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VOLUNTEER HANDBOOK
 
The Bow Corridor Society for Community Living (BCSCL) Philosophy with Volunteers
 Bow Corridor Society for Community Living (BCSCL) believes in treating all its volunteers with the same level of respect and dignity that it expects its individual clients to be treated with.  Volunteers are vital to the operation of the society, and as such share an interest in the society and client’s success.

Volunteers can expect to work under safe conditions and expect to be treated fairly and have the right to a non-discriminatory environment.

Application of Policy
The policies contained in the Volunteer Handbook, as well as the Policy and Procedure Manual, will be applied equally to every volunteer in relation to the specified position.  Any exception to these policies must be reviewed by the Board of Directors.  All Board Members will have copies of these documents.

The Volunteer Handbook, along with the Policies Manual, should be reviewed before commencing volunteer work with BCSCL.  Each volunteer will be notified through staff meetings or written communication of any changes to either of these manuals.

Each Volunteer will be required to supply written acknowledgement that they have received and reviewed these manuals.  This documentation will be kept in the volunteer’s personnel file.

Laws and Regulations
The BCSCL and its employees and volunteers are governed by the Alberta Employment and Standards Code and Freedom of Information and Protection of Privacy Act (FOIP).  As well, BCSCL must be in compliance with the CET Standards or other service standards as required by Persons with Developmental Disabilities (PDD).

Communication
Free flowing communication is encouraged at all times.  Volunteers can refer to the Policy Manual for Communication Flow Charts for:

· Client Communication Protocol Option One 

· Parent/Guardian Communication Protocol 

· Employee Communication Protocol 

 Reference – Portions of these policies have been adapted from Foothills AIM

 

Volunteers are also encouraged to make appointments to see the Services Coordinator at any time to discuss problems, concerns, or suggestions.

Good communication with employees and volunteers is also the responsibility of the BCSCL.  As such, regular letters of information will be mailed out and regular staff meetings will be scheduled.

Guidelines of Conduct
All volunteers, while acting on behalf of The BCSCL, are expected to conduct themselves in a professional manner in both contact with clients and the community at large.  The BCSCL will not compromise its integrity or ethics for any reason, and no volunteer would be expected to do so.

Examples of ethical conduct include:

· Exercising care, diligence, and skill in performing job responsibilities in accordance with a high quality of service. 

· Holding all client and BCSCL information in trust and in confidence. 

· Reporting irregular activities or practices that come to a volunteer’s attention.  Failure to do so may place their job and The BCSCL’s reputation in jeopardy. 

· Reporting client abuse in accordance with the Abuse Response and Reporting Protocol. 

· Abiding by all of The BCSCL’s policies and procedures. 

· Not being involved in any activities that may be in a conflict of interest with The BCSCL. 

Abuse Response and Reporting Protocol
Please refer to The BCSCL Policy and Procedures Manual for full details in this area.

Conflict of Interest
Conflict of interest includes the following definitions:

· Business dealings with families or clients. 

· Financial interest in a company that supplies goods or services to The BCSCL. 

· Accepting gifts from clients or families that might be perceived as improper business relations. 

· No relatives of clients receiving services through The BCSCL can be employed by The BCSCL.  Any exceptions would be at the discretion of the Board of Directors. 

Reference – Portions of these policies have been adapted from Foothills AIM

 

Hiring Procedures
Once funding is approved or staffing vacancy is identified, employees are hired to support the individuals served by The BCSCL.  The BCSCL seeks to employ persons with an understanding of and agreement with the principles of community living, who have training and experience in caring for persons with special needs, and have the personal qualities required to work in the field of rehabilitation.  The employment of successful applicants is contingent on having an R.C.M.P. clearance current within three months prior to the date of hire with The BCSCL, current CPR and First Aid certificates, or agree to acquire same within a reasonable time frame.  Proof of these requirements will be provided to the Service Coordinator and be kept on the employee’s personnel file.

When a position for an employee is vacant, and the position cannot be filled internally, The BCSCL follows the hiring process detailed below:

1. Position advertised in local papers requesting resumes. 

2. Short list is compiled from applicants and others known to The BCSCL and interviews are set up. 

3. Services Coordinator and Board Member conduct in-depth interview.  Emphasis of interview is on professional background of applicant and ability to meet individual’s needs. 

4. A minimum of three references are contacted. 

5. Match individual to suitable applicant(s). 

6. Second interview takes place with candidate, individual, agent/parent/guardian and Service Coordinator. 

7. If all parties are in agreement, candidate is offered trial employment. 

Trial Employment
The length of a trial period for employees of The BCSCL is 3 months or a minimum of 300 hours worked.  The purpose of this trial period is to evaluate if The BCSCL’s decision to offer a person a job, and their decision to accept the job, was the correct one, and for The BCSCL to decide if the employee’s performance is satisfactory enough to receive the offer of continued employment.

Performance and feedback will be ongoing during this trial period.

Termination may occur without notice or pay in lieu of notice by either the employer or The BCSCL during this trial period.  A decision by The BCSCL to terminate employment will be based on poor performance or work conduct and will not be made without good reason.  The trial period may be extended only under extenuating circumstances (i.e. Sickness, injury, immediate family illness, family crisis).

Reference – Portions of these policies have been adapted from Foothills AIM.

If, during employment with The BCSCL, a relationship between an individual and his/her worker deteriorates or comes to the point where neither party is happy with the working relationship, The BCSCL will evaluate the situation.  In extreme situations, the employee may need to stop working with an individual.  In this instance every effort will be made to find the employee similar work within The BCSCL.  If this is not possible it may be necessary to conclude the working relationship.

Criminal Record Checks
Volunteers are required to produce a current Criminal Record Check.  The current Criminal Record Check must have been completed by the RCMP within 3 months from the original date of commencement.  Updated Criminal Record Checks must be provided to The BCSCL every 2 years after the original date of commencement.

Criminal conduct is defined as a behaviour that attracts liability under the criminal law statutes.  During volunteer activity with The BCSCL, if a criminal charge has or will be laid against a volunteer or employee; they are required, within 24 hours, to inform the Service Coordinator of this charge.  The volunteer must provide complete details of the circumstances surrounding the charge, a copy of the charges and details of the charge; unless a voluntary resignation of volunteer position is being submitted.  These circumstances and situations will be reviewed by the Service Coordinator and Board of Directors.

Grievance Procedures
The BCSCL encourages resolution of conflict or complaints on an informal basis; staff, board members, and administration are open to discussion of issues at any time.  Please see the Organizational Structure Flow Chart in the Policy Manual for the procedure to follow if there is a concern.

All clients and staff have a list of administration phone numbers and may phone or write whenever necessary, as may clients’ agents.  Contact with clients is made every 6 weeks by the Service Coordinator to provide ongoing opportunities for dialogue.

The BCSCL will ensure that each client/agent/employee/volunteer is aware of his/her right to lodge complaints and to appeal decisions.  Further, The BCSCL will make available to the client/agent/employee/volunteer a copy of the Policies and Procedures manual to ensure that they are familiar with this and all policies.

Client Confidentiality
All BCSCL employees and volunteers are expected to follow the Confidentiality Policies outlined in the Policy Manual, and sign a Confidentiality Agreement.
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Volunteer Files
Volunteer files will be kept for each volunteer of The BCSCL under the guidelines of FOIP.  As well, in order to safeguard the confidentiality of these files they will be kept in a locked filing cabinet in the locked office of the Services Coordinator.  All information kept in these files will be considered confidential and will not be released without the written consent of the volunteer.  Volunteers have access to their files within regular office hours, in the presence of the Services Coordinator or designate.  The Service Coordinator will have access to these files at all times.

Volunteer files will include:

· Resume 

· SIN 

· Address and phone numbers 

· Criminal Record Checks 

· Copies of Automobile Insurance (optional per job description) 

· Current First Aid/CPR certifications 

· Relevant training certifications (i.e. CPI, Med Admin) 

· Performance Appraisals 

· Letters of commendation 

· Disciplinary notices 

Disciplinary Notices
Disciplinary Notices will be issued when performance is deemed to be unacceptable.  Examples of this include, but are not limited to:

· Unsatisfactory or careless work. 

· Use of obscene or abusive language. 

· Failure to follow policy and procedure. 

When this happens, a Performance Improvement Plan will be created.

Workplace Rules
Dress Code:

All volunteers must be appropriately groomed and dressed for the work setting in which they are engaged.  It is important that clothing worn does not restrict any duties required.  It is important to represent the society in a professional and appropriate manner.
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Interagency Cooperation and Involvement
In the spirit of cooperation, every employee and volunteer of BCSCL will endeavour to participate in an open and supportive manner with those agencies and customers that have a relationship with The BCSCL.

Smoking
All premises owned or leased by the BCSCL have been designated as no smoking.  Smoking breaks in individuals’ homes is also prohibited.  Smoke breaks should only be taken at appropriate times and should not interfere with program or service being delivered by The BCSCL.

Client Transportation
Any volunteers wanting to transport individuals in their vehicles are required to have a minimum of $2 million Liability Insurance.

Proof of this insurance must be provided to the Service Coordinator, and this documentation will be kept in the volunteer’s file.

It is The BCSCL’s policy that volunteers/employees shall not have friends or family members in their vehicles while transporting clients without the prior authorization of the Service Coordinator.

Discrimination
The BCSCL will endeavour to ensure that its employees are free from work-related discrimination based on race, religion, colour, gender, mental disability, physical disability, marital status, age, ancestry, or sexual orientation.

Harassment
Harassment is defined as when one person subjects another to unwanted physical or verbal conduct that offends or humiliates the employee/volunteer.  General harassment also includes intimidation of employees/volunteers by clients or their family members.  Harassment will be considered to have taken place if a reasonable person ought to have known that the behaviour was unwelcome.
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Harassment may include:

· Threats 

· Intimidation 

· Verbal Abuse 

· Unwelcome remarks or jokes that offend the individual’s race, religion, gender, etc. 

· Leering, sexually suggestive remarks or actions. 

· Unnecessary physical contact. 

· Physical assault, including sexual assault. 

Any such action will be subject to investigation and if proven, subject to disciplinary action. 

The BCSCL will ensure that such complaints are kept confidential.

Professional Development
Volunteers are encouraged to gain certification in CPR/First Aid if direct client contact is a part of their volunteer placement. 

Participation in on-going courses as offered through P.D.D. resource team, Vocational & Rehabilitation Research Institute, and any other certified organization dealing with rehabilitation, is welcome if the volunteer chooses to do so.

Upon completion of any of the above courses, a copy of the certificate of participation may be submitted to the Service Coordinator and kept on your file.

Suggestions for Change
All volunteers of The BCSCL are expected to be familiar with both the Policy and Procedure Manual as well as the Volunteer Handbook.  Volunteers are invited to provide feedback and make suggestions and request additions or changes to the Volunteer Handbook.
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