[image: image1.jpg]Helping People. Changing Lives.

community

clion

PARTNERSMHIP





Inter-Lakes Community Action Partnership
Volunteer Policies

Anyone interested in volunteering should call the Community Involvement Specialist to receive an application. After the completed application is returned, an interview with the volunteer may be arranged to determine the volunteer’s preference of service, abilities, interest, skills and any physical limitations. Volunteers are then matched to current opportunities available. All volunteers should have a sincere interest in serving Inter-Lakes Community Action Partnership (ICAP).
Age Requirements

All volunteers must be 12 years of age or older. Youth volunteers (ages 12-18) must obtain the signature of a parent or guardian before beginning the volunteer program.

Training

Every volunteer must attend a training/instruction course if required for the volunteer program. Training is provided and conducted by staff members and/or experienced volunteers. 

Identification

Volunteers may be given a name badge that shall be worn whenever the volunteer is on duty. Volunteers must wear a name badge when transporting clients.

Dress

It is important the volunteers present a professional image to the public. Volunteers are expected to dress in appropriate attire according to the duties of the day. T-shirts with offensive logos, sweatpants, informal wear, short shorts and offensive jewelry, tattoos, pins or other insignia are not considered appropriate. Dresses and skirts must be longer than mid-thigh. Blue jeans and shorts, appropriate to the work atmosphere, may be acceptable for certain jobs. Volunteers should visit with their supervisor regarding the pants or skirts and shoes that are to be worn.
Tobacco Free Policy
ICAP promotes good health among its employees and the general public. All volunteers, both smoking and non-smoking, are expected to exercise good sense and common courtesy in respecting the needs of others. Tobacco of any kind is not permitted in any vehicle or office which is owned and/or occupied by ICAP or any of its programs.
Drug and Alcohol Use

Drugs and alcohol use is highly detrimental to the safety and productivity of volunteers in the work place. The unlawful manufacture, possession, distribution, transfer, sale, purchase, and/or use of alcoholic beverages or illegal drugs while on ICAP property or volunteering for ICAP is strictly prohibited. Any illegal controlled drug or substance possessed while on duty by any volunteer will be turned over to the appropriate criminal justice agencies and may result in criminal prosecution. No volunteer may be under the influence of any controlled substance while in the work place or on duty. The legal use of controlled drugs or substances prescribed by a licensed physician is not prohibited, but when the volunteer is in a position in which the side effects of the prescribed medication could affect performance and safety on the job, the volunteer is required to disclose such use known to the supervisor.

Change in Volunteer Information

Change of address, telephone number, etc. should be brought to the attention of the Community Involvement Specialist as soon as possible.

Courtesy

As a consideration to staff, volunteers are encouraged to speak quietly when in an office environment so as to not disturb meetings, phone conversations, etc. 

Confidentiality

Volunteers shall exercise discretion and tact. Confidential information about ICAP its employees, its clients, volunteers or donors, prospective or actual, shall not be communicated to any person or organization. Any information obtained shall not be used for personal advantage.
Equipment and Supplies

Volunteers are provided with the equipment and supplies needed to perform assigned duties. Cooperation is needed in caring for and returning the equipment. Safe handling practices are required. Any equipment or supplies obtained shall not be used for personal advantage.
Use of Personal Fragrance
Some employees, volunteers and clients are highly sensitive to perfumes, colognes and other personal fragrances. The sensitivities of others must be considered before fragrances are worn.

Offensive Workplace Behavior

Harassment in any form is specifically prohibited. The types of conduct prohibited by this policy include, but are not limited to, actions where an individual directly or indirectly makes or threatens unwelcome physical contact toward another volunteer, employee, or client, threatened or adversely affects an employee’s, volunteer’s or client’s safety, or engages in verbal abuse (such as offensive racial, ethnic, or sexual “jokes”). Volunteers shall not subject a client to any personal views (such as political or religious). Offensive workplace behaviors prohibited by this policy also include any request to engage in illegal, immoral, undesired or unethical conduct.
Conflict of Interest

Volunteers are prohibited from soliciting or accepting gifts, money and/or gratuities from persons receiving benefits or services from ICAP.
Health & Safety

If a volunteer has a concern about a client’s actions or behaviors, the volunteer is strongly encouraged to relay that concern to the Community Involvement Specialists. If a client releases to ICAP that he/she has a serious medical condition, verification will be obtained and a release must be signed by the volunteer.
Work Performance and Disciplinary Process

ICAP expects its volunteers to maintain high standards regarding job performance and conduct. The lack of material compensation for effort extended on behalf of ICAP in no way frees the volunteer from adherence to the standards that apply to paid staff. If inappropriate actions or behaviors are observed, the Community Involvement Specialist and/or supervisor will counsel the volunteer. Disciplinary actions may range from a formal discussion with the volunteer about the matter to dismissal. Confidentiality is maintained in all matters of disciplinary actions.

Social Media
Volunteers are strictly prohibited from using ICAP equipment to engage in personal activities on any social networking site, including but not limited to FaceBook or Twitter, while volunteering for ICAP.

Statement of Understanding

· I hereby certify, as a volunteer for Inter-Lakes Community Action Partnership and its programs, to adhere to the above stated Volunteer Policies.

· Failure to comply with the Volunteer Policies may result in suspension or termination from the volunteer program.
	Signature:
	
	Date:
	

	Parent Signature (if under 18):
	
	Date:
	


