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L éURPOSE

The purpose of this policy is to define standards associated with the use of volunteers.
il SCOPE

This policy applies to all departments.

A volunteer covered by this policy is an individual who regularly provides assistance to a
department in the completion of department activities or in daily operations, or individuals ina
short term community event.

. POLICY

The use of persons who are currently on probation for a felony offense, or Class A or Class B
misdemeanor, or who are incarcerated for violations of the law, or whose employment ended as
a result of violation of City policy or procedure, or Civil Service Board rules and Regulations is
prohibited by the City.

The city allows and encourages departments to use volunteers to support business functions.
Departments may establish specific procedures regarding the use of volunteers, based upon
operational andf/or business needs, so long as those procedures and policies are not less
restrictive than the prowsmns of this policy.

Volunteers may be granted access to the City’s e-mail system s0 long as normal City po||c|es
procedures, and supervision associated with such activity are followed.

The followinq reguirements apply. Volunteers:

1. Must be at least eighteen (18) years of age, except for youth involved in edycation
initiatives provided for the development of youth, or in association with court ordered
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youth community service, or projects and programs that incorporate the level of aduit
supetrvision needed for younger volunteers.

2. Are limited to working no more than twenty (20) hours per week, except those
administered under a nationally affiliated program (i.e. RSVP, SCP, VIPS).

3. Should volunteer for civic reasons with no expectation of receiving a tangible benefit.

4. May not volunteer in functions that contain sensitive customer, employee or city
mformatlon {such as payroll, accounts payable, personnel or benefit records).

5. May volunteer in functions that provide access to cash so long as normal City cash
management policies, procedures, and supetrvision are followed.

6. May not operate City owned or leased motor driven vehicle or motor driven equipment.

7. Volunteers may volunteer in functions that provide access to senior citizens or children
on a private or secluded one-on-one basis so long as normal City policies, procedures,
and supervision associated with such activities are followed.

8. May volunteer in functions that provide entry into citizens’ homes, so long as normal City.
policies, procedures, and supervision associated with such activities are followed.

9. Must complete the Volunteer Release of Liability and Hold Harmless Agreement
associated with this policy that provides a release of any general liability claim, or the
appropriate release form designated for volunteer service activities of a one day

community event.
10. Are not covered by the City’s workers’ compensation program.

In addition to the above, Volunteers must qualify under any licensing requirements or standards
applicable to the function which they are to perform.

V. PROCEDURES FOR PLACEMENT

Departments will publicize volunteer opportunities utilizing a variety of means most appropriate
for the respective operation, however all departments shall make use of the city's webpage
volunteer link.

Prior to the placement of a volunteer, except volunteers participating in a one day community
event, the completed Volunteer & Community Service Worker Assignment Form, attached to
this policy, must be submitted to the department Director for review and approval.

Criminal background investigations will be conducted by the Human Resources Department (or
other departments which independently conduct such investigations such as Police and
Aviation) on all volunteers who are at least eighteen (18) years of age, except those
administered under a nationally affiliated program (i.e. RSVP, SCP, VIPS), or volunteers
participating in a short term community event, prior to their placement, as a means of promoting
a safe environment for employees and customers.
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1. The cost of criminal background investigations will be charged to the department in
which the Volunteer is assigned.

2. Although a disqualification is possible, in accordance with federal and state laws, a
previous conviction does not automatically disqualify an individual being considered as
a Volunteer. Depending on a variety of factors, (for example — the nature of the position,
the nature of the conviction, the number of convictions, when the illegal activity occurred,
etc.), the Volunteer may still be eligible for service with the City.

3. If the Volunteer does not have a valid driver’s license, then another form of picture
identification must be provided.

4. The Human Resources Department will provide results of the criminal background check
to the department Director for determination regarding approval or denial of assignment.

5. Upon approval by the department Director for volunteer service, the department may
move forward with the placement. If the individual is not approved to serve in City
operations, the department Director is prohibited from aliowing the individual to serve in
City operations, and must notify the individual.

6. If approved, the department Director must ensure that the Volunteer executes the
Volunteer Release of Liability and hold harmless Agreement attached to this policy, If
the Volunteer is under eighteen (18) years of age, parents or guardians sighature must
be obtained on the Agreement

The department will be responsible for maintaining all documentation related to the Volunteer
and the volunteer assignment. Department record maintenance and responsibilities include the
ability to report the total number of volunteers and hours served monthly and annually.

The department for which the Volunteer provides assistance must provide an identification
badge to each Volunteer to be worn daily while assisting the City except those who volunteer for
a short term community event or other special activity.

In the event a Volunteer is involved in an incident, whether misconduct or injurylfiliness, the
Safety & Risk Manager is to be notified immediately by the department Director or designee.

Departments are responsible for providing or participating in a recognition program for
volunteers so that there is proper acknowledgement of volunteer contributions to City Service.

Vi. CONSEQUENCES FOR VIOLATION OF THIS POLICY
Failure to comply with this policy will result in disciplinary action up to and including termination.
VI. QUESTIONS REGARDING THIS POLICY

Questions regarding this policy shall be directed to the Director of Human Resources, or
designee, who may be contacted at 361-826-3315.
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