
12.1	Volunteer	Coordinator	Welcome	Procedures	

Do	a	FIND,	starting	with	the	next	Reg.	No	entry	you	last	did	to	find	any	New	Members.		This	is	especially	
critical	during	registration	time	and	over	the	summer	when	New	Members	are	arriving	in	larger	
numbers.		

i.e.	Find/	Status	N/	Next	Reg.	No	plus	three	dots	(i.e.	363…)	

	

	

Take	down	the	emails	for	all	new	members	and	enter	them	also	on	a	Word	or	preferably	Excel	file	you	
have	for	new	member	inventory.	(See	New	Member	Inventory	below.)	

Send	them	a	welcome	letter	(see	example	Appendix)	and	ask	for	bios	to	be	filled	in	at:	

http://www.allto.ca/bio.html	

Note	in	the	Member	tab	Note	Field	that	a	welcome	letter	and	request	for	bio	was	sent	out.	Note	the	
date	and	initial	it.	

In	September	each	year,	send	out	a	gentle	reminder	to	all	those	who	did	not	fill	in	a	bio	to	please	do	so	
since	it’s	important	for	our	programming	and	such.	See	procedure	for	finding	non-returned	bios	below.	

When	bios	are	received	from	the	Bio	email	server.	

Enter	the	bio	for	each	person	as	they	arrive.	

Do	a	Find	for	their	first	and	last	name	on	the	database	and	enter	the	data	on	the	Biographical	Data	tab	
including	entering	Y	that	it	was	received	at	the	top.	This	is	critical	to	be	able	to	do	searches	later	on.	
Searches	are	on	Y	and	for	New	Members	only	so	you	can	isolate	the	ones	we	have	not	received.	You	can	



enter	an	N	in	this	area	if	someone	has	refused	to	provide	a	bio	or	after	September	when	they	still	have	
not	responded	to	two	begging	letters.	

Lastly,	go	back	to	the	Member	tab	and	note	that	a	bio	was	entered	for	that	person	with	the	date	and	
your	initials.	

New	Member	Inventory	

Keep	a	copy	of	all	emails	sent.	Also,	keep	a	current	copy	(Word	or	preferably	Excel)	of	all	current	New	
Members	and	inventory	them	as	the	welcome	letter	is	sent	and	their	bios	come	in	so	you	will	know	at	a	
glance	the	ones	which	have	been	received	and	entered.	Excel	files	can	be	added	to	easily	to	keep	this	
running	inventory.	New	Member	data	can	be	found	and	saved	in	FMP	using	Find,	then	Status	N	(sorted	
by	Reg	No).	Use	the	Lists	Command,	preview	and	save	to	an	Excel	File.		Example:	

	

	

Appendix:	

Sample	Welcome	Letter	(Laura	Hill)	

As Volunteer Co-ordinator I would like to welcome you as a new member of the Academy for 
Lifelong Learning! 

Are you usually addressed by your given first name or do you prefer another nickname, to be 
used for some badges, class lists, etc. If so, please let me know as soon as possible. 

You will have received your confirmation letter listing your workshops. Next, you will hear from 
your workshop facilitators by email. They design the workshop, outline topics to be covered, and 
ask you to choose your own topic for research and presentation. 

Should you wish to discuss this matter further with them, you can consult the facilitator 
information you were provided. 

Bear in mind your registration fee allows you to enroll in up to four workshops, where there is 
space. For example, if you have three, you have the option of choosing another after mid-July. 
Of course, you can take fewer if you wish.  

 A general email will go out to all members at that time.  Workshops with remaining spaces are 
posted on our website at http://allto.ca. 

We ask our new members to submit a brief biography which is useful to the Academy in 
planning curriculum and searching out volunteers. Our organization has no paid staff; it is 
entirely run by volunteers. Please take a few minutes to complete this brief form by going to 
http://www.allto.ca/bio.html and submitting it. Gratefully appreciated. 



Our website is a useful source of information about upcoming events, affording an excellent 
opportunity to socialize and do something interesting. For example, go to "Activities" for a list 
of summer and fall walks, which need no advance registration, and no fee, and you may bring 
family and friends if you wish. Our illustrated "News" page is informative and entertaining, and 
changes regularly. 

Finally, if you have any general questions about the Academy going forward, get in touch. I will 
endeavour to help. 

Laura Hill 

Volunteer Co-ordinator 

Academy for Lifelong Learning 

	

VIM:	2017-05-13	

	

	


