 GENERAL POLICIES & PROCEDURES FOR VOLUNTEERS Revised January 2023
VOLUNTEER HOURS: When you arrive, check in with your supervisor so they know you have arrived. Document the time you arrived by signing-in and when you are done for the day sign-out so that we can keep track of your volunteer hours. Please ask your supervisor what procedure you are to use as it varies from program to program.                                                                      

NOTIFICATION OF ABSENCE: Please contact your immediate supervisor or the volunteer coordinator, as soon as possible, if you are not able to fulfill your volunteer service for any reason - illness, scheduling conflict, etc.

EMERGENCY & INCLEMENT WEATHER CLOSING: In the event of an emergency or inclement weather, The Lighthouse Foundation’s Executive Director and Food Pantry Director will make a decision based on the safety of everyone involved and the volunteer coordinator will contact all scheduled volunteers. 
VALUABLES: Please try to avoid bringing valuables with you as The Lighthouse Foundation cannot be responsible for any damaged or lost. If you need to bring a purse (etc.), discuss safe storage with your supervisor. We will NOT be responsible for storing purses, wallets, jackets, etc. 
CHILD ABUSE, SEXUAL ABUSE, and PHYSICAL, MENTAL, OR SEXUAL HARASSMENT: Volunteers witnessing child abuse, sexual abuse, physical, mental or sexual harassment must report it immediately to their supervisor or other Lighthouse staff. The Lighthouse Foundation does not tolerate abuse or harassment of volunteers, clients or staff.  If you have questions regarding what constitutes abuse or harassment, please contact your supervisor.

CONFIDENTIALITY is a right guaranteed to our clients, donors and our volunteers. Clients’ and donors’ needs, concerns, personal problems and financial status are not to be discussed with anyone other than the appropriate staff member. A criminal background check is required for volunteers in positions dealing with sensitive information. Volunteer applications, evaluation and other volunteer information will also be kept completely confidential.
NON-DISCRIMINATION POLICY: It is The Lighthouse Foundation policy that there will be no discrimination based on race, religion, ethnicity, or sexual orientation in its programs, activities or employment. Paid staff and volunteers need to treat people with dignity and respect at all times.
THE LIGHTHOUSE FOUNDATION REPRESENTATION: All actions or statements that reflect on, cause obligation to, or affect financially The Lighthouse Foundation must have prior approval by agency staff. These may include, but are not limited to, lobby government or other organizations, statements to the press, the signing of contracts or assuming financial obligations. No volunteer is ever permitted to speak to the media or public on behalf of The Lighthouse Foundation.
MONEY: A Lighthouse Foundation volunteer, acting in an official capacity, shall not take any action that would result in the volunteer’s financial benefit. Volunteers should not ask for or receive for themselves or for a member of their household, directly or indirectly, any moneys or gifts from clients. A Lighthouse Foundation volunteer should not give any of his/her personal money to a client under any circumstance.
VEHICLE USE: If your volunteer position requires the use of a Lighthouse vehicle, you will need to complete a motor vehicle report check, show proof of a valid driver’s license, and you may need to complete a health exam for PA Department of Transportation purposes, depending on the vehicle used. All mileage must be logged on appropriate paperwork supplied in each Lighthouse vehicle. 
DRUG AND ALCOHOL USE: Volunteers are subject to immediate dismissal if they are under the influence of drugs or alcohol while performing their volunteer duties. Volunteers may not bring drugs or alcohol into a Lighthouse facility or program site under any circumstances. Volunteers are also not permitted to purchase alcohol, drugs or cigarettes for or from any of the clients.
SMOKING is not permitted in any of the Lighthouse Foundation facilities. Please ask your supervisor if there is a designated smoking area.
PROHIBITED WEAPONS: The Lighthouse Foundation policy prohibits all persons, except for law enforcement officials on duty, from carrying a prohibited weapon of any kind onto Lighthouse property regardless whether the person is licensed to carry the weapon or not. Prohibited weapons include any form of firearm, explosive device, or other device that is generally considered to be a weapon.
THEFT: Theft or pilferage of Lighthouse property by a client or volunteer is a serious offense. Theft is cause for immediate dismissal and possible filing of criminal charges. 
CHILDREN: For some volunteer positions children are welcome to volunteer with you. There are other volunteer positions where children are not allowed for safety reasons. Please check with your supervisor prior to volunteering about bringing children along with you. If you do have children with you, they must remain under your supervision. They must abide by the same standards that we have for volunteers. Children under the ages 12 to 13 can volunteer only if there is parental supervision. 
DRESS: according to what is appropriate and comfortable for your volunteer position. Since The Lighthouse Foundation is a Christian organization, we ask that volunteers be respectful in dress and do not wear attire that could be offensive or advertise products such as alcohol andor drugs. Please ask your supervisor if you have any questions regarding what is appropriate dress.
MEALS: Check with your supervisor prior to volunteering if you need to know whether or not a meal will be provided.
REFERENCES are always gladly provided for volunteers upon request. Position descriptions, sign-in sheets and time cards serve as tools for preparing references. 
USE OF EQUIPMENT: Volunteers may have access to the Lighthouse equipment (ei: fork truck and electric pallet jack and vehicles) when a staff member has approved and/or proper certifications are obtained. Use is limited to those who are trained to use the equipment. The equipment should only be used to fulfill your volunteer duties and not for personal use.
RESIGNATION: If a volunteer chooses to resign his/her position, please give the supervising staff member as much notice as possible. The staff appreciates your time, talents and interests, and knows that changes will occur.
DISMISSAL: Dismissal of a volunteer may take place if a volunteer is unreliable, irresponsible, and disruptive, demonstrates inappropriate behavior or fails to adhere to the policies and procedures of The Lighthouse Foundation and it programs.
ADDITIONAL POLICIES AND PROCEDURES may be in place for specific programs. Your supervisor will notify you of specific policies you need to be aware of for your volunteer opportunity.

