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October 13, 2004

Dear Friend,

Thank you for donating your most precious resource of time to the Inter-Faith Council for Social Service.  We could not achieve our mission to meet the everyday needs of individuals who rely on IFC services without your skills, dedication and time.  

We think of you and community volunteers as valuable partners for our organization. We honor our relationship with you by agreeing to provide you with a volunteer experience that you will value and enjoy.  It would be impossible for us to meet our goals and obligations to the community without volunteers.

The following Volunteer Policies and Procedures Manual is in large part exactly the same policy manual that guides our paid staff.  I know that you will find all of our policies and many of the procedures helpful. Please use this manual to guide your work during your time as a volunteer.  

Our staff is strongly committed to IFC’s partnership with volunteers. We are also committed in providing the professional training and supervision you need to carry out your responsibilities. Please ask your supervisor any questions about the manual. We also welcome your suggestions and recommendations.

We hope that you will enjoy your experience and thank you again for your generosity.

Sincerely,

Chris Moran

Executive Director  
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IFC Vision, Mission and Values

Vision: 

IFC: A caring organization that assists and supports people in need through staff-volunteer partnerships, congregations, individuals and community coalitions. 

Mission: 

The Inter-Faith Council for Social Service meets basic needs and helps individuals and families achieve their goals. We provide shelter, food, direct services, advocacy and information to people in need. We accomplish this through strong partnerships with volunteers, staff and those we serve. We rely on the active involvement of caring individuals, congregations and other community organizations. 

Statement of Values: 

The work of the Inter-Faith Council for Social Service is guided by the following shared values (in alphabetical order): 

	ADVOCACY
	We work to overcome the social and economic barriers that prevent individuals and families from achieving their goals. 

	CARING
	We value empathy, compassion and respect. 

	COMMUNICATION
	We listen to and share with one another. We value open, honest and nonjudgmental interactions. 

	COMMUNITY
	We actively build coalitions among a broad spectrum of individuals, congregations and community organizations. 

	HOPE
	We have faith that our work will lead to positive change for individuals and the community. 

	SELF-SUFFICIENCY
	We help people in need achieve their goals by providing information, support and access to resources. 

	VOLUNTEER, STAFF, CLIENT/GUEST PARTNERSHIP
	We work together to achieve IFC’s mission by respecting each partner’s strengths and contributions. 


Adopted by the Board of Directors January 17, 2001

Volunteer Program Philosophy

Volunteers are an important and integral part of the Inter-Faith Council.  Without them, we would be unable to provide services to our clients, guest and the community.  We utilize volunteers at all levels of service and administration within the organization.  Volunteers work side by side with our paid professional staff and in many cases our clients.  We believe that everyone has a role to play in ending poverty and homelessness.  Volunteering for Inter-Faith Council allows your personal effort to be coordinated with others working to make our community a better place.

Volunteer Orientation

Volunteer Orientation is held on the second Tuesday of every month at the Community Services facility at 110 West Main Street in Carrboro.  Sessions begin at 7pm.  We encourage all volunteers to participate in this orientation as it provides important information about IFC’s mission, philosophy and services.
Policies and Procedures

CODE OF CONDUCT

The Inter-Faith Council for Social Service (IFC) is proud to have in place policies and procedures to guarantee respect for the rights of our organization, our employees and our volunteers.  All volunteers are expected to conduct themselves according to the policies and procedures of this organization when representing the IFC, and to review and be familiar with any new applicable policies as they are communicated to them.  It is the staffs’ responsibility to ensure clear, thorough communication of all existing, new and/or revised policies to all pertinent volunteers, and to take all steps necessary to ensure full implementation of them.   Violation of any of these policies, or others that may be implemented in the future may result in disciplinary action, up to and including termination.

Below are some, but not all, examples of behavior or activities that may warrant disciplinary action:


- Insubordination

- Unauthorized use, possession or distribution of intoxicants, drugs or alcohol on the premises of this organization, or reporting to work under the influence of intoxicants, drugs or alcohol


- Falsifying any IFC records


- Sleeping on the job

- Fighting on the job or threatening any employees or non-employees of this organization


- Destruction of IFC property, or that of any employee or non-employee


- Theft


- Continued or chronic lateness or absenteeism


- Insufficient productivity or unacceptable work quality


- Violation of safety rules


- Carrying or possessing weapons of any kind while working


- Gambling on IFC premises or time


- Creating a disruptive environment while working 


- Dishonesty


- Smoking in non-smoking areas


- Violation of the IFC harassment policy (sexual or otherwise)

CONFIDENTIAL INFORMATION

While volunteering with the IFC you may receive or have access to confidential information of this organization.  This confidential information may include written materials, such as client lists or records, computer programs, financial statements or other documents.  It may also include non-written materials, such as ideas, concepts, know-how or techniques.  All volunteers should assume that all organization information is confidential unless otherwise confirmed.  While volunteering with IFC, and at all times thereafter, volunteers must not, directly or indirectly, use or disclose any confidential information of this organization, or information related to client services, for any purpose, except to the extent authorized by the IFC in writing.

CONFLICT OF INTEREST/ETHICAL STANDARDS POLICY

The Conflict of Interest/Ethical Standards Policy applies to all persons working, paid or unpaid, on behalf of the IFC, whether they are employees or volunteers.  During their involvement with the IFC, staff and volunteers shall abide by the following Conflict of Interest/Ethical Standards Policy:

If the IFC has a contract, agreement or transaction with a third party, or if the IFC is contemplating entering into any contract, agreement or transaction with a third party, staff or volunteers shall fully disclose in writing to the Executive Director any financial interest or relationship that person has with the third party. The President or Executive Director shall disclose this information to the Board of Directors, which may approve the contract, agreement or transaction in question by a majority vote.  If a board member or the Executive Director is the interested staff member/volunteer, that person may not participate in the vote. 

Staff and volunteers shall not act as representatives of the IFC or claim to act on behalf of the IFC to bolster, legitimize or benefit any other organization or individual, unless authorized by the Executive Director to do so. 

Staff or volunteers shall not seek to personally employ, or provide services to, beyond those provided in the regular course of their work with the IFC, any individual who has received or is receiving services from the IFC without the approval of the Executive Director. The Executive Director shall keep a written record of such approvals and inform the Board of Directors of them.

Staff and volunteers shall maintain professional, ethical standards of conduct.  Staff and volunteers shall not engage in personal relationships of any nature with clients, guests or residents of the IFC, or with any person who has received or is receiving services from the IFC.  This includes, but is not limited to the following examples, and any other type of relationship that extends beyond the professional boundaries of the normal IFC/client relationship:

· Living or residential arrangements, for any length of time, including   

Roommate or landlord/tenant relationships, temporary housing, or any official or unofficial living arrangement.
· Personal, intimate, friendship and/or sexual relationships
· Financial relationships where money is given, accepted, lent (loaned), borrowed or in any way exchanged between the staff and the recipient of IFC services, or in which items are bought and/or sold between an IFC staff member and a client, guest or resident of the IFC

· Employment, including recruiting, hiring, employing or in any way paying for services provided, for any length of time

· Individual requests, including, but not limited to, doing favors, running errands, picking up or dropping off family members, friends or relatives, or any other type of personal requests 

· Sponsorship in Alcoholics Anonymous or Narcotics Anonymous:  no staff member may sponsor a client, guest or resident of the IFC for participation in either of these, or any other, addiction-assistance groups. Staff should become knowledgeable about community substance abuse services and refer any client, guest or resident for services when asked. 

The restrictions listed in the bullets above apply to any guests, clients, residents, etc. of the IFC who have received services from the IFC, have lived in facilities of the IFC, have been a guest of the IFC, or in any way have been a recipient of any services provided by the IFC, during the previous three (3) years.     

If a staff member or volunteer has an existing relationship with a guest, resident or client which began prior to the staff’s/volunteer’s or client’s involvement with the IFC (e.g. kin relationship, friendship, etc.), the staff/volunteer must disclose this involvement to the Executive Director.  

If any staff member or volunteer who is unsure about whether or not a particular situation is a conflict of interest, should provide written notice about the situation to the Executive Director.  Failure to adhere to this policy constitutes cause for termination of employment. 

COURTESY

Recognizing that it sometimes takes a heroic effort to be nice to some people, we nonetheless expect our employees and volunteers to be courteous at all times to each other, to our clients, and to anyone visiting our offices or doing business with our agency.  This includes speaking respectfully to one another, being on time for meetings and calls, and in all other ways conducting oneself in a manner that reflects courtesy and grace.   

CRIMINAL BACKGROUND CHECKS

Criminal background checks may be required for certain positions at the discretion of IFC.

DRESS CODE

Attire for IFC must be appropriate to the job being done.  PLEASE NOTE:  for those volunteers whose primary duty is working in the kitchen, open-toed shoes are prohibited for safety reasons.    

DRUG FREE WORKPLACE POLICY

The IFC is committed to safeguarding the health and safety of its employees and volunteers and to supplying its clients with the highest quality service possible.  This policy establishes the agency’s position on the use of illegal drugs or other controlled substances or misuse of alcohol by its employees and volunteers.  In compliance with the US Department of Labor’s Drug-Free Workplace Act of 1998, this policy is enacted by the IFC to prevent the use or presence of these substances in the workplace.

Any volunteer who engages in the unlawful manufacture, distribution, dispensation, presence, use, or is under the influence of drugs, other controlled substances or alcohol while on IFC business, on its property, or at its work sites, will be disciplined up to and including dismissal.  (Note: This does not apply to approved alcohol use during specified IFC sponsored events and activities.)

Any volunteer who is arrested or convicted for driving under the influence, or for violating a criminal drug statute, must notify his or her immediate supervisor within five days of that conviction.  Failure to notify the supervisor of such a conviction within five days is grounds for termination.

Any violation or failure to comply with the terms of this policy by any volunteer may result in disciplinary action up to and including termination.

EMPLOYEE/ VOLUNTEER RELATIONS

The IFC is committed to maintaining open and honest communication between and among all volunteers, employees, departments and all levels of the organization.  At any time, every volunteer is free to speak to his/her supervisor, or any member of the Senior Management Team (Executive Director, Program Director, Program Coordinator), to raise questions or concerns about IFC policy and procedure, and get answers to queries.  However, we strongly believe that resolving conflicts or issues with your direct supervisor initially is the first, best step in this process.  Outlined below is the procedure and chain of command that should be followed, if at all possible, by any IFC volunteer seeking resolution of his/her work-related problem or concern:

1. GO TO YOUR SUPERVISOR: If the volunteer has work-related concerns, the first step is to address them with his/her immediate supervisor as soon as possible. The supervisor should meet with the volunteer, listen to the concerns and create a plan to address them.  If this does not resolve the issue, then the volunteer should request a formal meeting with the supervisor.  In this case, the supervisor should provide the volunteer with a written answer or resolution within five (5) calendar days, after first listening to and investigating the problem, and documenting both the volunteer’s reporting of the issue and the supervisor’s action taken.  The signatures of both the volunteer and the supervisor must be present on all documentation related to the issue.  Should the problem be of a nature that the volunteer feels would be embarrassing to discuss with the supervisor, the volunteer may bring the issue to the attention of their Program Coordinator in cases where the Coordinator is not their direct supervisor.  The Program Coordinator has the same obligation to respond to the volunteer within five (5) calendar days.  If the issue in question relates directly to the performance or behavior of the Program Coordinator, the volunteer may request, in writing, to speak with the Program Director. 

2.  GO TO THE PROGRAM DIRECTOR: If the volunteer does not receive from the Supervisor/Program Coordinator a satisfactory response or resolution to his/her issue, or the response is not received within the five (5) day time limit, the volunteer may request in writing to speak with the Program Director, who will discuss the problem with all involved parties, investigate the problem thoroughly, give the volunteer a written response within ten (10) business days, and document both the volunteer’s reporting of the issue and action taken by the Program Director.  At his/her discretion, the Program Director may consult with the Executive Director and/or other relevant parties, on a confidential basis, for assistance in reaching a fair and equitable resolution. 

3. GO TO THE EXECUTIVE DIRECTOR: If the volunteer does not receive a satisfactory response or resolution to his/her concern, or the response is not received within the ten (10) day time limit, or if the issue in question relates directly to the performance of the Program Director, the volunteer may request, in writing, to speak to the Executive Director.  The Executive Director shall appoint and refer the issue to an Ad Hoc Committee of volunteer and staff members for an opinion regarding the issue, and must respond in writing to the volunteer within ten (10) business days.  The Executive Director is responsible for documenting all aspects of the issue, including the volunteer’s reporting of it, action taken, and the final resolution.   The decision of the Executive Director is considered final. 

ETHICS

In all areas of our operations, we expect our volunteers to conduct themselves in an ethical manner with respect to the way we do business.  This includes avoiding situations that may be, or even give the appearance of, a conflict of interest.  Our success is based upon a reputation of honesty, integrity and solid commitment to excellence, and our volunteers are expected to reflect those values in every aspect of our work.

GOSSIP IN OUR WORKPLACE

Our clients depend on us for excellence in our work.  Gossip not only hurts morale in our organization, it affects our productivity as well.  As we are dedicated to providing all of our volunteers and employees with a workplace that is as stress-free and positive as possible, we therefore maintain a “gossip free” workplace policy, as follows:

· If you are having a problem with a colleague, go directly to that person and discuss the issue in private.  Discussing it with anyone else except your supervisor is gossip. If the supervisor learns of problems with gossip, he or she is required to address it with all parties involved.  

· Gossip takes two!  If you are the listener, you are also guilty of gossiping.  If someone gossips to you, protect yourself:  do not participate!  If you are whispering with another person in our workplace, you could be perceived as gossiping.  Don’t put yourself in the position of being misunderstood:  if you have a private business-related matter to discuss with someone, find a private place to do so. 

· Negativity spreads like poison, and can cause damage beyond anyone’s expectations.  If you are feeling negative, take appropriate steps to address the issue.  If it is personal and does not belong in the workplace, leave it at home.  Our guiding principles are based on clear communication and respect for each other, and gossip has no place in these principles.  

Know that violation of this policy is grounds for disciplinary action, up to and including termination of your volunteering.

HARASSMENT

IFC volunteers will not engage in any form of harassment at any time.  Harassment is a form of discrimination that violates Title VII of the Civil Rights Act of 1964.  We believe that each volunteer should be able to work in an atmosphere that is free of discrimination or harassment based on race, age, color, sex, religion, national origin, marital status, family responsibilities, sexual orientation, veteran status, and disability.  We do not permit or tolerate harassment of employees or volunteers by anyone.

Examples of inappropriate and unacceptable harassment covered by this policy include, but are not limited to, improper or inappropriate harassing comments, harassing gestures or dissemination and/or publication of harassing and derogatory materials in the work place that are based upon a person’s gender, race, color, age, national origin, religion or disability.  Examples of unacceptable discrimination include failure to promote, hire or transfer based upon a person’s race, gender, color, age, national origin, religion or disability.

In particular, sexual harassment is a form of sex discrimination that violates Title VII of the Civil Rights Act of 1964.  Sexual harassment includes any unwanted verbal or sexual advances, sexually explicit remarks, or statements made by someone in the workplace that are offensive or objectionable when:

· Submission to the conduct is either an explicit or implicit term or condition of volunteering with the organization; or

· Submission to or rejection of the conduct is used as a basis for employment decisions affecting an individual; or the conduct has the purpose or effect of substantially interfering with work performance, or of creating an intimidating, hostile, or offensive work environment.

Sexual harassment may occur in a variety of circumstances.  The following are some, but not all, situations that may occur in sexual harassment cases.

· The victim, as well as the harasser, may be either a man or a woman.  The victim does not have to be of the opposite sex.

· The harasser can be the victim's supervisor, a supervisor from another area, an agent of the employer, a co-worker, or a non-employee.

· The victim does not have to be the person who is harassed but can be anyone affected by the offensive conduct.

· Unlawful sexual harassment may occur without economic injury to or discharge of the victim.

· The harasser's conduct must be unwelcome.

Harassment Complaint Procedures

Volunteers should be made aware of the complaint mechanism for harassment.  It is in the volunteer’s best interest to directly inform the harasser that the conduct is unwelcome and must stop.  In most cases, the volunteer should report the harassment to his or her direct supervisor(s); if the supervisor is the offender, then the volunteer should report harassment to any senior management team member.  All harassment complaints are treated with the utmost confidentiality, to the extent possible.

Supervisors' Responsibilities

Supervisors or managers who receive a harassment complaint must immediately report the complaint to the Executive Director.  Complaints pertaining to the conduct of the Executive Director should be immediately reported to the President of the Board.

Reprisal by any employee, volunteer, supervisor, or manager against any volunteer or corroborating witness in a harassment complaint will not be tolerated.

Supervisors and managers must be alert to any possibility of harassment.  

Investigation

The Human Resources (HR) Coordinator, along with the appropriate supervisor(s), will take immediate action to thoroughly investigate any complaint.  The HR Coordinator will write a report on the investigation.  The HR Coordinator, the Executive Director, and the appropriate supervisor(s) will determine the validity of the complaint and make a recommendation for resolution of the complaint.  Such a determination will be made on a case-by-case basis. 

Disciplinary Action

The Executive Director and the appropriate supervisor(s) will resolve the case and determine appropriate disciplinary action.

Appropriate sanctions and corrective action, up to and including termination, will occur in confirmed cases of harassment.  Disciplinary action may include a written warning, probation, suspension, or termination.  The severity of the discipline will be determined by a number of factors, including the severity of the harassment.

Prevention

Supervisors and managers are responsible for notifying all volunteers - including newly hired volunteers - of the organization's harassment policy. Supervisors and managers are responsible for assertively creating an atmosphere in which harassment does not exist and is actively discouraged.

NON-DISCRIMINATION POLICY

It is the policy of the Inter-Faith Council for Social Service (IFC) not to discriminate and to ensure equal opportunity for our employees, volunteers, board members and clients without distinction because of age, color, race, gender, sexual orientation, religious creed, national origin, physical or mental disabilities, or membership or non-membership in any lawful organizations.  This non-discrimination policy also pertains to all applicants for employment, volunteer services, and board selection or program services.  The IFC is committed to a program of non-discrimination to fully involve and include members of minority groups, women, individuals with disabilities and veterans of war.

WIRELESS COMMUNICATION DEVICE USE GUIDELINES

Any volunteer who uses a wireless communication device (cell-phone, pager, PDA, etc.) to conduct business for this organization must do so with safety in mind, and should take all reasonable precautions when doing so.  In particular, volunteers are advised to refrain from using wireless devices while driving (those volunteers who travel outside the state as a part of their volunteer service must comply with any state laws that prohibit use of such devices while driving).  If it is necessary to take or place a call while you are driving, pull over safely and complete the call while the car is stationary.  

ORIENTATION AND TRAINING

All volunteers will receive a general introduction about the mission and services of the IFC, volunteer policies and procedures, and an overview of the volunteer’s work to be completed.  Volunteers will receive instructions and/or orientation to provide them with the information and skills they need to perform their responsibilities.  Upon completion of training the trainer and volunteer will then decide if the volunteer is ready to begin the volunteer position. Each volunteer must meet with her/his supervisor after training and prior to beginning service. 

SUPERVISION

Every volunteer will have an identified supervisor who will be available for consultation, support, and direction.

TERMINATION OF VOLUNTEER WORK

1.  Volunteer Resignations: 

Any volunteer may voluntarily leave their position at any time.  When possible, all volunteers are encouraged to provide written notice of intention to resign two weeks prior to the date of separation.  In all cases, every effort will be made to have the volunteer separate from the IFC in a positive manner.  

2.  Dismissal of Volunteers

Progressive Workplace Discipline Policy

1.   Purpose
The purpose of the progressive workplace discipline policy is to define the procedures for correcting volunteer misconduct in a progressive manner, to help the volunteer meet the expectations of the job.  
2.   Goals
a. To encourage all volunteers to perform their jobs in a competent and committed manner.

b. To reduce the incidence of disciplinary problems by providing clear expectations of general job performance.

c. To increase volunteers' sense of security by ensuring that discipline will be applied only for cause according to accepted practices and within the limitations of the law.

d. To protect volunteers from the unsafe actions of their co-workers that might put them in physical or emotional jeopardy.

e. To assure all volunteers that basic disciplinary procedure will be applied uniformly.

3.   Disciplinary Process

The sequence of actions under the progressive disciplinary procedures is as follows:

a. Informal meeting and oral warnings, documented in the volunteer's records.

b. Written notices of deficiencies in the volunteer’s records.

c. Formal meetings documented by written records.

d. Written notice of termination of volunteer work.

3.  Dismissal for Cause/Malfeasance/Misconduct

a. Termination for cause/malfeasance/misconduct may be immediate, without prior warning or notice.  

b. Such termination may be initiated by the IFC for any of the following reasons, including, but not limited to:

1. Refusal or failure to perform reasonable work as assigned by the supervisor or specified in the job description.

2. Being at work under the influence of any intoxicating drug or chemical which is illegal or which interferes with work performance or which may adversely affect safety.     

3. Excessive or unauthorized tardiness or absenteeism.

4. Using abusive, profane, obscene or derogatory language.


5. Misusing IFC funds, equipment or property.

6. Conduct inconsistent with the values or philosophy of the IFC.

7. Performing illegal acts.

8. Repeated insubordination.

9. Any other conduct not in keeping with the codes and policies of the IFC.

4.  Exit Interview
Upon termination of a volunteer, either voluntary or otherwise, an exit interview will be conducted by the supervisor. The purpose of this interview will be to discuss any issues or concerns regarding the IFC.

VOLUNTEER POLICIES AND PROCEDURES
Please sign below verifying that you have read and understand the Volunteer Policies and Procedures of The Inter Faith Council for Social Services and return this sheet to your supervisor.

_________________________________________________________________

I have read and understand the Volunteer Policies of IFC.

_______________________________________________________

___________

Signature of Volunteer







Date

_______________________________________________________

___________

Signature of Supervisor






Date
PAGE  
1
October 13, 2004


_981372580.unknown

