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Will this  
candidate be 

spending more 
than 3 days with 
you /your staff? 

Do you have a 
candidate selected 

to serve in your 
department? 

Are they seeking a 
structured academic 

experience for 
credit? 

Is there a current, active 
affilation agreement 

between UMU and the 
originating department at 

the student's school? 

This is considered an  
Internship or Fieldwork 
placement. Please see 

policy V-06 for details or 
search website for 

Internship 

 

This is considered a    
Special Placement 

Volunteer (SPV)                         

Please see  the  flow chart 
below 

Note: documentation of 

SPV hours can be provided 

for proof to their institution   

 

This is considered a Special 

Placement Volunteer (SPV)                     
Please see  the  flow chart 

below. 

This will be considered a 
Traditional Volunteer 

placement, please  contact 
the Office of Volunteer 

Programs for assistance. 

This is considered: Job 

Shadowing.  Please see 
Policy J-01 for details or 
search website for Job 

Shadowing   

 

 

 

 

 

 

 

  

 

The Office of Volunteer Programs 

This decision tree will assist in choosing 

the path appropriate for your volunteer 

selection.  



Special Placement Volunteers (SPV): Individuals who provide direct service in support of UMU and its 

programs without compensation. These individuals are recruited and approved by the college or department 

in which they will be serving. Once approved, clearance and on- boarding is conducted by the Office of 

Volunteer Programs. Policy UW V-07 

The Sponsoring Department or Requestor 
initiates a request for Special Placement 

Volunteer by submitting:  

Request to Appoint a Special 
Placement Volunteer Form  

The Office of Volunteer Programs (OVP) 

 then sends candidate an email with: 

- Special Placement Volunteer Application link 

- Criminal Background Investigation (CBI) 
registration link 

- On-boarding Process steps 

Once the application and Criminal 
Background Investigation results are 

received, OVP will enter the 
candidate into the Non-Employee 

Mangement System. 

 

•Please note as pursuant to UMU Policy P-45, 
access to clinical information systems will not 

be granted for volunteers.  

The candidate will then follow the remaining 
on-boarding steps provided in the email.  This 

includes: 

 Health clearance process through Upstate's 
Employee/Student Health Department 

Online orientation 

Online HIPAA training 

 ID badging through Upstate Payroll 
Department  

Completion of on-boarding forms provided by 
OVP 

After all of these steps are completed the Sponsoring 
Department is notified that the candidate is now cleared as a 

Special Placement Volunteer (SPV). 

 If the SPV is working on a research project, the Research 
Compliance Department is also notified of clearance  

 

http://www.upstate.edu/volunteers/pdf/SPV-Request-form-Updated-5-2018-2.pdf

