
 
The New Volunteer Manager’s Toolkit  
Volunteer Engagement Program Evaluation Checklist 
 
1. Currently prospective volunteers must complete the following to volunteer: 
Application 
Online 
Paper 
Interview 
Orientation 
Training 

Online 
Live 

Volunteer Handbook 
Handbook Acknowledgment 
MOA/Agreement Letter 
Non-Compete/Non-Disclosure Form 
Background Check 
Reference Check 
Other  

    
  
2. The following are not currently in use, but may be valuable to include: 
Application 
Online 
Paper 
Interview 
Orientation 
Training 

Online 
Live 

Volunteer Handbook 
Handbook Acknowledgment 
MOA/Agreement Letter 
Non-Compete/Non-Disclosure Form 
Background Check 
Reference Check 
Other 

    
 
3. The following may not be appropriate for the program, but should be 
investigated to minimize risk: 
  
Application 
Online 
Paper 
Interview 
Orientation 
Training 

Online 
Live 

Volunteer Handbook 
Handbook Acknowledgment 
MOA/Agreement Letter 
Non-Compete/Non-Disclosure Form 
Background Check 
Reference Check 
Other 

    
 
  
 
4. Prioritize new program components: 
 

1. 
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2. 

 

3. 

 

4. 

 

5. 
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Writing Accurate and Useful Position Descriptions
Volunteer Position Description Template

Title: (Remember Volunteer is a staff category not a title. Example: Lead Science Lab Mentor)

Department or Team:

Responsible to:

Works With:

Description of Role: (Be brief but accurate. How does the position fit into the
organization? What impact does the position make?

Primary Responsibilities: (Day to day actions and recurring responsibilities)

Secondary Responsibilities: (team or organizational responsibilities, actions
required of all volunteers)
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Skills/Qualifications Needed: (What does a volunteer need to be able to do to
be successful?)

Desired Experience: (Experiences, characteristics or traits that can help a
volunteer succeed)

Time Commitment: (Hours per week, length of commitment)
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The New Volunteer Manager’s Toolkit  
Sample Confidentiality Agreement 
 
This document is a sample only. Please refer to your County or Jurisdiction 
for appropriate, approved language. 
 
Volunteer Confidentiality Agreement 
I agree not to divulge any information or client records regarding persons who are 
receiving services or other assistance from the Organization or who are otherwise 
involved in my volunteer services. I recognize that unauthorized release of 
confidential information may make me a subject to a criminal action. 
 
1. Client Records 
Client records are strictly confidential and are disclosed only to the client, unless a 
valid subpoena is presented.  
2. Information 
All employees and volunteers must protect each client's right to privacy with respect 
to information sought or received, and services provided.  
 
Volunteer Responsibility  
All employees and volunteers are required to protect each client’s right to privacy. 
This applies to records kept for the purpose of identifying clients as well as materials 
presented solely for reference purposes. Volunteers working at any Organization 
location must sign and adhere to this policy of confidentiality.  
 
Client records are strictly confidential and are disclosed only to the client or parent or 
legal guardian of a minor who is a client, unless a valid subpoena or warrant is 
presented. If a subpoena or warrant is presented, a supervisor should be notified 
immediately.  
 
Volunteers who are granted access to the organization’s online computer system in 
the course of their work are asked to strictly maintain the privacy of all clients by not 
divulging any personal information to anyone other than organization personnel.  
  
As an organization volunteer, I understand and agree to the “Confidentiality Policy” 
as described above. I also understand that violating this policy may result in possible 
dismissal from my volunteer position with the organization.  
  
 
________________________________     ___________________________________ 
Volunteer’s name (please print)                 Signature               date  
 
 
Received by: __________________________________________  
   Staff Member                        date   
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Successful Volunteer Interview Strategies 
Sample Interview Questions 
It is important that the individuals conducting the interview are prepared 
with the appropriate questions. Throughout the interview, consider how well 
the volunteer and the position complement each other or how the potential 
volunteer listens and responds to the questions. Choose one or more 
appropriate questions from the following areas. You may choose to ask 
additional questions based on an individual's response to your initial 
question(s) and in relationship to position responsibilities outlined in the 
position description. 
 
Leadership Skills 

● What experiences have you had in working with adults and/or children 
in a volunteer or employment setting?  

● What skills and qualifications do you have that will help you in this 
position? 

● Describe how children/other adults would view you as a role model. 
● Describe a time when you had to work as a member of a team to 

complete a project. 
● Describe how you would engage other volunteers in programs where 

you are responsible. 
● Give an example of how you would involve parents, guardians, or other 

community members in your programs. 
● What do you plan on doing as a volunteer? 
● Describe a leadership role you have held. What made that role 

challenging? What did you like about serving in a leadership role? 
What did you dislike? 

● What kind of rewards do you need to stay motivated? 
● How do you like to be recognized? 

 
Human Relations Skills 

● Consider the following scenario: Volunteers are talking behind a client's 
back. What do you do? 

● What kind of people do you most enjoy working with? 
● Describe a time when you've been involved in a conflict with another 

individual or group. How did you handle the situation? 
● How would you work with an upset parent or volunteer? 
● Describe a situation when you've been criticized. How did you react? 

What did you learn?  
● What kinds of people do you find hard to work with and how do you 

handle the situation? 
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● What kind of discipline techniques would you use with: disruptive or 

irresponsible children; a child who deliberately defies your request for 
cooperation; or a child who consistently misses meetings without 
explanations? 

● Describe a time when you've worked closely with someone from a 
different background from yourself. What did you learn? 

● How do you feel about working with people different from yourself? (i.e. 
different racial/ethnic backgrounds, developmentally disabled, different 
socio-economic, backgrounds, different sexual orientation, etc.). 

● Describe your ideal supervisor. 
 
Organizational Skills 

● Describe a typical day for yourself. Describe a particularly busy day. 
● What record keeping experience have you had? 
● How would you organize youth/adults to work together on a project?  
● What techniques/methods have you found to be useful? What does not 

work well?  
● Describe how you would help a group of youth/adults reach a decision.  
● Describe instances when you have planned or conducted meetings. 
● Describe an "ideal" meeting. 
● Are you willing to attend orientation/training sessions to assist in your 

volunteer role? 
 
  
Adaptability 

● Describe a situation in which you did not get your way or when you did 
not agree with a decision made. How did you handle it? What was your 
reaction? 

● Describe a particularly stressful situation in which you have been 
involved. How did you handle this? What made it stressful? 

 
Dependability 

● Describe one project/activity for which you had total responsibility from 
the beginning to the end. 

● How do you handle a situation when you know that you are unable to 
complete an assignment or commitment? 

● Do you have available transportation if needed? 
 
Communication  

● How comfortable do you feel speaking in front of a group? 
● What public speaking or writing experiences do you have? 
● What, in your opinion, makes a good listener? 
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● What methods could you use to communicate with participants in a 

program that you are responsible for? 
● Describe a situation when you were responsible for speaking in front of 

a group of people. 
● What strategies do you use to communicate with others in a stressful 

or tense situation? 
 
General Questions 

● What do you want to accomplish as a volunteer? 
● Why do you want to be a volunteer in our organization? 
● What is your view on competition? 
● How important is winning to you?  
● What attracted you to [Organization Name]? 
● Tell me about your current and past volunteer experiences. 
● What have you enjoyed most about previous volunteer positions? 
● How much time would you like to volunteer? 
● What specific skills do you have to contribute to the program? 
● Tell me about your work experience. 
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Writing Accurate and Useful Position Descriptions 
Sample Position Descriptions 
 
Title: ESL Conversation Club Coordinator 
 
Department or Team: Literacy Program 
 
Responsible to: Adult and Family Literacy Program Coordinator 
 
Works With: Literacy program staff (paid and volunteer) and clients/students 
 
Description of Role: This position enhances our organization’s services to 
English language learners by overseeing and implementing volunteer-led 
Conversation Clubs. By providing this service this position enhances the 
library’s position as an essential community agency. The Club Coordinator will 
also have the satisfaction of knowing that he or she has changed lives, and 
brought a much-needed service to library clients. 
 
Primary Responsibilities: 

● Select, develop and lead a multi-talented team to enhance the library’s 
English Conversation Clubs. 

● Develop additional curriculum materials for English Conversation 
Clubs. 

● Expand the library’s role as an important community agency and 
become familiar with local adult education schools/resources. 

● Increase the community’s awareness about library services, programs 
and use of resources. 

 
Secondary Responsibilities: 

● Complete initial and ongoing training for Conversation Club 
Coordinators. 

● Meet monthly with each Conversation Club leader/team member. 
● Track attendance at Conversation Clubs 
● Log hours spent planning and conducting Conversation Clubs 
● Report any concerns or conflicts with other Conversation Club staff to 

Volunteer Coordinator. 
 
Skills/Qualifications Needed: 

● Knowledge and experience in the field of English language learning or 
another teaching discipline. 

● High degree of initiative and creativity. 
● Ability to develop and work with a team. 
● Leadership skills. 
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● Experience in using Microsoft Office, internet and e-mail. 

 
Desired Experience: 

● Previous experience with adult education. 
● Previous experience creating or running programs, or organizing 

projects. 
 
Training: 
Initial training and orientation will be provided, as well as additional support 
and training to be developed as the program grows. 
 
Time Commitment: 
12 month commitment. Time per week flexible as determined by goals and 
objectives. Additional time spent meeting with Conversation Club 
leaders/team members. 
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Title: Nature Education Guide 
 
Department: Environmental Education 
 
Reports to: Director of Environmental Education 
 
Works with: Environmental Education Guides 
 
Description of Role: 
Our Nature Education Guides inspire in youth an awe for nature, love of 
animals, and willingness to taste new foods from the garden. Guides teach 
ecological concepts, and organic farming to youth ages 7 to 10 who visit us 
during a half-day field trip. 
 
Primary Responsibilities: 

● Lead groups of 8 to 10 youth on hikes and tours of the farm and garden. 
● Teach ecological concepts and organic agriculture that is age 

appropriate using experiential education technique. 
● Manage safety. 

 
Secondary Skills: 

● Attend morning check-in meeting and afternoon check-out 
● Effectively assist adult chaperones attending trip with youth 
● Attendance at special events as needed 

 
Skills needed: 

● Passion for nature, organic farming, and youth empowerment! 
● Ability to engage youth. 
● Ability to manage group of 8 to 10 youth. 

 
Desired Experience: 

● Extensive training provided 
● Previous experience with youth a plus! 
● Knowledge of California native plants and ecosystems, organic farming, 

and ecology a plus! 
● Passion for the mission, environmental education, and youth 

empowerment 
 
Time Commitment: 
One half day each week 
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Title: Online Job Counselor 
 
Department or Team: Employment Programs 
 
Responsible to: Employment Programs Director 
 
Works With: Employment Program staff (paid and volunteer) and job 
seekers 
 
Description of Role: This position teaches clients to use computers, access the 
internet wirelessly, use the internet, and use computer software to access 
online job postings and to apply for jobs online. This training provides a 
much-needed service to our clients by assisting them, and to the community 
by increasing patron’s technology skills and general computer literacy. This 
position offers the opportunity to meet new people, help others, and work in 
a pleasant environment. 
 
Primary Responsibilities: 

● Provide individual help to clients using computer work stations. 
● Assist clients using the internet to conduct job searches. 
● Assist clients in using Microsoft software and other specialized software. 
● Help clients use other library machines such as copiers, printers, and 

checkout machines. 
● Refer clients to Program Director as needed. 
● Inform Program Director of any issues or problems with machines. 

 
Secondary Responsibilities: 

● Be responsive and courteous to clients. 
● Comply with organizations dress code for volunteers – see Volunteer 

Handbook for specific information on the dress code. 
● Sign in to and out of volunteer log book at the start and end of each 

shift. 
● Keep the Volunteer Coordinator up-to-date with personal and 

emergency contact information. 
● Report any concerns to Program Director. 

 
Skills/Qualifications Needed: 

● Patience 
● Good verbal communication skills 
● Enjoys working with others 
● Willing and able to follow directions 
● Experience in using Microsoft Internet Explorer, internet search tools, 

and other Microsoft software programs. 
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Desired Experience: 

● Experience with online job search tools or resume writing. 
● IT professional or strong computer generalist. 
● Previous experience teaching others to use technology. 

 
Training: 
Up to 6 hours of training and orientation will be provided, as well as additional 
training in use of machines and specialized software. 
 
Time Commitment: 
Two or more hours per week with a minimum of a six month commitment. 
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The New Volunteer Manager’s Toolkit  
Sample Volunteer Agreement Letter 
 
Summary 
VolunteerMatch works with over 150 corporate leaders to help power their 
employee volunteer programs through hosted web solutions. On a quarterly 
basis, we provide them with metrics to measure how their program is doing 
(hours tracked, connections to nonprofits, visitors, unique visitors, etc.) as well as 
four core benchmarks that measure their success against their peers. The 
Benchmarking Team, led by Jake Smith, will update these benchmarks and move 
them to an online platform. We are envisioning an engaging, visual platform that 
brings their metrics to life, and inspires continued growth and engagement in 
VolunteerMatch services. 
  
Team: Jake Smith, Mary Johnson, Gary Liu 
Supervisor:  Laura Song 
Project name:  Corporate Benchmarks Overhaul 
Begin date:  5/1/16 
End date:  9/30/16 
  
Scope of Work and Deliverables 
Jake will work with a core project team at VolunteerMatch from the Client 
Services department for a 4-5 month period. This project will include: 
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Task  Led By  Timeline 

Review our current benchmarks, and initial plans 
for new and additional metrics 

Mary  April-May 

Design and send a survey to understand what 
metrics they most care about. Collect and analyze 
results. 

Gary  June-July 

Brainstorm and begin to develop key performance 
indicators. Explore how they can develop into 
meaningful benchmarks and metrics for VM 
corporate clients. 

Jake  August 

Use VM’s database/Google analytics to develop 
queries for new metrics 

Jake 

  

May-July 



 

 
Work Schedule 
Most of the work for this project will be completed independently. 
VolunteerMatch will be in charge of setting Joe up with a computer and secure 
access to our database that will then allow him to work offsite. 
 
The project will span 4 months, and we expect it will require roughly 10-15 hours of 
work per team member per month. The team will check in by phone or in person 
at least once a month. Email communication and shared resources will be used 
between meetings to continue momentum on the project. 
 
Questions about the project will be directed to Gary and Mary; larger-scope 
questions (regarding access, timeline, scope of the deliverables, etc.) can be 
directed to Laura. 
  
Assumptions 
All work associated with this project will be done in compliance with 
VolunteerMatch's Confidential Information and Inventions Assignment 
Agreement and VolunteerMatch’s security and data practices and policies. 
 
IN WITNESS WHEREOF, the parties hereto each acting with proper authority have 
executed this Statement of Work, under seal. 
 
VolunteerMatch Supervisor Volunteer  
Laura Song Joe Smith 
Signature:  Signature: 
Date: Date: 
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Present new set of proposed metrics/indicators to 
CRM team 

Jake  Aug-Sept 

Explore online tools (plugins, open source tools, etc.) 
to implement the project 

Jake  July-Aug 

Hold check-in meeting to determine direction 
forward (e.g. do we need more technical support, 
another volunteer, new technology, etc.) 

Laura  July-Aug 

Develop an online platform for each client to see 
their visual benchmarks in real time 

TBD  Aug-Sept 

Work with VolunteerMatch and Google Analytics 
APIs to implement the benchmark tool 

TBD  Aug-Sept 
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Thank you for volunteering with VolunteerMatch! 

 
About VolunteerMatch 
VolunteerMatch is a leader in the nonprofit world dedicated to helping everyone find a great place to 
volunteer. We offer a variety of online services to support a community of nonprofit, volunteer and 
business leaders committed to civic engagement. Our popular service welcomes millions of visitors a 
year and has become the preferred internet recruiting tool for more than 50,000 nonprofits. The 
organization also offers professional business services to support corporations committed to managing 
successful community involvement programs.  
 

About the Handbook 
This handbook is designed to introduce you to the VolunteerMatch office and to provide a basic 
overview of the policies and procedures which provide all of us in the office – paid and volunteer staff – 
with guidance and direction. Much of the information contained here is identical to the information 
contained in our Employee Information Handbook. As a volunteer staff member we extend to you 
many of the same rights as paid staff with regards to the work environment, necessary job training, 
supervision, evaluation, and recognition. 
 
In return we expect you to honor your commitments to VolunteerMatch, respect other staff members – 
both paid and volunteer - and perform your assigned duties to the best of your abilities. 
 
As our organization grows and changes, there will be a need to modify the policies, practices and other 
information described in this Handbook.  When such changes occur, you will be notified by an 
announcement or update.  It is your responsibility to keep your handbook current and to be informed 
about policies and changes that affect you. 
 
If you have any questions or need any clarification of the information contained in this handbook, 
please contact the Volunteer Program Manager. 
 
 
POLICIES AND PROCEDURES 
 
Attendance and Absenteeism 
As a volunteer staff member we depend on you to complete your scheduled shifts. We do understand 
that from time to time certain situations may arise that prevent you from doing so. Please alert the 
Volunteer Program Manager of any scheduled absences – such as vacation – as far in advance as 
possible so that an appropriate substitute may be found. In the event of an unscheduled absence – 
illness or emergency – please alert the Volunteer Program Manager as soon as possible, preferably 
before your scheduled shift begins. If absenteeism becomes excessive your volunteer relationship with 
VolunteerMatch will be reevaluated. 
 
Reviews or Progress Reports 
Many volunteers consider volunteer work as transition path to nonprofit employment, or as a great way 
to develop new professional skills. If you are interested in pursuing this course the Volunteer Program 
Manager will help you establish goals, and will provide progress reports or a review as requested. Your 
review will be based on VolunteerMatch’s core values of teamwork, leadership, accomplishment, 
dedication, and spirit. 
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Volunteer Personnel Files 
Your personnel files are confidential and consist of written documents retained by the Volunteer 
Program Manager. The volunteer’s personnel file can be only reviewed by the volunteer, the President, 
the Senior Manager, HR and Administration, and the Volunteer Program Manager. 
 
This file contains basic contact information and records about your volunteer service with 
VolunteerMatch. 
 
Representing VolunteerMatch 
Volunteers are only authorized to act as a representative of VolunteerMatch if specifically tasked with 
this responsibility in your volunteer job description. Please consult with, and receive permission from, 
your supervisor or the Volunteer Manager before engaging in any actions which may affect or hold the 
organization liable including but not limited to: public statements to the press, signing contracts or 
entering into financial agreements, lobbying or forming partnerships with other organizations. 

 

Ending Your Volunteer Service 
You may resign from your volunteer service with VolunteerMatch at any time. We request that you 
notify the Volunteer Program Manager ideally two weeks prior to your departure and request that you 
complete the Exit Interview process. 
 

Disciplinary Practices 

The following guidelines may be used in some instances at the sole discretion of VolunteerMatch: 
 
Step 1:  Oral warning with documentation in the individual’s personnel file. 
Step 2:  Written warning to individual and copy to personnel file. 
Step 3:  Written warning with suspension – documentation to personnel file. 
Step 4:  Termination/Dismissal 
 
These guidelines are based on cumulative infractions, regardless of whether the infraction is of the 
same general nature as a previous warning. 
 
The use of these disciplinary practices in no way alters the fact that your volunteering with 
VolunteerMatch is “at-will”. 
 
Problem Solving Procedure 
When a group of people work and volunteer together, problems may arise. It is important to all of us 
that such problems are solved as quickly as possible. Occasionally, however, it may be necessary to 
investigate certain problems in greater detail. Our problem-solving procedure provides you with the 
opportunity to have a review of any problem, dispute, or misunderstanding that arise during in the 
course of your volunteering. 
 
Step 1:  You may submit a problem in writing to the Volunteer Program Manager within three (3) 
working days after the problem becomes known to you, He/she is interested in the solution of any 
VolunteerMatch problem you, as a member of the team, may have. He/she will attempt to resolve your 
problem at this initial meeting. If unable to reach a mutually agreed upon settlement, the Volunteer 
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Program Manager will investigate the situation further, and within three (3) working days, meet you to 
give his/her final answer in writing. If you are sill not satisfied, then you may request a Step 2 meeting. 
 
Step 2:  This step consists of submitting, in writing, the problem to the Chief Services Office 
(CSO) within three (3) working days of receiving the Step One response. The CSO will schedule a 
meeting with you and the Volunteer Manager as soon as practicable. At this meeting the CSO will 
attempt to resolve the problem, if he/she is unable to do so, he/she will provide you with a written 
resolution within three (3) working days. This will be the final determination. 
 
Dismissal  
Dismissal of a volunteer is a serious consideration. Before a volunteer is dismissed attempts to 
reconcile the solution will be made including a meeting between staff and volunteer(s) involved, the 
Volunteer Program Manager, and, if appropriate, the CSO. Dismissal of a volunteer may take place if a 
volunteer is unreliable, irresponsible, disruptive, demonstrates inappropriate behavior, or fails to adhere 
to the policies and procedures of VolunteerMatch. 
 
Exit Interview and Exit Checklist Process 
We encourage all volunteers to participate in an exit interview before leaving VolunteerMatch, 
regardless of your reason for leaving. You may also request a letter of reference or referral at this time. 
   
The exit interview is your opportunity to communicate your views about the position, your department, 
management, the operations of the company, and any other relevant information you feel it is 
important for us to know. 
 
The appropriate persons will contact you to arrange an exit interview and an exit checklist meeting. 
 
Termination procedures are only guidelines and do not constitute a legal contract between 
VolunteerMatch and the volunteer, as arrangement is by mutual consent. 
 
Confidentiality Agreement 
Due to the nature of the work you may be doing as a VolunteerMatch volunteer, you will be asked to 
sign a confidentiality agreement. We expect you to abide by VolunteerMatch rules and regulations, and 
by signing this document you acknowledge that you agree to refrain from the unauthorized use or 
disclosure of any proprietary information. 

Policy Against Harassment 

VolunteerMatch is committed to maintaining a work environment free of unlawful harassment. 
VolunteerMatch policy prohibits harassment based on sex (including sexual harassment, gender 
harassment and harassment due to pregnancy, childbirth or related medical conditions) and 
harassment based on race, religion, creed, color, national origin or ancestry, physical or mental 
disability, medical condition, marital status, age, sexual orientation or any other status protected by 
federal or state law or local ordinance or regulation.  All such harassment is unlawful. VolunteerMatch’s 
policy applies to all persons involved in the operation of VolunteerMatch (both employees and 
volunteers) and prohibits unlawful harassment by any volunteer/employee of VolunteerMatch including 
supervisors and co-workers. 
 
Examples of sexual harassment may include, but are not limited to: 

 Physical, unwelcome touching; 
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 Verbal conduct such as epithets, derogatory jokes or comments, slurs, or unwanted sexual 
advances, invitations or comments; 

 Visual conduct such as derogatory and/or sexually oriented posters, photography, cartoons, 
drawings or gestures; 

 Threats and demands to submit to sexual requests as a condition of continued employment, 
or to avoid some other loss, and offers of employment benefits in return for sexual favors; 

 Inappropriate conduct or comments consistently targeted at only one gender, even if the 
content is not sexual; 

 Retaliation for having reported or threatened to report sexual harassment. 
 
This behavior is unacceptable in the workplace itself and in other work-related settings such as 
business trips and business-related social events. 
 
Immigration Reform and Control Act Policy 
Under the terms of the Immigration Reform and Control Act of 1986, all volunteers hired after 
November 6, 1986 must provide, at the time of hire, proof of their identity and their authorization to 
travel, study, or work in the United States.  
 
Smoking 
In response to state and local laws and building code, smoking is not permitted in our office. This 
includes private offices and other common areas. 
 
Pets 
Pets (dogs, cats, reptiles, birds, and any other type of live animal), although beloved, are officially not 
allowed in the workplace due to building regulations. This rule does not apply to service animals. But, 
VolunteerMatch has relaxed these rules for several staff-member’s dogs, which have proven to be well 
behaved. If you are allergic to dogs, or if you would prefer not to be around dogs please alert the 
Volunteer Program Manager. 
 
Solicitation 
Solicitation by non-staff members for any reason on company property is not allowed. Employees and 
volunteers may solicit or distribute literature for various groups or organizations for reasons including 
charitable ones. Prior permission from your supervisor or the Volunteer Manager is required. 
 
Substance Abuse 
The possession, use or sale of illegal drugs is never acceptable in our business environment.  Also, the 
abuse of prescription and over-the-counter drugs and alcohol can compromise your job performance 
and conduct.  
 
We recognize that substance abuse can be successfully treated.  Seeking help or assistance is not 
considered grounds for discipline, but refusal to get help in certain circumstances may be.  It is your 
responsibility to get professional help to improve your performance or conduct. 

Privacy in General 

Whatever you put on a VolunteerMatch computer, including email you send and receive, and software 
you install, could have been seen/read by someone other than yourself or your intended receiver.  
Emails and anything else generated or stored on VolunteerMatch computers are company property. We 
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understand that you may need to conduct personal business while using a VolunteerMatch computer, 
but we ask that you do not abuse this access. 

Email and Voicemail Usage 

The VolunteerMatch email system is intended for business use only.  Personal correspondence should 
not be conducted through this email address, and VolunteerMatch reserves the right to monitor your 
email activity. Like email, voicemail can be listened to by someone other than yourself or your intended 
receiver.  Anything you put or receive on VolunteerMatch voicemail is also company property.  

Volunteer Workstation and Email Access  

All volunteers will be given a unique login to access the volunteer workstations. This will allow you to 
access the internet and your own unique desktop from each workstation, and will give you access to 
the Volunteer folder on the Behemoth server to share and save documents. You may not access the 
VolunteerMatch SuperUser dashboard from any other workstation or machine without prior written 
approval. To request ‘work from home’ access please talk to your supervisor.  
 
You will also be given a VolunteerMatch email address – usually first initial last name @ 
volunteermatch.org. This email address will be available both through your unique login as well as from 
a web platform. This email address will also allow you to access the VolunteerMatch Google Drive. 

Community Support & Org Approval Volunteers 

As a volunteer you may be asked to work with our Community Support team and assist our Members – 
both volunteers and nonprofits. To do this you will be granted SuperUser access. This will allow you to 
access and work in the ‘behind the scenes’ area of our system. This SuperUser access will only be 
given to your volunteermatch.org email address. All necessary SuperUser training will be provided in 
one-on-one sessions with staff. You will not be asked to access or work in the SuperUser area 
unsupervised until you feel comfortable doing so.  

Volunteer to Paid Staff Hiring Process 

VolunteerMatch encourages qualified volunteer candidates to seek paid work with the organization. We 
acknowledge that this situation may involve complex relationships and expect all participants to act 
with the highest levels of personal and profession respect for all people involved. The following process 
builds on, but does not bypass, the existing application process for paid work at VolunteerMatch. 
 
All volunteer staff interested in paid work at VolunteerMatch should use the following process. 
 
Inform Volunteer Manager of interest in a specific, publically posted, paid position. 
The Volunteer Manager will clarify this process with the volunteer candidate at this time, including the 
appropriate roles and responsibilities of the Volunteer Manager, the Hiring Manager, and the Volunteer 
Candidate. The Volunteer Manager will not participate in the interview or decision making process for 
any position search involving volunteer candidates. 
All questions regarding the position, hiring process or timeline should be directed to the Hiring 
Manager. 

 
Volunteer Candidate should submit resume and cover letter to jobs@volunteermatch.org. 
 
VolunteerMatch acknowledges that the volunteer candidate has a more enhanced relationship with the 
organization than other candidates. Out of respect for this relationship the volunteer candidate can 
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expect to be informed of the hiring process timeline, and will be informed either by email, phone, or in-
person conversation of his or her progress through the hiring process.  
 
The Volunteer Manager will be informed of the decision to either offer a paid position to a volunteer 
candidate, or to conclude the volunteer candidate’s participation in the hiring process. The Volunteer 
Manager will then work with the volunteer candidate to provide a more comfortable and effective 
transition either to paid work, or back into volunteer work. 
 
If the volunteer candidate is not selected for the paid position, all attempts will be made to continue 
the existing volunteer relationship. Volunteers may request to transfer to a different team or project 
within VolunteerMatch, may request a sabbatical or leave of absence, or additional accommodations to 
continue to feel comfortable working with VolunteerMatch. 
 
The unsuccessful volunteer candidate is encouraged to request feedback from the interview team and 
hiring manager regarding how the decision was made, and what improvements or additional skills 
might be pursued. 
 

Staff Directory 
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Acknowledgement of Receipt of Handbook 
 
 
I acknowledge that I have been given a copy of the VolunteerMatch Volunteer 
Booklet. I understand that this Booklet summarizes VolunteerMatch’s personnel 
guidelines, and that it is furnished to me solely for my information. 
 
I further understand that volunteering with VolunteerMatch is not for a specified 
term and is at the mutual consent of me and VolunteerMatch. Accordingly, 
VolunteerMatch or I can terminate the volunteer relationship at will, with or 
without cause, at any time. 
 
I further understand that the statements contained in the booklets are not 
intended to create any contractual or other legal obligations. I also understand 
that VolunteerMatch may modify or rescind any of its policies, or practices 
described in the Booklet at any time, except for those policies required by law. 
 
I acknowledge that it is my responsibility to read and become familiar with the 
contents of the Handbook. 
 
 
Volunteer Name (Printed)_______________________ 
 
Volunteer Signature _____________________________ 
 
Date ____/____/_______ 
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