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PURPOSE:  

To encourage volunteer involvement in the community learning center programs and ensure volunteers are properly managed.
DEFINITIONS:

A. Group Volunteer:  Individuals of any age volunteering as part of a group of volunteers from an official organization verified and approved by the Services Manager or Property Manager.  (Example:  Church organization assisting as a group for a specific event or project)
B. Individual Volunteer:  Individuals volunteering on their own with no group or organizational affiliation.  The Individual Volunteer provides general assistance in the center on an on-going basis.  (Example:  person assisting in an after-school program once a week, etc.)
POLICY:
It is the policy of the HCS/Wedge Management that volunteer involvement of local citizens and community residents in the community learning center programs be encouraged and promoted. All volunteers must apply and be properly screened as eligible volunteers.  

A. Eligibility Requirements :
1. Group Volunteers:  Group Volunteers are eligible to volunteer in any HCS/Wedge Management/NHMC affiliated community learning center, and are not subject to the Review Process as outlined in Procedure A of this policy, provided:

a. The group is affiliated with an organization approved by the site Services Manager or Property Manager;

b. The group is assisting with a single project and/or event, not an on-going program; and

c. The group agrees to an established set of rules and guidelines provided by the site Services Manager or Property Manager.

2. Individual Volunteers: All Individual Volunteers wishing to assist in any HCS/Wedge Management/NHMC affiliated community learning center must:
a. Be 14 years of age or older;

b. Have a clean criminal history defined as follows:

1. No arrests for criminal offenses (misdemeanors or felony crimes) within the five years.

2. No record of arrests for felony offenses.

3. No record of arrests for drug offenses, offenses related to injury to a person, or sex offenses.

c. Be in good standing with the management office regarding the lease, if applicant is a property resident.
PROCEDURE:

A. Review Process: The following review process shall be completed for and by all Individual Volunteer applicants prior to volunteering in a community learning center.
1. The Individual Volunteer submits a volunteer application to the site at which they wish to work.

2. The Services Manager, or Property Manager, at sites without Services Managers, reviews the application, conducts reference checks, and interviews those applicants deemed appropriate.

3. Once an Individual Volunteer candidate is selected, the Services Manger or Property Manager shall forward a copy of the volunteer candidate’s application to the Director of Resident Services.
4. The Director of Resident Services, or designee, shall review the application for the completeness and conduct a criminal history check.  Volunteer candidates ages 14 through 17 must provide official documentation verifying a clean criminal history.

5. The Director of Resident Services shall fax the volunteer candidate’s application to the site staff indicating the candidate as approved or not approved.
B. Training: All approved Individual Volunteers shall receive orientation training prior to volunteering at the community learning center.

1. The Services Manager or Property Manager shall provide an orientation training session to include the following topics:
A. Company Mission/Overview

B. Center Programs Overview

C. Professional boundaries /ethics

D. Center rules and regulations

E. Volunteer duties

F. Time Sheets for volunteers 
2. The Services Manager or Property Manager shall document the date    

      and time of the training with the volunteer signing the Volunteer    

      Orientation Training form.

C. General Administration: The Services Manager or Property Manager shall:
1. Develop and maintain a file for each volunteer to include:

d. Application w/ Director of Resident Services approval signature

e. Signed Volunteer Orientation Training Form

f. Volunteer time sheets
2. Ensure that volunteers are not left in the center unattended with children 17 years of age and under, unless another authorized adult volunteer is present.
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