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Volunteer Scheduling
System

System Description

The FSFB Volunteer Scheduling System is designed to easily handle the complex task of managing
jobs and associating them with volunteers. Volunteers sign up for jobs using a website or text
messages, which are described in another document. This document describes the administrative
portion of the website that handles:

e Creating a list of jobs and assigning them to groups
Replicating a job for future dates

Assigning volunteers to specific jobs

Sending messages

Replicating jobs

Note: This document describes the use of sub-jobs, which was a fine way to break up a large job
into departments when all of the jobs started at the same time. That is no longer the case on
Saturdays, as we have Donations starting at 8:30, Transport starting at 9:00, and Clients starting at
9:30. The major issue is that a volunteer is only allowed to sign up for 1 shift per job, and we often
have volunteers signing up for both Donations and Clients. As a result, we have 3 primary-jobs
with no sub-jobs. This manual has not been re-written to remove sub-jobs, but all of the concepts
are the same.

Accessing the System

To access the administrator Volunteer Scheduling web page:

e Log into the FSFB web site
e Click on the Schedule Details app

Alternately:

Log into the FSFB website

Click on the Volunteer Scheduling app

Click on one of the date fields in the list of available job dates

You now see the primary-jobs and sub-jobs that were assighed to that date. You can
expand/contract the information for any day by clicking on the +/- symbol next to the job



title (which is “Saturday” in this example).

0207 Tuesday B
02/09 Thuraday &
0211 Saturday B
0211 Store
0211 Erond DeskiCo-Team Leader (1/1) Jennifer Pinciwes
0211 [n-S30re Mower (1/3) David Evans-Brown
0217 [n-S1ore movr (tesn) (0F2)
0211 Sorer and Help Clents Pack lisms (1/2) | Uraula D'Angalo
0211 Store Assistant | 196) Tina Lurz-Ostarhaudt
02111 Stooe Assistant (teen) (K4)
0211 Team Leader (1/1) Sue Waudby
0211 Tranapord
0211 Transport Asaistant (0F2)
02411 Tranaport Dvver (171) Mike Damen

In this case, “Saturday” has 2 sub-jobs named “Store” and “Transport,” and each of them
has a series of jobs that volunteers can sign up for. The “Transport” job has 2 volunteer-
jobs which are “Transport Assistant” for which has 0 out of 2 job slots filled and “Transport
Driver”, which has Mike Dameri signed up for the single job slot.

If you click on any of the job titles (i.e. “Saturday”, “Store”, “Transport”, “Transport
Assistant”, etc), the system shows you information about that job.

There are 3 types of jobs: primary-jobs, sub-jobs, and volunteer-jobs.
o Primary jobs are the top-level job, and volunteers can only sign up for 1 volunteer-
job within them.
o Sub-jobs are things like “Store” and “Transport” which are used to group jobs
together.
o Volunteer-jobs are jobs that volunteers can sign up for.

Sending e-mail or text messages to
volunteers

One of the most common tasks is to message volunteers to see if they are available to work on a
specific day. Unfortunately, it feels like we’re always asking people to sigh up, so we’'ve made it as
easy as possible to communicate our needs and for them to sign up.

If you click on a job title, you will be taken to a screen that shows all of the jobs associated with it.
I.E. If you click on Saturday, it shows Store and Transport sub-jobs and the volunteer jobs
associated with those 2 sub-jobs. If you click on Store, it only shows jobs associated with the Store.
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Ignoring the top 1/3 of the page, it shows you job names, (the number of volunteers requested),
and the volunteers who have signed up for the job. At the bottom of the page, it shows you
volunteers who are available but haven’t signed up and then a list of volunteers who are not
available.

To send a message to volunteers, click on the Send Message button at the bottom of the screen.
You will then see a screen like this:

Volunteer Messaging

Salect veluntesrs with following responses:

[ o Avahhin] Mot ﬁvallnbl-i # Unkngam | Signed up|

Salect groups to send maidl to:
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Back  Fnd Volunieers | Chaar Al

The first set of checkboxes allows you to select who you want the message to go out to.
Volunteers can have 4 different statuses:

e Available - they have marked themselves available for that primary-job, but haven't
selected a job.

e Not Available - they have marked themselves as unavailable.

e Unknown - they haven't marked themselves as available, not available, or signed up for a
job.

e Signed up - They've signed up for a job within that primary job.

By default, the Available and Unknown boxes are checked. If you want the message to only go
to people who have already signed up, clear the other boxes and check the Signed up box.
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The next set of checkboxes indicates the groups to whom you want to send the message. There
are checked boxes next to every group who can sign up for a job. Feel free to clear any check
boxes to narrow down to whom your messages are going. When you’re ready, click on the “Find
Volunteers” button. You will then see a screen that allows you to select specific volunteers and
enter your message text.
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In this case, | cleared all of the groups other than Transport Assistant. All of the volunteers who are
part of the Transport Assistant group and were available or had an unknown availability are shown.
Clear individual check boxes if you know that someone isn’t available, or click on Clear All to clear
them all.

Enter the subject of the e-mail message and then the body of the e-mail message below that. Do
not include a salutation, as “Hello [first hame] will be added to your text”. Under the "Email
Message" box, you will find 3 check boxes:

e Include link to mark as available includes the following at the bottom of the email.
o | am available or | am NOT available to volunteer on [Date/time].

e Include link to view schedule includes the following at the bottom of the email:
o View my schedule

e Message contains HTML (which is not shown above) is used if you're embedding HTML
into your message. Pro use only.

When you're done, click on the Send Email button.
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Similarly, enter the text that you want to send as an SMS text message in the “Text Message” box
and click on Send Text Message to send the message.

Signing-up or cancelling volunteers

If you want to directly sign-up or cancel volunteers for a specific job, click on that job’s name. In
the following example, | clicked on “Transport Assistant”.

Transport Assistant - Job Details

Name: Transport Assistant
Desc: Pick up donations. Must
Group: | Transport Assistant v
Qty: 2

Back Update Job Delete Job

Select dates to copy job to Copy to other dates

Rafael Aguilar v
- Mone - ¥

In this case, we want 2 volunteers (as shown in the Qty field) for this job and as a result, there are
2 pull-down boxes shown directly above this text. Rafael is signed up for 1 slot, and the other is
unassigned.

e To cancel a volunteer, select “- None -“ from the list of available volunteers.
e To sign someone up, select their name from the list.

Note that signing-up or canceling occurs immediately upon making a selection, and the volunteer
will receive a message notifying them of the change.

Creating a Primary Job

A Primary Job is the top-level job that you see on the scheduling system. Typically these are the
Tuesday/Thursday/Saturday jobs, but we may create them for special events. To create a primary
job, go into the scheduling system, and at the bottom of the page you’ll see a button labeled “Add
a new job”. Click on that and a job titled “New job” will appear at the top of the list of jobs. It will
have today’s date. Click on that job and a page will display titled “New job - Job Details”. Follow
the procedure below to update it.

e Change the name to whatever describes the job best.
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Typically we leave the Description field blank.
e Click on the Start Date field and change it to whatever date this job will occur on.
e Click on the Time field and change it to the starting time.

e Click on the duration field. Due to technical issues, this field displays as a time, starting at
12:00 AM, which means 0 hours. Ideally, this would display 00:00, but it doesn’t. If you
want a job to last for 3 hours, change it to 03:00 AM.

e If this job will have client appointments associated with it, set the maximum number of
client appointment slots that you want per hour. You can disable individual appointment
slots later.

e Change the Job Owner field (not shown) to whoever should get signup/cancel notices.
e Press Update Job

Client Appointment Slots

If you created a primary job with client appointment slots, you will see a display similar to the
following:

Client Appointments:

The buttons in the Action column allow you to:

e Cancel Appt - Cancels the client's appointment
e Disable Slot - Makes the slot unavailable

e Enable Slot - Makes the slot available

Creating a Sub-job

Time | Client Name Notes Action

09:15 |Rodriguez, Carlos (ES)
09:15 |Rivera, Pedro (EN) Scheduled by client
09:15 | *** Disabled ***
09:15 | == Disabled ***
10:15 | Feliciano, Jennifer (EN) | Scheduled by client
1015 | Beliard Valentina (EN) | Scheduled by client
10:15 | *** Disabled ***
1015 | **= Disabled =
11:15 | == Disabled *** nble Sig
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Sub-jobs are jobs underneath of a Primary-Job which break functionality into groups. For example,
within the Tuesday master job, you’ll see Store and Transport sub-jobs. By clicking on those sub-
jobs, you can send messages to just people within that sub-job. To create a sub-job:

e Click on the primary-job (i.e. Tuesday)

e Click on the Add Sub-job button

e You will see a display of all of the jobs, and you'll see “New sub-job” underneath that.
e Change the Name of the sub-job to something descriptive.

e Typically the description is left blank.

e Typically the State Date, Time, and Duration fields are left alone.

e Press Update Job

e Your updated sub-job should appear under the Primary Job.

Creating a Volunteer-Job

A Volunteer-job is a job that a volunteer can sign up for. This is under a Primary-job or a Sub-job.
To create a Volunteer-job:

e Select the Primary or Sub job that you want the Volunteer-job created under

e Click the Add volunteer job button

e You'll see “New volunteer-job” appear under the job that you selected above.

e Click the New volunteer-job

A page titled “New volunteer-job - Job Details” will appear

Update the Name to something descriptive

Put in a Description that describes what the volunteer will be doing. This description will

be displayed when the volunteer receives an e-mail/text-message telling them about their

job and will be preceded by the text "...where you'll [description]". As a result, the

description should not start with a capital letter.

e On the Group pull-down, select the group who may sign up for this job. If you want
everyone to be able to sign up for it, select Any Group.

o Update the Qty field to reflect the number of people who can sign up for the job.

e Press Update Job.

Deleting a Job

To delete a Primary/Sub/Volunteer-job:

e Select the job that you want to delete from the list of jobs. You may have to click on the
+/- symbol to see the sub/volunteer-jobs.

e If you are selecting a Primary or Sub-job, all of the jobs underneath of it will be deleted.
Be sure that you are on the correct level.

e Click on the Delete Job button.



e A dialog box will pop up asking you if you're sure that you want to delete job X. If you're
positive that you want to do this, click Yes, otherwise, click Cancel.

e If you clicked Yes, the job and any sub-jobs will be deleted.

e If this was a Primary job, all of the volunteer availability information associated with it will
be deleted.

Replicating a Job

On a monthly basis, we typically replicate the jobs from the previous month. This involves
selecting a single Tuesday, Thursday, and Saturday job and copying it to the following month. For
example, if | want to copy a Saturday job, | would select one of the Saturday primary-jobs and then
press Select dates to copy job to button.

A calendar then appears as shown to the right. Click on the dates that you want to copy the job to.
The dates selected are listed above the calendar. Press the Copy to other dates button to copy
the job.

*x* Note that something strange happens after you click on 2 dates in the next month.
The Calendar changes back to the current month. | don’t know why, but you do need to
be careful with what dates you pick ***,



New Volunteer Information
Sheet

New Volunteer Information Sheet

Our Address: 16 Brent Drive, Hudson
Our Mission:

Fresh Start Furniture Bank helps restore hope, dignity, and stability in our community by
recycling donated furniture and housewares for free to people in need.

About Fresh Start:

Fresh Start is a volunteer-based non-profit that collects donations of furniture and home goods
from the public and distributes them for free, to people in need. To receive furniture, clients must
obtain a referral from a social service agency. Clients then have 30 days to come in and select their
furniture and housewares, and must take all of the items they selected on that date. We do not
store items for later pick-up.

Our Clients:
Every one of our clients has a story, and we may never know how they ended up in need. They

could be escaping domestic violence, moving out of a shelter, in recovery from physical or mental
illness, Veterans, refugees, immigrants, recovering from addiction, or working low-wage jobs.

Our clients generally have a lot going on in their lives, so our volunteers need to be patient and
calm, making sure that every interaction is treated with dignity and respect.

Our Volunteers:
Along with our Donors, our Volunteers are our biggest asset. If you have a special talent that you
would like to share, please let us know!

Store Hours:
Monday 8:45-12:00

e Store catch-up day - No client appointments or donations accepted
Tuesdays and Thursdays 8:45-12:00

e Donations of housewares and linens are accepted.



e Client appointments are at 9:15 and 10:15.

Saturdays Donations: 8:15-10:30

e All donations on the “what we take” list are accepted.

Saturday Clients: 9:15-12:30

e Client appointments are at 9:30 and 10:30.

What to Wear:

Please dress comfortably and in layers. Temperatures vary quite a bit in different parts of
the building.

Be prepared to walk outdoors: you may need a warm coat, hat, gloves, or a raincoat.
Keep in mind that you may get dirty.

No open-toed shoes.

Once you volunteer at Fresh Start 3 times, you will receive a green Fresh Start shirt! If you
would like a second T-shirt, the cost is $10.

Where to Park:

Volunteers should park on the left side. Parking spots close to the entrance are for clients and
donors.

When you Arrive for a Shift:
Please plan to arrive 10-15 minutes before the shift.

e Check-in at the front desk.

e Hang coats on a rack in the front office or sorting area.

e If a problem should arise during a shift, please speak to Sue, Geoff, Bob, or the front desk
volunteer.

Volunteers’ Donations:
Donations from volunteers have the same rules as any donors and will be inspected.

To Sign Up for a Volunteer Shift or to Cancel:

Go to the FSFB Website: FreshStartFurnitureBank.org

Click on Volunteers

Scroll down to the bottom of the page to Current Volunteers, click here to logon

Login using your email address and your password. The default password is fsfb. Click
Submit.

Click on Volunteer Scheduling

Select the Available radio-button for the date(s) you want to sign up.


https://freshstartfurniturebank.org/donate_furniture.php
https://freshstartfurniturebank.org/
https://freshstartfurniturebank.org/volunteer.php
https://freshstartfurniturebank.org/vs_login.php?redirect=https://freshstartfurniturebank.org/volunteer.php
https://freshstartfurniturebank.org/vs_sched.php

e A list of jobs will appear. This is based on your training. Select a job and click “Click here
to sign up”.

e You will receive an email of the job role immediately & a reminder will be sent one day
prior to that date.

e To cancel, select the Unavailable radio-button, or in your reminder email, click the “l am
NOT available” link.

Social Media:
If you are on Facebook, watch for our posts and share them.

Please feel free to take pictures, but ask permission first of any clients or donors.

We use #FreshStartFurnitureBank when tagging photos.

We also post on Instagram.

Please join our private Facebook Fresh Start Furniture Bank Volunteer group!

Questions: Email: volunteers@freshstartfurniturebank.org
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New Volunteer Process

New Volunteers Process

Tour Times

e 11am on the first Saturday, and following Thursday per month
e Dates may change due to trainers’ availability
e Dates are updated on the website

Tour with New Volunteers

e Provide 4 Handouts
1. Initial Tour
2. Information
3. Application
4. Release form (“New Volunteer” folder behind front desk)
e Finish the tour in the break room.
e If they are still interested
o Fill out the application.
o **Review their email address**
e Show the volunteer the login process on a tablet.
e Review volunteer sign-up/cancel (steps listed on Volunteer info handout)
e New Volunteer roles will be cleaning & sorting with a training partner and then they may
decide their preference for other roles.

Paperwork > Database

e After the tour, enter the new Volunteer into the database
o Select groups:
o All Groups
o New Volunteer
e Staple application to the release form
e Write the date entered into system on application page

Tracking Dates

e Add new Volunteer name to .xls / clipboard.
e Document visit information - date, role, partner
e 3rd visit - give them a t-shirt and update Volunteer database roles.

Questions: Contact Volunteers@FreshStartFurnitureBank.org






New Volunteer Tour

Our Address: 16 Brent Drive, Hudson
How Clients Set Up Appointment:

To receive furniture, clients must obtain a referral from a social service agency. Clients then have
30 days to come in and select their furniture and housewares. Clients can have up to 2 visits and
must take all items selected during a visit.

When Clients Come to the Store:
The goal is to shop and pack in 1 hour. The steps are:

1. Checkin
1. verify address, phone, family members,
2. get vehicle size & license plate (for capacity purposes & to load into correct vehicle!)
3. provide bags for bonus extra items (small items that we recycle into a new home!)
4. get a shopper to work with client
2. Shopper
1. Reviews lists with client - mattress, furniture, kitchen, linens (outdoors)
2. Distribute Household and Linens list to assigned volunteers for them to pack.
3. Tablet - shops for items and “check in” items for client.
**QR and movers locate item/number in clients
**System provides packing % based on vehicle**
3. Household & Linens
4. QR - appliances, lamps, artwork
5. Movers - load beds, furniture, rugs + soft good items (#3 & #4)

Volunteer areas:

Donations In-take
Cleaning furniture
Cataloging Inventory
Sorting - Linens
Shop

ks WwN e

Questions: Email: volunteer@freshstartfunriturebank.org



