
 
Insert your logo here
 
Volunteer
Policies & Procedures 
 
 
Insert your physical address, phone number and website
 

 
 
 
Table of Contents 						Page
 
[image: ]
	
The Volunteer Program 
Volunteer Program ………………………….………………….3 
   Steps to Becoming a Volunteer
Application, Interview, Orientation, Assignment & Training  ……...4 
Volunteer Coordinator Contact Information  ……………………………..4  
 
  Volunteer Policy & Procedures   
Equal Opportunity….…………………………..………………………….…5
  Anti-Discrimination & Sexual Harassment Policy …………………………...5  
Drug and Alcohol Free Workplace ……………….………………………...5
Confidentiality……………………………………………….……..............5  
Conflicts of Interest …………………………………………….…..............5   
Volunteers Under the Age of 18 ………………………………….................6 
Check-In and -Out ……...…………………………………….…………...6  
Attendance .………………………………………………………………..6  
Use of Privately Owned Vehicle on City Business …………………….….6  
Health and Safety..….……………………………………..……………….7  

  Volunteer Program
[image: ]
 
 
Insert your organization’s name
Welcome and thank you for your interest in becoming a volunteer with your organization’s name. We hope that you will find volunteering with your organization’s name an enjoyable and rewarding experience.
 
Your generous gifts of time, energy, special skills and expertise are deeply appreciated. As a volunteer, you will help advance insert your vision and mission. Your efforts with us will also promote insert core objective here. 
 
This handbook is designed to help provide you with an overview of how our organization functions as well as an informational guide to the policies and procedures for volunteering with us. 
 
Our Staff agrees to:
1. Provide all necessary orientation, training and supervision for your volunteer assignment;
1. To provide you with clear guidance and instructions;
1. To change your assignment or add new duties only through mutual agreement; 
1. Keep you informed of any changes in schedule; 
1. Validate and initial your Volunteer Sign-In/Activity Log;
1. Provide you with a letter of reference when requested.
 
As a Volunteer you are encouraged to:
1. Become familiar with and adhere to the policies and procedures as set forth in this Handbook;
1. Make every effort to provide at least 24 hours’ notice if you are unable to fulfill your assignment (except in an emergency);
1. Learn about insert organization’s name mission and vision, and spread the word about our goals in your community

Steps to Becoming a Volunteer
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Volunteer application
All prospective volunteers will need to complete a Volunteer Application form. For volunteers under the age of 18, a parent or guardian must sign the parental information at the bottom of the form before they can participate in the program.
 
Interview
Before you start volunteering at insert your organization’s name, a staff supervisor or volunteer coordinator will conduct an initial phone/in-person/virtual interview to gain further insight into your interests, abilities, and availability for current or future assignments. This will allow us to get to know you.  And a great time to ask us questions too!
 
  Orientation
As a new volunteer you will be provided with an orientation training to introduce you to our organization and its work, as well as to welcome you as part of the team.  Orientations will be conducted on an ongoing, as needed basis throughout the year.
 
    
  Training
Each volunteer will receive specific training on how to do his/her assigned tasks if   that is required. Most assignments will include on-the-job mentoring with an experienced volunteer or staff person. Be sure to ask any questions you have or request further training if you don’t feel prepared. Don't assume anything! We want you to be successful.
 
  Contact Information
Vickie Natalie, Volunteer Coordinator
Canaan Street
+254 710 123 456
natalie@organization.org
 
 
 
Volunteer Policies & Procedures
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Equal Opportunity
The indicate organization’s name Volunteer Program welcomes volunteers of all backgrounds and abilities and does not discriminate on the basis of race, color, religion, national origin, gender, sexual orientation, gender identity, age, ancestry, or physical or mental disability, or any other inappropriate basis in its volunteer selection process. Volunteers have equal access to available assignments for which they are qualified and possess the ability to complete the tasks.
 
Anti-discrimination & Sexual Harassment Policy
Indicate your organization’s name holds a zero tolerance policy toward any form of discrimination or sexual harassment in the workplace. Sexual harassment includes, but is not limited to; unwelcome sexual advances, slurs, jokes, and other verbal, visual or physical conduct of a sexual or demeaning nature. In addition to being responsible for their own conduct, directors and supervisors must ensure that their employees and volunteers contribute to a work environment that is free of discrimination or sexual harassment.
 
It is extremely important that any volunteer who believes he/she is subject to, or has witnessed, unlawful discrimination or sexual harassment, immediately report it to a supervisor so it can be dealt with appropriately.
 
Drug Free Workplace
Use of alcohol or illegal drugs in the workplace is prohibited, as is the abuse of any prescription drug, or reporting for duty under the influence of drugs or alcohol.
 
Confidentiality
All information discussed or work completed within the course of a volunteer assignment is considered confidential. Volunteers are required to uphold this policy. Only approved materials can be disseminated to the public. When in doubt, ask your supervisor.
 
Conflict of Interest
A conflict of interest may exist whenever a covered individual is in a position to directly or indirectly benefit themselves, a family member, other individuals, or another organization with which the individual is affiliated, through the use of their role as a volunteer. Please notify your supervisor if you believe that you have a conflict of interest prior to accepting your assignment.
 
Volunteers Under the Age of 18
Indicate your organization’s name welcomes the participation of youth in our community activities. Young people aged 14 and over may apply to volunteer for positions for which they are qualified, with written parental permission. Young volunteers are expected to abide by all policies and procedures. A child under 14 may volunteer only if their parent or guardian is present at all times (supervising the child's duties) and participates in the required training. The parent or guardian must sign the Volunteer Application, and go through the process of becoming a volunteer with their child.
 
Check-in/Activity Sheet Log
It’s important that we log all volunteer hours. You will be responsible for keeping track of time worked during your assignment and for signing in and out in the “Check-In Log” provided. The “Check-In Log” is used to track your volunteer hours for various purposes such as reporting volunteer statistics on grant applications, organizing special events, or in writing reference letters. The “Check-In Log” represents the only permanent record of your volunteer time.
 
Attendance
We depend on our volunteers to report for their assignment on time and complete the work agreed to each day, and encourage you to honor your commitments; the staff and organization is counting on your support and participation. If you are sick or unable to volunteer due, please notify indicate your organization’s name staff as soon as possible.
 
Health & Safety
Because safety is everyone's job, volunteers are asked to be alert at all times to safety hazards. Unsafe conditions should be reported rather than being handled by volunteers. Please notify indicate organization’s name staff of any assignment which may cause you physical discomfort or which could lead to personal injury, so that the situation can be rectified or you can be transferred to a more suitable assignment.
In a Medical Emergency requiring immediate attention, the volunteer should call 911 or go directly to the emergency room.      	
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