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Volunteer Intake Application

•Purpose
• Meets CJIS requirements
• Updated to allow for more access

• Email, website, mobile device
• Increase volunteer numbers statewide

• Strategic plan, triple numbers
• Assist in building partnerships/mentors



Volunteer Intake Application

• How to Apply
• Internet -

https://apps.fdc.myflorida.com/VolunteerApplication/volunteer/create
• Mobile App 

• Email - https://apps.fdc.myflorida.com/VolunteerApplication

https://apps.fdc.myflorida.com/VolunteerApplication/volunteer/create
https://apps.fdc.myflorida.com/VolunteerApplication


Determine your Volunteer Status

• You will need to decide on which type of volunteer you would 
like to be…. 
• 1) Occasional Volunteer

• Can enter any prison facility only 5 times or less a year
• Doesn’t need fingerprints; background check only

• 2) Regular Volunteer
• Can enter any prison facility more than 5 times a year
• Requires fingerprints being taken 

• On your application you will need to select ONE of the above 
status’s 



Determine: Where to volunteer at?

• On the online application, you will need to choose one of our 
institutional locations OR one of our community corrections 
locations to volunteer with

• The location you select will be the location that reviews, 
approves and/or denies your application throughout the process

• Once your application is approved, you will be able to volunteer 
with other facilities once setting up your volunteer session with 
the Chaplain and/or the Assistant Warden



Determine: Where to volunteer at: part 2
• Please go online to 

our public website to 
see all the 
institutional location 
and community 
corrections locations 
to choose from to 
volunteer at: 
Institutions -- Florida 
Department of 
Corrections 
(state.fl.us)

http://www.dc.state.fl.us/ci/index.html


Important Steps for New Application Process 

**Regular Volunteer Steps**

1. Fill out Volunteer Application Online

2. Check for received email prompting you to make an appointment to get fingerprinted

3. Call facility and make appointment for fingerprints

4. Get fingerprinted

5. Wait to receive training email (Click on link) 

6. Email Volunteer Services for Training username and password

7. Complete Training:
1. Complete the following components of online training in the following order:

1. Volunteer training manual
2. The CJIS component (where you use the username and password; when complete, you will receive a certificate)
3. Entrance and exit procedures
4. HIPAA
5. PREA

8. Contact facility and Receive PIN#
1. Once completed online training, contact the Chaplain or Assistant Warden of Programs at facility you registered with to discuss Volunteer options and to receive your PIN#



STEP 1: Fill Out Volunteer Application 
Online

• Applicant Responsibilities
• Enter ALL INFO and 

CORRECT information
on application

• Required fields 
• 25 fields 

• 2 Pages of application 
• 1- Personal info page
• Past history and 

Acknowledgement of 
Conditions page



Watch For… 

• Be careful about…
• “Date of Birth: enter in year, date and 

month correctly

• “Job Title” and “Work Location”: 
enter your current job/occupation 
title and where it is located at

• Click, “I am not a robot” and 
“SAVE”



Page 2 of Application Example…



STEP 2: Check for Received Email 

• Once you submit your application, screen will show:



STEP 2: 
Check for 
Received 
Email 
• Then, check (in 

all mailboxes, 
including spam) 
for email 
showing the 
following:



STEP 3: Make Appointment for prints

• Using the link on the previous email (see picture below), find a 
facility near you, call, and make an appointment to complete 
your fingerprints



STEP 3: Make Appointment for prints 
cont.… 

• If you are out of state or can’t go to one of our Departmental 
locations for fingerprints… 

• You can go to any location that can, “transmit their ORI number to the 
Florida Department of Corrections ORI number”
• You will need to call ahead of time to see if the location you want to printed as can 

accommodate this
• Florida Department of Corrections ORI Number is “FL037H75C” 
• Some locations outside of our facility locations might charge a fee 

• If they can’t transmit their ORI# to our ORI#, it will not work
• The Department does not accept fingerprint card



STEP 4: Get 
Fingerprinted

• You MUST bring 
the following to 
your appointment:

• Printed email with 
all your info on it

• Your Driver’s 
License

• Social Security 
Card to the 
appointment! 



STEP 4: Get Fingerprinted

• You will have 180 days to complete being fingerprinted. If you are 
not fingerprinted within 180 days, you will have to reapply and 
resubmit a new online application. 



STEP 5: Wait to receive training email (Click on 
link) 

• Once your fingerprints 
have been approved and 
the facility has approved 

your application:
• You will receive an email 

stating that you have 
been approved for 

volunteering and are ready 
to complete the online 

training:



STEP 5: Wait to receive training email (Click 
on link) Cont.… 

• Once you have received the email of approval for volunteering status 
with the training link, click on “Training Info” Link in email:



STEP 6: Email Volunteer 
Services for Training info 

• Once you click and open 
the “training info” link, 
you will see the following:

• In order to start the 
volunteer training portion, 
you MUST Email the 
information in the link to 
obtain a username and 
password



STEP 7: Complete Volunteer Online Training 

• Once you have called/emailed the Volunteer Coordinator and 
have received your username and password, you must go back to 
the original email regarding training and enter in your username 
and password. 

• The system will then navigate user to training page for you to 
begin training.



STEP 7: Complete Volunteer Online Training 

• During the Training, YOU MUST…
• Complete all the training in one sitting (not preferred to do some of the training now and some later; 

you might lose it all!)
• Best to use “Chrome, and/or Microsoft Edge” applications when completing 

• Complete the following components of online training in the following order:
1. Volunteer training manual
2. The CJIS component (where you use the username and password; when complete, you 

will receive a certificate)
3. Entrance and exit procedures
4. HIPAA
5. PREA

• When completing the training online, you MUST CLICK ALL OF THE:
• “I have completed _______ training course” for EACH module
• “Finished Reading” for EACH module
• “I have read the _________ training course” for EACH module



STEP 7: Complete Volunteer Online 
Training cont…

• There are 13 (thirteen) “read, click and signs” to make sure that you 
READ, CLICK and SIGN. 

• When you have read everything, clicked ALL of the check off boxes, and 
signed everything, BE SURE TO CLICK “SAVE” 



Last Step for the Training… 

• The system will then ask for you to complete the following:
• Click in the check off box
• Fill in your information 

• Once all required fields have been completed, you will see the 
following on the screen: 



STEP 8: Contact facility and Receive PIN#

• Once training is complete, check your email for the LAST STEP of the process
(check all mailboxes, including spam)

• You then must contact the Assistant Warden of Programs or the Chaplain at 
the institution you are wanting to volunteer at, to:
• Receive your PIN#
• Schedule a date and time to start to volunteer 



Any Questions? 




