RESOLUTION NO. ?‘75

A RESOLUTION adopting a Volunteer Policy Handbook.

WHEREAS, the City has compiled a Volunteer Policy Handbook setting forth workplace
policies applicable to volunteers, volunteer responsibilities, and City responsibilities, and

WHEREAS, the City Council desires to approve and adopt said document,

NOW, THEREFORE, be it resolved by the council of the City of Camas that certain
document entitled “City of Camas Volunteer Policy Handbook” is hereby adopted as the official
volunteer handbook for the City of Camas.

It is further resolved that copies of the City of Camas Volunteer Policy Handbook be
made available for public inspection at the City Finance Department, and that copies of the same

be available for all volunteers of the City.
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'VOLUNTEER POLICY |

“Though government has an important role to play in
- meeting the many challenges that remain before us,
we are coming to understand that no organization,
including government, will fully succeed without the
active participation of each of us. Volunteers are vital
to enabling thls country to live up to the true prorn/se
of its her/tage L

- Bill Clinton,' President»l 992-2000
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MAYOR’S WELCOME

On behalf of the City Council and Staff, I"d like to extend our appreciation for your willingness
to participate as a volunteer. Volunteerism is truly the “glue” that keeps our community
together. The programs and activities that are offered to our citizens — supported by your efforts
as a volunteer — provide a diverse menu from which both young and old can choose. We are
extremely pleased to have you join us in serving our community and hope that you will enjoy
sharing your time and talent with us.

Dean Dossett
Mayor

CITY OF CAMAS MISSION STATEMENT

The City of Camas commits to preserving its heritage, sustaining and
enhancing a high quality of life for all its citizens, and developing the
community to meet the challenges of the future. We take pride in preserving a healthful
environment while promoting economic growth. We encourage citizens to participate in
government and community, assisting the city in its efforts to provide quality services
consistent with their desires and needs.

INTRODUCTION

This Volunteer Handbook has been prepared to assist you as you volunteer with the City of
Camas.

The Handbook provides some general information about the City of Camas that you may find
useful and some specific information about your volunteer service, including the volunteer
policy, our mutual responsibilities and expectations, and procedures for recording and
reporting volunteer hours.

As a volunteer, your primary contacts with the City will be your department supervisor. This
person will be happy to answer any questions you have regarding your particular assignment or
regarding the Camas Volunteer Program in general. If you have any suggestions about how we
may more effectively support your volunteer service, we hope you will share them with us.

The City of Camas officially recognized the Volunteer Program and its
volunteers on February 14, 2000 with the adoption of Resolution # 893.
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CITY OF CAMAS VOLUNTEER OPPORTUNITIES

The following includes information on volunteer opportunities available through the listed City
Departments. Additional information is available upon request. A detailed list of volunteer
opportunities is included in the Volunteer Program’s introductory brochure, “Volunteer! We Need You.”

Department

Mayor and City Council
City Administration

Finance

Fire

Library

Parks & Recreation

Police

Public Works

Telephone

834-6364

834-2462

834-2262

834-4692

834-5307

834-4151

834-3451

Volunteer Opportunities

Board of Adjustment

Civil Service Commission
Library Board

Parks & Recreation Commission
Planning Commission

Special Project Committees

Clerical assistance
Office assistance

No volunteer opportunities at this time.

Clerical assistance

Court Community Service
General maintenance

Program and activity volunteers

Clerical assistance

Court community service
General maintenance

Office assistance

Program & activity volunteers

No volunteer opportunities at this time.
Court community service

Painting

Park improvement

Trail and roadside maintenance

A Hundred Years from Now

... It will not matter what my bank account was,

the sort of house | lived in, or the kind of car | drove . . .
but the world may be different because | was important
in the life of a child.
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WORKPLACE POLICIES
Drug & Alcohol Policy

It is City policy to maintain a drug and alcohol-free workplace. The possession, use or trafficking of
alcohol or drugs in the workplace poses unacceptable risks to the safe, secure and efficient operation of
our organization, and is strictly prohibited.

Volunteers who are under the influence of alcohol or drugs while on the City of Camas’ premises or
volunteer time, or while representing the City of Camas, will be subject to corrective action, up to and
including separation from the volunteer role. The use, sale or possession of alcohol or illegal drugs
while on the City of Camas’ property or volunteer time will subject the employee or volunteer to
corrective action, up to and including separation from volunteer role.

Any volunteer who is using over the counter or prescription drugs during volunteer time that may impair
his or her ability to perform the job must notify his or her supervisor prior to beginning volunteer work.

Violations of this policy could result in immediate separation from volunteer service.

For more information on the City of Camas’ Drug and Alcohol Policy, please contact your volunteer
supervisor.

No Smoking Policy
The City has adopted a volunteer no smoking policy which applies to all buildings, facilities, and
vehicles.

For more information on the City of Camas’ No Smoking Policy, please contact your volunteer
Supervisor.

Problem-Review Procedure

In any organization, problems or differences of opinion over volunteer work matters may occasionally
arise between you and your supervisor, employees, or the organization in general. We encourage you to
bring any problem you might have to your volunteer supervisor first. If your supervisor is unable to
resolve the problem to your satisfaction and you wish to pursue the matter, speak to the next level of
supervision in the department.

This problem-review procedure is designed to resolve problems quickly and fairly and is based on the
principles that: 1) your problem will be thoroughly discussed and evaluated on its merits and 2) there
will be no retaliation against you for exploring any questions or problems you might have.

Safety Program

It is our policy to provide the maximum degree of safety for our personnel, volunteers and property and
to comply with all OSHA (Occupational Safety and Health Administration) and Washington
Department of Labor and Industries regulations.

We are concerned with protecting your safety and health. You are one of the main contributors to this
safety effort. If you notice any hazards or unsafe conditions, please report them to your volunteer
supervisor immediately so that potential accidents can be prevented. Should any actual accident or
injury occur on the job, notify your volunteer supervisor immediately so that proper aid may be given

Joy increases as you give it, diminishes as you try to keep it for
yourself. In giving it, you will accumulate a deposit of joy greater than you
ever believed possible.

- Norman Vincent Peale
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and reporting procedure can be followed. All accidents involving property damage or injury, no matter
how minor, should be reported.

Volunteers are not permitted to operate city-owned vehicles. There is no insurance in place to cover
accidents, damage or injury involving a city vehicle operated by a volunteer.

A volunteer may use their own personal vehicle to conduct authorized city business. If an accident
occurs while the volunteer is driving his or her personal vehicle, the volunteer’s automobile insurance
policy will apply.

In an effort to provide and maintain a safe workplace, the City of Camas will supply personal protective
equipment (such as gloves, safety glasses, etc.) to volunteers when performing assignments where such
devices are necessary.

For more information on Safety Procedures, contact your volunteer supervisor.

Anti-Harassment Policy, Including Sexual Harassment

It is City policy to foster and maintain a work environment that is free from discrimination and
intimidation. The City will not tolerate racial, ethnic, religious, disability or sexually-oriented
behaviors, jokes, comments or other forms of harassment made by its employees, volunteers or
members of the public. Employees and volunteers are expected to show respect for one another and the
public at all times, despite individual differences.

Harassment is defined as verbal or physical conduct that demeans or shows hostility or aversion toward
another employee, volunteer or members of the public. Examples of prohibited conduct include slurs or
demeaning comments to employees, volunteers or members of the public relating to race, ethnic
background, gender, sexual orientation, age or disability.

If you experience any harassment situation, please contact your volunteer supervisor at the phone
number listed on page 2 or the City’s Human Resource Department at 817-1530.

For more information on the Anti-Harassment Policy, please contact your volunteer supervisor.

Reporting and Recording of Hours

Volunteer work hours: Hours will be established and agreed to by the City and the volunteer prior to the
beginning of the assignment. Every volunteer is expected to be at his/her designated site on time and to
be at the location during the agreed time. If the volunteer must be absent, it is the volunteer’s
responsibility to notify the department supervisor and/or volunteer coordinator as far ahead of time as
possible.

Volunteer hours reporting: Contact your department volunteer supervisor for instructions.

Other Policies, Procedures and Guidelines

Each department will have additional policies, procedures and guidelines to follow depending upon
individual assignments. Your volunteer supervisor will be covering information specific to your
particular assignment. If you have any questions in this area, be sure to ask your supervisor before
starting the assignment.

The City expects all volunteers to be aware of and support these policies. Violations of
these policies may be cause for immediate termination of volunteer service.

Be a light, not a judge. Be a model, not a critic.
Be part of the solution, Not part of the problem.
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VOLUNTEER RESPONSIBILITIES

* Obey applicable State and Federal laws.

*» Obey and support City policies, procedures and guidelines.

« Exercise appropriate use, reasonable care and prompt return of City equipment and supplies.
« Act in a safe manner and only in accordance with the scope of your assignment.

» Maintain confidentiality appropriate to the assignment.

* Consult with a supervisor when you have questions or concerns, comments or suggestions.
* Be professional and courteous to staff, other volunteers, and the public.

« Keep your supervisor informed of hours served.

« Attend volunteer meetings and training if scheduled.

* Report to your supervisor any on-the-job injuries or illnesses, no matter how minor.

* Report to your supervisor any problems or unusual situations.

* Be prompt and reliable when volunteering.

* Dress appropriately and according to the assignment.

* Notify supervisor as soon as possible if unable to report on time or fulfill an assignment.

» Fulfill the assignment as agreed upon or notify the supervisor if you cannot complete it.

CITY RESPONSIBILITIES

« Assign you to volunteer opportunities that match your ability, interest, experience and skill, when
available.

* Provide orientation and training related to assignment.

» Communicate a clear understanding of assignment responsibilities including dates, times, locations,
and other pertinent materials.

« Communicate information on policies, procedures, and guidelines that affect your assignment.
* Provide instruction and work direction from your assigned supervisor.

* Promote courteous, professional, and supportive treatment from City staff.

* Provide recognition and acknowledgment for your accomplishments.

* To screen and interview volunteers, and to accept those who match the requirements of the available
assignments.

Hide not your talents, They for use were made.
What’s a sundial in the shade?
- Benjamin Franklin
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CITY OF CAMAS
616 NE Fourth Avenue
Camas, WA 98607
Phone: 360 834-3451
Fax: 360 834-1535

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

VOLUNTEER APPLICATION

Name:

(Last) (First) (ML)
Address: City: Zip:
Home Telephone: Work Telephone:
E-mail Address: Fax Number:
Are you over the age of 18? Yes [ No ]
If no, are you over the age of 14? Yes [} No ]
Are you currently an employee of the City of Camas? Yes [] No []

If yes, state job title:

To help the City assist you in placement, do you have any limitations that should be considered? Please describe:

In what particular areas of volunteer work are you interested? Please check all that apply:

Fire Department Police Department ' Library

Parks & Recreation Public Works Specific Event/Activity
In case of emergency, please contact:

Name: Phone: Relationship:

------------------------------------------------------------------------------------------------------------------------------------------------

Have you ever been convicted of a felony, misdemeanor crime involving theft or assault, or major traffic offenses within
the past seven (7) years?

Yes [ ] No U] If yes, please explain:

*Note: A conviction will not necessarily bar you from serving as a volunteer.



A. As a volunteer for the City of Camas, I agree to follow all of the rules outlined in the City’s volunteer policy. I will
use all provided equipment appropriately and follow all safety practices. I am aware that the work associated with being
a City volunteer involves certain risks of physical injury or death. Being fully informed as to these risks and in
consideration of being given the opportunity to participate in the City’s volunteer program, I hereby, on behalf of myself
and my heirs, assume all risks in connection with my participation in this program, and I further hold harmless the City of
Camas, its officials, employees, and agents for any injury or damages which may occur to me while I am participating in
this program, and I waive any right to bring claim or lawsuit against them for any such injury, damage, or death.
Furthermore, I agree to hold harmless, defend and indemnify the City of Camas, its officials, employees and agents from
any and all claims and lawsuits for injury, loss, or damage to other persons or entities which may arise in the future as a
result of or in connection with my participation in the volunteer program except for injuries or damages caused by the
sole negligence of the City. Iauthorize any necessary emergency medical treatment that might be required for me in the
event of physical injury and/or accident to me while participating in this program. I agree to be the party responsible for
all medical expenses which are incurred in my behalf.

Signature: Date:

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

B. If the volunteer candidate is under 18 years of age, parent or legal guardian must read and sign below: I certify that I
am the parent or legal guardian of the volunteer above named; that I have read and understood the foregoing release and
waiver; and that in consideration of allowing the volunteer to participate in the City’s volunteer program, I join in the
release and waiver without reservation and agree to release and waive any claim or legal cause of action that I might have
arising out of any personal injury, damage, or death of the participant against the City of Camas, its officials, employees,
and agents. I further grant my full consent and authorization for the above-named volunteer to engage in the activity
described above. Furthermore, I authorize all reasonable medical treatment that may be necessitated in the event of
injury or accident occurring to the participant named above while working in the volunteer program. Iagree to be the
party responsible for all medical expenses that are incurred in my child’s behalf.

Parent or Legal Guardian Signature: Date:

Printed Name: Relationship to Volunteer:

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

C. If volunteering requires you to drive, please complete the following information:
(Your driving record will be checked. Applicant must show proof of insurance.)

~ Do you possess a valid State Driver’s License? Yes [ No ]
Do you possess current vehicle insurance? Yes [ ] No ]
State Driver’s License number: Expiration date:

---------------------------------------------------------------------------------------------------------------------------------------

D. If you would like to volunteer in a capacity that would place you in unsupervised access to children, the
disabled, or the elderly, please complete the following information:

Last Name First Name Middle Initial Date of Birth

I give permission for an authorized representative of the City of Camas to conduct a criminal background check. Irelease
the City of Camas and those individuals and/or institutions that provide information from any liability that may arise from
the provision of this information.

Signature:

It is the policy of the City of Camas to maintain confidentiality in regard to volunteer application information.

------------------------------------------------------------------------------------------------------------------------------------------------

E. To the best of my knowledge, the information provided herein is true and complete. I understand that
falsification of this application will be grounds for dismissal as a volunteer. I also acknowledge that I have
received and agreed to read the City of Camas Volunteer Policy Handbook.

Signature:
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