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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 volunteers and 
manage volunteer programs. This handbook is the procedure for VOL.010.000 Volunteer 
Management Policy and 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 
whenever it is 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. 

  

mailto: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 manager is 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 

https://sites.google.com/view/oprd-safety-training/home
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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’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 iLearn.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 

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

Exception: 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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
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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.010.000 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 
parent/guardian supervision. Children age 9 and younger must be supervised at all 
times on OPRD property, following the age minimum guidelines in 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 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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
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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. 
 Volunteer assignment description and schedule, uploaded and documented in OPRIS. 
 Date and pass/fail of criminal background checks and driving  record checks 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
https://stateparks.oregon.gov/index.cfm?do=getinvolved.volunteer-apply
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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 service 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. 
 Volunteer Service 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 
each year. 

What’s Included in Annual Park Host Registration? 

Park hosts that participate will complete: 

 Application renewal & volunteer contact information update. 
 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 that year). 

Park hosts that participate will receive: 

 Annual En Route Pass/Special Access Pass in January of that year. 
 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. 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Assignment%20Descriptions
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Timesheets
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
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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 iLearn.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, volunteers, visitors, staff, and/or any partners of OPRD. 

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

 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 hours occur between the hours of 6:00 am—6:00 
pm. 

 Service Term: April 1, 2021 – April 1, 2022. Volunteer shift is 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 



15 
 

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 require it. 
 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 their age 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. 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Assignment%20Descriptions
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Timesheets
https://secure.sos.state.or.us/oard/displayDivisionRules.action?selectedDivision=3846
https://secure.sos.state.or.us/oard/displayDivisionRules.action?selectedDivision=3846
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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 minor. 

Youth volunteers are 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 parent/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. 

 Youth ages 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. 
 Youth age 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 volunteer in 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 parent/guardian permission for all youth volunteers participating 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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files/School%20andNon-Profit%20Group%20Volunteer%20Form.pdf
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files/School%20andNon-Profit%20Group%20Volunteer%20Form.pdf
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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 volunteer’s age: 

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

Volunteer 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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Timesheets
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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 
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. 

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 assignment is more than one day, use multiple Volunteer Service Agreement: 
Episodic Volunteer forms, or consider reclassifying this volunteer role as an Individual 
Volunteer assignment. 

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 staff are 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. 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Assignment%20Descriptions
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 Volunteer Service Agreement: Episodic 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 iLearn.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’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. 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
https://sites.google.com/view/oprddiscriminationharassmenttr/home
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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 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 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 staff are 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. 
 Volunteer Service 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. 

  

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Timesheets
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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 
follow 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 manager is 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 VOL.010 Volunteer 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.010 Volunteer Management 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 

file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/VOL.010.000%20Volunteer%20Management%20Policy.pdf
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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 volunteers, 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 staff and 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 staff are 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 

fulfill 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 requirements, consult your district and/or 
region manager. 
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Adopt-A-Park 
As defined in ORS 390.139 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 enter into 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 
fulfill 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 volunteer service. 

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 2nd year before parks order a sign for 

https://www.oregonlegislature.gov/bills_laws/ors/ors390.html
https://stores.pagedna.com/oregon-parks-rec/index.cgi
https://stores.pagedna.com/oregon-parks-rec/index.cgi
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an adopter group. Exceptions to this are made at the discretion of park management. 

Documentation & Reporting Requirements 
OPRD staff are 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 OPRIS 
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:  

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Adopt-A-Park
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 Youth Job Development Organizations, ORS 344.415-425 
 Other Public Agencies, ORS 190.110 

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 

http://policy.oprd/read_policy.php?doc_id=1310002
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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 given access to a safe.  

Volunteers may: 

 Use a change 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.010.080.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.010.080.PR Volunteers 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 training is required or provided to staff who take on this task or 

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
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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 
 SAF.010.080.PR Volunteers 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 Services. 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 C license as 
part of their volunteer assignment. 

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

 Possess a valid driver license. 
 Be 18 years of age or older. 
 Have a valid and approved driving record check on file. 
 Have a valid Volunteer Service Agreement on file. 
 Complete all required safety training for vehicle use. 

A specific training module on Utility Vehicles is included a part of the required safety 
training for host assignments. Review this specific safety module here: R:\Volunteer 
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 MUs 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 answer is that it is up to the manager of a management unit or division to 

http://policy.oprd/read_policy.php?doc_id=480001
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
http://policy.oprd/read_policy.php?doc_id=110007
http://policy.oprd/read_policy.php?doc_id=110007
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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 clear in identifying 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 service. 

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 IS.020.000 Acceptable Use of Information Assets Policy.  

http://policy.oprd/read_policy.php?doc_id=110007
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Adopt-A-Park
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
http://policy.oprd/read_policy.php?doc_id=510002
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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 personal 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 account is 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 IS.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 

https://oprd.freshservice.com/support/home


31 
 

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 lbs. 
(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, or in the creation of an assignment that violates HR.050 Professional 
Standards Ethics 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. 

  

http://policy.oprd/read_policy.php?doc_id=850002
http://policy.oprd/read_policy.php?doc_id=850002
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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. 

  

Vest 

Visor, 

Solid Cap, 
Mesh Cap 

Aussie 
Hat 

Name Tag Mesh 
Neon 
Vest* 

Residential 
Volunteer/Park 
Host 

 

Allowed 

 

Allowed 

 

Allowed 

 

Allowed 

 

Allowed 

Individual/Long- 
Term Volunteer 

Allowed Allowed Not allowed Allowed Allowed 

Episodic 
Volunteer 

Not allowed Not allowed Not allowed Not allowed Allowed 

*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 

file://oprd.oregon.gov/pub/general/UNIFORMS%20-%202019/Uniform%20Manual
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
mailto:allison.watson@oregon.gov
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
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and in R:\Volunteer Services, to the Statewide Volunteer Programs Coordinator: 
allison.watson@oregon.gov or 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 Policy to issue a fee waiver to a volunteer. 

State Parks Passes 

En Route Pass/Host Special Access Pass 
OPRD provides park 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 assignments. 
 Waive fees at OPRD day-use fee sites. 

The Host Special Access Pass expires December 31st of the year it 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 staff and 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 Services. 
 Host Special Access Pass Confirmation Letter, found in R:\Volunteer Services. 

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.  

mailto:allison.watson@oregon.gov
http://policy.oprd/read_policy.php?doc_id=160002
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/En%20Route%20Pass,%20Host%20Special%20Access%20Pass
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/En%20Route%20Pass,%20Host%20Special%20Access%20Pass
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/En%20Route%20Pass,%20Host%20Special%20Access%20Pass
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/En%20Route%20Pass,%20Host%20Special%20Access%20Pass


34 
 

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 serving at 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. 

https://stateparks.oregon.gov/
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Recruitment
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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 banks usually 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 volunteer’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 
appear if 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 

http://www.volunteermatch.org/
http://www.volunteermatch.org/
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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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
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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 assignments 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. 

  

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Handbook%20Appendix%20Files
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Park%20Host%20Selection%20and%20Confirmation%20Documents
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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, if a new form is needed to specifically address a volunteer assignment, 

mailto:volunteer.oprd@oregon.gov
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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 assignment. 
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 Volunteer 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: 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Volunteer%20Service%20Agreement
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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 
manner. 

 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 volunteer assignment 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. 
 Volunteer interns 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 

file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Assignment%20Descriptions
file://oprd.oregon.gov/pub/general/Volunteer%20Programs/Assignment%20Descriptions
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assignment. 

Example of a required qualifications section for a campground host assignment: 

 Be at least 18 years old. 
 Ability to lift up to 20 lbs. 
 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’t actually 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 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; 

 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 staff are 
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 for a park on a consistent basis. They check 
in with staff in 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 staff are 
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 assignment necessitates use of the 

volunteer’s personal vehicle, in fulfillment of travel which is directly related to 
volunteer service. 

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 or misdemeanor 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 racing on 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. 

 Other information, 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 orientation, 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. 

https://secure.sos.state.or.us/oard/viewSingleRule.action?ruleVrsnRsn=7509
file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Orientation%20Templates
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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), then an 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/Long-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 can locate 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/Long-Term Volunteer Example: Share 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/resources they can use and whether or not they can utilize their own 
personal tools/ resources, 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/Long-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 belief in 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/Long-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.) for residential 

volunteers or long-term volunteers: 
o OPRD staff show volunteers location of keys, vehicle, and any related 

equipment. 
o 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.). 

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

o 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 OPRD staff orally overview environmental and physical concerns related to 

using tools (rocks, zone of safety around an induvial while using a tool, how 
to carry tools safely, etc.). 

o Staff demonstrate how to appropriately use trail tools during site orientation. 
 Staffing registration table for an event: 

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

o Staff overview procedure for registering event guests. 
o Staff share communication plan or how to get in contact with OPRD or 

other event staff. 

Safety Training 
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. 

  

https://sites.google.com/view/oprd-safety-training/home
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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 feedback is 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 

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

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 in a 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. 

Identifying 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 serious, dangerous, 

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

 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 for all 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 still 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 them an appreciation card, signed by staff who worked with them. 
 If volunteer is currently active, and in the area, host a pot luck or feature them at an 

upcoming volunteer appreciation event. 
 Create a certificate or award of appreciation and mail or deliver to the volunteer in 

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. 

 Select incident 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 more 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. 

 Select incident type: HOSTDOC or HOST801. 
o HOSTDOC: Select if it is unclear whether or not the volunteer will be filing 

worker’s compensation claim. 
o HOST801: Select if 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 volunteer to 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 Resources 
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 volunteer listed accurate and 
does it match what is 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. If form, as completed by the volunteer is: 
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 signed prior to incident. 
b. Volunteer assignment description or list of duties. 
c. Volunteer schedule (if not included in the volunteer assignment 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. 

 Select incident 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. Select incident 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 prior to 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 claim is being requested: amber.allen@oregon.gov or (503) 986-0657. 

Forms & Resources 
 SAIF 801 Form found in OPRIS: Forms/Resources – Safety and Risk 

  

mailto:amber.allen@oregon.gov
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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 
Type 

 

Incident Form Description Example of Incident that Required this 
Form 

 

HOST 

Incident involving an OPRD 
host. 

A park host had their personal property 
stolen or damaged. 

 

HOST801 

Incident involving an OPRD 
host that required medical 
intervention. 

A park host cut their hand while re-pairing a 
bench. Injury required stitches. 

 

 

HOSTDOC 

Incident involving an OPRD 
Host – just documenting 
something took place. 

A park host sprained their ankle while 
cleaning campsites, it required minimal first 
aid and no further medical care is known to 
be required. 

 

 

VOL 

Incident involving an OPRD 
volunteers (not a subject 
worker). 

A volunteer tripped and fell while 
participating in a trail work party. The injury 
did or did not require additional medical 
treatment. 

 

 

VEHHOST 

Incident caused by or done to 
an OPRD park host when in a 
state of Oregon owned 
vehicle. 

A host was driving a state vehicle when a 
rock was kicked up by a vehicle they were 
following and cracked the windshield. 

 

 

VEHVOL 

Incident caused by or done to 
volunteer when in a state of 
Oregon owned vehicle. 

A volunteer was driving a state vehicle and 
they backed into a low fence, denting the 
bumper. 
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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 them a thank you card—by mail or email. Find templates located here: 
R:\Volunteer Services\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. 

Items 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. 

file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
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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 staff are 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 at a 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 

Authorization form for their records/receipt tracking. 
 Use the Volunteer Supply Order Form to order appreciation gifts for your 

volunteers to distribute at the event.  
 
 

  

file://oprd.oregon.gov/pub/Resource/Volunteer%20Services/Equipment%20and%20Uniforms
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Volunteer Assignment Requirements Matrix 
 Assignment Definition OPRIS 

Application 
or Profile 

Criminal 
Background 
Check 

Driving Records 
Check 

Volunteer 
Service 
Agreement 
(VSA) 

Volunteer 
Assignment 
Description 

Orientati
on 

Safety Training State Required 
Training 

Uniform & 
Supplies 

Additional or Optional 
Requirements 

Residential 
Volunteers, 
or Park 
Hosts 

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

Required Required Required1 Volunteer 
Service 
Agreement: 
Residential 
Volunteers 

Required Required 2021 Park Host 
Safety Curriculum 
 
ALSO: Onsite 
training, as 
determined by OPRD 
Unit Manager. 

• Preventing 
Discrimination 
and Harassment 
in the Workplace 

• Vest 
• Hat 
• Nametag 
• Host Sign 
• En Route 

Pass 

• 18 years or older 
• Additional Requirements for 

Residential Guests of Hosts 

Long Term, 
or 
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. Examples 
include local volunteer engaged in 
landscape work in a park on a regular 
schedule or mentor corps volunteers. 

Required Dependent upon 
duties, as specified 
in policy; most 
likely required. 

Dependent upon 
duties, as specified 
in policy. 

Volunteer 
Service 
Agreement: 
Individual 
Volunteer 

Required Required Delivered in person, 
as determined by 
OPRD Unit Manager. 

• Preventing 
Discrimination 
and Harassment 
in the Workplace 

• Certain 
Assignments: 
DAS – EIS- 2020 
Information 
Security Training 
Foundations2 

Available 
Options: 
• Vest 
• Hat (not 

Aussie hat) 
• Nametag 
 

 

Youth 
Volunteers 
(Individual) 

Volunteer, serving in any role (except 
residential volunteer), that is under 
the age of 18. 

• Individual -
required 

• Groups or 
events -
not 
required 

Not required Not permitted to 
drive; not required. 

Volunteer 
Service 
Agreement: 
Individual 
Volunteer, 
completed by 
parent or 
guardian. 

Required Required Delivered in person, 
as determined by 
OPRD Unit Manager. 

Not Required. Same as 
volunteer type 
(individual or 
group) 

14-17: May volunteer as 
individuals, OPRD staff or parent 
guardian supervision required.3 
 
13 & under: may volunteer for 
events or with groups, with parent 
or guardian providing direct 
supervision. 

Volunteer 
Internships 

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. Unpaid volunteer internships 
must meet the requirements set forth 
in the U.S. Department of Labor, Fair 
Labor Standards Act. 

Required Dependent upon 
duties, as specified 
in policy; most 
likely required. 

Dependent upon 
duties, as specified 
in policy. 

Volunteer 
Service 
Agreement: 
Internship 

Required Required Delivered in person, 
as determined by 
OPRD Unit Manager. 

• Preventing 
Discrimination 
and Harassment 
in the Workplace 

• Certain 
Assignments: 
DAS – EIS- 2020 
Information 
Security Training 
Foundations2  

Available 
Options: 
• Vest 
• Hat (not 

Aussie hat) 
• Nametag 
 

• Interns must be engaged in an 
academic program. 

• Service must be primarily 
focused on student learning 
goals. 

• Additional requirements/ 
definitions found in policy. 

Episodic, 
Event, or 
One-Day 
Volunteers 

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. 

Profile 
needed for 
event, not 
individuals. 

Dependent upon 
duties, as specified 
in policy; most 
likely not required. 

Dependent upon 
duties, as specified 
in policy; most 
likely not required. 

Volunteer 
Service 
Agreement: 
Episodic 
Volunteer 

Required 
(included in 
VSA: 
Episodic 
Volunteer) 

Required Delivered in person, 
as determined by 
OPRD Unit Manager. 

Not Required. Available 
Options: 
• Neon Vest 

 

General 
Groups4 

A group (community, corporate, 
youth, etc.) that arranges a special 
project or day of service with a park. 

General 
Group,  
Required. 

Dependent upon 
duties, as specified 
in policy; most 
likely not required. 

Dependent upon 
duties, as specified 
in policy; most 
likely not required. 

Volunteer 
Service 
Agreement: 
Episodic 
Volunteer 

Required 
(included in 
VSA: 
Episodic 
Volunteer) 

Required. Delivered in person, 
as determined by 
OPRD Unit Manager. 

Not Required. Available 
Options: 
• Neon Vest 

• Adopt-A-Park Groups have 
different requirements, see 
Manual. 

• Groups under a contract do not 
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 contacted to 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 continue 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 to sensitive information such as participant financial information.  
3 Additional restrictions for youth volunteers based on work activities and approved locations, which vary by age (15 & younger, and 16-17). Review Volunteer Programs Manual or contact RPC for more specific information. 
4 Youth 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:  

• 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)  

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

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

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

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

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

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

• 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 

• Adopt-A-Park Agreement & 
Attachments 

• Volunteer Service 
Agreement(s) 

Procurements will create 
contract through OPRD 
contracting process. 

Volunteer Service 
Agreement (VSA) 
Needed: 

Volunteer Service 
Agreement: Episodic 
Volunteer 

Episodic Volunteer 
or Individual Volunteer 
(whichever works best for the 
volunteer service identified in 
the agreement) 

VSA is not applicable, as 
groups are identified as 
independent contractors. 

Appreciation & 
Recognition: 

• Day of service 
recognition as 
provided by 
Management Unit. 

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

• Not eligible for awards, 
due to inability to track 
as a group using this 
agreement. 

• Day of service recognition 
as provided by 
Management Unit. 

• 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. 

• Eligible for awards. 
• Adopt-A-Park Sign 

recognition 

• Day of service recognition 
as provided by 
Management Unit. 

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

• Eligible for awards 
(partner). 

Staff Time 
Commitment: 

Low Moderate to High (depending 
on complexity) 

Moderate to High 
(depending on complexity) 

Are the volunteers 
or groups OPRD 
Volunteers? 

Yes Yes No 

Required to Follow 
OPRD, VOL.010 
Volunteer 
Management 
Policy? 

Yes Yes No 

Covered by State of 
Oregon Tort 
Liability and 

Yes Yes No 
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Volunteer Injury 
Coverage (VSA) 
 General Group Adopt-A-Park Contracting 
OPRD has ability to 
accept financial 
contributions from 
group for specified 
volunteer service 
projects: 

Yes Yes Yes 

OPRD has ability to 
give financial 
contributions 
directly to partner 
group for volunteer 
service: 

No No Yes 

 

A Couple Notes on the Agreements: 

• 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. 

• It is 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. 

• 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. 

• If a group does not have any insurance coverage or tort liability coverage, a contract is 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: 

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

months. 

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

� 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: 
Months in 
Advance 

Item/Action Documentation 

12 months 
(Maximum) 

Criminal Background Check 
and DMV Records Check 

• Requirements Section of OPRIS 
volunteer profile. 

12 months 
(Maximum) 

Volunteer Service 
Agreement: Residential 
Volunteer/Park Host 

• Requirements Section of OPRIS 
volunteer profile. 

• Document, signed by volunteer & 
OPRD staff, uploaded to OPRIS 
profile. 

12 months 
(Maximum) 

Safety training for 
assignment year. 

•  Requirements Section of OPRIS 
volunteer profile. 

Anytime prior to 
arrival. 

Volunteer Assignment 
Description 

• 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 

• 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 

• 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: 

• Volunteer Names 
• Link to Volunteer Profile (Host Number) 
• Email address and phone number 
• Assignment information (start, stop date, assignment type) 
• Background Check Date completed and if it passed/failed 
• DMV Records check completed and if it passed/failed 
• Discrimination and Harassment Training: date completed 
• Safety Training: date completed 
• Number of pets they have. 
• Number of guests they have. 

 

How to Access and Print the Report 

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

 
 

2. Select the Volunteer Section of reports. 
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3. Select 0064 Volunteer Hosting Schedule.  

 
 

4. Enter in the location information, and the time period of scheduled park hosts 
needed. 
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5. Export report to excel to view complete report. 
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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: 
• Paul Reilly, Regional Programs Coordinator Coast Region, Paul.Reilly@oregon.gov, 541-

272-7394
• Jill Nishball, Regional Programs Coordinator Mountain Region, Jill.Nishball@oregon.gov,

503-551-8958
• Tammy Baumann, Regional Programs Coordinator Valley Region,

Tammy.Baumann@oregon.gov, 503-385-5825.
• 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? 
• HOSTS: Need both the criminal background check and the driver’s record check.
• 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.

• 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 Leader to ensure that a volunteer’s 
background check has been submitted and has been approved before they begin service. 
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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 
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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 link in this 
automatic email will expire 10 days from the date of the initial submission. The expiration 
date can be reset. 
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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: 
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Documenting Background Checks in OPRIS: Volunteers 
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Documenting Background Checks in OPRIS: Adult Residential Guests of Volunteers 
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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: 

• IF 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. 

• IF 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 sent to 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 it to 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: 
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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 
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Additional Steps in the Process for Washington, Alaska, & British Columbia 
Due to 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. 

• 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.  

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

Setting up Interviews for Success, for Staff and Volunteers 

• Share your selection process with volunteers. Do you interview candidates on a first come, first 
serve basis? Do you interview 3-5 volunteers 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. 

• Don’t surprise volunteers, schedule interviews. 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 
surprise interview call while they are in the supermarket.  

• 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 conduct interviews, and 
allow volunteers to select a time that works for them. Try www.doodle.com or 
www.signupgenius.com.    

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

Questions for Volunteer Interviews 

Interviews for volunteer assignments are an opportunity for staff to confirm that a potential volunteer 
meets the requirements for the assignment, if they will be successful on site (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 engage in 
a specific role at your park. Select the options that work best for the park and the volunteer role. 

• Why are you interested in this volunteer assignment? 
• What parts of this volunteer assignment do you think will be the most difficult for you, why? 
• Ensuring visitors, staff, and volunteers of all cultures and backgrounds feel welcome in our parks 

and programs is important to 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? 

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

• *Scenario: You’re walking 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 these are, 
you’ll be glad to 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 your location, staff 
include these few questions in any 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’s important 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 
guest is over 18, they will need to pass a criminal background check, and that the host is 
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? 

It is important to share that anyone under 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 
host is engaged in 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 need to have a recreational vehicle to be a park host. 
It is up to each individual park to determine if they have sites suitable for park hosts in tents 
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 program coordinators can be of help during these discussions. If you’re unsure of 
how your park could support a park host outside of a traditional recreational vehicle, include 
them in the discussion early to provide some insight into 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 choose to use during your reference checks on volunteers. If you 
utilize other questions during the reference 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 Coordinator to 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. How long have you known [name of applicant] and in what capacity? 
2. Have you ever 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 successful in 

this volunteer role? 
4. How would you describe [applicant’s name]’s customer service skills? 
5. How would you describe [applicant’s name]’s interaction and ability to work with youth? 
6. Would you recommend [applicant’s name] for this volunteer role? 
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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  
OPRD Staff: 

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

 
Regional Program Coordinator (RPC) 
or Statewide Volunteer Program 
Coordinator:  

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

Initial Conversation: 
Talk directly 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 affecting or 
creating this issue. 
 

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

Conduct) 

End with a request for the behavior/action to change:  
• Clearly explain what the expectations are from this 

conversation moving forward. 
• Invite them to come to you directly with any further 

concerns related to this discussion/behavior/actions. 
 
How does OPRD help resolve issue? 

If the situation allows for OPRD to help implement a 
solution to resolve the situation, suggest it and enact it. 
For example: 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: 
• If the conversation does not go well, staff 

should excuse themselves from it, and 
discuss the situation with their manager to 
identify next steps. 

• 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. 

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

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 is 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 or is 
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 
Involved/Role: 

Address the Issue: Resolve the Issue:     
Remain an Active Volunteer 

Resolve the Issue: Dismissal 

Moderate Issue  
OPRD Manager: 
• Leader of process and 

holds ultimate decision 
on resolution of 
dismissal. 

• 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, verifies 
documentation. 

 

Initial Conversation: 
Talk directly with the 
volunteer, not in front of the 
general public or other 
volunteers/staff to avoid 
defensiveness or 
embarrassment from the 
volunteer. A more formal 
conversation and location 
may be needed. 
 

Listen for Understanding: 
Ask questions to understand 
why this issue may be 
occurring, and when 
possible, assume positive 
intent. The goal is to find 
understanding, not locate the 
excuse, the behavior/action 
is unacceptable no matter the 
reason. 
 

Share Relevant Information: 
Highly recommended to 
bring in both: 
• Volunteer Assignment 

Description 
• Volunteer Service 

Agreement, which 
includes the Code of 
Conduct,  

As volunteers signed and 
agreed to abide by upon 
joining as a volunteer. 

End with a request for the 
behavior/action to change:  
• Clearly explain what the 

expectations are from this 
conversation forward, including 
the potential for dismissal from 
service is behavior/action 
continues. 

• Recommended to have volunteer 
re-sign and recommit to their 
Volunteer Service Agreement. 
Highlight sections that they need 
to recommit to as a volunteer. 

• Invite them to come to you directly 
with any further concerns related 
to this discussion/behavior/ 
actions. 

 
How does OPRD help resolve issue? 

If the situation allows for OPRD to 
help implement a solution to resolve 
the situation, suggest it and enact it. 
 

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. 

Dismissal Resolves the Situation when: 
• Volunteer is not remorseful or does not have a respectful understanding that the behavior/action is 

unacceptable. 
• Volunteer does not agree to resign Volunteer Service Agreement or commit to change behavior/action. 
• Volunteer becomes aggressive or disrespectful during resolution conversation. 

 
Identify the Level of Dismissal 

Should this volunteer be dismissed from this department or management unit, or from all future service with 
OPRD? Manager will communicate the dismissal from their MU/Department or the dismissal from all service 
with OPRD to the volunteer. 
 
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. 

• 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, 
they should be dismissed from OPRD, not just this MU/Department. 
 

Dismissal from Service: Department or Management Unit: 
• Inform the volunteer they are being dismissed from service from your specific MU or department. 
• Share reasons for dismissal and specifically how this volunteer did not meet the expectations of the 

assignment. 
• 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 issue or deficits in expectation. 
• Inform RPC so they can communicate with downstream assignments, and determine if a probationary 

status is needed for future assignments. 
 
Dismissal from Service: OPRD, Statewide: 
• 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/behavior unacceptable for all 

OPRD service. 
• Request to collect the volunteer’s OPRD uniform items. 

 
Documentation: 
• In OPRIS, document dismissal date, and reason for dismissal. Factual information only. 
• If needed/appropriate have anyone 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. Templates are 
available in the staff handbook. 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 still need to return their uniform. 

Examples:  
Volunteer continues to 
perform actions that were 
addressed as a minor 
issue previously, 
Volunteer is disrespectful 
to staff//volunteers/ 
guests, Volunteer 
knowingly commits minor 
OPRD rule infraction 
(example dog off leash). 
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 OPRD Staff 
Involved/Role: 

Address the Issue: Resolve the Issue: 
Remain Active Volunteer 

Resolve the Issue: Dismissal 

Severe Issue  
OPRD Manager: 
• Leader of process and 

holds ultimate decision 
on resolution of 
dismissal. 

• If situation involved a 
violation of the 
discrimination and 
harassment policy, 
involve HR. Volunteers, 
in addition 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 violation fo 
the discrimination and 
harassment policy, they 
will involve HR in the 
issue. 

 

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

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

Inform the Regional Programs Coordinator: 
• Depending on the severity of the behavior/issue, additional documentation 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: 
• 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/behavior unacceptable for all 

OPRD service. 
• Request to collect the volunteer’s OPRD uniform items. 

 
Documentation: 
• In OPRIS, document dismissal date, and reason for dismissal. Factual information only. 
• If needed/appropriate have anyone 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). 

• For serious dismissals, managers should consider whether or not an official dismissal letter should be sent by mail. 

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. 
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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: 

• Add VSL Ranger to the OPRD Volunteer Services email list. 
• Add VSL to the OPRD internal contact list in Teams. 
• Add VSL to the Park Host Urgent Volunteer Opportunities ListServ. 
• Assign the right profile for volunteer access in OPRIS. 
• Assign access and create an account for Advanced Reporting, OPRD’s 

Background Check Company. 
� Give your new VSL Coordinator: 

• Access to the OPRD staff Volunteer Programs Handbook (on OPRIS) 
• Email & Contact Information for your Regional Program Coordinator 
• 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. 

� Contact all Scheduled Park Hosts and Volunteers 
• 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. 
� Discussion About Your MU’s Volunteer Program 

• Overview of your current park host and volunteer assignments. 
• 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



1 
 

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: 

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

• 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. 

• Establish consistent management of volunteer programs. 
• Ensure volunteer program policy is applicable to all volunteer programs, and allows for 

the development of new and modified volunteer programs. 
• Provide clear direction of management unit and division responsibilities for coordinating 

volunteers. 
• Build a recognition 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: 
• Volunteers’ assignments support and promote stewardship of OPRD properties and 

supplement, but do not replace, the work performed by paid staff. 
• 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. 

• Appropriate safety training and orientation is provided to all volunteers. 
• Volunteer programs abide by the same rules and measures for accountability across the 

organization. 
• Staff are empowered to update and create new volunteer programs in response to agency 

strategic direction that is informed by community and agency needs. 
• 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 in 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: 

• 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 into 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 in 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 in 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 certain 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 introductory 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 
integrates knowledge and theory learned in 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 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).  

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 assignment 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 (DMV) 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 
information, 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 in HR.080 
Criminal History and Driving Records Checks Policy and SAF.10.020 Vehicle Use 
Policy.  

9. As a matter 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. Criminal 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. It is 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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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.  

i. 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. If the 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. 

 
Youth Volunteers 

20. 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. 

21. 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. 

22. 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. 

23. 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. 

24. Formal groups that involve youth in service, including schools and scout programs, must 
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 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 
in which they are engaging. 

 
Internships  

25. OPRD units may develop unpaid internship volunteer assignments. Unpaid interns 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 internships as set by the U.S. Department of Labor, Fair Labor 
Standards Act. 
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Appropriate Volunteer Assignments and Tasks 
26. 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. 

27. 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. 

28. Volunteer tasks, identified as low hazard or moderate hazard in the SAF.010.080.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 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 in the SAF.010.080.PR Volunteers 
and Safety Sensitive Tasks Procedure, which includes obtaining District Manager 
approval. 

29. 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 training 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 
minimum qualifications of an assignment, the OPRD unit may identify more 
appropriate assignments, or contact the 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. 

30. 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. 

31. 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 in high hazard tasks. 

32. 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: 

i. Possess a valid driver license; 
ii. Be 18 years of age or older; 

iii. Have a valid and approved driving records check on file; and 
iv. Have a valid 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, 

including 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, 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. 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 involvement of the response. 

b. For episodic volunteers, the start and end time of volunteer service must be 
included 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. 

i. 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 their 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 their 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 initial manager’s extension at a property, a manager must 
receive written approval from the District Manager. 

c. The intent 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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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.  

43. Residential volunteers may not display hateful, hostile, or abusive symbols or language at 
their temporary residential site. 

44. 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. 

45. 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. 

46. 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. 
47. 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. 

48. 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. 

49. 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 in 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 
maintenance 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 their 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 
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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 in 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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