DoD Component implementing guidance, as appropriate to their role. 
Volunteers may not be alone with children and are not counted in the staff ratio. All regularly scheduled volunteers shall be trained in: 
· Program orientation 
· Age-appropriate learning activities 
· Child abuse identification, reporting, and prevention 
· Age-appropriate guidance and discipline 
· Working with children with special needs 
· Child health and safety 
· Safe infant sleep practices and SIDS prevention 
· Emergency procedures 
· Applicable regulations and installation policy
· Role of the volunteer in the CDP
Staff employed by the CDP and regular volunteers shall be current for all immunizations recommended for adults by the Centers for Disease Control and Prevention. All must provide written documentation of immunization.
Background checks are completed and documented for each employee or regular volunteer who is in contact with children, including management, administration, classroom, support staff, and individuals contracted for hire. 
Background checks are renewed and documented every 5 years for each employee or regular volunteer who is in contact with children, including management and administration, classroom staff, and support staff.
Industry Best Practices
Best practices identified by the West Bend Mutual Insurance Company are designed to ensure non-profit and community organization insurance programs are versatile, comprehensive, and competitive. Non-profit and community organizations depend on thousands of volunteers to help support their extensive programs. Many of these volunteers work exclusively with children. It is important to screen each volunteer to ensure that potential predators do not have access to these children. Because all volunteers could have access to children, all adult volunteers and employees should go through a strict screening process regardless of relationships with staff, position in the community, or any other reason.
A thorough screening will include many of the following:
A written volunteer application
Verification of written application information
A survey to gauge interest
Interviews (in person and via phone)
Parental release forms for minors
Previous employment background checks
Criminal background checks
Screening through the National Sex Offender Public Registry
A minimum of three confirmed personal, non-related references
Observe the applicant with children
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