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COMOX VALLEY LAND TRUST 

VOLUNTEER POLICY 

(Draft August 23, 2002)

All volunteers for the Comox Valley Land Trust (the Land Trust), while representing our organization, must conduct themselves according to Land Trust policies and procedures.

The board of the Land Trust, itself constituted of volunteers, acknowledges the importance of the contribution of volunteers to our continuing operation.  

In order that volunteers to the Land Trust may function effectively, the board of the LAND TRUST will:

· Provide clearly defined volunteer job descriptions 
· Provide clear instructions/ guidelines about the task that they ask volunteers to complete 
· Orient and train volunteers to complete their tasks and develop new skills 
· Provide information and resources necessary for volunteers to get their job done 
· Provide clear, accessible policies and procedures 

· Provide clear guidelines with respect to the Board/volunteer relationship 
· Give credit and appreciation for volunteers at least once a year 
· Conduct on-going volunteer program development as required

---------------------------------------------------------------------------------------------------------------------------------------

PROCEDURES

RECRUITMENT OF VOLUNTEERS

· The Volunteer Application Form is posted on the Land Trust web site along with descriptions of the various volunteer positions.

· Applications will be reviewed and responded to no later than a month after receipt of the application.    

· All applicants will be interviewed prior to being accepted as a volunteer with the Land Trust.

· Decisions on volunteer recruitment will be based on ability and suitability to perform a task on behalf of the Land Trust.
EXPECTATIONS WHILE WORKING AS A VOLUNTEER

Volunteers are responsible for: 
· Becoming a member of the Land Trust.  [As a non-profit organization, the Land Trust depends on its members’ support.  Membership shows a commitment to our organization.]

· Being familiar with Land Trust Policies and Procedures and signing the Volunteer Agreement item on the Volunteer Application Form.

· Conducting themselves in accordance with Land Trust polices and procedures.

· Attending an individual or group orientation session prior to working with the Land Trust
· Determining their own boundaries and clearly expressing them to their Team Coordinator. 
· Taking reasonable care at all times, taking responsibility for individual health issues, and avoiding putting themselves or their co-workers at risk.

· Identifying themselves with either Land Trust logo clothing or identification tags when staffing Land Trust displays or at public events. 

· Carrying Land Trust identification cards whenever possible while working outside of the office.
· “Keeping information confidential.  That means volunteers must be very careful about what they repeat to others, and should not repeat sensitive, private information without the permission of the person who confided in them.  Private information that volunteers may discover in the course of their duties, such as information written in a file, should also be kept confidential.”  (Volunteers and the Law, 2000). 

· Following through with any commitments that they make, and if unable to keep a commitment, notifying the Team Coordinator as soon as possible.

· Logging their activities and hours using the Volunteer Activity Log forms.

Volunteers are encouraged to: 

· Complete the Volunteer Program Evaluation Questionnaire at least once in the course of their involvement with the Land Trust and the Exit Questionnaire when they end their involvement with the Land Trust.

VOLUNTEER ORIENTATION, TRAINING AND DEVELOPMENT

· All volunteers will participate in individual or group orientation prior to working with the Land Trust.

· Team Coordinators or Board members will be responsible for training in their areas in accordance with the Volunteer Training Manuals.

· Team Coordinators or Board members will ensure that all volunteers are familiarized with Land Trust policies and procedures.

· Volunteers may choose which volunteer assignment(s) they wish to take on.

BOARD/VOLUNTEER RELATIONSHIP

· Volunteers are reminded that while they represent the Land Trust in their activities, it is the Land Trust Board that makes any public statements on behalf of the Land Trust.  Refer any requests or inquiries directly to a Board member.

· Volunteers will normally communicate with the Board through the Team Coordinator or Board Liaison.

· Teams will normally provide a 2-3 minute summary each month updating the Board on the Team’s activities.

· Board members should be familiar with volunteer job descriptions and respect the ability of volunteers to carry out their tasks.

BOARD RESPONSIBILITIES

Board members will:

· Be members of the Land Trust.

· Learn about the Land Trust’s goals, objectives and programs.

· Read and understand the constitution and bylaws.

· Know the legal liability of the board and the personal liability of directors.

· Work with other board members to develop appropriate policies and procedures for the Land Trust.

· Actively participate in the governance of the Land Trust by attending meetings and reading minutes and reports.

· Be loyal to the organization, act prudently and protect the organization’s legal status.

· Meet duties as an employer.

· Act within the scope of their authority.

Refer to Volunteers and the Law, chapter 4 for specific details of Board responsibilities.

COMOX VALLEY LAND TRUST

POLICY STATEMENT

THE PURPOSES OF THE SOCIETY (AS SET OUT IN OUR CONSTITUTION) ARE:

· to contribute to and improve the education, health and welfare of the community as a whole by the promotion and encouragement of the protection, preservation, restoration and beneficial use and management of:

· wilderness and other natural habitat preserves that represent the diversity of plants, animals and natural communities native to the Comox Valley;

· areas of scientific, historical, cultural, scenic and compatible outdoor recreational value; and

· land for open space preservation and for ecologically sustainable agriculture and silviculture;

· to promote the use and protection of land in trust, for the benefit of this and future generations;

· to promote models of compatibility between land use and land characteristics, giving full and serious consideration to the ecological, biological and aesthetic values of the land;

· to conduct research programs with local citizens and qualified persons and to monitor public and private programs and performance in the fields of development and conservation in the Comox Valley;

· to facilitate public education and participation in resource stewardship and land use management;

· in furtherance of the foregoing purposes, to raise money, acquire funds and other assistance, and to own, acquire, and take by purchase, donation, devise or otherwise, land or personal property, and expend, sell, exchange, lease, let, improve or develop same for purposes of the Society; and

· to do everything necessary to promote and attain the foregoing purposes and periodically to reassess these purposes.

POLICY STATEMENTS

(Draft August 23, 2002)

All Land Trust policies will be consistent with the values and principles of the Earth Charter, and with the Land Trust Alliance of BC’s Land Trust Standards and Practices.

CONDUCT AND ETHICS

· The will promote and require respectful conduct by and among it’s members.
· Land Trust members will conduct themselves in a professional manner
Application

· Follow the Golden Rule.

· Create mutually beneficial partnerships.

· Respect the ability of others to carry out their tasks.
· Be non-partisan and work in a non-confrontational manner.

· Declare all conflicts of interest.

· Communicate responsibly, collaboratively, openly, fairly and without delay.
· Sensitive or confidential information should not be distributed or communicated without clear approval from the parties involved
· Be familiar with and conform to the email procedures detailed in the Office Administration Manual.
COOPERATION

· The Land Trust will cooperate with other community groups, Government bodies and private business to accomplish common goals.

ACCESS
· Access to personal information about Land Trust volunteers, staff or other contacts will be protected.
· The Land Trust board reserves the right to control access to: sensitive files (whether paper or computer files), office and vehicle keys, equipment, and money.  Those requiring access to the above items must request them in person from a member of the board.

Application
· Land Trust members will ensure that personal information is kept confidential. 
· Computerized access codes may be established for any files considered by the Land Trust board to be of a personal or sensitive nature.

· Access to office resources may be obtained through a Team Coordinator.

· All messages received at the office will be promptly directed to the intended recipient.

SMOKING

· The Land Trust members and volunteers will refrain from smoking while conducting activities associated with the Land Trust.

ALCOHOL AND DRUGS

· The Land Trust members will refrain from using alcohol or illegal drugs while conducting activities associated with the Land Trust.

FINANCES

· The Land Trust is a registered non-profit society supported by money donated by our members.

· Land Trust will endeavour to keep its costs as low as possible while allowing us to provide a safe, healthy and enjoyable environment for its staff and volunteers.

Application

· Approval for expenses that exceed $75 must be approved by a majority of the Board 
· Board members may claim expenses that have been previously authorized in the budget 
· The Treasurer may provide for a petty cash fund not exceeding $25. 

· Use of private vehicles may be reimbursed at a rate of $0.30 per km.

· Travel to and from the office is not reimbursed.

· Other travel and expenses may be reimbursed on submission of receipts using the approved Expense Report Form.

· Signing authority is given to designated board members following each AGM.

· Long distance calls will be logged by date, time, caller name and number called.

PERSONNEL (refers to all Land Trust members)

· The Land Trust is an equal opportunity organization.

· Qualifications matching the job description, previous experience and positive involvement with the Land Trust will be important factors in recruiting volunteers and hiring staff. 

· The Land Trust will present a professional image.

· The Land Trust recognizes the important contribution of our volunteers and staff and will provide a respectful and encouraging environment.

Application

· All applicants for paid employment will be considered on the basis of their experience, knowledge and ability to perform the work assigned.

· Wherever possible, preference in hiring for a new position will be given to existing Land Trust staff.

· If there are no staff members, consideration will be given to the applicant’s previous volunteer activity with Land Trust.

· We will hire locally where possible. 

· All jobs will be posted at the Land Trust office and website.

· Criminal record checks may be requested at the board’s discretion. 

· All personnel will respect the ability of others to carry out their tasks.

RECYCLING

· The Land Trust will recycle all products where facilities exist.

· The Land Trust will reuse products where possible.

· The Land Trust will use products produced using recycled materials whenever possible.

Application

· Preference will be given to products supplied in reusable containers.
· Consideration will be given to the entire product lifecycle in determining which product has the least environmental impact.
· When possible, documents will be printed on both sides of each page. 
· When possible, brochures and other publications will be printed on recycled paper.
· Recycled paper and envelopes will be used.
HEALTH AND SAFETY

· The Land Trust will take all reasonable steps to ensure that its premises are safe for staff, volunteers and members of the public.

· The Land Trust will ensure that volunteers and staff doing field work are provided with appropriate equipment and training.

Application
Land Trust Responsibilities:

· Provide a safe and healthful workplace.

· Train about the potential hazards and ensure all personnel are certified when required.

· Identify and remedy where possible unsafe acts and unsafe conditions.

· Ensure personal protective equipment is available.

· Ensure first aid kit(s) are available and up to date for use in office and field.
· Ensure that members are aware of existing health and safety procedures. 

· Take reasonable care at all times.

· Carry out a safety briefing before beginning work in the field.
Land Trust Personnel Rights and Responsibilities:
· Know and comply with all regulations.

· Protect yourself, your co-workers, and members of the public who may be affected by your actions.

· Report unsafe acts and unsafe conditions to a board member.

· Use personal protective equipment as required by your employer.

· Report any accident or illness immediately to a board member.

· Ensure that you are familiar with the content and application of first aid kit(s). 
· Take reasonable care at all times.

· Know that you have the right to refuse unsafe work.

· Ask for clarification on health and safety issues.

