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Thank you for volunteering with the Boys & Girls Clubs of Anaheim! 

With less than 30 employees, our organization could not operate without the generous support of committed, 
long-term community volunteers. Volunteers play a key role in helping us fulfill our mission.  As we grow and 
evolve our operations, it is crucial that we continue to promote a favorable and lasting impression of The Boys & 
Girls Clubs of Anaheim in the minds of everyone with whom we interact, including donors, media, volunteers and 
the general community.  Our volunteers are important to us and we ask for your help to create a safe and 
meaningful volunteer experience. With that, all volunteers must review and acknowledge receipt of our 
organization policies and processes.  We appreciate your service! 
 

ABOUT THE HANDBOOK: 

This handbook is designed to provide a basic overview of the policies and procedures that volunteers of the Boys 
& Girls Clubs of Anaheim must adhere to. As a volunteer, you are provided with a safe work environment, 
necessary job training, supervision, evaluation, and recognition. In return we expect you to honor your 
commitment to our organization, respect other staff members and perform your assigned tasks to the best of 
your abilities. 

As our organization grows and changes, there will be a need to modify policies, practices and other information in 
this handbook.  When such changes occur, you will be notified. If you have any questions or need any clarification 
of the information contained in this handbook, please contact Kirkland Morrow 
(kirkland@theboysandgirlsclub.org).  

 

WHO WE ARE: 

 
The Boys & Girls Clubs of Anaheim provide a safe environment to low-income youth in Anaheim. Our mission is 
to enable all young people, especially those who need us most, to reach their full potential as productive, 
caring, responsible citizens. We have a commitment to honor our club members on a daily basis. 

Our Club asks a nominal fee for membership, accepting hundreds daily from various ethnic backgrounds. Our goal 
is not only to bring new children to the Club, but also to help them learn to be responsible for their education and 
physical health. Thanks to our volunteers we are able to provide STEAM programs, which stimulate science, 
technology, engineering, arts, and music programs. Demonstrating these skills allows these children to expand 
their futures and drive them to seek new outlets outside of the limited opportunities in their community. 

We are a small facility with a big responsibility. In our building—thanks to the donations of time, food and money 
from community members—we are able to offer a safe space for over 150 kids every day. This year, we have over 
one thousand young members who rely on us for meals, homework help, and safe space for physical activities. 

 

OUR VISION: 

 
The Boys & Girls Clubs of Anaheim is a branch of the Boys & Girls Club of America. By reaching out to the children 
of Anaheim and enabling access to additional resources, we will create a community of children who are able to 
succeed, despite their limited means. As we partner with volunteer groups, our goal is to cast an intended vision, 
which yields measurable results. 

 

OUR MISSION: 

 
The mission of the Boys & Girls Clubs of Anaheim is to enable all young people, especially those who need us 
most, to reach their full potential as productive, caring, responsible citizens. 

mailto:kirkland@theboysandgirlsclub.org
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VOLUNTEER POLICIES AND PROCEDURES 
 
 
 

ATTENDANCE  

 
You are a volunteer staff member and we depend on you to complete your scheduled shifts.  We do understand 
that, from time to time, certain situations may arise that prevent you from doing so.  Please alert the Volunteer 
Coordinator of any scheduled absences—such as vacation—as far in advance as possible so that an appropriate 
substitute may be found.  In the event of an unscheduled absence—illness or emergency—please alert the 
Volunteer Coordinator as soon as possible, preferably 24 hours before your scheduled shift begins. 
 
Punctual and regular attendance is an essential responsibility of each volunteer at the Boys & Girls Clubs. Any 
tardiness or absence causes problems for fellow volunteers and members. When a volunteer is absent, others 
must perform his or her work. No matter how skilled a volunteer, if they do not have a good attendance record, 
their contributions to the smooth functioning of the Boys & Girls Clubs of Anaheim are diminished. The purpose 
of this policy is to promote the efficient operation of the Boys & Girls Clubs and minimize unscheduled absences.  

Any volunteer who fails to report to work without notification to his or her supervisor on three occasions or more 
will be considered to have voluntarily terminated their position.  

Volunteers must sign in at the beginning of their shift and sign out at the end of their shift.  We ask you to take 
breaks when you need them, just let a staff member know. 
  
 

STANDARD OF APPEARANCE 

 
Dress appropriately for your duties.  For example, physical work requires clothing that is comfortable and durable.  
Clothes cannot be torn, grayed, dirty, or be overly revealing. Only closed toe shoes, no heels. Long pants are 
preferred. 

 

 

VOLUNTEER PERSONAL FILES 
 
Your personal file is confidential and consists of written documents retained by the Volunteer Coordinator.  The 
volunteer, the Volunteer Coordinator, and Executive Director can review the volunteer’s file only.  
 
This file contains basic contact information and records about your volunteer service with the Boys & Girls Club. 
 
 

PROBLEM-SOLVING PROCEDURES 

 
When a group of people work and volunteer together, problems may arise.  It is important to all of us that such 
problems are solved as quickly as possible.  Occasionally, however, it may be necessary to investigate certain 
problems in greater detail.  Our problem-solving procedure provides you with the opportunity to have a review of 
any problem, dispute, or misunderstanding that arises during the course of your volunteering. 

 In situations where differences arise between volunteers or volunteers and staff, it is advised to first try 
to resolve these differences amongst the parties involved. 

 If a third party is needed, the Volunteer Coordinator is to be informed and involved.  Under no 
circumstances shall differences be made public or involve other members of the organization. 
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 If the grievance is in regard to the Volunteer Coordinator, the Executive Director should be contacted. 

DISCIPLINARY PRACTICES 

The following guidelines may be used in some instances at the sole discretion of the Boys & Girls Clubs of 
Anaheim: 

Step 1: Oral warning with documentation in the personal file 

Step 2:  Written warning to individual and copy to personal file 

Step 3:  Termination/Dismissal 

These guidelines are based on cumulative infractions, regardless of whether the infraction is of the same general 
nature as a previous warning.  The use of these disciplinary practices in no way alters the fact that your 
volunteering with the Boys & Girls Club is "at-will". 

 

DISMISSAL 

Dismissal of a volunteer is a serious consideration.  Before a volunteer is dismissed, attempts to reconcile the 
situation will be made including a meeting between staff and volunteer involved, the Volunteer Coordinator and, 
if appropriate, the Executive Director.  Dismissal of a volunteer may take place if a volunteer is unreliable, 
irresponsible, disruptive, demonstrates inappropriate behavior, or fails to adhere to the policies and procedures of 
the Boys & Girls Club. 

 

CONFIDENTIALITY AGREEMENT 

 
Member information is confidential. No member information or proprietary information will be shared outside of 

the Boys & Girls Club.  You will be asked to sign a Confidentiality Agreement. By signing this document you 

acknowledge that you agree to refrain from the unauthorized use or disclosure of any proprietary or member 

information. 

 

POLICY AGAINST HARASSMENT 

 
The Boys & Girls Club is committed to maintaining a work environment free of unlawful harassment.  The Boys & 
Girls Clubs of Anaheim prohibits harassment based on sex (including sexual harassment, gender harassment and 
harassment due to pregnancy, childbirth or related medical conditions) and harassment based on race, religion, 
creed, color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, 
sexual orientation or any other status protected under federal or state law or local ordinance or regulation.  All 
such harassment is unlawful.  The Boys & Girls Clubs of Anaheim policy applies to all persons involved in the 
operation and prohibits unlawful harassment by any volunteer/employee of the Club including supervisors and co-
workers. 
 

 

POLICY AGAINST SEXUAL HARASSMENT 

 

Sexual harassment is unwanted sexual attention of a persistent or offensive nature made by a person who knows, 
or reasonably should know, that such attention is unwanted. Sexual harassment includes sexually oriented 
conduct that is sufficiently pervasive or severe to unreasonably interfere with an employee or volunteer's job 
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performance or create an intimidating, hostile, or offensive working environment. While sexual harassment 
encompasses a wide range of conduct, some examples of specifically prohibited conduct include:  

 Threatening, directly or indirectly, to retaliate against a volunteer, if the volunteer refuses to comply with 
a sexually oriented request;  

 Engaging in sexually suggestive physical contact or touching another volunteer in a way that is 
unwelcome;  

 Displaying, storing, or transmitting pornographic or sexually oriented materials using the Boys & Girls 
Club equipment or facilities;  

 Engaging in indecent exposure; or  

 Making sexual or romantic advances toward a volunteer and persisting despite the volunteer's rejection 
of the advances. 

 Inappropriate touch with a member, including hugging, kissing, or heavy petting. 

Sexual harassment can be physical and/or psychological in nature. An aggregation of a series of incidents can 
constitute sexual harassment even if one of the incidents considered on its own would not be harassing.  

Volunteers are prohibited from harassing other volunteers whether or not the incidents of harassment occur on 
CLUB premises and whether or not the incidents occur during working hours.  

Sexual harassment can involve males or females being harassed by members of either sex. Although sexual 
harassment typically involves a person in a greater position of authority as the harasser, individuals in positions of 
lesser or equal authority also can be found responsible for engaging in prohibited harassment 

VOLUNTEER RESPONSIBILITY 

If a volunteer believes he/she has been subject to sexual harassment or any unwanted sexual attention, he or she 
should:  

 Make their unease and/or disapproval directly and immediately known to the harasser;  

 Make a written record of the date, time, and nature of the incident(s) and the names of any witnesses; 

and  

 Report the incident to the Volunteer Coordinator or Executive Director. 

 All incidents of sexual harassment or inappropriate sexual conduct must be reported regardless of their 

seriousness.  

 

POSSESSION OF A WEAPON 

 

Possession of a weapon on any Club campus is unacceptable and will lead to our administration contacting the 
authorities. Volunteers may not carry weapons of any kind on their person or in their personal effects. This 
includes firearms, knives, night sticks, tasers, mace, or any other instrument that might be construed by an 
observer to be a weapon. 

 

 

SMOKING 

 
In response to state and local laws and building codes, smoking is not permitted on the premises. 
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SOLICITATION 

 
Solicitation by volunteers for any reason on Club property is not allowed. 
 
 

SUBSTANCE ABUSE 

 
The possession, use or sale of illegal drugs is never acceptable in our environment.  Under absolutely no 
circumstances should a volunteer consume or have consumed alcohol before and during a volunteer shift.  The 
abuse of prescription and over-the-counter drugs and alcohol can compromise your job performance and will 
result in immediate dismissal and/or the involvement of law enforcement. 
 
We recognize that substance abuse can be successfully treated.  Seeking help or assistance is not considered 
grounds for discipline, but refusal to get help in certain circumstances may be.  It is your responsibility to get 
professional help to improve your performance or conduct. 

 

 

VOLUNTEER’S CODE OF CONDUCT 
 

• All members must be treated with patience and respect.  If you are experiencing difficulty with a member, 
please call on the Volunteer Coordinator or other staff personnel to intervene.  
 

• Be courteous, friendly and cooperative. 
 

• You must follow the program plan for the day you are volunteering.  This plan was developed to help us 
ensure we are able to continue to provide similar programs on an ongoing basis.  

 

• Any injury, accident, or incident where you might have experienced harm while volunteering must be 
reported to the Boys & Girls Club staff. 
 

• Please let us know if you have any restrictions that would prevent you from lifting or if you are unable to 
stand for more than one hour. 
   

• If you are asked to perform a task or have a volunteer situation that is uncomfortable for you, please talk with 
the Volunteer Coordinator. 
 

The following behaviors are not permitted.  Individuals who exhibit any of these behaviors will be asked to leave 
and will not be allowed to volunteer in the future. 
 

• Offensive or derogatory comments or jokes, including epithets or slurs  
 

• Yelling, intimidation or threats  
 

• Pushing, hitting or any physical contact with a member, staff or other volunteer  
 

 

OUR CLUB’S COMMITMENT TO OUR VOLUNTEERS 

 

 We are committed to equal opportunity volunteerism. We coordinate a diverse community of volunteers from 
varied backgrounds and social identities, including, but not limited to:  people of color, immigrant 
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communities, people of all faiths and spirituality, people living with disabilities, 
lesbian/gay/bisexual/transgender communities, and people of diverse ages. 
 

 We are committed to working together towards creating a safe, supportive, and caring volunteer experience 
where we can learn from each other and grow in service to our communities. 
 

 If needed, the Boys & Girls Club will provide a document confirming volunteer hours as community service. 
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MEMBER CLUB RULES 

 
 Stay with the group  

 Don’t go outside without asking for permission 
o You MUST ALWAYS have a restroom or drinking fountain pass.  

 Follow Staff, Intern or Volunteer directions at all times  

 Keep your hands to yourself  
o No Violence: throwing anything, hitting or pushing, fighting, kicking, scratching, biting, 

pinching 

 Don’t use bad or inappropriate language  

 No arguing or talking back  

 No screaming or yelling  

 No lying to anyone  

 Treat the Club with respect  
o Don’t break anything 
o Don’t write on the walls or floor  
o Don’t throw anything  
o Don’t eat in the Club  
o Don’t climb, jump or run inside the Club  

 No Bullying  
o Telling others what to do 
o Teasing or taunting others  
o Taking things away from others without asking  

 Always be Respectful  
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MEMBER CLUB CONSEQUENCES 

 

Weapons of any kind, real or fake 

 Automatic expulsion  
o Club retains the right to assess severity and determine whether to contact police  

 
Bullying 

 1st Offense – 5 Club day suspension with parent contact and behavior contract  

 2nd Offense – 30 Club day suspension and parent contact  

 3rd Offense- Expelled from Club  
 

Sexual Comments, Drug use/possession, or Theft of Club Property  

 1st Offense – 30 Club day suspension with parent contact  

 2nd Offense – Expelled from Club  
 

Minor Infractions (include but not limited to: cursing, disruptive language, name calling, throwing trash, leaving 
group, etc.) 

 1st Offense – Conflict Resolution with Club Staff (Warning with a Timeout or Help Cleaning Club)  

 2nd Offense – Contact Parent for immediate pick-up (Parents have 30 minutes from call time for pick-up, 
failure to do so will result in a 5 day Club suspension)  
 

Club Trips  

 1st Offense – Conflict Resolution with Club Staff (Warning with a Timeout)  

 2nd Offense – Loss of next Field Trip privilege  

 3rd Offense – Loss of all Field Trip privileges for remainder of year 
 

Road Rules  

 1st Offense – 3-5 Club day Suspension with parent contact and will help Clean Bus/Vehicle  

 2nd Offense – 30 Club day Suspension with parent contact  

 3rd Offense – Loss of transportation privileges  
 
 

Note: All offenses will be documented with a write-up  
*Club Staff has the right to assess the situation and determine consequence dependent on the member’s actions.  
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VOLUNTEER HANDBOOK ACKNOWLEDGEMENT 

 
 

 

I,  ___________________________________ have received and read the volunteer handbook 

for the Boys & Girls Clubs of Anaheim.  I have had the opportunity to ask any questions I have 

regarding the contents of the handbook. 

 

 

___________________________________________ 
Volunteer Signature 
 
_____________________________ 
Date 
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Volunteer Confidentiality Statement 

 

 

Confidentiality 

I agree to hold in confidence all information I become privy to regarding members of the Boys 

& Girls Clubs of Anaheim. I will not remove from the office of the Boys & Girls Clubs of 

Anaheim any electronic or written records, or copies thereof, without express permission of 

the Boys & Girls Clubs of Anaheim. I accept full responsibility for maintaining the confidential 

nature of all records, member contacts and information marked confidential.   

 

I understand that I am personally responsible and fully liable for any violation of this agreement. 

 

Volunteer Signature Date 

 

______________________________________________________________________________ 

Print Name 

 

Boys & Girls Clubs of Anaheim Representative Signature Date 

 


