
DEPARTMENT OF SOCIAL AND HEALTH SERVICES

GUIDELINES FOR VOLUNTEERS

PURPOSE:

This document provides guidelines for the use of volunteers.

1. What is the definition of a volunteer?

A volunteer is a person who, by free choice, performs assigned and/or authorized duties for the State of Washington, receives no wages, and is registered as a volunteer with the Department of Social and Health Services (DSHS).  DSHS volunteers apply and are screened and registered to provide needed services according to agency guidelines which supplement, but do not replace or supplant, the activities of paid staff.

2. What must volunteers do prior to performing any duties?

Volunteers must register with the administration designated “volunteer coordinator” prior to performing any duties.  Registration includes completion of:

· The Volunteer Application Form (DSHS 15-186).
· The Volunteer Registration Form (DSHS 15-054A).
· If applicable, the Background Authorization Form (DSHS 09-653) and pass the criminal background check.
· If the volunteer will receive any type of remuneration (e.g., free apartment, meals, etc. in exchange for service), an I-9 Form, Employment Eligibility Verification, must be completed. 

· The Oath of Confidentiality.
· Any other required program documentation.
3. What are the responsibilities of the program?

The program is responsible for ensuring:
· The volunteer activity is appropriate and meaningful.
· The volunteer does not perform work that would replace or supplant the activities of paid staff.
· Orientation of the volunteer to the specific work location and duties.  
· The volunteer is provided with clear expectations.
· The volunteer is provided with appropriate training.
· Evaluation of the volunteer’s performance using the Volunteer Performance Evaluation (DSHS 15-230).
· The volunteer has the opportunity to evaluate their volunteer experience using the Volunteer Evaluation of Service Assignment (DSHS 15-188).
· Volunteers are provided recognition for their accomplishments and for services which make the tasks of paid staff easier.
· The maintenance of the volunteer service folder.
4. How are volunteer hours tracked?

Volunteers must log and supervisors must verify the hours the volunteers work.  A monthly report is provided to Payroll (Karen Conley) on the Community Resource Management Monthly Report (DSHS 15-070).  Payroll is responsible for reporting the volunteer hours to the Department of Labor and Industries (L&I) and payment of premiums.  Institutions are responsible for calculating and paying the L&I premiums.
5. When are volunteers eligible for medical care?

Volunteers are eligible for medical care only under the Medical Aid portion of the Workers’ Compensation Act of the Department of Labor and Industries.  To qualify, a volunteer must be occupied at the time of the injury or illness, in an activity which was authorized in advance, acting within the scope of their authorized duties, and the assigned time.  Injuries/illnesses are to be reported on the Employee/Volunteer Personal Incident Report (DSHS 03-133).  The Department of Labor and Industries must allow the volunteer’s worker’s compensation claim in order to be eligible for benefits.
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