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Background Checks 

1.1 Mission Statement
Our  Mission is to lessen the trauma to victims of crime and their families and to improve the response of the criminal justice system by uniting the effort of public agencies and enlisting support from the community. By providing a safe haven for victims and their specific needs and create an environment where violence is no longer tolerated.

1.2 Purpose

To assist The Children’s Alliance & Victim Center volunteers in understanding expectation, definitions and courses of action agreed upon by The Harbor.
1.3. Job Duties
Volunteers are only to perform duties as listed on their approved job description. Please refer to the job description separately. Volunteers are not to be asked to perform duties that are not listed in their job description until they have been cleared for that duty by the Volunteer Coordinator or Executive Director. All volunteers will be supervised by The Harbor volunteer coordinator or appropriate staff.
2.1 Rules of Conduct
The Harbor is committed to a work environment that promotes respectful behavior to all employees, clients, volunteers, and board members.

1. Ethical behaviors and ethical communication is expected of all employees, board members, and volunteers.

2. Protection of clients is a primary concern in all activities.

3. Because of the crisis nature of the services of the Center, volunteers must be particularly careful about not allowing personal problems to affect their work and to seek help when stress affect s their performance.

4. As a non- profit agency, volunteers must not use their position to support or endorse any political activity.

5.  All volunteers are expected to maintain a high level of personal conduct on the job, to render courteous efficient service to the public, to be mindful or safety practices and to exercise the utmost care in the use of Center property.

6. Maintain confidentiality of all clients/victims.

2.2 Conflict of Interest
Each volunteer is expected to work for the best interests of the Center’s mission at all times. Each volunteer has an obligation to avoid any activity, agreement, business investment or interest, or other situation that could be construed as a conflict with the Center’s best interest, or as in interference with the volunteer’s duty to serve the Center and/or clients to the best of his/her ability. Volunteers will refrain from using any relationship with clients to promote personal gain or the profit of a commercial enterprise of any kind. This regulation is not intended to apply to situations that do not compromise the staff members, volunteers, the Board members, The Harbor Children’s Alliance and Victim Center, or a third party, nor does it apply to gifts and social entertainment of nominal value that are clearly in keeping with good business ethics and that do not obligate the recipient.

2.3 Code Of Ethics

Recognizing  the sensitive nature if the volunteer work at The Harbor I must adhere to the following general Ethics while providing my services to The Harbor.
· I Promise to keep confidential matters confidential.

· I agree to work without monetary compensation.

· I expect to do my work according to the agreed standards.

· I will respect the children’s rights at all times.

· I realize that I am responsible for familiarizing myself with the rules and policies of the agency.

· I believe that my attitude towards volunteering should be professional.

· I agree to conduct myself with integrity, honestly, respect and fairness.

· I will notify the Volunteer Coordinator immediately with concerns regarding the children that I come into contact with.

· I agree to support the objective and uphold the image and reputation of The Harbor and/or Volunteers and will not engage in acts or activities that would discredit either parties. 
2.4 Confidentiality

Is defined as the assurance that access to information regarding clients is strictly controlled, and that any violation of such control will be a breach of faith. The information will not be used for purposes that were not intended by the individual when the information was provided. All volunteers will receive a copy of the confidentiality agreement. 
2.5 Non Discrimination
The Harbor Children’s Alliance and Victim Center is committed to an affirmative action/equal opportunity policy in recruiting, training, and placement of all volunteer position. The Harbor will not refuse to recruit or promote on the grounds of race, color, religion, sex, national origin, age, disability, or political affiliation.

2.6 Sexual Harassment

Is prohibited at The Harbor Children’s Alliance & Victim Center under the Civil Rights act of 1964. Sexual Harassment includes, but is not limited to, unwelcome physical contact, verbal abuse, leering, gestures, and more subtle advances and pressure inviting sexual activity.

Such conduct is unlawful where (1) submission to the advances is made a term or condition for obtaining employment opportunities or avoiding adverse employment action; (2) submission to or rejection of the advances is used as the basis for making employment decisions or; (3) such conduct interferes with an individual’s work performances or creates an intimidating, hostile, or offensive working environment. Sexual harassment complaints are exempt from the usual grievance procedures and of Directors immediately upon receipt of the complaint. In case of allegations against the Executive Director, the complaint will be handled immediately by the Executive Committee of the Board of Directors.
2.7 Violence in the Workplace
The Harbor has a policy of zero tolerance for violence. Any Volunteer engaging in violence or threatening violence in the workplace will be terminated for cause. “Violence” includes physically harming another, shoving, pushing, harassing, intimidating, coercing, brandishing weapons and threatening or talking of engaging in those activities. It is the intent of this policy to ensure that everyone associated with the agency, including employees and clients, never feel threatened by any volunteers action or conduct.

All weapons are banned from the premises. The agency reserves the right to enter and inspect any volunteer’s workspace. 

2.8 Drug Free Workplace

The Harbor Children’s Alliance and Victim Center is committed to maintaining a workplace that is drug free of illegal or unauthorized drugs or alcohol. This is essential to ensuring a productive work environment and the safety of the persons and property of employees, volunteers, and clients.

The use, sale, manufacture, distribution, transfer, receipt, or possession of illegal or unauthorized drugs while on duty or on Center premises is prohibited. The term “drug” includes alcoholic beverages and prescription drugs as well as illegal when taken as directed by the volunteers physician and permitted only to the extent that the use of such medication does not adversely affect the employee’s workability, job performance, or safety of the volunteer or others.

Alcohol, when consumed  in moderation and with discretion, is permitted at                    officially sanctioned functions.
2.9 Tobacco Free Workplace

The Harbor Children’s Alliance and Victim Center desires a work environment that encourages productivity, enhancing client, volunteer, and employee well- being and complies with all the regulations that apply to tobacco in the workplace including the Pro-Children Act of 1994. The Agency prohibits the use of tobacco policy applies to all volunteers during work time and to all clients and visitors while on the agency’s premises. Tobacco users are expected to keep outside designated areas litter-free and to respect and break and work rule. Volunteers who violate this policy will be subject to disciplinary action.  

3.1 Volunteer Packets












Every volunteer need to have an  Application, Criminal History Check, Confidentiality Agreement, and Acknowledge of receipt on Volunteer Policy.
3.2 Criminal Background Check
All prospective volunteers will be asked to completer the appropriate forms to allow for a criminal history check. Individuals who have not lived in the state of Texas for two years will be asked to pay the cost of the out-of-state criminal history check. Volunteers are required to fill out the form before doing any volunteer work at the Center. Sorry 
Acknowledgement

I acknowledge that I have received a copy of the volunteer policies from The Harbor Children’s Alliance and Victim Center. I acknowledge that it is my responsibility to adhere to and abide by all of it’s rules. I also realize that failure to do so may result in immediate termination.

I acknowledge that the Volunteer Coordinator at The Harbor may amend the volunteer policy at any time and that I am responsible for abiding by the most current version.

I understand that no where in the policy creates an expressed or implied contract to volunteer at the Center.

Thank you.

_______________________________________

Signature of Volunteer
______________________________________________
Date   

