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VOLUNTEER LETTER TEMPLATES

LETTER TEMPLATES
Volunteer Hours
Court Mandated Hours Verification
Reference Letter – Standard
Reference Letter – Enhanced
Police Check Request
 
INSTRUCTIONS FOR USE
Step 1: Download and save template letter to your drive.
Step 2: From this document, add your ministry unit information and details. Ensure your standard signature is used and that you remove the blue highlights.  You will use this version as your template.  You should not need to download the volunteer services template each time you customize your letter.
Step 3: When a volunteer requests a letter, save a copy of your template: Template Name – Volunteer Name.docx. 
Step 4: Edit the highlighted fields. The dates are a click down calendar field. You may edit the letter to suit your ministry unit’s needs. 
Step 5: Unhighlight the yellow fields.  There should not be yellow highlights or [symbols] remaining on the final copy. 
Step 6: Save the document as a PDF to send to your volunteer or print a copy.  Optional: upload to Salesforce volunteer record
 
 

 
 




Police Check Request Letter
· This template may be helpful if you have a local police service that requires a letter confirming volunteer participation to receive a police check (often at a cost savings)
· Local police services may use different terminology and procedures; managers should adjust the wording as needed to align with local requirements.
 
· This letter will most commonly be used by Ministry Units who require a Vulnerable Sector Check as part of their volunteer screening requirements. These checks commonly require a letter from the organization.
· Most volunteer roles at TSA that call for a police check require Enhanced Criminal Records Check.  If you are unsure check Volunteer Screening, Training, and Onboarding Requirement Chart 
· Select only the type of police check that has been identified as required for the volunteer position through The Salvation Army's volunteer screening process. 
 
 
 
Volunteer Reference Letter Guidelines
· The Standard Letter can be used in most situations.
· The Enhanced Letter may be used when the manager has direct knowledge of the volunteer's contributions and can comfortably comment on specific strengths.
· Letters should only reflect observed volunteer service and should not make statements regarding future performance, character assessments beyond observed behaviour, or skills that have not been directly demonstrated.
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