Resolution No. 274

A RESOLUTION OF THE CITY COUNCIL OF CITY OF
WOODINVILLE, WASHINGTON, REPEALING
RESOLUTION NO. 193 AND ESTABLISHING
REVISED VOLUNTEER POLICIES AND
PROCEDURES. ‘

WHEREAS, the City of Woodinville Volunteer Program was established in
1999 with the original mission to “promote Council goals by recruiting, training,
managing and celebrating the efforts of community volunteers who offer their
skills and their hearts to making Woodinville a better place to live and work”; and

WHEREAS, the City of Woodinville “Volunteer Paolicies and Procedures”
were adopted by the City Council in April 2001 via Resolution No. 193 and have
been revised to reflect the program’s current organizational functions, insurance
requirements that best manage liability issues and clarify policies and procedures
regarding the recruitment, training, management and recognition of City
volunteers.

WHEREAS, the City of Woodinville is committed to the effective, safe, and
meaningful use of community volunteers in order to build community spirit,
engage citizens in local government, meet civic objectives, provide efficient and
expanded service delivery to the City organization and community; and

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF WOODINVILLE,
WASHINGTON, DOES RESOLVE AS FOLLOWS:

Section 1. Adoption of the Plan, The City Council hereby adopts the Volunteer
Policies and Procedures of the City of Woodinville, as set forth in Attachment A.

Section 2. Review. The City Council hereby directs the staff to regularly review
the plan and recommend to the City Council any necessary changes.

Section 3. Resolution No. 193 is hereby repealed in its entirety.

ADOPTED BY THE CITY COUNCIL AND SIGNED |IN
AUTHENTICATION OF ITS PASSAGE THIS 16TH DAY OF AUGUST, 2004.
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ATTEST/AUTHENTICATED:

Pac. Bl | cie

SANDRA C. PARKER/CMC
CITY CLERK
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VOLUNTEER POLICIES AND PROCEDURES

OF THE CITY OF WOODINVILLE, WASHINGTON
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EXECUTIVE SUMMARY

The City of Woodinville is best served by the active participation of community
citizens as volunteers. Volunteers learn more about their City and contribute to
its effectiveness, thereby fostering increased cooperation and understanding.

The purpose of this document is to provide guidance and direction to staff and
volunteers engaged in volunteer management. Specifically, these policies
address volunteer recruitment, eligibility and screening, orientation and training,
utilization and placement, supervision, development, recognition and retention,
and evaluation.

On April 8, 2001, the City of Woodinville adopted its Volunteer Policies and
Procedures (Resolution 193). Revisions and updates to the Volunteer Policies
and Procedures were made in May 2004 and will be presented to the City
Council for adoption.

The revised document is chronologically organized to follow the volunteer
process, and now incorporates all policies relevant to supervisors of volunteers
into one section. It has been reviewed by the City Attorney and contains policy
consistent with the City’s insurance agency, Washington Cities Insurance
Authority (WCIA).
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VOLUNTEER POLICIES AND PROCEDURES
OF THE CITY OF WOODINVILLE, WASHINGTON

The mission of the City of Woodinville Volunteer Program is to promote
Council goals and enhance Woodinville’s quality of life by encouraging
citizens to volunteer. Volunteers are to be provided with meaningful,
challenging opportunities to further their development,
while supporting their community.

1.01 City of Woodinville voluntarism

The City of Woodinville is best served by the active participation of community citizens:
citizens of all ages leamn more about their City and their fellow citizens, fostering
increased cooperation and understanding. To this end, the City encourages the
involvement of volunteers within all appropriate programs and activities. City Council
members, commission and board members, and staff members are encouraged to
support productive roles and meaningful experiences for City volunteers.

1.02 Statement of purpose

The purpose of these policies is to provide overall guidance and direction to staff and
volunteers engaged in volunteer management. These policies are intended for internal
management guidance only, and do not constitute, either implicitly or explicitly, a
binding contractual or personnel agreement. The City reserves the exclusive right to
change any of these policies at any time and to expect adherence to the changed
policy. The Volunteer Coordinator, upon approval of the City Manager, shall determine
areas not specifically covered by these policies.

These policies and procedures (including appendices) are available on the City's
employee intranet.

1.03 Scope |

Unless specifically stated, these policies apply to all City of Woodinville volunteers in all
programs and projects undertaken on behalf of the City, and to all departments and
sites of operation of the City. The sole exception is elected officials, for whom these
policies do not apply.

1.04 Definitions
“At-risk” - any child under sixteen (16) years of age, developmentally disabled persons,
and “vulnerable adults” as that term is defined in RCW 43.43.830(10)

“Court-ordered” -- any community service ordered by a legal entity

*Minor” -- any individual under eighteen (18) years of age



“One-time event volunteer” ~ A volunteer who contributes his/her time ONLY to a once-

per-year event lasting one day or less. Examples include the Fourth of July Fireworks:
Celebration and Woodinville Light Festival.

"Supervisor of volunteer’ — a designated City staff or volunteer charged with the initial
training, then ongoing support and management of one or more City volunteers.
Supervisors of minor volunteers must be adults.

“Volunteer” - anyone who without compensation performs a task at the direction of and
on behalf of the City. A “volunteer” must be officially accepted and enrolled by the City
prior to performance of the task. Unless specifically stated in the Personnel Policies of
the City of Woodinville, volunteers shall not be considered as “employees” of the City
of Woodinville. -

“Volunteer Coordinator” — a paid staff person who is charged with overseeing the City’s
management of volunteers.

1.05 Role of the Volunteer Coordinator

The productive utilization and management of volunteers requires a planned and
organized effort. The function of the Volunteer Coordinator is to provide a central
coordinating contact for effective volunteer recruitment and management within the
City, and to support and assist staff and volunteer efforts to provide more productive
services.

The Volunteer Coordinator shall bear primary responsibility for recruiting suitable
volunteers, assessing and responding to needs for volunteers, planning effective
volunteer utilization, supporting the meaningful and productive roles of volunteers,
facilitating opportunities for honoring and recognizing volunteers, and for tracking and
evaluating volunteer contributions to the City.

1.06 Volunteer rights and responsibilities

Volunteers are a valuable resource to the City, its staff, and its residents. Volunteers
shall be extended the right to be given meaningful assignments, the right to be treated
as respected “co-workers,” the right to effective supervision, the right to feedback on
performance, the right to appropriate involvement and participation, and the right to
recognition for accomplishments.

In return, volunteers shall agree to actively perform their duties to the best of their
abilities and to remain loyal to the goals, policies, and procedures of the City.
Volunteers shall agree to act in a prompt and professional manner, and to adequately
inform staff of planned and unexpected absences.

1.07 Scope of volunteer involvement
Utilization of volunteer resources shall be considered for all applicable programs and
activities of the City.

1.08 Right to reject services
The City reserves the right to limit the use of volunteers, adjust the hours of any .
volunteer or to reject services as it, in its sole discretion, deems fit, in order to best
achieve its public purpose and policy. No employment or any other contractual right is
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created by these policies. The City is grateful for the volunteer services of the

community, but nothing in these policies should be interpreted as a right to participate
in any program, nor to assure the continuance of any volunteer position.

Grounds for rejecting services may include, but are not limited to: misrepresentation of
information on required paperwork, unsatisfactory -background check, gross
misconduct or insubordination, being under the influence of alcohol or drugs, theft of
property, misuse of City equipment or materials, mistreatment of clients or co-workers,
failure to abide by City policies and procedures, failure to meet the standards of
performance relating to the essential functions of the volunteer position, and/or failure
to satisfactorily perform assigned duties.

Sitnieer RECTUIT
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2.01 General recruitment

Volunteers shall be recruited by the City on a pro-active basis, with the intent of
broadening and expanding the volunteer involvement of the community. Volunteers
shall be recruited without regard to any individual's sex, race, color, religion, national
origin, pregnancy, age, marital status, medical condition, disability, or any other basis
prohibited by local, state, or federal law. Volunteers may be recruited either through an
interest in specific functions or through a general interest in volunteering.

The City will use its usual means of communication to recruit volunteers, including the
public website, publications and public cutreach.

2.02 Reasonable accommodation
The City will provide reasonable accommodation to qualified, disabled volunteers.

2.03 Recruitment of minors

Generally speaking, the City of Woodinville will not accept as an individual volunteer
anyone less than 14 years of age, but encourages participation of all ages in event-
related and other group appropriate projects (such as Sammamish Rel eaf).

The City encourages individual minors (14-18) participation as volunteers so that these
volunteer can accomplish their service hour requirements for school. Individual minor
volunteers are assigned to an appropriate supervisor who may be staff or an adult
volunteer. '

Groups and organizations (including families) whose members consists of children
under age 14 shall be allowed to volunteer with appropriate projects, provided their
independent sponsoring group or organization adequately provides all of the adult
supervision necessary for all minors to perform the activity safely. The City shall not be
responsible for providing adequate adult supervision for groups including minor
volunteers.

Each volunteer who has not reached the age of 18 must have the written consent of a
parent or legal guardian prior to volunteering. (See Appendix A: Volunteer Agreement)




2.04 Court-ordered community service

The City will facilitate, whenever possible, volunteer opportunities for persons who are
directed by a legal authonty to complete community service hours. Most referrals for
court-ordered community service for minors come through the Accountability Board
(formerly Juvenile Diversion).

Volunteers must meet conviction record requirements as set forth in Section 3.01.04 of
these Policies. There must be adequate City resources to provide appropriate
supervision of such a volunteer. Supervisor(s) of such a volunteer shall be informed of
the volunteer’s legal requirement, but shall not be provided the details. Court-ordered
community service volunteers must read and sign the Community Service Contract
(Appendix B) before commencing volunteer service.

2.05 City employees as volunteers
The City accepts and encourages the services of its staff as volunteers. This service is
accepted provided that the volunteer service is:

a) provided totally without any coercive nature,

b) involves tasks which are outside the scope of normal staff duties, and

c) is provided outside of usual working hours.

Additionally, the City supports its employees in volunteering with other community
organizations, outside work hours.

3.01 Requirements for eligibility

To be eligible to become a City of Woodinville volunteer, each’ prospective volunteer
must initially complete the following requirements (chart below). All required forms
should be completed, signed and returned to appropriate staff, then forwarded to the
Volunteer Coordinator.

Exception: one-time

Requirement All Volunteers event volunteers
Volunteer Agreement form : : i

(Appendix A) Required Required
Volunteer Intake form ‘ . .

(Appendix C) Required Not required
Community Service Contract Required only for court- Required only for court-
(Appendix B) ordered service ordered service

Required only for
volunteers placed in
unsupervised, direct

contact with at-risk
populations

Required only for volunteers
placed in unsupervised, direct
contact with at-risk
populations

Criminal history screening

Face-to-face interview

Required Not required
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Description of requirements: :
3.01.01 Agreement Regarding Individual Volunteer Service within the City Form
(aka Volunteer Agreement) (Appendix A)

3.01.02 Community Service Contract (Appendix B):
Required for anyone wishing to complete court-ordered community service
hours.

3.01.03 Volunteer Intake Form (Appendix C):

The purpose of this document is to elicit information helpful in finding an
appropriate placement for new, prospective volunteers as well as necessary
information such as self-reporting of criminal history and references.

3.01.04 Screening for placement with at-risk populations (3.6)

For the purposes of this section “at-risk clients” shall include children under
sixteen years of age, developmentally disabled persons, and “vulnerable adults” as
that term is defined in RCW 43.43.830(10).

Where volunteers are fo be placed in direct contact with at-risk clients,
screening procedures will be instituted. These procedures may include reference
checks, direct background investigation, criminal investigation, etc. All volunteers
to be placed with at-risk clients shall submit adequate information to allow the City
to conduct a background check. The prospective volunteer is required to make the
disclosures set forth in RCW 43.43.834(2). Volunteers who refuse permission to
conduct these checks or who fail to submit the proper information will not be
accepted for placement with these clients.

The City of Woodinville will NOT consider for placement with at-risk populations
any volunteer applicant who has been convicted of committing a “crime against
children or other persons,” as defined by RCW 43.43.830(5):

"Crime against children or other persons” means a conviction of any of
the following offenses: Aggravated murder; first or second degree murder;
first or second degree kidnapping; first, second, or third degree assault;
first, second, or third degree assault of a child; first, second, or third
degree rape; first, second, or third degree rape of a child; first or second
degree robbery; first degree arson; first degree burglary; first or second
degree manslaughter; first or second degree extortion; indecent liberties;
incest; vehicular homicide; first degree promoting prostitution;
communication with a minor; unlawful imprisonment; simple assault;
sexual exploitation of minors; first or second degree criminal
mistreatment; endangerment with a controlled substance; child abuse or
neglect as defined in RCW 26.44.020; first or second degree custodial
interference; first or second degree custodial sexual misconduct;
malicious harassment; first, second, or third degree child molestation; first
or second degree sexual misconduct with a minor; patronizing a juvenile
prostitute; child abandonment; promoting pornography; selling or
distributing erotic material to a minor; custodial assault; violation of child
abuse restraining order; child buying or selling; prostitution; felony
indecent exposure; criminal abandonment; or any of these crimes as they
may be renamed in the future.



For volunteer applicants who have one or more convictions (for crimes other
than “crime against children or others”) and five or more years have passed
between the most recent conviction and date of application, the City of
Woodinville, may, at its discretion, consider applicants for non-at-risk placement
only. -

The City shall notify the prospective volunteer of the result a Washington State
Patrol check, and shall provide a copy to the prospective volunteer, within ten (10)
days of receiving the result/response.

Criminal background checks will be renewed every year for volunteers in contact
with at-risk populations. -~

In the event that a volunteer requests to transfer from a volunteer position that
has not required a criminal background screening to a volunteer position that is
with at-risk clients, an appropriate screening will be conducted on that volunteer,
with no deference to their length of service or status.

3.01.05 Face-to-face interview ‘

Prior to being assigned or appointed to a position, all prospective volunteers
shall receive a face-to-face interview to ascertain their suitability for and interest in
that position. Interviews may be conducted by any member of the Community
Relations Division or other trained staff. Interviews may be waived for one-time
event volunteers. The interview should determine the qualifications and goal$ of
the volunteer, his or her commitment to fulfill the requirements of the position, and
provide an opportunity for the volunteer to ask questions.

3.02 Acceptance by the City
For all City of Woodinville volunteers: the City may accept a volunteer upon completion
of requirements as outlined in the Section 3.01 Table.

In most cases, acceptance will be communicated verbally or in writing by the Volunteer
Coordinator, or other appropriate staff. No volunteer shall begin any placement nor
orientation until he or she has been officially accepted for that position and has
completed all necessary screening and paperwork:

3.03 Placement

In placing a volunteer, consideration shall be paid to the interests and capabilities of
the volunteer and to the requirements of the volunteer position, as well as priority of
need. Every effort is made to provide the best match between the needs of the
volunteer and the placement/supervising staff. No position should be given to an
unqualified volunteer. The supervising staff should be given adequate confirmation of
the placement and/or arrival of a newly placed volunteer, by the Volunteer Coordinator,

or appropriate staff.

3.04 Acceptance of volunteer placement by staff

No volunteer will be assigned to work with a staff person without the consent of that
staff person. Since volunteers are considered a valuable resource in performing the
City's work, staff are encouraged to seriously consider creative ways in which
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volunteers can be of service and to consult with the Volunteer Coordinator if in need of
assistance,

3.05 Volunteer General Orientation

Each volunteers shall receive the City of Woodinville Volunteer General Orientation
(Appendix D1) which includes an overview of City of -Woodinville information and
history, City policies, the City’s customer service standards, City communications, the
nature and operation of the volunteers function, and volunteer recognition
opportunities.

At the completion of the Volunteer General Orientation, each volunteer must sign a
Volunteer General Orientation Agreement (page 52 of the PowerPoint file; Appendix D2),

indicating they have read/received the information, understand it, and agree to abide.

The Volunteer General Orientation is in PowerPoint format and is accessible to all City
staff at file location, determined by the Volunteer Coordinator in cooperation with 1S

Division.

The Volunteer General Orientation is required for all City volunteers, with exception of
one-time event volunteers who may be waived from the Orientation. Volunteers may
choose the most suitable Orientation format.

Volunteer General Orientation

format All Volunteers

Self-guided, on City computer Format available

Hard-copy format (take home or

mailed) Format available

One-on-one presentation by

trained staff Format available

If a "one-time event” volunteer also volunteers for the City in any other regular or
extended capacity, then said volunteer must complete a Volunteer General Orientation
before commencing regular volunteer service.

The self-guided computer format or hard-copy format should take most volunteers 20
minutes to complete. In the event that a volunteer may: highly benefit from a one-on-
one presentation-style Volunteer General Orientation, arrangements may be made with
the Volunteer Coordinator.

The Volunteer General Orientation must be completed before volunteer service may
begin. For convenience sake, this orientation may be completed the volunteer’s first
day, but must be done before beginning assigned duties.

3.06 Supplemental Orientation for Appointed Officials

WCIA suggests that appointed officials (Planning Commission, Parks & Recreation
Commission, Tree Board and Public Arts Advisory Commitiee) also complete a
supplemental section to the Volunteer General Orientation that addresses
responsibilities and roles specific to that appointed office. Each appointed volunteer
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must indicate on the Volunteer General Orientation Agreement that they have N

compieted the supplemental material (by initialing a check box).

Under current policy, registering as a City volunteer and recording volunteer hours,
appointed volunteers are provided liability coverage through WCIA and medical aid
coverage through State Labor and Industries coverage.

3.07 Placement-specific training
Staff who supervise volunteers shall have primary responsibility for design and delivery
of on-the-job training to volunteers assigned to them.

Volunteers shall receive from their assigried Supervisor specific on-the-job training to
provide the information and"skills necessary to perform volunteer assignments. The
timing and methods for delivery of such training should be appropriate to the
complexity and demands of the positions and the capabilities of the volunteers. If
volunteer duties change during the course of the volunteer's service, then the
Supervisor shall provide additional training on necessary skills or knowledge.

Placement-specific training will likely occur on the volunteer's first day of assignment,
but must take place before the volunteer begins their duties.

4.01 Staff requests for volunteers
Requests for volunteers may be submitted by phone or by email to the Volunteer
Coordinator by providing the following information:

a) date/duration of need,

b) number of volunteers needed,

¢) name and phone number of contact/supervisor,

d) a brief description of volunteer duties and

e) degree of urgency.
The recruitmént of volunteers is enhanced by developing meaningful duties, and by
providing a two-week advance notice of the request.

4.02 Volunteer work descriptions

Formal volunteer work descriptions for most existing volunteer placements have been
developed and shall be used for the purposes of educating the community on volunteer
opportunities, assisting prospective volunteers to determine a placement and clarifying
volunteer duties. Volunteer work descriptions may be used for performance evaluations
of volunteers. It will be the responsibility of the Volunteer Coordinator to create any
necessary formal work descriptions for new volunteer placements, based upon staff
input and expressed need.

4.03 Placement confirmation

Final assignment of a potential volunteer should be approved by the appropriate
supervisor. The volunteer will then be informed of the placement confirmation. It may
be necessary for the volunteer him/herself to contact the Supervisor directly to arrange
scheduling, in which case the volunteer will be provided with Supervisor contact
information.
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5.01 Requirements of a supervisor

Each volunteer with the City must have a clearly identified supervisor who is
responsible for direct management of that volunteer. This supervisor may be a City
staff person, a trained adult volunteer, or other designated person. This supervisor
shall be responsible for initial placement-specific training of the volunteer, day-to-day
management and guidance of the work, and shall be available to the volunteer for
consultation and assistance.

The Supervisor of Volunteer Checklist (Appendix E) is intended as a resource to those
who supervise volunteers to.insure consistency in screening, placement, training and
supervision. Volunteer forms and policies are available on the City's employee intranet.

Individual minor (age 14-18) volunteers must have an adult supervisor. For groups of
minor volunteers (any age under 18), arrangements must be made within the
independent sponsoring organization or group to provide adequate adult supervision.
Generally, adequate adult supervision of minor volunteers means no greater than a 1-4
ratio of adults to youth.

5.02 Volunteer / staff relationships

Volunteers and staff are considered to be partners in implementing the mission and
programs of the City, with each having a complementary role to play. It is essential for
the proper operation of this relationship that each partner understands and respects
the needs and abilities of the other.

5.03 Staff training on volunteer management and resources

An orientation on working with and managing volunteers will be provided to all staff,
generally, once a year. In-service training on effective volunteer utilization may be
provided to those staff members that are highly involved in volunteer management.

5.04 Worksite

An appropriate worksite shall be established by the supervisor for each volunteer. This
worksite shall contain necessary facilities, equipment, and space to enable the
volunteer to effectively and comfortably perform his or her duties. Volunteer work sites
are subject to the same safety requirements as are all City work sites.

5.05 Dress code and identification

As representatives of the City, volunteers, like staff, are responsible for presenting a
good image to clients and to the community. Volunteers shall dress appropriately for
the conditions and performance of their duties. Volunteers are to be identified by
wearing approved nametags or other methods provided by the City of Woodinville.

5.06 Timesheets

Individual volunteers are responsible for the accurate completion and timely
submission of timesheets (Appendix F). All volunteers shall sign in when beginning
service and sign out when service is completed for that day. Timesheets should be
initialed by the Supervisor each day of volunteer service. At the end of each month,
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Supervisors are asked for their assistance in submitting timely volunteer timesheets to n
the Volunteer Coordinator, for data entry.

5.07 Access to City property and materials

As appropriate, volunteers shall have access to City of Woodinville property and
materials necessary to fulfill their duties, and shall receive training in the operation of
any equipment. At no time shall a volunteer operate City vehicles.

5.08 Drug-free workplace

Volunteers are expected to show up to their assignments free of alcohol, drugs or other
controlled substance. The City may discipline or terminate a volunteer possessing,
consuming, selling or using .alcohol, drugs or other controlled substances during
volunteer hours, or in any manner which impedes performance.

5.09 Transportation

Volunteers are responsible for securing their own transportation to and from their
primary assignment location. Free-of-charge parking is available at City Hall and the
Community Center.

Volunteers may not drive or operate City of Woodinville vehicles. Volunteers may
accompany a City staff person in a City vehicle. Should it become necessary, at the
request of staff, for a volunteer to transport non-hazardous items using the volunteer's
vehicle (i.e. supplies, tools, signs), not persons, to another volunteer worksite, the
volunteer must first receive approval from her/his Supervisor. Also a copy of the
volunteer’s driver's license and proof of vehicle insurance must be on file with the
Volunteer Coordinator.

Volunteers should consult their tax advisor regarding the deduction of volunteer mileage.

5.10 Professional services

Volunteers shall not perform professional services for which certification or licensing is
required unless currently certified or licensed fo do so, and has received City approval.
In such approved cases, a copy of such certificate or license must be on file with the
Volunteer Coordinator.

5.11 Representation of the City

Prior to any action or statement that mlght significantly affect or obligate the City,
volunteers should seek prior consultation and approval from their supervisor. These
actions may include, but are not limited to, public statements to the media, coalition or
lobbying efforts with other organizations, or any agreements involving contractual or
other financial obligations. Volunteers may speak with media only after receiving
authorization from the City’s Public Information Officer {P10). [Refer to Administrative
Policy 2.1, Media Relations Policy]

5.12 Absenteeism

Volunteers are expected to perform their duties on an agreed-upon schedule. I
expecting to be absent from a scheduled duty, volunteers shall inform the supervising
staff member and/or Volunteer Cocordinator as far in advance as possible so that
alternative arrangements may be made. Court-ordered participants will be remanded
back to the court {the court monitor will be contacted) after two unexcused absences or
chronic tardiness.
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5.13 Standards of performance

Standards of performance may be established for on-going volunteer posmons These
standards may list the work to be done in that position, measurable indicators of
whether the work was accomplished, and appropriate timelines for accomplishment of
the work. Volunteers are to be held to the city's adopted customer service standards.

5.14 Safety and welfare of volunteers
Of paramount importance is the safety and welfare of volunteers.

In the event of an injury or accident involving a volunteer:
1) The volunteer should immediately report it to her/his Supervisor, or if not
possible report it to an appropriate staff member.
2) The volunteer's Supervisor should complete a “WCIA Supervisor's Report of an
Accident” (Appendix G) and submit a copy to the Volunteer Coordinator, as
soon as possible.

In the event of a non-injury “close-call” accident, the volunteer should still report it to
her/his Supervisor, who will determine whether or not to complete a “WCIA Incident
Report” (Appendix H). If a "WCIA Incident Report” is completed then a copy must be
submitted to the Volunteer Coordinator, as well.

Access to a telephone and/or radio communication should be available at all events
and work parties, either through City resources, or if not possible, then by confirming
cell phone access of at least one adult supervisor.

All minors are to be directly supervised by an adult. Organizations whose membership
consists of those less than 14 years of age may participate as volunteer only if their
independent sponsoring organization (i.e. school, Boy Scouts, family) provides
adequate adult supervision necessary to perform the activity safely (usually no greater
than a 1:4 adult/youth ratio). No power tools are to be used by minor volunteers under
the age of eighteen.

5.15 Liability

Under current policy, all City volunteers are provided liability coverage through WCIA
and medical aid coverage through State Labor and Industries coverage. It is required
that each volunteer record and report his/her hours with the City in order to qualify for
L&l coverage. Coverage does not include gross acts of misconduct or negligence.
Additional information regarding such insurance is available from the City Finance
Department.

5.16 Changes in volunteer status

Supervisors of volunteers are responsible for regular communication with the Volunteer
Coordinator on the status of volunteers, and are responsible for the timely provision of
all necessary paperwork. The Volunteer Coordinator shall be informed immediately of
any substantial change in the work or status (such as approved leave of absence) of a
volunteer and shall be informed of any proposed corrective action.
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5.17 Re-assignment

Occasionally, an initial volunteer placement does not work out for the volunteer or
Supervisor, or both. If such a situation arises, the Volunteer Coordinator should be
notified.

If the placement cannot continue, then an assessment will be made of any issues and
problems and whether the volunteer has the skills or knowledge to receive a
subsequent placement. The City cannot guarantee availability of placement, and has
the right to refuse future or additional placement of any volunteer.

A volunteer who is re-assigned to a new position shall receive appropriate orientation
and training for that position before he or she begins work,

6.01 Continuing education

Volunteers are encouraged to improve their levels of skill during their terms of service,
and when appropriate should be allowed to assume additional and greater
responsibilities. Additional training and educational opportunities may be made
available to volunteers during their service with the City. This continuing education may
include performance feedback, shadowing opportunities, informal or formal training.
Such may be provided either by the City or by assisting the volunteer to participate in
educational programs provided by other entities.

6.02 Letters of reference

Letters of reference may be provided to volunteers who have performed satisfactorily,
as a means to assist their study, scholarship or employment goals. Volunteers may
request such a letter from their direct supervisor, or the Volunteer Coordinator. The
content of a letter of reference shall follow City of Woodinville Personnel Policies.

6.03 Recognition and appreciation
Thank you letters, emails, and/or verbal thanks are to be given to all volunteers within
three weeks after any event longer than two hours.

L3

Special event volunteers will be recognized by the City Council for the Cily’s
Anniversary Celebration (part of Celebrate Woodinville!), Fourth of July Fireworks
Celebration and Light Festival. Regular recognition events will be held to highlight the
contributions of volunteers to the City of Woodinville and fo demonstrate the City's
appreciation.

All staff and volunteers responsible for volunteer supervision are encouraged to
undertake on-going methods of recognition of volunteer service on a regular basis
throughout the year. These methods of informal recognition should range from a
simple "Thank You" to a concerted effort to include volunteers as full participants in
program decision-making and implementation.
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6.04 Food and drink -

Pursuant to City policy (Appendix 1), the City of Woodinville may provide refreshments
for volunteer work parties/projects lasting fonger than two hours. There will be no
refreshments purchased for efforts of less than fwo hours.

6.05 Service terminated by volunteer and possible retention

The volunteer may at any time, for whatever reason, decide to sever his or her
relationship with the City. Volunteers are asked, however, to provide two-weeks notice
to their supervisor. Notice of such a decision should be communicated immediately to
the Volunteer Coordinator,

Efforts shall be made to determine whether a change in volunteer assignment,
schedule or supervision would facilitate or allow their continued service. If not, then
efforts shall be made to determine whether the volunteer would like to resume their
service at a later time.

7.01 Maintenance of records

A system of records will be maintained on each volunteer with the City, including all
required forms, dates and hours of service, and positions held. Volunieers and
appropriate staff shall be responsible for submitting all appropriate records and
information to the Volunteer Coordinator in a timely and accurate manner.

7.02 Retention of records

In accordance with State archive mandates, volunteer records shall be retained for the
time period at least six (6) years beyond the termination of the volunteer’s service. After
such time, records may be destroyed.

7.03 Reports of volunteer activity

Timely quarterly reports of volunteer activity shall be provided to the Finance
Department for use in submitting required L&l reports {(and to insure L& coverage for
volunteers). This shall be the responsibility of the Volunteer Coordinator. These
quarterly reports include total volunteers hours and fotal volunteer count.

8.01 Request for volunteer feedback
The City may seek feedback from its volunteers (generally volunteers who contribute
more than 25 hours) in an effort to improve its volunteer programs (see Appendix J).

8.02 Annual evaluation of volunteer

Each active volunteer should receive an annual evaluation (Appendix K) from her or
his direct supervisor. This evaluation should be completed on the anniversary of the
volunteer's start date. Volunteers who provide service only for a time-limited event
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may be exempted from formal evaluation. The completed evaluation should be
forwarded to the Volunteer Coordinator in a timely manner.

Supervising staff shall be involved in all evaluation and work assignments of volunteers
with whom they are connected.

8.03 Evaluation of volunteer utilization

The Volunteer Coordinator shall conduct an annual evaluation of the utilization of
volunteers by the City, which will comprise a) evaluation of volunteer experience and b)
evaluation of supply/demand. This evaluation shall include information gathered from
volunteers, staff, and clients. The evaluation report will be submitted to the City

Manager.
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Appendix A

PURPOSE: The purpose of this Agreement is to cutline the responsibilities of the City of Woodinville in providing
volunteer opportunities, and to create an understanding between the City and the volunteer. This Agreement shall
apply to persons voluntarily performing non-compensated services for the City.

Volunteer Name: First, Middle, Last (Please Print) Home Phone {with area code): Date of Birth (DOB)
. / !

ParentfGuardian {if under 18) Name {Please Prini) Cell Phone {with area code}:

Address Wark Phone (with area code);

City, State, Zip Emait;

AGREEMENT FOR NON-COMPENSATED SERVICES: [ hereby volunteer my services to the City of Wooedinville.
The Volunteer agrees to abide by all relevant City policies and procedures and to perform the volunteer services in a
safe, responsible manner in accordance with the descriptions of service.

It is further understood that this Agreement shall not in any way constitute nor create an employer/employee
relationship between the Clty and the Volunteer. The City shall not be responsible for, nor liable for, nor shall the
applicant be eligible to receive, any compensation or benefits as a resuilt of this Agreement EXCEPT for State Labor

and Industres Industrial Insurance medical aid coverage.

| further understand that: - {Please initial the following)

| am not to appear for volunteer service under the influence of any illegal drugs or alcohol. | agree to
inform the supervisor at the beginning of the shift if taking any over-the-counter or prescription medications
‘which may impair the ability to perform volunteer duties.

I will abide by all City policies regarding personal conduct while performing volunteer services.
I agree not to go beyond the scope of volunteer work agreed to without authorization.

| am to be trained on any activity that | am unfamiliar with, learn the corresponding policies, and it is my
responsibi]ity to understand them completely or ask questions until | feel confident to perform them.

1 hereby identify that | am capable of perforrnlng duties without accommodation, or with the following
accommodation(s):
Depending on the scope of volunteer work, the following policies may apply: Driving, Safety Procedures,
Computer Operation, Dress Code, Anti Harassment, Confidentialily, Code of Ethics, Workplace Violence
Prevention and Drug-Free Workplace.

Should an injury occur during the scope of my service the City has included my hours of volunteer service
in the State Labor and Industries coverage for volunteer workers. | am responsible for recording and
reporting my hours to the City.

] understand that | am to report any on-the-job injury or iliness, no matter how minor, o my supervisor. |
awthorize emergency medical care if it should become necessary.

| grant full permission to use any photographs, videotapes, motion pictures or recordings for publicity
purposes by the City.

{continued on reverse)
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City of Woodinville Avreement for Individual Volunteer Service, continued

BACKGROUND CHECKS: | consent to the City performing a background check into my history in accordance with
RCW 43.43.830-839 and waive any right of privacy | rnay have in such information for the limited purpose of the
City considering it for determining my suitability as a volunteer. (To be used for volunteers who will have
unsupervised access to children developmentally disabled persons, or vulnerable adults or who will be workjng with
confidential information.) [Your full legal name and birth date are required to perform this background check.]

TERMINATION: | understand that | or the'City may terminate this agreement at any time without cause, and that |
am volunteering my services at will and may be asked to discontinue such without prior notice or reason.

WAIVER & HOLD HARMLESS: | am fully aware that the work associated with being a City Volunteer involves
certain risks of physical injury or death. Being fully informed as to these risks and in consideration of my being
allowed o participate in the City’s Volunteer Program, | hereby assume all risk of injury, damage and harm to myself
arising. from such activities or use of City facililies. | also hereby individually and on behalf of my heirs, executors
and assignees, release and hold harmless the City, its officials, employees and agents and waive any right of
recovery that | might have to bring a claim or a lawsuit against them for any personal injury, death or other
consequences occurring to me arising out of my volunteer activities.

LIABILITY COVERAGE: | understand that the City is self insured through the Washington Cities Insurance
Authority (WCIA) for liability coverage. Volunteers performing within the scope of their assigned duties as
authorized by the City are afforded the same coverage as City employees under the City’s liability coverage with
WCIA. I'am fully aware that a volunteer’s intentional misconduct is not protected or covered by the City or WCIA.

This agreement will be in effect for the duration of my volunteer services beginning this date.
Dated this day of _ , 20

Volunteer's Signature

Signature of Parent or Guardian (if volunteer is less than 18 years old)

City of Woodinville
17301 133 Avenue NE
Woodinville, WA 98072

For Office Use Only

Form checked by: | Initials: Diite: | WSP check:  [:Initials: © | Date:

DL checked by: Initials: - | Date: - WSP accepted:: | Yes: () No: ()
Assigned to: ‘ S WSPmdiled: | Initials: Date:
Agreed: Methed: | Pate: EDP: .| Initials: Date:
Vohmteer General Orientation completed: yes ‘ '
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City of Woodinville
Volunteer Intake Form

Thank you for your interest in the City of Woodinville Volunteer Program.
Your responses below will help us to match your talents and interests to our needs.
Please submit this form to the City's Volunteer Coordinator,

Itis the policy of the City of Woodinville to provide volunteer opportunities without regard to any individual's sex, race,
color, religion, national origin, pregnancy, age, marital status, medical condition, or disability.

Date of Birth (DOB):
PERSONAL INFORMATION (Please print a complete response to each jtem) (DoB)
First Narne: Last Name: Middle Initiak Primary phcne:
Streel Address: Apt/Bldg#; City: State: ZiP:
A1: Please check all areas that interest you:
Office Special Event Environmental .
ecreation over
Assistance Support Stewardship Recreat G nment
__Concierge ___ Project ___Sammamish River ©= | __ Concierge/public __ Parks & Recreation
__Dataentry management restoration reception Commission
__ Filinglarchives __ Emcee ___ Salmon Watcher ___Teens {tuter, ___Planning
__ Computer* .. Setup/Breakdown __ Habitat restoration chaperone, eic) Commission
{see A5) __ Registration __ Wildlife monitor ... Youth (coach, etc) __Tree Board
| __Bilingual translation | _ Ars/Crafts __Plant monitor __ Preschool age __ Public Art Advisory
__Phone __Music/Audio __ Other: __ Seniors Committee
__Customer service | _ Crowd/Parking __Bilingual translation | _ Teen representation
__ General office Other: {in the field) __ Other:
- ___Instructor
{class type: )

Media f Communications

Instructor assistant

: Off-site afterschool

__ Photography ___TV cameraoperator __ Voice programs
| __ Videographer ___ TV producer ___Other: ___ Other:
* __ Graphic ___ Actor

A2: Please list any accommodations you need to perform volunteer duties:

A3:

(99

Please list your hobbies, skills or special knowledge you think would help in your volunteering,

including proficiency in languages:

Please give your current status (student, worker, retired, homemaker):

* Complete only if interested/available to assist with computer-related projects:
a) Have you ever installed & configured a computer component? Y
b} Have you ever assembled an entire computer?
c} Have you ever installed an operating system? __

d) Have you ever set up a computer in a Local Area Network environment?
e) Do you have any programming skills? ____
f) Do you have any skilis in Geographic Information ¢ Systems (GIS)?

Are you needing to fulfill a specific requirement for service hours?
for school or college

for court mandate

Total number of hours required:

Name of school:

_Y__ N
Y N

Y __N
N What computer languages are » you proficient in?
N

Yes

No
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Please list any previous work and/or volunteer experiences:

Start Date End Date

ot
Organization (molyr) (mofyr)

Position/responsibilities

1.

i

(2

Please indicate the days and times you are available to volunteer:
Day of the Week Morning Afternoon Evening

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Have you ever been convicted of a felony, released from prison within the last seven years, or
convicted of a misdemeanor (other than traffic offenses) within the past three years?
(a conviction record is not necessarily a bar to acceptance)

Yes No

: Has your permanent residence been in the State of Washington during the past 12 months?

Yes No If “No”, then in what state did you most recently reside?

A criminal background check is necessary for any volunteer pfaced with at-risk person, including rminors.

Please list two references (who are not relatives) we may call on:

Name: Relationship: Phone:

Name: Relationship: Phone:

How did you hear about volunteer opportunities with the City of Woodinville?

____word of mouth
___ newspaper:
____other publication:
____Internet
____email
__regular mail
____displayfflyer, location:
___ other means:

Notice to applicant: Pursuant to the Washington Public Disclosure Act, this form conslitutes a public record and is
subject fo public release upon reguest. Under RCW 42.17.310(1){u), the residentlal addresses and telephone
numbers of the volunteers may be redacted from any such disclosure.

To the best of my knowledge, the information herein is true and complete. ! understand that falsification of this
application is grounds for dismissal as a volunteer. Further, | give permission for an authorized representative of
the City to conduct a state patrol criminal background check in accordance with RCW 43.43.830-839 and to
inquire of individuals about my ability to perform all aspects of the volunteer position for which | am being
considered and I release the City of Woodinville and those individuals/institutions that provide information from
any liability that may arise from the provision of this information.

Volunteer Signature: ' Date: / /
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Appendix C

City of Woodinville
Community Service Contract

This is required of any person needing fo complete court-ordered or mandated
community service hours. This contract must be read and signed before consideration
and/or placement may be made.

If accepted and placed as a City of Woodinville volunteer...
| can expect from City of Woodinville:
@ To receive volunteer assignments allownng me to complete my mandated community
service hours.
O That most assignments will Gecur Monday through Friday, 8 a.m. to 5 p.m.
O Where appropriate, special projects or weekend assignments may be made available.
0 Documentation of completed hours that will meet court requirements.

The City of Woodinville can expect from me:

0 To be punctual and show up to assignments when expected.

0 To demonstrate a professional attitude, cooperate and comply with Supervisors, staff
and other volunteers.

O To abide by the City’s rules and policies.

0 To not possess, consume, sell or use alcohol or any controlled substance during
volunteer hours, or in any manner which impedes performance.

O To not engage in any illegal behavior.

0 To not carry weapons of any kind.

D To sign in upon arrival and sign out before departing, each day.

Your volunteer service may be terminated for two or more unexcused absences, chronic
tardiness, possession or influence of alcohol or controfled substances, behavior that endangers
self or others, damaging or taking property belonging to others, hostile or uncooperative attitude
to Supervisor, staff or volunteers, or failure to abide by specific site rules. In such cases, you will
be remanded back to the court.

If you need to contact your Supervisor in the event of illness, or to change your schedule in
advance:

Name of Supervisor FPhone

The City cannot give credit for hours that have not been worked for good perfermance, good
behavior or any other reason. '

In consideration of my being permitted to perform my community service at the City of
Woodinville, | hereby agree on behalf of myself and my heirs, to hold harmless the City of
Woodinville, its officials, employees and agents and waive any and all claims or legal causes of
action for damages or injury occurring to me or arising out of or in any way connected with my
performance of the volunteer community service hours. | further agree to defend, indemnify and
hold harmless the City of Woodinville, its officials, employees and agents for any claims for
liability or lawsuits of any kind by any other person or entity that arise out of my performance of
the volunteer community service hours except for those claims for injuries or damages by third
parties caused by the sole negligence of the City.

{continued on reverse side)
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| understand, if 1 am injured during scope of service, that the Court having jurisdiction has
included my hours of volunteer community service in the State Labor and Industries coverage
for volunteer workers, and any costs and administrative fees shall be borne solely by me.

| authorize the Court having jurisdiction, Probation Services Department, to exchange prior
record and nature of offense information with the community service project for the purpose of
assignment of actual work. ) agree the community service site shall verify my compliance or
non-compliance regarding completion of the number of hours assigned. 1 will notify the
Probation Department of any change of address.

This agreement will be in effect for the duration of the community service project beginning

Witness Signature '
DPate Date of Birth
Address
Telephone
it
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City-of Woodinville

Volunteer General
Orientation

Revised 8/16/2004

Welcome to the City of Woodinville
Volunteer Program!

» This Volunteer General Orientation is required of
all City of Woodinville volunteers

> This orientation is designed to familiarize you
with City policies and procedures that affect
volunteers

> You are responsible for knowing the information .

contained in this orientation

> If you ever have a question or concern while
volunteering, please don’t hesitate to ask a staff
person

> A hard copy of this orientation is available upon
request

Appendix D1



Woodinville History

» Ira & Susan Woodin settled in the Sammamish River
Valley in 1896

» Woodinville was a small rural community until the
1980's, when residential and commercial development
started in areas around downtown

» Through citizen efforts in the early 1990’s, the
incorporation of the City of Woodinville as the 32nd King
County city (out of 39 cities) became effective March 31,
1993.

> Incorporation required a "vote of the people” which
passed its third time on the ballot in May 1992.

» Woodinville became the 270th Washington city to
incorporate. :

Woodinville Demographics

> Woodinville is six square miles and has a
population of 9,809 residents™

» About 37% of Woodinville residents live in
apartments; 63% in single-family homes.

» Woodinville addresses include unincorporated
(non-City) areas in King and Snohomish
counties

. Itis possible for someone to have a Woodinville
address and not live within the City limits

* Most recent census from 4/21/03




Woodinville city limits

City Government

> The City operates under the Council-Manager form of
government.

» The City Manager is hired by the City Council as the chief
executive officer and the City Manager is responsible for
the day-to-day operations of the City through managing
the directors of each city department and ensuring the
business of the City is conducted in accordance with
policies set by the City Council.

» The City Manager is Pete Rose




Woodinville City Council

> City Council members are:

Don Brocha, Mayor (Position No. 7)

Cathy Wiederhold, Deputy Mayor (Position No. 2)
Chuck Price (Position No. 1)

Robert Miller (Position No. 5)

Michael Huddleston (Position No. 3)

Scott Hageman (Position No. 4)

Gina Leonard (Position No. 6)

Lacy D. Irwin, Teen Representative (non-voting)

Woodinville City Council

{from I to r) Gina Leonard, Robert Miller, Scotl Hageman,
Mayor Don Brocha, Deputy Mayor Cathy Wiederhold, Michagl
Huddieston, Chuck Price, Teen Rep. Lacy D. rwin




Woodinville City Council

Each of the seven nonpartisan Council members is
elected directly by the people for staggered four-year
terms

Council members represent the community at large
rather than individual districts of the City

Council sets the policy direction of the City. The City
Manager executes those policies through staff

Council reviews and adopts Goals and Objectives

The Coungcil is supported by volunteer boards and
commissions that make recommendations to the City
Council on various issues, projects and proposed
regulations and guidelines

Volunteer Commissions & Boards

» The City is supported by vital volunteer Commissions and Boards:

+ Planning Commission

« Parks & Recreation Commission
+ Tree Board

» Public Arts Advisory Council

» Members of the Planning Commission, Parks & Rec. Commission,

>

and Tree Board are appointed by the City Council.

Citizen members volunteer their time to support the future vision of
Woodinville in the areas of development, parks, recreation and open
space and iree preservation. Each entity makes recommendations
to the City Council on policy issues, regulations and projects.

In addition, there are many subcommittees and Citizen Advisory
Panels (CAPs) that assist the Boards & Commissicns. These
members are not appointed.




Volunteer Commissions & Boards

» Each board typically holds monthly public

meetings. This is a great opportunity for the.
community to- see "work of the city” begin at
ground level. Meeting agendas are available by
contacting the appropriate department.

From time to time, vacancies occur on these
volunteer commissions. If you are interested in
serving your community this way, contact the
City Clerk at (425) 489-2700 ext. 2262.

City Services

Public works’

» Road maintenance

» Road construction

» Recycling and waste reduction
Community Development

- New development review and approval

» Community planning
Permit Center

» Permit process, review and approval

Parks and Recreation
= Parks and public areas
= Recreational classes and programming

Finance
+ Budget, payroll, accounts payable and receivable
Executive

+ Human resources, human services, communications, code
enforcement, volunteer program




Other Public Services

> The City contracts with King County Shenff's
Office for pollce protection services \

» Fire and medlcal services (911) are provided by
the Woodinville Fire and Life Safety District

» Water and sewer services are provided by
Woodinville Water District, a separate entity

Public Services

» Results from a resident (telephone) survey
conducted in early 2002 reflect an above
average satisfaction with Woodinville
government services and quality of life

> Woodinville was most frequently described by
survey respondents as “friendly,” “pleasant,”
“nice” and “comfortable.”

> To view the full survey, you may visit the City of
Woodinville website at www.ci.woodinville.wa.us




Customer Service

> Since our beginning, the City of Woodinville has
focused on providing excellent customer service

» The City adb‘bted a Customer Service Policy
(#3.01) in 2001

» Volunteers, as well as staff, are expected to
uphold these Customer Service Standards

» A copy of the full Customer Service Policy is
available upon request

Customer Service

» The City of Woodinville Customer Service Goals
are:
« Be customer-focused
+ Give personal attention
. Show leadership in a team environment
» Be accountable
. Present a professional and positive image
+ Be courteous

. Be educators about City programs, services, policies
and procedures




Community Relations Dept.

» The volunteer program is housed in the
City’'s Community Relations Division
(CRD) |

» The CRD manages the City’s
communications, code enforcement and
volunteer programs

» The CRD Team is:

. g/!zarie Stake, Communications Coordinator, 425-877-
67
» Jason Burt, Code Enforcement Officer, 425-877-2285

+ Patrick Tefft, Volunteer Coordinator, 425-877-2289

Volunteer Opportunities |

> City of Woodinville volunteer opportunities include:
Concierges (at béth City Hall and the Community Center)
Office assistance
Bilingual translation
Special events (i.e. July 4", Light Festival)
Recreation programs

+ Instructors and assistants

= Teen, youth and senior programs
» After school programs

« Environmental stewardship
= Sammamish River restoration

» Wildlife/plant monitors
« Citizen representation in government
« Media/lcommunications
+ Photography
» Graphics
~* TV production and broadcasting




Volunteer Recruitment Policy

» Volunteers shall be recruited without regard to
any individual’s sex, race, color, religion,
national origin, pregnancy, age, marital status,
medical condition, disability, or any other basis
prohibited by local, state or federal law

> Reasonable Accommodation
. The City will provide reasonable accommodation to
qualified volunteers
» Volunteers needing accommodation must make these
accommodation requests clear to the Volunteer
Coordinator prior to their volunteer assignment

Volunteer Eligibility

In order for a prospective volunteer o be
considered, s/he must:

» Complete a Volunteer Intake Form

» Complete and sign a Volunteer Agreement

> Read and sign a Community Service Contract
(for those needing court-ordered service, only)

» Arrange for a face-to-face interview with
qualified staff

> Complete Volunteer General Orientation and
sign form

> Volunteers may be asked to submit to a criminal

history check (applicable to those placed with at-risk
populations)
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Volunteer Eligibility

» Those who need the following are also
encouraged to apply: -

«» Students’(age 14 and up) who need service
hours for school requirements

« Those needing to fulfill court-ordered
community service hours requirements

Volunteer Placement

» Consideration will be given to a volunteer’s skills
and interests

> Efforts are made to make the best possible

match between volunteer's wishes and the City’s

needs

» The City reserves the right to limit its use of
volunteers, adjust the hours of any volunteer or
to reject services as it deems fit in order to
achieve its public purpose and policy
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Volunteer Orientatidn

» Each volunteer must complete a General
Volunteer Orientation before commencing
(this document) and sign a Volunteer
General Orientation Agreement

> In addition, your direct Supervisor will
provide a unit-specific or duty-specific
orientation (usually your first day of
service)

Volunteer Expectations

> Volunteers are a valuable resource to the City,
its staff and its residents

> Volunteers can expect:
- To be treated as respected “co-workers”
» To be given meaningful assignments
«» To effective supervision
« To performance feedback
To appropriate involvement
To be recognized for accomplishments
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Volunteer Expectatiéns

> In return, volunteers agree to:
» Perform to the best of their abilities
« Learn and follow City goals and policies
» Act in a prompt and professional manner

» Adequately inform staff of schedule changes,
planned absences and unexpected absences
due to iliness

Attendance

> Volunteers must provide appropriate advance
notice to their Supervisor of planned absences,
such as vacations

> In the event of unexpected absence, such as
iliness, the volunteer must contact their
Supervisor immediately

> If a volunteer needs to take an extended leave of
absence, arrangements may be made with
his/her Supervisor and the Volunteer
Coordinator
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Volunteer Dress Code

> Volunteers are responsible for presenting a
good image to clients and the community

> Volunteers shall dress appropriately for the
conditions and performance of their duties

> Volunteers are to be identified by wearing
approved nametags or other methods of
identification provided by the City

Volunteer Time Sheets

> Volunteers are responsible for the
accurate completion and timely
submission of timesheets

> Volunteeré should submit their time

sheet(s) to the Volunteer Coordinator at

the end of each month

> Volunteers should sign in each time s/he

arrives to volunteer, and sign out each
time s/he leaves
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Volunteer Transportation

» Volunteers are responsible for securing their
own transportation to and from their volunteer
assignment :

> Volunteer 'pérking is available at Woodinville City
Hall and at the Community Center

> Volunteers should consult their tax advisors
regarding possible deduction of volunteer
mileage

> Volunteers may NOT drive a City of Woodinville
vehicle, but may accompany staff in a City
vehicle

Workplace Safety

> Please use caution when lifting objects. Lift with
the legs, and ask help if you need it

> Remember, as a volunteer, you do not need to
lift anything you do not feel comfortable lifting

» Wear appropriate safety gear (check w/ your
supervisor)

> Please keep your workplace free from hazards
and obstacles that could be tripped on

> Report any hazardous situations or conditions to
your Supervisor
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Workplace _Safety-

» Medical aid coverage is provided for volunteers
engaged in City of Woodinville business,
through State of Washington Labor and
Industries -

> If a volunteer is injured while performing
volunteer duties, s/he should notify the
Supervisor immediately

> The Supervisor will determine whether Accident
Reports should be completed and filed

» Coverage does not, however, cover acts of
gross misconduct or negligence

Workplace Hazards

> Please keep in mind that some everyday office
and building products are considered hazardous
materials (such as white-out, rubber cement,
ammonia cleaners)

> As a volunteer, if you should spill or drop a
hazardous material, notify a staff person—DO
NOT clean it up

> If you come across an unknown spilled
substance, again, notify staff, but DO NOT clean
it up




Workplace Hazards

> MSDS, or Material Safety Data Sheet, is a document
that describes the physical and chemical properties of
products, their health hazards and precautions for -
handling and use '

» As a volunteer, you need to know the location of the
City’'s MSDS notebook, nearest to your work area:

» Administrative: 2™ Floor copy room, above standard papers
Executive; Bench bookcase by City Manager’'s Office
Fermit Center: Cabinet by 1st floor kitchen sink
Custodial: Custodian office
Community Development: Bookshelf by Director’s office
Parks & Recreation: Community Center front desk
Fublic Works: (same as Permit & Parks)

Police: Patrol officer work area
Community Center: Parks Counter area main floor

L] . . L] L] * L L]

Workplace Safety

> In the event of an emergency, please
report to your regular Supervisor

> For emergency information, please consult
the “Emergency Procedures-City of
Woodinville” multi-colored flipchart

> Please note the location of the Emergency
Response Manual in your work area
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Workplace Safety

» Volunteers are expected to conduct
themselves in a professional manner, -

consistent with City policy, that contributes

to a safe work environment
« Anti-Harassment Policy
. Policy Against Workplace Violence

. Policy on Internet Access by Non-City
Personnel, Including Minors

Policy

» Please familiarize yourself with City of Woodinville .
personnel policies on the following pages: '
» Code of Ethics
» Anti-Harassment
« Policy Against Workplace Violence
« Internet Access
- Drug-free Workplace

> Each policy should be interpreted as encompassing
employees (paid) and volunteers (unpaid), despite a
policy’s use of the term "employee”
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Code of Ethics

> Ethics among public officials and employees are
essential to gain and maintain the public’s
confidence and trust.

> Public officials, employees and volunteers are
agents of the people.

» The City of Woodinville expects volunteers to be
aware of its Code of Ethics and to abide by its
standards.

» Any volunteer violating this code is subject to
civil penalties and terminator

COde Of EthICS, cont'd

> A volunteer is in violation of the ethics code if he
or she:
» Receives or has any financial interest in any sale of
service or property with prior knowledge
» Accepts or seeks more favorable terms than those
granted to the public generally
» Accepts any gift or favor from any person, firm or
corporation having dealings with the City
» Influences the selection of or the conduct of business
with a party having business with the City
« Is a party of interest of any corporation or firm having
business with the City, unless disclosed
« Engages or accepts private employment that is
incompatible with the proper discharge or his or her
duties or disclose confidential information
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COde Of EthICS, cont'd

s A volunteer is in violation of the ethics code if he or she:
. éptpears in behalf of a private interest against the interest of the
iy

. Directly or indirectly possess-a substantial or controlling inlerest
in any business entity which conducts business or contracts with
the City

. Violates any ordinance or resolution of the City

. Discloses confidential information gained by official position, or
otherwise uses such information for his or her personat gain.

. Makes a false statement or representation of any public record
or document in willful disregard of the truth

» Requests or permits the use of City-owned vehicles, equipment,
materials or property for personal convenience or gain

« Grants any special consideration treatment or advantage beyond
that which is available to every other citizen in similar
circumnstances

Anti-Harassment Policy

» The City of Woodinville’s policy on anti-harassment stipulates that all
employees are expected to accomplish their work in a professional and
busineéss-like manner. As a standard of behavior, employees and
supervisors are expected to treat each other with respect and common

dignity.

s Harassment includes unsolicited remarks, gestures, or physical contact;
displays or circulation of written materials or pictures derogatory to either
gender, racial, ethnic, or religious groups oF individuals; or basing personnel
decisions on an employee’s response to sexually-oriented requests.

» The City will not tolerate any employee who engages in any act which
discriminates against another employee because of race, color, national
origin, sex, religion, creed, marital or veteran's status, age, the presence of
a physical, mental, or sensory disability, or any other basis prohibited by
local, state, or federal laws.

» Sexual harassment is defined as unwanted, unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct which has
effect of creating an offensive, intimidating, degrading or hostile work
environment, or adversely interferes with or affects an employee's wotk
performance. Sexual harassment is improper and illegal, and is grounds for
immediate dismissal.
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Anti-Harassment Policy, contu

> Any employee who experiences conduct of this sort or feels that
his/her work environment has become a hostile or offensive place to
work, should immediately nolify his/her department director, or any
member of the management team. The department director or
management team member should immediatelﬁ notify the City
Manager. If the City Manager is implicated in the alleged
harassment, the Mayor should be immediately noftified instead.

> The City will not retaliate against an employee who complains of
harassment in any form, nor permit such retaliation. 1t is important
to the City that an employee’s concerns be thoroughly reviewed and
investigated so that appropriate steps can be taken as necessary. it
is the duty of each employee to assist in the maintenance of a
discrimination-free workplace.

> Employees are expected and supervisors are obligated to report to
the City Manager any questionable instance that has becomne known
to them which might constitute harassment or discrimination.

Policy Against Workplace Violence

> Purpose

« Reduce the potential for violence in and
around the workplace;

- Encourage and foster a work environment
that is characterized by respect and healthy
conflict resotution; and :

. Mitigate the negative consequences for
employees who experience or encounter
violence in their work lives.
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Policy Against Workplace Violénce,com-d
> Policy

The City of Woodinville is committed to providing, in so far as
reasonably possible, a safe environment for working and
conducting business. :

The City will not tolerate acts of violence committed by either
regular status employees or hourly workers while on City of
Woodinville property or while performing City of Woodinville
husiness at other locations.

Any unlawful act of violence committed by employees, members
of the public, or others while on City property or while using City
facilities will be prosecuted as appropriate.

Violent actions committed by regular employees, temporary
workers, casual workers or interns will not be tolerated or
ignored. The City intends to use reasonable legal, managerial,
administrative, and/or disciplinary procedures to secure the
workplace from violence and to reasonably protect employees.

Policy Against Workplace Violence,contd

> Definition: the word “viclence” in this policy shall mean an act
or behavior that:

Is physically assaultive;

Consists of communicated or reasonable perceived
threat to harm another individual or in any way
endanger the safety of an'employee;

Would be interpreted by a reasonable.person as
carrying potential for physical harm to an individual;
Is behavior, or action, that a reasonable person would
perceive as menacing;

Involves carrKing or displaying weapons, destroying
property, or throwing objects in a manner reasonably
perceived as threatening; or

Consists of a communicated or reasonable perceived
threat to destroy property.
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Policy Against Workplace Violence,contd

» Possession and Use of Dangerous Weapons

« Definition: A dangerous weapon is any instrument
capable of producing baodily harm, in a manner, under
circumstanees, and at a time and place that manifests
an intent to intimidate another person or that warrants
alarm for the safety of another person. Dangerous
weapons are defined by RCW 9.41.

» Prohibition: In the interest of maintaining a workplace
that is safe and free of violence, except as hereinafter
provided, possession or use of dangerous weapons is
prohibited on City property, in City vehicles or in any
personal vehicle which is used for City business.

Policy Against Workplace Violence,contd

> Employee Responsibilities:

- Refraining from acts of violence and for
seeking outside assistance to resolve
personal issues that may lead to acts of
violence in the workplace; and -

» Reporting to managers and supervisors any
dangerous or threatening situations that occur
in the workplace.

« Employees are encouraged to report to their
department directors/supervisors situations
that occur outside of the workplace which may
affect workplace safety (e.g. instances where
protection orders have been issued, etc.).
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Policy Against Workplace Violence,conts

» Procedures and Guidelines

. If a violent act or altercation constitutes an
emergency, CALL 911. When 911 is contacted,
contact your immediate supervisor or department
director. In-instances that are not emergency
situations, contact your immediate supervisor or
department director as soon as reasonably possible.

. If the altercation involves two or more parties, try and
separate the parties involved. If the parties cannot be
separated, or it would be too dangerous to the
employee or department director to attempt to
separate the parties, CALL 911.

. Contact the appropriate department director.

. The department director will contact the City Manager
who will take responsibility for coordinating a
response to the incident.

Internet Access
for City Business Only

> If you will be utilizing City computers or the
Internet as part of your volunteer duties,
please read the policy, via this link:

I\Employee Resources\Policies & Procedures\7.09 Internet Access
by Non-City Personnel Including Minors.pdf
. If you are taking this Orientation by hard-copy, please see attachment

» By signing the final page of this orientation
it is assumed you have read, and agree to
abide by this policy.
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Drug-Free Workplabe

> Volunteers are expected to show up to
their assignments free of alcohol, drugs or
other controlled substance

» The City may discipline or terminate a
volunteer possessing, consuming, selling
or using alcohol, drugs or other controlied
substances during volunteer hours, orin
any manner which impedes performance

Public Resources

» The City of Woodinville, its staff and volunteers
must be stewards of public resources

» Volunteers are encouraged to be mindful of their
use of paper, office supplies, etc.

> Volunteers may not take home any City supplies
Of resources, or use such resources outside
their approved assignments
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Public Resources

> Volunteers (just as staff) may NOT use
City computers for personal use:
« No surfing the net
» No checking personal email
« No downloading music files

> Volunteers may NOT use fax machines or
other means of transmission for personal
use

Public Communication

> Volunteers must be mindful that all
communication on behailf of the City should be
approved by their Supervisor

> Certain forms of communication, such as email

are public record

> Volunteers may not communicate with the press,
unless they receive specific approval from the
Public Information Officer (PIO)
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Volunteer Recognitibn

> Volunteers are a valuable resource to the City,
its staff and its resndents

> Every effort_should be made by staff to extend
appreciation for volunteer accomplishments

> Forms of appreciation may include verbal or
written thanks, event food and drink, small
tokens of apprecnatlon

> Regular recognition events, such as ice cream
social, are held for volunteers and their families

o attend

Questions?

» You have covered a lot of information and
material in a short time. Thank you.

> Please take this opportunity to ask any
questions you may have regarding any of the
Volunteer General Orientation, including links

> You may consult your Supervisor, or the
Volunteer Coordinator at 425-877-2289 or
patrickt@ci.woodinville.wa.us
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Final Steps

> Now, please print out a hard copy of the following page
(the final slide) . |

» Sign and date-the Volunteer General Orientation
Agreement

> Be sure this signed agreement is forwarded (along with
Volunteer Agreement and Intake Form) to the Volunteer
Coordinator
« 17301 1339 Avenue N
Wocedinville, WA 98072
Aitn: Patrick Tefft
« Fax: 425-489-2705

> When you begin volunteering, be sure to establish and
maintain a time sheet of your hours

Thank you.
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ADMINISTRATIVE PROCEDURES

PROPERTY AND EQUIPMENT

Policy Number: 7.09

Policy Title: Internet Access by Non-City Peréonnel, Including Minors

Effective Date:

PREFACE:

These policies were direclly maodified from those in use by the Northshore Schodl District. The
Child Intemet Prolection Act (CIPA) was incorporaled where applicable. King County Library
Policy - relevant to providing access to inlernel content — was referenced and incorporated where
applicable. Policies were reviewed by the City attomey and suggestions incorporated.

PURPOSE:

The purpose of the City of Woodinville Internet (COWiNet} Acceptable Use Procedures is o
provide the procedures, rules, guidelines, personal safety recommendations, and the code of
conduct for the use of Cily technology to access the internet by non-City personnel, including
youth and teens.

GOAL:

Successful operation of COWINet requires that all Users conduct themselves in a responsible,
decent, ethical and polite manner while using COWiNet. The User is ultimately responsible for
his/her actions in accessing COWiNel services and will be held accountable as such. These
policies establish acceptable use guidefines for COVWINET.

SCOPE:

COWiNet provides resources for intermnet access by non-City personnel through Parks and
Recreation Depariment programming. COWiNet constitules public facilities and will be used with
respect for the public frust through which they have been provided and in accordance with policy
and regulations established by the Cily. ‘

These procedures address consideralions for known and foreseeable use. These procedures do
not atlempt to identify and arficulate all required or prescribed behavior by ils Users and
modification of these procedures may happen at any time to ensure appropriate use.

REFERENCES:
«  Title XVII, Children’s Internet Protection {Act)

=  Federal Trade Commission: www.ftc.gov

»  Federal Communications Commission: www.fcc.gov

Pagelof 8  MWPER BEPT\Rec\ProgramsiTeensiTeenRoomicomputersiCOWiNel_Non-City_Personnel_Computer_Use_Policy_{(FINAL).doc




ADMINISTRATIVE PROCEDURES

*  King County Library System: www.kcls.org
»  Northshore Schodl Districl: www.nds.org
= City of Woodinville, Personne! Policy, Internet policies, Section 8.17

= Washington Stale Library: www.slatelib.wa.qov

= Revised Code of Washington (RCW)

DEFINITIONS:

= COWINET: The definilion of "City of Woodinville Irtemel” (COWIiNet) access is any
designated City internet connection or networks, the communications lines connecting those
connection or networks, any computing or communication devices connecled to those
conneclions or networks inside of the City firewall, and information systems, software,
hardware, peripherals or stored information on those devices.

= Slored Information: Information siored in electronic mail semt and accessed via COWinet,
local or remote databases, network and internet-accessed information systems, hard disks,
and removable storage media.

= Technology: Includes stand-alone or networked computer workstation, server and other
computing and communications devices connected to the City computer network system.

*  Non-City Personnel {also "User”): Persons not employed by the City of Woodinville including
program participants and volunteers.

= Staff (Also City staff): Persons employed by the City of Woodinville

= Volunteers: Persons serving in City of Woaodinville programs or services under the City's
Volunteer Program.

»  Teen: Persons ages 13 through 17
= Youth: Persons ages 12 and below

* Obscene: Includes any matter: "(a) Which the average person, applying contemporary
community standards, would find, when considered as a whole, appeals to the prurient
. interest; and (b} Which depicts or prescribes patently offensive representations or
descriptions of: (i) Ulimate sex acts, normal or perveried, actual or simulated; or (ii)
Masturbation, excretory functions, or lewd exhibition of the genitals or genital area.” RCW
7.48.050({2)

* Pornographic: Includes "printed material, photographs, pictures, motion pictures, sound
recordings, and other material the dominant theme of which taken as a whole appeals tothe
prurient interest of minors in sex; which is patently offensive because it affronts contemporary
community standards relating to the description or representation of sexual matters or sado-
masochistic abuse; and is utterly without redeeming social value." RCW 9.68.050(2)

= Megal Activilies: Violation of local, state, and/or federal laws.

= Harassment: Slurs, comments, jokes, innuendoes, unwelcome compliments, cartoons,
pranks, andfor other verbal conduct relating to an individual or group which {1) has the
purpose or effect of creating an intimidating, hostile or offensive environment; (2) has the
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10.
11
12.

13.

14.

15.

16.
17.

ADMINISTRATIVE PROCEDURES

Staff will ensure COWINET is logged out afler sessions.

Youth may access COWiNet only under the direct and immediate supervision of Staff or
designated adult volunteers. For Teens, a supervising Staff or designaled volunteer shall be
present during COWiNet use.

High bandwidth use (i.e. MP3 and file downloads) will be restricled and use monitored
consistent with provisions herein.

Non-Cily personnel may not save content to COWiNet designated computer harddrives.
Non-City personnel may not install programs onto COWINET compulers.

Modification of COWiNet computer setlings will be restricted 1o designaled Staff under the
direction of IT siaff.

The Home Page of COWiNet compuler web browsers will be set as the default to a page
outlining a summary the content contained herein with the addition of a summary section
introduction. This page will load by default each time the browser is started. A summary of
these procedures will also be clearly displayed near all COWiNet computers.

Filtering and/or blocking software and/or hardware will be utilized as a "best praclice”
approach to CIPA as noled above.

Any system which requires password access or for which the City requires an account, such
as the internet, will only be known by designated Staff. Staff shall follow City guidelines in
selecling and maintaining secure passwerds.

Nothing herein shall be construed as establishing a public forum.

Notwithstanding any provision of this policy, nothing herein shall be construed as establishing
any duly on the pari of the City lo provide continued access to the internet, 10 provide
conlinued use of City equipment, lo ensure the accuracy, confidentiality or privacy of any
information, or to supervise any User.

Acceptable Use

1.

Access to the intemet via COWiNet is a privilege and must be treated as such by all Users of
the network and its associated systems. Such access and use shall occur at the sole
discretion of the City, and may be revoked by the City for any reason at any time. Users may
be removed from facility for non-compliance.

. COWiNet will be used for only the purposes of research, education, and legitimate

educationalfinformational purposes consistent with the mission of the City. Non-educational
use (e.g. casual web surfing, entertainment use, etc.) will be permitted at the sole discretion
of supervising City staff or designated volunteer secondary to all educations uses.

Users may not instali or run computer software andfor programs not approved for COWINET
use. Cily IT Staff shall determine software and programs alflowed to ensure the stability and
integrity of the COWINET system.

Users shall not attempt to *hack”, corrupt or “crash” any COWINET resource or any
connected computer system.

Uses shall not use the COWINET system to mask or hide use that viclates provisions herein
and/or any laws including local, state or federal laws.
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ADMINISTRATIVE PROCEDURES

8. Installs unauthorized software for use on City computers.
8. Accesses, slores, or distribules obscene or pornographic materials.

10. Submits, publishes, displays or forwards any defamatory, inaccurate, racially offensive,
abusive, obscene, profane, sexually oriented, or threatening materials or messages either
public or private.

11. Uses COWiNet for illegal, harassing, inappropriate, or obscene purposes, or in support of
such aclivities

12. Uses COWiNet for attempts to harm destroy, or interfere with the proper operation of
computing hardware, operating syslems, application software or data in any manner, locally
or remolely.

13. Encrypts files or network communications or allers or deletes log files and/or system semngs
so as 1o avoid securily review.

14. Discloses, uses, or disseminates personal identification information regarding minors.

15. Modifies any computer or system setting put in place by system administrator.

City of Woodinville Rights
City of Woodinville reserves the rights to:

1. Monitor, track and log alt activily on COWiNet in any manner at any time.

2. Make determinations on whelher specific uses of the network are consistént with this
acceplable use policy.

3. Deem what is appropriate use.
4. Log network use and to monilor storage disk space utilization (if applicable) by Users.

5. Block or filler Internet access for Users to certain visual depictions, including visual depictions
thal are (1) obscene, or (2) child pornography, or, with respect to use of computers with
Internet access by minors, (3) harmful to minors.

6. Remove a User's access to COWiNet at any time it is determined that the User is engaged in
unauthorized activily or violating this acceptable use palicy. This may include removing Users
from the facility for non-compliance

7.. Cooperate fully with any investigation conceming or relating e any COWiNet activity.

8. Seek recovery of any damages as the result of malicious use, or if the City incurs liability as a
result of a User's actlions.

- 9. Exercise sole discretion in application of these policies and make modifications at any time.

10. Reduce, remove or expand access to COWiNet resources.

Disciplinary Action

These acceplable use procedures are applicable to any User of the COWiNet and refers to all
information resources whether individually controlled, shared, stand-alone or networked.
Disciplinary action for COWINET Users shall be consistent with the City's standard policies and
practices. Where use of external networks is involved, policies governing such use also are
applicable and must be adhered to. Vialations constitule cause for revocation of access
privileges, suspension of access to City computers, other disciplinary action andfor appropriate
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ADMINISTRATIVE PROCEDURES

11. Do not promote behavior that would be considered detrimental to the operation of the City of
Woodinville.

12. Respect and protect the privacy of all Users.

13. Do mot share information about yourself or others over the internet.

Approved by Date
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City-of Woodinville

Appointed Officials
General Orientation

Revised 8/16/2004

Dear Commissioner
or Board Member,

Thank you for taking the time to
complete this general orientation of
policies and procedures relevant to

appointed officials.

First, a brief overview of City
government and City Council...




City Government

» The City operates under the Council-Manager form of
government. '

» The City Manager is hired by the City Council as the chief
executive officer and the City Manager is responsible for
the day-to-day operations of the City through managing
the directors of each city department and ensuring the
business of the City is conducted in accordance with
policies set by the City Council.

» The City Manager is Pete Rose

Woodinville City Council

» City Council members are:
» Don Brocha, Mayor (Position No. 7)
« Cathy Wiederhold, Deputy Mayor (Position No. 2)
« Chuck Price (Position No. 1)
« Robert Miller (Position No. 5)
» Michael Huddleston (Position No. 3)
« Scoft Hageman (Position No. 4)
« Gina Leonard (Position No. 6)
« Lacy D. Irwin, Teen Representative (non-voting}




Woodinville City Council

(from | to r) Gina Leonard, Robert Miller, Scott Hageman,
Mayor Dan Brocha, Deputy Mayor Cathy Wiederhold, Michael
Huddleston, Chuck Price, Teen Rep. Lacy D. lrwin

Woodinville City Council

Each of the seven nonpartisan Council members is
elected directly by the people for staggered four-year
terms

Council members represent the community at large
rather than individual districts of the City

Council sets the policy direction of the City. The City
Manager executes those policies through staff

Council reviews and adopts Goals and Objectives

The Council is supported by volunteer boards and
commissions that make recommendations to the City
Council on various issues, projects and proposed
regulations and guidelines




Volunteer Commissions & Boards

» The City is supported by vital volunteer Commissions and Boards:
+ Planping Commission ,
« Parks & Recreation Commission
« Tree Board
« Public Arts Advisory Council

> Members of the Planning Commission, Parks & Recreation
Commission, and Tree Board are appointed by the Gity Council.

> Citizen members volunteer their time to support the future vision of
Woodinville in the areas of development, parks, recreation and open
space and tree preservation. Each entity makes recommendations
to the City Council on policy issues, regulations and projects.

» In addition, there are many subcommittees and Citizen Advisory
Panels (CAPs) that assist the Boards & Commissions. These
members are not appointed.

Volunteer Recruitment Policy

> Volunteers shall be recruited without regard to
any individual's sex, race, color, religion,
national origin, pregnancy, age, marital status,
medical condition, disability, or any other basis
prohibited by local, state or federal law

» Reasonable Accommodation
. The City will provide reasonable accommodation to
qualified volunteers
. Volunteers needing accommodation must make these
accommodation requests clear to the Volunteer
Coordinator prior to their volunteer assignment




Additional Volunteer Oppoﬁunities

> City of Woodinville volunteer opportunities include:

Concierges (at both City Hall and the Community Center)
Office assistance -
Bilingual translation
Special events (i.e. July 4%, Celebrate Woodinville, Light Festival)
Recreation programs
* Instructors and assistants
*+ Teen, youth and senior programs
= After school programs
Environmental stewardship
* Sammamish River restoration
+ Wildlife/plant monitors
Media/communications
* Photography
- Graphics
= TV production and broadcasting

Customer Service

> The City of Woodinville Customer Service Goals
are:

Be customer-focused

Give personal attention

Show leadership in a team environment
Be accountable

Present a professional and positive image
Be courteous

Be educators about City programs, services, policies
and procedures




Volunteer Transportation

» Volunteers are responsible for securing their
own transportation to and from their volunteer
assignment :

> Volunteer pé‘rking is available at Woodinville City
Hall and at the Community Center

» Volunteers should consult their tax advisors
regarding possible deduction of volunteer
mileage

» Volunteers may NOT drive a City of Woodinville
VeRicIe, but may accompany staff in a City
vehicle

‘Workplace Safety

» Medical aid coverage is provided for volunteers
engaged in City of Woodinville business, |
through State of Labor and Industries

» If a volunteer is injured while performing
volunteer duties, s/he should notify staff
immediately

> The Supervisor will determine whether Accident
Reports should be completed and filed

» Coverage does not, however, cover acts of
gross misconduct or negligence




Workplace Hazards

» Please keep in mind that some everyday office and
building products are considered hazardous materials
(such as white-out, rubber cement, ammonia cleaners)

> If you shouid §piH or drop a hazardous material, notify a
staff person—DO NOT clean it up

> [If you come across an unknown spilled substance,
again, notify staff, but DO NOT clean it up

> MSDS, or Material Safety Data Sheet, is a document
that describes the physical and chemical properties of
products, their health hazards and precautions for
handling and use '

Public Resources

» The City of Woodinville, its staff and
volunteers must be stewards of public
resources

> Volunteers are encouraged to be mindful
of their use of paper, office supplies, etc.

» Certain forms of communication, such as
email are public record




Policy

> Please familiarize yourself with City of
Woodinville personnel policies on the following
pages: _ ‘

» Code of Ethics

Anti-Harassment

Policy Against Workplace Violence

Internet Access

Drug-free Workplace

> Each policy should be interpreted as
encompassing employees (paid) and volunteers
(unpaid), despite a policy’s use of the term
“employee”

Code of Ethics

> Ethics among public officials and employees are
essential to gain and maintain the public’s
confidence and trust.

> Public officials, employees and volunteers are
agents of the people.

» The City of Woodinville expects volunteers to be
aware of its Code of Ethics and to abide by its
standards.

> Any volunteer violating this code is subject to
civil penalties and terminator




Code of Ethics, o

> A yolunteer is in violation of the ethics code if he or she:

Receives or has any financial interest in any sale of service or
property with prior knowledgé .
Accepts or.seeks more favorable terms than those granted to the
public generally

Accepts any gift or favor from any person, firm or corporation
having dealings with the City

Influences the selection of or the conduct of business with a
party having business with the City

Is a party of interest of any corporation or firm having business
with the City, unless disclosed

Engages or accepts private employment that is incompatible with
the proper discharge or his or her duties or disclose confidential
information ‘

Code of Ethics, contd

» A volunteer is in violation of the ethics code if he or she:

Appears in behalf of a private interest against the interest of the
Ci

Directly or indirectly possess a substantial or controlling interest
in any business entity which conducts business or contracts with

the City

Violates any ordinance or resolution of the City

Discloses confidential information gained by official position, or
otherwise uses such information for his or her personal gain.
Makes a false statement or representation of any public record
or document in willful disregard of the fruth

Requests or permits the use of City-owned vehicles, equipment,
materials or property for personal convenience or gain

Grants any special consideration freatment or advantage beyond
that which is available to every other citizen in similar
circumstances




Anti-Harassment Policy

The City of Woodinville’s policy on anti-harassment stipulates that all

employees are expected to accomplish their work in a professional and

business-like manner. As a standard of behavior, employees and

cs’ype}fryvisors are expected to treat each other with respect and common
ignity. =

Harassment includes unsolicited remarks, gestures, or physical contact;
displays or circulation of written materials or pictures derogatory to either
gender, racial, ethnic, or religious groups or individuals; or basing personnel
decisions on an employee’s response io sexually-oriented requests.

The City will not tolerate any employee who engages in any act which
discriminates against another employee because of race, color, national
origin, sex, religion, creed, marital or veteran’s status, age, the presence of
a physical, mental, or sensory disability, or any other basis prohibited by
local, state, or federal laws.

Sexual harassment is defined as unwanted, unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct which has
effect of creating an offensive, intimidating, degrading or hostile work
environment, or adversely interferes with or affects an employee’s work
performance. Sexual harassment is improper and illegal, and is grounds for
immediate dismissal.

Anti-Harassment Policy, contd

Any employee who experiences conduct of this sort or feels that
hisfher work environment has become a hostile or offensive place to
work, should immediately notify his/her department director, or any
member of the management téam. The department director or
management team member should immediately notify the City
Manager. If the City Manager is implicated in the alleged
harassment, the Mayor should be immediately notified instead.

The City will not retaliate against an employee who complains of
harassment in any form, nor permit such retaliation. Itis important
fo the City that an employee’s concerns be thoroughly reviewed and
investigated so that appropriate steps can be taken as necessary. |t
is the duty of each employee to assist in the maintenance of a
discrimination-free workplace.

Employees are expected and supervisors are obligated to report to
the City Manager any questionable instance that has become known
to them which might constitute harassment or discrimination.

10



Policy Against Workplace Violence

> Purpose

« Reduce the potential for violence in and
around the workplace;

. Encourage and foster a work environment
that is characterized by respect and healthy
conflict resolution; and

- Mitigate the negative consequences for
employees who experience or encounter
violence in their work lives.

Policy Against Workplace Violence,conta

> Policy _
+ The City of Woodinville is committed to providing, in so far as
reasonably possible, a safe environment for working and
conducting business.

» The City will not tolerate acts of violence committed by either
regular status employees or hourly workers while on City of
Woadinville property or while performing City of Woodinvilie
business at other locations.

« Any unlawful act of violence committed by employees, members
of the public, or others while on City property or while using City
facilittes will be prosecuted as appropriate.

+ Violent actions committed by regular employees, temporary
workers, casual workers or intems will not be tolerated or
ignored. The City intends to use reasonable legal, managerial,
administrative, and/or disciplinary procedures to secure the
workplace from violence and to reasonably protect employees.




Policy Against Workplace Violence, conta

> Definition
The word “violence” in this policy shall mean an act or behavior that:

» Is physically assaultive;

. Consists of communicatéed or reasonable perceived
threat to harm another individual or in any way
endanger the safety of an employee;

- Would be interpreted by a reasonable person as
carrying potential for physical harm to an individual;

- Is behavior, or action, that a reasonable person would
perceive as menacing,

« Involves carrﬁing or displaying weapons, destroying
property, or throwing objects in a manner reasonably
perceived as threatening; or

. Consists of a communicated or reasonable perceived
threat to destroy property.

Policy Against Workplace Violence,contd

» Possession and Use of Dangerous Weapons

. Definition: A dangerous weapon is any instrument
capable of producing bodily harm, in a manner, under
circumstances, and at a time and place that manifests
an intent to intimidate another person or that warrants
alarm for the safety of another person. Dangerous
weapons are defined by RCW 9.41. '

. Prohibition: In the interest of maintaining a workplace
that is safe and free of violence, except as hereinafter
provided, possession or use of dangerous weapons is
prohibited on City property, in City vehicles or in any
personal vehicle which is used for City business.




Policy Against Workplace Violence, contd

» Employee Responsibilities:

» Refraining from acts of violence and for
seeking outside assistance to resolve
personal jssues that may lead to acts of
violence in the workplace; and

+ Reporting to managers and supervisors any
dangerous or threatening situations that occur
in the workplace.

« Employees are encouraged to report to their
department directors/supervisors situations
that occur outside of the workplace which may
affect workplace safety (e.g. instances where
protection orders have been issued, etc.).

Policy Against Workplace Violence,contd

> Procedures and Guidelines

« If a violent act or altercation constitutes an emergency, CALL
8911. When 911 is contacted, contact your immediate supervisor
or department director. In instances that are not emergency
situations, contact your immediate supervisor or department
director as soon as reasonably possible.

« If the altercation involves two or more parties, try and separate
the parties involved. If the parties cannot be separated, or it
would be too dangerous to the employee or department director
to attempt to separate the parties, CALL 811.

« Contact the appropriate department director.

« The department director will contact the City Manager who will
take responsibility for coordinating a response to the incident.

13



Drug-Free Workplace

> Volunteers are expected to show up to
their assignments free of alcohol, drugs or
other controlled substance

> The City may discipline or terminate a
volunteer possessing, consuming, selling
or using alcohol, drugs or other controlled
substances during volunteer hours, or in
any manner which impedes performance

Volunteer Recognition

» Volunteers are a valuable resource to the
City, its staff and its residents

» Regular recognition events, such as ice
cream socials, are held for ALL volunteers

and their families to attend

14




Questions?

> Please take this opportunity to ask any
questions you may have regarding any of
this Orientation

> You may consult your staff liaison, or the
Volunteer Coordinator at 425-877-2289 or
patrickt@ci.woodinville.wa.us

Final Stéps

» Now, please print out a hard copy of'the
final page (slide)

> Sign and date the Orientation Agreement

> Be sure this signed agreement is
forwarded to your staff liaison

15




. Thank you.
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Appendix E

Supervisor of Volunteers
CHECKLIST

BEFORE:

Things the Volunteer Coordinator should complete prior to assigning you a volunteer:
Confirm your need for volunteer(s), duties to be performed, and schedule
Create a new job description (if needed)

Confirm a match with a prospective volunteer

Confirm the volunteer aSS|gnment with you, upon the volunteer’s acceptance

OoCoo

Things the volunteer should complete before s/he is assigned to you, and before s/he begins:
Volunteer Agreement form (Appendix A of Volunteer Policies and Procedures
Volunteer Intake Form (Appendix C)

Criminal history check (for placement with at-risk populations)

Community Service Contract (for court-ordered service only)

Face-to-face interview

I o Y

Things the volunteer should complete prior to or no later than their first day:
0 General Volunteer Orientation Summary Sheet: Sign this sheet after completing
the General Volunteer Orientation via one of these means:
o Computer, at City Hall
o Computer, at home
o Verbal presentation by properly trained staff

FIRST DAY:
Things the Supervisor of volunteer needs to complete on the volunteer’s first day:
0O An assignment-specific orientation including:
o Introductions to staff
o Tasks and duties
o Use of machines (including phone, copier, fax, etc)
O Determine the volunteers shift schedule
0" Provide the volunteer with means to contact you directly

DURING:
Things the Supervisor of volunteer needs to perform after the volunteer begins:
O Provide direct supervision, including making assignments
C Provide any additional training necessary to perform duties
[0 Recognize the accomplishments of the volunteer (i.e. verbal thanks, thank-you
notes)
O Complete an annual performance evaluation of the volunteer

Please direct questions to Patrick Tefft, Volunteer Coordinator
425-877-2289 or patrickt@ci.woodinville.wa.us

MACOMMOMNIVOLUNTEER PROGRAMIVOLUNTEER POLICY MANUAL + ORIENTATIONYSUPERVISOR OF VOLUNTEERS CHECKLIST (VP
APPENDIX E).DOC




Appendix F

City of Woodinville |
Individual Volunteer Timesheet

Name Phone

Emergency Contact Phone

Sign in and out each day.

TODAY'S TOTAL
DATE HOURS PROJECT
TIME TIME (round to . or

(midly) IN ouT nearest " EVENT | SUPERVISOR SIGNATURE
hour)

Please forward your volunteer hours to the Volunteer Coordinator at the end of each month.
Patrick Tefft, Volunteer Coordinator
425-877-2289 phone / 425-489-2705 fax

MACOMMONWolunteer Program\Volunteer Policy Manual + Orientation\Volunteer Timesheet (VP Appendix F).doc




Appendix G

City of Woodinville
Volunteer Policies

Appendix G: Not included here.

Copy is available from Personnel.




Appendix H

INCIDENT REPORT

Member/Organization Date:

This report shell be completed by a the person who was present at the time incident
occurred or was discovered, information is to be recorded immediately and the form
forwarded to the Member’s claims contact person who will then forward a copy to
‘Washington Cities Insurance Authority (WCIA).

Name(s) of employees/volunteers involved

Department

Phone

Name(s) of Other Involved

ADDRESS

Phone

MAMCOMMONYOLUNTEER PROGRAMYY OLUNTEER POLICY MANUAL + ORIENTATIONM\INCIDENT REPORT (VP APPENDIX H).DOC




Date of Incident Time

Description (be specific)

Describe all acts resulting conditions in detail

What active measuregj assistance (if any) did employees/volunteers
take?

Reported Date
Signed

MACOMMONYVOLUNTEER PROGRAMYVOLUNTEER POLICY MANUAL + ORIENTATION\INCIDENT REFORT (VP APPENDIX H).DOC




Food or Beverage Request for Authorization

Food or beverage costs that are not associated with traveling for a class or
conference, require pre-approval by the City Manager. Please provide the
information that is requested below, and route to the City Manager for his
signature, at least three working days prior to the event (see policy on reverse
side).

Today’s Date:
Date of Event:
Department:

Description of Event (include who will be provided food/drink; how it
relates to City business; what public purpose was served):

Estimated Costs (please provide detail of what will be purchased at what
cost):

Department Director signature

City Manager signature

Route to Finance for attachment to claims voucher

MACOMMON\Volunteer Program\Volunteer Policy Manual + Orientation\Foed or Beverage Request for Authorization (VP
Appendix I).doc

Appendix |



Dear Volunteer,

We are monitoring the City of Woodinville volunteer program and seeking comments
from you to help us improve our efforts. Please take a few minutes to complete this
questionnaire and return it to City Hall.

Are you currently active with our volunteer program? Yes No

When did you begin volunteering with the City of Woodinville? (mofyr)

What events/tasks have you assisted with?

Appendix J

REQUEST FOR VOLUNTEER FEEDBACK

Why did you originally sign up to volunteer with City of Woodinville? Choose all that
apply.

_____lwant to make a difference

____Civic responsibility or involvement

____School requirement

____ Court-ordered service requirement

____Trying to stay active in community

_____Scouting project

____ Get experience for employment

____ It sounded interesting and fun

How can we improve the volunteer experience for you?

...Improve the volunteer experience in general?

Please return this form to:

Patrick Tefft, Volunteer Coordinator
City of Woodinville

17301 133™ Avenue NE
Woodinville, WA 98072
patrickt@ci.woodinville.wa.us

MACOMMONYWOLUNTEER PROGRAMYVOLUNTEER POLICY MANUAL + ORIENTATION\VOLUNTEER FEEDBACK (VP AFPENDIX J).DOC




VOLUNTEER PERFORMANCE REVIEW

(To be completed by supervisor and returned to Volunteer Coordinator)

Volunteer’s Name:

Tasks Completed:
Department: .. Supervisor:
Review Period: From To

Please fill out all applicable sections of this form.

Appendix K

Excellent Good Fair Poor N/A
Reliability/Timeliness: 1 2 3 4 5
(explain any absence or tardiness)
Imitiative: 1 2 3 4 5
(takes responsibility)
Teamwork: 1 2 3 4 5
(works well with staff members, youth,
teens, volunteers & others)
Judgment: 1 2 3 4 5
(uses sound judgment in decision making,
follows instructions appropriately)
Attitude: 1 2 3 4 5
(attitude towards project and supervision)
Positive Role Model: 1 2 3 4 5
Observations/Concerns:
Would you have this volunteer work for you again? ___ Yes __ No

If no, reason:

(MACOMMON\Wolunteer Program\Volunteer Policy Manual + Orientation\Vol performance review (VP Appendix X).doc Revised

9/19/00) :

MACOMMONYY olunteer Program\Volunteer Policy Manual + Orientation\Vol performance review (VP Appendix K).dec



