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Summary List of Policies   
 
 

Section 1.0                        Introductory Policies 
Policy # Policy Title Implementation 

1.1 Purpose of the volunteer policies June 2013 

1.2 Policy revision June 2013 

1.3 Overall policy on engagement of volunteers June 2013 

1.4 Scope of the volunteer policies June 2013 

1.5 Definition of “volunteer host organization” June 2013 

1.6 Compliance  June 2013 

1.7 Volunteer role classifications June 2013 

1.8 Positions of trust June 2013 
 
 
Section 2.0              Risk Management and Health and Safety 

Policy # Policy Title Implementation 
2.1 Risk management June 2013 

2.2 Risk assessment June 2013 

2.3 Insurance June 2013 

2.4 Automobile insurance coverage June 2013 

2.5 Safe work environment June 2013 

2.6 Safety training June 2013 

2.7 Hazardous conditions June 2013 

2.8 Safety in volunteer worksites June 2013 

2.9 Working alone June 2013 

2.10 Workplace violence  June 2013 

2.11 Reporting of abuse June 2013 

2.12 Privacy and location of counseling June 2013 

2.13 Home visits June 2013 

2.14 Incident reporting June 2013 

2.15 Incident response June 2013 

2.16 Emergency contact procedures June 2013 

2.17 Disaster plan June 2013 
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Summary List of Policies, continued   
 

Section 3.0                    Volunteer Program Management 
Policy # Policy Title Implementation 

Infrastructure 
3.1 Definition of ‘volunteer’ 2014 

3.2 Third party staff 2014 

3.3 Community representativeness 2014 

3.4 Beneficiaries and relatives as volunteers 2014 

3.5 Service at the discretion of the SMP 2014 

3.6 Volunteer rights and responsibilities 2014 

3.7 Scope of volunteer involvement 2014 

3.8 Oversight of the volunteer program 2014 

3.9 Volunteer program management system 2014 

3.10 Coordinator of Volunteers 2014 

3.11 Role of the Coordinator of Volunteers 2014 

3.12 Resources for volunteer support and involvement 2014 

3.13 Maintenance of records 2014 

3.14 Volunteer access to personnel record 2014 

3.15 Evaluation of the volunteer involvement and the 
volunteer program management system 2014 

Role Design 

3.16 Volunteer role development June 2013 

3.17 Volunteer-Staff interface 2014 

3.18 Role descriptions 2014 

3.19 Standards of performance 2014 

3.20 Refusal of assignments 2014 

3.21 Paid staff requests for volunteers 2014 

3.22 Worksite 2014 

3.23 Length of service 2014 

3.24 Leaves of absence 2014 
 
 
 
 



 
 

V VRPM POLICY IMPLEMENTATION GUIDE  

 

SUMMARY LIST OF VRPM POLICIES  PAGE III 
 MAY 2012 

Summary List of Policies, continued   
 

Section 3.0            Volunteer Program Management, continued 
Policy # Policy Title Implementation 

Recruitment 
3.25 Recruitment 2014 

3.26 Non-Discrimination 2014 

3.27 Recruitment of minors 2014 

3.28 Advertisement of volunteer opportunities 2014 

3.29 Communication with prospective volunteers 2014 

3.30 Wait list 2014 

Screening 

3.31 Selection policy June 2013 

3.32 National minimum standards  June 2013 

3.33 Screening authority June 2013 

3.34 Applicant rights June 2013 

3.35 Equity and human rights compliance June 2013 

3.36 Right of refusal June 2013 

3.37 Full disclosure of process and volunteer consent June 2013 

3.38 Application form June 2013 

3.39 Interviews June 2013 

3.40 Availability of suitable volunteer roles June 2013 

3.41 Conflict of interest June 2013 

3.42 Reference checks June 2013 

3.43 Background checks June 2013 

3.44 Driver’s licence and record checks June 2013 

3.45 Criminal records check June 2013 

3.46 Definition of “current” criminal records check June 2013 

3.47 Certificate of ability June 2013 

3.48 Professional services June 2013 

3.49 Assessment of screening information June 2013 

3.50 Notification of acceptance June 2013 

3.51 Probationary period June 2013 

3.52 Documenting screening  June 2013 
 



 
 

V VRPM POLICY IMPLEMENTATION GUIDE  

 

Summary List of Policies, continued   
 

Section 3.0            Volunteer Program Management, continued 
Policy # Policy Title Implementation 

Screening, continued 
3.53 Confidentiality of screening information June 2013 

3.54 Incomplete or false information June 2013 

3.55 New screening standards for current volunteers June 2013 

3.56 Reconfirmation of screening June 2013 

3.57 Up-Screening June 2013 

3.58 Screening of previous volunteers June 2013 

3.59 Revisions to the screening process June 2013 

 

Placement 
3.60 Placement 2014 

3.61 Term of work agreement 2014 

3.62 Staff participation in interviewing and placement 2014 

3.63 Acceptance and appointment 2014 

3.64 Placement check-in 2014 

3.65 Re-assignment 2014 

Orientation and Training 

3.66 Orientation 2014 

3.67 Training 2014 

3.68 Credit for related training 2014 

3.69 Qualification through training 2014 

3.70 On-the-job training 2014 

3.71 Paid staff involvement in orientation and training 2014 

3.72 Volunteer involvement in orientation and training 2014 

3.73 Continuing education 2014 

3.74 Conference attendance 2014 
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Summary List of Policies, continued   
 
Section 3.0            Volunteer Program Management, continued 
Policy # Policy Title Implementation 

 

Performance Management 
3.75 Components 2013 

3.76 Supervisor’s role 2013 
3.77 Notice of performance management system 2013 
3.78 Right of supervision and support 2013 
3.79 The nature of supervision and support 2013 
3.80 Acceptance of supervision 2013 
3.81 Requirement of a supervisor 2013 
3.82 Volunteers as volunteer supervisors 2013 
3.83 Lines of communication 2013 
3.84 Evaluation of performance 2013 
3.85 Documenting performance 2013 
3.86 Communication with the volunteer management unit 2013 
3.87 Corrective action 2013 
3.88 Written protocol in place 2013 

3.89 Range of intervention options 2013 

3.90 Progressive in nature 2013 
3.91 Dismissal of a volunteer 2013 
3.92 Grounds for dismissal 2013 
3.93 Immediate dismissal 2013 
3.94 Grounds for immediate dismissal 2013 
3.95 Notice of departure of volunteer 2013 

3.96 Reassignment of work and cessation of work 
relationships 2013 

3.97 Performance management-related review and appeals 
procedures 2013 

3.98 Grievance/complaint procedure 2013 
3.99 Investigation of outside complaints 2013 

3.100 Resignation 2013 
3.101 Exit interviews 2013 
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Summary List of Policies, continued   
 

 

Section 3.0             Volunteer Program Management, continued 
Policy # Policy Implementation 

Volunteer Behavior, Performance and Roles 

3.102 Policies on volunteer behavior, performance and roles 2013 

3.103 Policy revision 2013 

3.104 Clarification of meaning 2013 

3.105 Where policies are silent 2013 

3.106 Volunteer conduct 2013 

3.107 Boundaries and ethics 2013 

3.108 Provision of service 2013 

3.109 Representation of the SMP 2013 

3.110 Identification 2013 

3.111 Use of SMP affiliation 2013 

3.112 Confidentiality 2013 

3.113 Dress code 2013 

3.114 Recording of volunteer time and activity 2013 

3.115 Absenteeism 2013 

3.116 Substitution 2013 

3.117 Harassment 2013 

3.118 Definition of harassment 2013 

3.119 Drugs and alcohol 2013 

3.120 Acceptance of gifts 2013 

3.121 Acceptance of honoraria 2013 

3.122 Reimbursement of expenses 2013 

3.123 Access to SMP property and materials 2013 

3.124 Relationships with beneficiaries 2013 

3.125 Financial transactions with clients 2013 

3.126 Political issues 2013 

3.127 Cultural sensitivity 2013 

3.128 Labor actions 2013 
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Summary List of Policies, continued   
 

 

Section 3.0            Volunteer Program Management, continued 
Policy # Policy Title Implementation 

Retention and Recognition 

3.129 Recognition 2014 

3.130 Informal recognition 2014 

3.131 Volunteer career paths 2014 

3.132 Feedback on results 2014 

3.133 Paid staff recognition 2014 

Volunteer/Paid Staff Relationships 

3.134 Volunteer-paid staff relationships 2014 

3.135 Identifying paid staff responsibility for volunteer 
management in role descriptions 2014 

3.136 Filling paid staff roles that supervise volunteers 2014 

3.137 Paid staff participation in interviewing and placement 2014 

3.138 Staff involvement in orientation and training 2014 

3.139 Responsibilities of supervisors of volunteers 2014 

3.140 Status of supervisors 2014 

3.141 Acceptance of volunteers by staff 2014 

3.142 Volunteer management training for members of staff 2014 

3.143 Volunteer involvement in staff evaluation 2014 

3.144 Evaluation of volunteer/paid staff teams 2014 

 
Section 4.0                          Information Technology 
Policy # Policy Title Implementation 

4.1 Information procedures June 2013 

4.2 Internet protocol June 2013 

4.3 Privacy June 2013 

4.4 Reporting stolen or lost consumer information June 2013 

4.5 SMP Reporting and Referral Software use (“SMART 
FACTS”) June 2013 
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