PARKSIDE VILLAGE: HOW TO REQUEST A SERVICE—HOW TO ACCEPT AND RESPOND TO A REQUEST

(*vc=Volunteer Coordinator; *un=username; *pw=password)

1: Making and Distributing A Request

Requester calls *VC at
202-770-8852 OR emails
volunteers@parksidevill
agemd.org. Leaves
message re request
purpose, time/ date. [If
ride, leaves destination
address.]

VC enters request
on RideScheduler
site. VC stimates

< duration, and

distance if ride.

Step 2: Reviewing, Accepting Request

VC emails notice of
request to drivers

—)t and/or nondriver

volunteers.

Volunteer looks for
Village email message
listing available tasks
OR goes to Ride
Scheduler site
{www.villagerides.org),
enters UN* PW *and
looks for requests.

IF volunteer wants
to accept task,
clicks “accept” on
listing; [If not
interested,
volunteer does
nothing. Exits.]

Step 3: Performing and Documenting Task

C
I

Task Performed

q

Scheduler software
sends confirmation
message to
volunteer. [ If no
confirmation sent,
task was not assigned
to the volunteer.
Volunteer exits.]

Volunteer informs
VC via text or email
when task done. If
driver, reports
actual duration,
distance info.

RideScheduler sends
“Thank You”
message to driver
volunteers, asking
for feedback.

Volunteer contacts
requester as
indicated in
confirmation.
Volunteer and
requester work out
details [Contact VC if
problems OR if need
to cancel.]

Volunteer contacts/
reminds requester
24 hours before
task is to occur.

For more information, or to ask questions,or
to ask for a copy of the Parkside Volunteer

Training Manual, call 202 -770-8852 or email
volunteers@parksidevillagemd.org



mailto:volunteers@parksidevillagemd.org




