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Policies and Procedures Pertaining to
Volunteers

Applicabilitv of Policv
, \NS lvas lbundcd [ry rroluntccr.s.  and fordccadcs ther.cal ier. .  i ts pr-ogr.anrs ancl acl iv i t ics vuer.c
concluctci l  cnt i rc ly by voluntccrs. Even with the addrt ion and growth of staft ' .  vuluntccls havc
lc rna incd  c l i t i ca l  to  thc  o rgan iza t ion 's  succcss  in  fu l f i l l i ng  i t s  miss ion .

Voluntccls serve thc olganizal ion in many capacit ies. Al l  of  thc ANS ol ' l ' icers. board mcnrbcrs.
ancl conut ' t i t tcc nrcrt tbcrs scrvc in a voluntccrcapacit l , .  This pol icy docs not pert l i r r  to t l r is typc
ol 'volunlccr.  This pol icy applrcs to and has bccn adopted fbr thc bcncf i t  ol ' thosc voluntccrs rvho
rvork undct ' thc dircct supervision of an ANS staff  menrl ' lcr  in assist i l rg thc ol 'ganizal iol t  [ ()  c l ]1 ' \ '
o lr l  l ts programs.

ThLrs .  tb r  lhc  purpose o f  th is  po l i cy .  a  vo lun tccr  i s  l rnyonc
e xpcctat ion cl f  compcnsat ion, per lbrms a task on bchalf  ol

Purpose of Policv
Thc pu l 'posc  o l ' th rs  po l i cy  i s  to  p rov ic lc  overa l l  gu idancc  and d i rcc t ion  rcgard ing  thc  rc la t ionsh ip
hc twcc l r  s ta t ' l ' and  vo lu t t tec t ' s .  ANS rcscrvcs  thc  r i sh t  to  changc thcsc  po l i c ics  a t  uny  t in rc  upon
thc approval of  thc volunteer coordinator.  lhe E,xccut ivc Dircctor ' .  and the ANS Boanl ol '
D i rcc to rs .

Volunteer-Staff Relati onship
Volt tntecrs arc cr i t ical  to fhc succcss ol 'ANS and arc csscnt ial  to thc organrzat ion's day-to-r lay
opet 'at ions. AN.S voluntcct 's le verage thc wol 'k of stal ' f  as stal ' l 'and voluntecrs'u 'u,ork togct l ter t r t
implcmcnt thc rnission ancl programs of ANS. Volunteers also serve as outrcach rcprescnt i-r l ivcs
o l ' t l r c  o l 'gan iza t ion  in  thc  la rgc lcontnrun i ty  ANS acccpts  and cncourages  the  invo lverncr r l  o l '
vol t t t t tccrs at al l  lcvcls ol ' lhc organizat ion ancl lhroughout i ts programs and act iv i t ics.

Designated staff  can be expected to plovidc or icntat ion. t raining. sutr tc l 'v is ion and l 'cedbuck trr
vo lun tccrs .

Equal Opportunitv Policv

ANS r laintains a strong pol icy of cqual voluntccl  opportunit l , .  \ \ 'c rccrui t .  acccpl.  fnin.  prtrnrotc
and c l i s rn iss  vo lun tccrs  on  the  bas is  o f  pcrsona l  compctcncc  and pos i t ion  pc l fo r rnancc  w i thout
rcgard to racc. color.  nat ional or igin.  r 'c l ig ion. scx. scxual or icntat ion. agc. ntar i la l  st l tus ot '
hand icap.

Volunteer Rishts and Responsibilities

Voluntecrs are vicwcd as a valuable rcsourcc to this organizat ion. i ts staff 'and i ts partncrs.
Vo lun tcers  sha l l  be  ex tended the  r igh t  to  be  g iven nrean ing fu l  ass ignments .  the  r igh t  to  be  t rea ted
fair ly.  the r i -eht to cf ' fect ivc supervision. the r ight to involvement and part ic ipat ion. and the r ight
to recognit ion fbr work donc. In return, volunteers shal l  agree to act ively perfbrm thcir  dut ies to
t l ie bcst o1' their  abi l i t ies and to rcmain loyal to thc mission. goals.  and proccdurcs of the
organ iza t ion .

u,ho, u ' i thoul conrpcnsat ion ol  the
ANS uni lc l  thc r l i rcct ion of 'ANS stal ' l ' .

Pagc I of 5



Staff  Requests for Volunteers. Rcqucsts for volunteers shal l  bc submittcd in wrrt ing to thr
ANS Volunteer-Coordinator.  The dcscrrpt ion of the voluntcel  posi t ion shal l  lnclude t l re purposc
and dut ics of the posit ion, the dcsignatcd supcn, isor,  the work si te,  a t inrc f iamc fbr thc wolk rci
bc done. and a l ist ing ot '  job qual i f icat ions.

Recrui tment.  Prospcctrve voluntecrs may contact ANS because of an i l r tcrcst in spcci f ic tasks
of projccts or because of a gcneral  intcrcst in volunteering that wi l l  be rnatclrcd hy thc
coord ina tor  w i th  a  spec i f i c . iob .  ANS may a lso  ac t ive ly  rcc ru i t  vo lun tccrs  to  rncc t  thc  nccds  o1 '
lhc organizat ion and to bloadcn and expand thc cornrnunity 's rnvolvcrncnl in thc olgarr iz- l . r t i t 'n as
vo lun tccrs .  l -hc  so le  qua l i f rca t ion  fb r  vo lu r r tcc r ing  sha l l  be  thc  su i tab i l i t y  to  pcr fb r r r r  a  task .

Special  Case Volunteers. ANS rnay also acccpt as voluntccrs t l rosc part ic ipat inu in stuclcnt
community se rvice act iv i t ics.  studcnt intern pro. jccts.  corporate voluntccr progranrs. al ternat ivc
scntcncing prograrns and othcr voluntecr rcl 'erral  pro_cratns.

Volunteers under the age of 18. Minors must have thc wri t lcn conscnt ol 'a parcnt ol  guarcl ialr
1o vt t lurt tccr ' .

Appl icat ion. Prospect ive voluntccrs are rcquirecl  to complctc an appl icat ion lbrnr l i r r '
considcrat ion in thc volunteer program.

In te rv iews.  Pr io l to  bc ing  ass ig r rcd  to  a  pos i t ron .  a l l  vo lu l r tcc ls  w i l l  be  in tcn , icwcc l  lo  asccr ta in
thc i r  su i tab i l i t y  fu r  and in tc res t  in  the  pos i t ion .  In ten , icws rnay  be  by  phonc or  in  pc lson.  Thc
interview pruvidcs thc opportunity to learn molc about the prusprcct ivc voluntccr ancl  grvcs t l rc
prospcct ivc voluntccr thc opportunity to lcarn rnorc aboul thc organizat ion and the ar, 'a i lahlc
vcr l  u l r leer  pos i t ions .

Rel 'erence Checks. In ccrtain cascs the Voluntccl  Coordina(ur may contact rc l 'crcnccs providccl
on  t l rc  app l i ca t ion  to  vc r i f y  work  e rper ience and thc  p rospcc t ive  vo lun tecr 's  qua l i f i ca t ions  and
pcrsonal charactcr.

Criminal Background Chcck. Volunteers in ccl t l in assigrrrrrcrr ts lnA)l  bc askcd to subrrr i i  to u
cr iminal background chcck. Such background chccks are lcquired of anyonc who rnay bc
vu'urking with chi ldren without an ANS staff  prescnt.  Volunteers u'ho do not agrce to thc
backgrounci check rnay bc rcl 'used assignment or rcassigncd to alob lhat docs not rcqui lc I
c r in r ina l  background chcck .  Th is  cos^ t  o f  any  hrackground chcck  w i l l  be  pa id  by  thc  dcpar l r r rc r r t
to rvhich t l te voluntecr is assigned.

Volunteer Placement.  ANS recognizes that volunteers havc di l ' lcrcnt rnot ivat ions for
vo lun tecr ing  thc i r t i rnc .  and tha t  thcy  l ravc  a  rangc  o f  sk i l l s .  ANS p laces  cons idcrab lc
i rnpor tancc  on  appropr ia te  p lacenrcn ts  and dcvc lop ing  su i tab le  oppor tun i t i cs  in  o rc ic r  tO lc l r i cvc
maxirnurn bcnef i t  lbr both the voluntccr and the organizat ion. No placcrnent shal l  hc madc
run lcss  thc  requ i remcnts  o f  bo th  the  vo lun teerand the  superv is rng  s ta f f  can  bc  nrc t .

Orientat ion and Training. Volunfecrs new to ANS wi l l  rece ir , 'e an or icnlat ion l l 'orn thc
Vo lun tcer  Coord ina tor  on  the  na ture  and miss ion  o f  ANS and a l l  rc lcvant  po l i c ies  and
procedures, and wi l l  be given a tour of the work si tc betore bcginning wolk or on thc f i rst  day ol
uork .  A l l  vo lun tccrs  w i l l  lece ive  spec i f i c  on- the- . job  t ra in ing  f rom thc i l  d i rec t  supe lv iso ls  to
provide thcrn with t l rc infbrmation and ski l ls thcy need to pcrfbrrn thcir  assignrncnls.  and to
understand t l rc prograrn for whrch they are voluntcer ing.

A wri t ten posit ion de scr ipt ion wi l l  be avai lablc tbr volunteer work perfbrrned on behalf  of  ANS
undc l  th is  no l rcv .
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Supervision. Al l  volunteers covered by this pol icy wi l l  have a clcar ly ident i f icd supcrvisol  who
is rcsponsible fbr support  and dircct ion. Thc supervisor wi l l  managc the voluntcer and wi l l  bc
avai lablc to thc voluntccr fbr consultat ion and assistancc.

No voluntccr wi l l  bc assigned to work with a staff  pelson without the conscnt of that staf ' f '
person.

A voluntccr may act as a supervisor of other volunteers. providcd that thc supcrvising vol l tntccr
is uncle r  thc dircct supelvis ion of a paid staff  mcmbcr.

F'eedback and Evaluat ion. Thc supcrvisor rcsponsiblc fbr a voluntccr offcrs intornral  lc 'c i l l tack
anrl  cvaluat ion as work progresses and upon complct ion of a pro. lcct.  E,valuat ions wi l l  convcy

apprcciat ion to the volunteer,  rcvicw thc pcrfbrmance of thc voluntccr,  suggcst changcs in rvolk

stylc whcre appropriate. and asccrtain thc intcrcst of  thc voluntccl  in conl inuing to work in that
pos i t ion .  The supcrv isor  wr l l  a lso  scck  suggcs t ions  f l ' om thc  vo lun tcer  concern ing  the  pos i t ion  o l
voluntccr program. Thc Voluntccr Coordinator wi l l  per iodical ly discuss r"oluntecr cvalual ions
wi th  thc  supcrv isor .

Correct ive Act ion. I f  a voluntecr lai ls to sat isfactor i ly pcrfbrm thci l  assignmcnl ot '  is

rcsponsiblc fbr nr isconduct the voluntccr may bc lc-assigncd to a ncw task. rnay bc lccluirccl  to
obtain addit ional t la ining or may no longcr be offercd voluntccr work. Corlcct ivc act ion wi l l  bc

takcn only af icr thc voluntccr has l rad an opportunity to discuss t l te lcasons fbr con'cct i rc . tct io l t
rv i th thc supcrvising staff  membcr ancl,  at  thc voluntccr 's rcqucsl.  t l )c supclvisor of that stal ' f

nrcr lbcr ' .  Tlrc supcrvising staff  should consult  thc Volunteer Coordinatol  bcftrrc taking
cor rcc t i vc  ac t ion .

Exit  Interviews. Whcrc possiblc.  thc Voluntecr Coordinator should conduct cr i t  intcrvicrvs

wi th  v t r lun tccrs  who arc  l cav ing  thc i r  pos i t ions .  Thc  in tc rv icw shou ld  asccr ta in  why t l rc

voluntecr is leaving thc posit ion and any conrnrcnts the voluntecr l tas rcgalding thc posit ion.

Opportunit ies for Advanccment.  Volunlccrs arc cncouragcd to t lcvclop thcir  ski l ls r .v lulc
r ,vurk ins  fb r thc  o rgan iza t ion  th rough on- the- job  t ra rn ing .  Vo lun tcers  who er l r ib i t  s t rong skr l l s

and knowlcdgc  o f  par t i cu la r  tasks  rnay  bc  askcd to  ass is t  in  t ra in ing  and supcrv is ing  ncw

voluntecrs. Exentplary voluntecrs may be off 'ercd addit ional and/or nrorc advancct l  posi t iot ts

and, whcrc appropriatc.  may bc askcd to part ic ipatc in relcvant clccision rnaking.

Recognit ion. ANS holds annual voluntecl  appreciat ion cvcnts to recognize and honor the

cont r ibu t ions  o f  a l l  ANS vo lun tcc ls .  Thc  Vo lun tccr  Coord ina to l  may a lso  rccogn izc  sc le  c t

voluntcers by f 'eatur ing their  service to the organizat lon in ANS publ icat iorrs ancl othcr '

con l rnun ica t ions .  S ta f f  rcspons ib lc  fb r  vo lun tccr  supcrv is ion  Arc  cncoL l ragcd to  in fb r rna l l y

e xprcss thcir  apprcciat ion to voluntccrs on a regular basis.

Volunteer Records. A systcm of rccords wi l l  bc maintaincd fbr ANS voluntccrs. To thc cxtct l t

possiblc.  the recolds wi l l  includc the volunteer appl icat ion. emcfgency infbrnrat ion.

in tmun iza t ion  rccord  whcrc  app l i cab lc .  da tcs  o f  sc rv icc .  pos i t ion  hc ld  and du t rcs  pcr fo r r r rcd .

Record of Volunteer Hours. Volunteers and thcrr supcrvisors arc rcsponsible for kccping a

rccord of hours voluntccrcd. Timcshects arc avai lablc from thc Voluntccr Coordinator.  Rccords

ol ' r ,oluntecr hours should be made avai lablc to the Volunteet Coordinator at a nt inrmunl

annua l ly  tb l low ing  thc  end o f  thc  f i sca l  ycar .
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Volunteer Conduct

Standard of Conduct.  The last ing impression that voluntcers nrakc on thosc thL'y scrvc and
u,ork with ref lects direct ly on al l  stat f .  volunteers and Board Mcnrbers of ANS. Al l
communica t ions  and ac t io l rs  shou ld  scrvc  to  enhance thc  pos i t i vc  rcputa t ion  o f  ANS and i t s
pfogfarlls.

Absenteeism. Voluntcers should do their  best to bc prcsent and on t ime lor each evcnt or
actrvl ty fbr u,hich t l tcy are schedulcd. I t 'unablc to be prcscnt w,hcn schcdule d. r ,oluntecrs slroulcl
con tac t  thc i r  superv isor  a t  l cas t  24  hours  in  advance i f  poss ib lc .

Grievance Procedure. Vcl lunlcers and stal f  are cxpectccl  to act prol 'e ssional ly and in
accordancc  w i th  thc i r  pos i t ion  c lcscr ip t ions .  Vo lun teer -s  hav ing  a  g r icvancc  conccrn ing  t l rc i r
work cnvironmcnt should report  i t  prorrpt ly to thc Volunteer Coordinator.  thc Deputy Exccut ivc
Dircctor.  or thc E,xecut ivc Dircctor.  Every cf fbrt  r . l ' i l l  bc made to achievc spccdy al td cl ' l 'cct i r . 'c
lcsolut ion. and al l  cornplaints u' i l l  bc trcated conl ' idcnt ial ly with the possiblc cxcept ion for
conrp la in ts  invo lv ing  serua l  harassmcnt  o r  ch i ld  abuse .

f) iscont inuat ion of Volunteer Service. Voluntecrs nray rcsign l l 'orn thcir  volunlccl  scn ie c l t
any  t i rne  .  Vo lun teers  shou ld  in l 'o r rn  the i r  supcrv isor  o r  thc  Vo lun teer  Coord ina to l  o f  t l r c t l  in tcn t
lo  rcs rg l l .

lVledia Conduct.  Volunleers must not rcpresent the mselvcs as spokespcrsons l i r r  lhc
r lrganizat ion uncler any circurnstanccs wiIhout pl io l  appror,al .

A lcoho l  &  Drugs .  Whcn par t i c ipa t ing  in  ANS ac t iv i t i cs .  vo lun tcers  a rc  p roh ib i tcd  f ro r r r
purcl tasing. t ransl 'crr ing. using or posscssing i l l ic i t  drugs. alcohol.  prescr ipt ion drugs. or any
other  subs tances  in  any  way tha t  i s  i l l cga l  o r  tha t  n ray  impar r  the  ab i l i t y  o f  t l r c  vo lun tccr  to
pcrftunr his or hcl cluties propcrly and saf'ely.

Harassment Pol icy. Volunteering should bc an en. joyablc e xpcr icnce. Harassmcnt is not only
i l lcgal.  i t  a lso crcatcs uncornfbrtablc condit ions and an unplcasant cxpcrience fbrc"cryone
invo lvcd .  Any  vo lun tecr  who fee ls  harassed shou ld  spcak  to  h is  o r  hcr  superv isor ,  t l r c  Dcputy
Dircctor.  or thc Execut ivc Dircctor in an attcmpt to resolvc thc problern..

Safetv and Liabilitv

Safety.  Al though ANS docs i ts bcst to plovide saf 'c condit ions lbr i ts voluntccls.  r ,olulr tcr ' r 's Are
cxpcctccl  to bc thc bcst plotecfor of their  own pcl 'sonal saf 'ety.  Voluntccrs should always hc
lr \ \ 'arc of whcrc thcy arc and what they arc doing. Volunlecrs should pay part icular at tc lr t i ( ) l l  t ( )
sa f -c ty  ins t ruc t ions  and properequ ipment  use .  Vo lun tecrs  shou ld  speak  up  i f  they  havc  a  sa lc t ) ,
conccnr and rcport  any in. jur ies to thc pclson in chargc as soon as possiblc.

Legal Liabi l i t l , .  ANS provides commcrcial  gcneral  l iabi l i ty insurancc and voluntccr acciclcnl
i r t surancc  to  vo lun tccrs  wh i le  thcy  scrvc  as  agents  o f  ANS.  Vo lun tccrs  must  bc  n 'o r -k inq  undcr '
thc supervision and control  of  ANS to bc covcred.

Whcn ANS ass igns  a  vo lun tccr to  dnve a  veh ic lc  tha t  ANS owns.  leascs ,  ( ) r  ren ts .  thc  vo lun tccr '
is covcrcd by the ANS rnotor vchicle l iabi l i ty insurancc. S/hcn voluntecrs dr ive thcir  ou'n
veh ic lc  o r  somc o thcr  vch ic lc  no t  owned.  leased or  rcn ted  by  ANS.  ANS l iab i l i t y  and phys ica l
r lamage insurancc cloes not apply.

Cert i f icate of Abi l i ty.  Any potcnt ial  voluntccr who indicatcs that thcy arc under the care of a
physician fbr any physical  or psvchological  ai lmcnt which might impede thcir  abi l i ty to work
nray bc asked to prcsent a ccrt i f icate fronr thc physician as to thcir  abi l i ty to sat isfactor i ly and
safcly perform thcir  dut ics. Any voluntccr who. aftcr acccpt ing an assignment with thc
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organizatton. cnters a course of t reatment which might advcrsely impact upon thc pcrfbrmancc ol
thc i r  vo lun tce l 'du t ies  shou ld  consu l t  w i th  the  Vo lun tccr  Coord ina tor .

Approved:

vv r/ r \ Hortn,L o",.
Execut ivc Di icclor '

<_ '  I
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Prcsidcnt
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