Volunteer Program
Purpose:
The intent of the following policy is to ensure that the agency plans for and utilizes volunteers effectively to enhance the activities of the program.  Furthermore, it is intended to ensure that volunteers are recruited, screened, and oriented.
Policy:
The Volunteer Liaison, or designee will:
· Ensure that volunteers complete a volunteer packet including but not limited to: an application,  service agreement, volunteer job description, volunteer handbook receipt

· Ensure that volunteers complete a signed volunteer service agreement;

· Ensure that volunteers are background screened per Department of Juvenile Justice policy prior to volunteer placement

· Ensure that volunteer hours are reported monthly to the Human Resources Specialist.
· Volunteers may not be used to replace the functions of staff.

· Orientation for counseling practicums and interns will be facilitated by the Human Resources Specialist
· Volunteers, practicums and interns should not participate in home visits
Procedure and/or Process:

Recruitment

· Advertising at University of Florida and Santa Fe College

· PSA’s for community wide recruitment

· Presence at Volunteer Fairs

· Potential volunteers must successfully complete a volunteer application and DJJ preliminary background screening.

Interview

· Volunteers are evaluated on appearance, interpersonal skills, enthusiasm, and willingness to work well with staff and desire to help participants.

· Once accepted, volunteers must sign a Volunteer Service Agreement.

Training

· Volunteers complete approximately 7 hours of training before working in the Interface Youth Program

· Volunteers seeking placement in non-DJJ programs attend training as required by the program supervisor.

Staffing

· Upon successful completion of training, volunteers will typically participate in at least one shift a week in the program in which they are assigned. Shifts are coordinated with the Program Supervisor  or designee.
· Each volunteer is assigned a staff “buddy.”

· Non-DJJ volunteers are staffed in accordance with program needs.

· All volunteers must maintain monthly timesheets; hours are reported monthly to the CDS Volunteer Liaison.

Follow-Up

· The Volunteer Liaison completes a follow-up with volunteers and appropriate CDS staff after two weeks, to address any problems or concern.

Rev. 5/02, 3/08, 4/13
Page 1 of 1
P-1003

