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Dear Volunteer:

It is a special pleasure for me to take this opportunity to welcome you and to thank you for your interest in offering your services as a volunteer with the City of Rio Vista. I hope that you will find volunteering with the City to be an enjoyable and rewarding experience, enough that you’ll decide to join our ranks of those who have volunteered with us for many years.

Your generous gifts of time, energy, special skills and expertise are deeply appreciated. Your help as a volunteer allows the City to offer a higher level of service to the citizens of our community than we would otherwise be able to provide. Most importantly, you help our staff directly in the work that you accomplish for us. 

Yours is a significant contribution to the quality of life in Rio Vista and for these splendid gifts, I thank you.

Sincerely,

Jan Vick

Mayor

VOLUNTEER PROGRAM

The City of Rio Vista Volunteer Program provides an opportunity for community members to share their expertise and actively support the City staff with various projects and programs, which serve the citizens of Rio Vista.

This handbook is designed to help provide you with an overview of how our City functions as well as an informational guide to the policies and procedures for volunteering with the City of Rio Vista.  Our staff will strive to make your experience volunteering with the City rewarding and enjoyable.

The City of Rio Vista

The City of Rio Vista is a General Law City with a Council-Manager form of government.

This type of government consists of an elected Mayor and City Council and a City Manager, who is appointed by the Council. The City Council sets policy for the City of Rio Vista and the City Manager and staff are responsible for carrying out that policy.  The City Manager oversees the work of the following Departments:

City Managers Office 

374-6451

Community Development 
374-6451

Finance Department 

374-6451

Fire Department

374-2233
Police Department 

374-6366

Public Works Department 
374-6451
Recreation Division 

374-6451

HOLIDAY SCHEDULE

Holidays

The City of Rio Vista observes 13 holidays. Please note if an authorized holiday falls on a Saturday, the immediately preceding Friday will be observed, and if an authorized holiday falls on a Sunday, the following Monday will be observed as the holiday.  Refer to the City Rules and Regulations for a list of City observed holidays.
RESPONSIBILITIES OF CITY STAFF & VOLUNTEERS

Role of Staff

One of the finest resources within the City is its dedicated and well-trained staff. A City staff member will serve as your direct supervisor.

Your volunteer assignment is in the ________________________________ Department.

Your direct Supervisor is: ______________________________ Phone: ______________

Your Supervisor agrees to:

· Provide all necessary training and supervision for your volunteer assignment;

· To provide and discuss the assignment and give clear instructions;

· To change the volunteer assignment or add new duties as necessary;

· Keep the volunteer informed of any changes in schedule or agency hours of operation;

· Validate and initial volunteer sign in log;

· Conduct a periodic oral evaluation of volunteer’s performance;

· Give prior notice if volunteer work is ending or being interrupted. 

Human Resources shall: 

· Keep records of length of service, maintain a volunteer file and all pertinent records including letters of reference by the supervisor.

Role of Volunteers

Volunteers enhance and enrich the capabilities of City staff and provide valuable support and assistance to the Rio Vista Community. Volunteer assignments within the City are varied.  Volunteers are an extension of the total City program, not a substitute for staff responsibilities.

A City Volunteer would be expected to:

· Become familiar with and adhere to the policies and procedures as set forth in this handbook;

· Follow the duties and directions as provided by the staff supervisor;

· Sign in and out each day;

· Have no authority over any other volunteer;

· Ensure maximum safety of all citizens in the City facilities and/or program;

· Always be polite, helpful and friendly to all citizens, other volunteers and employees.

· Maintain a professional appearance at all times with regard to dress, hygiene and conduct;

· Provide at least 24 hours notice if you are unable to work (except in an emergency);

· Protect confidential information and exercise good judgment when acting on the City’s behalf;

· Accept supervision with a willingness to learn and willingness to ask questions about things not understood;

· Give prior notice if resigning or interrupting service.

Any volunteer caught stealing, being discourteous, speak of confidential matters, or spreading rumors will be dismissed.

STEPS TO BECOMING A CITY VOLUNTEER

Volunteer Application 

Prospective volunteers must complete a Volunteer Application Form available in the lobby of City Hall.  If the Volunteer is from an approved Volunteer Organization a copy of their original application should be submitted to the city.  Applicants must possess the qualifications established for the position and must be able to perform the specified duties. For volunteers under the age of 18, a parent or guardian must complete and sign the parental information at the bottom of the form before a minor can participate in the program.

For the purpose of utilizing volunteer services, the City will generally use the following categories of volunteers:
Non-professional: Those volunteers that have specific limited skills, knowledge, but have the abilities to perform tasks in a variety of areas.  Also include volunteers with skills and knowledge in areas including but not limited to supervisory experience, graphic design, information technology, landscape design, public relations, etc   

Professional - Those volunteers that have specific talents and that are licensed to perform duties such as architectural, law, appraisals, electrical, plumbing, or other professional experience in specific areas of municipal or private sector specialties.  Utilization of volunteers in which the City will rely on the volunteers recommendation may require that the City and the volunteer enter into a separate contract.
Assignment Description

The Supervisor will discuss the assignment description and identifying the general function, qualification requirements, primary responsibilities, and time requirements. Volunteers are required to possess the experience and other requirements as specified in their assignment description. 

Interview 

The Supervisor will conduct an initial interview with each prospective volunteer to determine whether a match exists between the applicant's skills and the position available. Volunteers may be referred to another department if a job position suited for the volunteer is not available at the time or they may be placed on a waiting list.

Orientation

All volunteers are provided an orientation by the Human Resource Division to help them gain familiarity with the City procedures, as well as to welcome them as part of the team.

Training

Each volunteer will receive specific training on how to do his/her job. Some positions will include on-the-job mentoring with an experienced volunteer or staff person. Be sure to ask any questions you have. Don't assume anything! We want you to be successful. 

Evaluations

Periodic oral evaluations for all volunteers will be made to help determine if the volunteer is satisfied or comfortable with the job duties they have been given, and how they are relating to their supervisor and performing their duties. Volunteers are given the opportunity to make comments and suggestions on assignment improvements as well.

VOLUNTEER POLICY & PROCEDURES

EQUAL OPPORTUNITY

The City of Rio Vista Volunteer Program welcomes volunteers of all backgrounds and abilities and does not discriminate on the basis of race, religion, origin, ancestry, gender, marital status, sexual orientation, age, disability, or any other classification protected by state or federal laws in its volunteer selection process. Volunteers have equal access to available positions for which they are qualified and possess the ability to do the job.

ANTI-DISCRIMINATION & SEXUAL HARASSMENT POLICY

The City of Rio Vista is committed to providing a work environment free of sexual or any form of unlawful harassment or discrimination. Harassment or unlawful discrimination against individuals on the basis of race, national origin, religion, sex, sexual orientation, disability or any other classification protected by state or federal laws is illegal and prohibited by the City of Rio Vista policy. Such conduct by or towards any employee, contract worker, volunteer or anyone who does business with the City of Rio Vista will not be tolerated. Sexual or other unlawful harassment includes, but is not limited to, unwelcome sexual advances, slurs, jokes, and any other verbal, visual or physical conduct based on sex, race, age, national origin, disability or any other legally protected basis. In addition to being responsible for their own conduct, directors and supervisors must ensure that their employees and volunteers contribute to a work environment that is free of discrimination or unlawful harassment.

It is, therefore, extremely important that any volunteer who believes they have been discriminated against or subject to sexual harassment must report it immediately to their direct supervisor or City Manager’s Office so it can be dealt with appropriately.

DRUG FREE WORKPLACE

Use of alcohol or illegal drugs in the workplace is prohibited, as is the abuse of any drug or alcohol, or reporting for duty under the influence of drugs or alcohol.

CONFIDENTIALITY

All information discussed or work completed within the course of a volunteer assignment is considered strictly confidential. Volunteers are required to uphold this policy. Only materials deemed to be in the Public Record will be disseminated. When in question, ask your supervisor.

All volunteers, by signing below, agree to uphold this confidentiality. Failure to do so may lead to a volunteer's release from service.

VOLUNTEERS UNDER THE AGE OF 16

The City encourages the participation of youth in City and community activities. Young people aged 16 and over may apply to volunteer for the City in positions for which they are qualified or for completion of community service hours, if they have written parental permission. Young volunteers are expected to abide by all City program policies and procedures.

Groups and organizations whose members consist of children under age 16 are 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.

ASSIGNMENT

For volunteering to be successful, the needs of the organization, service users and volunteers must harmonize.  In an effort to match the city with qualified volunteers each person will be screened for their specific strengths, skills and matched with the appropriate Department needs.

Family members of employees are welcomed as volunteers provided that they will not be placed under the direct supervision or in the Department as other members of their family who are employees. 

SUPERVISION

Each volunteer will have an on-site contact and is expected to follow the procedures established by that staff member. This handbook identifies your supervisor, who is responsible for day-to-day management and guidance of your work, and will be available for consultation and assistance according to their schedule. Your supervisor will provide on-going feedback. Please feel free to ask any questions of this person or report any problems or concerns you have about your assignment. Disagreements with staff should never be discussed in public; they should be resolved in private between the two individuals. Unresolved disputes should be referred to the supervisor for final action.

COMMUNICATION

It is very important to keep open communication between the volunteer and supervisor. Please take a few minutes at the beginning of each day of work to check with your supervisor to find out if there are any announcements or changes for which you need to be aware. Important information must sometimes be distributed to volunteers on short notice. Volunteers are asked to report changes in personal information (i.e., address, phone number, etc.) to the supervisor in a timely fashion.

SIGN IN LOG

Accurate records of time and attendance must be kept for all volunteers. Volunteers are responsible for keeping track of time worked during their volunteer assignment and for signing in and out of the “Sign-In Log” provided in your department. The “Sign-In Log” is used to track volunteer hours for various purposes such as reporting volunteer statistics on grant applications, organizing special events, or in writing reference letters. The “Sign-In Log” represents the only permanent record of volunteer time.

ATTENDANCE

We encourage you to keep your time commitments; the staff is counting on your support and participation. We depend on our volunteers to report for their assignment on time and complete the work agreed to each day. If you are sick or unable to volunteer due to a planned vacation, please notify your immediate supervisor as soon as possible.

PARKING

Please check with your supervisor as to where appropriate parking is available.  Whenever possible please leave parking in front of City facilities and/or businesses open and available for patrons. 

USE OF CITY VEHICLE

Volunteers are not allowed to operate City vehicles and may need to drive their own vehicle or ride with another volunteer to reach the project site. Volunteers should operate their vehicle on City property appropriately by complying with all laws.  As passengers, volunteers should not distract drivers, throw anything from vehicle, damage interior or exterior condition of driver’s vehicle, or cause a disruption. 

USE OF PRIVATELY OWNED VEHICLE ON CITY BUSINESS

Should a volunteer assignment require him/her to drive a privately owned vehicle on City business, the volunteer must hold a valid California Drivers License, provide a copy of Auto Liability Insurance, provide the City with a copy of their current DMV record, vehicle must be equipped with seat belts and be in safe mechanical condition.

COMPUTER, INTERNET & TELEPHONE USE

Please remember that the City is a place of business and your volunteer work is a job. All work completed on City computers is considered official business, confidential and property of the City.  It is requested that you use City equipment for business however phones can be used for limited personal use.  When answering phones keep conversations professional, brief and quiet, and personal cell phone use should be kept to a minimum during work hours.  As City property, the City has the right to access any or all equipment and files utilized by the volunteer at any time.

City equipment (computers, typewriters, copy machines, radios, etc) is only for the use of City employees or volunteers in the course of performing City duties.  Before using any equipment, please check with your supervisor. Any software, patents, or copyrighted material owned by the City may not be used or sold without the prior written consent of the City Manager.
GIFTS

No volunteer of the City shall accept any fee, gift or other item of value in the course of, or in connection with, their duties, when such fee, gift, or other item of value is given to induce or is intended to include the receipt of a favor or preferential treatment from the City, any City employee or any City volunteer.

SOLICITATION

The City prohibits solicitation on or off City property unless officially approved by the City Manager and/or City Council. Printed or written announcements posted anywhere on City property which deal with outside activities must be authorized by a supervisor and approved by the City Manager.

DISCIPLINARY PROCEDURES

Volunteers are expected to meet the same standards of professionalism required of City staff.  Volunteers who do not meet the requirements of their volunteer assignment or violate the policies established in this handbook, are subject to dismissal. Efforts to correct problems of this nature will be discussed by the volunteer and the Supervisor. Unresolved situations are referred to the City Manager for review and final decision.

HEALTH & SAFETY INJURY / ACCIDENT PROCEDURES

Health and Safety

Because safety is everyone's job, volunteers are asked to be alert at all times to safety hazards. Unsafe conditions should be reported to your supervisor rather than being handled by volunteers. Please notify your supervisor of any assignment which may cause you physical discomfort or which could lead to personal injury, so that the situation can be rectified or the volunteer can be transferred to a more suitable assignment.

A Medical Emergency requiring immediate assistance, the volunteer should call 911 or proceed to the Emergency Room.

All injuries, whether minor or serious, are to be reported directly to your supervisor immediately. Your supervisor will complete a Supervisors Report of Injury Form, which is forwarded to the City Manager’s Office.

Check with your supervisor for the location of the first aid kits and fire extinguishers in the department.

Work Injury Coverage

As part of the initial paperwork for your volunteer assignment, you completed and signed a form Volunteer Work Injury Coverage.
City Volunteers are covered for work related injuries by the City’s Worker’s Compensation Insurance administered through Bragg and Associates (800) 422-7244. On your Volunteer Application you had the option to Pre-select a Treating Physician for a work related injury, and you have the option to submit this designation any time during your volunteer period. However please be aware, this form must be signed by your doctor and on file with the Human Resource Division prior to any work injury or illness in order to receive initial treatment from your chosen physician. If you did not pre-select a physician, the City Worker’s Compensation medical provider is Northbay Occupational Health (707) 646-4600 (non emergency) or Northbay Medical Center Emergency Department (707) 646-5800.
Liability Coverage
The City’s liability coverage states that coverage applies to volunteers while acting in an official capacity for or on behalf of the City and whose conduct is within the course and scope of their service to the City. 
Volunteers working with minors, the elderly and/or disabled persons will require a background check in accordance with Public Resource Code 5164.
RESIGNATIONS 

When you have decided to end your volunteer experience with us, we ask that you please notify your designated supervisor two weeks in advance so that there is time to fill the pending vacancy.

Letters of Recommendation

We are happy to provide a letter of recommendation to those volunteers who have satisfactorily served the City. Please make your request for a letter to your supervisor at the time of your two weeks notice.

Exit Interviews

Exit interviews, where possible, should be conducted with volunteers who are leaving their positions. The City shall be responsible for conducting exit interviews for those volunteers who applied directly with the City.  It shall be the responsibility of the volunteer organization to conduct exit interviews for those volunteers referred to the City. 

HAVE FUN

The satisfaction of our volunteers is important to us. Please feel free to let your supervisor know if you are having any difficulties, or with any suggestions, comments, or questions of concern. 

We hope you enjoy your volunteer experience.

RECEIPT OF THE CITY OF RIO VISTA

VOLUNTEER POLICY AND PROCEDURES HANDBOOK  

I have received a copy of the Volunteer Policy and Procedures Handbook and have been provided an orientation of my duties and responsibilities.
I further acknowledge and understand that during my service with the City of Rio Vista, I may have access to information that is of a private and confidential nature.  At all times, I will uphold the confidentiality of this information.

___________




_____________________________________________

Date






Volunteer
___________




_____________________________________________

Date






Personnel Officer’s Signature
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