S.0.A.R. - Supporting Others Achieve Recovery

VOLUNTEER

Personal Data
Name

Last First Middle
Home Address

Street Number Apt. Number
City State Zip Code Home Phone
Email
Age Date of Birth M/F
Employment Data
Present Employer
Business Address

City State Zip Code
Bus. Phone Bus. Fax

Type of Business/Organization Title/Position

Briefly describe your current position:
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Community Organizations and Volunteer Involvement

Please list the community and political organizations, which you have been involved in
over the past five years.

Organization Position Service Period

Describe your responsibility and leadership role in what you consider the most important
or valuable volunteer work you have done. How have your eftorts affected or changed
the community?

Commitment

Describe your interest in becoming a volunteer for S.0.A R,

How long have you been in stable recovery? Less than two years requires a release from
your mental health provider stating you are able to mentor others.

2
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What type of time commitment are you willing/able to make? Please specify the
frequency and duration of time. (How many days a week, weeks a month, time of day,
etc)

Of the following, which would you most like to be involved in:
[l ANAD Meeting

Transportation (Clean DMV report required)

Childcare (GA background check required)

Pet sitting

Insurance Assistance

Lead Healthy Meal Groups

Administrative Tasks for S.O.AR.

Other

Y Y O

Signature

Date
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S.0.A.R. - Supporting Others Achieve Recovery

Volunteer Program
Overall Policy on Utilization of Volunteers

The achievement of the goals of S.O.A.R. is best served by the active participation of citizens of the
community. To this end. $.0.A R. accepts and encourages the involvement of volunteers at all levels of
S.0.AR. and within all appropriate programs and activities.

Purpose of Volunteer Policies

The purpose of these policies is to provide overall guidance and direction to staff and volunteers engaged in
volunteer involvement and management efforts. These policies are intended for internal management
guidance only. and do not constitute. either implicitly or explicitly. a binding contractual or personnel
agreement. S.0.AR. reserves the exclusive right to change any of these policies at any time and to expect
adherence to the changed policy. Changes to or exceptions from these policies may only be granted by the
Volunteer Program Manager. and must be obtained in advance and in writing. Areas not specifically
covered by these policies shall be determined by the Volunteer Program Manager.

Scope of Volunteer Policies

Unless specifically stated. these policies apply to all non-elected volunteers in all programs and projects
undertaken on or on behalf of $.0.A.R.. and to all departments and sites of operation of the agency.

Definition of ‘Volunteer’

A “volunteer” is anyone who without compensation or expectation of compensation bevond reimbursement
performs a task at the direction of and on behalf of .S.0.A.R. A “volunteer” must be officially accepted and
enrolled by S.0.A R. prior to performance of the task. Unless specifically stated, volunteers shall not be
considered as ‘emplovees’ of S.O.AR.

Service at the Discretion of S.0.A.R.

S.0.AR. accepts the service of all volunteers with the understanding that such service is at the sole
discretion of S.0.A.R. Volunteers agree that S.0.A.R. may at any time. for whatever reason. decide to
terminate the volunteer’s relationship with S.0.AR..

The volunteer may at any time, for whatever reason. decide to sever the volunteer’s relationship with
S.0.A.R. Notice of such a decision should be communicated as soon as possible to the volunteer’s
SUpErvisor.

Volunteer Rights and Responsibilities

Volunteers are viewed as a valuable resource to S.O.A.R.. its staff. and its clients. Volunteers shall be
extended the right to be given meaningful assignments. the right to be treated as equal co-workers. the right
to effective supervision. the right to full involvement and participation. and the right to recognition for
work done.

In return. volunteers shall agree to actively perform their duties to the best of their abilities and to remain
loval to the goals and procedures of S.0.AR.
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Scope of Volunteer Involvement

Volunteers may be utilized in all programs and activities of S.0.A.R.. and serve at all levels of skill and
decision-making. Volunteers should not. however. be utilized to displace any paid employees from their
positions.

Volunteer Management Procedures
Maintenance of Records

The Volunteer Management Office maintains records on each volunteer throughout the organization.
Records include dates of volunteer service. positions held. duties performed. evaluation of volunteer
performance. training attended and awards/recognitions received. Volunteer records. including application.
reference checks and background checks are confidential. Volunteers are responsible for submitting and
updating information contained in their files to the Volunteer Management Office.

Conflict of Interest

Supporting Others Achieve Recovery. Inc.. (S.0.AR.) is judged. in large part. by the individual and
collective performance of its volunteers. S.O.A.R. must recognize the importance of a volunteer’s duty to
S.O.A.R.. and to its members and supporters. to act in a manner that merits public trust and confidence.

Each volunteer must act in all matters in a manner that will safeguard the reputation and integrity of
S.O.AR. and will preserve and strengthen public confidence in S.O.A R. activities. Likewise. volunteers
must refrain from engaging in any transaction in which personal interests conflict. potentially conflict or
appear to conflict with those of S.0.A.R.

An actual or potential conflict of interest occurs when a volunteer is in a position to influence a decision
that may result in a personal gain for vou or for a relative as a result of $.0.A.R. s business dealings. For
the purposes of this policy. a relative is a person who is related by blood or marriage. or whose relationship
with the volunteer is similar to that of persons who are related by blood or marriage.

Participation in any activity prohibited by this policy can result in the termination of volunteer services.

Some conflict of interest situation as are easily identifiable. whereas others are more subtle. Some of the
more common situations pertaining to volunteers rise to the potential conflicts set out below. This list is
illustrative only and should not be regarded as all-inclusive.

Accepting Payment or Gifis: No volunteer shall accept payment of any kind (including gifts. cash.
discounts, concessions. services or other similar item or benefits for services rendered as part of his or her
volunteer service. This includes payment for speaking engagements or for participation in workshops or
similar activities.

Improper Influence: Any volunteer or close relative. should not. when acting on his or her own behalf or
when acting on behalf or another person. business or organization. attempt to influence Supporting Others
Achieve Recovery. Inc.’s position on any issue. matter or transaction nor participate in any discussions
pertaining to a related organization.

Inside Information: Inside information should not be used either for the purposes of gaining advantage for
one’s self. a close relative. or another organization or for any other purpose not specifically approved by
SOAR.

Political Activities: Volunteers are encouraged to take an active interest and to participate in the political
and governmental progress. However. except for those authorized to act on behalf of S.0.A R.. volunteers
participating do so as individuals and not as representatives of S.0.A.R. To avoid any inference of support
or sponsorship by S.0.A.R.. a volunteer must never represent that his or her political donation.
endorsement or other political activity was made or engaged in with the approval. or a behalf. of S.O.A.R.
Likewise. volunteers must not engage in political activities during their volunteer service on behalf of
S.O.AR.
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The Making of Statements: No volunteer shall use S.0.A R. stationery or any title of S.O.A.R. or refer to
S.0.AR. or misidentify him or herself as an employee thereof in connection with any matter as to which he
or she is not authorized as a representative of S.O.A.R. and to express an opinion on its behalf. Prior to anv
action or statement which might significantly affect or obligate the agency. volunteers should seek prior
consultation and approval from appropriate staff. These actions mayv include. but are not limited to. public
statements to the press, coalition or lobbving efforts with other organizations. or any agreements involving
contractual or other financial obligations.

Dress Code

As representatives of the agency. volunteers. like staff. are responsible for presenting a good image to
clients and to the community. Volunteers shall dress appropriately for the conditions and performance of
their duties.

Volunteer Recruitment and Selection
Recruitment of Minors

Volunteers. under 18. must have written consent of a parent or guardian before volunteering. Students
volunteering for service learning credit hours for their school must submit school name and contact
information before volunteering. The volunteer services assigned to a minor should be performed in a non-
hazardous environment and should comply with all appropriate requirements of child labor laws.

Interviewing

Prior to being assigned or appointed to a position. all volunteers will be interviewed to ascertain their
suitability for and interest in that position. The interview should determine the qualifications of the
volunteer. their commitment to fulfill the requirements of the position. and should answer any questions
that the volunteer might have about the position. Interviews may be conducted either in person or by other
means.

Certificate of Ability

Any potential volunteer who indicates that they are under the care of a physician for either physical or
psychological treatment may be asked to present a certificate from the physician as to their ability to
satisfactorily and safely perform their volunteer duties. Volunteers under a course of treatment which might
affect their volunteer work will not be accepted without written verification of suitability from their
physician.

Any volunteer who. after acceptance and assignment by the agency. enters a course of treatment which
might adversely impact upon the performance of their volunteer duties should consult with the Volunteer
Program Manager.

Placement

In placing a volunteer in a position. attention shall be paid to the interests and capabilities of the volunteer
and to the requirements of the volunteer position. No placement shall be made unless the requirements of
both the volunteer and the supervising staff can be met: no volunteer should be assigned to a “make-work’
position and no position should be given to an unqualified or uninterested volunteer.

Re-Assignment

Volunteers who are at any time re-assigned to a new position shall be interviewed for that position and
shall receive all appropriate orientation and training for that position before they begin work. In addition.
any screening procedures appropriate for that specific position must be completed. even if the volunteer has
already been working with the agency.
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