VOLUNTEER RENEWAL APPLICATION “HOW TO” Version 2.3

1. Go to https://gdc.georgia.gov on your web browser and find the GDC Main Web page.
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GDC Mission

To protect Georgians by operating secure facilities
and providing opportunities for offender
rehabilitation.

2. Scroll down to the bottom of the page using the gray scroll bar on the screen right hand side and
locate “VOLUNTEER OPPORTUNITIES”. Click on “GET INVOLVED”:
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GDC Involvement

Job Opportunities

Make a difference in your community
and enjoy a rewarding career by

becoming a Correctional Officer

Join Our Team

Volunteer Opportunities

Learn about opportunities to contribute
your expertise to the Georgia Department
of Corrections.

Get Involved
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3. Locate Volunteer Renewal Application on the menu and click.

v B2 Volunteering | Georgia Depart: X +* — X
< ¢} 25 gdc.georgia.gov/community-support/volunteering v In) o & :
Community Support

Volunteering

Volunteering

About Volunteer Services

Apply to be a Volunteer s involved. We have Become a
unteers who have served GDC

Volunteer Renewal for many years and are

o Volunteer
Application

welcoming new volunteers

every month. There is a If you're interested

process to become an
in becoming a

Volunteer Requirements .
approved volunteer. Each volunteer at a GDC

volunteer should meet the location, you need

requirements set by GDC and

Volunteer Training to go through our

go through the approved application
i training process. Use the
Volunteering FAQs ;
Once you become an link to start the

approved volunteer, you'll application

Volunteers' Personal — b

n £ Type here to search

4. Review the Volunteer Renewal Application instructions found on this page and click on “Fill
OUT THE RENEWAL FORM” to begin the renewal process.
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5. You will see the Volunteer Renewal Process login page. You must login using your individual
volunteer information.
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Volunteer Renewal Process

Note:
This web page is for RENEWING Velunteer 1D cards:
* For Currently Active Volunteers (date on card is within 90 days of expiration)
* For Inactive Volunteers (date on card is no more than 90 days past expiration).
ALL OTHERS (including those whase cards are more than 90 days past expiration) MUST GO THROUGH NEW APPLICATION
PROCESS
All fields are required!
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First Name

Volunteer 1D (7 Digit Number):*
Volunteer ID

Expiration Date:®

MM/DD/YYYY
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NOTE: This web page is for RENEWING Volunteer ID cards:

* For Currently Active Volunteers (date on card is within 90 days of expiration).

* For Inactive Volunteers (date on card is no more than 90 days past expiration).
ALL OTHERS (including those whose cards are more than 90 days past expiration) MUST GO THROUGH THE NEW
APPLICATION PROCESS.

Information from your current Volunteer ID card must be entered in the identified fields This
information will be compared to existing records and if successful, you will proceed to the mandatory
videos. If you are unsuccessful, you should receive an “Invalid Data” or other notice in this block.

Note that you must also check the “ 1 AM NOT A ROBOT” block at the bottom left BEFORE submitting
your information.
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6. Upon a successful login, you will see a screen with a video. There are two mandatory videos that will
run consecutively for approximately 40 minutes. Press the arrow in the center of the screen to start
the videos. You can pause the videos, but you cannot fast forward them.
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Volunteer Renewal Process

Below are two training videos required for renewal: PREA for Volunteer Training and Sexual Harassment
Prevention Training. At the end of the final video a link will be displayed. Please click on the link to access the
application. Complete the application. Sign the application online. Click submit. Once the application is received, Me:
the GDC Volunteer Services office will review and then contact you
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7. Once the mandatory videos are completed, you will view a screen as below. Click on the blue
box to begin filling out the forms. Specific name and ID card data are already added for you and
cannot be changed.

Press | Esc | to exit full screen

Click here to access Volunteer Application Renewal Form

Fill Renewal Form




8. Complete the Volunteer ID Renewal Confirmation Information form and the GCIC/NCIC check
form. You will then complete two attestation forms indicating that you have viewed the
mandatory videos and specific identified points. Your page view should appear something like
below as you are ready to begin completing the forms.
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Step 4 of 4: Fill and submit volunteer services application form. You will need an email ID to submit the application.
Adobe Acrobat Sign [Oh
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Volunteer ID Renewal Confirmation

et _
Name:
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Volunteer ID number: -hpirntion Date: _ v
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NOTE: If your web page appearance appears “GRAYED OUT” locate the inside scroll bar on the right
side of the screen. and scroll down until you see a BLUE Box. Click on the “Continue” button and your
page view should appear normal and available for data entry.
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Scroll down until you see a BLUE “Continue” Box (See arrow below)
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Attestation Form example view:
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GEORGIA DEPARTMENT OF CORRECTIONS
SEXUAL ABUSE/SEXUAL HARASSMENT
PRISON RAPE ELIMINATION ACT (PREA) EDUCATION
ACKNOWLEDGEMENT STATEMENT

Employee Type (Check one):

D Employee

I:I Contractor/Volunteer

I have received the appropriate training for my employee status in accordance with SOP 208.06,
Sexually Abusive Behavior Prevention and Intervention Program. 1 understand the Department’s
zero-tolerance for sexual abuse of offenders. I understand that I am not to engage in any behavior
of a sexual nature with an offender and to report to a nearby supervisor if I witness such conduct

or if someone reports such conduct to me. I further understand that my authorization to enter,

Language | English: US v ©2022 Adobe. All rights reserved. Terms Consumer Disclosure Trust Cookie preferences
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9. Once all forms are completed, you will click the identified final “click to sign” button. You will
NOT be able to click the “click to sign” button until all required data fields are completed.
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You should next see a block requesting you to enter your current personal email address:
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Enter Your Information

Please enter your email and then click to sign this document.

Email

Cancel
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Additional instructions for you to check your personal email box for a message to confirm your identity
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Just one more step

We just emailed you a link to make sure it's you. It'll only take a few seconds, and

we can't accept your signature on "VSRVolunteerServiceRenewalForm" until
you've confirmed

n L Type here to search

10. Once you find the email in your personal email inbox with the subject: “Please confirm your
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signature on VSRVolunteerServiceRenewalForm”, click on the link to confirm your email and your

identity. Clicking on this link is required to complete your renewal application submission
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Fw: Please confirm your signature on VSRVolunteerServiceRenewalForm
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Thank you for signing

VSRVolunteerServiceRenewalForm. To complete the
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using the tink below. It will only take

H P Type here to search




Once you click on the link, a message like the example below normally, depending on your
individual computer settings, appears on your screen.
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Your e-signing of VSRVolunteerServiceRenewalForm has been

their signature.

verified. It has now been emailed to the additional signer(s) for
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Questions or Assistance: Contact the GDC Chaplaincy/Volunteer Services Team
at 478-992-6406/5908 or chaplaincy.services@gdc.ga.gov



