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Prevention checklists for organizations and staff

Volunteers and the Law 

http://www.publiclegaled.bc.ca/volunteers/voltwo.htm
The complete document consists of an Introduction along with five separate chapters
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Know your legal duties

Organizations and staff should fully understand the legal duties outlined in this chapter, including:

· duty to take reasonable care (negligence) 

· duty to those injured by volunteers 

· duty to volunteers 

· duty to provide safe premises, and 

· duty to not discriminate. 

In addition, organizations and staff should be aware of general duties introduced at the beginning of this book, including:

· duty of confidentiality, and 

· duty to not assault. 

Finally, an organization may want to:

· Create a liability team or appoint someone to be responsible for working through legal duties and considering ways to ensure each duty is fulfilled. 

Make sure you know your responsibilities as staff

· Obtain a written understanding of your duties. 

· Record any changes to your duties. 

· Be aware of policies and procedures regarding your duties. 

· Know your direct supervisor and be aware of the person with authority you can go to if you have a concern. 

· If you are asked to do any tasks outside of your list of responsibilities, be certain that the request is coming from the person in authority. 

· Ask for assistance if you are not sure of a policy or procedure. 

· Refuse to proceed with an activity that you feel may be unsafe or for which you feel there may be insufficient supervision. 

· Act upon requests from the board to fulfill the organization’s duty to maintain its legal status, or advise the board if you are unable to do so. 

· Be aware of your rights and responsibilities as an employee under the Employment Standards Act, or your collective agreement. 

Make sure volunteers know their responsibilities

· Provide volunteers with documents outlining their roles and responsibilities. 

· Provide volunteers with documents about the organization’s policies and procedures. 

· Record any changes to a volunteer’s duties. 

· Ensure that volunteers know their direct supervisor and are aware of the person with authority they can go to if they have a concern. 

· Ensure that volunteers are given instructions by those with appropriate authority. 

· Advise volunteers to ask for assistance if they are not sure of a policy or procedure. 

· Advise volunteers to refuse to proceed with an activity they feel may be unsafe or for which they feel there may be insufficient supervision. 

· Make sure volunteers know the limits of their authority, such as signing purchase orders, spending money they expect to be reimbursed, or entering into agreements (verbal or written) on behalf of the organization. 

Properly screen and train volunteers

· Create volunteer enrolment or application forms that clearly ask about skills and abilities that may be required. 

· Create a volunteer interview form for enquiring about specific areas of concern and recording the responses. 

· Ask for references, and follow them up. 

· If necessary, conduct criminal records checks or driving record checks. 

· Provide new volunteers with documentation that relates to their roles and responsibilities, the organization’s policies and procedures, and any specific safety instructions for equipment or activities they may be supervising. 

· Train volunteers for activities with which they have limited experience, and supervise the activity as long as necessary. 

· Regularly check-in with volunteers about their activities. 

· Occasionally check-in with participants to ensure there are no problems. 

Anticipate and prevent accidents before they occur

· Obtain safety procedures for volunteer activities, and ensure they are followed carefully. 

· Ensure that volunteers are properly trained or experienced to proceed with an activity you ask them to do. 

· Ensure there are sufficient numbers of volunteers to supervise activities. 

· Before proceeding with an activity, consider the amount of risk involved, the ease with which the risk can be eliminated, and the importance or value of a risky activity. 

· Obtain waivers for potentially risky activities. 

· Learn the safe practices of voluntary organizations doing the same activity. 

Act without discrimination

· Ensure the organization has an anti-discrimination policy, and that it is posted or provided to volunteers and staff members. 

· Make efforts to reasonably accommodate volunteers or participants with special needs based on issues such as disability or religion. 

· Ensure the organization has processes to deal with discrimination concerns. 

· Create other policies, as necessary, such as harassment policies and processes for dealing with them. 

Keep records confidential

· Protect confidentiality by keeping sensitive files safe. 

· Remember that files may be opened by the client or requested by the courts. 

· Ensure that records do not contain false, unsubstantiated or derogatory comments. 

Check organizational responsibilities with the board

· Communicate with the board about legal obligations, such as reporting requirements, that may be delegated to staff. 

Check insurance coverage

· Ensure that appropriate insurance covering all activities is obtained and maintained. 

· Check that volunteers obtain and maintain appropriate insurance for their activities (for example, car insurance). 

Supervise volunteers involved in specific activities

· Organizations hold the ultimate responsibility to orient, coordinate, train and supervise volunteers involved in special activities, such as those introduced in Chapter 2. Checklists for those activities are provided at the end of that chapter. 

· Caring for children 

· Providing services to seniors and people with disabilities 

· Giving advice 

· Outdoor and adventure recreation 

· Driving 

· Print matters (materials, reports and newsletters) 

· Special events and fundraisers 

Safe Spaces

In addition to the safe spaces checklist outlined for volunteers in Chapter 2, organizations should: 

· Assign a person or committee to conduct regular building safety checks 

· Prepare and distribute safe spaces guidelines to volunteers 

· Ensure that adequate insurance is in place 

