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Overview

There are two volunteer experiences the LOC can choose from to manage their volunteers: LOC Control
or Volunteer Control. EMS allows each LOC to create figure skating focused volunteer schedule
templates, as well as, monitor volunteer compliance.

LOC Control Process
LOC Control is commonly used at U.S. Championships and Skate America. This process is ideal for large
competitions that would prefer to maintain control of volunteer management process throughout the
competition.
1. Volunteer submits a request
a. Contains personal information
b. Provides volunteer experience and skill set
2. Admin reviews and approves / declines the request
3. Approved volunteer selects preferred shift(s)
4. Admin approves / declines the shift selection

Volunteer Control Process
Volunteer Control is commonly used at local competitions. Volunteers can sign up and assign
themselves to available shifts for your competition. Volunteers and selected shifts are automatically
approved, giving volunteers full control of their schedules.
1. Volunteer submits a request
a. Contains personal information
b. Provides volunteer experience and skill set
2. Volunteer selects a preferred shift based on a first-come first-served basis

Volunteer Management Process

Configuration

e Terms & Conditions
Shift Selection Period
Add Shifts
Add Positions

Shift Setup & Selection
e Templates
e Shifts

Manage Volunteers - LOC Control
e Add New Volunteer
e Export

Volunteer Positions - LOC Control
e Add New Position
e Export
e Unassigned Volunteers

Reports - LOC Control
e All volunteer reports
e Filtered Reports
e Export



Volunteer Management

Key Terms

A two-step approval process. Approval is granted by the LOC during the
Volunteer Signup Open/Close dates. After shifts are built, the LOC
approves shift selection requests from approved volunteers.

A no approval process by the LOC. Volunteers are in full control of their
schedule.

The date and block of time volunteer positions are needed and assigned to.

The volunteer’s role during an event. The volunteer may be assigned to
more than one role.

Example: ice monitor, announcer, etc. Positions can be added to each shift
dependent upon your needs.

A customizable tool to create a group of pre-set positions that the LOC
utilizes more than once. A template can be added and modified to or
within a created shift (time).

Example. A "Field of Play" template is created and will consist of
volunteers necessary to run practice and/or competition (announcer,
music, ice monitor).

The act of individuals requesting to attend the event as a volunteer.

The positions that approved volunteers select from the event schedule.
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Configuration

To begin the Volunteer Management Process, you will:

Select the volunteer pathway for your event, LOC Control or Volunteer Control.

Establishing volunteer sign-up open and close dates will provide potential volunteers the ability to
request participation at the event.

To communicate prior to and during the event, establish a “Reply To” email address to receive
responses to automated emails.

Take note of the volunteer link provided for volunteers to directly sign up for your competition.
Review and attest to the Terms and Conditions provided for compliance and the safety of all
participants.

Step

Actions

From the Main competition page, click Volunteer Management.

Click one of the following management options:
e LOC Control - Requires LOC review and approval
e Volunteer Control - Does not require LOC approval. Volunteers are empowered to
select position(s).

fffff W W W A N W W W S W . W
Configuration| ~ Terms & Condifions|  Shift Selection Period | Add Shifts | Add Posifions
Configuration
Management Style
® LOC Conirol
Volunteer Control
Competition Stort: 3/8/2019 Competition End: 3/10/2019

Volunteer Signup Open:  12/15/2018 E3  Volunteer Signup Close:  2/13/2019 &

Reply-To Email: | xx@simba.usk

Volunteer Link: | hitps://www.usfsacnline.org/VolunieetManagemeni/GeneralinformationZcompld=3

Terms & Conditions and Background Authorization

By checking this bax, | understand that the two waivers below will be presented to oll volunisers requesting to volunteer at my
compefifion. The Background Awthorization does not state that the club or competition must complete o background autharization on
volunieers. However, with the volunieer's agresment to this autharization, it gives dubs and competitions the ability to complete o
background check if they wish.

® Terms & Conditions

« Background Authorization




3 According to the selected management type, schedule the “Volunteer Signup Open:" and
"Volunteer Signup Close:" dates by selecting from the calendar tool.

Management
Type Sign-Up Result

LOC Control In order to participate in the Shift Request period, the
volunteer requests remains in a “Pending” status until the LOC
reviews, approves, or denies the request.

Volunteer The volunteer signs up for the competition and automatically
Control moves into Shift Selection.
4 In the "Reply-To Email:" box, provide the Volunteer Chair email address. Responses (“Reply to

Email” function) to your established email address are received at this address.

Note: Emails sent to your volunteer pool are sent from productsupport@usfigureskating.ora.

5 Click Save.
Note. The Shift Set-up button populates.

6 Review both the Terms & Conditions and Background Authorization and check the box to agree.

See References for examples.

7 Go to Shift Setup.


mailto:productsupport@usfigureskating.org

Shift Setup

During the Shift Setup, the shift selection periods are established for potential volunteers to request
participation at the event.

e LOC Control: You will set the “Shift Selection” window and set the “Volunteer Signup window”.
e Volunteer Control: Volunteers set the “Shift Selection” window.

Consider if you will create position templates or if you will add positions individually.

Shifts are the date and block of time volunteer positions are needed and assigned to. Positions are
added to each shift dependent upon your needs. The volunteer may be assigned to more than one role.
Templates are a group of positions that can be copied to shifts. Review the Key Terms for more details.

Creating Position Templates

Step Actions

1 Click Shift Set-up.

Setop Frogiess TR WA TR R TR R WL ST W T W R RORRY
Configuration | Terms & Condiicns, Shil Selecsion Period]| Ak S Addd Pesitions|

Shift Setup
Compeliion Shut: 1/3172019 Competiion End: 2/3/2019
Volmiser Sigmp Opae: 12/6/2018 Vounisar Sigrup Clase: 1/3/2019
Shik Salaciion Open:  12/6/2018 £ Skt Sadaction Ches: 1/3/2019 B2
Tunplotws £3c o peme

Sy et i Emprat

2 Click Templates >Add Templates.

MName:

Copy Positions From

Copy Template v

3 Provide a "Name" for your template and click Save. The template name can reflect a group of
positions in a specific location, time of day, or role. The template is now available on the “Templates”
grid for you to add positions.

Example: Competition Volunteers, Practice Ice Volunteers, Lobby (positions: Registration, Pl Sales,
Ticket Desk), Morning Shift (positions: Pl Music/Announce, Pl Monitors, Locker Room Monitors, etc.)

4 From the grid, click the name of the template you would like to add positions to.

Hame Y Rem

Compefition Yolunears REMOVE

Pl Voluntears REMOVE



Determine if adding positions individually or all positions at once.

Note: Itis highly recommended for templates that will contain a large number of positions, to add all
positions and remove the few that are not necessary for the competition. This practice ensures a
position is not forgotten. For a position specific to your competition or for one not listed, use the
“Custom” position option.

Configuration Torms & Condhtions Shift Salaction Period Add Posttions|

Shift Setup
Competifion Start: 3/8/2019 Compeition End: 3/10/2019
Volunieer Signup Open: 12/15/2018 Volunfeer Signup Close: 2/15/2019
Shit Selection Open: 2/15/2019 % Shift Selection Close: 3/1/2019 5

Templates [Click ko Collopss)

izabls group of pre-sat positions that your LOC will utlizs more than once. A templats can be copied to a shift
up a "Fisld of Play" template that will consist of volunteers that are necessary fo run practice and/or
monitor].

REMOE .
REMONE
Cotem
-
Click on a posifion ko editfhe aifibutes - descriphon, locafion, number needed
Ak 1 Poson Add AN PosSons Remows Al Positns

— Y| S ¥ e T oaes ¥

If you are
adding
positions... then...
individually 1. Click Add 1 Position.
2. Select the appropriate position from the "Type" drop-down.
3. Assign the location from the "Location” drop-down.
4. Provide brief details of the volunteer duties in the
"Description” box.
5. Type or use the increase/decrease arrows to assign the
number of volunteers necessary for the position.
6. Click Save.
7. Repeat Steps 1-6 for each position you are adding to the
template.
8. Go to Step 6 of Shift Setup.
all at once 1. Click Add All Positions.

2. Use the "Location:" drop -down to select area to assign the
volunteers to.
3. Provide the number of volunteers necessary in "# Needed"
field.
. Click Confirm.
5. Go to Step 6 of Shift Setup.




To alter a position’s "Type", "Location”, "Description, or "# Needed" click the position name. Make the
necessary changes to the appropriate field.

To delete the position from the template, click Remove. You may

click Remove All Positions to clear the template.

Type:  Accounting Runner
Location: Broadmoor World Arena Ice Hal *

Description:

# Needed: 3

Click Save for new edits. Repeat Steps 2-7 to add the number of templates necessary for the
competition.

Note: Toremove an entire template, you will click Remove next to the template you are deleting.

Click Close when all templates have been added. Go to Adding Shifts.



Adding Shifts
Step Actions

1 From the Shift Set-up . ———— o prms
page, click Shifts.

Shift Setup
Compeiiion Start: 1/31/2019 Competion End: 2/3/2019
Voluntesr Signup Open: 12/6/2018 Voluniser Signup Closs: 1/3/2019
Shik Salaction Open:  12/4/2018 12 shift Selection Closs:  1/3/2019 2
Tompltes [Chck o Expuncl]
Shifs ik o Exprey
2 From the calendar, select the date to begin.

se s green when a shift ha

Note: Shifts must be within the dates of the competition.
To add shoulder dates, update the Competition Setup

page.
Su o v Fr Sa
L

3d nd and fime
4, Add, Edit or Remove o shift by clicking on the shilt fine and using the posifion window below

3 Determine if you are using a template or not using a template to create a

shift.
Name: |
Start: ©
End: ®

If you are... then..

using a 1. Click Copy Template.
template 2. Select the appropriate template from the dropdown.
3. Click Add Shift Using Template.
4. Provide the "Name:", "Start:" time, and "End:" time.
Note: The “Name” is what displays when the volunteer
chooses a shift.
5. Click Save. The shift has been added to the schedule.
6. Go to Step 4 of Adding Shifts.
not using a 1. Select the appropriate date to create the shift.
template 2. Click Add Shift.

3. Provide the "Name:", "Start:" time, and "End:" time.
Note: The “Name” is what displays when the volunteer
chooses a shift.

4. Click Save. The shift has been added to the schedule.

5. Go to Step 4 of Adding Shifts.




Volunteer Management

4 Click the shift name to review the positions. To make changes to a shift, click EDIT from the shift

block.
Copy Date ~ Copy Template ~ Add Shift
MName Y shift ime Y Edit Remove
New Shift 12:00 AM - 12:30 AM EDIT . REMOVE I -
Add Position Edit All Positions Remove All Positions
Poslion Y Description Y location Y #MNe. Y # Y Remove
Praclice Sessions [ice monitor] 3 V] REMOYE
Sheet 1
Practice Sessions [music staff) Broadmoor World Arena lce Hall - 3 W] REMOVE
Sheet 1
Registration Desk [arena) Broadmoor World Arena lce Hall - 3 W] REMOVE

Sheet 1

Best Practice. Use Copy Date after creating a template to replicate and reuse for a different date.
You have the ability to edit time and positions.

5  Tomodify a position click Edit All Edit All Assignments - Tue 3/19/2019 12:00 AM - 12:30 AM
Positions. Add/edit the "Description” _
or increase/decrease the number of :‘ -3| Bl
VO | u ntee rs . Accroditation [orena) 3
Accreditofion (host hotel) 3
Airport Groater/Info Desk 3
AnfiDoping Chaperona [min. 18 yrs of 3

agel

i e s

6 Take note of the following when making changes:
e Editing shifts - The positions from the template will appear in the “Edit All Assignments” grid.
Note The changes made to one shift will not change your original template. Changes will
only apply to the current shift.

e Editing positions - You can edit T or multiple positions of a shift.
o To modify a single position, select the post
o To modify multiple positions, click Edit All Positions

e You can add a position

e Removing a position - Remove 1or remove all
Note. To remove a shift you must first remove ALL positions.

7 Click Save.

8 For Volunteer Controlled competitions, no further action is taken. LOC Controlled competitions will
proceed and complete the Manage Volunteer section.

© 2019 | Contact ProductSupport@usfigureskating.org for questions about using EMS 10 |
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Manage Volunteers

The Manage Volunteers page provides:

A list of people that would like to volunteer at the competition
Volunteer status

Profile details

Compliance information

Through the Manage Volunteers function the LOC has the ability to:
e Approve/Deny volunteers
Note: Through Volunteer Control, volunteers are automatically approved; however, the LOC has the ability
to modify the status of volunteers.

e Add volunteers
e Export volunteer information

Step Actions

1 Click Manage Volunteers.
Note: When the page is accessed for the first time, a volunteer’s status will appear as:
e “Approved” if using volunteer control
e “Pending” if using LOC Control




Use the funnel icon to filter or the quick search function to customize your list and avoid duplicate
entries. Refer to Non-Member Account Creation to establish a new profile for non-members.

Best Practice. It is highly encouraged for an individual without an U.S. Figure Skating membership to
Create an account.

Note: On screen filters will not carry over to the spreadsheet export. You must use spreadsheet
filters after downloading.

Review the following:

e Member #
e Name
e Email
Note Refer to the Communication quick reference for instructions.
e Phone

e Date of Sign Up

e Compliance Overview
Note: Compliance reports as “Complete” when a volunteer has completed both the
background check and SafeSport training. Refer to the SafeSport Handbook for more
information.

e Status

Click Export to obtain the list of volunteers.

From the on-screen list, you may email one or all volunteers by checking the name(s) to select. Click
the email icon and compose the message and send.

Note: Emails are sent from Product Support. Replies to your email are received at the address
established during configuration.

Check the box for a volunteer and click View Selected to review the following:

Personal Information
Contact Information
Emergency Information
Experience

Add notes to the individual’s profile by typing in the “Notes” field.

To modify a person’s volunteer status, check the box and click Approve or Deny Selected.


http://www.usfigureskating.org/content/safesport%20handbook.pdf

Volunteer Positions
The Volunteer Positions function is an EMS feature that allows you to complete the following for approved
volunteers:

e Approve/deny shifts - See Reviewing the Collection of Volunteers for instructions.

e Add new positions - Volunteers may be recruited offline or request additional shifts after the volunteer
windows have closed.

e View unassigned volunteer report

Note: When using LOC Control, this is a list of volunteers without shifts or those that have not requested
shifts.

e Export the Report of Positions

Step Actions

1 Click Volunteer Positions. Setup Progress (NI u_kxmﬁ. W b . |
Configurali | Shift Selection Period

Add Shifts Add Pasitions |

Terms & it

To add a position manually, click
Add New Position.

2 Locate the volunteer you are assisting by

o # fi
M.emberShlp #’ first name, or last name, ' Search for o volunteer by membership number OR name
click Search.
Note: You are only able to search for Fthon

volunteers approved for this competition.

Click to remove information from the boxes.



Volunteer Management

3 Using th; fgtl!owmg drop-downs, select to assign:
osition

[ )

e Location Volunteer:

e Date Position: =

e Shift Location: o
Date: v
Shift: v

Add Volunteer Posifion

Volunteer: | Volunteer, Simon | m

Position: Accouniing Runner v

IE

Llocation: Broadmoor World Arena loe Hall ...
Date: 3/19/2019 v

Shift:  Mew Shift [12:00 AM - 12:30 AM)  ~

4 Click Add to update the Volunteer Position List.

Manage Volunteers

Quick Search: _ View Selected Approve Selected Deny Selected

Mb# Y Name 4 Y Emal Y  Fhone Y Dae Y Compl. Y Stows T

1886428 Voluniear, New tesi@usfigureskating.org 8881234567 12/06/2... g‘;’r’npm pending

Note: The position assignment is in a “Pending” status until the selected is approved or denied.

5 Go to Reviewing the Collection of Volunteers for instruction to approve or deny a request.

© 2019 | Contact ProductSupport@usfigureskating.org for questions about using EMS 14 |
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Adding a New Volunteer

Step Actions

1 Click Manage Volunteers.

SefvpProgrens  RTEER TR NE VR W R VR R . E R LS OW.E EMMCGSR R E LS SR S S S T E RS TR w
Conbiguraticn | Torms & Condions | Shikt Selection Period Add Shife Add Pations |

T =

—— — « —a . 09/27/2018 Complete Approved  *
re— 1 ¥ 10/30/2018 Complate Approved
i . v - 0R//2018 teot Complate Denind
Mumbar, test i higuteiating ong 0000000000 01/14/201% Mor Complete

2 Click Add New Volunteer complete the following:
e Personal Information
e Contact Information
e Emergency Information
e Experience

3 Check the “*Agrees to terms and conditions” and “*Consents to a criminal history check” confirming
that the volunteer reviewed and accepted both.

Note: When in LOC control, additions to EMS Volunteer Management remain in a “Pending” status
until updated to “Approved”. Once approved, access to shift request/selection is available.

4 Click Add Volunteer. The volunteer record has been added to the list and is pending approval.

Manage Volunteers

Guick Search: [ | I = 5-c-=5" “Areoveseisced Deny Selected

"o § Y nome Y cmal Y Fhone Y Do Y Compl. Y Sios T

Not =
Complete

1886428 Voluntear, Naw test@usfiguraskating org 8881234567 12/06/2..

5 Click Export. Download and review the Volunteer Request Report for accuracy.



Reviewing the Volunteer Collection
When managing the volunteer process with LOC Control, all volunteer requests require the LOC to review and
approve or deny the request. Approved volunteers gain access to shift selection when the selection window

opens.
Note. Regardless of control type (LOC Control or Volunteer Control), as the LOC, you can deny a volunteer at any
time.

Step Actions

1 From the Manage Volunteers page, check the box for each volunteer you will review.

et Trogren T W L W L L W W W W, D, W Ao R

Manoge Volunbeers

2 Click and review the "View Volunteer Request”
details. The following are now available: b teraon -
e Personal Information Nome:  New Volurieer
e Contact Information iirai oA

e Emergency Information
e Volunteer Experience

Contact Information

Address: 123 Drive

e Notes - you may add in the text box Colorodo Springs, CO 80916
Cell Phone: BBB 1234567
Email: tearBusligureskating arg
Emeroency Informafion -

3 To confirm a request, click Approve. To disapprove the volunteer click Deny.

4 Click Export and download the Volunteer Request Report.



Volunteer Reports

The Reports tab allows you to customize and download volunteer reports. The report provides details
for shifts, positions, and volunteers. You have the ability to export the spreadsheet.

Step Actions

1 Click Reports.

Setup Progress [ . W  100% Complele A S A ST YA N YN YN
Ccnﬁguraricn]— Terms & Ccndirions—r Shift Selection Period—|— Add SHiE Add Posifions
Reports
» Volunteer - Club Report
Filters

Show Volunteers #

i
Al v | fx| Dake
A B c o E G
1 M M M M
2 a -

2 Click Run to generate the full report.

To customize the report, use the listed dropdown filters
appropriately:

e Select a Date

e Select a Shift - Check mark if you would like to review the volunteer’s information.
e Select a Position

Note: Custom positions created will not generate on the report under the assigned name. It
is a general listing in the “Custom” category.
e Select a Location
Note During your report selection, click Reset Filter(s) to clear the filter fields.

4 Click Download to retrieve the report.

To view volunteer hours by club, click Volunteer - Club Report from the “Reports” section at the top
of the page.

Reports
» Volunteer - Club Report

Filters

Show Voluntears #



Volunteer Management

© 2019 | Contact ProductSupport@usfigureskating.org for questions about using EMS 18 |
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Volunteer Management

References

Volunteers: Terms & Conditions

Laasiarine

TERMS & CONDITIONS

B It is possible that we will receive more voluntesr
applications than pmns available. Therefore, cubmitting a volunteer application does not
mean that you will be selected as a volunteer. The selection of volunteers from amang the
qualified applicants is at the sole discretion of U.5. Figure Skating and is not subject to
appeal and dispute. No reason need be given for the refusal of an spplicant. Voluntesrs will
not be selacted or rejected on the basis of race, color, religion, age, gender, gendar
Identity, national origin, or saxual orientation. Persons with disabilities must be able to
perform the essential functions of the velunteer positicn for which they are selected;
howaver, persans with disabilities can perform the essantial functions of most volunteer
positions. Acceptance as a volunteer creates no rights to any compensation, benefits, or
continued service. A volunteer has no authority, express or implied, to commit or bind U.5.
Figure Skating to any af any nature. are subject to all applicable
policias and rules established by U.S. Figure Skating pertaining to the nature and scopa of
the activities in which voluniteers are engaged. Volunteers serve at the pleasure of U.S.
Figure Skating. U.5. Figure Skating reserves the right to terminate the service of any
volunteer and to reclasm the volunteer credential issued. Termination is at the sole
discretion of U.S. Figure Skating and is not subject to appeal or dispute.

Volunteers: Background Release

2 SKATING

BACKGROUND RELEASE

1

In consideration of being permitted to participate in selected activity, and in voluntary
recognition and assumption of any risks and hazards asscciated with my participation, I, for
mysell, and heirs, personal representatives, Succescors and assigns, hereby voluntarily
redease and hold harmiless U.5. Figure Skating, member clubs and each of their officers,
directors, agents, and rep ives, and all ather
entities or parties associated with selected activity (collectively, the “Releasees”) from any
and all claims, losses, damages and liabilities arising from death, injury, illness or damage,
whether to person or property, incurred or suffered by me or any other persan arising out
of, relating to, or resulting from my participation in selected activity and related Incidental
activities, including pre-event set-up and post-event tear down activities. [ approve the use
in any medium of my picture, likeness, image, or voice for promational use, regardiess of
whether the picture, likeness, image or voics was recorded before, during or after selected
activity.

[ hereby give my permission to U.5. Figure Skating to cbtain information relating to my
eriminal history record through 8 reparting agency that regularly performs background
checks, I understand that I may be required to provide a et of my fingerprint impressions
far the nl:wds check to be completed, IF T am not required to provide fingerpring

o I that th rds check will be based on my social
security numiber. The criminal history record, as received from the reporting agencies, may
Include arrest and conviction data as wedl as plea bargains and deferred adjudications and

conduct itted 8% & juvenie. that this i will be uzed,

in part, to datermine my sligibilty for a volunteer position for selected competition. [ also
understand that the criminal history could contain information presumed to be expunged,

1, the undersigned, do, for myself, my heirs, executors and administrators, hereby release
and forever discharge al\d aqmeg to indemnify, and hold U.5. Figure Skating and the

check and aach of their respective officers,
directors, employees, and oqcm; harmless from and against any and all causes of actions,
suits, liabilities, costs, debts, and sums of money, daims and demands whatsoever
{including claims for negligence, gross negligence, and/or strict liability of U.5. Figure

Skating and the the check) and any and all related
atmorneys’ fe& court costs and other expenses resulting from the investigation of my

with my to become a volunteer for selected
wmpetl:ign.

1 further authorize U.S. Figure Skating to check my criménal history records with any or all
lecal, county, state, and federal agencies and records departments as part of my association
as a voluntear for salectad activity.

© 2019 | Contact ProductSupport@usfigureskating.org for questions about using EMS
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