UnityReach Global Application and Screening Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Application and Screening Coordinator is responsible for administering UnityReach Global’s volunteer application, eligibility review, background screening, credential verification, interview, reference-checking, risk-review, and acceptance process for the 2028–2029 Cap-Haïtien Mission.
The Coordinator ensures that every applicant is evaluated:
· Fairly. 
· Consistently. 
· Confidentially. 
· According to the requirements of the intended role. 
· Without improper influence from recruiters, donors, church leaders, relatives, or referral rankings. 
· With appropriate safeguarding and safety controls. 
· Through documented decisions and audit history. 
The Coordinator is responsible for determining whether an application is complete and coordinating the review process. Final acceptance authority remains with the individuals or committee designated by UnityReach Global policy.
Application submission, payment, church membership, professional status, or referral by a leader does not guarantee acceptance.

2. Screening Scope
Screening may include:
· Identity verification. 
· Application completeness. 
· Eligibility review. 
· Role suitability. 
· Interview. 
· Reference checks. 
· Background screening. 
· Sex-offender registry screening where lawful and applicable. 
· Professional license verification. 
· Education and certification verification. 
· Driving-record review for driver roles. 
· Safeguarding suitability. 
· Conflict-of-interest disclosure. 
· Code of Conduct review. 
· Travel and passport readiness indicators. 
· Physical-demand acknowledgment. 
· Department-specific review. 
· Financial or fiduciary screening for sensitive roles. 
· Social-media or public-record review only when lawful, proportionate, and approved. 
· Reapplication, reconsideration, and appeal. 
Clinical fitness, medical diagnosis, and disability accommodations must be handled separately through authorized medical and readiness procedures.

3. Reporting Relationship
The Application and Screening Coordinator:
· Reports directly to the Volunteer Director. 
· Works under the operational authority of the Mission Director. 
· Receives applicant handoffs from the Recruitment Coordinator. 
· Preserves referral attribution from the Each One, Reach One system without allowing recruiters to influence decisions. 
· Coordinates training eligibility with the Training and Certification Coordinator. 
· Transfers accepted applicants to the Volunteer Readiness Coordinator. 
· Coordinates family and minor screening with the Family and Child Participant Coordinator. 
· Coordinates department-specific reviews with department directors. 
· Coordinates clinical credential verification with the Medical Director. 
· Coordinates driver screening with the Fleet and Driver Coordinator. 
· Coordinates financial-role screening with the Finance Director. 
· Coordinates safeguarding and security review with the Safety Officer or designated Safeguarding Lead. 
· Coordinates application records with the Administrative Coordinator. 
· Coordinates approved applicant communications with the Communications Director when necessary. 
· Coordinates complaints and appeals with the appropriate accountability personnel. 
The Coordinator may supervise application reviewers, interviewers, reference-check personnel, credential-verification assistants, screening vendors, data-quality staff, and case-administration personnel.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in human resources, volunteer management, admissions, compliance, safeguarding, background screening, credentialing, nonprofit administration, or case review. 
· Strong confidentiality and data-protection practices. 
· Ability to apply written criteria consistently. 
· Experience conducting structured interviews. 
· Ability to recognize conflicts of interest. 
· Strong documentation and audit discipline. 
· Ability to distinguish verified facts from assumptions or rumors. 
· Knowledge of fair-chance and nondiscrimination principles. 
· Ability to evaluate role-related risk without making unauthorized medical judgments. 
· Strong communication and conflict-resolution skills. 
· Ability to manage sensitive or adverse decisions professionally. 
· Cultural humility and respect for applicants from different backgrounds. 
The Coordinator should obtain qualified legal, safeguarding, clinical, or human-resources guidance when a case exceeds their expertise.

5. Screening Principles
The application and screening process must follow these principles:
· Every applicant follows the approved process. 
· Screening requirements should correspond to role risk. 
· Applicants must receive notice and provide required authorization. 
· Information must be collected lawfully. 
· Decisions must be based on verified role-relevant information. 
· Similar cases should be treated consistently. 
· Applicants must not be discriminated against unlawfully. 
· Disability alone does not automatically disqualify an applicant. 
· A criminal record does not automatically require rejection unless policy, law, role risk, or safeguarding requirements justify it. 
· Safeguarding concerns must be prioritized. 
· Recruiter status or referral recognition must not influence decisions. 
· Payment must not substitute for screening. 
· Test applications must remain separate. 
· Adverse decisions must be documented. 
· Applicants should have access to correction or appeal procedures where appropriate. 
· Screening information must be restricted. 

6. Application Structure
The volunteer application may collect:
Personal information
· Legal name. 
· Preferred name. 
· Contact information. 
· Date of birth. 
· Preferred language. 
· Address or region. 
· Emergency contact. 
· Citizenship or travel-document status where relevant. 
Mission interest
· Preferred department. 
· Alternative roles. 
· Experience. 
· Skills. 
· Language abilities. 
· Availability. 
· Previous mission experience. 
· Physical-demand acknowledgment. 
· Family or household participation. 
Professional information
· Occupation. 
· Employer where voluntarily and appropriately collected. 
· Education. 
· Professional licenses. 
· Certifications. 
· Relevant training. 
· Years of experience. 
· Scope-of-practice information. 
· Reference contacts. 
Conduct and safeguarding information
· Agreement to screening. 
· Code of Conduct acknowledgment. 
· Safeguarding commitment. 
· Conflict-of-interest disclosure. 
· Relevant disciplinary or conduct history where lawfully requested. 
· Authorization for applicable background checks. 
Faith and organizational alignment
Because UnityReach Global is faith based, applicants may be asked to acknowledge:
· The organization’s Christian identity. 
· Expected respect for worship and mission activities. 
· Prohibition against coercing beneficiaries. 
· Requirement to follow organizational conduct standards. 
Any faith-based eligibility requirements for specific religious leadership roles must be clearly distinguished from general humanitarian volunteer roles.

7. Data-Minimization Standards
The application should not collect information merely because it may be interesting.
The Coordinator will ensure:
· Every field has an approved purpose. 
· Sensitive questions are limited. 
· Medical information is separated. 
· Financial records are separated. 
· Background-screening reports are not stored in general application notes. 
· Recruiters cannot access confidential responses. 
· Referral volunteers cannot access application details. 
· Department leaders receive only information necessary for role review. 
· Test records are flagged and excluded from production analytics. 
· Records follow retention and deletion requirements. 

8. Application Statuses
Suggested statuses include:
· Draft. 
· Started. 
· Submitted. 
· Incomplete. 
· Documents requested. 
· Under initial review. 
· Interview pending. 
· Interview completed. 
· References pending. 
· Background check pending. 
· Credential verification pending. 
· Department review pending. 
· Safeguarding review. 
· Additional information required. 
· Review committee pending. 
· Accepted. 
· Conditionally accepted. 
· Waitlisted. 
· Alternate role offered. 
· Declined. 
· Withdrawn. 
· Suspended. 
· Reconsideration requested. 
· Appeal pending. 
· Closed. 
· Test record. 
Every status change should record the date, responsible user, reason, and previous status.

9. Application Completeness Review
The Coordinator will verify:
· Required fields are completed. 
· Required acknowledgments are signed. 
· Contact information is valid. 
· Role selection is appropriate. 
· References are provided. 
· Credentials are uploaded where required. 
· Screening authorization is complete. 
· Family or minor information is linked properly. 
· Referral attribution is preserved. 
· Duplicate accounts are reviewed. 
· Documents are readable. 
· Required explanations are provided. 
· The application is not a marked test record. 
An incomplete application should not enter final decision review unless an authorized exception is documented.

10. Identity Verification
Identity verification may include:
· Government-issued identification. 
· Passport. 
· Driver’s license. 
· Professional license. 
· Other approved documentation. 
· Alternative verification where standard documents are unavailable and the role permits it. 
The Coordinator must:
· Compare legal names. 
· Confirm date of birth where required. 
· Identify name discrepancies. 
· Avoid storing unnecessary copies. 
· Protect document numbers. 
· Use approved verification providers. 
· Prevent impersonation. 
· Document exceptions. 
Original identity documents should normally remain with the applicant.

11. Duplicate Application Review
The Coordinator will review possible duplicates using:
· Legal and preferred names. 
· Date of birth. 
· Email. 
· Phone number. 
· Address. 
· Referral information. 
· Passport or document indicators where authorized. 
· Family grouping. 
· Prior application history. 
A possible match must be reviewed manually before records are merged or rejected.
The Coordinator must preserve:
· Original record history. 
· Referral attribution decision. 
· Payment linkage. 
· Screening status. 
· Audit trail. 

12. Role-Based Screening Levels
General volunteers
May require:
· Application. 
· Identity verification. 
· Interview or group assessment. 
· References. 
· Code of Conduct. 
· Safeguarding review. 
· Background screening based on assignment. 
· Department approval. 
Child- and youth-facing volunteers
Should require:
· Enhanced safeguarding screening. 
· Background check. 
· Sex-offender registry check where available and lawful. 
· References addressing work with minors. 
· Structured safeguarding interview questions. 
· Training and conduct acknowledgment. 
· Ongoing supervision requirements. 
Medical and clinical volunteers
Should require:
· Identity verification. 
· Professional license. 
· License status. 
· Education or certification. 
· Specialty and experience. 
· Professional disciplinary review where available. 
· References. 
· Departmental clinical approval. 
· Scope-of-practice assignment. 
· Applicable background and safeguarding checks. 
Drivers
Should require:
· Valid license. 
· License class. 
· Driving experience. 
· Driving-record review where obtainable. 
· References or vendor verification. 
· Safety interview. 
· Vehicle-specific qualification. 
· Driver orientation. 
Finance and fiduciary roles
May require:
· Enhanced identity verification. 
· References. 
· Relevant work history. 
· Conflict-of-interest disclosure. 
· Financial-integrity review where lawful and appropriate. 
· Separation-of-duty controls. 
· Department approval. 
Safety and security roles
May require:
· Experience verification. 
· References. 
· Background screening. 
· Conduct history. 
· Role-specific training. 
· Legal authority review. 
· Safety Officer approval. 
Pastoral and evangelism leadership
May require:
· Church endorsement. 
· Ministerial credentials where applicable. 
· Doctrinal alignment appropriate to the role. 
· Conduct and safeguarding review. 
· References. 
· Evangelism Director approval. 

13. Professional Credential Verification
The Coordinator will coordinate verification of:
· License number. 
· Issuing authority. 
· Current status. 
· Expiration. 
· Specialty. 
· Restrictions. 
· Disciplinary history where available and appropriate. 
· Certification status. 
· Required continuing education where relevant. 
· Name match. 
· Authenticity of uploaded documents. 
A document uploaded by the applicant is not sufficient by itself when verification through an issuing authority is available and required.
Foreign professional credentials must be reviewed for lawful use in Haiti.
No volunteer may receive a clinical assignment beyond their verified scope.

14. Reference Checks
Reference procedures should identify:
· Required number of references. 
· Relationship to applicant. 
· Minimum length of acquaintance where appropriate. 
· Prohibited reference categories for certain roles. 
· Standard questions. 
· Documentation. 
· Follow-up. 
· Conflict-of-interest concerns. 
Reference questions may cover:
· Reliability. 
· Teamwork. 
· Judgment. 
· Respectful conduct. 
· Response to authority. 
· Work with vulnerable people. 
· Confidentiality. 
· Relevant skills. 
· Safety. 
· Known concerns. 
The Coordinator must distinguish the reference’s direct observations from speculation.

15. Interviews
The Coordinator will establish structured interview procedures.
Each interview should include:
· Trained interviewer. 
· Standard role-specific questions. 
· Notes based on relevant responses. 
· Opportunity for applicant questions. 
· Explanation that the interview does not guarantee acceptance. 
· Conflict disclosure by interviewers. 
· Scoring or recommendation criteria. 
· Safeguarding escalation when needed. 
· Documentation of follow-up items. 
Two interviewers should be used for higher-risk or leadership roles where feasible.

16. Interview Topics
Potential interview topics include:
· Motivation. 
· Understanding of the mission. 
· Cultural humility. 
· Teamwork. 
· Flexibility. 
· Handling stress. 
· Respect for Haitian leadership. 
· Professional competence. 
· Safeguarding. 
· Boundaries. 
· Confidentiality. 
· Conflict. 
· Faith-based organizational expectations. 
· Willingness to perform assigned duties. 
· Response to schedule changes. 
· Use of social media. 
· Expectations about vacation or tourism. 
· Ability to follow medical, safety, and logistical direction. 
Interviewers must not ask unlawful or irrelevant questions.

17. Background Screening
Where required, the Coordinator will:
· Obtain written authorization. 
· Use an approved provider. 
· Confirm applicant identity. 
· Apply the correct screening package. 
· Restrict report access. 
· Verify possible matches. 
· Follow applicable adverse-action or correction requirements. 
· Avoid sharing report details with recruiters or unauthorized leaders. 
· Document the final role-relevant decision. 
· Follow retention and disposal procedures. 
The process should consider:
· Nature of the concern. 
· Relationship to the role. 
· Time elapsed. 
· Evidence of rehabilitation. 
· Pattern. 
· Accuracy. 
· Safeguarding requirements. 
· Legal restrictions. 
· Organizational risk. 
Certain offenses or credible conduct concerns may be disqualifying for child, clinical, financial, transportation, or leadership roles.

18. Safeguarding Review
The Coordinator will immediately escalate information suggesting:
· Child abuse. 
· Sexual exploitation. 
· Grooming. 
· Domestic or interpersonal violence concerns relevant to mission safety. 
· Harassment. 
· Stalking. 
· Exploitation of vulnerable adults. 
· Boundary violations. 
· Retaliation against reporters. 
· Prior removal from child- or vulnerable-person programs. 
· Attempts to avoid screening. 
Safeguarding records must be restricted.
The applicant must not be permitted to work with children or vulnerable people while a serious unresolved suitability concern remains.

19. Social-Media and Public-Record Review
If UnityReach Global authorizes such review, it must be:
· Disclosed appropriately. 
· Lawful. 
· Role related. 
· Consistent. 
· Limited to publicly available information. 
· Conducted by trained personnel. 
· Documented. 
· Protected from political, religious, racial, disability, or other improper bias. 
· Verified before reliance. 
Concerns may include credible public evidence of:
· Threats. 
· Violence. 
· Hate. 
· Sexual exploitation. 
· Fraud. 
· Impersonation. 
· Serious professional misconduct. 
· Unauthorized representation of UnityReach Global. 
Ordinary differences of opinion must not be treated as misconduct merely because a reviewer disagrees.

20. Department Review
Department directors should receive only the information necessary to assess:
· Qualifications. 
· Experience. 
· Role fit. 
· Language. 
· Availability. 
· Training needs. 
· Scope limitations. 
· Assignment recommendation. 
They should not automatically receive:
· Full background reports. 
· Medical information. 
· Financial records. 
· Family information. 
· Passport numbers. 
· Safeguarding case details beyond what is required for the decision. 
Department recommendations may include:
· Approved for requested role. 
· Approved with limitations. 
· Alternate role recommended. 
· Additional interview required. 
· Additional credential required. 
· Not suitable for department. 
· Waitlist. 
· Decline recommendation. 

21. Conditional Acceptance
Conditional acceptance may be used when an applicant appears suitable but must complete specified requirements, such as:
· Credential verification. 
· Background screening. 
· Reference check. 
· Additional interview. 
· Department approval. 
· Training. 
· Passport renewal. 
· Safeguarding documentation. 
· Driving record. 
· Other role-specific requirement. 
The notice must state:
· Conditions. 
· Deadline. 
· Consequences of noncompletion. 
· Whether payment may be accepted. 
· Whether costs remain refundable. 
· That the person is not yet deployment ready. 
Conditions must not remain unresolved indefinitely.

22. Acceptance
An acceptance record should identify:
· Approved role. 
· Department. 
· Alternate assignment. 
· Role limitations. 
· Required training. 
· Screening completion. 
· Decision maker. 
· Decision date. 
· Conditions. 
· Expiration or review date where applicable. 
· Next steps. 
· Readiness handoff. 
Acceptance does not mean fully paid, ticketed, certified, or ready for deployment.

23. Alternate Role Placement
When an applicant is unsuitable for the requested role but suitable for another, the Coordinator will:
· Consult the relevant department. 
· Explain why the original role cannot be offered without disclosing unnecessary information. 
· Present the alternate role. 
· Obtain applicant agreement. 
· Update department and training requirements. 
· Preserve the decision history. 
· Avoid treating an alternate placement as a punishment. 
· Avoid placing the person in another role that has the same unresolved risk. 

24. Waitlisting
Applicants may be waitlisted because:
· Department capacity is full. 
· Mission capacity is full. 
· Housing or airline capacity is limited. 
· A credentialed position has enough approved personnel. 
· The applicant is suitable but not currently needed. 
· Leadership is evaluating expansion. 
Waitlisting must not be used to avoid making a necessary adverse decision.
Waitlisted applicants must receive:
· General reason. 
· Expected review timeline where known. 
· Requirements they must maintain. 
· Clear statement that placement is not guaranteed. 
· Instructions for updating availability. 

25. Declination
A decision to decline should be:
· Based on approved criteria. 
· Reviewed at the required authority level. 
· Documented factually. 
· Communicated respectfully. 
· Limited in detail when safeguarding, privacy, legal, or security concerns require it. 
· Protected from recruiter or public disclosure. 
· Connected to appeal or reconsideration options where applicable. 
The Coordinator must not label a person publicly as dangerous, dishonest, unqualified, or rejected.

26. Appeals and Reconsideration
The process should allow an applicant, where appropriate, to:
· Correct inaccurate information. 
· Submit missing evidence. 
· Challenge mistaken identity. 
· Explain a credential issue. 
· Ask for reconsideration. 
· Request an alternate role. 
· Appeal a procedural error. 
Appeals should:
· Preserve the original decision. 
· Be reviewed by a person not solely responsible for the original decision where feasible. 
· Include new evidence. 
· Be time limited. 
· Be documented. 
· Produce a final status. 
· Protect confidentiality. 
· Prevent retaliation. 
Some safeguarding or legal restrictions may limit the information disclosed.

27. Conflict-of-Interest Controls
Reviewers must disclose when an applicant is:
· A relative. 
· Close friend. 
· Business associate. 
· Church member under their direct authority. 
· Donor. 
· Employee. 
· Former partner. 
· Person involved in a dispute with the reviewer. 
· Someone whose acceptance benefits the reviewer. 
The reviewer should recuse themselves where impartiality may reasonably be questioned.
The system should record:
· Conflict. 
· Recusal. 
· Replacement reviewer. 
· Final decision. 
· Exception authority. 

28. Screening Vendor Management
For external vendors, the Coordinator will verify:
· Legal business identity. 
· Services. 
· Data security. 
· Consent procedures. 
· Accuracy-dispute process. 
· Turnaround time. 
· Pricing. 
· Geographic coverage. 
· Applicable legal compliance. 
· Report access. 
· Data retention. 
· Breach notification. 
· Customer support. 
· Contract terms. 
The least expensive vendor should not be selected if it creates unacceptable accuracy, privacy, or safeguarding risk.

29. Applicant Communications
The Coordinator will maintain approved templates for:
· Application received. 
· Incomplete application. 
· Document request. 
· Interview invitation. 
· Reference request. 
· Screening authorization. 
· Credential pending. 
· Additional review. 
· Conditional acceptance. 
· Acceptance. 
· Alternate role. 
· Waitlist. 
· Declination. 
· Appeal received. 
· Decision updated. 
· Application withdrawn. 
· Case closed. 
Communications should be available in the applicant’s selected language where translations are approved.

30. Privacy and Security
The Coordinator will ensure:
· Screening records have restricted access. 
· Full background reports are not broadly downloaded. 
· Applicant files are not discussed in group chats. 
· Interview notes remain factual. 
· Documents are stored in approved systems. 
· Exports are logged and limited. 
· Reviewers use individual accounts. 
· Unauthorized access is reported. 
· Printed documents are secured. 
· Sensitive information is not included in general rosters. 
· Recruiter-facing referral systems receive only permitted statuses. 
· Records are retained or destroyed according to policy. 
· Test accounts remain excluded from real screening operations. 

31. Screening Holds and Suspensions
An application or acceptance may be placed on hold when:
· Identity cannot be verified. 
· Required screening is incomplete. 
· A serious safeguarding concern arises. 
· A credential appears invalid. 
· Material information is inconsistent. 
· A background result requires review. 
· A complaint is under investigation. 
· The applicant may have misrepresented information. 
· A conflict-of-interest review is required. 
· A role-specific safety requirement is unmet. 
The person should receive an appropriate notice unless doing so would compromise safety, law, evidence, or an authorized investigation.

32. Post-Acceptance Duty to Report
Accepted volunteers must report material changes such as:
· Professional license suspension or expiration. 
· Criminal charges relevant to the role. 
· Safeguarding allegations. 
· Driving-license suspension for driver roles. 
· Employment or professional discipline relevant to mission duties. 
· Loss of required certification. 
· Material application misstatement. 
· Legal restriction affecting travel or service. 
A report does not automatically determine the final outcome. It triggers authorized review.

33. Authority
Within approved policies, the Coordinator may:
· Determine application completeness. 
· Assign reviewers and interviewers. 
· Request documents. 
· Initiate authorized screenings. 
· Verify credentials. 
· Place an application on administrative hold. 
· Recommend acceptance, conditional acceptance, alternate placement, waitlist, or decline. 
· Restrict access to screening information. 
· Correct administrative errors with an audit trail. 
· Escalate safeguarding, fraud, privacy, or credential concerns. 
· Suspend role assignment pending review. 
· Recommend process improvements. 
Final acceptance, rejection, removal, or reinstatement must follow the authorized approval structure.

34. Limitations
The Coordinator may not:
· Guarantee acceptance. 
· Approve relatives without independent review. 
· Change payment records. 
· Diagnose medical conditions. 
· Discriminate unlawfully. 
· Disclose screening reasons to recruiters. 
· Share background reports unnecessarily. 
· Ignore safeguarding concerns. 
· Accept payment in exchange for approval. 
· Fabricate reference or interview records. 
· Alter adverse information to help or harm an applicant. 
· Use rumor as verified evidence. 
· Collect screening information without proper authorization. 
· Allow a test record to become a production participant. 
· Clear an applicant for a licensed role without verification. 
· Retaliate against an applicant who appeals or reports misconduct. 

35. Application and Screening Workflow
The standard workflow should be:
Inquiry Converts to Application → Applicant Consents → Application Submitted → Completeness Review Completed → Identity Verified → Duplicate Review Completed → Role-Based Screening Assigned → Interview Conducted → References Checked → Background Screening Completed Where Required → Credentials Verified → Department Review Completed → Safeguarding and Conflict Reviews Completed → Decision Recommended → Authorized Decision Recorded → Applicant Notified → Accepted Applicant Transferred to Training and Readiness → Appeal or Reconsideration Process Available Where Applicable

36. Timeline and Deliverables
Phase 1: August–September 2026
Before registration opens, the Coordinator will:
· Meet with the Volunteer Director and Mission Director. 
· Review all proposed volunteer roles. 
· Draft the Application and Screening Plan. 
· Develop role-based screening levels. 
· Create the application structure. 
· Establish data-minimization requirements. 
· Define application statuses. 
· Develop consent and privacy requirements. 
· Create interview and reference frameworks. 
· Establish conflict-of-interest controls. 
· Identify background and credentialing vendors. 
· Develop the preliminary budget. 
· Create the screening risk register. 
Required deliverables
· Application and Screening Plan. 
· Application-field framework. 
· Role-based screening matrix. 
· Consent framework. 
· Interview guide. 
· Reference-check guide. 
· Conflict-of-interest procedure. 
· Preliminary budget. 
· Risk register. 

Phase 2: Registration Launch — October–December 2026
The Coordinator will:
· Activate the production application. 
· Test multilingual views. 
· Verify referral attribution. 
· Confirm privacy and role permissions. 
· Train initial reviewers. 
· Begin completeness reviews. 
· Process early applications. 
· Identify duplicate records. 
· Test applicant notifications. 
· Confirm test accounts remain separated. 
· Track system errors. 
· Correct workflow weaknesses. 
· Submit regular application-pipeline reports. 
By December 31, 2026
The Coordinator should have:
· A working application system. 
· Defined reviewer roles. 
· Initial applicant cases. 
· Functional status tracking. 
· Document-request procedures. 
· Multilingual applicant communications. 
· Audit-logged decisions. 
· Documented launch corrections. 

Phase 3: January–November 2027
The Coordinator will conduct the main screening cycle.
Responsibilities include:
· Review applications. 
· Conduct interviews. 
· Check references. 
· Initiate background screenings. 
· Verify credentials. 
· Coordinate department reviews. 
· Issue decisions. 
· Track conditional requirements. 
· Maintain waitlists. 
· Process withdrawals. 
· Resolve duplicates. 
· Conduct safeguarding escalations. 
· Process reconsideration requests. 
· Monitor reviewer consistency. 
· Audit decision quality. 
· Prepare accepted volunteers for the December 2027 deposit. 
· Provide pipeline reports without exposing sensitive information. 

Phase 4: December 2027–June 2028
The Coordinator will:
· Continue screening remaining applicants. 
· Verify that deposit status does not override unresolved screening. 
· Process replacements and alternates. 
· Reverify time-sensitive licenses. 
· Resolve conditional acceptance. 
· Monitor critical role gaps. 
· Conduct enhanced reviews for sensitive positions. 
· Coordinate changes in department placement. 
· Close incomplete cases after appropriate notice. 
· Support authorized growth toward 150 or 200. 
· Transfer accepted applicants into readiness. 
· Maintain an approved waitlist. 
By June 30, 2028
The Coordinator should have:
· Completed primary screening for the active roster. 
· Resolved most conditional acceptances. 
· Verified critical professional credentials. 
· Established an alternate pool. 
· Closed or documented incomplete cases. 
· Transferred active participants to readiness management. 

Phase 5: July–September 2028
The Coordinator will transition to controlled replacement and re-screening.
Responsibilities include:
· Reverify expiring licenses and certifications. 
· Screen authorized replacement applicants. 
· Review new conduct or safeguarding information. 
· Resolve application discrepancies. 
· Finalize department approvals. 
· Close general applications where directed. 
· Confirm that no late applicant bypasses requirements. 
· Audit active participant files. 
· Identify missing screening elements. 
· Coordinate holds with readiness personnel. 
· Prepare the final screening-status report. 

Phase 6: October–December 13, 2028
The Coordinator will:
· Complete final screening audits. 
· Resolve outstanding credential checks. 
· Confirm background-screening completion. 
· Review expired or changed credentials. 
· Process urgent replacements only through the full required process. 
· Apply holds when new concerns arise. 
· Participate in the final readiness review. 
· Ensure declined, withdrawn, suspended, test, or incomplete applicants are excluded from deployment rosters. 
· Secure screening records. 
· Submit final screening certification to the Volunteer Director and Mission Director. 
No applicant may be cleared simply because airline tickets, housing, or supplies have already been purchased.

37. Departure Day — December 14, 2028
The Coordinator will:
· Be available for unresolved screening-status verification. 
· Support the final roster check. 
· Confirm that every departing volunteer has an authorized acceptance status. 
· Prevent airport personnel from seeing unnecessary screening details. 
· Escalate any last-minute identity or safeguarding concern. 
· Avoid conducting sensitive interviews in public airport areas. 
· Document no-shows, holds, or denied-departure decisions. 
· Transfer active deployment accountability appropriately. 
· Secure screening devices and records. 

38. Mission Operations — December 15, 2028–January 2, 2029
During deployment, the Coordinator will:
· Support review of serious volunteer conduct concerns. 
· Verify original application information when relevant. 
· Protect confidential records. 
· Coordinate temporary suspension from duties when authorized. 
· Support role reassignment. 
· Document newly discovered credential or identity issues. 
· Ensure department leaders do not independently investigate serious safeguarding concerns. 
· Prevent rumor-based decisions. 
· Support fair review. 
· Maintain non-retaliation. 
· Record outcomes affecting future eligibility. 

39. Final Day — January 3, 2029
The Coordinator will:
· Confirm final volunteer statuses. 
· Document suspensions, removals, early departures, and approved completions. 
· Secure screening records for return. 
· Remove unnecessary deployment access. 
· Transfer unresolved cases to authorized personnel. 
· Confirm that no sensitive files remain in housing or personal devices. 
· Participate in the final leadership review. 
· Submit outstanding appeal or investigation matters. 
· Prepare the preliminary screening closeout report. 

40. Post-Mission Review
The Coordinator should evaluate:
· Application completion. 
· Screening turnaround. 
· Interview quality. 
· Reference response. 
· Background-screening completion. 
· Credential accuracy. 
· Conditional acceptance outcomes. 
· Waitlist effectiveness. 
· Appeals. 
· Withdrawals. 
· Deployment completion. 
· On-mission conduct concerns. 
· Screening issues discovered too late. 
· Reviewer consistency. 
· Privacy incidents. 
· Applicant satisfaction. 
· Department satisfaction. 
· Recommendations for future missions. 

41. Records and Documentation
The Coordinator must maintain:
· Application and screening plan. 
· Application forms. 
· Consent and authorization. 
· Identity-verification records. 
· Duplicate reviews. 
· Interview notes and scores. 
· Reference checks. 
· Background-screening status and restricted reports. 
· Credential-verification records. 
· Department reviews. 
· Safeguarding referrals. 
· Conflict disclosures. 
· Conditional acceptance. 
· Acceptance decisions. 
· Alternate-role decisions. 
· Waitlist records. 
· Declination records. 
· Appeals and reconsideration. 
· Holds and suspensions. 
· Applicant communications. 
· Access and audit logs. 
· Final participant screening status. 
· Final evaluation and lessons learned. 

42. Performance Indicators
Performance may be evaluated using:
· Application-completeness rate. 
· Average initial-review time. 
· Average screening-completion time. 
· Percentage of role-required background checks completed. 
· Credential-verification rate. 
· Reference completion. 
· Interview completion. 
· Conditional-acceptance resolution rate. 
· Department-review turnaround. 
· Number of late-discovered screening deficiencies. 
· Duplicate-resolution accuracy. 
· Appeal turnaround. 
· Reviewer consistency. 
· Applicant communication timeliness. 
· Privacy incidents. 
· Safeguarding escalation timeliness. 
· Percentage of deployed participants fully screened. 
· Department satisfaction. 
· Accuracy and timeliness of final reporting. 

43. Key Risks to Manage
The Coordinator must actively manage:
· Incomplete applications. 
· Identity fraud. 
· Duplicate records. 
· Forged licenses. 
· Unverified clinical credentials. 
· Unqualified drivers. 
· Missed safeguarding indicators. 
· Improper background-check use. 
· Discrimination. 
· Reviewer conflicts of interest. 
· Recruiter interference. 
· Donor or church-leader pressure. 
· Payment influencing acceptance. 
· Privacy violations. 
· Inconsistent interview scoring. 
· Rumor treated as fact. 
· Late replacement bypassing screening. 
· Test records entering production. 
· Expired professional licenses. 
· Applicants assigned beyond verified scope. 
· Poorly documented adverse decisions. 
· Retaliation after complaints or appeals. 

44. Immediate First 30-Day Action Plan
Within the first 30 days, the Application and Screening Coordinator should:
1. Meet with the Volunteer Director and Mission Director. 
2. Review every volunteer role. 
3. Draft the Application and Screening Plan. 
4. Create role-based screening levels. 
5. Develop the application-field framework. 
6. Establish data-minimization rules. 
7. Draft consent and privacy notices. 
8. Create application statuses. 
9. Develop identity and duplicate checks. 
10. Create structured interview guides. 
11. Create reference-check procedures. 
12. Establish background-screening requirements. 
13. Develop credential-verification procedures. 
14. Establish conflict-of-interest and recusal controls. 
15. Develop acceptance, waitlist, decline, and appeal procedures. 
16. Prepare the preliminary budget. 
17. Create the screening risk register. 
18. Prepare the production workflow for the October 1, 2026 registration launch. 

45. Closing Responsibility Statement
The Application and Screening Coordinator is responsible for protecting both the mission and the people it serves by ensuring that every volunteer is evaluated through a fair, confidential, role-appropriate, and documented process.
Recruitment enthusiasm, financial contribution, professional reputation, church status, or referral success must never replace proper screening. The standard is not whether someone wants to serve—it is whether they can be safely and appropriately entrusted with the responsibilities of their assigned role.

