
 

 
 
 
 
March, 2010 
 
 
Dear Company Coordinator: 
 
Thank you for volunteering to coordinate employee volunteers for 
your companyôs participation in United Way of Greater Portlandôs 
annual Day of Caring.  This manual contains everything you need to 
know about recruiting and registering your volunteers for this event.   
 
You will find Frequently Asked Questions, step-by-step instructions 
for registering your volunteers on-line and additional information to 
make your planning easier.   
 
We hope you find this manual useful. 
 
 
 
2010 Day of Caring Steering Committee 



Day of Caring Company Coordinator Training Manual 
 
Frequently Asked Questions 
  
1. What is a Company Coordinator?   

A company coordinator recruits volunteers from within their company and assigns them to a 
specific volunteer project using the on-line registration system on VolunteerMaine.org.  As a 
Company Coordinator, you are responsible for recruiting volunteers, entering updated 
information about your volunteers for the agencies, ordering T-shirts (if appropriate), and for 
sending your volunteers any updates about the Day of Caring event (including project details, 
location and Day-Of schedule of events). 
 

2. When is the last date we can register our volunteers? 
Company and School Coordinators may register their volunteers between April 15 ï 30.  All 
volunteers must be registered by 5:00 p.m. on APRIL 30.   No additional names may be added 
after that time.  If there are volunteers who are not placed, they may be put on your company/ 
school ñReserve Teamò or waitlist in case you have cancellations.       
 

3. What if a volunteer has to drop out? 
If a volunteer knows prior to Day of Caring that they will not be able to make it to their assigned 
project, they should tell you, the company coordinator, in case you have a waitlist of volunteers 
and can easily make a replacement. If not, the volunteer should try to find a replacement.  
Theyôve made a commitment and the agencies are counting on their participation.  The company 
coordinator may make the change to the list of volunteers at any time up until two days prior to 
the Day of Caring..  After that, the site will be locked to changes. 

 
4. How do I order T-shirts for my volunteers? 

You can order T-shirts via the United Way of Greater Portlandôs website at: 
www.unitedwaygp.org. Click on Volunteer (in blue), then ñDay of Caringò on the left side.  The 
deadline for ordering T-shirts is Friday, May 7. 
  

5. What is a Volunteer Site Captain?   
A volunteer site captain is the ñhost/ hostessò to the site along with the agency representative.  
They are responsible for communicating with the company coordinators prior to Day of Caring to 
ensure everyone has directions and any details about specific tools to bring or clothing to wear, 
etc.  Site volunteer captains are also responsible for going to the project to take attendance the 
day of the event and for forwarding the list to the United Way of Greater Portland. 
 

6. What is a Reserve Team? 
A Reserve Team is the same as a waitlist.  If you have individuals who cannot be placed, it is a 
good idea to keep a list of names as sometimes individuals have to drop out at the last moment 
due to illness or emergency and you will have a list waiting to fill those slots.   
 
7. Why canôt one company take an entire project?  It is best if a site has volunteers from 
various companies.   In the case of an emergency, if a group from one company cannot attend, 
the project can still be completed by the volunteers from the remaining companies.  Teams of 
fewer than 6 people take an entire project.  This is why it is important to know the TYPE of 
volunteer opportunity your volunteers want rather than a specific project.  If the agency they 
prefer no longer has slots available, they can choose a different project of the same type.  
Include a note in the registration information if you have volunteers who have special skills (i.e. 
electricians, carpenters, plumbers, master gardeners, artists, etc.). 

http://www.unitedwaygp.org/


 
 

How do I start? 
 
A.  You may begin recruiting your volunteers now.  We have posted a sample flyer and poster on 
the United Way of Greater Portland website.  These are just samples.  Each business or school 
has its own requirements for participation in this event, so please feel free to create your own 
materials to fit your needs. 
 
B.    Ask volunteers for their first, second and third choices for types of projects.  Also ask about 
any special interests/skills or limitations they may have as well as their T-shirt size (if you plan to 
order T-shirts for your company).  Remember, you will not be recruiting for a specific agency but for 
a type of project.  
 
C.  We will hold several training sessions for company coordinators to learn how to register 
volunteers on VolunteerMaine.org.  If you have not done this before or want a refresher, please 
attend one of these sessions. All sessions will be held at the United Way of Greater Portland, 400 
Congress St., Portland, 4th floor.  RSVP to: kstephenson@unitedwaygp.org and note your date 
preference.  New coordinators are HIGHLY encouraged to attend a training session. 
 

¶ Wednesday, March 31 ï 4-5:00 p.m. 

¶ Wednesday, April 7 ï Noon ï 1:00 p.m.   
 

Prior to registering your company volunteers 
You must register yourself as a volunteer on the VolunteerMaine.org website.  Be sure to give 
yourself a password that is easy to remember and include your name, business, address, e-mail 
and telephone.   

¶ You are not required to complete a volunteer profile unless you want to.   

¶ You will have to check the option that you DO want to receive e-mails so that you will get 
the volunteer placement confirmations.   

NOTE:  If you registered last year you do not need to do this again.   

 
D.  You will receive an email from me telling you when volunteer registration is open.  Volunteer 
registration will take place from April 15 ï 30.   
 

The deadline to register your volunteers is Friday, April 30 at 5:00 p.m. 
 

 

 

Dates to remember  
Training Wednesday, March 31 ï 4-5:00 p.m. 
Training Wednesday, April 7 ï Noon ï 1:00 p.m.   
Volunteer Registration Opens Friday, April 15  
Volunteer Registration Closes Friday, April 30 
Deadline to order T-Shirts Friday, May 7 
Day of Caring Thursday, May 20 

mailto:kstephenson@unitedwaygp.org


How do I login to the VolunteerMaine site to register my volunteers? 
 

¶ Go to: www.liveunitedportland.org  

¶ Click on Volunteer in blue on the Right 

 
 
Where do I find more information about Day of Caring? 

¶ Click on the ñDay of Caringò link on the left and scroll down.  Here youôll find a 
sample recruitment flyer and poster and a link to order T-shirts. These are samples 
to help you out.  You do not need to use them.  The deadline to order T-shirts is 
Thursday, May 7.  

 

http://www.liveunitedportland.org/


 
How do I register my volunteers? 

¶ Go back to the Volunteer page (by clicking on Volunteering on the left side) and 
scroll down.  Click on ñif you are an individualé..ò 

 
 
 

¶ Scroll down to ñVolunteering in Cumberland, Oxford and Androscoggin countiesò 

 
 



 

¶ If you have not previously registered as a volunteer on the site, go to User Login 
and click on: ñNot registered? Sign up nowò.  NOTE:  If you have previously 
registered as a volunteer, you just need to login.   

¶ You do not need to complete a volunteer profile unless you want to. 

¶ Give yourself a password that is easy to remember.  If youôve forgotten yours, 
the system can generate a new one. 

¶ Check the option that you DO want to receive emails. (Otherwise you wonôt 
receive the confirmation emails when you register volunteers).  

 
 
Password ï If youôve forgotten your password, the system can generate a new one for 
you. Just click on ñForgot Your Password?ò 
 

 
 


