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WELCOME TO SHIM 
 
In Appreciation from our Executive Director 
Dear Volunteer:  

 

SHIM would not be the agency it is today without the dedication and commitment of each of 
you, our volunteers.  The success of our work greatly depends on the hundreds of hours of 

uncompensated time, dedication, and hard work that our devoted volunteers bring to enliven 

our mission. It is through you that we are able to build a bridge between our community 
resources and those in need in our South Hills communities. Together, we are building a 

stronger community. 

 

Thank you for being a great neighbor! 
 

James Guffey 

Executive Director 
 

 

Thank you for sharing your talents with SHIM! 

 

Welcome to SHIM 

Thank you for joining our team of over 265 volunteers who are working together with SHIM staff 

to build a strong, vibrant South Hills community.  
  

This handbook was prepared to give you guidance and important information to ensure a great 

volunteer experience with SHIM. The handbook is organized by topic to help you easily find 
information. You are also encouraged to talk with the Volunteer Manager if you have any 

questions. 

 

As a volunteer, we extend to you many of the same rights as paid staff with regards to the work 
environment, necessary position training, supervision, evaluation, and recognition.  

 

In return, we expect you to honor your commitments to SHIM, respect other staff members – 
both paid and volunteer – and perform your work to the best of your abilities. Remember, you 

are a crucial part of our team. 

 
As our organization grows and changes, there will be a need to modify the policies, practices 

and other information described in this handbook. When such changes occur, you will be notified 

by an announcement of the update to the extent it is possible.  Because laws change quickly, 

such changes may not be able to be reflected in this handbook, but the current law always 
prevails. It is your responsibility to keep your handbook current and to be informed about policies 

and changes that affect you. 

 
SHIM reserves the right to modify the policies in this handbook without prior notice. The policies 

described in the handbook replace all prior policies, handbooks or policy guidance provided. 

 
Thank you for giving your time and talent to help others. We hope that you find volunteering 

with SHIM a positive and rewarding experience. 

 

Welcome to our team! 
SHIM staff  
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FOREWORD 
 

ABOUT SHIM 

 

South Hills Interfaith Movement (SHIM) is a non-profit human services organization dedicated 

to improving the lives of people in need across the South Hills.  This includes working to reduce 

the devastating effects of suburban poverty among the working poor, unemployed, families, 

single parents, senior citizens, women, and the high concentration of refugee families in its 

service area.  SHIM works to identify the most critical needs across the South Hills, then 

develops and implements effective solutions.  SHIM aims to empower individuals and families 

to achieve stability and self-sufficiency by offering short-term help with basic needs (food, 

clothing, utilities) and longer-term support (employment, financial planning, youth programs, and 

family support) to help people build and sustain promising futures.   

 

There are several things to keep in mind about this handbook. It contains only general 

information and guidelines. It is not intended to be comprehensive or to address all the possible 
applications of, or exceptions to, the general policies and procedures described.  

 

The procedures, practices, policies and benefits described here may be modified or 

discontinued from time to time. We will try to inform you of any changes as they occur. – can 
this be added as disclaimer at the end of the document or under the table of contents? Should 

not be in the ‘About SHIM’ section. 

 

Our Mission 

SHIM mobilizes community resources and implements sustainable programs that 
compassionately help our neighbors meet basic needs, achieve self-sufficiency, and build 

community. 

 
Our Vision 

An inclusive community where everyone has the opportunity to thrive. 

 
Helping with Heart 

SHIM has a sympathetic and sensitive understanding of client and community needs. Our 

commitment is to provide the desired assistance with loving kindness, respect and dignity for 

the needs of each individual. 
 

Inspiring Interfaith Interaction 

One of SHIM’s primary focus areas is that of increasing understanding, appreciation and respect 
for diverse faiths and cultures. 

 

Thank YOU for Joining the Movement! 
We encourage you to visit our social media platforms: website - www.shimcares.org; Facebook, 

Twitter and YouTube for all of the latest information and happenings! 

 

SHIM’s History 

 

It all started with a priest, a rabbi, and a minister. The Rev. Dr. John H. Galbreath, then pastor 

of Westminster Presbyterian Church, explained it this way: “When the (South Hills Village) Mall 
was being built, we were aware that suddenly the corn fields were giving way to creating an 
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“inner city” in our midst, the center of a large influx of people. And where there are people, there 

is human need. And where there is need, the religious community should be prepared to serve. 

Dr. Galbreath convened a meeting with Msgr. Rooney of St. Thomas More and Rabbi Sajowitz 
of Temple Emanuel of South Hills, and through their shared vision, SHIM began in 1968.” 

 

SHIM started as an outreach program for youth who were congregating in South Hills Village 
Mall. Our image was that of a “coffee house” providing a safe place for young people to come 

and share concerns in what seemed to be a confusing time. Trained volunteers listened and 

made appropriate referrals as needed. 

 
In the 1970s, the loss of the steel industry created crisis-like situations. Many families were left 

without enough money to feed their families or to pay their bills. To address these needs, SHIM 

set up a food pantry to provide supplemental food and a clothing room where clothing and small 
household items were available at no charge. 

 

The 1980s marked a time when SHIM began youth outreach activities such as a summer day 

camp, after school programs and early childhood development efforts. These programs remain 
a vital part of the work we do today. 

 

SHIM Milestones 

1968 – Founded as “South Hills Ministry in the Mall” 

1979 – Hosts first annual Interfaith Holocaust Observance 

Mid 1980s – Collaborates with Mercy Hospital, St. Clair Hospital and South Hill Health System 
for initial programmatic area of hospice care that eventually lead to the founding of Family 

Hospice and Palliative Care. 

Early 1990s – Launches a programmatic area to address homelessness in the south Hills that 

eventually lead to the founding of Interfaith Hospitality Network (IHN), currently known as Family 
Promise. 

2007 – Named the lead Agency of the Prospect Park Family Center by Allegheny County – 

Department of Human Services. 

2009 – Moved to 5301 Park Avenue, Bethel Park. 

2011 – Kaleidoscope Klub after school program is launched. 

2012 – Launched WorkAble in collaboration with North Hills Community Outreach and Jewish 
Family and Children’s Services. 

2013 – Launched Smart Investments, financial literacy for women in need, through a 

collaboration with United for Woman, North Hills Community Outreach and Neighborworks. 

2016 – Changed name to South Hills Interfaith Movement. 
 

Today’s focus is our Family Assistance Program striving to meet the ever-growing needs of 

families whose life circumstances have been affected by the current economic climate. We 
maintain three food pantries: Bethel Park, Whitehall Place and Baldwin United Presbyterian 

Church, in addition to clothing distribution at Bethel Park. 
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Neighbors Helping Neighbors 

 
SHIM provides food, clothing and services to people in need in Pittsburgh’s southern suburban 

neighborhoods. Faced with unprecedented new levels of suburban poverty, SHIM is expanding 

its work to include more neighbors helping more neighbors in need. This is where you come in. 

 
Together, with teams of dedicated volunteers, donors and partners, we’re working to reduce the 

devastating effects of suburban poverty among the working poor, unemployed, families, single 

parents, senior citizens, women, and the high concentration of refugee families in our service 
area. 

 

 

Meeting Basic Needs 
Food, clothing and utility assistance programs - If a family is in crisis, they may lack access to 

basic human needs like food, clothing and utilities. SHIM operates three food pantries, a 

community clothing room and is a screening site for the Dollar Energy Utility Assistance 
program. 

 

Achieving Self-Sufficiency 
Strong families. Successful students. SHIM offers programs focused on parenting, education, 

youth development, financial assistance and employment counseling. 

  

Building Family and Community 
Community Programs - Designed to bring the South Hills together to help those in need, SHIM 

offers opportunities for the community to get involved. 

 
 

Overview 

 
Application and Screening Process 

All potential candidates must complete the following before volunteering. 

• Application  

• Orientation 

• Proof of Identification (State ID or license) 

• Receipt of PA Criminal Background Check, PA Child Abuse Check and FBI Fingerprint 

Clearance/Waiver 

• Any additional documentation related to specific position 

• Specific training to the position accepted 

 

Volunteer Requirements 

• Be interested in volunteerism. 

• Be willing to adhere to all program policies and procedures. 

• Agree and adhere to the requirements of the volunteer opportunity description. 

• Be dependable and consistent with scheduled volunteer hours and duties. 

• Be willing to communicate regularly with program staff, other volunteers and clients. 

 
Commitment 

• SHIM provides meaningful volunteer experiences with flexible scheduling. 

• We rely on volunteers to be consistent and dedicated to their established schedule.  
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VOLUNTEER INVOLVEMENT 
 

Commitment to Volunteers, Diversity and Involvement 

 

The achievement of the goals of the South Hills Interfaith Movement (SHIM) is best served by 

the active participation of members of the community. SHIM accepts and encourages the 
involvement of volunteers at all levels of the organization and within all appropriate programs 

and activities. 

 
Volunteers are indispensable and are how the SHIM accomplishes its mission. They shall be 

extended the right to be given meaningful assignments, the right to be treated respectfully, the 

right to effective supervision, the right to full involvement and participation and the right to 
recognition for work done. In return, volunteers shall agree to actively perform their duties to the 

best of their abilities and to remain loyal to the values, goals and procedures of the organization. 

 

SHIM is committed to diversity and inclusiveness. Our employees, volunteers, governance, 
customers, financial contributors, clients, suppliers and vendors should be representative of the 

diversity of the people residing in each local community SHIM serves.  We are committed to 

people diversity, program diversity and service diversity. 
 

Youth, family and group volunteers are welcomed!  However, as volunteers who have not 

reached age 18, youth volunteers must have the written consent of a parent or legal guardian 

prior to volunteering. SHIM is committed to developing youth involvement so that young people 
may better serve their community and become the leaders of tomorrow. 

 

Definition of a SHIM Volunteer 

 

A SHIM volunteer is an individual who freely assist the SHIM in the accomplishment of its 

mission without expectation or receipt of compensation. 

 
 

Volunteer Classification 

Active Volunteers – Are all individuals that have successfully completed application, PA 

Criminal Background, PA Child Abuse and FBI clearances/waiver and orientation. All individuals 

will have an assigned opportunity with appropriate training. Active volunteers have 
demonstrated an ongoing commitment to SHIM and whose names and addresses are 

registered in the volunteer database. 

 

Group Volunteers – Are all individuals who are included in an approved group activity by 
SHIM’s Volunteer Manager. A leader must complete the group volunteer application to be 

approved, as well as, be responsible to turn in individual release forms for each attendee in said 

group to participate. Release forms are kept on file and updated each calendar year (Jan. 
through Dec.). 

 

Volunteer opportunities for individuals 5 - 18 years of age may be seasonal, but not guaranteed. 

Age requirements may be limited dependent upon volunteer opportunity. In all cases, adult 
supervision is required while volunteering for children under 16 years of age. All participants 

must comply with all policies governed in this handbook. Minor volunteers must have 

parental/legal guardian signatures of approval prior to any volunteer experience. 
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Family Volunteers - Are individuals who are included in an approved family activity by SHIM’s 

Volunteer Manager.  All adults (individuals over the age of 18) are required to have successfully 

completed an application, PA Criminal Background, PA Child Abuse and FBI clearances/waiver 

and orientation. All adults will have an assigned opportunity with appropriate training.  

Volunteer opportunities for individuals 5 - 18 years of age may be seasonal, but not guaranteed. 

Age requirements may be limited dependent upon volunteer opportunity. In all cases, adult 

supervision is required while volunteering for children under 16 years of age. All participants 
must comply with all policies governed in this handbook. Minor volunteers must have 

parental/legal guardian signatures of approval prior to any volunteer experience. 

 

Episodic Volunteers – Are individuals who volunteer for a specific event or project or a one-

time event. Types of episodic volunteers include: an individual sponsoring a food drive or 

someone who supports that drive; and/or a one-time spontaneous SHIM event. 

Volunteer and Employee Roles and Relationships 

SHIM is an organization governed, supported by and primarily staffed by volunteers. Employees 
are enablers of, and not substitutes for, volunteers.  Volunteers serve in direct service, support 

service, fundraising, and advisory roles.  Volunteers may be involved in all programs and 

activities of the organization. Volunteers and employees are in implementing the mission of 

SHIM. 

What You Can Expect as a SHIM Volunteer 

SHIM will provide the following to volunteers: 

• An assignment as defined by SHIM’s needs and based on your interests, skills, and 

availability. 

• Orientation and training. 

• The opportunity to be a member of a dynamic and essential team. 

• The support you need to do your volunteer assignment. 

• The opportunity to give feedback about your SHIM experience. 

• Growth and development. 

• Recognition. 

 
 

Your Responsibilities as a SHIM Volunteer 

 
Your responsibility as a volunteer: 

• Be realistic and candid in accepting your assignment, understanding the needs of SHIM 

while taking into consideration your interests, skills and availability while working with 

others. 

• Learn your volunteer assignment as well as you can by completing all required training, 

asking questions and staying in touch with the volunteer manager. 

• Follow all policies and guidelines of SHIM, sign a Code of Conduct, observe 

confidentiality, and engage in appropriate public behavior at all times. 

• Participate in the feedback process by sharing how you feel about your volunteer 

experience and by giving constructive suggestions for improvement in any area. 
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• Develop your skills as a volunteer by participating in training and development 

opportunities. Learn as much as you can do to do the best job possible. 

 

Media Representation 

 
The public relies on SHIM as a symbol of trust and as a powerful voice in the South Hills of 

Pittsburgh.  SHIM will provide a response to media inquiries as soon as possible. The Executive 
Director is the only individual authorized to speak on the organization’s behalf to the media. 

 

Volunteers are not authorized to act as a media representative of the organization.  If in doubt, 
please consult with, and receive permission from the Volunteer Manager or Program Supervisor 

listed on the position description. 

 

Prior to any action or statement, which might significantly affect or obligate SHIM, volunteers 
should seek prior consultation and approval from the management team. These actions may 

include but are not limited to, public statements to the press, collaboration or joint initiatives. 
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DIVERSITY 

Equal Employment Opportunity Statement 

SHIM provides equal employment opportunities (EEO) to all employees, applicants for 

employment (and volunteers) without regard to race, color, religion, sex, national origin, age, 
disability, genetic information or status as a covered veteran in accordance with applicable 

federal, state and local laws. SHIM complies with applicable state and local laws governing 

nondiscrimination in employment in every location in which the organization has facilities. This 

policy applies to all terms and conditions of employment, including hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation and training. 

 

SHIM expressly prohibits any form of unlawful employee harassment based on race, color, 
religion, gender, sexual orientation, national origin, age, disability or veteran status. Improper 

interference with the ability of SHIM employees to perform their expected job duties is absolutely 

not tolerated. 

  

SHIM’s Anti-Harassment Policy and Complaint Procedure 

SHIM is committed to a work environment in which all individuals are treated with respect and 

dignity. Each individual has the right to work in a professional atmosphere that promotes equal 

employment opportunities and prohibits unlawful discriminatory practices, including 
harassment. Therefore, SHIM expects that all relationships among persons in the office will be 

business-like and free of bias, prejudice and harassment. 

 
It is the policy of SHIM to ensure equal employment opportunity without discrimination or 

harassment on the basis of race, color, religion, sex, national origin, age, disability, genetic 

information or status as a covered veteran in accordance with applicable federal, state and local 
laws. SHIM prohibits any such discrimination or harassment. 

 

SHIM encourages reporting of all perceived incidents of discrimination or harassment. It is the 

policy of SHIM to promptly and thoroughly investigate such reports. SHIM prohibits retaliation 
against any individual who reports discrimination or harassment or who participates in an 

investigation of such reports. 

 
Definitions of Harassment 

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. 

For the purposes of this policy, sexual harassment is defined, as in the Equal Employment 

Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature when, for example a) submission 

to such conduct is made either explicitly or implicitly a term or condition of an individual's 

employment; b) submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or c) such conduct has the purpose or effect 

of unreasonably interfering with an individual's work performance or creating an intimidating, 

hostile or offensive working environment. 
 

Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 

individuals of the same or different gender. Depending on the circumstances, these behaviors 

may include unwanted sexual advances or requests for sexual favors; sexual jokes and 
innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual 

prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene comments 
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or gestures; display in the workplace of sexually suggestive objects or pictures; and other 

physical, verbal or visual conduct of a sexual nature. 

 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 

this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility 

or aversion toward an individual because of his/her race, color, religion, gender, sexual 
orientation, national origin, age, disability, marital status, citizenship or any other characteristic 

protected by law or that of his/her relatives, friends or associates, and that a) has the purpose 

or effect of creating an intimidating, hostile or offensive work environment; b) has the purpose 

or effect of unreasonably interfering with an individual's work performance; or c) otherwise 
adversely affects an individual's employment opportunities. 

 

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or 
hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility 

or aversion toward an individual or group and that is placed on walls or elsewhere on the 

employer's premises or circulated in the workplace, on organization time or using organization 

equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social 
networking sites or other means. 

 

Individuals and Conduct Covered 
These policies apply to all applicants and volunteers whether related to conduct engaged in by 

fellow employees or someone not directly connected to SHIM (e.g., an outside vendor, 

consultant, volunteer or client). 
 

Conduct prohibited by these policies is unacceptable in the organization and in any work-related 

setting outside the workplace, such as during business trips, business meetings and business-

related social events. 
 

Complaint Process 

Individuals who believe they have been the victims of conduct prohibited by this policy statement 
or who believe they have witnessed such conduct should discuss their concerns with their 

immediate supervisor, any director or the Executive Director.  If the complaint involves the 

Executive Director, the director should contact the Board Chair. 
  

When possible, SHIM encourages individuals who believe they are being subjected to such 

conduct to promptly advise the offender that his or her behavior is unwelcome and request that 

it be discontinued. Often this action alone will resolve the problem. SHIM recognizes, however, 
that an individual may prefer to pursue the matter through complaint procedures. 

 

SHIM encourages the prompt reporting of complaints or concerns so that rapid and constructive 
action can be taken before relationships become irreparably strained. Therefore, although no 

fixed reporting period has been established, early reporting and intervention have proven to be 

the most effective method of resolving actual or perceived incidents of harassment. 

 
Any reported allegations of harassment, discrimination or retaliation will be investigated 

promptly. The investigation may include individual interviews with the parties involved and, 

where necessary, with individuals who may have observed the alleged conduct or may have 
other relevant knowledge. 

 

Confidentiality will be maintained throughout the investigatory process to the extent consistent 
with adequate investigation and appropriate corrective action. 
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Retaliation against an individual for reporting harassment or discrimination or for participating 

in an investigation of a claim of harassment or discrimination is a serious violation of this policy 

and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of 
retaliation should be reported immediately and will be promptly investigated and addressed. 

 

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. 
 

If a party to a complaint does not agree with its resolution, that party may appeal to SHIM's 

Executive Director. 

 
False and malicious complaints of harassment, discrimination or retaliation may be the subject 

of appropriate disciplinary action. 
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VOLUNTEER GUIDELINES 
 

Scheduling 
• Active volunteers will be assigned a position with a schedule. 

• Once a schedule is set, it will be assumed the volunteer will continue toset schedule 

unless otherwise notified. 

• Any changes in schedules or to update of availability should be directed to the Program 

Supervisor and Volunteer Manager accordingly. 

• Notify Volunteer Manager if interested in additional opportunities. 

 

Assignment 
SHIM offers numerous and diverse opportunities that complement each individual’s interests 

and talents.  However, it is not always obvious what adaptations, accommodations, or 
modifications would be beneficial for a volunteer.  

• SHIM will provide a respectful service environment. 

• Volunteer Opportunity Position Descriptions are available for all available positions. 
• Please make sure to understand the requirements, responsibilities, skillset, as well as 

availability when considering and/or accepting a volunteer position with SHIM. 

• Listen and comply with instructions given by the Volunteer Manager and Program 

Supervisor listed on the position description. 
• Volunteer and participant safety. Be prepared and aware of your surroundings at all 

times. 

• If you have any questions or need assistance, contact the Volunteer Manager or 
Program Supervisor listed on the position description. 

• It is required that all volunteers be able to independently, 

o make decisions, troubleshoot, and accomplish assigned volunteer opportunity. 
o If a volunteer cannot volunteer independently on any of the above requirements, 

special support must be requested. 

§ the request must comply with SHIM’s mission and capacity. 

§ if an aid is requested, it is the responsibility of the volunteer to 
coordinate the search, identify such aid, as well as incur any 

costs, if necessary. 

§ all aides must complete the same process and guidelines to 
become a volunteer prior to being an volunteer aide with SHIM. 

§ all special support requests are subject to approval and are not 

guaranteed. 
 

Additional Position Training 
All volunteers will receive training for each position in which they are assigned. If for any reason 
additional training is needed to fulfill duties, it is the responsibility of the volunteer to contact the 

Volunteer Manager or Program Supervisor listed on the position description. 

 

Communication 
SHIM’s main form of communication is email.  If you do not have an email address, please notify 

the Volunteer Manager for other arrangements.  Posting of volunteer information is available at 
all locations.  Posting locations will be made known upon assignment. 

 

Change/ Ad a Volunteer Placement 
If seeking a change or addition of a volunteer position placement, please contact the Volunteer 

Manager to proceed.  Additional training and or documentation may be required.  
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Parking 
There is free parking at all of SHIM’s facilities.  Specific parking details will be discussed prior 
to volunteer opportunity placement with designated location. 

 

Documenting Volunteer Hours 
Upon arrival sign the volunteer log form  

• Print your name clearly 

• Document your arrival time and departure time 

• Document your volunteer duty (EX= pantry stocker, van driver, clothing room) 
Upon leaving  

• Document your ending time 

 

Absenteeism 
Volunteers are an integral part of our organization as we count on you to be here. Volunteers 

should do their best to be on time for their scheduled volunteer opportunity.   

• Planned time off – Please notify program supervisor 2 weeks in advance or ASAP so 
assignment can be filled during your absenteeism. 

• Unplanned time off – Please notify program supervisor ASAP 

 
Observed Holidays 
SHIM recognizes twelve holidays each year: 

• New Year’s Day 
• Martin Luther King Jr. Day 

• Memorial Day 

• Independence Day 
• Labor Day 

• Yom Kippur 

• Thanksgiving Day 
• Day After Thanksgiving 

• Christmas Eve Day 

• Christmas Day 

 
SHIM locations will be closed on recognized holidays. Should a holiday fall on a weekday, the 

holiday will be observed on the work day closest to the holiday. 

 
Photography  
Photography and videography for personal use is not advised during volunteer opportunities. 
Taking photographs of clients for any reason are strictly prohibited. Photography and 

videography of children is only permitted for SHIM programming and must be taken using a 

SHIM device, and with the permission of the child’s parents or guardian 
 

Personal Items 
Volunteers are responsible for their private property (cell phone, purse, and other personal 

objects).  Discretion is advised when storing such items during your scheduled time. 

• SHIM suggests leaving your valued possessions in your locked vehicle. 
 

Donations 
Some volunteers may have direct contact with donors while volunteering.  

• We ask that volunteers do not distribute any goods such as food, clothing, item, etc. 

without prior authorization. Failure to comply can result in immediate dismissal.  

• Polite and courteous representation is expected. 
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Referrals 
Volunteers – We appreciate your help recruiting possible volunteers. Please direct them to our 

website to see our opportunities, if they are interested, they can complete the inquiry form to 

start the process. All volunteers will need to complete an application, clearances and attend an 

orientation prior to any volunteer opportunity. 

• We ask that you do not bring “guests” with you while volunteering. 

• If you know someone who would like a tour of our facility, please contact the Volunteer 

Manager. 

 
Agencies - If you know agencies that you feel would be a good community partner with SHIM, 

we ask that you speak with the Volunteer Manager to begin the process.  We appreciate your 

help to begin the process. 
 

Discontinuation of Volunteer Service 
As a volunteer, you have the right to terminate your volunteer service at any time for any reason.  
SHIM reserves the same right. 

• If you wish to leave your volunteer service for any reason, please notify the Volunteer 

Manager, ideally two weeks prior to your departure. 

• To improve our operations we ask whomever decides to discontinue volunteer services 

to complete an exit survey. 

• We encourage all volunteers to participate in an exit interview before leaving the 

Organization, regardless of your reason for leaving. You may also request a letter of 
reference or referral at this time. The exit interview is your opportunity to communicate 

your views about the position, your department, management, the operations of the 

company, and any other relevant information you feel is important for us to know.  

 

Disciplinary Practices  
Guidelines are based on cumulative infractions, regardless of whether the infraction is of the 
same general nature as a previous warning. The use of these disciplinary practices in no way 

alters the fact that your volunteering at SHIM is “at will”.  

Step 1: Oral warning with documentation in the individual’s volunteer file. Address problem 

solving .  
Step 2: Written warning to individual and copy to volunteer file. Continue problem solving.  

Step 3: Written warning with suspension and file documentation. Continue problem solving. 

Step 4: Termination/Dismissal  
 

Problem Solving  

When a group of people work and volunteer together, problems may arise. It is important to all 

of us that such problems are solved as quickly as possible. Occasionally, however, it may be 
necessary to investigate certain problems in greater detail. We welcome the opportunity to have 

a review of any problem, dispute, or misunderstanding that arises in the course of volunteering.  

 
Dismissal of a volunteer is a serious consideration. Before a volunteer is dismissed, 

management will make every attempt to reconcile the situation. This may include meeting with 

the staff member(s) and volunteer(s) involved, the Volunteer Manager, and Executive Director.  

 
 
Return of Organization Property 
The separating volunteer must return all organization property at the time of separation, 

including, but not limited to; keys, PCs, etc.  
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VOLUNTEER SAFETY 

Drug-Free Workplace 

SHIM has a longstanding commitment to provide a safe and productive organizationt. Alcohol 

and drug abuse pose a threat to the health and safety of employees and to the security of our 

equipment and facilities. For these reasons, SHIM is committed to the elimination of drug and/or 

alcohol use and abuse in the organization 

 

This policy outlines the practice and procedure designed to correct instances of identified 

alcohol and/or drug use in the workplace. This policy applies to all volunteers of SHIM. Human 
Resource is responsible for policy administration. 

 

Volunteers should report to work fit for duty and free of any adverse effects of illegal drugs or 

alcohol. This policy does not prohibit volunteers from the lawful use and possession of 
prescribed medications. Volunteers must, however, consult with their doctors about the 

medications’ effect on their fitness for duty and ability to work safely and promptly disclose any 

work restrictions to their supervisor. Volunteers should not, however, disclose underlying 
medical conditions unless directed to do so. 

 

Work Rules 

The following work rules apply to all volunteers: 

 

Whenever volunteers are working, are operating any organization vehicle, are present on 
organization premises, or are conducting related work off-site, they are prohibited from: 

 

• Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to 

include possession of drug paraphernalia). 

• Being under the influence of alcohol or an illegal drug as defined in this policy. 

 

The presence of any detectable amount of any illegal drug or illegal controlled substance in an 
employee’s body while performing organization business or while in an organization facility is 

prohibited. 

 
SHIM will not allow any volunteer to perform their duties while taking prescribed drugs that are 

adversely affecting the employee’s ability to safely and effectively perform their job duties. 

Volunteers taking a prescribed medication must carry it in the container labeled by a licensed 

pharmacist or be prepared to produce it if asked. 
 

Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement 

agency and may result in criminal prosecution. 

 
Required Testing 

The organization retains the right to require the following tests: 

 
• Post-accident: Volunteers are subject to testing when they cause or contribute to 

accidents that seriously damage an organization vehicle, machinery, equipment or 

property and/or result in an injury to themselves or another employee requiring off-site 

medical attention. In any of these instances, the investigation and subsequent testing 

must take place within two (2) hours following the accident, if not sooner. 
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• Follow-up: Volunteers who have tested positive, or otherwise violated this policy, are 

subject to termination.  
 

 

Confidentiality 

Information and records relating to positive test results, drug and alcohol dependencies and 

legitimate medical explanations provided to the medical review officer (MRO) shall be kept 
confidential to the extent required by law and maintained in secure files separate from normal 

personnel files. 

 

Inspections 

SHIM reserves the right to inspect all portions of its premises for drugs, alcohol or other 

contraband. All employees, contract employees, volunteers and visitors may be asked to 

cooperate in inspections of their persons, work areas and property that might conceal a drug, 
alcohol or other contraband. Volunteers who possess such contraband or refuse to cooperate 

in such inspections are subject to discharge. 

 
Crimes Involving Drugs 

SHIM prohibits all volunteers from manufacturing, distributing, dispensing, possessing or using 

an illegal drug in or on organization premises or while conducting organization business. 
Volunteers are also prohibited from misusing legally prescribed or over-the-counter (OTC) 

drugs. Law enforcement personnel shall be notified, as appropriate, when criminal activity is 

suspected. 
 

Workplace Bullying 

SHIM defines bullying as “repeated inappropriate behavior, either direct or indirect, whether 

verbal, physical or otherwise, conducted by one or more persons against another or others, at 

the place of work and/or in the course of employment.” Such behavior violates the organization 
Code of Ethics, which clearly states that all volunteers will be treated with dignity and respect. 

 

The purpose of this policy is to communicate to all volunteers that the organization will not 
tolerate bullying behavior. Volunteers found in violation of this policy will be disciplined up to and 

including termination. 

 
Bullying may be intentional or unintentional. However, it must be noted that where an allegation 

of bullying is made, the intention of the alleged bully is irrelevant and will not be given 

consideration when meting out discipline. As in sexual harassment, it is the effect of the behavior 

upon the individual that is important. SHIM considers the following types of behavior examples 
of bullying: 

 
• Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent 

name calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; 

abusive and offensive remarks. 

 
• Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of 

physical assault; damage to a person’s work area or property. 

 
• Gesture bullying: Nonverbal threatening gestures or glances that convey threatening 

messages. 
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• Exclusion: Socially or physically excluding or disregarding a person in work-related 

activities. 
 

Violence in the Organization 

All employees, clients, volunteers, vendors and business associates must be treated with 

courtesy and respect at all times. Employees are expected to refrain from conduct that may be 

dangerous to others. 

Conduct that threatens, intimidates or coerces another employee, client, volunteer, vendor or 

business associate will not be tolerated. SHIM resources may not be used to threaten, stalk or 

harass anyone at the organization or outside the organization. SHIM treats threats coming from 
an abusive personal relationship as it does other forms of violence. 

Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 

activities should be reported as soon as possible to a supervisor or any member of senior 
management. When reporting a threat or incident of violence, the volunteer should be as 

specific and detailed as possible. Volunteers should not place themselves in peril, nor should 

they attempt to intercede during an incident. 

Volunteers should promptly inform Human Resource/Volunteer Manager of any protective or 

restraining order that they have obtained that lists the organization as a protected area. 

Volunteers are encouraged to report safety concerns with regard to intimate partner violence. 
SHIM will not retaliate against volunteers making good-faith reports. SHIM is committed to 

supporting victims of intimate partner violence by providing referrals to community resources 

and providing time off for reasons related to intimate partner violence. 

SHIM will promptly and thoroughly investigate all reports of threats of violence or incidents of 

actual violence and of suspicious individuals or activities. The identity of the individual making 

a report will be protected as much as possible. SHIM will not retaliate against volunteers making 
good-faith reports of violence, threats or suspicious individuals or activities. In order to maintain 

organization safety and the integrity of its investigation, SHIM may suspend volunteers 

suspected of  violence or threats of violence pending investigation. 

Anyone found to be responsible for threats of or actual violence or other conduct that is in 

violation of these guidelines will be subject to prompt disciplinary action up to and including 

termination. 

SHIM encourages volunteers to bring their disputes to the attention of their supervisor or 

Volunteer Manager before the situation escalates. SHIM will not discipline volunteers for raising 

such concerns. 
 

Weapon Free Workplace 

It is our policy to maintain an organization safe and free of violence for all employees.  SHIM 
prohibits the possession or use of dangerous weapons on company property.  

 

All SHIM volunteers are subject to this provision, including visitors and clients on company 

property.  A license to carry the weapon on company property does not supersede company 
policy. Any volunteer in violation of this policy will be subject to termination. 

 

“Company property” is defined as all company-owned or leased buildings and surrounding 
areas such as sidewalks, walkways, driveways and parking lots under the company’s ownership 

or control. This policy applies to all company-owned or leased vehicles and all vehicles that 

come onto company property. 
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“Dangerous weapons” include firearms, explosives, knives and other weapons that might be 

considered dangerous or that could cause harm. Volunteers are responsible for making sure 

that any item possessed by them is not prohibited by this policy. 
 

SHIM reserves the right at any time and at its discretion to search all company-owned or leased 

vehicles and all vehicles, plus packages, containers, briefcases, purses, lockers, desks, 
enclosures and persons entering its property, for the purpose of determining whether any 

weapon is being, or has been, brought onto its property or premises in violation of this policy. 

Volunteers who fail or refuse to promptly permit a search under this policy will be subject to 

termination. 
 

Volunteers should promptly inform Human Resources/Volunteer Manager when they are aware 

of a dangerous weapon on company property. 
 

Safety 

It is the responsibility of each volunteer to conduct all tasks in a safe and efficient manner 

complying with all local, state and federal safety and health regulations and program standards, 

and with any special safety concerns for use in a particular area or with a client. 
 

Although most safety regulations are consistent throughout each department and program, 

each volunteer has the responsibility to identify and familiarize her/himself with the emergency 
plan for his/her working area. Each facility shall have posted an emergency plan detailing 

procedures in handling emergencies such as fire, weather-related events and medical crises. 

 

It is the responsibility of the volunteer to complete an Accident and Incident Report for each 
safety and health infraction that occurs by an volunteer or that the volunteer witnesses. Failure 

to report such an infraction may result in volunteer disciplinary action, including termination. 

 
Furthermore, management requires that every person in the organization assumes the 

responsibility of individual and organizational safety. Failure to follow organization safety and 

health guidelines or engaging in conduct that places the employee, client or organization 

property at risk can lead to employee disciplinary action and/or termination. 
 

Human Resources shall have the responsibility to develop and the authority to implement the 

safety and health program in the interest of a safer work environment. 

Smoke-Free Organization 

It is the policy of SHIM to prohibit smoking and chewing tobacco on all organization premises 

in order to provide and maintain a safe and healthy environment for all volunteers. The law 

defines smoking as the "act of lighting, smoking or carrying a lighted or smoldering cigar, 
cigarette or pipe of any kind." 

 

The smoke-free organization policy applies to: 

• All areas of organization buildings. 

• All organization-sponsored off-site conferences and meetings. 

• All vehicles owned or leased by the organization. 

• All visitors (clients and vendors) to the organization premises. 

• All contractors and consultants and/or their employees working on the organization 
premises. 

• All volunteers and student interns. 
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Smoking is permitted in parking lots only.  

 
Anyone who violates the smoking policy will be subject to disciplinary action up to and including 

immediate termination. 

 
General Safety Precautions 

Although SHIM does its best to provide safe conditions for volunteers, we count on our 

volunteers to be the best protector of their own personal safety.  

• Always be aware of your surroundings for your safety and the safety of others. 

• Advise staff of any concerns or hazards that you may be aware of. 

• Use proper safety equipment when necessary. 

• Know your limitations. Take breaks when necessary. 

• Report safety concerns immediately to the Volunteer Manager or Program Supervisor 

listed on the job description. 
 

Emergency Assistance 

• Contact Emergency Personnel - Call 911  

• Remain calm – Stay until emergency personnel arrives.  

• Alert SHIM Staff of situation immediately AFTER contacting emergency personnel. 

 

Accident / Incident Reporting 
An Accident/Incident report must be completed when a volunteer has been injured on any level, 

emergency personnel has been called to assist, or during an accident/incident is on SHIM 

property including while operating SHIM’s vehicles.  Please notify the Volunteer Manager 

immediately to complete necessary paperwork. 
 

First Aid Kits 

First Aid kits are available and accessible at all of SHIM’s facilities.  Volunteers will be made 
aware of locations upon placement.   
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VOLUNTEER WORKPLACE EXPECTATIONS 
 

Business Hours 

Because of the nature of our organization, your work schedule may vary depending on your 
volunteer opportunity.  Although many opportunity happen during our normal business hours, 

8:30 am to 4:30pm, Monday through Friday, some pantry and child based programming 

continues into the evening hours.  The Volunteer Manager and supervisor will work with you to 

determine your work hours which may vary depending on program needs. 
 

Open Door 

Volunteers should bring their questions, suggestions and concerns to their supervisors. 

Supervisors will address the issue or will involve the Volunteer Manager to ensure the volunteers 
receives a response.  

 

If a volunteer has a concern that involves his/her supervisor, the volunteer should schedule a 

meeting with the Volunteer Manager so the issue can be reviewed and investigated. 
 

Volunteer’s suggestions and comments on any subject are important, and volunteers are 

encouraged to take every opportunity to discuss issues with their supervisor or Volunteer 
Manager.  Volunteers’ jobs will not be adversely affected in any way because they choose to 

use the Open Door process. 

 

Confidentiality 

Our clients and other parties with whom we do business entrust the organization with important 
information relating to their businesses. It is our policy that all information considered 

confidential will not be disclosed to external parties or to volunteers without a “need to know.” If 

a volunteer questions whether certain information is considered confidential, he/she should first 
check with his/her immediate supervisor or the Volunteer Manager. 

  

This policy is intended to alert volunteers to the need for discretion at all times and is not 

intended to inhibit normal business communications. 
 

All inquiries from the media must be referred to the Director of Philanthropic Engagement or 

the Executive Director. The Development and Marketing department is responsible for news 
releases, public announcements, media coverage, advertisement, promotion, web content, 

social media and dissemination of information for all SHIM's services, programs and activities. 

The Executive Director is designated as the spokesperson for SHIM. 

 

Whistleblower/Fraud 

SHIM recognizes that the Sarbanes – Oxley Act of 2002 encourages all employers to establish 

a policy that provides for a confidential, anonymous mechanism for employees and volunteers 

to report inappropriate or suspect financial actions taken by individuals or management without 
fear of retaliation. Any SHIM employee or volunteer must be able to submit a good faith 

complaint regarding financial, accounting, internal controls or audit matters (Accounting 

Complaints), without fear of dismissal or retaliation of any kind. An Accounting Complaint may 
be submitted to the Chair of the Board of Directors or the Chair of the Finance Committee of the 
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Board of Directors by email, telephone or letter.  Confidential, anonymous Accounting 

Complaints submitted to the Chair of the Board of Directors or the Chair of the Finance 

Committee of the Board of Directors should describe the matter at issue in as much detail as 
possible. 

 

Board officers will review and evaluate each complaint and determine the extent to which it 
should be investigated further, and have the authority to direct special handling or investigation 

of any Accounting Complaint, including the retention of outside counsel or advice. 

 

At a minimum of a quarterly basis, the Finance Committee will report to the Board of Directors 
the status of any unresolved Accounting Complaints. 
 

The Finance Committee Chair, or appointed designee, will contact the person or persons 

initiating the complaint, as appropriate, to inform such persons as to the status of the 

investigation and what, if any, corrective action has been recommended and/or taken. 
 

It shall be a violation of this Policy and grounds for disciplinary action for any SHIM employee 

or volunteer to discharge, demote, suspend, threaten, harass, or in any other manner retaliate 

against an individual for reasons of his or her submittal in good faith of an Accounting Complaint. 
This Policy is not intended to, and does not create any rights, or any private right of action in 

any person. 

 

Suspected Child Abuse/Mandated Reporter 

As mandated by Child Welfare Law, when a SHIM volunteer comes to suspect or know that 

child abuse and/or neglect is occurring, you are mandated by the Commonwealth of 

Pennsylvania to report.  SHIM volunteer compliance with this Policy is a necessary condition of 

child based programming at SHIM.  This means you must adhere to the following Policy and 
procedures to volunteer in any child based programming. 

 

Who Must Report 
All SHIM volunteers are mandated reporters, regardless of position, job title, or pay status.  Any 

reportable incident regarding a consumer of SHIM must be reported, even if it is observed after 

work hours, and even if the child is not your consumer.  Only when every member of a family 
has been terminated from receiving SHIM services, are employees no longer mandated to 

report. 

 

You must report child abuse, regardless of the relationship between the child and perpetrator.  
The abuser may be a family member, friend, relative, or neighbor.  When deciding if to report, 

what matters is you merely suspect child abuse. 

 
You are not required to report when you observe non-consumers in a community setting 

involved in child abuse.  The reporting mandated occurs while you are in your professional 

activities. However, the professional-client relationship is continuous, this role continues 24 

hours a day, seven days a week, for the time a person enters service until the entire family 
leaves service. 

 

You may never negotiate with a consumer to ignore your knowledge of child abuse.  This means 
you cannot bargain with a consumer when, what and how to report.  For example, you cannot 

tell a consumer that the next time you see something you will report.  Your obligation to report 

comes from the Commonwealth of Pennsylvania laws and regulations, and they do not allow 
you to create your own rules about when, what and how to report child abuse. 
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SHIM asks all volunteers to alert SHIM staff of any reasonable suspicion of child abuse. When 

you must report- As Mandated by Child Welfare Laws. 

 
When you come to suspect or know that child abuse is occurring, you are mandated by the 

Commonwealth of Pennsylvania to report. 

 

• Unlike in the past, the child does not have to be in your presence or involved in SHIM 

activities.  If you suspect because of what other family members report or what you 

observe, you must report. 
 

• “Suspect” means that you see, hear or observe actions that make you guess abuse has 

occurred.  You do not have to be certain abuse is occurring.  You do not need concrete 
evidence.  You merely have to suspect based on something you hear, observe or learn.   

Once you suspect, you are mandated. 

 

• Mandated to report means you contact ChildLine to file a report at 800-932-0313.  There 
is no other agency that satisfies your mandate to report other than ChildLine.  Calling 

the local child welfare agency or Allegheny County Children and Youth Services does 

not satisfy your reporting requirement. 
 

You must report within 24 hours of becoming suspicious.  You are to complete a CY-47 report 

form, contact your supervisor or the Executive Director and at their discretion, call a report to 

ChildLine.  Any agency disputes about reporting will be resolved by the Executive Director. 
 

What is child abuse? 

Child abuse, according to the law, includes: 
 

• Any recent (within 2 years) act or failure to act by which causes non-accidental serious 

physical or mental injury to a child under 18 years of age. 

 

• Any act or failure to act by which causes sexual abuse or sexual exploitation of a child 

under 18 years of age (no time limit). 

 

• Any recent act, failure to act, or series of acts or failures to act that creates an imminent 

risk of serious physical injury to or sexual abuse/exploitation of a child under 18 years 

of age. 

• Serious physical neglect by constituting prolonged or repeated lack of supervision or the 
failure to provide the essentials of life including adequate medical care, adequate food, 

clothing or shelter, which endangers a child’s life or development or impairs the child’s 

functioning 

 

• Medical neglect is not considered when, in the course of legitimately practicing religious 

beliefs, a parent does not obtain medical treatment for a child 

 
Child abuse does not relate to injuries that result solely from environmental factors that are 

beyond the control of the parent or person responsible for the child’s welfare, such as 

inadequate housing, furnishings, income, clothing, and medical care. 

 
Who can be a perpetrator? 

A “perpetrator” of child abuse is defined as a child’s parent, the person responsible for the 

welfare of a child such as a babysitter or day care staff person, an individual residing in the 
same home as the child, or a person having and intimate relationship with the child’s parent. 
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When a report is made to ChildLine what happens? 

Pennsylvania ChildLine is available 24 hours a day to receive reports of suspected child abuse.  
Any person may report suspected abuse, even if the individual wishes to remain anonymous.  

Each call is answered by a trained intake specialist who will interview the caller to determine 

the most appropriate course of action.  Actions include forwarding a report to a county agency 
for investigation as child abuse or forwarding a report directly to law enforcement officials. 

 

Mandated Reporting Procedures 

1. Complete a Child Abuse Reporting Form within 1 (one) business day of the incident. 
 

2. Meet with SHIM’S Program Director to review the incident. 

 
3. Upon review of the incident an initial determination will be made by the Program Director 

as to whether to contact the Pennsylvania ChildLine (1-800-932-0313) in order to file an 

official report.  Should the mandated reporter and the Program Director not be in 

agreement in contacting ChildLine, the incident will be referred immediately to SHIM’s 
Executive Director.  In instances of potential child abuse allegations, SHIM will first and 

foremost err to the side of the child and proceed accordingly in order to protect the child 

from further abuse. 
 

Investigation Involving an Employee/Volunteer 

In any event when allegations are made against a SHIM employee/volunteer, SHIM will proceed 
in the process of protecting the child while ensuring that the due process rights of the 

employee/volunteer are preserved.  During the investigation the employee/volunteer will not 

have contact with the child. 

 
Documentation and Recordkeeping 

SHIM will keep appropriate records of all Child Abuse Reporting Forms inclusive of a log of the 

time and sequence of any significant events occurring during the reporting process.  The records 
will be maintained in a locked file cabinet at SHIM’s primary place of business.  Below are 

several precautions and guidelines about reporting: 

 

• Having a client call and report does not satisfy your reporting requirement. It is possible 

that a client could under-report, or inaccurately report information to ChildLine. If you 

have the client report, you should witness their report, and speak directly with ChildLine 

staff on the telephone. 
 

• Other non-SHIM staff cannot report for you.  You should always contact ChildLine based 

on your own obligation to report.  This includes staff from other agencies, child welfare 

professionals and others. 
 

• No outside agency or government policy can override your obligations to report. 

 

• There are circumstances when good and sound clinical judgment indicates the benefits 

of reporting child abuse to ChildLine.  For example, children are at high risk but not 

imminent risk.  Use these guidelines when reporting under these circumstances: 

 
a. Seek supervisory and Executive Director’s approval for reporting. 

b. Obtain all necessary releases of information to report if you are not mandated. 

c. Report child abuse as described above. 
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• When working in collaboration with other agencies and services, SHIM staff is required 

to report child abuse as required by SHIM policy, regardless of the collaborative situation 

or setting in which they work.  No employee of any other organization can alter your 
responsibility to abide by SHIM policy.   

Changes in Personal Data 

It is the responsibility of each SHIM volunteer to notify SHIM promptly of any personal data 

changes.  Name changes, personal mailing addresses, telephone numbers, individuals to be 

contacted in case of emergency, and other such data should be accurate and current at all 
times.  If any of your personal data has changed, notify the Volunteer Manager. 

 

Attire and Grooming 

It is important for all volunteers to project a professional image while at work by being 

appropriately attired. SHIM volunteers are expected to be neat, clean and groomed while on the 
job. Clothing must be consistent with the standards for a business environment and must be 

appropriate to the type of work being performed. 

 
All volunteers must be covered from shoulders to knees at all times (no see-through or 

sleeveless clothing is permitted at any time). Natural and artificial scents may become a 

distraction from a well-functioning workplace and are also subject to this policy. 

 
SHIM is confident that volunteers will use their best judgment regarding attire and appearance. 

Management reserves the right to determine appropriateness. Any volunteer who is improperly 

dressed will be counseled or in severe cases may be sent home to change clothes. Continued 
disregard of this policy may be cause for disciplinary action, which may result in termination. 

 

Property and Equipment 

Volunteers are expected to demonstrate proper care when using the company’s property and 

equipment.  SHIM’s equipment including but not limited to; telephones, copiers, computers 

vans, etc. are for company use only.  No property or equipment may be removed from the 

premises without the proper authorization Director of Finance & Administration. 

Electronic Communication and Internet Use 

The following guidelines have been established for using the Internet, organization-provided 

cell phones and e-mail in an appropriate, ethical and professional manner: 

 

• Internet, organization-provided equipment (e.g., cell phone, laptops, and computers) 

and services may not be used for transmitting, retrieving or storing any communications 

of a defamatory, discriminatory, harassing or pornographic nature. 
 

• The following actions are forbidden: using disparaging, abusive, profane or offensive 

language; creating, viewing or displaying materials that might adversely or negatively 

reflect upon SHIM or be contrary to SHIM’s best interests; and engaging in any illegal 
activities, including piracy, cracking, extortion, blackmail, copyright infringement, and 

unauthorized access of any computers and organization-provided equipment such as 

cell phones and laptops. 
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• Volunteers may not copy, retrieve, modify or forward copyrighted materials, except with 

permission or as a single copy to reference only. 

 

• Volunteers must not use the system in a way that disrupts its use by others. Volunteers 

must not send or receive large files that could be saved/transferred via thumb drives. 

Volunteers are prohibited from sending or receiving files that are not related to work. 

 

• Volunteers should not open suspicious e-mails, pop-ups or downloads. Contact the 

Director of Finance and Administration with any questions or concerns to reduce the 

release of viruses or to contain viruses immediately. 

 

• Internal and external e-mails are considered business records and may be subject to 

discovery in the event of litigation. Be aware of this possibility when sending e-mail within 

and outside the organization 
 

Right to Monitor 

All organization-supplied technology and organization-related work records belong to the 

organization and not to the volunteer. SHIM routinely monitors use of organization-supplied 
technology. Inappropriate or illegal use or communications may be subject to disciplinary action 

up to and including termination. 

Solicitations, Distributions and Posting of Materials 

SHIM prohibits the solicitation, distribution and posting of materials on or at organization 

property by any employee or nonemployee, except as may be permitted by this policy. The sole 
exceptions to this policy are charitable and community activities supported by SHIM 

management and organization-sponsored programs related to SHIM’s programs and services. 

 

• Nonemployees may not solicit employees or distribute literature of any kind on 

organization premises at any time. 

 

• Volunteers may only admit visitors to work areas with management approval or as part 
of a sponsored program. These visits should not disrupt workflow. A volunteer must 

accompany the nonemployee at all times. 

 

• Volunteers may not solicit other volunteers during work times, except in connection with 

an organization-approved or sponsored event. 

 

• Volunteers may not distribute literature of any kind during work times or in any work area 
at any time, except in connection with an organization-sponsored event. 

 

• The posting of materials or electronic announcements are permitted with approval from 

Human Resources/ Volunteer Manager. 

 
Violations of this policy should be reported to Human Resources/Volunteer Manager. 

Volunteer Files 

Volunteer files are maintained by the Volunteer Manager and are considered confidential. 
Managers and supervisors may only have access to volunteer file information on a need-to-

know basis. 
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Representatives of government or law enforcement agencies, in the course of their duties, may 

be allowed access to file information. 

 

SHIM Vehicles 

Only authorized volunteers may use SHIM vehicles.  Authorized volunteers are volunteers who 

have their current driver license and pass SHIM insurance background check. If a SHIM vehicle 

incurs any damage, the volunteer who is driving the vehicle is responsible for reporting the 

damage immediately to your supervisor and the Volunteer Manager and Human Resources and 
completing an accident form. If a volunteer receives a traffic offense; fines, violations, etc. while 

operating a SHIM vehicle, the volunteer will be responsible for paying any fine or penalty. 

 

Use of Personal Vehicle for SHIM Business 

SHIM may authorize drivers to use a personal vehicle for SHIM business. Volunteers must be 

prepared to provide proof of personal auto insurance and a current driver's license and motor 
vehicle record. Volunteers who drive their vehicles for SHIM business are personally 

responsible for all traffic offense fines, violations, accidents etc. incurred. SHIM does not 

reimburse mileage for use of personal vehicles. 
 

Client Transport 

Due to safety and liability issues, NO SHIM volunteers are authorized under any circumstances 
to utilize their personal vehicle to personally transport clients.  

 

Inclement Weather  

In the event of a severe weather warning, volunteers should call their supervisor to determine 

the operational status of SHIM.  If the supervisor is not available, the volunteer may call the 

Volunteer Manager.  If SHIM is open, volunteers should do what is safe for their situation.  

Volunteers must notify their supervisor or Volunteer Manager if they decide or are unable to 

volunteer. 
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BENEFITS 
 

Retired Senior Volunteer Program (RSVP) – OPTIONAL 

RSVP, sponsored by Pittsburgh Cares, is a vibrant, vital, and exciting civic opportunity. Join nearly 
500,000 volunteers across the country who are tackling in America’s largest volunteer network for 

individuals age 55 and older.  Benefits include the following: 

• Participation in the nation's greatest network of senior volunteers! 

• Travel Reimbursement 
• Paid background checks, when necessary. 

• Supplemental Insurance for any time you are out volunteering. 

• Access to giveaways of free event tickets (Pirates, theater, etc.) 
• Involvement in strong social network of like-minded peers 

• Invitation to Recognition events and general celebratory parties 

• And, of course, the knowledge that you are making a difference in your community! 

 
Other Benefits 

Every member of the SHIM volunteer team is valuable and everyone’s time, talents, and efforts 

are special gifts that are to be appreciated, respected, recognized, and never taken for granted.  
 

When you share your time and talents you: 

• Solve Problems 
• Strengthen Communities 

• Improve Lives 

• Connect to Others 

• Enhance Your Own Life by Sharing, Building Skills and Broadening your Experiences 

Volunteers provide our organization with credibility, insight, perspective, diversity, and expertise 
that enlightens our operations, helps fulfill our mission, and engages the community in our 

activities. 

 

 

Final Thoughts 

 

Enjoy your time as a volunteer – have fun! 
 

You are one of the reasons that we are a success.   

We value your kindness and commitment! 

Without you, we couldn’t do what we do. 

 
Thank you for  

“JOINING THE MOVEMENT!”  
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Appendix A 
 

 

VOLUNTEER ACCIDENT/INCIDENT REPORT 
 
 

 

Date of incident:  _______________ Time:  ________ AM/PM 

 

Name of injured person:             

Address:               

Phone Number(s):            

Date of birth:  ________________ Male ______ Female _______ 

 

Who was injured person?  Self   Self, including others   

List others involved: ____________________________________________________________________              

Type of injury:             ______ 

Details of incident:             

             

              

             

              

 

Injury requires physician/hospital visit?       Yes                 *No  

 

IF YES, please complete the following: 

Name of physician/hospital:             

Address:               

Physician/hospital phone number:            

 

Signature of injured party _________________________________________________________ 

          Date 

 

*No medical attention was desired and/or required. 

 

              

Signature of injured party       Date 

 

 

Return this form to Volunteer Manager within 24 hours of incident. 
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Volunteer Handbook Acknowledgment & Receipt 
 
I have received my copy of the Volunteer Handbook. 
The volunteer handbook describes important information about SHIM, and I understand that I 
should consult the Volunteer Manager or the Executive Director regarding any questions not 

answered in the handbook. I have entered into my volunteer relationship with SHIM voluntarily 

and acknowledge that there is no specified length of my opportunity. Accordingly, either I or SHIM 
can terminate the relationship at will, with or without cause, at any time, so long as there is not 

violation of applicable federal or state law. 

  

This handbook and the policies and procedures contained herein supersede any and all prior 
practices, oral or written representations, or statements regarding the terms and conditions of my 

volunteerism with SHIM. By distributing this handbook, the organization expressly revokes any 

and all previous policies and procedures that are inconsistent with those contained herein. 
 

I understand that, any and all policies and practices may be changed at any time by SHIM. All 

such changes will be communicated through official notices, and I understand that revised 
information may supersede, modify or eliminate existing policies.  

 

I understand and agree that my volunteer opportunity may be terminated with or without cause 

and with or without notice at any time by SHIM or myself. 
 

I understand that performances of any position cannot begin until I have been officially accepted 

for a particular position and have completed all necessary screening and paperwork.  At the time 
of final acceptance, I understand that I shall complete any additional documentation necessary to 

complete the volunteer process and I shall receive a copy of the volunteer position description 

and the agreement of service. 

 
By signing I agree that, I have received the handbook, and I understand that it is my responsibility 

to read and comply with the policies contained in this handbook and any revisions made to it. 

 
 

________________________________________ 

Volunteer's Signature 
 

________________________________________ 

Volunteer's Name (Print) 
 
____________________ 
Date 

 

 

 
 

South Hills Interfaith Movement 

5301 Park Avenue 
Bethel Park, PA 15102 

412-854-9120 

 

 

THIS PAGE IS TO BE PLACED IN VOLUNTEER'S PERSONNEL FILE 

 

 


