GENERAL POLICIES & PROCEDURES FOR VOLUNTEERS
Revised March 2026
Thank you for choosing to serve with The Lighthouse Foundation. These policies are designed to ensure a safe, respectful, and organized environment for volunteers, clients, and staff. Please read the following guidelines carefully.
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1. VOLUNTEER HOURS
Please check in at the computer kiosk and notify your supervisor when you arrive. Follow the sign‑in and sign‑out procedure used by your specific program so that your service hours are accurately recorded.
2. NOTIFICATION OF ABSENCE
If you are unable to complete a scheduled volunteer shift (due to illness, emergencies, scheduling conflicts, etc.), contact your supervisor or the Volunteer Coordinator as early as possible.
3. EMERGENCY & INCLEMENT WEATHER
For Food Pantry Volunteers: We follow Mars School District closures. If Mars Schools are closed—including remote‑learning days—the Food Pantry is also closed, and volunteers are not needed.  Other volunteers will be notified of office closures.
4. VALUABLES
Please avoid bringing valuables. The Lighthouse Foundation is not responsible for lost, stolen or damaged personal belongings, and we cannot provide secure storage for purses, wallets, jackets, or similar items.
5. ABUSE, HARASSMENT, & REPORTING
Any volunteer who witnesses or suspects child abuse, sexual abuse, or physical, mental, or sexual harassment must immediately report it to their supervisor or another Lighthouse staff member.
The Lighthouse Foundation has zero tolerance for abuse or harassment of clients, volunteers, or staff. If you are unsure what constitutes abuse or harassment, please speak with your supervisor.
6. CONFIDENTIALITY
Confidentiality is essential.  Volunteers must not discuss clients’ or donors’ personal information—including needs, concerns, financial status, or personal situations—except with appropriate Lighthouse staff.
Volunteer applications and records are also confidential.
7. NON‑DISCRIMINATION POLICY
The Lighthouse Foundation does not discriminate based on race, religion, ethnicity, or sexual orientation in any of its programs, activities, or employment practices.
 Volunteers and staff are expected to treat all individuals with dignity and respect.  Once per year, volunteers will be asked to review the Civil Rights Training Packet, then sign form confirming their training.
8. REPRESENTATION OF THE LIGHTHOUSE FOUNDATION
Volunteers do not have permission to speak, act, or make decisions on behalf of the Lighthouse Foundation. Nor can they represent The Lighthouse Foundation publicly, sign contracts, lobby organizations, or take actions that could obligate or financially impact the organization without prior written approval from the Executive Director.

9. MONEY & GIFTS
Volunteers may not:
· Accept money or gifts from clients
· Give personal money or gifts to clients
· Engage in any action that results in personal financial benefit
If a client requests money or financial assistance, please refer them to staff.
10. VEHICLE USE
Volunteers assigned to drive Lighthouse vehicles must:
· Provide a valid driver’s license
· A Lighthouse Staff member will complete a motor vehicle report
· (When required) complete a health exam per Pennsylvania regulations
Mileage and usage must be logged in the paperwork provided in each Lighthouse vehicle.
11. DRUG & ALCOHOL USE
Volunteers may not use, possess, or be under the influence of drugs or alcohol while volunteering.
Violations may result in immediate dismissal.
12. SMOKING / VAPING
Smoking or vaping is not permitted inside any Lighthouse Foundation facility. Ask staff if a designated smoking area is available.
13. PROHIBITED WEAPONS
Weapons of any kind—including firearms, knives, and explosive devices—are prohibited on Lighthouse property, regardless of permit status.  Only on‑duty law enforcement officers are exempt.
14. THEFT
Theft or attempted theft of Lighthouse property is considered a serious offense and may result in immediate dismissal and potential criminal charges.
15. CHILDREN & YOUTH VOLUNTEERS
Ages 12–13:
· May volunteer only with a parent present at all times.
Ages 14–17:
· Must submit a signed parental waiver.
· Parent does not need to remain on‑site.
Some volunteer roles may not be suitable for children based on safety or program requirements.
16. DRESS CODE
Please dress appropriately for your volunteer duties:
· Wear closed‑toe shoes 
· Wear comfortable clothing not too loose for safety and that may get slightly dirty
· Avoid clothing that is offensive or displays alcohol/drug-related messages
As a Christian organization, we ask volunteers to dress respectfully. If unsure, ask staff.
17. MEALS
· Volunteers will be notified in advance if a meal is provided for a special event.
 If you are volunteering for two consecutive shifts or a shift that would be during a meal time, you are welcome to bring your own lunch/food. A refrigerator and microwave are available for use.
18. REFERENCES
We are happy to provide volunteer references for school, employment, or community groups upon request. Signing up and signing in through our VOMO volunteer platform will help us prepare those letters.


19. USE OF EQUIPMENT
Certain equipment—including forklifts, electric pallet jacks, and vehicles—may only be used by volunteers who:
· Have been approved by staff.
· Have the appropriate training or certification.
Equipment must be used only for volunteer duties, not personal tasks.
See the 2026 Safety Guidelines Training for details.
20. RESIGNATION
If you decide to end your volunteer service, please give your supervisor as much advance notice as possible. We appreciate your time and commitment.
21. DISMISSAL
Volunteers may be dismissed for:
· Repeated unreliability or irresponsibility in your role (ex: repeated no shows or not following LH general guidelines)
· Disruptive or inappropriate behavior.
· Violations of policies or procedures.
· Actions that endanger yourself, clients, staff, or other volunteers.
22. ADDITIONAL POLICIES
Some programs have additional rules or requirements. Staff will inform you of any guidelines specific to your assignment.
23. CLEARANCES
The Lighthouse Foundation requires all volunteers 18 years of age and over to provide a PA Criminal Clearance record.  We ask all minors ages 12 to 18 to please provide a “Under 18 Minor Waiver”.  These are provided when individuals sign up, or you can reach out to the volunteer coordinator for copies.  If you have any questions or concerns, please reach out to 724-903-0026 or lhune@thelighthousepa.org.




