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Guidelines for VOLUNTEER Staff MemberS 
FROM NEIGHBORWORKS® ORGANIZATIONS
NOVEMBER 2005
NeighborWorks® America is committed to dedicating resources to re-build and recover from Hurricanes Katrina & Rita.  Towards this effort, NeighborWorks® America will facilitate and coordinate the volunteer efforts of staff members from NeighborWorks® organizations who wish to contribute towards recovery efforts.

NeighborWorks® America will be guided by the following principles:

· Safety of the volunteers is paramount.

· Efficiency and effectiveness must be maintained.
· Business needs of NeighborWorks® organizations must be balanced with the recovery needs.

In alignment with these principles, the following guidelines have been established:
Guidelines for Staff Members of NeighborWorks® Organizations Who Volunteer:
· Needs Assessment/Assignments: The needs and assignments will be identified by NWOs affected by the hurricanes.  These needs will specify the skills required, location and duration of assignments.  Volunteer assignments will be coordinated by the Rebuilding Communities Project Manager in conjunction with relevant District Director.
·  Length of Assignment: Staff from NeighborWorks® organizations may volunteer for a maximum of one month at a time. (Longer assignments may be permissible in the future).  This will help to ensure that staff can be effective, experience a minimum of stress and minimize disruption of their “regular” duties.
· Weekly Check In/Call In:  Volunteers must check in weekly with the Rebuilding Communities Project Manager or District Field coordinator who will be designated prior to the volunteer being deployed.
· Compensation & Benefits: NeighborWorks® America will not provide compensation to the volunteers.  NeighborWorks® organizations will need to determine whether they will provide compensation and benefits to their staff members during their volunteer assignments.
· Expenses:  NeighborWorks® organizations will need to determine which, if any, travel expenses incurred by its employees as a result of their volunteer assignment will be reimbursed by their NWO.  Covered travel expenses could include transportation to and from the volunteer site, lodging, meals, and transportation while at the site (i.e., car rental). 
· NeighborWorks® America’s Financial Support:  The NWOs providing volunteers may apply for expendable grants in order to provide some reimbursement for travel expenses for the volunteers.
· Equipment: Necessary equipment will be provided either by the NWO or NeighborWorks® America.
· Safety & Health: NWOs must follow the health and safety guidelines set by the CDC & the Red Cross.  This includes any required inoculations or medical visits or services.  Before volunteers are deployed, the NWO needs to certify to the Rebuilding Communities Project Manager that the volunteer meets the requirements as designated by the CDC & Red Cross. 

It is recommended that volunteers be assessed by a health-care professional at least 4-6 weeks before travel so recommended vaccines can be completed and provide maximum benefit. These recommendations apply even if travel is imminent. All volunteers with a history of incomplete or lapsed routine, “childhood” immunization schedules should be brought up-to-date for these vaccines.  Both Tetanus/diphtheria (Td) Tetanus and diphtheria toxoid (receipt of primary series, and Td booster within 10 years); and Hepatitis B vaccine series for persons who may be exposed to blood and body fluids.

· Accidents/Injuries: If a volunteer is involved in an accident or is injured while engaged in work associated with volunteer assignments, he/she must be report the accident or injury to their NWO within 24 hours.  Volunteers from NWOs are not covered by NeighborWorks® America’s workers compensation policy.
· Property Accidents (Car rentals, computer, etc): Property accidents must be reported to the Rebuilding Communities Project Manager within 24 hours.
· Assignment Limitations: The guidelines of the Red Cross regarding where volunteers are allowed will be followed.  If the Red Cross volunteers are not permitted into a specific area, the volunteers from NeighborWorks® organizations will not be permitted into that area.

· Training: Staff who volunteer must participate in any training required by the assignment.
· Active CPR/First Aid certification is preferred and maybe required based on location of volunteer assignments in concert with CDC & Red Cross guidelines. 
· Additional Training as required by specific volunteer assignment (Crisis Counseling, etc.).
· Return from Assignment: Any staff member who wishes to return earlier than his/her planned assignment may do promptly do so without any repercussions.
· Written Approval from the Executive Director of the NeighborWorks® organization is required before employee is deployed to volunteer assignment.

· Business Ethics/Integrity/EEO Policies: The NeighborWorks® organization shall not discriminate against any employee or applicant on the basis of race, color, ethnicity, religion, gender, sexual orientation, age, disability, national origin, marital status or the fact that all or part of an applicant’s income derives from any public assistance program.
The Project Manager for the recovery efforts will make determinations for any situations not covered by these guidelines.
