OPRD Volunteer Programs
Staff Handbook

VOL.010.010.PR
Version 1.0

Please recycle any previously printed copies and delete previous
electronic copies.



Letter from the Director

Headquarters - Administration

Kate Brown, Governor 725 Summer St NE Ste C
Salem, OR 97301-1266

(503) 986-0980

Fax (503) 986-0794

www.oregonstateparks.or

sy

Oregon Parks and Recreation Department

Dear OPRD Staff Member,

Thank you for your leadership and support of OPRD’s volunteer programs. Volunteers are an integral
part of our agency, and we simply could not provide the level of experience our visitors expect without
their tremendous support. Volunteers keep our campgrounds green and clean, maintain trails and
wildlife habitat areas, enhance visitor experience, build the connection between our agency and the
communities we serve, and support OPRD in countless other programs and activities.

The accomplishments of OPRD volunteers is only made possible through the efforts of our staff in
creating engaging volunteer experiences. By creating impactful volunteer experiences and recognizing
the efforts of those who donate their time to strengthen our agency, you’re not only enabling OPRD to
meet the high expectations of service park users and program participants, you're also fostering
community relationships and stewardship of public lands. It is through your work and dedication to
volunteer programs that volunteer relationships grow, connections to our outstanding parks and
important places are enhanced, and we can truly provide and protect Oregon’s public lands for the
enjoyment and education of present and future generations.

Sincerely,

G

Lisa Sumption
Director




Mission of OPRD

To provide and protect outstanding natural, scenic, cultural, historic and recreational sites for
the enjoyment and education of present and future generations.

Purpose of this Handbook

This handbook was created to be a resource for OPRD staff who work with volunteets and
manage volunteer programs. This handbook is the procedure for IYOL.070.000 1V olunteer
Management Policyand serves as a guide for OPRD staff to put the policy in practice in their
management units and divisions. This handbook lays out practices for OPRD to be more
consistent in how it manages volunteers, while at the same time giving staff the tools to create
and coordinate volunteer programs that support their Unit’s specific goals.

Located in the appendix of this guidebook are the most current volunteer forms, additional
resources, and “how to” instructional guides. Although the materials contained within the
handbook are meant as a resource for staff, this book is not the sole resource available. If a
management unit or division has questions on anything included or not included in this
handbook or the volunteer policy, their Regional Program Coordinator and the Statewide
Volunteer Program Coordinator are always available to provide assistance and guidance
wheneveritis requested.

Additionally, if there are topics or materials that are not included in this handbook that would
support OPRD Volunteer Programs, please send your feedback and comments directly to
Allison Watson, the Statewide Volunteer Programs Coordinator: allison.watson(@oregon.gov.
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Ranger and Staff Roles:

Volunteer Service Leader (VSL): At each unit, there is typically one ranger that is the lead
for volunteer coordination at the MU. In some cases, a park manager may identify more than
one ranger to support this work. At OPRD, we refer to a park ranger who has been assigned
the lead on volunteer coordination for their unit, as a Volunteer Service Leader. In the past,
this was referred to as a host coordinator. However, as units manage other volunteer types,
outside of park hosts, the Volunteer Service Leader title is a more accurate reflection of their
duties.

Park Manager or Unit Manager: The park manager or unit manager is responsible for
determining the size, scope, and type of volunteer program that meets their management
unit’s goals. The park manageris also responsible for delegating volunteer program tasks
appropriately to their staff and for leading sensitive and disciplinary conversations with
volunteers.

Regional Program Coordinator (RPC): Each region has a regional program coordinator,
who provides support for district managers, park managers, and rangers in their region with
program support. One of the programs they provide support for is the volunteer program.
RPCs assist parks with their needs for volunteers, provide assistance and training for new staff
on the volunteer program, and set region standards and expectations that align with statewide
program direction. Typically, if you have a question about any part of your unit’s volunteer
program, the region program coordinator will have the answer you need, or will be able to
find someone who can get you the answer.

Statewide Volunteer Programs Coordinator: Responsible for statewide consistency in
implementation and administration of the volunteer program, all related policies and
procedures, and statewide communication with staff and volunteers. Works closely with the
RPCs to coordinate regional administration of the program. Overall support for staff and
volunteers involved in OPRD programs.
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Volunteer Assignment Types

There are endless opportunities for volunteers with OPRD, but there are only four assignment
types for individual volunteers that are used to manage those opportunities. Those assignment
types are: park host/residential volunteers, individual volunteers, episodic volunteers,
internship/service learner volunteers. This section provides an overview of each volunteer
assignment type, including the requirements and resources available for each.

Park Hosts & Residential Volunteers

Park host volunteers are stewards of Oregon’s 256 state parks properties. As representatives
of OPRD, they provide support for park guests, staff, and our public lands. Park hosts serve
in specific assignments that can vary from park to park. Generally, park hosts serve in one of
the following specific park host opportunities:

Campground Host
Day-Use Host
Interpretive Host
Visitor Services Host
Maintenance Host
Cabin and Yurt Host
Special Project Host

Volunteer Requirements for Park Hosts

In addition to the specific requirements a management unit or division sets for a residential
volunteer assignment, all residential volunteers must be at least 18 years old.

To see what on-boarding forms and trainings are required for this volunteer assignment, go
to the Volunteer Assignment Requirements Matrix, in the appendix on page 60.

Safety Training

As park hosts, volunteers are classified as subject workers, the assignment requirements
for safety training and documentation are similar to that of an employee. As such, all
park host volunteers are required to:

= Complete OPRD’s required park host safety training:
https: //sites.google.com/view/oprd-safety-training/home.

* Receive on-site training related to the specific assignment duties and location they
where they are volunteering.

Go to pages 27 & 46 for specific information on park host required safety training,
including direct links to training.
Discrimination and Harassment Training

The State of Oregon’s Discrimination and Harassment Free Workplace training is
required for all park hosts, residential volunteers, and those in individual on-going
volunteer assignments. This training is required to be completed annually and is no
longer available for park hosts on iLearn.gov.

Direct volunteers to complete their statewide Discrimination and harassment training
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online here:

https://sites.coogle.com/view/oprddiscriminationharassmenttr/home

This training, when completed online, will be updated on a volunteer’s OPRIS profile by
volunteer programs staff on a weekly basis.

Information Security Training: Foundations

Oregon’s requires all staff and certain volunteers to take Information Security Training:
Foundations. OPRD has a formal exception that waives this requirement for volunteers
as long as the following activities and responsibilities are not a part of their service:

= Use of an Oregon.gov email address.

= Use of a personally assigned OPRD mobile device or laptop.

* Volunteer work directs individual to use an OPRD computer or device with access
to servers and/or access other sensitive databases.

= Use of a key, or keycard access to OPRD buildings with sensitive files.

= Access to confidential contract and/or personal information on vendors,
contractors, volunteers, visitors, staff, and/or any partners of OPRD.

If a volunteer will be serving in a role where one or more of those activities will be a part
of service, they will need to complete Security Training: Foundations on iLearn.gov prior
to their service start date. This training is required annually. If you need assistance in
giving a volunteer access to this training on ilLearn.gov, contact the statewide volunteer
programs coordinator.

Length of Schedule

Schedule

MU must set a standard schedule for a specific assignment, or mutually agree upon a
schedule with an individual volunteer. This must be documented in writing, in either the
volunteer assignment description or another document. Volunteers are able to engage in
an assignment where they are on-call, but the on-call hours must be scheduled, so it is
clear when a volunteer is actively in service.

Schedule Examples:

®  Wednesday — Sunday, 2:00 pm — 4:00 pm (on call), 4:00 pm — 6:00 pm (wood
sales).

*  Saturday & Sunday, 12:00 pm— 5:00 pm, campsite clean up as needed. Monday &
Tuesday, special projects approximately 5 hours each day, service to be done
anytime between 8:00 am - 4:00 pm.

* Thursday-Sunday, approximately 5 hours each day for a specific task, service to be
done between the hours 11:00 am— 6:00 pm.

Minimums

There is no minimum hour or day amount, required for a park host or residential
volunteer assignment. Common practice is to set a minimum length of service for one
month, but a park manager may set the minimum length of service stay for whatever
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they deem appropriate (one week, weekend, etc.).

Maximums

Residential volunteers may reside at the same OPRD property location for a maximum
of 3 consecutive months.

The intent of residential stay limits is to avoid having volunteers perform continuous
service within a management unit, to affirm volunteer vs. employee roles, and ensure
service opportunities are available for new volunteers.

Excception: OPRD MU managers may extend a residential volunteer’s time at an OPRD
property for an additional time period, up to 3 months, or 6 months of total service.

Exception: An OPRD MU that wishes to extend a residential volunteer’s service beyond
the initial manager’s extension, the park manager must receive written approval for the
extension from the district manager.

Hours

Parks may set hour expectations for volunteer assignments in whatever way works best
for their park (daily, weekly, monthly, etc.). Hour commitments are dependent upon the
service of a volunteer assignment, and are based on the expected time it would take an
individual to complete an assignment. It is unacceptable to have different service hour
expectations for the same assignment that change based on whether or not a volunteer is
single or a member of a couple.

Parks should note that having too large of hour/day requirements for residential
volunteer assignments could impact their volunteer recruitment and ability to retain
volunteers. OPRD MUs should use appropriate judgement in setting volunteer schedules
and supervising volunteers to ensure the organization does not take advantage of a
volunteer’s generosity, prevent volunteer burnout, and ensure each OPRD MU
maintains volunteer safety as their primary objective when setting schedules and
observing volunteer hours.

For volunteer assignments that schedule an individual for more than 30 hours per week,
Park Managers need to receive District Manager approval.

Expectations of Residing on Park Property

Residential volunteers are representatives of OPRD, both during their service and while
temporarily living on site, and as such they are held to the highest appearance and
performance standards. The expectations OPRD has for all volunteers, as well as specific
expectations for residential volunteers, are included in the Volunteer Service Agreement:
Park Host form, in the code of conduct section.

The Volunteer Service Agreement: Park Host form can be found on OPRIS and in
G:\Volunteer Programs.

Mail

Park hosts may forward their personal mail to the park following the instructions and
requirements of a park’s specific mailing process. It’s important to share with volunteers
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how, when, and where they can pick up their personal mail. Additionally, set the
expectation that that mail may not be available as soon as it is received due to office
hours, unexpected office closures, or staffing capacity issues. If volunteers have mail they
need to receive in a timely manner, encourage them to utilize a PO box in town.

Mail related to a park host’s individual businesses may not be sent to the park. If a park
host has a personal business, instruct them that they must open a PO box to operate
their business from while residing on site.

More information on restriction to volunteer operated businesses while residing in parks
can be found in the Volunteer Service Agreement: Park Host form.

Left Behind Items,/Lost and Found

If a volunteer park host leaves behind items when they leave a park, or a park receives
mail after a park host has left, staff should follow OPS.070.000 Lost and Found Policy.

Residential Guests of Park Hosts & Residential Volunteers

Residential volunteers are responsible for the actions and behavior of their guests.
Inappropriate actions and behaviors of a guest that violates OPRD policy and/or rules may
result in the guest, as well as the residential volunteer, being banned from OPRD
properties. Non-volunteer guests of residential volunteers are permitted to stay on OPRD
property when the following criteria is met:

= Non-volunteer guests stay with volunteers on OPRD property for a time period not
exceeding 7 days. Guest stays exceeding 7 days must be approved by the park
managers in advance of the guest’s arrival.

= Non-volunteer guests, age 18 and older, staying for a time period exceeding 7 days,
sign a Host Guest Opt Out of Service form, found on OPRIS and in G:\Volunteer
Programs, and pass a criminal background check based on the agency requirements in
HR.080 Criminal History and Driving Records Checks Policy.

* Non-volunteer guests, age 17 and younger, are permitted with adequate
patrent/guatrdian supervision. Children age 9 and younger must be supetvised at all
times on OPRD property, following the age minimum guidelines in ORS 763.545
Child Neglect in the Second Degree. Additionally, youth guests are not permitted to be in,
or reside at, maintenance shop areas or areas around park maintenance equipment.

= If a guest has an additional vehicle, an additional vehicle fee will be charged when
applicable.

Extra Vehicle Fee for Guests

Park hosts are State of Oregon volunteers, and as such are held to the same ethical
standard as state employees. From the volunteer service agreement, “Volunteers may not
use their relationship or volunteer position with OPRD to solicit and receive special
benefits, financial gain, loans, gifts of money or property, or use of products such as day-
use passes, firewood, park recycling deposits etc. for themselves, family or friends.”

Each park is different, and depending on the specific area the guest of a volunteer host
parks their vehicle, it may not incur an extra vehicle fee. However, if the guest is parks in
a day-use fee site that requires a pass, or the addition of that guest’s vehicle to the park
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host’s camp site requires an additional vehicle fee, the guest will need to pay the fee. This
ensures that the park host is not using their volunteer position with OPRD to obtain
financial benefits that are not available to other park uses, and that the park host and
OPRD is in compliance with the State of Oregon’s ethics policy.

It can be helpful, in this instance, to think if the volunteer were an employee and had a
guest visiting for lunch or staying in the campsite, the employee’s guests would be
charged a fee when applicable; the same is then true for a volunteer in a similar situation.

Confirming and Preparing Park Hosts for Service

For more information about establishing an interview and selection process see pages 35 &
36.

Confirmation of Assignment

After a park host candidate has been selected, it’s important to get confirmation from
them, in writing, accepting this assignment. One example may be to send a confirmation
letter to them by email, and ask for a response by a certain date. An example
confirmation letter can be found in G:\Volunteer Programs.

Communication Leading up to Start Date

Communication leading up to a park host’s arrival is also important. It is suggested that
after confirming an assignment initially, staff send additional informational emails 3
months and 1 month prior to an assignment start date. Email templates for these emails
can be found in G:\Volunteer Programs.

Supplies

Find a park supply order form on OPRIS and in R:\Volunteer Services. More
information on ordering volunteer uniform supplies on page 32.

Prior to a volunteer’s arrival, ideally 3 months before, identify if the incoming hosts
needs any uniform or supply items. A supply order form, designed for volunteers to
complete and send back to staff, can be found in G:\Volunteer Programs.

Order items for hosts 2 months in advance of their arrival. Please do not place orders for
name tags or signs further out that 2-3 months. If after accepting an assignment at your
park, the host schedules an assignment at another park before service at your MU, we
will need to ship items again so the volunteer will have them for their ‘new’ first
assignment.

Documentation & Reporting Requirements

OPRD staff are required to document the following parts of service for residential
volunteers:

* Individual volunteer park host profile in OPRIS (Application).
* Volunteer Service Agreement: Park Host, uploaded and documented in OPRIS.

® Volunteerassignment description and schedule, uploaded and documented in OPRIS.
* Date and pass/fail of criminal background checks and driving record checks
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documented in OPRIS.
= Volunteer service hours in OPRIS.
= Safety training current and documented in OPRIS.
® Discrimination and harassment training, current and documented in OPRIS.
® Hep B Vaccination Decline or Received Form (Only new OPRD volunteers).
®  Volunteer uniform and equipment distribution.
= Volunteer setvice feedback in OPRIS.
® Host Guest Opt Out of Service Form in OPRIS.

Forms & Help Guides

" Volunteer Assignment Requirements Matrix, appendix 60.
» Park Host Timeline and Checklist, in G:\Volunteer Programs.
*  VolunteerService Agreement: Park Hosts, on OPRIS and in G:\Volunteer Programs.

* Example Volunteer Assignment Descriptions, in G:\Volunteer Programs.
*  Host Guest Opt Out of Service Form, on OPRIS and in G:\Volunteer Programs.

* Hep B Vaccination FAQ’s & Form, OPRIS (Forms/Resources under Safety & Risk).
= Volunteer Time Sheet, on OPRIS and in R:\Volunteer Services.

* Confirmation Letter Templates, in G:\Volunteer Programs

Annual Park Host Registration

Every January, statewide and regional staff coordinate annual registration for park hosts.
Annual registration is designed to help park staff by cutting down the amount of time spent
on statewide annual volunteer requirements. Registration is announced in early December,
park hosts may register between January 1 - 31, and host profiles are updated by March 1
eachyear.

What's Included in Annual Park Host Registration?

Park hosts that participate will complete:

* Application renewal & volunteer contact informationupdate.

* Volunteer Service Agreement: Park Host.

= Statewide required safety training,

* Statewide discrimination and harassment training.

* Annual criminal background check & driving records check (that is expired or will
be expired before September of thatyear).

Park hosts that participate will receive:
* Annual En Route Pass/Special Access Pass in Januaty of thatyear.
* Additional support in registration process from statewide and regional staff.
What Staff Need to do to Participate

* By December 1, have hosts scheduled in OPRIS for the following year.
Only hosts who have been scheduled in OPRIS for the following year will be invited to
participate in annual registration.

* Encourage scheduled hosts to participate in annual registration.
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Individual Volunteers / Long-Term Volunteer

Individual volunteer refers to a volunteer who agrees to fulfill a certain day or hour
requirement of service over an extended, specified period of time. This time period extends
beyond a one-day service task. They do not temporarily reside on OPRD property.

Requirements for Individual Volunteers

Requirements will be dependent upon the volunteer assignment, and determined by an
individual MU or division. There are additional restrictions on youth volunteers serving in
this role; see page 15 for more information.

To see what on-boarding forms and trainings are required for this volunteer assignment, go
to the Volunteer Assignment Requirements Matrix on appendix page 60.
Safety Training

Individual volunteers are not required to take the same safety training as park hosts.
However, a manager may make any of these safety modules available to an individual
volunteer, and require its review to be a part of that volunteer assignment if they
determine it’s necessary.

All individual volunteers are required to receive on-site training related to the specific
assignment duties and location they where they are volunteering.

Go to pages 27 & 46 for specific information on safety training.

Discrimination and Harassment Training

The State of Oregon’s Discrimination and Harassment Free Workplace training is
required for all park hosts, residential volunteers, and those in individual on-going
volunteer assignments. This training is no longer available for volunteers on ilLearn.gov.

Direct volunteers to complete their statewide discrimination and harassment training
online here:

https: //sites.google.com/view/oprddiscriminationharassmenttr/home

This training, when completed online, will be updated on a volunteer’s OPRIS profile by
volunteer programs staff on a weekly basis.

Information Security Training Foundations

Oregon requires all staff and some volunteers to take Information Security Training:
Foundations. OPRD has a formal exception that waives this requirement for volunteers
as long as the following activities and responsibilities are not a part of their service:

= Use of an Oregon.gov email address.

= Use of a personally assigned OPRD mobile device or laptop.

* Volunteer work directs individual to use an OPRD computer or device with access
to servers and/or access other sensitive databases.

= Use of a key, or keycard access to OPRD buildings with sensitive files.

= Access to confidential contract and/or personal information on vendors,
contractors, volunteets, visitors, staff, and/or any partners of OPRD.
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If a volunteer will be serving in a role where one or more of those activities will be a part
of service, they will need to complete Security Training: Foundations on iLLearn.gov prior
to their service start date. This training is required annually. If you need assistance in
giving a volunteer access to this training on ilLearn.gov, contact the statewide volunteer
programs coordinator.

Length of Service

All volunteer assignments must have a schedule that identifies the term of service, which
includes a start and end date. Although the volunteer service is scheduled for a specific
term, the volunteer service leader may renew the terms of the volunteer agreement as often
as they would like, as there is not a maximum amount of hours or years an Individual
Volunteer may commit to a certain project or location.

Exception: Volunteers that are appointed to a commission or advisory board are subject to
term limits.

Schedule

OPRD MUs or divisions must set a standard schedule for a specific assignment, or
mutually agree upon a schedule with an individual volunteer. This must be documented
in writing, in either the volunteer assignment desctiption or another document.
Volunteers are able to engage in an assignment where they are on-call, but the on-call
hours must be scheduled, soitis clear whena volunteeris actively in service.

Schedule Examples:

= Service Term: May 20, 2021 — September 15, 2021. Volunteer Shifts are
approximately four hours, and are scheduled with assignment supervisor at least
one-week in advance. Volunteer houts occut between the hours of 6:00 am—06:00
pm.

®  Service Term: April 1,2021 — April 1, 2022. Volunteer shiftis 10:00 am — 12:00 pm,
the first and third Sunday of each month.

= Service Term: January 1, 2021 —December 31, 2021. Volunteer service is scheduled
with assignment supervisor in advance and meeting schedule and work is included
in the Volunteer Assignment Description.

Hours:

OPRD MUs or divisions may set hour expectations for volunteer assignments in
whatever way works best for their park or division (daily, weekly, monthly, etc.). Hour
commitments are dependent upon the service of a volunteer assignment and are based
on the expected time it would take an individual to complete an assignment.

For volunteer assignments that schedule an individual for more than 30 hours per
week, Park Managers need to receive District Manager approval.

Expectations of Service

Volunteers are representatives of OPRD during their service, and as such they are held to
the highest appearance and performance standards. The expectations OPRD has for all
volunteers are included in the Volunteer Service Agreement: Individual Volunteer form, in
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the code of conduct section.

The Volunteer Service Agreement: Individual Volunteer form can be found on OPRIS and
in G:\Volunteer Programs.

Documentation & Reporting Requirements

OPRD staff are required to document the following parts of service for Individual
volunteers:

Individual volunteer profile in OPRIS.

Volunteer Service Agreement: Individual Volunteer, uploaded and documented in
OPRIS.

Volunteer assignment description and schedule, uploaded and documented in OPRIS.
Date of criminal background checks and driving record checks documented in
OPRIS.

Volunteer service hours in OPRIS.

Safety training delivered and documented.

Statewide discrimination and harassment training (when required by policy).
Statewide Information Security Training Foundations (when required by type of
service activities).

Hep B Vaccination Decline or Received Form (only new OPRD volunteers), if
service tasks requireit.

Volunteer uniform and equipment distribution, in OPRIS.

Volunteer service feedback in OPRIS.

Forms & Help Guides

Volunteer Assignment Requirements Matrix, appendix page 60.
Volunteer Service Agreement: Individual Volunteers, on OPRIS and in G:\Volunteer
Programs.

Example volunteer assignment descriptions, in G:\Volunteer Programs.
Volunteer Time Sheet, on OPRIS and in R:\Volunteer Services.

Youth Volunteers

Youth volunteers include anyone engaged in service with any OPRD unit, age 17 years or
younger. OPRD, as a state agency, is directed to follow OAR 839- 021-0006 to 839-021-
0500 Rules Regulating the Employment of Minors in Oregon when engaging in volunteer

service with minors. There are a lot of requirements for working with minors that all vary
based on theirage and the location/environment of their volunteer service. Please use the
information below as a general guide. If you have specific questions about engaging in
service with youth, please contact the region program coordinator or the statewide volunteer
programs coordinator, who can give you more guidance on any proposed youth volunteer
service assignment.

OPRD Staff Guidelines for Youth Volunteers

When working with youth, it is recommended that whenever possible, a parent or guardian
be the one to supervise the volunteer during service. If this is not possible, then an OPRD
staff member may take on the supervisory role.
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When OPRD staff are working with youth, staff should take additional precautions that
make the minor’s safety a top priority. Additional steps should be taken so staff are never
alone with the minor by remaining in public places where other staff or public are present,
and to never be alone, behind a closed door with a minot.

Youth volunteerts ate to be supervised at all times, therefore a parent/guardian must
supervise their work or OPRD staff must be engaged and present with them during service.
For identifying if supervision is adequate, a good guideline is if the minor were to shout out
for help, the OPRD staff member or patent/guardian should be close enough to them to
hear it and respond immediately.

Volunteer Requirements for Youth Volunteers

" Volunteers who have not reached the age of 18 years old must have the written
consent of a parent or legal guardian prior to volunteering, which is obtained as part
of the Volunteer Service Agreement: Individual Volunteer form found on OPRIS and
in G:\Volunteer Programs.

® Youth volunteers must be supervised by a parent, guardian, OPRD manager
approved adult, or OPRD staff member during the performance of volunteer service.

®  Youthages 14 years to 17 years may volunteer for individual volunteer assignments.

* Additional restrictions are in place for youth 14-15 years, contact statewide volunteer
programs coordinator for guidance.

*  Youthage 13 years and under may only volunteer for one-time opportunities and
special events, with OPRD MU or division manager approval, when a parent or
guardian is volunteering for the same assignment, and a parent, guardian, or OPRD
manager approved adult will provide constant, direct supervision.

*  Volunteers under the age of 18 years are not permitted to volunteerin any role that
has been classified as a subject worker, including park host, and are ineligible for
worker’s compensation.

Youth Group Requirements

Formal Youth Groups: Schools, Non-Profits, Scout Groups, etc.

Formal youth groups, such as scout programs and school groups, are encouraged to
provide their own medical and tort liability insurance that meets OPRD and DAS
required minimums, provide supervision of youth during service, and obtain and be
responsible for patent/guardian permission for all youth volunteers patticipating in
service.

Youth groups that can provide their own medical and tort liability insurance will have
their leaders sign the Volunteer Service Agreement: Schools & Non-Profit Youth
Groups form, found on OPRIS and in G:\Volunteer Programs, which confirms that the
groups meet the liability and insurance minimums, and that the group is responsible for
supervision and permission for all youth participants. When the School & Non-Profit
Group Agreement Form is signed, OPRD staff are not required to collect additional
Volunteer Service Agreement: Individual Volunteer forms for each individual group
participant.

If a formal youth group is unable to provide the required liability coverage amounts, the
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group will be processed as episodic or individual volunteers (depending upon the
volunteer assignment), and each youth participant will need a parent or guardian
completed Volunteer Service Agreement: Individual Volunteer form. All these forms will
need to be uploaded to the group’s OPRIS profile.

Informal Youth Groups

Informal youth groups include community groups that are not a formal non-profit or do
not have general liability insurance for their participants.

Informal youth groups will be processed as a general group, and each youth participant
will need a parent or guardian completed Volunteer Service Agreement: Individual
Volunteer form. All these forms will need to be uploaded to the group’s OPRIS profile.

Length of Service

In general, follow the guidelines for hours and dates of service for the Individual Volunteer
or Episodic Volunteer positions. In addition to those parameters, there are additional hour
requirements for youth volunteer schedules that are dependent upon a volunteet’s age:

Volunteers Age 16-17 years: Cannot exceed 44 service hours per week.

Yolunteer Age 15 years and Younger: Service hours must be scheduled outside of school
hours, and only between the hours of 7:00 am — 7:00 pm (may be extended to 9:00 pm June
1 — Labor Day). When school is not in session, no more than 40 service hours per week,
and no more than 8 hours in one day. When school is in session, no more than 18 service
hours per week, or 3 hours in one day.

Expectations of Service

The same standards and expectations of service that apply to adult volunteers, apply to
youth volunteers as well. Although a parent or guardian will sign the appropriate volunteer
service agreement for their child, it is important to review expectations of service with both
the parent/guardian and the minor at the same time.

Forms & Help Guides

*  Volunteer Assignment Requirements Matrix, appendix page 60.

*  Volunteer Service Agreement: Individual Volunteers, on OPRIS and in G:\Volunteer
Programs.

* Volunteer Service Agreement: Episodic Volunteers, on OPRIS and in G:\Volunteer
Programs.

*  School & Non-Profit Youth Group Form, on OPRIS and in G:\Volunteer Programs.

=  Volunteer Time Sheet, on OPRIS and in R:\Volunteer Services.

Episodic Volunteers

An episodic volunteer is an individual who provides service for a specific event or task and
makes a commitment for a one-time event. Examples include a volunteer who provides
service for a one-day beach clean-up, community outreach event, or trail work party.

Group volunteers not involved in an Adopt-A-Park Agreement, are considered episodic
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volunteers, and will follow the same expectations, schedule, and assignment requirements as
below. In some cases, Adopt-A-Park partners may use the Volunteer Service Agreement:
Episodic Volunteers for their group’s service day projects.

Volunteer Requirements for Episodic Volunteers

Requirements will be dependent upon the volunteer assignment, and determined by an
individual OPRD MU or division. There are additional restrictions on youth volunteers
servingin this role; see page 15 for more information.

To see what on-boarding forms and trainings are required for this volunteer assignment, go
to the Volunteer Assignment Requirements Matrix on appendix page 60.

Length of Service

Episodic volunteer assignments are for a specific, identified time period, and occur on one
specific day. As such, the schedule for an episodic volunteer must be clearly identified in the
Volunteer Service Agreement: Episodic Volunteer form.

If the assighment is more than one day, use multiple Volunteer Service Agreement:
Episodic Volunteer forms, or consider reclassifying thisvolunteer role as an Individual
Volunteerassignment.

Example Schedule:
» Saturday, July 6, 2019, 10:00 am — 3:30 pm.

Expectations of Service

Volunteers are representatives of OPRD during their service, and as such they are held to
the highest appearance and performance standards. The expectations OPRD has for all
volunteers are included in the Volunteer Service Agreement: Episodic Volunteer Form, in
the code of conduct section.

The Volunteer Service Agreement: Episodic Volunteer Form can be on OPRIS and in
G:\Volunteer Programs.

Documentation & Reporting Requirements

OPRD staffare required to document the following parts of service for Episodic
Volunteers:

* Volunteer profile in OPRIS:
o Special event volunteer profile in OPRIS
o Group volunteer profile in OPRIS

= Volunteer Service Agreement: Episodic Volunteer, uploaded and documented in
OPRIS.

= Volunteer service hours in OPRIS

Forms & Help Guides

" Volunteer Assignment Requirements Matrix, appendix page 60.
= Example Volunteer Assignment Descriptions, found in G:\Volunteer Programs.
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* VolunteerService Agreement: Fpisodic Volunteers, found on OPRIS and in
G:\Volunteer Programs.

Internship and Service Learning Volunteers

Volunteer internships with OPRD are a volunteer assignment that is a form of experiential
learning that integrates knowledge and theory learned in the classroom with practical
application and skills development in a professional setting.

Volunteer interns and service learners are ineligible for volunteer injury coverage, and as
such have a different volunteer service agreement they need to complete. See the section on
volunteer service agreements on page 38 for more information.

Volunteer Requirements Volunteer Internships and Service Learners

= Volunteer service learners or interns must receive academic credit for their service or be
currently enrolled in an academic or internship program (such as optional practical
training).

* The volunteer assignment’s primary purpose is to support the learning and experience of
the intern or service learner, rather than primarily meeting the needs of the park or
division.

* There is no promise of future employment.

* The is no payment or stiped received.

If all of the requirements above cannot be met, consider if this role would be better
classified as an individual volunteer rather than as a volunteer internship.

To see what on-boarding forms and trainings are required for this volunteer assignment, go
to the Volunteer Assignment Requirements Matrix, in the appendix on page 60.

Discrimination and Harassment Training

The State of Oregon’s Discrimination and Harassment Free Workplace training is required
for all park hosts, residential volunteers, and those in individual on-going volunteer
assignments. This training is no longer available for volunteers on ilL.earn.gov. Direct
volunteers to complete their statewide discrimination and harassment training online here:

sites.google.com/view/oprddiscriminationharassmenttr/home

This training, when completed online, will be updated on a volunteer’s OPRIS profile by
volunteer programs staff on a weekly basis.

Information Security Training Foundations

Oregon’s requires all staff and some volunteers to take Information Security Training:
Foundations. OPRD has a formal exception that waives this requirement for volunteers as
long as the following activities and responsibilities are not a part of their service:

" Use of an Oregon.gov email address.

= Use of a personally assigned OPRD mobile device or laptop.

* Volunteer work directs individual to use an OPRD computer or device with access to
servers and/or access other sensitive databases.

= Use of a key, or keycard access to OPRD buildings with sensitive files.
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= Access to confidential contract and/or personal information on vendors, contractors,
volunteers, visitors, staff, and/or any partners of OPRD.

If a volunteer will be serving in a role where one or more of those activities will be a part of
service, they will need to complete Security Training: Foundations on il.earn.gov prior to
their service start date. This training is required annually. If you need assistance in giving a
volunteer access to this training on iLearn.gov, contact the statewide volunteer programs
coordinator.

Expectations of Service

Volunteers, including interns and service learners, are representatives of OPRD during their
service, and as such they are held to the highest appearance and performance standards.
The expectations OPRD has for all volunteers are included in the Volunteer Service
Agreement: Internship and Service Learner form, in the code of conduct section.

The Volunteer Service Agreement: Internship and Service Learner form can be found on
OPRIS and in G:\Volunteer Programs.

Documentation & Reporting Requirements

OPRD staffare required to document the following parts of service for Internship or
Service Learning Volunteers:

* Individual, non-host volunteer profile in OPRIS.
® Volunteer Service Agreement: Internship and Service Learner, uploaded and
documented in OPRIS.

= Volunteer service hours in OPRIS.

Forms & Help Guides

" Volunteer Assignment Requirements Matrix, appendix page 60.

* VolunteerService Agreement: Internship and Service Learner form, found on OPRIS
and in G:\Volunteer Programs.

»  Volunteer Time Sheet, found on OPRIS and in R:\Volunteer Services.
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Volunteer Group Agreements

For a quick comparison of the different types of volunteer group agreements for groups, see

appendix page 61.

Cooperative Associations (Official Friends Groups)

This section only discusses volunteer program involvement within cooperative association
agreements. All questions about agreements and other areas of friends groups partnerships
should be directed to the district and/or region manager.

OPRD’s partnerships with cooperative associations, commonly called friends groups, are to
tollow ORS 390.141 Agreements between State Parks and Recreation Department and private
organizations. In the ORS, it allows OPRD to enter into an agreement with cooperative
associations, and allows the cooperative association to use staff or volunteers to fulfill the
provisions within the agreement.

An agreement is made between the board of the friends group/cooperative association and
the park manager. A park manager should check in with their district and region manager for
their specific authority in recurring friend’s group agreements (region manageris required for
initial or new friends group agreements). The board of directors of a friends group is a
separate entity from OPRD, and the role of board member is not a volunteer assignment of
OPRD. Individuals, when acting in the role of board member, serve as a volunteer of the
cooperative association.

Requirements of Volunteer Programs included in Cooperative Association
Agreements:

* Volunteer programs and/or support of volunteer programs must be defined in the
Cooperative Association Annual Plan.

* To determine liability, volunteer programs must be defined as OPRD or cooperative
association programs in the annual plan (all OPRD defined volunteers and volunteer
programs must follow ["OI.070 [ o/unteer Management Policy.

*  Volunteer program support must be documented by cooperative associations in the
annual report.

Defining OPRD or Friends Group Programs: Why That Matters

All volunteer programs, as part of the agreement, must be identified as either OPRD
programs or cooperative association programs. This is to determine which organization is
liable for the program, including staff, volunteers, and program participants.

OPRD Programs: Programs are managed by an OPRD staff member. Volunteers in this
program are OPRD volunteers and must follow VOL.070 1 olunteer Managenent Policy.
Cooperative associations may support OPRD volunteer programs, with friends group staff
or volunteers, by supporting volunteer recruitment, general program administration, or an
alternative method of assistance. The support provided by a cooperative association must
be specified in the agreement.

Cooperative Association Programs: Programs are managed by a cooperative association
member. A cooperative association is a separate non-profit group. Some of the activities the
cooperative association engages in may not align with OPRD goals, or be permitted in State
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or OPRD policy. These programs could fall outside of cooperative association agreements,
are considered cooperative association programs. If the program was identified in the
cooperative association agreement, as being a cooperative association program, the friends
group is responsible to adhere to the requirements, objectives, and goals within the
agreement. However, the management of volunteers for cooperative association led
programs is only subject to the policies and procedures of the friends group.

Example, OPRD Program

A once a month community event is put on in partnership by a friends group and a
state park. Although the program is a partnership, and friends group staff are heavily
involved in recruitment and coordination of the volunteers and event activities, it is
ultimately considered an OPRD program, because it was defined as such in the
Cooperative Association Annual Plan. As an OPRD program, all volunteers for this
event are considered OPRD volunteets, and as such the volunteers will be covered
under the state of Oregon’s tort liability and Volunteer Injury Coverage (as long as
volunteers sign an episodic volunteer agreement for the event).

Example, Cooperative Association Program

An afterschool youth program, coordinated by a friends group, includes the state park
as one of its field trip destinations. The friends group will coordinate the field trip visit
with OPRD staffand the afterschool program is entirely coordinated by the friends
group. A commitment for OPRD staff presenters is included in the Annual Plan
between the state park and the friends group. Volunteers supporting this program
would be considered friends group volunteers, and would not be covered under tort
liability and Volunteer Injury Coverage. In this case, the friends group would be
advised to have their own volunteer and program tort, injury, and insurance coverage.

Documentation & Reporting Requirements

OPRD staffare required to document the following parts of volunteer service, related to
cooperative association agreements:

Included in the Annual plan, all volunteer programs, events, or volunteer program
support that a friends group will be participating in during that time period.

Upload annual plan to OPRIS friends group profile.

Annual Report, for Volunteer Programs includes: summary of volunteer service, at
minimum total volunteer hours and volunteers.

Appropriate volunteer service agreement based on the types of volunteers utilized to
tulfill the Annual Plan uploaded to OPRIS group profile (unless alternative volunteer
record keeping and paperwork documentation has been agreed to as part of the
Annual Plan or Five Year Agreement).

Forms & Help Guides

Cooperative association partnerships include more programs and considerations than just
volunteer programs. There are financial considerations and other units that are involved in
these partnerships. For any questions on the larger friends group program, or to meet the
full requirements, beyond the volunteer program requitements, consult your district and/or
region manager.
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Adopt-A-Park

As defined in ORS 390.739 Oregon Adopt-a-Park Program, the Adopt-A-Park program is a
volunteer program administered by OPRD, designed to allow volunteers to assist in the
operation and maintenance of Oregon’s state parks.

Adopt-A-Park Agreements are made by a manager at the Management Unit, district, region,
or statewide level.

Who can enter into an Adopt-A-Park Agreement?

An individual, a group of individuals, a volunteer group or service club, a corporate or
business group, and/or any entity that is tax exempt under section 501(c)(3) of the Internal
Revenue Code, may enterinto an Adopt-A-Park Agreement with Oregon State Parks.

Agreement Designees: In the agreement, OPRD will identify a manager, at the level the
agreement is made (MU, district, region, or statewide), who will be the OPRD agreement
designee. The OPRD designee is responsible for managing and writing the agreement, and
is the main point of contact for the Adopt-A-Park Group. The Adopter will also have an
agreement designee, who will be the main point of contact for OPRD, and will manage and
tulfill the obligations of the agreement, and enter into the agreement on behalf of the group.

What can Adopt-A-Park Agreements Include?

Adopter groups, may volunteer to support a certain park, trail, habitat area, structure, entire
management unit, or another specific site within OPRD.

Adopters may financially support a service that has been defined in an agreement through
buying materials or donating money.

OPRD may purchase materials and supplies that support the volunteer service as defined in
the agreement, but outside of reimbursements, OPRD may not donate or give money to the
adopter in exchange for any of the volunteer service within the agreement.

Requirements of the Adopt-A-Park Program:

»  Adopt-A-Park Agreements are made for one-year terms (this time period is defined in

ORS, and as such, agreements may not extend beyond 1 year. A new agreement must
be made annually).

* Adopt-A-Park groups must host a minimum of two days of service annually as part of
their agreement.

*  Groups must follow all policies and procedures related to youth volunteers when
engaging individuals under 18 years in volunteerservice.

Signs for Adopt-a-Park Partners

As stated in the ORS, OPRD has created a recognition program for Adopt-A-Park groups.
Adopt-A-Park park signs are subject to the sign program, a part of the Communications
Division, and are to be ordered through this website: https://stores.pagedna.com/oregon-

parks-rec/index.cgi.

Adopt-A-Park groups should have completed a minimum of 1 year of service as specified in
their agreement, and have signed an agreement for a 2™ year before parks order a sign for
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an adopter group. Exceptions to this are made at the discretion of park management.

Documentation & Reporting Requirements

OPRD staffare required to document the following parts of service for Adopt-A-Park
partnerships:

Adopt-A-Park Profile in OPRIS.
Adopt-A-Park Agreement.
Completed annually, managed and written by the OPRD designee and adopter designee.
Uploading completed agreement to OPRIS profile. (Use +.Add Agreement on OPRILS
Adopt-A-Park Profiles).
Attachment(s) of Adopt-A-Park Service Activities:
To be completed by a park manager with adopter designee.
Multiple attachments may be needed if the agreement is at a district, region, or statewide
level, and multiple management units are included; one attachment per management unit.
Volunteer Service Agreement (individual or episodic), uploaded to OPRIS.

Forms & Help Guides

* Comparison: Adopt-A-Park, General Group, and Contracting, appendix page 61.
*  Adopt-A-Park Agreement, found on OPRIS and in G:\Volunteer Programs.

General Groups

General volunteer groups, which may include community, corporate, non-formal youth
groups, that arrange a special project or day of service with a park are considered Episodic
Volunteers. There is no longer a specific Group Volunteer Service Agreement Form. Now,
depending upon the service, a management unit or division may choose to create a group
volunteer profile for them instead of special event profile.

See the Episodic Volunteer section on page 17 to review forms, requirements, help guides
for general group volunteers.

Other Agreement Options: Contracting

Contract Options for Volunteer Agreements

There are a few different options available to parks when an Adopt-A-Park or cooperative
association agreement does not meet a situation’s volunteer service needs.

When entering into the OPRD procurement process for volunteer service activities,
volunteer groups will be defined as contractors, and will not be considered direct OPRD
volunteers.

If a MU, district, or statewide agreement outside of contracting is to be pursued, staff
should consult their upline management to determine what possible agreement structures
can be pursued.

Special Contract Agreements:

Consult OPRD Procurement section to pursue either of the specific contracts below:
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* Youth Job Development Organizations, ORS 344.415-425
=  OtherPublic Agencies, ORS190.110

OPRD Contracts and Procurements:

= Small Procurements
®»  Intermediate Procurements
= Competitive Sealed Bidding

If an OPRD MU or division wishes to enter into a separate MOU, memorandum of
understanding, with a group regarding volunteer service, an agreement that may include
sponsorship or payment for volunteer service, MUs or divisions are to follow the policies,
procedures, and guidelines for contracting and procurement as identified by OPRD
Procurements section.

Forms & Help Guides

* Contact the OPRD Procurements section with any questions about this process
and/or its requirements.
»  Comparison: Adopt-A-Park, General Group, and Contracting, appendix page 61.
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Appropriate Volunteer Service

Augmenting OPRD Staff Duties

Volunteer assignments may include tasks that augment duties performed by paid staff.
Volunteer tasks may not exclusively replace tasks normally assigned to paid staff.

Augmenting staff duties is demonstrated in an OPRD MUs or division’s ability to absorb a
portion of volunteer tasks or temporarily stop providing non-essential tasks whenever
volunteers are unavailable to complete those tasks.

Example, Augmenting Staff Duties: Volunteer assignment has volunteers support
campground operations, which includes mowing grass. With volunteer support mowing is
done weekly. When volunteers are present, staff are able to focus on additional services.
When volunteers are not serving in the role, mowing is done by staff on a bi-weekly or
monthly basis. In this example, volunteer service for this task allows the park to meet a
higher level of service and expectation than it would with staff alone. If volunteers were not
there, the task would go undone, or not done at the same service level.

Example, Replacing Staff Duties: Volunteer assignment has volunteers exclusively checking-
in campers to their sites. Checking-in campers to sites is not a part of current ranger duties,
and rangers do not perform this task. When volunteers are not available, ranger staff have to
take over the responsibilities as they were being performed, because the task is crucial to the
park. In this example, the task that’s included in this volunteer assignment was given
completely to volunteers, and it was no longer an activity that staff were trained on or
considered responsible to do. Because it is critical to park operations, when no volunteers are
available, staff must take on the role again. This is an example replacing staff duties, rather
than having volunteers support key tasks, which is not allowed.

Volunteer Role in Enforcement

Volunteers are neither expected nor empowered to enforce OPRD park rules. Subject to
PSP.040 Park Area Rule Enforcement Policy, volunteers may advise, or educate the public on
park rules, but may not engage in rule compliance. Prohibited enforcement activities include,
but are not limited to: issuing compliance requests verbally or in writing and issuing violation
notices.

Enforcement is strictly the responsibility of commissioned park staff. Volunteers do not
receive the same training, resources, or protections that enforcement staff receive. We
cannot predict the reaction or behavior of a guest that has been given a written warning or
asked for compliance, and an enforcement contact that seems to be relatively benign, can
quickly turn into a more serious situation. Volunteers are not paid staff and are not to be put
into greater risk by having enforcement as part of their role. As such, they can educate and
inform on park rules only.

Examples:

* Allowed: Volunteer park host at a day-use park is given a stack of flyers that list the park
hours, and the time the gate will be locked. Volunteer is instructed to put these flyers on
all cars in the lot 4 hours prior to close. This falls under informing, it’s not a citation
document, and does not threaten further fines or actions, or what happens if someone is
out of compliance.

* Not Allowed: Volunteer park host is assigned to stand on a bike path and ask each child
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or parent of a child to wear a helmet or they may receive a citation and fine. This is not
only asking for compliance, but it’s putting the volunteer in the position as a first contact
in an enforcement situation. This goes beyond informing the rules, as the host is seeking
out visitors not in compliance, and this is not general information sharing.

Volunteer Roles in Cash Handling

Volunteers who are given duties related to cash handling are subject to the same cash
handling controls, procedure, and training as OPRD employees. For details on cash handling
controls, refer to the RRAP Manual.

Unless an exception has obtained an exception from the Accounting Department, volunteers
may not:

* Reconcile daily receipts.

* Prepare bank deposits or revenue forms.

* Deliver deposits to the bank.

= Access the reservations system.

* Perform any type of cash handling in park booths.

" Be considered dual custody when preparing deposits.
* Be givenaccess to a safe.

Volunteers may:

® Use achange fund to facilitate gift shop or amenity sales such as firewood or ice, as long
as a specific amount has been approved by the OPRD MU Manager and a Change Fund
Transfer Form has been completed.

* (Claim bottle/recycling deposits for the park.

Forms & Resources
=  RRAP Manual.

Safety: Approved Volunteer Tasks

Volunteer tasks, identified as low hazard or moderate hazard in the SAF.070.080.PR
Volunteers and Safety Sensitive Tasks Procedure, may be included in volunteer assignment
descriptions. Tasks identified as high hazard are prohibited from being a part of a volunteer
assignment managed by OPRD MUs or divisions.

Exceptions allow for an OPRD unit to identify an individual volunteer to engage in high
hazard tasks on a case-by-case basis. These exceptions are made for individuals, and not
made for general volunteer assignments. The exceptions process must follow the procedure
outlined in the SAF.070.080.PR 1 olunteers and Safety Sensitive Tasks Procedure, which includes
obtaining district manager approval.

Evaluating Tasks for Safety

Staff should think about the tasks and the level of risk being assigned to volunteers. It may
be helpful to answer the following questions to help identify what appropriate training may
be for a specific activity, or if an activity may not be suited for volunteer service:

1. What safety trainingis required or provided to staff who take on this task or

27


http://policy.oprd/read_policy.php?doc_id=2270009
http://policy.oprd/read_policy.php?doc_id=2270009
http://policy.oprd/read_policy.php?doc_id=2270009
http://policy.oprd/read_policy.php?doc_id=480001
http://policy.oprd/read_policy.php?doc_id=480001

activity? Is it possible to provide the same level of training to a volunteer?

2. How are staff supervised while performing this activity? How could volunteers
receive the same level of supervision?

If staff have questions about appropriate tasks or training associated with them, contact
OPRD’s Safety Program Manager.

Forms & Resources

v SAF0710.080.PR 1V olunteers and Safety Sensitive Tasks Procedure,in the Safety and Risk
Resource Manual, found on OPRIS under Forms/Resources Safety and Risk.

Equipment Use by Volunteers

Volunteers may use state property in the performance of their volunteer assignment with
permission and instruction from their OPRD MU or division. Volunteers are not permitted
to use state property for personal use, unless explicitly given permission by management.

OPRD MU or division managers may give permission for volunteers to use their own
personal equipment during volunteer service when the equipment has been approved by the
manager and the volunteers have signed a volunteer service agreement and/or Adopt-a-Park
Agreement.

Equipment Checkout Form can be found in R:\Volunteer Setvices. Use this form is
volunteers will be given park property to use for the duration of their service that they will
need to return: keys, tools, etc.

Driving Vehicles as Part of Volunteer Service

Volunteers may only operate utility vehicles and/or vehicles that require a Class Clicense as
part of their volunteer assignment.

To operate State vehicles or utility vehicles as part of volunteer service, volunteers must:

" DPossess a valid driver license.

® Be 18 years of age or older.

® Havea valid and approved driving record check on file.

® Have avalid Volunteer Service Agreement on file.

= Complete all required safety training for vehicle use.
A specific training module on Utility V'ebicles is included a part of the required safety
training for host assignments. Review this specific safety module here: R\'V olunteer
Services\Safety & Harassment\Safety Host Training

To operate a volunteer’s personal vehicle as part of volunteer service:

* All the volunteer requirements for operating state vehicles must be met.

=  OPRD MU:s and divisions must follow the permission requirements in FIN.060.000
Department Travel Policy, including OPRD unit permission for personal vehicle use in
advance of driving,.

When is Driving a Personal Vehicle Included in Volunteer Service?

The short answeris thatitis up to the manager of a management unit or division to
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determine if driving a personal vehicle should be a part of a volunteer’s assigned tasks.

In general, if volunteer service requires the use of a volunteer’s personal vehicle, they
should be reimbursed for the travel related to volunteer service, and the time spent
during travel should be included in their recorded volunteer hours.

If a volunteer’s service location is not at the same place where they are residing, OPRD
staff need to be clearinidentifying when that volunteer’s service begins.

Example, Driving is not Included in Volunteer Service:

A park host is assigned a RV site at a park as part of their service. However, they will
be volunteering at a lighthouse that is 5 miles from the park. OPRD staff will include,
in both the volunteer assignment description and during the interview/selection
process, that although a campsite will be assigned for the volunteer while they perform
service, volunteer service begins once a volunteer arrives at the volunteer site and ends
on site when the scheduled shift ends.

This makes it clear that driving from the campsite assigned to the volunteer and the
volunteer site is not included in their recorded volunteer hours, and is not part of
volunteer service.

This is similar to a lighthouse volunteer that lives locally in the community. There
volunteer service begins and ends when they arrive and leave the volunteer site, and
drive time from their place of residence to the volunteer site is not included as part of
volunteer setrvice.

Example, Driving is Included in Volunteer Service:

An advisory board volunteer that lives in Bend is required to attend an in-person
meeting in Portland annually. Due to the needs of the advisory board to have volunteer
representation from an individual from Bend and the additional expense driving
burdens this volunteer with, reimbursement will be provided for driving related to this
meeting. As reimbursement is provided, driving will be included in volunteer service,
and OPRD staff will share that their volunteer hours will include the travel time to and
from this meeting.

Forms and Resources:

= FIN.060.000 Department Travel Policy.
= Criminal background check and driving records check instructions, appendix page
67.

*  Adopt-A-Park Agreement, found on OPRIS and in G:\Volunteer Programs.
* Volunteer Service Agreements, found on OPRIS and in G:\Volunteer Programs.

Personal Use of OPRD Computers and Internet by Volunteers

Volunteer park hosts provide volunteer service over an extended period of time. It is
reasonable to expect that in order to recruit and retain volunteers, park host volunteers will
need to use OPRD computers and internet for personal use. Reasonable use of OPRD
computers and internet is directed by L5.020.000 Acceptable Use of Information Assets Policy.
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Use of OPRD Internet by Volunteers

As stated in IS.020.000: “Incidental personal use of OPRD guest wireless is acceptable as
allowed under this policy. Personal use of the guest network must be incidental and must
not impair OPRD business.”

It’s important that volunteers who use OPRD internet for incidental personal use, use
the internet appropriately. It is a state provided resource, and as such the websites
volunteers visit, and online programs they utilize with their personal devices, are held to
a higher ethical standard and to not be a misuse of resources; the same standard for
OPRD employees.

For any use of OPRD networks:

*  “Audio and/or video streaming for petsonal use via the Internet, including radio
stations, television shows, videos, or any other content which provides a
continuous feed through the Internet is not allowed on OPRD systems.”

= “Use shall not include playing games, whether Internet, personal, or those included
with approved software applications. State systems may not be used for hosting or
operating personal Web pages or for non-business-related postings to Internet
groups, chat rooms, Web pages, or list serves.”

Use of OPRD Computers by Volunteers

If a park has a general computer that is available for staff and volunteer use, volunteers
may use the computer during times as specified appropriate by a park and when the
computer is not needed for OPRD related work or volunteer assignments. Volunteers
will need to utilize a generic volunteer account to sign onto an OPRD computer that
hotline may set up for a park. This one accountis used by all volunteers anytime they
need to log onto the computer. The volunteer guest login limits computer access to
volunteers so they will not have access to OPRD drives, OPRIS, or other sensitive files.

In addition to the policy statements on OPRD internet systems use, from 1S.020.000,
while using OPRD computers or equipment:

*  “Non-approved software shall not be downloaded or installed from the Internet or
other external sources.”

= “State information systems shall not be used for personal solicitation. For example,
systems shall not be used to lobby, solicit, recruit, sell, or persuade for or against
commercial ventures, products, religious, political causes or outside organizations.”

How to Create a Generic Volunteer Login for a Park Computer

Submit a Helpdesk request through the support portal:
https://oprd.freshservice.com/support/home.

Assignment Modifications for Volunteers

Volunteer assignment modifications will be made for volunteers, whenever possible, to allow
for inclusive and safe volunteer experiences.

Volunteers serving in any assignment will have their ability to perform assigned tasks
assessed by their OPRD MU or division. If a volunteer shows an inability to perform a task
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safely, the OPRD MU or division may provide further training or modify the task, to
support the volunteer in their performance of the assignment.

If modifications cannot be made which allows the volunteer to perform the assignment, the
OPRD MU or division may identify more appropriate assignments, or contact their regional
program coordinator to identify other available assignment options. If no other
opportunities can be identified, and there are no alternative volunteer assignments, the
volunteer assignment will be terminated.

Documenting Modifications

Include appropriate information on the notes section of a volunteer’s profile that will help
future OPRD volunteer assignments support and work with a volunteer.

Do not upload any medical records or include notes about medical records on their
volunteer profile.

Example Note: Volunteer Jane has a passion for the Junior Ranger program, however, she
cannot stand for long periods of time, and cannot carry equipment that weights over 20 Ibs.
(approximately). OPRD staff moved locations of Jane’s Junior Ranger programs to areas
where seating was available, and would have another volunteer or staff member assist her in
unloading heavy materials (as needed).

Staff & Family Members of Staff as Volunteers

If a staff member wishes to volunteer for an OPRD volunteer assignment, including
seasonal staff during the off-season, their manager should contact their HR business partner
to determine if the volunteer service is appropriate.

If a family member of a staff member wishes to volunteer, the staff member’s manager
needs to verify that the position does not create an ethical conflict in supervision,
preferential treatment, orin the creation of an assignment that violates HHR.050 Professional
Standards Ethies and Conflict of Interest. Managers should contact their HR business partner to
discuss potential conflict if they are uncertain on whether or not a family member
volunteering creates ethical conflict.
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Volunteer Uniforms and Supplies

Uniforms

The volunteer uniform pieces currently offered, and the volunteer roles that are able to wear
these uniform pieces are found in the grid below. Additional information on the uniform can
be found in the OPRD Uniform Manual.

Visor, Aussie Name Tag |Mesh
) Hat Neon
Vest Solid Cap, Vest*
Mesh Cap
Residential
Volunteer/Park
H Allowed Allowed Allowed Allowed Allowed
ost
Individual/Long- Allowed Allowed Not allowed | Allowed Allowed
Term Volunteer
Episodic Not allowed | Not allowed |Not allowed | Not allowed |Allowed
Volunteer

*Mesh neon vest is an item that OPRD MUs or divisions may have in a volunteer
uniform library, but are not to be purchased to give to volunteers. Mesh neon vests are
provided by the MU or division.

Ordering Uniforms

Send volunteer uniform orders using the Volunteer Supply Order Form, found on OPRIS
and in R:\Volunteer Services, to the Statewide Volunteer Programs Coordinator:
allison.watson@oregon.gov or by fax to 503-986-0794.

Supplies

Additional volunteer supplies, provided by the statewide program, are listed below. These
additional supplies are only available to park host volunteers. Additional volunteer supplies
may be purchased and supplied by an individual OPRD MU or division.

Park Host Door Hanger

(On Duty/Off Duty)
Host Sign

Park Host Allowed Allowed

Ordering Supplies

Send volunteer supply orders using the Volunteer Supply Order Form, found on OPRIS
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and in R:\Volunteer Services, to the Statewide Volunteer Programs Coordinator:
allison.watson@otregon.gov ot by fax to 503-986-0794.

Fee Waivers

Individuals or groups providing in-kind services in-lieu of an overnight fee may get the fee
waived based on the park manager’s discretion. Since group sizes and projects vary widely,
the park manager should determine the number of service hours required to equal or exceed
the value of fees waived on a case by case basis. Documentation should be kept on how the
value was determined. Park managers will need to follow the policy and procedures related
to FIN.080.000 Fee Reductions & Waivers Poligy to issue a fee waiver to a volunteer.

State Parks Passes

En Route Pass/Host Special Access Pass

OPRD provides patk hosts with a digital /printable annual En Route or Host Special Access
Pass. This pass serves as a day-use pass at OPRD sites, as well as a waiver for overnight
camping during travel to, from, and between volunteer assignments. The Host Special
Access pass allows hosts to have:

®  One free night when traveling to or from an OPRD park host assignment.
® Two free nights when traveling between OPRD park host assighments.
*  Waive fees at OPRD day-use fee sites.

The Host Special Access Pass expires December 31* of the yearit was distributed.

Park hosts are eligible to receive the Host Special Access Pass if they serve in any park host
assignment for the year the pass expires. Passes may be digitally or manually printed by
OPRD staffand either emailed or given directly to a park host or host team.

Creating a Host Special Access Pass

» Staff Instructions, Creating a Host Special Access Pass, found in R:\Volunteer
Services.
» Current Year’s Host Special Access Pass Template, found in R:\ Volunteer Setvices.

»  Host Special Access Pass Confirmation Letter, found in R:\Volunteer Setvices.

Making Reservations:

To reserve a site using the Host Special Access Pass, hosts may only call in reservations.
Reservations cannot be made online. Hosts are to call Info Line, and make a reservation
for an overnight stay.

If a host does not call in to make a reservation in advance, they can pay for the site, and
then call into Info Line at a later date, to receive a full refund. Info Line: 1-800-551-
6949.

Camping reservations, as part of the Host Special Access Pass are of no cost to the
volunteer(s). The $8 Reserve America fee is not charged to park hosts for overnight
camping.

Review the confirmation letter that is sent to park hosts along with their pass.
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Volunteer Recruitment

Non-discrimination

OPRD does not discriminate against volunteers during recruitment for assignments based on
race, color, national origin, sex, religion, age, disability, marital status, sexual orientation,
gender or any other protected class as defined by state and federal law. Individuals have
equal opportunity to apply for any OPRD volunteer assignment, and may not be removed
from consideration on the basis of their protected class(es).

Host Teams vs. Individual Hosts:

Specifically, non-discrimination means that unless it is an essential part of the volunteer
service, management units cannot exclude single park hosts from being considered for an
assignment based on their team status alone. For certain assignments It may be necessary to
have a volunteer team instead of a single host: if the host will be servingat a remote
location where only one site is available, or if two individuals are needed to meet the safety
requirements of performing a task. However, for all assignments where it is not absolutely
necessary, the status of a potential volunteer as part of a team or as a solo individual may
not be considered in determining fit for the assignment.

Hour commitments are dependent upon the service of a volunteer assignment, and are
based on the expected time it would take an individual to complete an assignment. It is
unacceptable to have different service hour expectations for the same assignment that
change based on whether or not a volunteer is single or a member of a couple.

For Example: if a volunteer assignment supports yurt cleaning, a volunteer should be
told to expect to serve 4-6 hours each day cleaning X amount of yurts. The time will vary
based on if they have a partner to support their work (either as a member of their host
team, or a different host/staff member), their efficiency, as well as how many yurts need
cleaning. But at the end of the week, the expectation is that the volunteer accomplishes
the tasks they are assigned successfully, and a single host does not have an additional
expectation of working more hours just because they do not have a partner.

Recruitment Postings

Recruitment should be specialized for different volunteer assignments. Additional tools and
resources will work for different locations across the state and different volunteer roles.

All park host, individual volunteer, and episodic volunteer roles should have recruitments
posted on the https://stateparks.oregon.gov website. Find instructions on how to post
recruitments to this website through OPRIS in G:\Volunteer Programs.

Park Host Urgent Need Recruitment:

Staff can use a listserv email address to announce immediate needs for an upcoming park
host assignment they need to fill within the next 60 days. For listserv instructions on format
and how to send an email to this list, find document in R:\Volunteer Services.
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Additional Resources to consider for local and community Individual and
Episodic Volunteers:

»  https://www.volunteermatch.org

* United Way - Regional Community Affiliate.

= Nearby colleges, contact their service learning or career centers.

» Press release, contact the OPRD Communications Division for support.

* Nearby corporate groups, large corporations and local banksusually have social giving
programs where their staff are encouraged to engage in community service.

If you’re having difficulty recruiting for a specific volunteer assignment, reach out to your
regional program coordinator, who can help identify any barriers that may be in place and
support you in a specialized recruitment process.

Screening Potential Volunteers

Each division or management unit is responsible for screening volunteer candidates to
ensure potential volunteers meet the minimum requirements of a volunteer assignment, and
that those volunteers understand the expectations and duration of service.

Screening potential applicants is important for all volunteer assignments. Long-term,
individual volunteers and residential volunteers/park hosts should be interviewed by staff
whenever possible to determine if they meet the needs of the assignment and if a MU or
division can meet the needs of the volunteer.

Screening Process for Park Hosts:

The screening process is determined by each individual management unit. Below are some
suggestions for how to successfully screen park host applicants and make recruitment a fair
and transparent process:

Review OPRIS Volunteer Profile:
Notes

Review this section for notes from other parks, RPC, and statewide staff. If a sensitive
note has been included on a volunteet’s profile, a flagged notification will appear on
this page. OPRD managers, regional program coordinators, and the statewide
volunteer programs coordinator have the ability to view sensitive notes, so reach out to
one of those staff members if you are unable to review a note on a volunteer profile.

Performance Evaluations

On the biography tab of a volunteer’s profile, a performance evaluation section will
appearif any have been entered for this volunteer.

References

References are primarily useful when looking for professional or specialized volunteer,
such as a board member. When recruiting for other volunteer types, understand that
most individuals will only list references that will speak highly of them, or might be a
personal connection. However, if there is not enough information gathered from the
interview process, or their profile alone, reaching out to references can be a great way
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to gain a better understanding of the level of service and engagement you can expect
from a volunteer.

Learn how to conduct an appropriate reference check and view example questions for
references on appendix page 83.

Interview Strategies

For assignments that require special or advanced skills, are only available to a limited
number of individuals, or require volunteers to temporarily live on site, the interview is
an important part of the recruitment process. It gives staff additional information on
potential volunteer candidates to ensure they can fulfill the required qualification of a
role as well as to identify who the most qualified candidate may be.

See the OPRD Volunteer Interview Questions Guide, on page 81, for ideas on not
only interview questions, but also ideas on how to successfully set up your volunteer
interview process.

Suggested Strategies

® Be open about your recruitment process on volunteer position announcements you
list on the OPRD website, and ensure that park specialists, current hosts, and park
staff also know the process, so they can share the process with interested potential
hosts.
For Example, if you reach out and contact interested volunteers every other
month, share that with staff. Have staff share this with potential volunteers,
collect the contact information from any interested host, and add it to a list
or file that you’ll refer to when it’s time to interview volunteers.
® Treat host teams as two individuals, and interview and place them in assignments
accordingly:
Speak with BOTH hosts: It’s easier to just speak and communicate with the
primary communicator for a potential host team. However, if both members
of a host team are looking for an assignment, speak with both to ensure that
they will EACH be successful in their individual park host positions.

Selecting Volunteers

It is important to have a formal end to the selection process that lets not only the volunteer
who was selected know they secured the assignment, but also informs those not chosen.

Selected Volunteer

After you have determined which volunteer(s) you will be selecting to fulfill a particular
volunteer assignment, it is important to inform them, and provide them with the
information they need to be successful at this stage of the process.

For park hosts, a written confirmation letter sent by email is appropriate. A confirmation
not only share details about the specific assignment, and its start and stop dates, but also
park staff contact information, and what a volunteer can expect as far as communication
and requirements before they begin their assignment.

Parks may develop their own confirmation email or utilize a template found in
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G:\Volunteer Programs.

For individual and episodic volunteers, a written confirmation is still important. The
confirmation letter may not be as detailed as the one for park hosts, but it should be similar.
In addition to the volunteer assignment description, include the date of their volunteer
orientation, service dates, staff contact information and what to expect before the volunteer
arrives to engage in service.

Volunteer Not Selected for Service

It is important to close the process for all volunteers who were a part of the interview and
selection process for an assignment. The notification does not, and should not detail all the
reasons the final candidate was selected, or detail all the reasons they were not chosen for
the assignment. It should share appreciation for their participation in the
interview/selection process, and that a different candidate was chosen. Additionally, the
notification could direct the individual to apply for other volunteer assighments with that
specific unit or with OPRD in general.

It’s suggested that staff deliver this information in writing, email is preferable. Staff may
develop their own letter, or utilize an email template found in G:\Volunteer Programs.

Tools/Resources

*  How to list volunteer openings on OPRD’s website, found in G:\Volunteer Programs.
*  How to search for available volunteers on OPRIS, found in G:\Volunteer Programs.

*  OPRD Volunteer Assignment Interview Guide, appendix page 81.
* Volunteer Reference Checks guide, appendix page 83.

*  Email Template: Confirmation for park hosts, found in G:\Volunteer Programs
*  Email Template: Volunteer Not Selected for Service, found in G:\Volunteer Programs.
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Volunteer On-Boarding

On-boarding includes everything that OPRD does to introduce a volunteer to our agency, get
them in compliance with our processes and procedures, and get them successfully set up for
their specific volunteer assignment after they’ve been placed.

Checklists & Help Guides
Park Hosts

Volunteer Hosting Schedule Report, OPRIS

Print a report of scheduled park hosts for a park or management unit, and easily verify
most of the requirements the volunteer has completed. See instruction on how to access
report in the appendix on page 64.

Checklist & Timeline for On-Boarding Park Hosts
A brief overview of required parts of on-boarding, and a general timeline for when they
are to be completed for park hosts. Checklist found on appendix page 63.

All Volunteers

Statewide Requirements Guide

Shares required forms, and how often they need to be completed, for the
different volunteer assignments; found on appendix page 60.

Paperwork

All volunteer assignments require specific volunteer forms. For all volunteer assignments,
regardless of role, the following forms are required:

Volunteer Application (Profile in OPRIS)

Volunteers need to have a profile in OPRIS. This allows OPRD to manage their contact
information, record service history, and serves as a record for their paperwork.

Creating a Profile for Volunteer:

=  Volunteers (or OPRD staff) submit a completed application to
volunteer.oprd@oregon.gov. Staff will create a volunteer profile. Fax to 503-986-
0794.

» Region program coordinators or statewide programs coordinator can manually
create a volunteer profile in OPRIS during tight timelines.

® For volunteer groups, a separate group profile must be created.

Volunteer Service Agreement (VSA)

The VSA is an agreement between a volunteer and a MU or division, as well as the larger
Oregon Parks and Recreation Department. Generic VSA forms have been created for
agency use, however, ifa new form is needed to specifically address a volunteer assignment,
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contact the statewide volunteer programs coordinator, who will help create a new form for
your MU or division’s use.

The following sections are included in all VSAs:

®  Volunteer Injury Coverage or Workers Compensation.
= Tort Liability Waiver.
®  Code of Conduct for Volunteers with OPRD.

The following Volunteer Service Agreement forms may be found on OPRIS here:
Intranet/ OPRD/ Forms,/Resources/ Volunteers:

*  Volunteer Service Agreement: Residential Volunteer, also found in G:\Volunteer
Programs.

=  Volunteer Service Agreement: Individual Volunteer, also found in G:\Volunteer
Programs.

* Volunteer Service Agreement: Episodic Volunteer, also found in G:\Volunteer
Programs.

= Volunteer Service Agreement: Internship & Service Learning, also found in

G:\Volunteer Programs.

Liability Coverage, Injury Coverage, and Workers" Compensation for Volunteers

Volunteers must sign a State Volunteer Partial Waiver and Release of Rights before they
begin service with any OPRD unit. This waiver is included in the Volunteer Service
Agreement forms. The State Volunteer Partial Waiver and Release of Rights aligns state
coverage for incidents occurring as part of service based on a volunteer’s assighment.
Coverage is only active once OPRD units also provide a volunteer assignment
description and a schedule in addition to or included within the waiver. The following
coverages are included in the waiver, and provided by OPRD:

®  Workers’ Compensation Coverage is available for volunteers identified as subject
workers, including park hosts.

= Tort Liability and Motor Vehicle Liability are available for all volunteers.

= Volunteer Injury Coverage (VIC) is available to all volunteers not classified as
subject workers. Students or volunteer interns performing service related to
academic programs are excluded from VIC. Injuries occurring while operating an
unlicensed vehicle are excluded from VIC as outlined in DAS VVolunteer Injury
Coverage Procedure 125.7.204.

Volunteer Assignment Description

It’s important that no matter the assignment, there is a specific assignment description or
list of duties for a volunteer role. This allows both the OPRD MU or division and the
volunteer to have a clear understanding of what is expected as part of volunteer service.
This schedule is also an important reference for the injury reporting process for volunteers.

Specific Assignment Duties or Activities:

Needs to specifically address the duties the volunteer will be engaging in, and cannot be
too broad. For example:
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Not Acceptable:

Volunteer will support campground operations.

Acceptable:
Volunteer will:

® Respond to visitor, staff, and volunteer requests in an attentive and respectful
mannet.

= Assist with campground guest check in and check out.

= Provide excellent customer service for park visitors by giving out accurate
information about the park, park activities, and the surrounding areas.

* Provide campground maintenance, including cleaning out fire pits and/or stoves,
light landscaping, sweeping, and litter pick up.

= Operate utility vehicles (golf carts, gators, etc.).

Why does this matter?

A volunteer could engage in almost any task under the “not acceptable” example. The
goal is to be as clear as possible so both the OPRD unit and the volunteer have the same
understanding of what is expected of volunteers. Using the above examples, if the “not
acceptable” description was shared with a volunteer, and that individual came from
another organization, where volunteers were instructed to ticket campers and do
enforcement activities, that volunteer may assume that with OPRD, that would also be a
part of their responsibilities. If they are given the acceptable description, enforcement is
not included in the list of duties. If an OPRD MU or division wants to be clear about
what is not involved in volunteer service, a “restricted activities” section could be added
to a volunteer assignment description.

Volunteer Assignment Description Templates:

* Blank volunteerassignment description template, found in G:\ Volunteer
Programs.

» Park Host Volunteer Assignment Description Templates, found in G:\Volunteer
Programs.

Volunteer Schedule:

See the appropriate volunteer assignment sections, which detail more information on
volunteer schedules:

» Park host/residential volunteers, page 7.

* Individual/long-term volunteers, page 13.

= Episodic volunteers, page 17.

= Volunteerinterns or service learners, page 19.

Required Qualifications for Assignments:

Volunteers need to have information on what the baseline requirements are for a
volunteer position. These requirements may be related to experience, age, and ability.
However, it is important to only list the absolute minimum that is required for an
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assignment.
Example of a required qualifications section for a campground host assignment:

* Be atleast 18 years old.

= Ability tolift up to 20 Ibs.

= Ability to travel on uneven terrain, as well as be stationary for long periods of time.

= Ability and willingness to work outside in a variety of environmental conditions.

* Temporarily reside in an assigned OPRD volunteer campsite for the duration of
the assignment.

These are not the statewide requirements for the campground host position, it is only an
example. Depending on the tasks included in a park’s campground host assignment,
certain requirements, like the ability to lift X weight, may differ.

The above list of requirements avoids words like walk or stand, because those specific
activities aren’tactually required for this assignment. By using the words travel and
stationary, this provides more inclusive language that allows volunteers, who may not
have the ability to walk or stand understand what the true requirements of the position
may be, and determine if they can meet those baseline requirements.

Background Checks

Volunteer assignments requiring a criminal background check or driving records check must
have a valid, approved records check before beginning service with OPRD.

It is the responsibility of the OPRD MU or division to administer criminal background and
driving records checks for volunteer assignments under its purview.

When do DMV and Criminal Background Checks Expire?

Criminal background and driving records checks for volunteers will expire one year from
the date which it was completed, and must be updated annually for volunteer service to
continue.

Criminal Background Checks, Volunteer Requirements

A criminal background check is required for volunteer assignments, if any of the following
apply:

* Interaction with vulnerable populations (children, the elderly, people with disabilities,
etc.). is possible during volunteer service whichis performed without direct OPRD
staff oversight. Direct staff oversight involves having staff on-site, in the vicinity of
the volunteer and engaged with the volunteer during service;

*  Access to sensitive information and/or assets (keys, cash handling, financial
information, client data, etc.) is part of volunteer service; or

®  Programmatic decision making on behalf of OPRD is a part of volunteer service.

Examples of volunteer assignments where a criminal background check is not
needed:

= A volunteer providing support for a nature craft table at a park event. Park staffare
present at the event, on site, and check-in with the individual throughout their
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service.

* A volunteer supporting a trail work party, where volunteers are spread out over a
couple hundred yards. Due to the nature of the trail, visual contact is not always
possible between staff and each volunteer. However, staff are present and in the
area where the trail work is being performed, and check in with the volunteer
during service.

Examples of volunteer assignments where a criminal background check is needed:

= A volunteer who pulls invasive plants fora park on a consistent basis. They check
in with staffin the office upon arrival and departure, but are out on location in the
park, away from staff, for the duration of service.

= A volunteer who is working on a special project, in an office where OPRD staffare

present, which utilizes a computer that gives them access to an OPRD drive or
OPRIS.

Driving Records Check, Volunteer Requirements
A driving records check is required for volunteer assignments, if any of the following apply:

* Driving a state vehicle is part of volunteer service;

® Driving an OPRD low speed vehicle (All- Terrain Vehicle (ATV), golf cart, gator,
utility vehicle, etc.) is part of volunteer service; or

®= The OPRD unit manager identifies the volunteer’s assignhment necessitates use of the
volunteer’s personal vehicle, in fulfillment of travel which is directly related to
volunteersetvice.

Documentation & Reporting Requirements

Criminal Background and Driving Record Checks Passed:

Upon receipt of an approved background check notification, which is sent by email to
the OPRD staff member who initiated the original request, the OPRIS profile of the
volunteer is to be updated with the date they passed the background and driving records

check.
Driving Records Check Failed:

If a volunteer fails the driving records check, human resources will notify the OPRD
staff who submitted the original request, along with the region programs coordinator to
discuss if the volunteer may be approved for modified service without driving.

Background Check Failed:

When a volunteer fails the background check and/or the DMV records check, OPRD
staff and Region Program Coordinator will be notified, and information of the failure
will be sent directly to the volunteer from Human Resources.

Forms & Help Guides
» Staff Guide: Background Checks for Volunteers, appendix page 67.
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What factors determine if a volunteer passes or fails these background checks?

If a current or potential volunteer would like to know the criteria we use to determine pass
or fail of the background checks, direct them to the Department of Administrative Services,
OAR, 125-007-0270.

For driving record checks, in general, an acceptable driving record should contain:

* No misdemeanor or felony driving offenses (major traffic offense) in the last 24
months. This includes, but are not limited to, reckless driving, driving under the
influence of intoxicants, failing to perform the duties of a driver, criminal driving
while suspended or revoked, fleeing or attempting to elude a police officer.
Misdemeanor or felony driving offenses are serious offenses that are considered
"crimes" for which a sentence of imprisonment is authorized. At the court's election,
a misdemeanor may be treated as a violation.

" No felony revocation of driving privileges or felony ormisdemeanor driver license
suspension within the last 24 months.

= No Class A moving traffic infraction in the last 12 months. Class A moving traffic
infractions include, but are not limited to, failure to obey or yield to a traffic patrol
member, careless driving, certain violations of speed limits, speed racingon a
highway, failure to stop for bus safety lights, and refusing to obey a flagger. Class A
violations are the most serious class of traffic violations which are punishable by fines
rather than imprisonment.

®= No more than three Class B (moving) traffic violations in the last 12 months. Class B
Violations are less serious than Class A violations but are a valid indicator of unsafe
driving behavior.

= Otherinformation, such as reports of off-road incidents, events with no citation
issued, "fender benders" or valid citizen complaints, may be considered as appropriate
and available.

Orientations

All volunteers must receive an orientation to their assignment and to the site where they will
be volunteering. The type of volunteer service an individual is engaging in will determine the
type of information covered in an orientation, as well as the length of time the orientation
will take.

No matter the volunteer assignment, the following topics, shared below, are to be addressed
in all orientations. For most sections, an example of how this topic could be addressed
through orientation for host or long term volunteers and episodic volunteers has been
shared in the sections below.

This is not a comprehensive list of all that can be included in a volunteer otientation, but
should instead be considered the minimum subject areas to be addressed in an orientation.
Management units and divisions will need to assess their location and volunteer assignments
to determine what other important subjects should be covered in their orientation.

Orientation Template: A power point template for park host orientations can be found on
the R drive here: R:\Volunteer Services\Orientation Templates.
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Introduction

This sets the stage for a volunteer’s experience with OPRD. Thank them for their volunteer
service and share the impact of this service. Be sure your introduction answers this question
for volunteers: how does the work they’re doing today support Oregon Parks and
Recreation Department, the environment, the community, etc.?

Communication

Communication is sharing with volunteers how they can get in touch with OPRD staff and
emergency services, the situations where that may be necessary, and how they can expect to
receive communication from OPRD.

All volunteers must have a method for immediately communicating with their OPRD unit
at all times while they are on-duty. If direct communication is not possible due to
geographic or other limitations (ex: they have a personal cell phone, but are in an area with
no cell phone service), thenan OPRD unit is responsible to have a communication plan in
place that establishes communication with volunteers at the beginning and end of their
scheduled service hours.

Park Host/TLong-Term Volunteer Example: Sharing a phone number list, of staff

contacts and emergency services with this volunteer, as well as an explanation of when
emergency services or police enforcement should be called.

Episodic Volunteer Example: Sharing information about how they canlocate OPRD
staff during an event should they need them: physical location (where staff will be), and
if cell phone coverage works in the area they’ll be volunteering, - and if it does not, how
will the group communicate with emergency services (OPRD staff has a radio, here is
how it’s used, etc.).

Location Overview

Share with volunteers any important site or location information that’s relevant to their
volunteer service, including emergency evacuation information and the location of the
closest emergency services.

Park Host/TLong-Term Volunteer Example: Shate buildings/locations that these

volunteers may need to utilize as part of their service (staff offices, tool storage, visitor
center, etc.) as well as locations they’ll need to know about to answer customer questions
(trail heads, parking, gas stations, etc.).

Episodic Volunteer Example: Volunteers on the coast need information about the site’s
tsunami evacuation route as well as where the closest emergency services are located to
the service/event location.

Service Performance Expectations

Share with volunteers your division’s or MU’s expectations for the kinds of service activities
volunteers will be engaged in, how volunteers interact with staff and their fellow volunteers,
as well as expectations for customer service.

Park Host/Long-Term Volunteer Example: During a group park host orientation, staff

may not get into the specific details of every assignment, but instead may take time to
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discuss activities that all hosts do not engage in as part of their service: emergency/first
aid response, enforcement, etc.

Episodic Volunteer Example: Volunteers for a one-day invasive plant removal event
need to know the details of their assignment including how far from the group they can
travel, the tools/resoutces they can use and whether or not they can utilize their own
petrsonal tools/ resoutces, and expectations of interacting with the public they may
encounter.

Welcoming: Engage, Relate, Adapt

Volunteers are in a unique position in OPRD where they are both representatives of the
agency, as well as participants in park activities. It’s important to create a welcoming
experience for volunteers, just as OPRD staff would do for visitors. At the same time, staff
need to make it clear to volunteers, that OPRD expects volunteers to create a welcoming
environment for visitors, their fellow volunteers, partners/contractors, and staff.

Park Host/TLong-Term Volunteer Example: During an orientation, park staff should

briefly introduce the concept of engage, relate, and adapt to volunteers, and could give
positive examples of situations where volunteers or staff created a welcoming experience
for visitors and their fellow volunteers. Additionally, staff could allow space for
volunteers to share examples related to their experience engaging, relating, and adapting
as a park host with OPRD.

Episodic Volunteer Example: During the general welcome to volunteers supporting a
one-day or one-time event, staff can quickly share OPRD’s beliefin creating a
welcoming environment for visitors and volunteers and if at any time a volunteer feels
uncomfortable, disrespected, or unsafe by the comments or actions of visitors,
volunteers, or staff, they should immediately bring that to the attention of the OPRD
staff member, who is here to support them in having a positive experience as a volunteer
with OPRD.

Safety Training

Whatever task volunteers engage in, it is the responsibility of the OPRD MU or division to
ensure they have received the right information regarding their safety, as well as how to
safely perform any task they undertake in their volunteer role.

Orientations should include an overview of personal protective equipment (PPE). PPE that
is required of staff to use while performing an activity is also required for volunteers
undertaking the same task. Additionally, staff need to direct volunteers in the proper wear
and use of PPE.

Park host volunteers, identified as subject workers, have specific requirements for additional
volunteer safety training. Information on the required training can be found on page 7.

Park Host/ILong-Term Volunteer Example: In addition to the statewide required safety

training for park hosts, a park will need to demonstrate proper use and location specific
information about a safety task. For example, if mowing is part of park host duties, staff
will need to walk through the location of the equipment, how to use that specific mower
safely (including required PPE), and share information about areas in the park to avoid
(hidden ditches etc.).
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Episodic Volunteer Example: Volunteers at a one-day trail work event will need to
receive instruction on how to use each tool, guidelines for the distance they should be
from another person when using a tool, and the PPE they need to wear when using any
of the tools.

General Assignment Training

For all duties within a volunteer assignment, an OPRD unit must provide direct training for
those tasks. As tasks will vary assignment to assignment, so will training.

Below are some examples of what training may look like for different kinds of
assignment duties:

* Driving state vehicles or utility vehicles (golf carts, gators, etc.) forresidential
volunteers or long-term volunteers:

(@)

(@)

OPRD staff show volunteers location of keys, vehicle, and any related
equipment.

Staff share location specific information that is useful (don’t make left turns
out of the park onto HWY 1, areas that carts are not allowed to travel,
following park rules for direction of traffic, etc.).

Staff share common safety issues related to the vehicle (how to store
equipment, backing, etc.).

Staff direct training or visual confirmation of volunteer actually driving the
vehicle is HIGHLY encouraged (as it is with any task volunteers engage in
with larger equipment).

®  Performing brushing and general trail work for episodic volunteer group:

o

o

OPRD staff orally overview environmental and physical concernsrelated to
using tools (rocks, zone of safety around an induvial while using a tool, how
to carry tools safely, etc.).

Staff demonstrate how to appropriately use trail tools during site orientation.

= Staffing registration table for an event:

©)

©)
@)

Safety Training

OPRD staff share general information on event locations and commonly
asked questions.

Staff overview procedure for registering event guests.

Staff share communication plan or how to get in contact with OPRD or
other event staff.

Safety training will vary based on the type of volunteer assignment and the volunteer duties
being performed. Despite the variances, safety of volunteers is the primary concern for all
volunteer assignments. The primary differences in required safety training practices is
between residential volunteers/park hosts and all other volunteers:

Park Hosts/Residential Volunteers

As park hosts, volunteers are classified as subject workers, the assignment requirements for
safety training and documentation are similar to that of an employee. As such, all park host
volunteers are required to:
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= Complete OPRD’s required safety training. See page 7 for more information
Receive on-site training related to the specific assignment duties and location they
where they are volunteering,.

Participate in monthly safety meetings (required participation of hosts by OSHA).

Hosts could have a separate meeting, or be included in the same meeting by park
staff.

Park Host Safety Training Overview

Direct Park hosts to complete safety training in advance, online here:
https://sites.google.com/view/oprd-safety-training/home.

On this website park hosts review the training materials, and confirm their review by
submitting an online form. Online submissions are updated to park host profiles by
statewide volunteer program staff on a weekly basis.

Staff should review the training to confirm that they understand what is and is not
included in safety training for park hosts.

All Other OPRD Volunteers

All other volunteers are not required to complete the same park host trainings packets.
However, a management unit or department may require safety training for an assignment,

including the park host safety packets or individual modules, as they deem necessary and
related to the volunteer role.

All volunteers are required to receive:

* Receive on-site training related to the specific assignment duties and location they
where they are volunteering,
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Volunteer End of Service

The end of a volunteer’s service with OPRD is an important part of the volunteer process. It’s
important in scenarios where the experience with volunteers has been positive or negative.
This section covers information on what processes and requirements OPRD has related to
end of volunteer service.

Feedback and Evaluation

Feedback is important to deliver to volunteers as well as to receive from volunteers. It
promotes an environment where OPRD can create successful volunteer experiences, and it
allow programs and departments to update and change programs by receiving feedback
directly from the volunteers engaged in service.

Feedback for Positive Volunteer Experiences

Although typically feedbackis shared and gathered at the end of volunteer service,
feedback, especially in situations where a behavior or action of a volunteer needs to change
to meet the requirements of an assignment or meet OPRD’s expectations, should happen as
soon as possible.

The feedback process does not need to be a formal process. And a division or management
unit will need to decide what format works best for their programs and volunteer
community. Options for feedback may include:

Informal Discussion

Staff can meet with volunteers informally and ask a few general questions to gather
information to improve an OPRD program, as well as set that volunteer up for success
in their future assignments. Questions/conversation prompts could include:

® What did you like best about this volunteer experience?

*  What could be improved?

* Did you feel supported by staff and volunteers?

= Share an example of something that they do well as a volunteer.

» Share an example of an area where they could improve, or that would lead them to
have continued positive experiences in the future.

» If there have been any issues/discussions that were addressed between staff and
this volunteer, share how well they did making that change, correcting their
behavior, or if improvement is still needed.

Written Questionnaire

Write up a questionnaire and give volunteers the opportunity to share feedback on their
experience with you outside of a discussion. See an example of a written feedback form
in R:\Volunteer Services.

Discussion with Formal Documentation

In addition to meeting with a volunteer in person, complete an evaluation form (one that
your department has made or use an OPRD template found on the R:drive, Volunteer
Services), and document the conversation in writing. Go over the form together with the

48


file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Evaluations%20and%20Feedback

volunteer, and upload that form to a volunteer’s profile.

Feedback When Expectations are Not Being Met

There will be situations where a volunteer is not meeting the expectations of a volunteer
assignment. This could be related to quality of service, relationships with volunteers and
staff, or not meeting the expectations within the code of conduct.

Situations will greatly vary from one another, and it’s important that these issues are
addressed appropriately, and that the right staff members are involved if the situation needs
it.

For strategies and processes in communication and feedback when expectations are not
being met, review the Volunteer Conflict: Options for Resolution and Dismissal document,
on appendix page 84.

Dismissal from Service

Dismissals from service should only be conducted by management staff. Park staff that
have determined dismissal may be an option, need to first bring the issue to the attention of
their managers, who will begin the process to assess if dismissal is needed.

Forms & Help Guides

*  Volunteer Conflict: Options for Resolution and Dismissal document,on appendix
page 84.
» Template Dismissal Letter, found in R:\Volunteer Setvices.

Support Network for Dismissals

Managers are not on their own when it comes to determining if a dismissal is necessary, or
what solutions may be offered to resolve the situation ina way where a dismissal is not
needed.

Regional program coordinators serve as a resource for managers in a variety of roles,
including talking through these difficult situations, sharing information and advice that will
help the manager make the ultimate decision regarding a volunteer’s dismissal. The
statewide volunteer programs coordinator can also serve in this role for managers, including
those who’s department does not receive support from a region program coordinator.

|dentifying the Level of Dismissal: Park/Department or Statewide

When a dismissal from volunteer service is necessary, managers need to determine the level
of the dismissal: is this volunteer dismissed from service with their management
unit/department, or will they need to be dismissed from all service with OPRD? Because
the manager is addressing the issues that lead to the dismissal, if a statewide dismissal from
service is needed, the manager will make the decision on that dismissal, and share that with
the volunteer during that final conversation.

When considering a dismissal from statewide service, managers are encouraged to discuss
their decision with a region program coordinator. However, this is not required as the
dismissal from our agency may need to be immediate if the incident is setious, dangerous,
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or needs to be dealt with right away.

Question to help identify which dismissal is appropriate:

Is this issue due to a specific location or operations issue?

Example: Is the volunteer not able to keep up with the capacity and turnover
of a large campground? This may be a location only issue, where the
volunteer may be successful in another assignment at a less busy park
location.

Is this an issue the volunteer will likely face in all future assignments?

Is this an important part of any volunteer assignment, or just this one? If it
will affect all assignments, the volunteer should be dismissed from OPRD,
not just this MU/division.

Example: A volunteer that engages in a pattern of behavior where they are
disrespectful or inappropriate with other volunteers or staff — this affects all
assignments, not just the assighment at one MU.

Dismissal from Service: Department or Management Unit

Inform the volunteer they are being dismissed from service from your specific MU
or division.

Share reasons for dismissal and specifically how this volunteer did not meet the
expectations of the assighment.

Share the kind of locations or assignments that may suit them better at other parks
in the future, where they won’t run into similar issues or deficits in expectation.
Inform the regional programs coordinator, so they can communicate with
downstream assignments, and determine if a probationary status is needed for
future assignments.

Dismissal from Service: OPRD, Statewide

Recommended: Contact RPC for discussion around statewide dismissal.

Inform the volunteer that they are being dismissed from service from this specific
assignment and from the Oregon Parks and Recreation Department.

Share the specific reason why they are being dismissed, and how that action or
behavior unacceptable forall OPRD service.

Request to collect the volunteer’s OPRD uniform items.

Inform the regional programs coordinator, who can inactivate the volunteer’s
profile and input necessary notes and documentation.

Documentation:

In OPRIS, document dismissal date and reason for dismissal. Provide factual
information only.

If needed and appropriate, have staff involved in dismissal or incidents leading to
dismissal, write up witness statements, send them to RPC or statewide volunteer
coordinator to save in private volunteer files (outside of OPRIS).

If a manager deems it necessary, an official dismissal letter may be sent to the
volunteer.
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A letter may be necessary if there was a question of whether or not the volunteer truly understands
the severity of their dismissal, or if they stil] need to return their uniform.

Retire from Volunteer Service

Volunteers may retire from service with OPRD. When a volunteer notifies staff of their
retirement, it’s important that their service is recognized.

In the case of any volunteer retirement, notify the regional programs coordinator, who can
notify any future or past assignments, record the retirement, and inactivate their volunteer
profile.

Ideas for Honoring Volunteers who Retire:

While the recognition programs is being evaluated, below are some suggestions for what
MUs and divisions can do to honor the service of volunteers:

* Send theman appreciation card, signed by staff who worked with them.

» If volunteeris currently active, and in the area, host a pot luck or feature them at an
upcoming volunteer appreciationevent.

» Create a certificate or award of appreciation and mail or deliverto the volunteerin
person.

= Reach out to the region programs coordinator for additional support and ideas.
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Volunteer Injury

Unfortunately, volunteers are sometimes involved in minor and major injuries. This section
identifies the process that OPRD staff should follow when an incident occurs, as well as what
staff are involved at different parts of the process.

Park Hosts and Residential Volunteers

Park hosts and residential volunteers are the only OPRD volunteers that are eligible for
workers’ compensation. As such, their injury reporting process is different than other
volunteers when a major injury occurs.

Minor Injury, Hospital Visit Not Required

A minor injury to a park host could include a minor cut, bruise, scrape, in sect sting that
required minor first aid, but does not require the volunteer to seek further medical
attention.

After injury has been treated:

®= OPRD staff member completes an Incident Review form in OPRIS, found in
Safety section, +Add Incident.
= Selectincident type: HOSTDOC.

*  Complete HOSTDOC form, and submit to be reviewed by supervisor.

The goal of this documentation is to document that the incident happened, in a timely
manner, in case this evolves into a mote serious issue.

Major Injury, Hospital Visit Required

A major injury to a park host could include a serious wound or laceration that involves
stitches, a serious allergic reaction, any injury that requires EMS or for a volunteer to follow
up with a medical professional.

After Injury has occurred:

= OPRD staff member completes an Incident Review form in OPRIS, found in
Safety section, + Add Incident. Must be completed within 3 days of the incident
occurring,.
= Selectincident type: HOSTDOC or HOSTS801.
o HOSTDOC: Select ifit is unclear whether or not the volunteer will be filing
worker’s compensation claim.
o HOST801: Selectif the volunteer explicitly stated they were filing a workers’
compensation claim.
= Complete HOSTDOC or HOST801, and submit to supervisor for review.

For HOST801, Workers" Compensation Claims
The 801 form must be completed and submitted within 5 days of the incident.

1. Follow the steps for Major Injury, Hospital Visit Required section, when an injury
has occurred.
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2. Manager obtains official 801 form, and sends to volunteerto complete.

Non-management staff are not allowed to review or submit official 801 forms, only managers may
review and handle the 801 forms. Forms are found in OPRIS Intranet, Forms and Resonrces
Section, under Safety and Risk.

3. Upon receipt of completed 801 form, manager verifies the information on the form,
especially the following sections:

a. 3. Shift on Date of Injury: Is the schedule the volunteerlisted accurate and
does it match whatis on their assignment description or written schedule?

b. 26. A signature here requires OPRD to file a workers’ compensation claim. If
the volunteer is unsure whether or not they want to file a claim, they leave
this section blank.

4. 1If form, as completed by the volunteeris:

a. Inaccurate (incorrect schedule listed, etc.), include a note sharing what is
inaccurate about the form, and upload that in OPRIS along with the 801.

b. Accurate, upload the completed 801 to the incident report in OPRIS.

5. Ensure the following documents have been uploaded to the park host’s volunteer
profile. The risk coordinator needs these documents to verify the claim:

a. Volunteer Service Agreement, completed and signedprior to incident.

b. Volunteer assignment description or list of duties.

c. Volunteer schedule (if not included in the volunteerassignment description).

All Other Volunteers

All volunteers are eligible for Volunteer Injury Coverage except park hosts, residential
volunteers, and volunteer intern or service learners. This coverage is only enacted after all
other insurances have been utilized.

Minor Injury, Hospital Visit Not Required

A minor injury to a volunteer could include a minor cut, bruise, scrape, insect sting that
required minor first aid, but does not require the volunteer to seek further medical
attention.

After injury has been treated:

®= OPRD staff member completes an Incident Review form in OPRIS, found in
Safety section, +Add Incident.

= Selectincident type: VOL.

=  Complete VOL form, and submit to be reviewed by supervisor.

The goal of this documentation is to document that the incident happened, in case this
evolves into a more serious issue.
Major Injury, Hospital Visit Required

A major injury to a volunteer could include a serious wound or laceration that involves
stitches, a serious allergic reaction, any injury that requires EMS or for a volunteer to follow
up with a medical professional.
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After injury has occurred

If a volunteer wishes to process an injury claim for Volunteer Injury Coverage, the
incident report must be submitted within 5 days of the incident.

1. OPRD staff member completes an Incident Review form in OPRIS, found in Safety
section, + Add Incident.
2. Selectincident type: VOL.
3. Complete VOL form, and submit to be reviewed by supervisor.
4. Ensure the following documents have been uploaded to the volunteer’s profile. The
Risk Coordinator needs these documents to verify the claim.
o Volunteer Service Agreement, completed and signed priorto incident.
o Volunteer assignment description or list of duties.
o Volunteer schedule (if not included in the volunteer assignment description).
5. Contact Amber Allen, the Risk Coordinator, to inform them that a Volunteer Injury
Coverage claimis being requested: ambet.allen@otegon.gov or (503) 986-0657.

Forms & Resources
= SAIF 801 Form found in OPRIS: Forms/Resources — Safety and Risk
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Volunteer Incidents

Volunteers may be involved in other incidents or situations where an incident form should be
completed. Refer to the table below to see the type of incidents that require documentation to
be submitted through OPRIS, in the Safety section, +Add Incident:

Incident Review Form:

Incident Incident Form Description Example of Incident that Required this
Type Form
Incident involvingan OPRD | A park host had their personal property
HOST host. stolen or damaged.
Incident 1nvollvmg an QPRD A park host cut their hand while re-pairing a
host that required medical bench. Ini red stitch
HOST801 (tervention. ench. Injury required stitches.
) . . A park host sprained their ankle while
Incident involvingan OPRD . o . .
, : cleaning campsites, it required minimal first
Host — just documenting _ _ _
: aid and no further medical care is known to
something took place. .
HOSTDOC be required.
A vol i fell whil
Incident involving an OPRD V(,) 1.mte.er t‘rlpped.allnd i v eTh .
t t t ty. /
volunteers (not a subject P ?r eI . ngina r:ju wor. ~par y éln)ury
did or did not require additional medical
worker).
VvOL treatment.
Inci 7
ncident caused by or done. to A host was driving a state vehicle when a
an OPRD park host when ina . .
rock was kicked up by a vehicle they were
state of Oregon owned ) ] ]
_ following and cracked the windshield.
VEHHOST vehicle.
Incident caused by or done to  |A volunteer was driving a state vehicle and
volunteer whenin a state of  |they backed into a low fence, denting the
Oregon owned vehicle. bumper.
VEHVOL
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Volunteer Appreciation and Recognition

Recognizing and appreciating the service volunteers contribute to OPRD is crucial to
fostering stewardship within OPRD. Volunteers, individuals, and groups, deserve to be
recognized for their efforts, and valued for their contributions.

Service Recognition

Recognizing volunteers is extremely important, and can create a positive volunteer culture in
a management unit or division.

The following are simple ways a division or management unit can help foster an
environment of support and appreciation within their volunteer community:

*  When staff see volunteers, a simple wave or hello go a long way.

* Stop and thank volunteers in person whenever possible.

* Recognize the contribution of a volunteer or group of volunteers by mentioning their
accomplishments at a staff or volunteer meeting where they and other staff/volunteers
are present.

* Give volunteers leadership opportunities. For volunteers who are far exceed your
expectations, request their help with a specific project; one that speaks to their skills and
your trust in their ability: writing a training manual for a specific task, training other
volunteers, etc.

* Send thema thank you card—by mail or email. Find templates located here:
R:\Volunteer Setvices\Volunteer Appreciation\Ecards.

Awards

New awards are being developed and the award nomination process is also currently under
review. Below is a description of current active awards.

Gen Angdahl Outstanding Host Award

Annual award to appreciate, honor, and recognize outstanding park hosts who volunteer at
OPRD campgrounds and day use areas. All categories of park hosts will be considered;
campground, visitor services, store, yurt/cabin, maintenance, interpretive, Junior Ranger,
special projects, day use, etc.

[tems and Gifts

A small gift or token of appreciation serves as a thank you, as a reminder of service
performed, and as a recruitment tool for new volunteers.

To order statewide appreciation items and gifts for your unit’s volunteers, utilize the
Volunteer Supplies Order Form, found on OPRIS and in R:\Volunteer Services.

Management Units and Divisions are able to supplement statewide items and gifts and
purchase their own to provide for volunteers. Following guidance on gifts and awards given
to volunteers, the total annual amount of all gifts given, needs to be less than $50 per
volunteer. Cash and gift cards are not eligible to be received as gifts. If developing a unique
item that involves the OPRD brand, consult with the Communications Division to develop
brand approved options.
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Hour Recognition

Park hosts are the only volunteer group that currently receives volunteer hour recognition
awards in the form of a pin and hour bar.

Hour bars are distributed by the region program coordinators and the statewide volunteer
programs coordinator on a monthly. Contact your RPC to arrange additional distribution of
hour bars.

Appreciation Events

Following the Non-Travel Meals and Refreshments Policy and Procedure, management units
and divisions are able to host two volunteer appreciation events annually.

September is OPRD's Volunteer Appreciation Month

OPRD staffare encouraged to host one of these events in September during the month the
agency has chosen to recognize park volunteers.

Non-Travel Meals and Refreshments Guidelines for Volunteer Events

* MUs and divisions may host volunteer recognition events that utilize state funds, two
times a year. Refreshments may be provided, but meals may not be a part of the
appreciation event. The event cannot be a volunteer appreciation breakfast, lunch, or
dinner.

= Refreshments for these events may be provided ata rate of up to $5.00 per person
attending (current policy amount as of 11/1/20).

= Refreshments include: essential serving products (plates, cups, utensils, napkins, etc.),
beverages (including cream and sugar for coffee/tea), and any food deemed necessary
to support your volunteer appreciation event (must stay within the $5.00 per person
amount).

Example, allowed: Within the refreshment budget of $5.00 per attendee, your MU may
host a volunteer appreciation event, where burgers (including all the fixings) and drinks are
provided by OPRD OR cake, brownies, fruit, and beverages (including plates and
silverware).

Example, not allowed: Within the refreshment budget of $5.00 per attendee, your MU
hosts a volunteer appreciation LUNCH, where individual box lunches are provided to each
attendee.

Official Definitions, from the Non-Travel Meals and Refreshments Policy:

Meals: Food and beverages provided at breakfast, lunch, or dinner to attendees of agency
sponsored functions.

Refreshments: Beverages such as coffee, tea, bottled water, juice, soda, and similar liquid
refreshments as well as sugar and creamer. Food items, such as fruit, pastries, chips,
cookies, cake, candy, etc. are also considered refreshments.

Procedure: Non-Travel Meals and Refreshments for Volunteer Events

= Get permission from management to host a volunteer appreciation event.
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Complete the Non-Travel, Meal, Refreshment and Event Authorization form, and
have it approved by your MU or division manager.

In addition to the pre-approval form, provide an agenda for the event and a list of
the attendees.

Document all refreshment purchases.

Manager keeps the signed Non-Travel, Meal, Refreshment and Event
Authotization form for their records/receipt tracking.

Use the Volunteer Supply Order Form to order appreciation gifts for your
volunteers to distribute at the event.
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Volunteer Assignment Requirements Matrix

Assignment Definition OPRIS Criminal Driving Records Volunteer Volunteer Orientati | Safety Training State Required Uniform & Additional or Optional
Application | Background Check Service Assignment | on Training Supplies Requirements
or Profile Check Agreement Description
(VSA)
Residential Including park hosts, these are Required Required Required® Volunteer Required Required 2021 Park Host e Preventing e Vest e 18 years or older
Volunteers, volunteers who, as part of their Service Safety Curriculum Discrimination e Hat e Additional Requirements for
or Park volunteer setrvice, reside temporarily Agreement: and Harassment | e Nametag Residential Guests of Hosts
Hosts on OPRD property. Residential ALSQ: Onsite in the Workplace | e Host Sign
Volunteers training, as e En Route
determined by OPRD Pass
Unit Manager.
LongTerm, Refers to a volunteer who agrees to Required Dependent upon Dependent upon Volunteer Required Required Delivered in person, | e Preventing Available
or fulfill a certain day or hour duties, as specified | duties, as specified | Service as determined by Discrimination Options:
Individual requirement of service over an in policy; most in policy. Agreement: OPRD Unit Manager. and Harassment e Vest
Volunteer extended, specified period of time. likely required. Individual in the Workplace | e Hat (not
This time period extends beyond a Volunteer e Certain Aussie hat)
one-day service task. Examples Assignments: e Nametag
include local volunteer engaged in DAS - EIS- 2020
landscape work in a park on a regular Information
schedule or mentor corps volunteers. Security Training
Foundations?2
Youth Volunteer, serving in any role (except | e Individual - | Not required Not permitted to Volunteer Required Required Delivered in person, Not Required. Same as 14-17: May volunteer as
Volunteers residential volunteer), that is under required drive; not required. | Service as determined by volunteer type | individuals, OPRD staff or parent
(Individual) the age of 18. e Groups or Agreement: OPRD Unit Manager. (individual or guardian supervision required.3
events - Individual group)
not Volunteer, 13 & under: may volunteer for
required completed by events or with groups, with parent
parent or or guardian providing direct
guardian. supervision.
Volunteer A volunteer assignment that is a form | Required Dependent upon Dependent upon Volunteer Required Required Delivered in person, | e Preventing Available e Interns must be engaged in an
Internships | of experiential learning that duties, as specified | duties, as specified | Service as determined by Discrimination Options: academic program.
integrates knowledge and theory in policy; most in policy. Agreement: OPRD Unit Manager. and Harassment | e Vest e Service must be primarily
learned in the classroom with likely required. Internship in the Workplace e Hat (not focused on student learning
practical application and skills e Certain Aussie hat) goals.
development in a professional Assignments: e Nametag ¢ Additional requirements/
setting. Unpaid volunteer internships DAS - EIS- 2020 definitions found in policy.
must meet the requirements set forth Information
in the U.S. Department of Labor, Fair Security Training
Labor Standards Act. Foundations2
Episodic, A volunteer who provides service for Profile Dependent upon Dependent upon Volunteer Required Required Delivered in person, Not Required. Available
Event,or a specific event or task and makes a needed for duties, as specified | duties, as specified | Service (included in as determined by Options:
One-Day commitment for a one-time event. event, not in policy; most in policy; most Agreement: VSA: OPRD Unit Manager. e Neon Vest
Volunteers Examples include a volunteer who individuals. likely not required. likely not required. Episodic Episodic
provides service for a one-day beach Volunteer Volunteer)
clean-up, community outreach event,
or trail work party.
General A group (community, corporate, General Dependent upon Dependent upon Volunteer Required Required. | Delivered in person, Not Required. Available e Adopt-A-Park Groups have
Groups#* youth, etc.) that arranges a special Group, duties, as specified | duties, as specified | Service (included in as determined by Options: different requirements, see
project or day of service with a park. Required. in policy; most in policy; most Agreement: VSA: OPRD Unit Manager. e Neon Vest Manual.
likely not required. likely not required. Episodic Episodic e Groups under a contract do not
Volunteer Volunteer) require a VSA.

1 Driving records check are required of all park hosts, and automatically included in the volunteer background check request In cases where a park host does not have the ability to drive, the Region Programs Coordinator is coniacted o assess what modifications for duty are possible, as well as update

documentation on volunteer records. Additionally, if a volunteer fails a driving records check, the RPC will be contacted to see if reasonable accommodation can be made that allow a volunteer to coninue in that assignment

2 Only available on iLearn.gov. Required only for volunteers who have an @oregon.gov email address, have access to OPRIS or OPRD drives, have an individual user login, or have access o sensifive information such as partcipant financial informaton.

3 Additional restricions for youth volunteers based on work activiies and approved locations, which vary by age (15 & younger, and 16-17). Review Volunteer Programs Manual or contact RPC for more specific information.
4Youth Groups have the same requirements as general groups, but all youth are required to complete a Volunteer Service Agreement Individual Volunteer, completed by parent or guardian.
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Group Agreement Comparison: General Group, Adopt-A-Park, and Contracting

General Group

Adopt-A-Park

Contracting

In General,
Agreement Best
Serves:

e Groups that are
interested in volunteer
service, but may only
want to show up, be
instructed on what to
do by staff, and leave
(no major involvement
in planning for service
projects)

e Groups that call for
one-time service
projects: scout groups,
youth groups,
corporate groups, etc.

e Groups that are connected
to a specific place
(building, trial, park, etc.),
and want to support
service for that place at
least 2x annually.

e Groups interested in
service that the park, MU,
district, etc. wants to
develop a partnership with.

e Groups that are more
invested in identifying the
specific locations and
kinds of service they will
provide (plan service
projects together with
management).

e Groups that need
financial sponsorship
that is directly related to
volunteer service
projects.

e Groups that have their
own liability and/or
volunteer insurance.

e Groups that want OPRD
to support a service
event or project, but
engage in activities not
permitted by the OPRD
Volunteer Policy.

Agreement Forms
Needed

Volunteer Service
Agreement: Episodic
Volunteer

e Adopt-A-Park Agreement &
Attachments

e Volunteer Service
Agreement(s)

Procurements will create
contract through OPRD
contracting process.

Volunteer Service

Volunteer Service

Episodic Volunteer

VSAis not applicable, as

Agreement (VSA) Agreement: Episodic or Individual Volunteer groups are identified as
Needed: Volunteer (whichever works best for the | independent contractors.
volunteer service identified in
the agreement)
Appreciation & e Day of service » Day of service recognition | e Day of service recognition

Recognition:

recognition as
provided by
Management Unit.

e Recognition of group
or individual service
(total group hours) is
possible by MUs,
Region, or the
Statewide level.

e Not eligible for awards,
due to inability to track
as a group using this

as provided by
Management Unit.

e Recognition of group
contributions, including
total group service hours
annually and over
agreement lifetime can be
appreciated and recognized
by MUs, Region, and the
Statewide level.

e Eligible for awards.

e Adopt-A-Park Sign

as provided by
Management Unit.

e Recognition of group
contribution can be
appreciated and
recognized by MUs,
Region, and the Statewide
level.

e Eligible for awards
(partner).

agreement. recognition
Staff Time Low Moderate to High (depending | Moderate to High
Commitment: on complexity) (depending on complexity)
Are the volunteers Yes Yes No
or groups OPRD
Volunteers?
Required to Follow | Yes Yes No
OPRD, VOL.010
Volunteer
Management
Policy?
Covered by State of | Yes Yes No
Oregon Tort

Liability and
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Volunteer Injury
Coverage (VSA)

General Group Adopt-A-Park Contracting
OPRD has abilityto | Yes Yes Yes

accept financial
contributions from
group for specified
volunteer service
projects:

OPRD has abilityto | No No Yes
give financial
contributions
directly to partner
group for volunteer
service:

A Couple Notes onthe Agreements:

e When pursuing Contract options, always talk with OPRD’s Procurements section. Information is
oversimplified, and there may be additional requirements and information about contracting that they can
best advise you on for your specific situation.

e |tis possible to have an Adopt-A-Park agreement for volunteer service with a group, and a separate contract
with the group where sponsorship funds are provided to the group. This is possible as long as the exchange
of funds is not directly related to any of the activities in the Adopt-A-Park agreement.

e Tort liability and volunteer injury coverage are provided to OPRD volunteers through a signed volunteer
service agreement. Tort liability and volunteer injury coverage are not able to be extended to groups who are
not identified as OPRD volunteers, or groups performing activities that are not identified in an OPRD
agreement, or for the activities outlined in a contract agreement with OPRD and the group.

e Ifagroup does not have any insurance coverage or tort liability coverage, a contractis not an option to
pursue, as contractors are not covered by State of Oregon volunteer tort liability or injury coverage.
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Park Hosts/Residential Volunteers On-Boarding Check List

Prior to Arrival, Volunteers Must:

(1 Have an Active Volunteer Profile in OPRIS. (Created by Submitting an Application)

O 0Oo0ogo

months.

Criminal Background Check and DMV Record Check passed within past 12 months.
Volunteer Service Agreement: Residential Volunteer, signed within past 12 months.
Heb B Vaccination Form (completed by new volunteers to OPRD only).

Safety Training, the Statewide Currciulum, completed within past 12 months.

State of Oregon Discrimination and Harassment Training, completed within past 12

Park Host Residential Guests (18 and older), Priorto Arrival:

[J Criminal Background Check passed within past 12 months.
[] Host Guest Opt-Out of Service Form, signed by guest and host for each assignment.

TIP: Print the Volunteer Hosting Schedule in OPRIS for a quick glance at which hosts
have completed these on-boarding requirements at your MU.

General Timeline for On-Boarding Park Hosts:

Monthsin Item/Action Documentation

Advance

12 months Criminal Background Check | e Requirements Section of OPRIS

(Maximum) and DMV Records Check volunteer profile.

12 months Volunteer Service e Requirements Section of OPRIS

(Maximum) Agreement: Residential volunteer profile.

Volunteer/Park Host e Document, signed by volunteer &

OPRD staff, uploaded to OPRIS
profile.

12 months Safety training for e Requirements Section of OPRIS

(Maximum) assignment year. volunteer profile.

Anytime prior to
arrival.

Volunteer Assignment
Description

e Sent to volunteer.
Uploaded to OPRIS profile.

Anytime prior to
arrival.

Hep B Vaccination Form
(New Volunteer to OPRD
only)

Uploaded to OPRIS profile
(vaccination form only, not medical
records or follow up information).

2 months*
If less than 2
months, ASAP.

Volunteer Supply Order
Form, to order uniform and
supply items as needed.

Document in OPRIS Equipment
page, all uniform/sign/pass items.

Non-Host, Residential Guests (18 and older)

12 months
(Maximum)

Criminal Background Check
and DMV Records Check

e Requirements Section, of host’s
OPRIS volunteer profile (adult
residential guests section).

Anytime prior to
arrival, needed

each assignment.

Host Guest Opt-Out of
Service Form

e Upload to volunteer profile of host.
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Volunteer Hosting Schedule Requirements Report in OPRIS

Report 0064: Volunteer Hosting Schedule will print a report of park hosts scheduled for a
specific time period at a park or management unit location. This report will include:

e Volunteer Names

e Linkto Volunteer Profile (Host Number)

e Email address and phone number

e Assignment information (start, stop date, assignment type)
e Background Check Date completed and if it passed/failed
e DMV Records check completed and if it passed/failed

e Discrimination and Harassment Training: date completed
e Safety Training: date completed

e Number of pets they have.

e Number of guests they have.

How to Access and Print the Report

1. Click the Reports Tab, on the upper right side of OPRIS.

OPRIS Home

Statewide / Salem HQ / HQ- Administration District £¥

| Cameras for HQ- Administration District o’ Volunteer Schedule rr 1o Administration District

2. Select the Volunteer Section of reports.

Forms

Reports

GIS

Report Sections Grants

Show All Land

Administrative .
Maintenance

Assets
Procurements

Budget Development
Projects

CBS
QA

FMS



3. Select 0064 Volunteer Hosting Schedule.

Reports
Report Sections Volunteers
Show All Report # Name
Administrative 0009 ¥ Volunteer Count and Hours
Asdts 0011 Y7 Volunteer Awards Due
0012 1% Volunteer Mailing List
Budget Development
0025 Yz Outstanding Assignments
cBs
0031 1% Host Tenure Report
Ecommerce
0032 Y¢ Co-Operative Association Fiscal Report
FMS
0042 T¢ Volunteer Group Agreements
Forms 0064 Tz Volunteer Hosting Schedule >
GIS

4. Enterinthe location information, and the time period of scheduled park hosts
needed.

Report 0064: Volunteer Hosting Schedule

Region Mountain Region -
District South Central District -
Management Unit Lapine MU -
Property ~

Scheduled Host Date*  From 09/01/2019 o m To 09/30/2019 2 m

Clear Form

6 Scheduled volunteers

Export to Excel

Background
Host Assignment Background Check
ID Name Email Phone Location Begin End Type Type Check Pass/Fail

34624 Judith A judyabachman@yahoo.com LaPine  09/01/2019 09/30/2019 Host Special 02/10/2019 Yes



Export report to excel to view complete report.

A B C D E F G H

1 [ID AFirst Middle Last Email Agreement Signed Phone Location

2 [ 34624 Judith A Bachman judyabachman@yahoo.com 0470272019 541-390-6347 LaPine State Park
3 | 34625 Steven A Bachman judyabachman@yahoo.com 04/02/2019 541-390-5347 LaPine State Park
4 | 34681 Kenneth P Patterson rindy1@yahoo.com 01/01/2019 503-308-0318 cell  LaPine State Park
5 | 34652 Rindy S Patterson rindy1@yahoo_com 01/01/2019 503-308-0318 cell  LaPine State Park
6 | 34779 Sue A Mair suemoirglass@yahoo.com 01/01/2019 503-968-6146 cell  LaPine State Park
7 | 35017 Matthew A Carter matthew.a.carteri3@gmail.com  01/01/2019 253-459-9458 LaPine State Park
8

9

M M
Background Check Background Check Pass Fail
02/10/2019 Yes

02/05/2019 Yes
08/06/2019 Yes
08/06/2019 Yes
02/05/2019 Yes
02/14/2019 Yes

|
Begin
09/01/2019
09/01/2019
09/01/2019
09/01/2019
09/01/2019
09/01/2019

0 P
DMV Check DMV Check Pass Fail
02/10/2019  Yes
02/05/2019  Yes
08/06/2019  Yes
08/06/2019  Yes
02/05/2019  Yes
02/14/2019  Yes

J

End

09/30/2019
09/30/2019
08/30/2019
09/30/2019
09/30/2019
09/30/2019

Q

K L
Host Type Assignment Type
Host Team  Special Project Host
Host Team  Special Project Host
Host Team Campground Host
Host Team Campground Host

Host Campground Host
Host Yurt/Cabin Host
R =

Pets Guests llearn ID

o O O O O O

0 CTO126634
0 CTO126635
0 CT0123931
0 CTO0123930
0 CT0125237
0 CTO0132652
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Background Checks: Resource and Instructional Guide

In this Document:
Which Volunteers need Background Checks & How Often: 2

Submitting a Background Check on a Volunteer: 3

Documenting Approved Background Checks: Driving & Criminal: 6

Process for Background Check Fails: 9

Checking the Status of a Background Check: 10

Resetting the Expiration Date of a Volunteer's Background Check: 13
Additional Steps in the Process for Washington, Alaska, & British Columbia: 14

Link to Advanced Reporting Background Check Request Website:
https://advrep.instascreen.net/sso/login.taz

Help Contacts:

Staff Access to Advanced Reporting, Report Result Questions (by Staff):
Amberly Rislove, Human Resources Assistant, Amberly.Rislove@oregon.gov, 503-986-0662

Troubleshooting Background Check Issues (Volunteer Calls for Support):
Advanced Reporting: 503-375-0451 or 1-888-375-0451(toll free), info@advrep.com

Issues Related to Documentation in OPRIS or Questions on Request Process:

e Paul Reilly, Regional Programs Coordinator Coast Region, Paul.Reilly@oregon.gov, 541-
272-7394

e Jill Nishball, Regional Programs Coordinator Mountain Region, Jill.Nishball@oregon.gov,
503-551-8958

e Tammy Baumann, Regional Programs Coordinator Valley Region,
Tammy.Baumann@oregon.gov, 503-385-5825.

e Allison Watson, Statewide Volunteer Programs Coordinator,
Allison.Watson@oregon.gov, 971-719-1842.
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Which Volunteers Need Background Checks & How Often?
Which Volunteers Need a Background Check and Driving Records Check?
e HOSTS: Need both the criminal background check and the driver’s record check.
e RESIDENTIAL GUESTS OF HOSTS: Anyone over the age of 18, staying with a volunteer host
at their site, even if they are not volunteering, must also pass a criminal background

check to live onsite with a hot during their term of service.
e ALL OTHER VOLUNTEERS:

Driving Records Check:
If the volunteer will be driving a state vehicle, utility vehicle, or personal vehicle as a

part of volunteer service, they will require both a criminal and driving records

check.

Criminal Records Check:
If the answer is yes to ANY of these questions, the volunteer needs to have a

criminal records background check completed:

1. Will this volunteer be performing service, where they may not be directly
supervised by Park staff, and they have the possibility of engaging with
vulnerable populations (children, the elderly, etc.)?

2. Will this volunteer work with sensitive documents and information (financial
records, sensitive customer data, sensitive historic artifacts, etc.)?

How Often are Background Checks Needed?
Background Checks are needed on an annual basis. They expire one year after they have
been completed.

Background Checks MUST be completed before a volunteer or host begins ANY volunteer
service with OPRD if the nature of their volunteer assignment requires a background check.
It is the responsibility of the Volunteer Service Leaderto ensure that a volunteer’s

background check has been submitted and has been approved before they begin service.

68



Submitting a Background Check on a Volunteer
The complete background check automatically includes both the criminal records and driving
records check. All park hosts need a complete background check.

Non-host volunteers who do not have driving as a part of their volunteer responsibilities do not
need to complete the driving records check portion of the background check process. The
instructions below inform how to remove this specific records check, and only request a
criminal background check on potential volunteers.

Additionally, adult residential guests of park host volunteers who will be staying on site with a
volunteer longer than 7 days will need to pass a criminal background check. A driving records
check is not required for residential guests of park hosts.

For information on what type of background check is required for other
volunteers, go to section: Which Volunteers Need Background Checks & How
Often? (Pg. 2)

If you do not have an account with Advanced Reporting, contact Amberly Rislove
in Human resources to set up an account.

How to Request a Background Check
Login to the Advanced Reporting Website: https://advrep.instascreen.net/sso/login.taz

(@)
advanced Order 24 A Reports 6
reporting

Request New Order

= B e

New Order Batch Order Draft Orders 0

SUA

Happy Summer (or Winter for those in the Southern Hemispt
Reporting, we've been working hard to listen, learn and respo

To bolster our electronic communication options, we now ha
to get a quick status update, get help placing an order and to
leave us a message. Click on the chat icon in the bottom rigk

We are also expanding our consumer communications. Begil
~nnlinante whan thair ranorts are complete. These notices w

bs//advrep.instascreen.net/order/new.taz
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Volunteer Order Type

Select Screenings

Certify Request

Enter Volunteer Info

advanced

g Order 24 Vv
riin

Select Product for Order

Reports 6 Vv

OPRD VOLUNTEER SCREENING
Natl Alias, County Crim, MVR

VOLUNTEER SCREENING FOR INTERNATIONAL
International Crim; optional MVR

Select Searches for Order

Investigative

County Criminal Records Search
O National Criminal Database Search

National Alias, Criminal Records and Sex Offender Locator

Credentials

b
Report Summarization

Report Summary

Cancel

Certification

Please review the following and acknowledge acceptance of the terms.

certify that:

State or local law or regulation;

aw or regulation; and

aw or regulation.

A) | have received, read and understand the Notice to Users of Consumer Reports: Obligations of Users under the FCRA;

B) | have complied with the disclosurefauthorization requirements of FCRA §604(b)(2) and of any applicable Federal,

C) | will follow all applicable adverse action procedures of FCRA §604(b){3) and of any applicable Federal, State or local

D) | will not use information obtained through the background check in violation of any applicable Federal, State or local

* To Applicant’s E-mail Address

Order Notes:

Cancel

@ 2001-2020 - This Software Copy

volunteer.oprd@oregon.gov

yrighted - All Rights Reserved

Cancel
QuickApp™ Order Oregon Parks and R ti Volunt:
OPRD Volunteer Screening
* Reference: -
Applicant
* Last Name * First Name Phone Number

* From Sender's E-mail Address
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The Volunteer will receive an automatic email. Each individual volunteer is responsible for
submitting the rest of the information needed for a background check online. The linkin this
automatic email will expire 10 days from the date of the initial submission. The expiration
date can be reset.

Dear ALLISON EXAMPLE WATSON,

As part of your application to volunteer with Oregon Parks and Recreation Department, you will need te fill out the attached background
questionnaire so that the Company can conduct a background check. As part of that process, you will need to electronically sign a Disclosure and
Authorization form ("Autherization Form”) consenting to these checks. This Authorization Form will allow our background agency, contracted
Advanced Reporting LLC, to verify the information you provide and share its results with Oregon Parks and Recreation Department.

The questionnaire takes approximately 15 minutes to complete and we recommend that you double check the information you provide to ensure
there is no delay with your application to velunteer.

An associate from Advanced Reporting LLC may contact you for additional information during the verification process. Please respond promptly so
Oregon Parks and Recreation Department can complete the background verification as quickly as possible so as not to delay the selection process.

Please click on the link below to begin the process. Please note this link will expire within 10 days, and if the background guestionnaire is not
completed within this time, you may not be considered for a volunteer position with Oregon Parks and Recreation Department.

If you need any assistance while filling out the questionnaire. you may contact Advanced Reporting LLC at 503-375-0451 or by e-mail at

info@advrep.com.
If you have feedback or suggestions about the questionnaire, please contact Advanced Reporting LLC at info@advrep.com.
Thank you,

Oregon Parks and Recreation Department
Allison Watson
(971) 7T19-1842

Please be careful to double check all the information you provide. Once you submit your information, you will not be able to modify or change it.
Please note that Advanced Reporting LLC supports current versions of the most common browsers.

Applicant Name: ALLISON EXAMPLE WATSON
Application Link: Click here to begin

MNOTE -- If you have any problems with the applicant link above, please copy and paste the following text into your browser's address field to begin
the application process:

hitps-//advrep insiascreen.net/orderguickappiindex taz?
¥=3uduknkdsdsst2?kSbimIpSmymEhErni0s5le3PmYMC KefkK28q6efiKHL at7 PwwmZzR45WWy3sAeZ teqgfBEn&y=4922655=2=10

This email is intended only for fhe person or entity to which it is addressed and may contain information that is privileged, confidential, or offierwiss profscied from disclosure.
Dissemination, distribution, or copying of this e-mail or the information herein by anyone other than the intended recipient, or by an employee or agent responsible for
delivering the message o the intended recipient, is prohibited. If you have received this e-mail in error, please noilify us immedistely by replying to the sender.
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Documenting Approved Background Checks: Driving & Criminal

Park staff who requested the initial background check will receive an email on the status of the

volunteer’s background check.

Depending on the volunteer, their application may go into REVIEW or PENDING. Whenever a

volunteer background check changes status, an email is sent out to staff.

Only the APPROVED email means the volunteer has passed all of the requested background

checks and that they may begin volunteer service.

Example Emails:

Approved Email

CLReply 2 Reply All 3 Forward GEIIM
Fri 8/14/2020 412 PM
AR @ Advanced Reporting LLC <automation@instascreen.net>
) Report Decision

To O veluntesr OPRD * OPRD
) there are problems with how this message is displayed, click here to view it in 2 web browser.

The following report for* File #- has been set aper client specifications).
Please click here to view your report.

In Process, Not Final Emails

2 Reply 2 Reply All (53 Forward GE5IM
Thu 7/30/2020 12:41 PM

AR  Advanced Reporting LLC <automation@instascreen.net>

Report Decision
To Wolunteer OPRD * OPRD
Q) It there are problems with how this message is displayed, dick here to view it in a web browser,

The following report for — File #-. has been set as client specifications).

Please click here to view your report.

Thu 3/26/2020 11:21 AM
AR  Advanced Reporting LLC <automation@instascreen.net>

Report Decision

To Volunteer OPRD * OPRD
1@ 17 there are problems with how this message is displayed, click here to view it in a web browser.

The following report for (NN, e <@ has been set aper client specifications).

Please click here to view your report.
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Documenting Background Checks in OPRIS: Volunteers
Edit Volunteer Profile

" Kenneth M Hatch & Patricia N Bell Host eam 36899 & 36900

Status Biography  Calendar  Equipment  Files  Motes

Requirements

Srojects folunteer Agreement Signed A

Criminal Background Check Completed A

DMV Check Completed A

DAS Harassment and Discrimination Training &

Maintenance Hast Safety Training A

Visitor Centes, Interpretive or Special Project Host Safety Training A

Camprground, Cabin, Yurt or Day Use Host Safety Training A

No Emergency Contacts
Contact Host Site Preferences References Skills
Requirements kenneth Requirements patricia
Volunteer Agreement Signed mm/dd/y Volunteer Agreeme
Criminal Background Check Completed 08/24/20:Q Criminal Background Check C
Criminal Background Check Pass/Fail Passed v Criminal Background Check
DMV Check Completed 08/24/20'0 DMV Check C
DMV Check Pass/Fail v DMV Check
DAS Harassment & Discrimination DAS Harassment & Disci
Training Completed | F255¢d Training C
Failed

Maintenance Host Safety Training mm/dd/y Maintenance Host Safet
Completed . C
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Documenting Background Checks in OPRIS: Adult Residential Guests of Volunteers

Edit Volunteer Profile

@ os (e[~ s [l

‘ Kenneth M Hatch & Patricia N Bell Host Team 36899 & 36900

Stalus  Biogrephy  Calendar  Equipment  Files  Notes

Requirements

Volunteer Agreement Signed a

Criminal Background Check Completed A

DMV Check Completed ry

DAS Harassment and Discrimination Training '

Maintenance Host Safety Training a

Visitor Centes, Interpretive or Special Project Host Safety Training a

Camprgreund, Cabin, Yurt or Day Use Host Safety Training A

No Emergency Contacts
pground, cabin, yurt or day e 8 vy ground, cable, yurt or day Y mm / dd { yyyy
mmammpm:;wum et dd wmqw-;;wp-w Fm /4 yyy
1 Adult Residential Guest et & Patrida | +

First Name Last Name Criminal Background Check Date  Criminal Background Check Pass/Fail

mm J dd / yyyy - ©

74



Process for Background Check Fails
Volunteers who fail the background check are not able to volunteer in Oregon State Parks.

How will the Volunteer Service Leader know if a volunteer fails the background check?
Email from Human Resources: If a background check is not passed, the volunteer failed the
criminal background check, driver’s check, or both. Staff will receive email notification from
Human Resources. This email will be sent to the Volunteer Service Leader who made the
request, the Park Manager, and the Regional Programs Manager.

What communication does the volunteer receive on their failure of the background check?
Human Resources will communicate the failure with the host or other volunteer, and the
Volunteer Service Leader DOES NOT need to provide any additional communication with this
individual on the reasons behind their failure of the check. This information is not shared
with any staff and only HR staff may discuss this with the volunteer.

What needs to be documented by the Volunteer Service Leader?
Failure of a Criminal Background Check: Nothing needs to be done by the Volunteer Service
Leader when they are notified of a failure for a volunteer’s background check. Human
Resources will make a notation on the individual’s profile in Advanced Reporting and the
Regional Program Coordinator will make notes on the individual’s OPRIS profile, update their
requirements to reflect the failure, notify all upcoming scheduled host assignments, and/or
set their application to inactive.

Failure of the DMV Check, but Passing Criminal Background Check: Volunteer Service
Leader documents the date of the DMV check and marks the check as failed. They also
document the date of the criminal background check and marks the check as passed. The
date of the criminal background check and the DMV check will most always be the same
date.

What if the adult residential guests of a volunteer fails their criminal background check?
If the guests of a residential host fails the criminal background check, they are not able to

live on site with a host during their volunteer service:

e |F the host agrees to not have that individual be their residential guest for the duration of
their host assignment in the Park, they are APPROVED for volunteer service as a host.

e |F the host is not willing or able to have their guest reside outside of the Park for the
duration of their host assignment, they are NOT APPROVED for volunteer service as a
host.
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Checking the Status of a Background Check
After staff submit a background check, an email will be sentto them that states when the
background check has been completed.

For information on the confirmation email(s) for background checks, go to
section: Documenting Approved Background Checks (Pg. 2)

There may be some occasions where you’ll need to search for a volunteer’s background check
in the advanced reporting system: To verify what part of the process they’re in from initially
submitting itto having a complete check, their OPRIS records are not updated, but Advanced
Reporting alerted you there is a recent check on file for them, etc.

How to check and verify the status of an individual’s background check:

Utilities Vv v | Last Name

Search for Records

Your last login was on Aug 24th at 12:16 pm

_ Advanced Reporting LLC

Phone: 503-375-0451
Toll Free: 888-375-0451

Fax: 503-364-0195
Fax Toll 877-450-2774
Free:

Email: info@advrep.com

Address: PO Box 12398
Salem, OR 97309

through a lot this
and respond to

10
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Search Results

Search Results

Below is a list of reports you searched for. To sort this list, click on the name of the column you wish to sort. Click the column name again to reverse the order.

» Export | | » Results | | » View Report | | » Print Repori(s) | (] Exclude Archived Files Fitter

[ Name * SSN + FileNo. * Reference = ReportTo * Requestor + Ordered ~  Stats ¢ Email & +
O 2 xxx—xx@ HUMAN RES.. Oregon Parks an.. Allison Watson 20200131 complete ([N &

U S . o8 B iuMANRES. OregonParksan.. Allison Watson 20200131 compiete ([ NN &

U S . @8 @ crreBLaN.  OregonParksan.. LauraRhodes 20190228 complete (NN

U D . @ B cercoan. OregonParksan.  Laura Rhodes 190225 compete (NN &

“ H 1M » 15 ~ Showing 1 to 4 of 4 entries

Verity: Is the check complete? Has it been approved?

Order Details
S
Order Date: 01-31-2020 6:01 PM MST Requestor: Allison Watson
Report Date: 03-24-2020 4:58 PM MDT Email: volunteer.oprd@oregon.gov
File Number: [/ HUMAN RESOURCES 00330 Phone: (503) 986-0670
Report To: Oregon Parks and Recreation Department Alt.Phone: (503) 986-0654
Volunteers / 5501-1 Fax: )
725 S StNE
Suite gmmer Product: OPRD Volunteer Screening
Salem, OR 97301
Assigned To: Jackie Prince £

11
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Verity: Passed Driving Records Check?

12
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Resetting the Expiration Date of a Volunteer's Background Check

The initial email to volunteers requesting the background check is only active for 10 days. If a
volunteer waited too long to start the background check, the link will no longer work. However,
staff can easily extend the expiration date of the background check request, and send a second email
link /reminder to a volunteer.

How to Extend the Expiration Date of a Background Check and Resend the Email Request

Find the Request Order 23 A Reports @ v ——

(or Winter for those in the Southern Hemisphere)! We've all been through a lot this
Fe at Advanced Reporting, we've been working hard to listen, learn and respond to
it e e e 1 oe we e e io: il § @nd opportunities presented.

Begrving Juy 1, W4 The Tme” notoes.m yos
Tor pour

electronic communication options, we now have Live Chat available for you at

om. This is a great way to get a quick status update, get help placing an order and to
ur team in real time. If we are offline you can also leave us a message. Click on the
%e bottom right corner of our public website to connect.

A A

Reset Expiration & Resend Request

Applicant Pending Reports
B Reset Expiration Date | E2 Resend Invitation | X Cancel frl ter

[ Applicant « Detail  E-mail % Client Name + Requestor * Ordered ~ Notified = Emails Sent  Texts Sent Days Left
o LANDERS, GARY (=] g _ (Oregon Parks and Recreation Departm:  Patrick Newhall 2020-08-23 2020-08-23 1 o 9
O MERRILL, SHARON 2 & oo Ferts and Recreation Deparim: il Nishbal 20200819 20200824 2 0 5
o DUFFY, JESSE KAY (=] |g _ Oregon Parks and Recreation Departm: Monica Wilcox 2020-08-16 2020-08-16 1 o 2
O purey, TiM = _ Oregon Parks and Recreation Departm:  Monica Wilcox 2020-08-16  2020-08-16 1 o 2
O purry, amy ZHE oo o and Recreation Departm: Monica Wilcox 20200816 20200816 1 0 2
O clueryk, THERESA ZHEEEEE oo s o Recrestion Departim: Mario Russell 20200815 20200815 1 0 1
0 BALTZELL, RAYMOND = _ Oregon Parks and Recreation Departm: Jill Nishball 2020-08-06  202008-06 1 0 0
O eRoWN, ROBERT 2 ZE oo o Recreation Departm. Rebecca Carey 20200728 20200728 1 0 0

13
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Additional Steps in the Process for Washington, Alaska, & British Columbia
Dueto a laws in the states of Washington and Alaska, as well as British Columbia, in order for
driving records of volunteers from this area to be released, they need to complete an
additional form.

Staff members do not need to do anything else, including providing the additional form directly
to a volunteer after requesting the initial background check. Further instruction to the
volunteer, a copy of the form, and the collection of this additional form will be handled by HR.
The staff member who made the initial background check request will be CC’'d on any emails
from HR to the volunteer on the additional process for Washington, Alaska, and British
Columbia driving records checks.

If the check needs to be processed immediately, staff can send the specific state or territory’s
driving records release forms to volunteers, and request that they finish and submit that

directly to Human Resources.

e The forms can be found online on the volunteer voice website, where volunteers may
access them: https://sites.google.com/view/oprdvolunteervoice/forms-requirements-

resources.
e Volunteers should send completed driving records release forms to Amberly Rislove in
HR: Amberly.Rislove@oregon.gov.

14
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OPRD Volunteer Assignment Interviews

For assignments that require special or advanced skills, are only available to a limited number of
individuals, or require volunteers to temporarily live on site, theinterview is an important part of the
recruitment process. It gives staff additional information on potential volunteer candidates to ensure
they can fulfill the required qualification of a role as well as to identify whothe most qualified candidate
may be.

Setting up Interviews for Success, for Staff and Volunteers

e Shareyourselection process with volunteers. Do you interview candidates on a first come, first
serve basis? Do you interview 3-5volunteers individually, and select the most qualified
candidate? Do qualified volunteers not selected have the opportunity to be placed in a different
assignment with your park? When can volunteers learn whether or not they have been
selected? Share your selection process with volunteers, and let them know when and how they
will be contacted about their selection for a volunteer assignment.

e Don't surprisevolunteers, scheduleinterviews. Schedule a specific time for the interview. Let
volunteers know about how long the interview is expected to take. No one wants to receive a
surpriseinterview call while they are in the supermarket.

e Utilize online scheduling tools. Save time coordinating interviews with your schedule. Websites
like the ones listed here allow you to list times you are available to conductinterviews, and
allow volunteers to select a time that works for them. Try www.doodle.com or
WWW.signupgenius.com.

e Be flexible, make accommodations when requested. Volunteer assignments are opento
individuals from all backgrounds and abilities. Example: phone interviews may work for most
folks, but can be barriers for individuals with limited hearing, video orin person may work
better.

Questions for Volunteer Interviews

Interviews for volunteer assignments arean opportunity for staff to confirm that a potential volunteer
meets the requirements for the assignment, if they will be successfulonsite (if they will be living onsite
temporarily), and how they will represent OPRD as a volunteer.

Below are a list of some questions staff may utilize in interviews. In selecting questions, think about
what information you'd like to know that would be helpful in identifying a volunteer's ability to engagein
a specific role at your park. Select the options that work best for the park and the volunteerrole.

e Why are youinterestedin this volunteer assignment?

e \What parts of this volunteer assignment do you think will be the most difficult for you, why?

e Ensuringvisitors, staff, and volunteers of all cultures and backgrounds feelwelcome in our parks
and programs is importantto OPRD. How would you support a park community where people
feel respected and included? Or how would you ensure other volunteers feel like they are a part
of the park’'s community?

e Do you prefer to do volunteer work with others or accomplish service tasks as on your own?
Why?

e *Scenario: You'rewalking to the park office to pick up litter picking tools. A camper is walking
towards you, while smoking a cigarette. As you get closer to this camper, you share with them
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that there are designated smoking areas in the park, and if they don't know where theseare,
you'll be gladto show them. The camper loudly yells, “mind your own business!” glares at you
and keeps walking by you. What do you do?

*Scenario questions can help you identify how a potential volunteer may interact with guests
or staff. However, an individual, especially a new volunteer, may not know all of our policies
on things like non-enforcement activities, etc. Don't hold someone’s lack of knowledge on
park rules as an immediate exclusion from a position.

Questions to Ask for Park Hosts or Anyone Living on Site

It is highly encouraged, that in addition to the screening questions that best serve yourlocation, staff
include thesefew questions inany part of your park host interview and/or screening process:

1. Will you have anyone else living with you while you volunteer as a host?

It'simportant to know if a volunteer will have a residential guests, and for staff to share that
their guest will need to agree to OPRD's standards of conduct for residential guests. If the
guestis over 18, they will need to pass a criminal background check, andthat the hostis
ultimately responsible for the behavior of their guest.

2. Do you have any children under the age of 18 who will be staying with you while you host?

Itis importantto sharethat anyoneunder the age of 18 cannot volunteer as a host or assist
with any of the host volunteer service activities. Also, if any children are under the age of 10,
they will need to be supervised appropriately at all times, including during times when this
hostis engagedin volunteer service.

3. Will there be any pets that will be staying with you while you host?

Volunteers are responsible for the actions and behavior of their pets, and pets that threaten
the safety of the public, staff, and volunteers will be banned from OPRD properties.
Additionally, the park host will need to meet the pet vaccination and licensing requirements
for Oregon.

4. What kind of residence will you be using as a host (RV, Vehicle, Tent)?

It is not a requirement that all park hosts needto have a recreational vehicle to be a park host.
Itis up to each individual park to determine if they have sites suitable for park hostsintents
to serve. Regardless of the type of residence, volunteers will need to meet OPRD's standards
for campsite appearance and safety.

OPRD staff should have a conversation with park management about the potential hosts in
tents before they begin the interview process so both OPRD staff and management have clear
expectations for residences.

Regional programcoordinators can be of help during these discussions. If you'reunsure of
how your park could support apark host outside of a traditional recreational vehicle, include
them in the discussion early to provide someinsightinto how other parks work with non-RV
park hosts.
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Volunteer Reference Checks

Although not always required, reference checks on volunteers can be helpful in verifying a volunteer
candidate’s stated experience during the interview process, as well as when considering a new
individual, who has never volunteered with Oregon Parks and Recreation Department.

Reference checks should be done after an initial interview with a volunteer, when a park has identified
an individual as a leading candidate, but before an official offer of the role has been made. Reference
checks may be completed over the phone or by email.

Below are a few questions you may chooseto use during your reference checks on volunteers. If you
utilize other questions during thereference check process, ensure that they are appropriate to be asked
of the reference and do not discriminate against the the potential volunteer. If you're unsure, ask your
Regional Programs Coordinatorto review the alternative questions you have chosen.

Introduce yourself to the Reference
Who are you? Share your name, job title, park or unit with the reference.

Why are you calling? Explain that a potential volunteer, volunteer name, had listed them as a
reference for a volunteer assignment with your park.

What do you need from them? Share that you're hoping to get some more information on their past
experience with the potential volunteer. Explain the volunteer assignment the applicant has applied
for and what the general tasks and responsibilities are to the reference.

Questions for References

1. Howlong have you known [name of applicant] and in what capacity?

2. Have youever observed [name of applicant] working or volunteering in this type of role?

3. What aspects of [name of applicant]'s background do you think would make them successfulin
this volunteer role?

4. Howwould youdescribe [applicant’s name]'s customer service skills?

How would you describe [applicant’s name]'s interaction and ability to work with youth?

6. Would yourecommend [applicant’s name] for this volunteer role?

w
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Volunteer Conflict: Options for Resolution and Dismissal

OPRD Staff Involved/Role: Address the Issue:

Resolve the Issue:
Remain an Active Volunteer

Resolve the Issue:

Negative Interaction

Minor Issue

Examples:

Volunteer is late to volunteer
assignments, quality of volunteer
tasks completed is poor,
volunteer residential site does not
meet OPRD standards, etc.

OPRD Staff

Any OPRD staff that work directly
with a volunteer may address a
minor issue with a volunteer. If
issue needs o be repeatedly
addressed, management should be
involved.

Regional Program Coordinator (RPC)

or Statewide Volunteer Program

Coordinator:

Available by staff request o talk
through the conversation any issue
with OPRD staff, regardless of how
small an issue may be.

Initial_Conversation:
Talk directy with the volunteer, informally and not in
front of the general public or other volunteers/staff to
avoid defensiveness or embarrassment of the
volunteer.

Listen for Understanding:
Ask questions to understand why this issue may be
occurring, and when possible, assume positive intent
For example, consider if there is anything going on in
the volunteer’s personal life that may be affectng or
creating this issue.

Share Relevant Information:
Will providing additional documentaton be helpful for
this specific situation? If so, provide it to them again.
e Volunteer's Assignment Description
e Volunteer Service Agreement (includes Code of
Conduc)

End with a request for the behavior/action o change:
o  Clearly explain what the expectations are from this
conversation moving forward.
e Invite them to come to youdirecty with any further
concerns related to this discussion/behavior/actions.

How does OPRD help resolve issue?
If the situation allows for OPRD fto help implement a
soluton to resolve the situation, suggest it and enact it
Forexample: provide additional training, provide
additional materials, modify tasks where appropriate, etc.

Documentation:
In OPRIS, briefly document the issue and how it was
resolved. This is helpful if the behavior or action
continues, and more serious steps need to be taken.
Only, managers have permissions to add notes in
OPRIS.

Involve Management

e Ifthe conversation does not go well, staff
should excuse themselves from it, and
discuss the situation with their manager to
idenfify nextsteps.

e  Or, if the behavior continues, involve the park
manager.

Example: If the volunteer did not agree to
change, or more behaviors actions occurred that
are of concern - involve management

Situation will rise to the level of a Moderate Issue
or Serious issue, as identified by manager.

Example Minor Issue

Volunteer Joe is not performing any
of the cleaning tasks and
responsibilities associated with his
visitor center assignment.

Initial Conversation:
Ask if Joe s available to chat with you following their
next visitor center shift.

Share Relevant Information:
Share with Joe his volunteer assignment description.

Listen for Understanding:
Ask if he knew that minor cleaning was a part of his
volunteer assigned duties.
Ask if there is anything preventing him from performing
these tasks.

In this situation, Joe did not know the location of the cleaning
supplies.

End with a request for the behavior/action to change:
Reiterate that all Visitor Center volunteers are expected to
perform a list of cleaning tasks.

How does OPRD help resolve issue?
OPRD staff will show Joe where the cleaning supplies are,
and if Joe doesn't know how to do a certain part of his
assignment, that he agrees to ask OPRD staff for help.

Documentation:

In OPRIS notes example:

6-1-19: Following a misunderstanding of the role,
expectations of volunteer cleaning duties we reshared and
agreed to by OPRD staff and volunteer Joe for the visitor
center volunteer assignment.

If Joe continues to ignore his cleaning tasks oris
Joe just refused to do the expected cleaning
duties, staff should excuse themselves from the
conversation, and discuss the situation with their
manager to determine next steps.

In this example, it would become a Moderate
Issue.
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OPRD Staff Address the Issue: Resolve the Issue: Resolve the Issue: Dismissal

Involved/Role: Remain an Active Volunteer
Moderate Issue Initial Conversation: End with a request for the Dismissal Resolves the Situaton when:
Examples: OPRD Manager: Talk directy with the behavior/action to change: e Volunteer is not remorseful or does not have a respectul understanding that the behavior/action is
Volunteer continues to e Leader of process and volunteer, not in front of the e  Clearly explain what the unacceptable.
perform actions that were holds ultimate decision general public or other expectations are from tis e Volunteer does not agree to resign Volunteer Service Agreement or commit to change behavior/action.
addressed as a minor on resolufion of volunteers/staff o avoid conversation forward, including e Volunteer becomes aggressive or disrespectiul during resolution conversation.
issue previously, dismissal. defensiveness or the potential for dismissal from
Volunteer is disrespectful | ®  Reach outto RPCto embarrassment from te service is behavior/action dentify the Level of Dismissal
to staff//volunteers/ discuss the issue, volunteer. A more formal continues. Should this volunteer be dismissed from this department or management unit, or from all future service with
guests, Volunteer before approaching conversation and location e Recommended to have volunteer OPRD? Manager will communicate the dismissal from their MU/Department or the dismissal from all service
knowingly commits minor volunteer, as needed. may be needed. re-sign and recommit to their with OPRD fo the volunteer.
OPRD rule infraction e Informs RPC when Volunteer Service Agreement
(example dog off leash). dismissal has taken Listen for Understanding: Highlight sectons that they need Question to help identfy which dismissal is appropriate:
place. Ask questions to understand to recommit to as a volunteer. e s this issue due to a specific location or operations issue?
why WS issue may be e Invite them to come to you directly Example: Is the volunteer not able to keep up with the capacity and turnover of a large campground?
Regional Program oceurring, and when with any further concerns related This may be a location-only issue, where the volunteer may be successful in another assignment.
Coordinator (RPC) or possible, assume positive fo this discussion/behavior/ e s this anissue the volunteer wil likely face in all future assignments?
Statewide Volunteer Program intent The.goal is to find actions. Is this an important part of any volunteer assignment, or just this one? If it will affect all assignments,
Coordinator: understanding, not locate the they should be dismissed from OPRD, not just this MU/Department.
e Advise and discuss excuse, the behavior/action How does OPRD help resolve issue?
situation and possible is unacceptable no mater the If the situation allows for OPRD to Dismissal from Service: Department or Management Unit
resolution/dismissal with reason. help implement a soluion to resolve | o Inform the volunteer they are being dismissed from service fom your specific MU or department
OPRD manager, when , the situation, suggest it and enactit | o  Share reasons for dismissal and specifically how this volunteer did not meet the expectaions of the
requested. Sharg Relevant Information: assignment
e Informed by manager Highly recommended © Documentation: . e Share the kind of locaions or assignments that may suit them beter at other parks in the future, where
when dismissal has bring in both: , In OPRIS, briefly document te issue they won't run into similar issue or deficits in expectation.
taken place, verifes *  Volunieer Assignment and how it was resglved. Th|s s e Inform RPC so they can communicate with downstream assignments, and determine if a probationary
documentation. Descripfon helpful if the behavior or action status is needed for future assignments.
e Volunteer Service confinues, and more serious steps
Agreement, which need © be taken. Dismissal _from Service: OPRD, Statewide:

includes the Code of
Conduct,
As volunteers signed and
agreed to abide by upon
joining as a volunteer.

e Inform the volunteer tat they are being dismissed from service from tis specific assignment and from the
Oregon Parks and Recreation Department.

e Share the specific reason why they are being dismissed, and how that acton/behavior unacceptable for all
OPRD service.

e Request to collect the volunteer’s OPRD uniform items.

Documentation:

e In OPRIS, document dismissal date, and reason for dismissal. Factual information only.

e If needed/appropriate have anyone involved in dismissal orincidents leading to dismissal write up winess
statements, send them to RPC or Statewide Volunteer Coordinator to save in private volunteer fles
(outside of OPRIS).

e |famanager deems it necessary, an official dismissal letier may be sent to the volunteer. Templates are
available in the staff handbook. Letier may be necessary if there was a question of whether or not the
volunteer fruly understands the severity of their dismissal, or if they sill need to return their uniform.
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OPRD Staff

Address the Issue:

Resolve the Issue:

Resolve the Issue: Dismissal

Severe Issue

Examples:

Volunteer engages in
any form of harassment
or violent behavior, their
behavior or actions
endanger themselves or
others, use of alcohol or
other substances during
service, continued
behavior/action that was
addressed previously for
moderate issues, etc.

Involved/Role:

OPRD Manager:

Leader of process and
holds ultmate decision
on resolution of
dismissal.

If situation involved a
violation of the
discrimination and
harassment policy,
involve HR. Volunteers,
in additon to staff, fall
under this policy.
Reach out to RPC to
discuss the issue,
before approaching
volunteer, as needed.
Informs RPC when
dismissal has taken
place.

Regional Program
Coordinator (RPC) or

Statewide Volunteer Program

Coordinator:

Advise and discuss
situation and possible
resolution/dismissal with
OPRD manager, when
requested.

Informed by manager
when dismissal has
taken place.

If RPC believes there is
a possible violaton fo
the discriminaton and
harassment policy, they
will involve HR in the
issue.

For severe issues,

volunteers will be dismissed
from volunteer service with

OPRD.

Remain Active Volunteer

For severe issues, volunteers will
be dismissed from service with
OPRD.

Inform the Regional Programs Coordinator:

o Depending on the severity of the behavior/issue, additonal documentaton may be needed, or other parties may
need to be informed. The Regional Program Coordinator, coordinates this communication within OPRD.

Dismissal from Service: OPRD, Statewide:

o Inform the volunteer that they are being dismissed from service from this specific assignment and from the
Oregon Parks and Recreation Depariment.

e Share the specific reason why they are being dismissed, and how that action/behavior unacceptable for all
OPRD service.

e Request fo collect the volunteer's OPRD uniform items.

Documentation:

e In OPRIS, document dismissal date, and reason for dismissal. Factual information only.

e If needed/appropriate have anyone involved in dismissal orincidents leading to dismissal write up winess
statements, send them to RPC or Statewide Volunteer Coordinator to save in private volunteer fles (outside of
OPRIS).

e Forserious dismissals, managers should consider whether or not an official dismissal letter should be sent by mail.
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New Volunteer Service Leader (VSL) Checklist for Park Managers

Notify your Regional Program Coordinator (RPC) and the Statewide Volunteer
Coordinator by email, so they may:
e Add VSL Ranger to the OPRD Volunteer Services email list.
e Add VSL to the OPRD internal contact listin Teams.
e Add VSL to the Park Host Urgent Volunteer Opportunities ListServ.
e Assignthe right profile for volunteer access in OPRIS.
e Assignaccess and create an account for Advanced Reporting, OPRD’s
Background Check Company.
[0 Giveyour new VSL Coordinator:
e Access tothe OPRD staff Volunteer Programs Handbook (on OPRIS)
e Email & Contact Information for your Regional Program Coordinator
e Encouraged but Optional: Set up a meeting with the RPC and your new VSL. RPC
can provide 1:1 training, overview of OPRIS, volunteer functions, policies, &
procedures.
[l Contact all Scheduled Park Hosts and Volunteers
e Notify all scheduled volunteers and park hosts of the change so they know who
to contact, and how to contact them, moving forward as their assignment nears.
[1 Discussion About Your MU’s Volunteer Program
e Overview of your current park host and volunteer assignments.
e Share information on park expectations/history of volunteer assignments.

Potential Questions to Discuss/Resources to Provide:

1. Is tent camping available for hosts at your park(s)? Which sites, and
during which months?

2. Go over park host sites, locations, levels of service, related assignments,
etc.

3. Which volunteer assignments are the most difficult to recruit for, and any
insight as to why?

4. Which park host or volunteer assignments are absolutely critical, and
should be prioritized to fill first?

87



OPRD Policy # VOL.010.000:

Volunteer Management Policy

Authorized: Date:

Lisa Sumption, Director 03/10/2021

INTRODUCTION & OVERVIEW

Summary Policy Statement

Oregon Parks and Recreation Department (OPRD) is directed by a vision to “take the long view
to protect Oregon’s special places and provide the greatest experience while creating stable
future funding.” OPRD’s volunteer programs provide great experiences for both volunteer
participants and customers, while supporting a vision to achieve OPRD goals. A consistent
volunteer policy permits OPRD to provide positive volunteer experiences at all levels of the
organization. This policy allows staff the ability to have authentic and rewarding engagement
with volunteers and volunteer programs.

Purpose

The purpose of this policy is to ensure that OPRD’s diverse volunteer programs are consistent in
management and implementation, by providing staff support in volunteer management and
program development through this policy and related procedures.

Goals
The goal of this policy is to accomplish the following:

e Engage volunteers in activities that support OPRD’s mission and goals while making
volunteer safety a priority.

e Ensure volunteer programs are welcoming for all volunteers and the communities they
serve by allowing participation of individuals who desire to support OPRD’s mission
through volunteer service.

e [Establish consistent management of volunteer programs.

e Ensure volunteer program policy is applicable to all volunteer programs, and allows for
the development of new and modified volunteer programs.

e Provide clear direction of management unit and division responsibilities for coordinating
volunteers.

e Build arecognition and appreciation program that incorporates all volunteers, regardless
of division, location, or time commitment.
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We will know we have achieved our goals if the following actions are noted:

e Volunteers’ assignments support and promote stewardship of OPRD properties and
supplement, but do not replace, the work performed by paid staff.

e OPRD includes the volunteer program in its goal to be a welcoming organization. This is
demonstrated in how welcoming is included in all volunteer orientations and is a part of
the on-boarding process.

e Appropriate safety training and orientation is provided to all volunteers.

e Volunteer programs abide by the same rules and measures for accountability across the
organization.

e Staff are empowered to update and create new volunteer programs in response to agency
strategic direction that is informed by community and agency needs.

e Volunteer recognition and appreciation initiatives that affirm the contributions of all
volunteers are implemented.

Scope

Applicability: This policy applies to all OPRD divisions, management units, and staff who
engage with volunteers.

Audience: This policy is to be used by all individuals with the responsibility to coordinate,
develop, supervise, and/or manage volunteers and volunteer programs. OPRD volunteers are
subject to this policy and its related procedures.

Authority

ORS 390.131: The authority for this policy is established n ORS 390.131, which states that the
State Parks and Recreation Director is responsible for administering the legislatively imposed
duties of the Parks and Recreation Department and its Commission.

Related Laws, Policies, Rules, & Procedures:
This policy is influenced by the following authority:
e HR.080 Criminal History and Driving Records Checks Policy
SAF.10.020 Vehicle Use Policy
125-7-204 DAS Volunteer Injury Coverage Procedure
OPRD Uniform and Appearance Manual
COM.050 Communications and Brand Management Policy
ORS 390.139 Oregon Adopt-a-Park Program
ORS 390.141 Agreements between State Parks and Recreation Department and private
organizations
OAR 839-021-0006 to 839-021-0500 Rules Regulating the Employment of Minors in
Oregon
U.S. Department of Labor, Fair Labor Standards Act
National and Community Service Act of 1990
Domestic Volunteer Service Act of 1973
PSP.040 Park Area Rule Enforcement Policy
SAF.010.080.PR Volunteers and Safety Sensitive Tasks Procedure
RRAP Manual (Registration and Reservation Administrative Procedures Manual)
FIN.060.000 Travel Policy
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HR.050 Professional Standards, Ethics, and Conflict of Interest

OAR 736-010-0040(9) Visitor Conduct

OAR 333-019-0017 Pet Licensing, Animal Bites, and Rabies: Vaccination for Animals
ORS 163.545 Child Neglect in the Second Degree

Background

The statewide volunteer program began in 1977, enhancing visitor experience and providing
additional benefit for park programs and facilities as a means of helping support staff. Both
OPRD volunteer programs and OPRD’s management of volunteer programs has evolved since
the program’s inception.

First called the Volunteer Services Department, and now termed Volunteer Programs, OPRD’s
volunteer management program, oversight, and responsibility has been moved mnto various
divisions throughout the agency. In 2018, OPRD identified statewide consistency as a high
priority for volunteer management. This priority places emphasis on the improvement of
volunteer programs through policy and procedure development; which provide a framework for
the maintenance and development of future volunteer programs.

POLICY PROVISIONS

Definitions

Adopt-A-Park: As defined n ORS 390.139, the Adopt-A-Park program is a volunteer program
administered by OPRD, designed to allow volunteers to assist in the operation and maintenance
of Oregon’s state parks. Adopt-A-Park defines volunteers as an individual, a group of
individuals, a volunteer group or service club, and/or any entity that is tax exempt under section
501(c)(3) of the Internal Revenue Code.

Cooperative Associations: As defined n ORS 390.141, the Director of OPRD may enter into an
agreement with a private, non-profit organization, to further the strategic priorities of OPRD,
under which the organization shall solicit gifts, grants, and donations for the benefit of the
agency. Cooperating associations are private, non-profit scientific, historic or educational
associations organized solely for the purpose of providing interpretive services to recreational
facilities in Oregon. As it relates to the OPRD volunteer program, the private, non-profit
organization shall donate goods and services to the department, including volunteer service.

Episodic Volunteer: A volunteer who provides service for a specific event or task and makes a
commitment for a one-time event. Examples include a volunteer who provides service for a one-
day beach clean-up, community outreach event, or trail work party.

Long-Term Volunteer: Also classified as an individual volunteer, this refers to a volunteer who
agrees to fulfill a certan day or hour requirement of service over an extended, specified period of
time. This time period extends beyond a one-day service task. Examples include the Trail
Ambassador program at Smith Rock and advisory board members.
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OPRD Unit: Refers to all management units, parks, divisions, and units within OPRD. Term
specifically used for any OPRD units that would manage or utilize volunteer programs. The
supervisor of an OPRD unit, or their designee, is responsible for carrying out the duties assigned
in this policy.

Orientation: An mtroductory meeting, delivered by OPRD staff that introduces volunteers to
their service site and activities. Orientations may include a variety of topics that are unique to a
particular volunteer assignment or OPRD unit. However, all OPRD orientations should include
the following topics: introduction, communication overview, location overview, service
performance expectations, welcoming, and safety.

Residential Volunteer: Including park hosts, these are volunteers who, as part of their volunteer
service, reside temporarily on OPRD property.

Subject Worker: Refers to volunteers who receive remunerations as part of their volunteer
service. OPRD currently has one volunteer assignment, Residential Volunteer, that is classified
as a subject worker. As determined by the Oregon Department of Justice, Residential Volunteers,
including Park Hosts, receive remuneration from the value of their host site and host site
amenities provided by OPRD as part of their volunteer service.

Volunteer: Refers to an individual who is appointed or recruited by OPRD to perform a specified
volunteer assignment, and serves at the request of the agency. A volunteer performs service
without the promise, expectation, or receipt of compensation for services rendered. A volunteer
is not an employee, and many of the rights held by employees do not apply to volunteers.

Volunteer Internship: A volunteer assignment that is a form of experiential learning that
mtegrates knowledge and theory learned i the classroom with practical application and skills
development in a professional setting. Unpaid volunteer internships must meet the requirements
set forth in the U.S. Department of Labor, Fair Labor Standards Act.

Policy Statements

Volunteer Recruitment, Orientation, & On-boarding

1. OPRD does not discriminate against volunteers during recruitment for assignments based
on race, color, national orign, sex, religion, age, disability, marital status, sexual
orientation, gender or any other protected class as defined by state and federal law.
Individuals have equal opportunity to apply for any OPRD volunteer assignment, and
may not be removed from consideration on the basis of their protected class(es).

2. The OPRD unit is responsible for screening volunteer candidates to ensure potential
volunteers meet the minimum requirements, as established by the OPRD unit, of a
volunteer assignment and that those volunteers understand the expectations and duration
of service.

3. All volunteers will receive an orientation and assignhment specific training from their
OPRD unit prior to beginning their volunteer service.
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4. Volunteers in any assignment will sign and agree to the Volunteer Service Agreement
(VSA) form. All VSAs include the State Volunteer Partial Waiver and Release of Rights
form. Depending on the type of volunteer assignment and service commitment, the VSA
may also include the code of conduct, vehicle use agreement, and additional expectations
that are specific to the agreement between OPRD and a volunteer. Volunteers are
expected to comply with all the statements and terms outlines in the VSA.

5. All volunteer assignments will have a volunteer assignment description, or a document
which details the specific tasks and responsibilities that a volunteer engages in as part of
their service, provided by their OPRD unit.

Criminal Background and Department of Motor Vehicles (DMYV) Records Checks

6. A criminal background check is required for volunteer assignments, if any of the
following apply:

a. Interaction with vulnerable populations (children, the elderly, people with
disabilities, etc.) is possible during volunteer service which is performed
without direct OPRD staff oversight. Direct staff oversight involves having
staff on-site, in the vicinity of the volunteer and engaged with the volunteer
during service; or

b. Access to sensitive information and/or assets (cash handling, financial
mformation, client data, given set of keys or key card for use during service
etc.) is part of volunteer service; or

c. The volunteer service requires the volunteer to temporarily reside on OPRD
property.

7. A driving records check is required for volunteer assignments, if any of the following
apply:

a. Driving a state vehicle is part of volunteer service;

b. Driving an OPRD low speed vehicle on State or State Park roads (All-Terrain
Vehicle (ATV), golf cart, gator, utility vehicle, etc.) is part of volunteer
service; or

c. The OPRD unit manager identifies the volunteer’s assignment necessitates use
of the volunteer’s personal vehicle, in fulfillment of travel which is directly
related to volunteer service.

8. Volunteers for assignments that require a criminal background and/or driving records
check will be approved or will fail the check based on the agency requirements n HR.080
Criminal History and Driving Records Checks Policy and SAF.10.020 Vehicle Use
Policy.

9. As amatter of visitor, staff, and volunteer safety, volunteers requiring a criminal
background check or driving records check must have a valid, approved driving records
check before beginning service with OPRD. Crimmal background and driving records
checks for volunteers will expire one year from the date which it was completed, and
must be current for volunteer service to continue. Itis the responsibility of the OPRD unit
to administer criminal background and driving records checks for volunteer assignments
under its purview.
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Expectations of Volunteer Service

10. OPRD unit staff will create and sustain an inclusive park culture where the volunteer
community, and visitors served by those volunteers, feel welcome and are able to connect
to OPRD’s experiences, programs, and places. Volunteers are held to OPRD standards
and expectations in supporting and promoting an inclusive environment with Oregon
State Parks.

11. Only volunteers engaged in OPRD unit approved service activities may wear uniform
items specified by the OPRD Uniform and Appearance Manual. Volunteers are
prohibited from wearing an OPRD employee uniform, or from wearing uniform items
when not engaged in volunteer service.

12. Volunteers are prohibited from creating publications, media, and social media accounts
on behalf of OPRD and are also prohibited from using the OPRD brand contrary to
COMM.050 Communications and Brand Management Policy. Volunteers who receive
permission from their OPRD unit and the Communications Division, may respond to
media requests and respond to official requests for public information.

End of Volunteer Service
13. OPRD may at any time, for any reason not prohibited by law, decide to end the
volunteer’s relationship with OPRD, or make changes in the nature of a volunteer’s
assignment. Behavior that violates the Volunteer Service Agreement, is grounds for
immediate removal from volunteer service and/or OPRD property.

Adopt-a-Park
14. In addition to the program specifications found within ORS 390.139 Oregon Adopt-a-
Park Program, Adopt-a-Park Agreements may expand to include entire management
units, individual trails, structures, recreation areas, habitat areas, or other specific sites
within the state park system.
15. Adopt-a-Park Agreements are made for one-year terms.
16. Adopt-a-Park partners must host a minimum of two days of volunteer service annually as
part of their annual agreement.
17. Adopt-A-Park partners may enter into an Adopt-a-Park Agreement with a management
unit, district, region, or at the statewide level
a. Monetary sponsorship or direct compensation to a non-profit may not be included
in an Adopt-a-Park Agreement. Agreements that involve financial contributions
or sponsorships from OPRD must go through an alternative agreement process.
18. Adopt-a-Park groups must follow all policies and procedures related to youth volunteers
when engaging individuals under 18 years of age in volunteer service.

Cooperative Associations (CA) Volunteer Programs
19. Cooperative Associations, as designated by ORS 390.141 Agreements between State
Parks and Recreation Department and private organizations, may enter into a written
agreement with an OPRD unit, in which the CA may use staff or volunteers to fulfill the
provisions within the agreement. All volunteer programs, as part of the agreement, must
be identified as either OPRD programs, or CA programs.
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Youth

20.

21

22.

23.

24.

a. OPRD programs are managed by an OPRD staff member. Volunteers in this
program are OPRD volunteers and must follow VOL.010.000 Volunteer
Management Policy.

1. CAs may support OPRD volunteer programs by supporting volunteer
recruitment, general program administration, or an alternative method of
assistance. The support provided by a CA must be specified in the
agreement.

b. CA programs are managed by a CA member. Ifthe program was identified in the
Cooperative Association Agreement, the CA is responsible to adhere to the
requirements, objectives, and goals within the agreement. However, the
management of volunteers for CA led programs is only subject to the policies and
procedures of the CA.

Volunteers

Volunteers who have not reached the age of 18 years must have the written consent of a
parent or legal guardian prior to volunteering, which is obtained as part of the Volunteer
Service Agreement Individual Volunteer form. Youth volunteers must be supervised by a
parent, guardian, an OPRD manager approved adult, or OPRD staff member during the
performance of volunteer service.

. Youth ages 14 to 17 years may volunteer for individual volunteer assignments, in

accordance with child labor laws and age-related guidelines on prohibited tasks and work
environments from OAR 839-021-0006 to 839-021-0500 Rules Regulating the
Employment of Minors in Oregon.

Youth 13 years and younger may only volunteer for episodic volunteer opportunities,
with OPRD unit manager approval, when a parent, guardian, or an OPRD manager
approved adult is volunteering for the same assignment, and a parent, guardian, or an
OPRD manager approved adult will provide constant, direct supervision.

Volunteers under the age of 18 years are not permitted to volunteer in any role that has
been classified as a subject worker, including park host, and are ineligible for workers’
compensation.

Formal groups that involve youth in service, including schools and scout programs, must
provide their own medical and tort liability msurance that meets OPRD and DAS
required minimums, provide supervision of youth during service, and obtain and be
responsible for parent/guardian permission for all youth volunteers participating in
service. This may be achieved by having groups complete the School & Non-Profit
Youth Agreement or by on-boarding groups as OPRD volunteers for the assignment type
n which they are engaging.

Interns hips

25.

OPRD units may develop unpaid mternship volunteer assignments. Unpaid mterns are
classified as volunteers, and must be age 18 years or older. Intern volunteers must receive
academic credit for their service or be currently enrolled in an academic or internship
program (such as Optional Practical Training). The internship must meet the
requirements for unpaid mternships as set by the U.S. Department of Labor, Fair Labor
Standards Act.
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Appropriate Volunteer Assignments and Tasks

26.

27.

28.

29.

30.

31.

32.

Volunteer assignments may include tasks that augment duties performed by paid staff.
Volunteer tasks may not exclusively replace tasks normally assigned to paid staff.
Augmenting staff duties is demonstrated in an OPRD unit’s ability to absorb volunteer
tasks or temporarily stop providing non-essential tasks whenever volunteers are
unavailable to complete those tasks.

Volunteers are neither expected nor empowered to enforce OPRD park rules. Subject to
PSP.040 Park Area Rule Enforcement Policy, volunteers may advise, or educate the
public on park rules, but may not engage in rule compliance. Prohibited enforcement
activities include, but are not limited to: issuing compliance requests verbally or in
writing, and issuing violation notices.

Volunteer tasks, identified as low hazard or moderate hazard in the SAF.010.080.PR
Volunteers and Safety Sensitive Tasks Procedure, may be included i volunteer
assignment descriptions. Tasks identified as high hazard are prohibited from being a part
of a volunteer assignment managed by OPRD units.

a. Exceptions allow for an OPRD unit to identify an individual volunteer to engage
in high hazard tasks on a case-by-case basis. These exceptions are made for
individuals, and not made for general volunteer assignments. The exceptions
process must follow the procedure outlined i the SAF.010.080.PR Volunteers
and Safety Sensitive Tasks Procedure, which includes obtamning District Manager
approval.

Volunteer assignment modifications will be made for volunteers, whenever possible, to
allow for inclusive and safe volunteer experiences.

a. Volunteers serving in any assignment will have their ability to perform assigned
tasks assessed by their OPRD unit. If a volunteer shows an inability to perform a
task safely, the OPRD unit may provide further tramning or modify the task, to
support the volunteer in their performance of the assignment.

b. If modifications cannot be made which allows the volunteer to perform the
mmimum qualifications of an assignment, the OPRD unit may identify more
appropriate assignments, or contact the Regional Program Coordator to identify
other available assignment options. If no other opportunities can be identified, and
there are no alternative volunteer assignments, the volunteer assignment will be
termmated.

Volunteers who are given duties related to cash handling are subject to the same cash
handling controls, procedure, and training as OPRD employees. For details on cash
handling controls, refer to the RRAP Manual.

Volunteers may use State property in the performance of their volunteer assignment with
permission and instruction from their OPRD unit. Volunteers are not permitted to use
State property for personal use, unless explicitly given permission by management.
Managers need to seek approval following the SAF.010.080.PR Volunteers and Safety
Sensitive Tasks Procedure for tools utilized i high hazard tasks.

OPRD unit managers may give permission for volunteers to use their own personal
equipment during volunteer service when the equipment has been approved by the
manager, and the volunteers have signed a Volunteer Service Agreement or Adopt-a-Park
Agreement.
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33. Volunteers may only operate utility vehicles and/or vehicles that require a Class C license
as part of their volunteer assignment.
a. To operate State vehicles or utility vehicles as part of volunteer service,
volunteers must:
1. Possess a valid driver license;
1. Be 18 years of age or older;
iii. Have avalid and approved driving records check on file; and
iv. Have avalid Volunteer Service Agreement and volunteer assignment
description on file.
b. To operate a volunteer’s personal vehicle as part of volunteer service:
v. All the volunteer requirements for operating state vehicles must be met;
vi. Following the permission requirements in FIN.060.000 Travel Policy,
mncluding OPRD unit permission for personal vehicle use in advance of
driving.

Volunteer Assignment Schedules
34. All volunteer assignments must have a schedule that identifies the term of service, which
includes a start and end date.

a. For long-term and residential volunteers, an OPRD unit may set a standard
schedule for a specific assignment, or mutually agree upon a schedule with an
individual volunteer. This must be documented in writing, i either the volunteer
assignment description or another document. Volunteers are able to engage in an
assignment where they are on-call, but the on-call hours must be scheduled so it is
clear when a volunteer is actively i service. If a volunteer is responding to an
emergency during unscheduled hours on park property, and the response is within
the scope of their volunteer assignment and direction they have received from
their supervisor, they will be considered active, or on schedule, for the duration of
their mvolvement of the response.

b. For episodic volunteers, the start and end time of volunteer service must be
mncluded in the Volunteer Service Agreement for each date of service.

c. Volunteer Hour Limits: An OPRD unit may set the minimum required hours for
an assignment per shift, day, week, or month. OPRD does not set a maximum or
cap on volunteer hours. OPRD units should use appropriate judgement in setting
volunteer schedules and supervising volunteers to ensure OPRD does not take
advantage of a volunteer’s generosity, to prevent volunteer burnout, and to ensure
each OPRD unit maintains each volunteer’s safety as their primary objective
when setting schedules and observing volunteer hours.

1. Volunteers roles that require an induvial to serve greater than 30 hours per
week, require written District Manager approval

OPRD Staff and Volunteer Service
35. Current OPRD staff members are permitted to volunteer for OPRD volunteer
assignments when service activities are unrelated to the staff members work, the service
occurs during off work hours, and permission is obtained from the staff member’s
manager in advance. Managers should contact ther Human Resources (HR) Business
Partner to ensure staff’ volunteer service meets HR requirements.
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36. It is the intent of this policy to allow for participation by community members, including
family members of staff, to serve in supportive and established volunteer roles. When
engaging volunteers in service, especially service of family members, staff are required to
follow HR.050 Professional Standards, Ethics, and Conflict of Interest.

Safety and Communications

37. Each OPRD unit shall provide safety training for volunteers based on the volunteer
assignment’s performed tasks. The SAF.010.080.PR Volunteers and Safety Sensitive
Tasks Procedure should be referenced to identify required safety training.

a. Personal protective equipment that is required of staff to use while performing an
activity, is also required for volunteers undertaking the same task.

b. Safety training of volunteers classified as subject workers must be documented
and tracked by OPRD.

38. All volunteers must have a method for immediately communicating with their OPRD unit
at all times while they are on-duty. If direct communication is not possible due to
geographic or other limitations, then an OPRD unit is responsible to have a
communications plan in place that establishes communication with volunteers at the
beginning and end of therr scheduled service hours.

39. OPRD units will provide assessment and feedback directly to volunteers during their
service. If a volunteer is performing a volunteer assignment below expectations, OPRD
supervisory staff will provide feedback and develop alternatives to improve volunteer
performance whenever reasonable. Communication and discussion that results in an
actionable plan to improve individual volunteer service or modify an assignment will be
documented by OPRD.

Appreciation and Recognition
40. OPRD recognizes and values the contributions of all volunteers. As such, it will
administer a statewide appreciation and recognition program which serves all OPRD unit
volunteer programs, and recognizes the contributions of diverse volunteer assignments
and service commitments.

Residential Volunteers

41. Residential volunteers may temporarily reside at the same OPRD property location (park,
wayside, recreation area, etc.) for a maximum of 3 consecutive months.

a. Exception: OPRD unit managers may extend a residential volunteer’s time at an
OPRD property for an additional time period, up to 3 months.

b. Exception: For an OPRD unit that wishes to extend a residential volunteer’s
service beyond the mitial manager’s extension at a property, a manager must
receive written approval from the District Manager.

c. The mntent of residential stay limits is to avoid having volunteers perform
continuous service within a management unit, and ensure service opportunities
are available for new volunteers.

42. Residential volunteers are representatives of OPRD, and are held to the highest
appearance and performance standards. As such, volunteer’s temporary residential sites
will be safe, clean, and in orderly condition. Well-kept camping and recreational
equipment may be in public view but all other personal property will be stored out of site.
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43.

44,

45.

46.

47.

48.

49.

Equipment and vehicles must be in good condition and may not have any large holes,
tears, stains, or broken windows. Additionally, tarps, fabric, cardboard, tape, or other
non-permanent materials may not be used to cover any physical defects in vehicle,
camping, or recreational equipment that is visible to the public.

a. Appropriate, non-permanent site adornments that maintain a safe, respectful,
professional, and orderly appearance are permitted at the discretion of the OPRD
unit manager.

Residential volunteers may not display hateful, hostile, or abusive symbols or language at
their temporary residential site.

Political campaign signs may not be displayed in a residential volunteer’s site. Political
bumper stickers, or other permanent fixtures to vehicles should be hidden from public
view when possible. OPRD unit managers may require residential volunteers to cover
political stickers/permanent fixtures that may be seen by the public at their discretion.
Refer to HR.050 Professional Standards, Ethics, and Conflict of Interest for additional
guidance.

Residential volunteers may not make any permanent structures or changes to the site
without advanced park manager approval. This includes, but is not limited to, planting
garden beds or installing or removing posts or fences.

Commercial enterprises or home-based businesses may be operated by residential
volunteers, or guests residing with them, when the business is:

a. Operated entirely inside the residence of the volunteer and is not visible to the
public. Signs, banners, displays, or any solicitation or advertising related to the
business are not permitted to be displayed anywhere on OPRD property.

b. The business does not generate vehicle or pedestrian traffic on park property.

c. The address for the business is not the OPRD property address and deliveries for
the business are not delivered at the property.

Residential volunteers may not distribute non-OPRD related circulars, notices, leaflets,
pamphlets or written or printed information of any kind within a park property unless
they have first obtained permission from the park manager. Distribution of leaflets or any
materials must follow OAR 736-010-0040(9) Visitor Conduct.

Pets are permitted at OPRD residential sites but must follow the OPRD’s OAR 736-010-
0030 Domestic Animals, and meet state of Oregon vaccination and licensing requirements
in OAR 333-019-0017 Pet Licensing, Animal Bites, and Rabies: Vaccination for Animals.
Residential volunteers are responsible for the actions and behavior of their pets, and pets
that threaten the safety of the public, staff, or volunteers will be banned from OPRD
properties.

Residential volunteers are responsible for the actions and behavior of their guests. Guests
will follow all park rules, and, if applicable, are responsible to pay an extra vehicle fee.
Inappropriate actions and behaviors of a guest that violate OPRD policy and/or rules may
result in the guest, as well as the residential volunteer, being banned from OPRD
properties. Non-volunteer guests are not permitted to be passengers in OPRD vehicles.
Non-volunteer guests of residential volunteers are permitted to stay on OPRD property
when the following criteria is met:

a. Non-volunteer guests stay with volunteers on OPRD property for a time period
not exceeding 7 days. Guest stays exceeding 7 days must be approved by OPRD
unit manager in advance of the guest’s arrival.
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b. Non-volunteer guests, age 18 years and older, staying for a time period exceeding
7 days, must sign a Host Guest Opt Out of Service Form and pass a criminal
background check based on the agency requirements in HR.080 Criminal History
and Driving Records Checks Policy.

c. Non-volunteer guests, age 17 years and younger are permitted with adequate
parent/guardian supervision. Children 9 years and younger must be supervised at
all times on OPRD property, following the age minimum guidelines n ORS
163.545 Child Neglect in the Second Degree. Additionally, youth guests are not
permitted to be in, or reside at maintenance shop areas, or areas around park
maitenance equipment.

Roles and Responsibilities

Policy Lead (Statewide Volunteer Programs Coordinator): Reviews and updates this policy.
Develops procedures and forms related to this policy. Responsible for distribution and training of
staff’ on policy, procedures, and forms.

OPRD Employees: Follow this policy and its procedures.

OPRD Long-Term & Residential Volunteers: Review the OPRD Volunteer Handbook and
complete the appropriate Volunteer Service Agreements and forms related to their assignment.
OPRD Episodic Volunteers: Complete the appropriate Volunteer Service Agreements and forms
related to therr volunteer assignment.

OPRD Volunteer Interns: Complete the appropriate Volunteer Service Agreements and forms
related to their volunteer assignment. Complete requirements with academic or internship
programs to remain in good standing.

Evaluation
The policy lead will collect quantitative and qualitative data, using formal and informal surveys
of OPRD units and volunteers, to measure the policy’s success in accomplishing stated goals.

Budget Considerations

OPRD unit management of volunteer programs, related staff roles, program costs, and time
allocated to program administration should be considered in staffing and financial allocation for
each OPRD unit.

PROCEDURES & FORMS

A. VOL.010.010.PR OPRD Volunteer Programs Staff Handbook

ADMINISTRATION

Leadership
Responsible Director’s Group Member: Deputy Director of Administration
Lead responsibility delegated: Statewide Volunteer Programs Coordinator
Contact for questions: Statewide Volunteer Programs Coordinator

12
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Dates
First approval date: 11/01/2019
Effective date: 03/10/2021
Revision schedule: every 3 years
Next revision date: 03/10/2024

This policy supersedes policy number VOL.010 “Volunteer Management Policy”, revised and
signed effective on 11/09/2012 and all preceding versions of that policy and any other previous
policy or procedure pertaining to volunteer management, and related topics addressed herein.

Feedback

Your comments are extremely important to improving the effectiveness of this policy. Email
policy.feedback@oregon.gov to comment on this or any policy. Please list the policy number
and name i your e-mail’s subject. Your comments will be reviewed during the policy revisions

process and may result in changes to the policy.
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