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Introduction

These Volunteer Guidelines have been developed to help create and maintain a fair, honest and professional work environment for all volunteers and associates of the Nature Conservancy of Canada (NCC).  The Guidelines outline policies in effect at NCC.  If you have questions regarding any of these policies, contact your supervisor or Human Resources.
Values Statement

A Commitment to the Future

Our mission is urgent. We at the Nature Conservancy of Canada want future generations to inherit a biologically rich world.  We will help create a tangible and lasting nature legacy worthy of this great country, its natural resources, and its citizens, based on the best science, at the most important places. We believe in the power of private action to leverage conservation success at scale through non-confrontational efforts.  Individually and collectively, we know that we can make a difference.

Effective Partnerships

The scope and urgency of our mission requires that we reach out to all sectors of society – private and public – to forge strong productive partnerships based on mutual benefit and trust, working toward a common goal. We will use our role as a national charitable conservation organization to effect conservation success and collaborate with a wide variety of individuals, foundations, corporations, conservation organizations, land trusts, government agencies and other interested parties.

Working Locally for National Objectives

Our strength and vitality comes from being a single, unified organization working locally to achieve Conservancy-wide objectives – regions will demonstrate and build on their unique strengths and will assist one another within the framework of a strong national organization.

Working Together

Conservation success will only come from hard work and from building on core values, respecting differences, and working in collaboration through constructive and supportive relationships amongst volunteers and staff. Together, we will create an environment that encourages each of us to reach our potential and continually improve our contribution to our mission; we will seek out opportunities to improve skills and knowledge through training and education. We will respect the needs, values and traditions of the communities in which we work.

Integrity, Professionalism, Innovation and Excellence

The responsibility and trust placed in us to allocate resources wisely, expend effectively and efficiently every dollar, and care for every parcel of conservation land provided by our donors, members, partners and the public in pursuit of our mission are paramount and cannot be compromised. We have much to do and it requires vision, resourcefulness, a responsible entrepreneurial spirit and the pursuit of excellence. With honesty and strict accountability, we will maintain the highest ethical standards, integrity and professionalism in all of our endeavours.

Our Code of Conduct

Confidentiality of Information  

All Nature Conservancy of Canada (NCC) staff, volunteers and associates are expected to conduct themselves in a professional and business-like manner, including ensuring the confidentiality of all NCC business, particularly as it relates to donors, board members, conservation partners, and other sensitive information.  

Confidential and sensitive information and technology includes knowledge, IT applications, records or data in any form (written, electronic or verbal) which NCC has a legitimate interest in protecting from unauthorized disclosure.  This includes, but is not limited to project files, strategic plans, terms and conditions of contracts completed or under negotiation, donor information such as appraisals or giving histories, employee salaries, contents of official personnel files, sensitive scientific information, and software applications.

All information about NCC is proprietary to NCC and is a valuable trade secret.  Inappropriate disclosure of this information could severely damage the economic interests of NCC.  Volunteers and associates agree not to disclose any such information to anyone outside NCC, except where such disclosure is necessary for the proper and bona fide execution of their duties, without the prior written consent of NCC.  The obligation not to disclose such information without prior written consent will continue to apply even after the individual has left NCC.

Conflict of Interest

The Nature Conservancy of Canada expects all volunteers and associates to maintain high standards of honesty, integrity and ethical conduct.  It is important to be constantly aware of the need to avoid situations which might result either in actual or perceived conflicts of interest with NCC.  In order to assist you in avoiding actual or perceived conflicts of interest, NCC has established the following policy and procedures for all employees, volunteers, and associates.

Definitions

For the purposes of this policy and these procedures, “volunteers” are any individuals who are not considered employees when they serve of their own free will and without compensation from the NCC.
Prohibited Acts

All volunteers shall avoid actual or perceived conflicts of interest between themselves and NCC, whether or not those conflicts are specifically prohibited by this policy.

In addition to those matters specifically prohibited by this policy, conflicts of interest include, but are not limited to situations in which an employee acts in any manner which might result in or create the appearance of using his or her relationship with NCC for private gain.

A volunteer shall not, directly or indirectly:

1. engage in any personal business transaction or private arrangement for personal profit which:

a. arises out of his or her association with NCC,

b. may be based on confidential or non-public NCC information, or

c. interferes with the performance of his or her obligations to NCC;

2. divulge confidential or restricted NCC information to any unauthorized person or release such information in advance of authorization for its release;

3. act in any matter which involves NCC and in which the volunteer has a personal interest which is incompatible or inconsistent with his or her obligations to NCC;

4. offer or accept gifts, gratuities, or other personal rewards designed to influence business transactions; or

5. influence negotiations or transactions between NCC and its suppliers, contractors, clients or other parties for personal gain.

Identification and Reporting Procedures

1.
Every volunteer shall disclose in writing to Human Resources, immediately upon becoming aware, the nature and extent of any situation or matter where the volunteer may have a conflict of interest or the reasonable likelihood of a conflict.  

2.
Any volunteer who wishes to obtain clarification or direction on whether a situation contradicts this policy may request such clarification or direction from Human Resources.

Condition of Appointment 

The volunteer will respect the principles of honesty, strict accountability, and maintain the highest ethical standards, integrity and professionalism in all endeavours on behalf of NCC.
Privacy of Information

NCC requires the highest standards of integrity in all we do.  One way we live up to this commitment is by ensuring the privacy and confidentiality of all personal information we receive from donors, board members, volunteers, staff and the community at large.

We recognize and respect every individual’s right to privacy.  We also recognize our obligation to preserve the confidentiality of personal information, and have adopted these Privacy Guidelines for our use in the collection, use and disclosure of personal information.

Collection of Personal Information

Personal information is any information relating to an identified or identifiable individual.  It includes, but is not limited to, health and financial information.

We only collect personal information that is relevant to the conduct of our business.

We only use lawful means to collect personal information.  We will disclose why we are collecting personal information from you either before or at the time of collection.  This information will not be used for another purpose without the written consent of the individual.

Use and Disclosure of Personal Information 

We do not disclose personal information to a third party or use it for any purpose other than that for which it was collected without your consent, unless such disclosure or use is:

· required by law

· a regular part of business practice that protects NCC’s interests against criminal activity, fraud or misrepresentation, or 

· in the fulfillment of our civic obligations.
Accuracy of Personal Information

We make every reasonable effort to ensure that all personal information we collect is as accurate and complete as possible.

Security of Personal Information

We have established and will continue to maintain appropriate safeguards to protect the security and confidentiality of personal information.

Administration of Our Privacy Guidelines

Human Resources is responsible for administering requests for access to, or clarification or correction of, personal information.  Human Resources will investigate any complaints about privacy or confidentiality, and will respond in writing within 30 days of receiving a written request or complaint.

If you wish NCC to release personal information, for example confirmation of your volunteer work with NCC, submit your request to Human Resources, specifically stating what information you wish to be released and to whom.

Information Technology

The e-mail, electronic network and all information technology resources are the property of NCC.  For volunteers, authorized uses of electronic networks, such as the Internet, include the conduct of NCC business, professional activities, career development and limited personal use.  

Personal use must take place on personal time and be undertaken in a manner which will not add to NCC costs or interfere with its operations.  Restrictions and conditions on the use of technology, including hardware, software, and applications to ensure efficient and secure operation may be implemented if required to maintain the integrity of the systems. 

Volunteers should also be aware that the use of these systems is not confidential and should treat these forums as public messages.  You should be aware that the nature of e-mail and the public character of NCC's business make e-mail less private than may be anticipated.  E-mail may be forwarded, modified and widely distributed without users' knowledge or consent.  Even after e-mail is deleted it may be retained on back-up systems.  

NCC routinely monitors electronic networks to ensure their efficient operation, to isolate and resolve problems, and to assess compliance with policies and standards.  Periodic and random checks may be conducted for specific operational purposes.  Routine monitoring does not normally involve the reading of personal files, however, if in the course of monitoring, or by other means, there appear to be grounds to suspect illegal or unacceptable activity, such as access to unacceptable Internet sites, a security incident review may be undertaken.  This could involve specialized monitoring and/or the reading of the contents of individual electronic mail and files without notice.  Violation of the Information Technology guidelines may lead to corrective measures.

For further information, please consult the Information Technology Guideline located on the staff website in the Published Documents section.

Work Environment

In keeping with NCC’s focus on the environment, our offices are smoke free. NCC does not allow the use of drugs and alcohol on NCC premises during working hours.  

 NCC Business Hours
Normal office hours are 9 a.m. to 5 p.m. (local time), Monday to Friday.  However, where possible, your volunteer hours should be arranged with your supervisor.   In instances where you need to be absent please contact your supervisor as soon as possible.

Dress

Whether or not you deal with donors, other volunteers or external partners face-to-face, you’re expected to dress professionally at work.  If you are conducting field work, you should dress appropriately and safely.  If you and your supervisor have different opinions about what constitutes appropriate dress, it’s up to your supervisor to define what attire is acceptable.

Use of Personal Property

NCC strongly discourages the use of your own personal property to carry out your volunteer commitments.  Should your property be lost, damaged or stolen while it is being used to conduct NCC business our insurance coverage will not apply.  Discuss the need for equipment or tools with your supervisor to ensure that the situation can be dealt with appropriately or to make alternative arrangements.

Professional Conduct and Prohibition Against Harassment

The Nature Conservancy of Canada will endeavor to provide a professional and congenial work environment for all employees, volunteers and other associates.  NCC expects that all employees, volunteers and other associates will treat each other with courtesy, consideration and professionalism.  NCC will not tolerate harassment, including sexual harassment, of any employee, volunteer or associates by any other employee, volunteer, or associate.  NCC will not tolerate harassment by any employees directed against non-employees and will also not tolerate harassment by any non-employee (i.e. contractor, volunteer or Board member) to the extent that it affects the NCC work environment or interferes with the performance of work. NCC prohibits not only unlawful harassment, but also other unprofessional and discourteous actions. This policy applies to all discriminatory harassment, including discrimination based on race, sex, national origin, disability, sexual orientation, age or religion, occurring in the work environment, whether at the office or away from the office on NCC business.

Definition

Harassment is a form of discrimination, which includes:

1. Any course of offensive action, comment, contact, gesture, unwelcome or unsolicited verbal, or physical behavior that is directed at individuals because of a group to which they belong or appear to belong;

2. A series of objectionable and unwelcome sexual solicitations or advances;

3. A sexual solicitation or advance made by a person who is in a position of authority who knows or ought reasonably to know, that it is unwelcome; or

4. A reprisal or threat of reprisal for rejecting a sexual solicitation or advance.

Each employee, volunteer or associate must exercise his or her own good judgment to avoid engaging in conduct that may be perceived by others as harassment.  Forms of harassment include but are not limited to:

1. Verbal: such as threats of adverse employment action if sexual favors are not granted, demands for sexual favors in exchange for favorable or preferential treatment, sexual innuendoes, derogatory slurs, unwelcome comments about appearance, propositions or suggestive or insulting sounds;

2. Visual: such as derogatory posters, cartoons or drawings, suggestive objects or obscene gestures;

3. Internet: such as forwarding e-mails with sexual or racist content, accessing and displaying sexually-oriented websites, use of sexually-oriented or derogatory screen savers.

4. Physical: such as unwanted physical contact including touching, patting, pinching, interference with an individual’s normal work movement or assault; and 

5. Other: such as making or threatening reprisals as a result of a negative response to harassment.

Process

NCC strongly encourages the prompt reporting of all incidents of sexual or other discriminatory harassment. If you feel that you are the being subjected to harassing or discriminatory behaviour, report the situation to your immediate supervisor or to Human Resources.

Informal Resolution

Wherever possible, or appropriate, first clearly make known to the harasser that his/her comments and conduct are unwelcome and ask that they cease.  At times, the “harasser” might reasonably be unaware that his or her comments or actions are unwelcome. 

Formal Resolution

If the harassment continues:  

Immediately report the harassment to your Director who will relay it immediately to the Manager, Human Resources.  If the complaint is in reference to your supervisor you can notify the Manager, Human Resources directly.  You must not allow an inappropriate situation to continue by not reporting it, regardless of who is creating that situation. No employee, volunteer or associate in NCC is exempt from this policy.   

You should write down the date, time, location and description of the incident.  Also note the names of witnesses for future reference and include any other relevant details. 

NCC will promptly investigate the circumstances of the alleged harassment and establish:

· the nature of the incident;

· the name of the alleged harasser; and

· the date and timeframe in which the incident occurred.

To establish the above information, the complainant will be interviewed.  As well, the person alleged to have committed the harassment would be interviewed.  At times, there will be other witnesses to be interviewed, but all information concerning the incident will be kept as confidential as possible.  The incident and findings will be documented fully and accurately.  This step in the process should be completed no later than 10 days from the date the complaint is received.

Appropriate action

Where the investigation determines that there is insufficient evidence to establish that the harassment took place, the parties will be so advised.  Where harassment is found to have occurred, appropriate action will depend upon the nature of the incident and its effects upon an employee, volunteer or associate.   

Where the investigation determined that the complaint is without merit, and is deliberately malicious, appropriate disciplinary action will be taken against the complainant.

Where appropriate, the working relationship of the parties involved will be mediated or monitored by management.  All complaints of harassment will be dealt with promptly and confidentially.

Statutory and Other Designated Holidays

NCC offices are closed on the days noted below:

New Year’s Day


Civic Holiday (all provinces except Quebec)

Good Friday



Labor Day

Victoria Day



Thanksgiving Day

Canada Day



Christmas Day

Fête Nationale (Quebec only)

Boxing Day


As well, NCC offices will close on Easter Monday, and at noon on December 24th and 31st.
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Agreement to Adhere to the Standard Operating Procedures of

The Nature Conservancy of Canada

· Values Statement

· Our Code of Conduct






· Conflict-of-Interest

· Privacy of Information

· Information Technology

· Work Environment

· Attendance and Hours of Work

· Personal Appointments

· Overtime/Lieu Time

· Dress

· Use of Personal Property

· Professional Conduct and Prohibition Against Harassment

I have read, understood, and agree to adhere to the policies outlined in these Guidelines.
__________________________

________________________

VOLUNTEER NAME


DATE

(Please print)

__________________________


VOLUNTEER SIGNATURE
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