	



[bookmark: _Hlk77076914][image: Several hands raised and ready to answer a question]
	Volunteer Handbook 



	

	August 15



COMPANY NAME
Authored by: Your Name



[image: logo-placeholder]

Contents
Purpose of This Guide	4
Message from the Chair of the Board	5
Organization Information	6
About Us	6
Mission	6
Vision	6
Values/Beliefs	6
Organizational Structure	6
Volunteer Guidelines	7
Definition of Volunteer	7
Principles of Volunteering	7
Role of Volunteers	8
Rights of Volunteers	9
Responsibility of Volunteers	9
How to Volunteer	10
Placement of Volunteers	10
Working as a Volunteer	10
Orientation and Training	10
Shift Responsibility	11
Health and Safety	11
Minimizing Risk	11
Reporting Incidents and First Aid	11
Working Alone	11
Violence in the Workplace	12
Procedural Matters	12
Attendance	12
Resignation from the Committee	12
Election of Executive Positions	13
Meeting Schedule	13
Conflict of Interest	14
Agendas	15
Delegations	15
Quorum	15
Motions and Recommendations	15
Minutes	16
Policies and Procedures	17
Dress Code	17
Answering Questions from the Public or Media	17
Social Media	17
Privacy and Confidentiality	18
Use of Cameras/Video Recorders	18
Vehicle Usage	19
Computer Usage	19
Cellular Phone Usage	19
Expenses	19
Internal Complaints	19
Harassment, Bullying and Discrimination	19
Appendix A: Volunteer Position Descriptions	20
General Duties of Directors	20
Chairperson/President	20
Vice-Chairperson/Vice-President	21
Secretary	21
Treasurer	22
Sub-Committee Chairperson	23
Job Description…keep adding all your job descriptions i.e. Member at large, ticket seller, event ticket taker, canteen worker etc.	23
Appendix B: Photo/Video Consent	24
Appendix C: Confidentiality Pledge	24
Appendix D: Volunteer Time Log	25
Appendix E: Volunteer Acknowledgement Form	26
Appendix F: Agenda Templates	27
Agenda Option A	27
Agenda Option B	28
Agenda Option C	29
Appendix G: Minute Templates	30
Minutes Template A	30
Minutes Template B	31
Meeting Minutes Template C	32

[bookmark: _Toc78280908]Purpose of This Guide
[image: Writing an appointment on a paper agenda]This handbook is designed for individuals interested in and / or currently volunteering with (organization name). The purpose of this handbook is to provide an overview of the current volunteer opportunities, programs, policies, and procedures in general terms.  It is the responsibility of each volunteer to read the full policies provided in this manual.  If a discrepancy exists between any policies contained within this document and applicable legislation, the legislation will prevail.  Questions about the interpretation or enforcement of policies should be directed to (board member/ manager?)
[bookmark: _Toc78280909]Message from the Chair of the Board

Dear Volunteers,
It is my privilege to express, on behalf of (organization name), my deep appreciation and gratitude to the amazing individuals who volunteer their time and expertise to help us.......

To each of the volunteers who make a difference (specific info on your organization). I say a heartfelt thank you.  Your contributions have truly made a difference and are appreciated.


Sincerely,

Board Chair




[bookmark: _Toc78280910]Organization Information
[bookmark: _Toc78280911]About Us
Share your story!  Give a little bit of the history of the organization and the successes you have had along the way. 

[bookmark: _Toc78280912]Mission
Include your mission in this section

[bookmark: _Toc78280913]Vision

Share you vision here


[bookmark: _Toc78280914]Values/Beliefs
If you have defined values and beliefs add them here.


[bookmark: _Toc78280915]Organizational Structure




Share the structure of your organization.  If you have subcommittee, you may also want to provide a description of the work these committees work on.
[bookmark: _Toc78280916]Volunteer Guidelines
[bookmark: _Toc78280917]Definition of Volunteer
	Formal volunteering is an activity, which always takes place through a not-for-profit organization or project and is.
· Of benefit to the community and volunteer
· Undertaken of the volunteer's own free will and without coercion
· For no financial payment
· In a position not designated as paid, and;
· Underpinned by the Principles of the organization 
· The contribution of volunteers is vital to the (organization name) operation.  Organization recognizes and values the reciprocal nature of the relationship between the group and the individual, and is committed to providing a volunteer experience which both;
· Support the work of (organization name)
· Meets the needs and expectations of individual volunteers.

[bookmark: _Toc78280918]Principles of Volunteering
(Organization name) adheres to the principles of volunteering
· Volunteering benefits the community and volunteer
· Volunteering is always a matter of choice
· Volunteering is an activity that is unpaid and not undertaken for the receipt of salary, pension, or honorarium
· Volunteering is a legitimate way in which citizens can participate in the activities of their community.
· Volunteering is a vehicle for individuals or groups to address human, environmental and social needs
· Volunteering is an activity performed in the not-for-profit sector only
· Volunteers do not replace paid works nor constitute a threat to the job security of paid workers.
· Volunteering respects the rights, dignity, and culture of others
· Volunteering promotes human rights and equity


“Volunteers don’t get paid, not because they’re worthless, but because they are priceless.”-Sherry Anderson


	
[bookmark: _Toc78280919]Role of Volunteers
Organization Name could not exist without volunteers. Volunteers are integral part of our team and are essential in providing the best service possible.  Upon volunteering for (organization name) a position description will be given to you including.
· Who you are responsible to
· Broad purpose of position
· Duties/ activities
· Skills/qualifications required
· Time Frame (length of time commitment)
· Preferred hours:
· Location.
(May also include info on insurance, training offered, benefits to volunteer & reimbursement for out-of-pocket expenses).


[bookmark: _Toc78280920]Rights of Volunteers
· To receive adequate training and a clear job description of what is expected and to understand why they are doing the task 
· To be assigned a suitable project, task, or job and to say no to tasks they are unable to do, or are not comfortable doing
· To have on the job supervision provided by a designated person.
· To receive respect and support from co-workers as well as recognition and feedback from their supervisor for their work
· To be briefed on the larger picture of the organization, to know as much as possible about the organization and its purpose.
· To request a reference from their supervisor when applying for a job, providing the volunteer has worked at (organization name)
· To provide feedback, suggestions and recommendations regarding their job or the wider program
· To have personal details kept confidential
· To work in a safe, respectful, and healthy environment
· To be adequately insured

[bookmark: _Toc78280921]Responsibility of Volunteers
We ask our volunteers to:
· To be reliable and commit, where possible, to regular days (if applicable) and time of work so tasks can be planned accordingly
· To keep (organization name) informed of changes in contact information
· To be responsible to and consult with their supervisor
· To ask for support when needed
· To agree to do the job training necessary to carry out duties as stated in the position description
· To abide by (organizations name) policies
· To appreciate and respect the confidentiality of coworkers, patrons (customers) and other volunteers
· To discuss any concern with their supervisor. If they remain unsolved speak to the volunteer coordinator (or define position)
· To not spend money or order goods on behalf of (organization name) without prior approval
· [image: ]To notify supervisor or volunteer coordinator if they are not longer to work with (organization name)
· To show enthusiasm, loyalty, and belief in the work of the organization
· To agree to work in a safe and healthy way and to not jeopardize the health and safety of others
· To inform (organization name) of any pre-existing medical conditions of special needs that (organization name) should be aware of, this will allow appropriate tasks and supervision to be assigned.
· To report any accident or injury to supervisor
· To not engage in behavior that is disrespectful, inappropriate, discriminatory, or harassing.
· To not smoke in (specify location– if applicable)

[bookmark: _Toc78280922]How to Volunteer
In this section describe how to apply to be a volunteer, how to sign up for volunteer shifts.  Are background checks/references required. How to contact the organization etc. 

[bookmark: _Toc78280923]Placement of Volunteers
In determining suitable placement of volunteer, attention will be given to the interests, qualifications, and goals of the volunteer, the requirements of (organization name) and the positions available.  

Volunteers can view position description and volunteer opportunities (list where– online, in building)
Volunteers are encouraged to express interest in the areas they wish to develop their experience. 



[bookmark: _Toc78280924]Working as a Volunteer
[bookmark: _Toc78280925]Orientation and Training
All volunteers will be provided with an orientation and specific training for their position.  It is essential for everyone to feel part of the team and is free to express and concerns, suggestions, and praise.

Each position will receive training specific to their role.  This may consist of:
List some of the training processes you have in place- online modules, job shadowing etc.
[bookmark: _Toc78280926]Shift Responsibility
Volunteers are expected to perform their duties at a time and location as specified by supervisor.  If volunteer is expecting in advance to be absent from a scheduled shift, he/she should notify the supervisor/ volunteer coordinator with as much notice as possible.  If for any reason, at the last minute, a volunteer is unable to attend, the volunteer must contact the location as soon as possible and notify staff/ supervisor.  Dependable volunteers are vital to our success.  
[bookmark: _Toc78280927]Health and Safety
[bookmark: _Toc78280928]Minimizing Risk
The volunteer’s personal safety, as well as the safety of other volunteers, staff, and patrons. Is paramount when volunteering.  Volunteers should take steps to minimize risks;
· Familiarize themselves with all health and safety policies and procedures.
· Familiarize themselves with staff and other volunteers on their shift.
· Clean or sanitize hands on a regular basis
· Stay home when you are ill
· Do not bring valuables to the facility
· Immediately report safety hazards, incidents, or accidents.
· Familiarize themselves with emergency evacuation procedures and the location of first aid kits.
Add any other items you feel are necessary.

[bookmark: _Toc78280929]Reporting Incidents and First Aid
Volunteers must report all incidents to their manager or designate.  An incident includes an accident or other occurrence which resulted in, or had the potential, for causing an injury or occupational health disease.   (May add more info here...do you have forms to fill out etc./ refer to appendix?)

[bookmark: _Toc78280930]Working Alone
Working alone is defined as working in isolation and without an ability to access assistance in the event of an emergency.  Working alone can include two staff members or volunteers working at the same time but in different locations of facility resulting in an inability to communicate with each other in the event of an emergency.  Volunteers who work in isolation should ensure all doorways and entry points are closed and locked and must always carry a communication device (cell phone).

[bookmark: _Toc78280931]Violence in the Workplace
Workplace violence can include abuse, threats, intimidation, or assault.  Workplace violence can occur between staff, volunteers, customers, or visitors.  Any act of violence committed by or against a volunteer will not be tolerated.  In responding to potential or actual threat of violence in the workplace, the volunteer should immediately contact the manager or designate for assistance.  

If manager is not immediately available volunteer should excuse themselves and call 911 for assistance. Under no circumstances should a volunteer put themselves in danger to remove a member of the public from the premises.  If any member of the public is potentially violent, and or demonstrates an intention to steal money or destroy property, the volunteer should allow them to proceed and immediately call the police. 


[bookmark: _Toc78280932]Procedural Matters
[bookmark: _Toc78181611]Note: Some of these items may be included in your Bylaws and Terms of Reference, ensure that the notes below match what is noted in these documents.
[bookmark: _Toc78280933]Attendance
If a member is unable to attend, the chair and staff liaison should be informed in advance of the meeting as it may affect quorum.  (If quorum is not met the meeting can not proceed).
From time to time, where absence is a limited time accommodation may be made.  In the event the at a committee member is repeatedly absent, a discussion will take place with the CAO, staff liaison and committee chair this vacancy can be managed by 1) giving a formal leave to absentee member and seek a temporary appointment 2) leave the position vacant till end of original term 3) appoint a new member

[bookmark: _Toc78181612][bookmark: _Toc78280934]Resignation from the Committee
If a member is no longer able to serve and fulfill their term, they shall submit a letter of resignation in writing to the Chair of the committee in a timely manner.  The chair shall inform the board.  (See what is noted in bylaw/constitution regarding vacant positions- can you fill immediately, or do you need to wait till the Annual General Meeting)?




[bookmark: _Toc78181613][bookmark: _Toc78280935]Election of Executive Positions
The chair, vice-chair, treasurer, and secretary are elected at the committee’s first meeting after the Annual General Meeting.  (Note: check bylaws-perhaps you nominate these positions at the AGM the positions may also align with a term and are not revisited annually)

· The staff liaison or the existing chair will chair the nomination and election process to determine the executive positions. 
· The floor is opened for nominations for each position, staring with the Chair, then the Vice-Chair, Treasurer and Secretary. 
· A member of the Committee moves to nominate an individual and may nominate him or herself. A seconder is required. If the motion is seconded, the member is permitted to briefly speak. 
· The Chair will call for further nominations. 
· If there are no other nominations, the Chair will call a motion to close the nominations and declare the singular nominee the unanimous choice. 
· If there is more than one nominee, then an election is required. 
· The nominees may briefly address the meeting 
· The Chair calls for a motion to close nominations 
· The Chair distributes, collects, and counts the ballots. The ballots are kept in confidence. 
· The Chair announces the results. 

The executive will serve for one year or for the balance of the committee term. 
Below is a sample of a motion to appoint the Chair: 

That the (organization name) appoints Jane Doe as the Chair of the (organization name) for the period ending November 14, 2022. 

In the absence of the Chair and Vice-Chair, the committee appoints an Acting Chair.  The acting chair presides over the meeting until the arrival of the chair or vice-chair.

[bookmark: _Toc78181614][bookmark: _Toc78280936]Meeting Schedule
At the first meeting of the committee, the regular meeting schedule for the year will be established by resolution.
If it is necessary to cancel a meeting the chair/staff liaison shall notify the other members of the committee.  This notification can be provided by e-mail.
Electronic meetings are permitted.  If a meeting is to be held virtually and a committee member does not have adequate internet access or hardware, the member should contact the chair as soon as possible to determine if alternate arrangements can be made. 
[bookmark: _Toc78181615][bookmark: _Toc78280937]Conflict of Interest
A member of a committee must declare at the beginning of the meeting any direct or indirect pecuniary (financial) interest that he or she may have in any matter before the committee, whether the meeting is open or closed. If not otherwise declared at the beginning of the meeting, a member may declare a pecuniary interest when the matter comes before the committee for consideration. 
A pecuniary interest applies to a member if his/her spouse, child, or parent is affected by the matter to be considered by the committee. 
A pecuniary interest is defined as an interest having a direct or indirect financial impact, including: 
· Any matter in which the member has a financial interest 
· Any matter in which the member is a shareholder in, or a director or senior officer of a corporation that does not offer its securities to the public and such corporation has a financial interest in the matter 
· Any matter in which the member has a controlling interest in, or is a director or senior officer of, a corporation that offers its securities to the public and such corporation has a financial interest in the matter 
· Any matter in which the member is a member of a body, and such body has a financial interest in the matter 
· Any matter in which a parent, spouse, partner, or any child the member has a financial interest, if known to the member. 

The committee member is required to identify the matter to which he or she has a conflict and state the nature of the conflict. The declaration will be recorded in the minutes. 

If the meeting is an open meeting, the member may remove him or herself while the matter is being considered (including waiting in the digital waiting room in the event of a virtual meeting). If the meeting is a closed meeting the committee member must leave the meeting. The member shall not discuss or vote on the matter for which the conflict has been identified. 

If a member discovers after the meeting that he or she had a direct or indirect pecuniary interest, then at the next meeting the member shall declare the interest and the declaration recorded in the minutes. 

It is the member’s responsibility to determine if he or she has a pecuniary interest. If uncertain, the member is advised to seek his or her own legal advice. 


[bookmark: _Toc78181616][bookmark: _Toc78280938]Agendas 
Agendas set out business relevant to the business of the committee.
 
The Secretary will send out meeting invitations at the beginning of each calendar year to the chair to diarize the date by which agendas have to be finalized. 

The chair, secretary, senior staff, and other committee members will identify any items that they wish to have added to the agenda by responding to the initial email sent out by the staff liaison.  Agenda items should relate to matters within the committee’s term of reference and work plan. 

If the secretary does not receive any agenda items, they will inform the chair and together they will decide how to proceed. 

You may wish to add further details to agenda setting in this section. 

[bookmark: _Toc78181617][bookmark: _Toc78280939]Delegations
From time-to-time members from the public or partner organization may wish to appear and address a committee. These members must submit a request in advance of the finalization of the agenda.

[bookmark: _Toc78181618][bookmark: _Toc78280940]Quorum
Quorum is a majority of the number of committee members.  For example, if you have 10 members, the quorum is 6. 
If a meeting is held and quorum is not met, NO business can be conducted.   If you have quorum the meeting can proceed. If during the meeting quorum is lost, the meeting must stop. 

[bookmark: _Toc78181619][bookmark: _Toc78280941]Motions and Recommendations
When a motion is passed, it becomes a recommendation. Voting by proxy, email or telephone is not permitted.  Resolutions may be signed electronically.
Motions/recommendations made by a committee must not contradict policies or by-laws. 

Making a motion: A discussion does not require a motion, but a decision does.  When a motion is passed it becomes a resolution.  It is typical practice to have a person second the motion, as it indicates another feels the motion is worth discussing.

A motion should be recorded in the minutes.  A member can speak more than once to a motion but must wait until every committee member who wishes to speak has done.  

Motions are passed by majority vote. In the event of a tie vote the motion is lost. 
To have a motion voted on, it is:
• Moved -a proposal from the floor
• Stated -by the Chair or staff liaison/secretary
• Discussed-every member who wishes to speak addresses the chair and must speak only to the motion/amendment on the floor
• Amended-if required, changing the wording of the motion by adding or deleting words, replacing with different words
• Called -after sufficient discussion, either a motion to end the debate or a vote is called at the discretion of the Chair
• Restated -ensure that everyone knows what is being voted on
• Voted-Chair calls each option: “All in favour”, “opposed”?
• Declared -the Chair announces if the vote was “carried” or “defeated”

[bookmark: _Toc78181620][bookmark: _Toc78280942]Minutes
Minutes provide a written account of the meeting and must be clear, concise, and accurate.  Minutes are a permanent record of the business of the committee. 

Minutes are not recorded verbatim.

The meeting may be recorded (audio/visual) if the secretary/staff liaison advises. 

At minimum the minutes should include the following;
1. Name of committee
2. Meeting date and time
3. Where the meeting was held (virtually by zoom/council chambers)
4. Who was present/absent?
5. Adoption of last meeting’s minutes.
6. Matters discussed and any decisions made:
a. Record the motions-the mover, seconder, whether it is carried or defeated, and any members who wish to be recorded as opposed to the motion.
b. General discussion/action items.
The secretary/staff liaison is responsible for recording, all proceedings, and decisions of the meeting.

Draft minutes are to be provided to the committee within 3 days following the meeting.  The minutes are included with the next meeting agenda package for approval.

Minute template options are included in the appendices.

[bookmark: _Toc78280943]Policies and Procedures
[bookmark: _Toc78280944]Dress Code
All volunteers are expected to maintain a clean, neat, and tasteful appearance and a high standard of personal hygiene and grooming.
You may add specifics here—each organization will have different tolerances for individuality and expression.
Or may have uniforms etc.

[bookmark: _Toc78280945]Answering Questions from the Public or Media
Volunteers for (organization name) are representatives and ambassadors for the organization.  On occasion volunteers may be asked by public for information regarding policies, philosophies, and services that they do not feel comfortable with or qualified to answer.  It is perfectly acceptable to say, “I am a volunteer, I do not know the answer to your question”, or “I do not know, but would be pleased to contact supervisor and find out for you.”. 

Only designated spokespersons may publicly comment on policies and procedures of organization.  Any inquiries from the media should be directed to (list person and contact info here)

[bookmark: _Toc78280946]Social Media
Social Media has an ever-increasing role in communications, both for individuals and for professional organizations.  (Organization name) embraces technological change and has implemented may initiatives to increase online presence and to use social media channels to share information with donours and patrons alike. 

When volunteers express themselves in social media on issues related to, or about the (organization name), they contribute to the public perception of the organizations brand and values.  Volunteers / staff should clearly state that they are not speaking on behalf of (organization name), unless expressly authorized to do so.  Volunteers may us a disclaimer such as “This is my personal opinion and does not necessarily represent the views of (organization name)” Volunteers must understand that they are personally responsible for any content they publish online.   Volunteers/ staff must be aware that the content they publish online is visible to the entire public world and will remain public for a very long time.  If a volunteer or staff come across a negative comment involving organization, they should bring it to supervisors’ attention or communications person.  They will work to respond to comment appropriately.  The goal with negative comments is to respond quickly and thoughtfully.

[bookmark: _Toc78280947]Privacy and Confidentiality
The (organization name) is committed to the protection of the privacy and confidentiality of the personal information of its donors, members, staff, directors, volunteers, clients, and other stakeholders.  (Organization name) values the trust of those we deal with, and of the public, and recognizes that maintaining this trust requires that we be transparent and accountable in how we treat the information individuals choose to entrust with us. 
Definition of Personal Information:
· Personal information includes any factual or subjective information, recorded or not, about an identifiable individual.  This includes information in any form, such as:
· Age, name, income, ethnic origin
· Opinions, evaluations, comments, social status, or disciplinary action; and
· Personnel files, donation details, criminal record checks, reference information and medical records.
All staff, contractors and volunteers have a legal obligation to protect personal information obtained in the course of duties with the organization.  All reasonable measures must be taken to ensure that personal information is collected, used, and disclosed only in circumstances necessary to conduct business of (organization name)

[bookmark: _Toc78280948]Use of Cameras/Video Recorders
Authorized staff, volunteers and contractors are permitted to utilize camera equipment supplied by or approved by the organization to carry out the duties associated with their position.  Permitted usage includes, but is not limited to the following common uses:
· Capturing images of events and activities of organization
· Capturing photos of staff, volunteers or members of the public who have consented to have their images captured and released.
· Photography specific predetermined activity, objects etc. for marketing purposes.

[bookmark: _Toc78280949]Vehicle Usage

[bookmark: _Toc78280950]Computer Usage

[bookmark: _Toc78280951]Cellular Phone Usage
Communication devices for the purpose of this policy will include cell phones, or and other device capable of transmitting electronic information to other sources.  May wish to outline personal use/ organization use/ use during volunteer working etc.
[bookmark: _Toc78280952]Expenses
From time to time, it may be necessary for a volunteer to incur expenditures in the exercise of their duties.  Before an expense is incurred, the volunteer should seek direction from the manager or volunteer coordinator regarding whether such expense can be incurred and whether it has been provided for in the budget.
All expense claims must be submitted to the (position of person) for payment within 30 days of incurring the expense.  A copy of the expense reimbursement form can be picked up/ downloaded from where.
[bookmark: _Toc78280953]Internal Complaints
(Organization name) is committed to providing the highest levels of internal customer service.  However, we recognize that from time to time there may be concerns or complaints, that our staff and volunteers have the right to raise such complaints or concerns, that that there should be avenues within which to do so.  
A concern or complaint is defined as an expression of dissatisfaction about the service, actions, or lack of actions by the organization, or a staff member or volunteer acting on behalf of organization.
(Define process for dealing with complaint here)

[bookmark: _Toc78280954]Harassment, Bullying and Discrimination
(Your organization) is committed to providing a respectful working environment in which all individuals are treated with consideration, tolerance, and dignity.  Everyone has a right to work in a professional atmosphere that promotes respect, equal opportunities, and prohibits discriminatory practices.  Workplace discrimination, harassment, and bullying will not be tolerated.

[bookmark: _Toc78280955]Appendix A: Volunteer Position Descriptions
[bookmark: _Toc78280956]General Duties of Directors
A Director is fully informed on organizational matters and participates in the Board’s deliberations and decisions in matters of policy, finance, programs, personnel, and advocacy.
The Director must:
· Approve, where appropriate, policy and other recommendations received from the Board, its standing committees, and senior staff.
· Monitor all Board policies.This Photo by Unknown Author is licensed under CC BY-SA

· Review the bylaws and policy manual and recommend bylaw changes to the membership.
· [bookmark: _Hlk53147282]Review the Board’s structure, approve changes, and prepare necessary bylaw amendments. Participate in the development of (organization name) organizational plan and annual review.
· Approve (organization name) budget.
· Approve the hiring and release of the executive director, including the executive director’s employment contract, based on the recommendation of the Personnel Committee.
· Support and participate in evaluating the executive director.
· Assist in developing and maintaining positive relations among the Board, committees, staff members, and community to enhance (organization name) mission.

[bookmark: _Toc78280957]Chairperson/President
Both Chairperson and President are titles used for this Board position.
· Provides leadership to the Board of Directors.
· Makes sure the Board adheres to its bylaws and constitution.
· Prepares the Board’s agenda with input from Board Members and the senior staff person.
· Chairs meetings of the Board.
· Encourages Board members to participate in meetings and activities.
· Keeps the Board’s discussion on topic by summarizing issues.
· Keeps the Board’s activities focused on the organization’s mission.
· Evaluates the effectiveness of the Board’s decision-making process.
· Chairs meetings of the Executive Committee.
· Makes sure that committee chairpersons are appointed.
· Orients Board Members and committee chairpersons to the Board.
· Serves as ex officio member of committees and attends their meetings when needed.
· Makes sure there is a process to evaluate the effectiveness of Board Members, using measurable criteria.
· Recognizes Board Members’ contributions to the Board’s work.
· Acts as one of the signing officers for cheques and other documents, such as contracts and grant applications.
· Plays a leading role in supporting fundraising activities.
· Promotes the organization’s purpose in the community and to the media.
· Prepares a report for the Annual General Meeting.
· Orients the new Chairperson.
Administrative Governing Duties
· Leads the Executive Committee which manages and makes sure programs and services are implemented.
· Acts in the role of a service volunteer, as well as a board volunteer, to assist in operating programs.
· Makes sure that the Board governs as well as manages programs and services

[bookmark: _Toc78280958]Vice-Chairperson/Vice-President
Both Vice-Chairperson and Vice-President.
· Acts in the absence of the Chairperson.
· Serves on the Executive Committee.
· Learns the duties of the Chairperson and keeps informed on key issues.
· Works closely as consultant and advisor to the Chairperson.
·  Prepares to serve a future term as Chairperson.
· Chairs at least one major committee.
· Acts as a signing officer for cheques and other documents.
· Orients the new Vice-Chairperson.

[bookmark: _Toc78280959]Secretary
Serves on the Executive Committee.
· Keeps copies of the organization’s bylaws and the Board’s policy statements.
· Keeps lists of officers, Board Members, committees, and General Membership.
· Notifies Board Members of meetings.
· Brings official minute book to meetings.
· Keeps record of Board attendance.
· Makes sure that there is a quorum at Board meetings.
· Keeps accurate minutes of meetings.
· Records all motions and decisions of meetings.
· Signs Board minutes to attest to their accuracy.
· Record all corrections to minutes.
· Keeps copies of minutes of both Board and committee meetings.
· Distributes copies of minutes to Board Members promptly after meetings.
· Conducts general Board correspondence.
· Keeps records of all Board correspondence.
· Signs Board minutes and corrections to confirm their accuracy.
· Signs official documents of the organization as required.
· Files the annual return, amendments to the bylaws and other incorporating documents with the Corporate Registry.
· Makes sure members are notified of General Meetings.
· In the absence of the Chairperson and Vice-Chairperson, chairs Board meetings until the election of an alternate Chairperson.
· Orients the new Secretary.

[bookmark: _Toc78280960]Treasurer
Some boards combine Secretary and Treasurer roles into one position.
· Serves on the Executive Committee.
· Gives regular reports to the Board on the financial state of the organization.
· Keeps financial reports on file.
· Chairs the Finance Committee.
· Orients the new Treasurer.
· Acts as signing officer, with another officer or Executive Director for cheques and other documents.

Administrative Governing duties
Administrative governing boards have no executive director or senior staff person. 
· The Board Treasurer deals with the day-to-day financial affairs. 
· This person may be assisted by a paid clerical staff person. 
· The Board Treasurer is responsible for the accounting of the funds of the organization, its budget, and expenditures.
· Keeps full and accurate accounts of all organizational receipts and disbursements.
· Receives and banks all monies due to the organization.
· Disburses all monies as directed by the Board.
· Prepares and monitors overall budget with Finance Committee. Prepares program budgets with Program Chairperson.
· Submits Canada Employment Insurance Commission (CEIC) and Canada Pension Plan (CPP) payments to Canada Revenue Agency for all paid staff. This person may also do other payroll functions.
· Files necessary financial reports, tax reports and audits


[bookmark: _Toc78280961]Sub-Committee Chairperson
The Board creates sub-committees to help do its work.
Effective committees require effective chairpersons. A careful job description helps the chairpersons do their best work for the organization. Sub-committees are chaired by Board Members. However, these committees may be composed of members of organizations and community representatives who are not Board Members to carry out the mandate.
· Reviews the terms of reference and mandate of the committee as outlined by the Boards
· Recruits an appropriate number of committee members to carry out the mandate.
· Orients members to the committee’s mandate and position in the organization.
· Calls committee meetings and develops agendas with the input of the members.
· Chairs committee meetings.
· Encourages members to participate.
· Keeps discussion on topic by summarizing issues.
· Guides the committee through its meetings to fulfill the committee’s purpose.
· Recognizes each member’s contribution to the committee’s work.
· Delegates appropriate tasks to individual committee members.
· Knows staff members’ role on committees and makes sure they have an opportunity to be heard before recommendations are sent to the Board.
· Plans and evaluates the committee’s work with the help of the members.
· Makes sure meeting minutes and other relevant information are recorded and filed
· Reports the committee’s progress to the Board of Directors and the membership on a regular basis.
· Orients the new Board committee Chairperson.
· Choose the members for their own committee, but the nominating committee may offer help in this as needed.
· Arranges for the orientation and training of committee members.
· Appoints committee recorder.
· Responsible for scheduling meetings and preparing agenda.
· Prepares budget for the treasurer.
· Monitors and reports all expenditures in consultation with the treasurer.
· Reports to arts council board
· Reports on arts council decisions that affect the committee.
· Implements and monitors committee decisions.


[bookmark: _Toc78280962]Job Description…keep adding all your job descriptions i.e., Member at large, ticket seller, event ticket taker, canteen worker etc. 



[bookmark: _Toc78280963]Appendix B: Photo/Video Consent
The organization name frequently takes photographs or video recordings of volunteers in action during trainings, exercises, and actual events.  In addition, each volunteer is photographed for identification purposes.  Photographs/Video may be used on the website, in newsletters, and other publications. 
Please sign the appropriate line below:
I give organization name permission to use my photograph/video as stated above.
___________________________________
Volunteer Name

___________________________________
Volunteer Signature

___________________________________
Date
I do NOT give organization name  permission to use my photograph/video as stated above.

___________________________________
Volunteer Name

___________________________________
Volunteer Signature

___________________________________
Date

[bookmark: _Toc78280964]Appendix C: Confidentiality Pledge
Due to the nature of services that organization name provides, you may process information that is confidential and not public record.  For that reason, you are asked to sign a confidentiality statement indicating that you will keep information to which you have access confidential and not discuss it with anyone other than the staff person or supervisor with whom you are working.



CONFIDENTIALITY PLEDGE

I, ________________________________ certify that I have read the statement below and agree to comply with the terms.	
I realize that, as a volunteer for organization name, I may acquire knowledge of confidential information from files, case records, missions, conversations, etc.  I agree that such information is not to be discussed or revealed to anyone not authorized to have the information.
___________________________________
Volunteer Name
___________________________________
Volunteer Signature
___________________________________
Date










[bookmark: _Toc78280965]Appendix D: Volunteer Time Log
	
	
	
	
	
	
	

	Volunteer Name/Title

	
	Month/Year


	Date
	Time In
	Time Out
	Total Hours
	Mileage (if applicable)
	Activity

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Hours:

	Mileage:

	Signature:


	Volunteer hours verified and logged, Coordinator signature:

	Date:







[bookmark: _Toc78280966]Appendix E: Volunteer Acknowledgement Form
AFTER READING THIS MANUAL, PLEASE SIGN AND RETURN THIS PAGE PRIOR TO YOUR FIRST SCHEDULED VOLUNTEER SHIFT.

My signature on this form acknowledges that I have received, read, and understand the volunteer handbook and will comply with all policies and procedures.  I understand that the policies presented in this handbook are in general terms and it is my responsibility to familiarize myself to them.  I understand that (organization name) reserves the right to change any part of this manual or any policy at any time with or without notice and will expect that all volunteers adhere to changes presented.
I agree to conduct my activities in accordance with the policies and procedures and understand that breaching these standards may result in disciplinary action up to and including legal termination or other legal remedy available to organization.
I understand that the organization accepts the service of volunteers with the understanding that such service is at the discretion of the organization.  I understand that as a volunteer my services for whatever reason, may terminate my volunteer participation in (organization name), and that I may choose to resign from my role as volunteer as well.   I agree to communicate this decision as soon as possible to supervisor/ volunteer coordinator.
I acknowledge that I have been provided a print copy of the volunteer handbook and have been given opportunity to ask questions about the contents of this handbook.

___________________________________
Volunteer Name
___________________________________
Volunteer Signature
___________________________________
Date






[bookmark: _Toc78280967]Appendix F: Agenda Templates
[bookmark: _Toc78280968] Agenda Option A
Agenda
Meeting Date & Time

1) Call to order
2) Approval of Agenda
3) Approval of Minutes from Previous Meeting
Meeting Minutes of date
4) Approval of Financial Report
5) Reports/Correspondence/Information Items
a) Report name
b) Report name
6) Decision Items (old or new business)
7) Other Business
8) Adjournment






[bookmark: _Toc78280969][bookmark: _Hlk77172532]Agenda Option B
Agenda
Meeting Date & Time

1) Call to order
2) Approval of Agenda
3) Approval of Minutes from Previous Meeting
Meeting Minutes of date
4) Approval of Financial Report
5) Old Business
a) Item
b) Item
6) New Business
7) adjournment





[bookmark: _Toc78280970]Agenda Option C
Agenda 
Date:				Time:
Invitees: list board members
	Time
	Topic
	Presenter

	7:00
	Welcome/Call to Order/Roll Call
	Chair

	7:05
	Approval of Agenda
	Chair

	7:07
	Approval of Previous Minutes
· Minutes dated:

	Chair/Secretary

	7:10
	Financial Report

	Treasurer

	7:15
	Old Business
· Item 1
· Item 2
· 
	

	7:35
	New Business
· Item 1
· Item 2
	

	7:50
	Roundtable sharing – if you want to build a social time and sharing stories about things you have heard around town related to your organization or work this is a good time to do that.  Or for everyone to share a celebration item about the work you are doing!  
	

	8:00
	Adjournment
 
	



Next Meeting:




[bookmark: _Toc78280971]Appendix G: Minute Templates
[bookmark: _Toc78280972]Minutes Template A

Organization
Venue:
Date:

	Call to Order
	time

	Attendees:
	

	Regrets:
	

	Motion: (name)
2nd: (name)

	Approval of Agenda

	Motion: (name)
2nd: (name)
	Approval of last meeting’s minutes


	Motion: (name)
2nd: (name)
	Approval of Reports 

	




Motion: 
2nd:

Action: (name who is responsible)
	Old Business
· Item 1: share relevant information here.  You do not need to share all discussion points.

· Item 2: same as above.

If there are any items requiring motion make sure they are noted and who made the motions.  
Ensure action items are highlighted in the minutes as well 

	
	New Business
· Item 1- 

	Motion:

	Adjournment

	Next Meeting:
	



Minutes signed by _______________________________________


[bookmark: _Toc78280973]Minutes Template B
Minutes for (organization name)

Call to order: A (board) meeting was held on (date) at (location).  It began at (time) and was presided over by (chair name), with (secretary name) as secretary.

Attendees: (list members in attendance),
	Guests: (list guests in attendance)
	Regrets: (list members not in attendance)

Approval of Agenda: A motion to approve the agenda was made by (name) and seconded by (name)

[bookmark: _Hlk77255691]Approval of Minutes: A motion to approve the minutes of the previous (date) meeting was made by (name) and seconded by (name)

Reports:
· (Report name) was presented by (name of presenter)
· (Report name) was presented by (name of presenter)

Main Motions:  
1. [bookmark: _Hlk77256240]Moved by (name) and seconded (name) that (state motion here).  The motion (carried or failed) (you can decide if you want to record the votes for and against or not)
2. Moved by (name) and seconded (name) that (state motion here).  The motion (carried or failed) (you can decide if you want to record the votes for and against or not)

Announcements

Adjournment
 (Name of mover) moved that the meeting be adjourned, and this was agreed upon at (time of adjournment)


________________________________                            ________________________________
Secretary							Date of Approval



[bookmark: _Toc78280974]Meeting Minutes Template C
Meeting Minutes- Organization Name
Location:
Date:
Time:

Attendance:

Agenda Items:
1. Agenda item/ presenter name
2. Agenda item/presenter name

Action Items:
1. Item Description/ Responsible/ due date
2. Item Description/Responsible/due date


Decision Items:
1. [bookmark: _Hlk77256278]Moved by (name) and seconded (name) that (state motion here).  The motion (carried or failed) (you can decide if you want to record the votes for and against or not)
2. Moved by (name) and seconded (name) that (state motion here).  The motion (carried or failed) (you can decide if you want to record the votes for and against or not)
3. 


Other notes:
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