VOLUNTEER/STUDENT 

PROCEDURE AGREEMENT








October, 2011
Introduction

Volunteer involvement strengthens communities and promotes inclusion.

Volunteers and students are essential to the work of _________________.  They support _________________’s initiatives in research, community education and advocacy, community capacity building and social reporting by bringing their specific skills and interests to the work of _________________.  Contributions include serving on the Board of Directors and Board Committees and involvement in research projects and advocacy and as students completing their post-secondary placements.
Recruitment of Volunteers/Students

· _________________ is committed to the creation of an inclusive community and encourages participation from volunteers who reflect the diversity of our society. Our policy is to disseminate information opportunities with _________________ through our website and related networks. 
· All volunteers and students will be provided with orientation materials related to _________________ and the specific area of their activity.
· Police record checks will be carried out in those instances when it is deemed necessary by the nature of the volunteer’s or student’s work.

· _________________ welcomes student placements/internships, which generally are reflected in a formal relationship between _________________ and the academic institution.  Student placements will be governed by agreements between the academic program, the _________________ and the student, and students will be assigned an appropriate supervisor.

Roles, Rights and Responsibilities of Volunteers/Students

· Although by definition volunteers/students receive no remuneration for their contributions, they will be reimbursed for out of pocket expenses that have received prior approval (i.e. mileage, meals, tokens).
· Volunteers/students must maintain and respect confidentiality regarding personal information of staff, volunteers, members and _________________ community research data as well as Board and Board Committee deliberations in accordance with _________________ policies and government legislation.  
· Volunteers/students cannot speak for _________________, its Board or committees or make any commitments on behalf of _________________ without authorization from the Executive Director.

· Volunteers/students cannot apply for research or other grants on behalf of _________________ without the authorization of the Executive Director. 
· Volunteers/students act in the interest of _________________, not in their own personal interest, and must adhere to the conflict of interest policy of _________________.
· Volunteers/students are subject to _________________ policies and code of conduct and agree to abide by those policies by signing this agreement.
· All volunteers/students have the right to enjoy an environment which is free of harassment and discrimination as outlined in _________________’s Anti-Oppression/Access and Equity Policy, the Workplace Harassment Policy and Workplace Violence Policy  and must also ensure that their own actions do not constitute  harassment or discrimination. 

· All students/volunteers have the right to appropriate supervision and a respectful supervisor volunteer/student relationship. Complaints or concerns regarding the volunteer/student experience may be directed to the volunteer/student’s supervisor, unless there is a conflict of interest.

· If the volunteer/student complaint falls within the _________________’s Anti-Oppression/Access and Equity Policy, Workplace Harassment Policy or Workplace Violence Policy, procedures under those policies must be followed.

· For all other concerns, if the concern is not resolved within 5 working days and in a suitable manner, the volunteer/student can direct their complaint to the Executive Director, and, if the concern is not resolved within 5 working days and in a suitable manner, in writing, to the President of the Board. The student may also direct complaints to her/his academic coordinator, who would be responsible for following up with _________________ accordingly.

· _________________ has the right to terminate the learning contract of any student or the placement of any volunteer whose actions have violated _________________’s policies and procedures or who has not met the learning contract commitments. 
· The volunteer/student has a right to terminate the placement if the terms of his/her placement agreements are not being met. Student placements will be governed by agreements between the academic program, the _________________ and the student, and students will be assigned an appropriate supervisor.

· A learning contract will be jointly developed by the student and the supervisor.   The contract defines goals and work that the student will engage in and follow during their placement at _________________.

· Volunteers and students enhance the work of the _________________ but do not replace staff in accordance with the collective agreement.
Volunteer Recognition and Relationships

· _________________ values and appreciates the enormous contribution of time and knowledge that volunteers and students make to the work of _________________ and undertakes to regularly acknowledge the contributions of volunteers through formal and informal recognition processes.
· Written and verbal references may be provided if requested by the volunteer/student and agreed to by _________________.
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· Exiting volunteers/students will have an opportunity to provide feedback on their experience in order to assist _________________ in developing and improving the volunteer/student experience.
Name of Volunteer:__________________________  Date:_____________

Signature of Volunteer:_________________________

