This is intended as an example of policies and procedures. Organizations are encouraged to create their own
documents unique to organization needs.

Organization name
Policies and procedures for volunteer management

1. Introduction:
¢ Welcome message from the organization.
e Purpose of the handbook.
e Qverview of the volunteer program.

2. Mission and values:
¢ The organization’s mission and values.
¢ How volunteers contribute to fulfilling the mission.

3. Volunteer roles and responsibilities:
e Detailed descriptions of volunteer roles.
e Expectations for punctuality, attendance, and commitment.
¢ Confidentiality and privacy requirements.

4. Recruitment and selection:
¢ Volunteer application process.
¢ Interview and screening procedures.
e Selection criteria.

5. Training and orientation:
¢ Volunteer training programs.
¢ Orientation sessions.
e On-the-job training.

6. Code of conduct:
¢ Behavior expectations.
e Respectful communication.
¢ Dress code (if applicable).

7. Safety and security:
e Emergency procedures.
¢ Reporting accidents or incidents.
e Workplace safety guidelines.

8. Volunteer benefits and recognition:
e Recognition and appreciation methods.
e Benefits such as insurance coverage, discounts, or reimbursements.
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9. Scheduling and timekeeping:
¢ How volunteers schedule their shifts or tasks.
¢ Procedures for requesting time off or changing schedules.

10. Communication:
e Communication channels within the organization.
e Reporting lines and contact information.
¢ How to handle conflicts or concerns.

11. Volunteer feedback and evaluation:
e Feedback mechanisms for volunteers.
e Performance evaluation processes.
e Opportunities for improvement.

12. Termination and resignation:
e Procedures for resigning as a volunteer.
* Reasons for termination.
e Appeals process (if applicable).

13. Records and documentation:
e Record-keeping requirements.
e Documentation of volunteer hours.
e Forms and templates for reporting.

14. Non-discrimination and harassment policies:
¢ Anti-discrimination and harassment policies and procedures.

15. Legal and ethical guidelines:
e Compliance with relevant laws and regulations.
¢ Ethical considerations for volunteers.

16. Resources and references:
¢ List of additional resources, such as manuals, websites, and contact information for support.

17. Appendices:
¢ Any necessary forms, checklists, or templates.
e Maps or facility layouts (if applicable).

18. Acknowledgment and agreement:
e A section where volunteers acknowledge that they have read and understood the handbook and agree to
adhere to its policies and procedures.

19. Revision history:
¢ Alog of changes and updates to the handbook.

Ensure that your volunteer policies and procedures handbook aligns with your organization’s culture and legal
requirements. Regularly update the handbook to reflect any changes in policies or procedures. Additionally,
consider providing a brief summary or orientation session for new volunteers to familiarize them with the
contents of the handbook and answer any questions they may have.
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