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VOLUNTEER POLICY

The Arc Muskegon utilizes the services of volunteers in a variety of capacities, including clerical functions, special events, community visits (Dignified Lifestyles) and various committees.

PROCESS

If applicable, volunteers fill out and sign a volunteer application.
Depending on the volunteer responsibility, a criminal background check may be required.  

· Pertinent information is gathered including emergency contacts.
· Volunteers are trained by area of interest, including a general orientation.
· Required trainings for specific programs will be made available and are mandatory.

· Conflict of Interest Policy (for decision making volunteers) will be provided and disclosure forms signed annually.

EVENTS
· Volunteers are scheduled and contacted in writing prior to the event.  
· No volunteer is solely responsible for financial transactions.

· Each event volunteer is provided with a job description and event contact person.

OTHER

· Committee members (non-board members) are provided an orientation of the organization and committee goals and objectives and expectations of each committee member.

VOLUNTEER EVALUATION & RECOGNITION (annually)
· Based on observation, strengths, attendance, productivity and ability to take direction and work well with others.

· Each April all volunteers are acknowledged in honor of Volunteer Appreciation Week.
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The Arc Muskegon requires all volunteers and interns to follow a general Confidentiality Policy and Guidelines as set forth by the agency.  Information pertaining to consumers, advocacy/outreach services, and or parents of children with developmental disabilities that is either read or discussed at a meeting or in another setting is not public information.  The Arc places a high value on confidentiality and respect for the people we serve.  A breach of this agreement will result in loss of volunteer/intern opportunity.

Signature of Volunteer/Intern/Advocate_______________________________  
Date___________________

Thank you!
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See Volunteer Policy & Application
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