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Overview
Once the 4-H program has established a vision for how vol-
unteers will be involved in the county, selecting volunteers 
is the next step. If a vision has not been developed, review 
“Engaging Volunteers through ISOTURES: Identifying 
Opportunities for Volunteer Involvement.” Program vision 
is a critical element in the recruitment process.

A selection and screening process is a method of strength-
ening the recruitment and placement of volunteers in 
county 4-H youth development programs. When volunteers 
are purposefully selected and requested to uphold high 
standards, there is increased credibility and value of volun-
teers to 4-H youth and the program. A concise policy with 
risk management standards will send a positive message to 
parents, volunteers, and other youth-serving organizations 
across the nation that 4-H has a focus on safety and protect-
ing youth.

Earlier in the discussion of volunteerism, overlapping 
circles (Figure 1) were used to illustrate one of the roles of 
the 4-H agent. One circle represents the needs of the 4-H 
program. The other circle represents what volunteers are 
willing and able to do. The key to sustaining a volunteer 
program is the ability to match the interests, skills, and 
abilities of a potential volunteer with an appropriate role 
in 4-H. This is represented where the two circles overlap. 

In the volunteer life cycle, this is the Decision to Volunteer 
stage. The matching process is where volunteers evaluate 
4-H to establish the fit between their individual needs and 
what 4-H has to offer. If the volunteer is not a good fit for 
your 4-H program, it is okay to tell them their services are 
not needed.

There are several basic steps for selecting volunteers for the 
4-H program. The process begins with identifying potential 
volunteers, followed by applications, interviews, screening, 
and approving.

Figure 1. Matching program needs and volunteer roles requires 
evaluation of potential volunteer interests, skills, and abilities as well 
as maintenance of a plan for volunteer development.
Credits: Terry, B., Godke, R., Heltemes, W., & Wiggins, L. (2010)

https://edis.ifas.ufl.edu
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This fact sheet provides the basics of the selection process. 
Should additional questions arise or if more detail is 
desired, contact a UF/IFAS Extension Regional Specialized 
4-H Agent or the Volunteer State Specialist at the State 4-H 
office.

Procedures for Selecting 
Volunteers in Florida 4-H
An important consideration after finding a potential 
volunteer is reducing risk, primarily to youth, but also to 
volunteers, faculty, staff, and UF/IFAS. Several policies, 
procedures, and regulations have been established to 
protect youth, volunteers, and the organization. The rules 
for the administration of volunteers can be found here, 
while the volunteer policies of the University of Florida can 
be found here.

Interviewing Potential Volunteers
Interviewing volunteers allows the agent to determine the 
best fit, get to know the potential volunteer, and evaluate 
where the volunteer may fit into the program. Once 
agents have completed the interview process and feel they 
are comfortable with the volunteer, they must check the 
volunteer’s references.

Checking References
Checking references is the next step in the volunteer selec-
tion process. A minimum of two attempts to contact two 
references by phone or email are required. The agent should 
note when the reference form was sent and whether no 
response was given, and they should upload any reference 
forms received into 4-H Online. It is important to follow 
all these steps because this is a state government and youth 
compliance requirement. Once references have been sent 
and the agent is still satisfied that the volunteer is appropri-
ate for the role, it is time to proceed to volunteer screening.

Youth Protection and Volunteer Screening
To protect youth involved in our Extension programs, the 
University of Florida has established a volunteer screening 
policy. UF/IFAS applies this policy to any volunteer who 
serves more than 10 hours a month in a youth program or 
who chaperones youth.

WHO MUST BE SCREENED
All volunteers who want to work directly with youth (who 
are not their own children) on an ongoing basis or at an 
overnight event must be screened. Volunteers serving 
more than 10 hours a month or chaperoning minors are 

required to complete a level 2 screening. Those who must 
be screened include, but are not limited to:

• All adults who supervise youth who are not family 
members

• Youth volunteers (age 14–18)

• Day camp volunteers

• Resource leaders to club or county programs

• Transportation volunteers

• Master Volunteers in project areas, event management, or 
chaperoning

• Chaperones for out-of-county trips or other field trips

• Adults in homes that host youth involved in interstate 
and/or international exchange programs

• Professionals who work with Extension program youth 
outside of their regular job

WHO IS EXEMPT FROM VOLUNTEER 
SCREENING
Although volunteer background screening is encouraged 
for all volunteers, some individuals involved with Extension 
youth development programs are exempt from the screen-
ing process. They include:

• Adults who conduct Extension programs with only their 
own children

• Classroom teachers who work with youth as part of their 
classroom responsibilities and have been previously 
screened through the school system

• Event judges—one or two times per year (no chaperoning 
of minors)

• Donors and contributors

• Adult assistants who work in public groups with youth 
one time a year during a weekend and are accompanied 
by screened adults.

• After-school paid staff, including on-base military YDP 
staff, if school has previously conducted a screening 
process

• Advisory committee members or Foundation Board 
members, who do not supervise, travel, or work directly 
with youth

Once you have determined that volunteer screening is 
required, follow the process found in the 4-H Agent Guide 
for Managing the Approval, Denial, and Releasing of Volun-
teers in Florida 4-H.

https://regulations.ufl.edu/wp-content/uploads/2012/09/30031.pdf
https://hr.ufl.edu/wp-content/uploads/2020/02/volunteer-policy.pdf
policy
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Appointing the New Club Leader
Background screening is a part of the volunteer selec-
tion process. Passing a background screening does not 
automatically make a person a volunteer. The agent should 
review the entire selection process, of which screening 
is a part, to make the decision to appoint a person to a 
volunteer position. Once the decision is made, a letter of 
approval or denial must be sent to the applicant. Volunteers 
are approved on an annual basis, and a new letter of ap-
proval must be sent every year. The approval letter is then 
uploaded into 4-H Online. Be sure to contact the State 4-H 
Headquarters with any concerns related to background 
screening results.

Documentation and Volunteer Files
Volunteer records are required by state government for 
youth programming. All volunteer records must be main-
tained in 4-H Online. The volunteer references, national 
sex offender search, screening results, interview forms, and 
approval letter should be uploaded under the volunteer’s 
profile. This information is archived and used to track 
screening compliance.

In summary, there are a number of basic steps for selecting 
volunteers for the 4-H program. The process begins with 
identifying potential volunteers, followed by the applica-
tion, interview, screening, and appointment process.

Keep in mind that the responsibilities of a 4-H agent do not 
end when a potential volunteer is identified.

For the protection of youth, other adults, and the 4-H 
program, know which volunteers must be screened and 
how. Finally, ensure your 4-H Online volunteer records are 
up to date.
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