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Woodland Park

PARKS AND RECREATION DEPARTMENT
www. city-woodlandpark.org

VOLUNTEER APPLICATION

We appreciate your interest in volunteering for our community. In order to insure that we select the
most qualified volunteers for our programs AND to insure the safety of our children participating in
these programs, we request that you complete all sections of this volunteer application.

Full Name (First, MI, Last): Home Telephone Number Work Telephone Number
() ¢ )
Street Address: City, State, Zip
Social Security Number: Birth date (Mo/Day/Yr): Have you ever been known by another name?
YES NO If YES, indicate below:

For volunteer coaching, please list sport and age group/grade applying for coaching status:

Please list previous or current Volunteer Experience

Organization Phone# Supervisor
Hrs per week Volunteer Dates from to Position held
Duties

Organization Phone# Supervisor
Hrs per week Volunteer Dates from to Position held
Duties

Please list three(3) Personal References (not relatives)
Name Occupation Address (Street, City, Zip) Telephone

AFFIDAVIT: | certify that the answers given by me to the foregoing questions and statements are true and correct without
consequential omissions of any kind. 1 authorize the companies, schools or persons hamed above to give any information
regarding my volunteer experience, character and qualifications. | hereby release said companies, schools or persons from all
liability for any damage for issuing this information. | understand and agree that any misleading or incorrect statements or
omissions may render this application void and if placed in a volunteer position would be cause for termination and this
volunteer workplace shall not be liable in any respect for such action or termination. The City of Woodland Park is

authorized to make any investigation of my background.

Signature: Date:



http://www.city-woodlandpark.org/

Parks and Recreation Department
Volunteer Background Investigation

Authorization Form
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Woodland Park

Authorization: In connection with my application for volunteer work/placement, | authorize
the City of Woodland Park to solicit information about my background including, but not
limited to, information about my employment, driving record, criminal record and general
public records history. This authorization, original or copy form, shall be valid for this or any
future reports or updates that may be requested. | authorize all corporations, former
employers, credit agencies, educational institutions, law enforcement agencies, city, state,
county and federal courts, military services, and persons to release information they may have
about me to the person or company with which this form has been filed. This form hereby
releases aforesaid parties from any liability and responsibility for collecting and transmitting

the above information.

Authorization:

Signature

Please print the following information in ink.

Full Name: (Last, First, Middle)

Social Security # Date of Birth

Driver’s License Number

Phone Number

State of Issue

Address history: list addresses for the last seven years (include city and state of
residence, how long lived there, and list current address first)

1.

2.

How long?

How long?

How long?

How long?

For City use only-select types of background reports desired for this prospective volunteer:

County Court Criminal Records Motor vehicle record

Other:




Volunteer Rights and Responsibilities

A volunteer has the RESPONSIBILITY to:
Respect the rights of all participants and fellow staff.
Be responsible and follow through on all commitments.
Be aware and follow any procedures regarding facility use and safety.
Understand and respect confidentiality.
Have a professional attitude toward their commitment.
Work as part of a team.
Inform staff and other relevant persons of termination and reasons why.
Be responsible for attending all required trainings.
Be responsible for prompt and dependable attendance and to notify staff if they will be absent

from a program.

A volunteer has the RIGHT to:

Have their responsibilities spelled out.

Have training and access to resource people for assistance.

Have their skills respected and used.

Have periodic reviews, access to records kept and job recommendations.
Be heard and have a part in planning.

Not incur financial responsibilities as part of the volunteer work.

Be kept informed about situations affecting the volunteer assignment.

Recognition and appreciation.



CITY OF WOODLAND PARK —-VOLUNTEER SERVICE TRACKING
204 W. South Ave., P.O. Box 9007, Woodland Park, CO 80866, 687-5225 Fax: 687-2188

Name Phone

Mailing Address

Sport or Event Position

Age, Grade or Division

TOTAL TOTAL

**Round hours to the nearest quarter hour.

I certify that the information given by me is true and correct. | understand that any misleading or
incorrect information may render this form void.

Signature Date



City of Woodland Park Parks and Recreation Department
Policies and Procedures for Volunteers

Definitions

The Parks and Recreation Director is the staff member that regulates the use of volunteers and
works with staff that supervises volunteers. The Director ensures that applications, job descriptions,
manuals, trainings and policies are current. In addition, they prepare a year-end report that quantifies
volunteer contributions to the department.

The Parks and Recreation Technician works directly with volunteers. They ensure that volunteers
fill out an application, receive an orientation, and track their hours. The Parks and Recreation
Technician works closely with the Parks and Recreation Director to organize volunteer recruitments,
form program goals and collaborate on any work that requires volunteers.

l. GENERAL POLICIES

1. Written Policy
This document is designed to outline policies for the City of Woodland Park Parks and
Recreation volunteer services management. It pertains to Parks and Recreation
volunteers, staff and other issues directly or indirectly affecting volunteer services. All
Parks and Recreation volunteers and staff will comply with these policies and consult this
document for policy direction. If an area is not addressed, the Parks and Recreation
Director should give direction. This document is organized from general to specific
policies with special attention to the department needs.

2. Role of Volunteers
A volunteer is anyone who, without compensation or expectation of compensation
beyond possible reimbursement for previously approved expenses, performs a task at
the direction of, or on the behalf of, the City of Woodland Park Parks and Recreation
Department. A volunteer must be officially accepted and enrolled by the department
before performance of the assigned task. Volunteers will not displace paid employees
from their positions. The City of Woodland Park Parks and Recreation Department
accepts the services of all volunteers with the understanding that such service is at the
sole discretion of the organization. If a conflict between the organization and volunteer
should arise, there are procedures outlined below that should be followed.

3. Volunteer Participation
The City of Woodland Park Parks and Recreation Department welcomes and encourages
the assistance of volunteers in implementing services, the mission and goals of the
organization. As members of the community, volunteers have a right to be involved in
decisions that affect their lives. In this sense, volunteering is one way for citizens to
participate in their community. This “right”, however, does not supersede the mission
and policies of the City of Woodland Park. Therefore,
volunteers agree that the organization may, at any time, for whatever reason, decide to
terminate the volunteer’s relationship with the agency.

4. Safety
Safety is of the highest priority for the City of Woodland Park. Volunteers must take
proper safety precautions, anticipate unsafe circumstances and act accordingly to
prevent accidents. All volunteers will be responsible for the safety of themselves,
others, materials and equipment.

5. Anti-Discrimination/Harassment Policy



It is the policy of the City of Woodland Park to provide a productive work environment
and not to tolerate verbal or physical conduct by any employee, volunteer, customer, or
member of the public that harasses disrupts or interferes with another’s performance or
that creates an intimidating, hostile or offensive work environment. In addition, it is the
policy of the City of Woodland Park to prohibit discrimination against volunteers or
applicants for volunteer positions on the basis of race, national origin, religion, disability,
pregnancy, age, military status, gender or sexual orientation. Specifically, the areas of
harassment, alcohol and drugs and absenteeism/tardiness are of particular concern to
the City of Woodland Park.

a. Harassment: Harassment may be verbal, physical, visual or sexual. It may
be general behavior or behavior targeted toward a specific individual or group
of people. Harassment may occur regardless of whether the behavior was
intended to harass.

b. Alcohol and Drugs: The City of Woodland Park is concerned about the
health, safety, well being and satisfactory work performance of all volunteers.
It is the City’s position that the use of alcoholic beverages and illegal drugs can
(1) seriously affect a volunteer’s health and well being; (2) markedly reduce
work performance; (3) be a source of potential danger to self, peers and the
general public; (4) cause a loss of confidence by the public. Specifically, the
City of Woodland Park volunteers may not purchase, possess, use, sell,
manufacture or be under the influence of an illegal drug or alcoholic beverages
while performing their volunteer duties. If a volunteer violates this policy they
will be dismissed from their volunteer placement.

c. Absenteeism/Tardiness/Dependability: It is vital that volunteers arrive on
time for all commitments and trainings. If a volunteer is unable to keep a
commitment, they need to contact the Parks and Recreation Technician in
advance. Volunteers are required to attend all training programs. If a
volunteer cannot attend a training or volunteer commitment, they need to
contact the Parks and Recreation Technician.

6. Workplace Conflict Policy
It is the policy of the City of Woodland Park to expect workplace standard for volunteer
behavior that is courteous and respectful, even in the event that conflicts arise among
individuals in the workplace (i.e. staff, volunteers, customers, contract employees). This
standard is intended to foster a workplace that values diversity and individuality among
volunteers and provides supportive mechanisms for resolving workplace conflicts.
Volunteers are expected to conduct themselves in a courteous and respectful manner in
all interactions including those that involve a workplace conflict or disagreement.

7. Diversity
The City of Woodland Park Parks and Recreation is committed to ensuring that its
mission and operations embrace the community which it serves. It actively encourages
the community to participate fully and benefit fully from its services. The City of
Woodland Park Parks and Recreation Department is committed to equal opportunities
among the members of the community and actively seeks diverse populations to serve
as volunteers. Volunteers will be accepted without regard to race, creed, religion, age,
sex, sexual orientation, color, national origin or disability. In the case of volunteers with
special needs, reasonable accommodations will be made.

8. Confidentiality
While working with the City of Woodland Park Parks and Recreation Department,
volunteers might become knowledgeable of confidential information. Volunteers are



responsible for maintaining the confidentiality of all proprietary or privileged information
to which they are exposed while serving as a volunteer.

9. Worker’'s Compensation
Volunteers are not considered agents or employees of the City of Woodland Park. They
are not eligible for worker’'s compensation if they are injured while performing their
volunteer duties.

10.“Authorized Volunteer” — Government Immunity Act
Under State Law, volunteers are considered “Authorized Volunteers”. They are covered
under the Colorado Governmental Immunity Act Section 24-10-101 and are subject to
the applicable provisions of the Act. The Act does not cover willful and/or wanton
behavior including, but not limited to, sexual harassment, racial or gender
discrimination, drug and/or alcohol use.

11.Volunteer/Paid Staff Relations
Volunteers and paid staff are considered partners in upholding the mission and
implementing the services of the City of Woodland Park Parks and Recreation
Department. It is essential to the proper operation of this relationship that each partner
understands and respects the needs and abilities of the other. Volunteers will not be
used to replace staff members, but are used to augment services to the community. If
uncomfortable relations develop between staff and volunteers, the Parks and Recreation
Technician should be contacted and the appropriate action should be taken.

1. SPECIFIC POLICIES
1. Job Designs/Job Description
All volunteer positions should have accurate job descriptions which reflect the job to the
best possible degree. While job descriptions should be sufficiently flexible, they also
need to be significant and meaningful to the organization, program participants and
volunteers. These position descriptions should be reviewed and updated as programs
and organizational needs change.
2. Health and Safety
The safety of employees, the general public and volunteers shall receive first
consideration in the performance of work. Accident prevention must be made a part of
everyday operations. Safety is necessarily an integral part of every volunteer job. Parks
and Recreation Department volunteers work with youth, people with disabilities,
specialized equipment and the general public. In all instances, health and safety issues
arise. Volunteers must be aware of any safety issues that are present during their
volunteer placement.
3. Background Checks
As a general rule, background checks are performed on volunteers that directly work
with the public. More detailed background checks are performed on volunteers that
work with vulnerable populations (e.g. people with disabilities, youth), with cash or in
environments where security is of concern. Below are the types of background checks
performed:
a. Personal/Profession Reference Check
All prospective volunteers must submit personal and/or professional references
prior to acceptance as a volunteer with the Parks and Recreation Department.
Individuals who refuse to comply with this request may not be accepted as a
volunteer. The Parks and Recreation Director or Technician should perform
these reference checks for any prospective volunteer who works with the
public. If the references do not provide sufficient information, the Parks and
Recreation Technician should obtain additional reference information.



b. Police Check
All prospective volunteers may be required to submit to a police background
check. Those volunteers that work with the public, cash or other secure
environment will have a police background check performed. The cost of the
check will be paid by the City of Woodland Park.
c. Central Registry Check
All prospective volunteers that work with youth may be subject to a central
registry background check. These checks are performed to ensure the safety
of the youth, volunteers and the Parks and Recreation Department. If an
individual refuses to submit to a central registry check, they will not be
accepted as a volunteer.
Development and Training
Volunteers should be fully prepared to perform their volunteer duties as assigned. The
Parks and Recreation Department has the responsibility to provide necessary training for
satisfactory performance.
. Volunteer Recognition
The fulfillment of a commitment and the quality of work are excellent bases for
volunteer recognition. Every program that uses volunteers should develop a plan to
recognize and celebrate the efforts of the volunteer workforce.

. Attendance Records

All volunteers should maintain current records of hours they have donated to the
organization. The Parks and Recreation Department should provide an attendance
tracking system to the volunteers to assist in achieving this goal. In an effort to
guantify the amount of time donated to the City of Woodland Park Parks and Recreation
Department by volunteers, it is important to track volunteer hours. Tracking hours
enables the department to measure the impact of volunteer efforts. This impact is
measured in both financial terms and in expanded services offered to the customer.

. Volunteer Dismissal

As stated above, volunteers serve at the sole discretion of the organization and can be
dismissed from their placement without reason at any time. Volunteers who do not
adhere to the rules and procedures of the organization or who fail to satisfactorily
perform their volunteer assignment are subject to dismissal.
a. Progressive Discipline
Progressive discipline is a process through which a volunteer is warned or
disciplined before being faced with the penalty of dismissal. It is progressive
because each step is more serious than the previous. The first step is a
verbal warning where the Parks and Recreation Technician notifies the
volunteer of the unacceptable action/behavior and gives them an opportunity
to respond. If the action/behavior continues, the technician should issue a
written warning which is given to the director of the department. This is
followed by disciplinary suspension and finally dismissal if the
unacceptable actions/behaviors do not stop.
b. Immediate Dismissal
Volunteers may be discharged without warning. The Parks and Recreation
Department has the right to request a volunteer to leave immediately.
Grounds for immediate dismissal may include, but are not limited to:
e Gross misconduct or insubordination;
¢ Being under the influence of alcohol or drugs while performing volunteer
assignment;



8.

10.

11.

e Theft of property or misuse of organization’s funds, equipment or
materials;

Lies or falsification of records;

lllegal, violent or unsafe acts;

Abuse or mistreatment of clients or co-workers;

Failure to abide by organization’s policies or procedures; or
Unwillingness or inability to support and further the mission of the Parks
and Recreation Department or the objective of the individual programs.
Conflict Procedures

If a volunteer has a conflict, they should attempt to resolve it with their immediate
supervisor. All complaints and questions should receive thoughtful consideration and
will be discussed with the individual who raises them. The first attempt to resolve the
conflict should be done verbally. If the conflict is not resolved, the volunteer should
document the grievance and give a copy to the director of the department. If the
complaint involves the immediate supervisor, the volunteer may talk to the director of
the department who will determine the course of action.

Volunteer Records

Certain information must be maintained concerning volunteers and their work for the
organization. Volunteer records, current job descriptions, reference information,
emergency contact information and any disciplinary action documentation will be
maintained by the director of the department.

Working with Special Populations

In some cases, volunteers work with children, youth, people with disabilities and other
special populations. These volunteers must go through the proper background checks
and training to be qualified to work with special populations. It is also expected of the
volunteers to treat everyone equally regardless of an individual's background.
Participants in Parks and Recreation programs vs. Volunteers

Individuals who participate in Parks and Recreation programs are welcome to become
volunteers for the department.
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