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VOLUNTEER HANDBOOK

Introduction
Welcome to Elizabeth’s New Life Center (ENLC).  We are happy to have you as a member of our team!  The purpose of this handbook is to provide overall guidance and direction to all ENLC volunteers. For the purpose of this handbook, a volunteer is defined as anyone who, without compensation or expectation beyond reimbursement, performs a task at the direction of and on behalf of ENLC.  
ENLC is a leader in the Miami Valley, promoting responsible sexual values and alternatives to abortion. We seek to provide complete and caring services (without prejudice to religion, age, race, gender, marital status or income level) to as many individuals as possible. Our marriage education programs provide services to several counties in Southwestern Ohio. 

Mission:

“Empower individuals and families to make Godly life choices.”

Vision:

“By the grace of God, we humbly labor in the culture of life.”

Volunteers are responsible for knowing and understanding the information contained in this handbook and any changes which pertain to this copy. After reading the following material, we urge volunteers to discuss any questions and comments they may have with their immediate supervisor.  We strongly believe in an “open-communication, open-door” philosophy and expect volunteers to give us their input to achieve our mutual goals.  

These policies are intended for internal management guidance only, and do not constitute, either implicitly or explicitly, a binding contractual or personnel agreement. ENLC reserves the exclusive right to change any of these policies at any time and to expect adherence to the changed policy. Changes to or exceptions from these policies may only be granted by the Director of Human Resources or Operations Manager, and must be obtained in advance and in writing. Areas not specifically covered by these policies shall be determined by the Director of Human Resources or Operations Manager.  The information contained in this Handbook applies to all volunteers of ENLC uniformly and supersedes all prior policies and procedures.  All volunteers are responsible for knowing the information contained in it.

Finally, this handbook supersedes all previous handbooks, as well as management memos that may have been issued on the subjects covered.
I. ADMINISTRATIVE MATTERS  

Definition

A casual volunteer is defined as anyone who, without compensation or expectation beyond reimbursement, performs a task at the direction of and on behalf of ENLC and may involve a volunteer participating in student community service activities and other volunteer referral programs.  This type of volunteer normally makes a commitment for a specific project or for a limited amount of time.  

A professional volunteer is defined as anyone who, without compensation or expectation beyond reimbursement, performs a task at the direction of and on behalf of ENLC and is someone who is relied upon to provide an essential client service, such as consulting, medical personnel, mentoring, student intern projects, etc.   

Casual volunteers are not normally expected to sign a volunteer service commitment; however, professional volunteers are expected to sign a one-year volunteer service commitment Volunteers are not employees of the institution.
Scope of Volunteer Policies
Unless specifically stated, these policies apply to all volunteers in all programs and projects undertaken on behalf of ENLC, and to all departments and locations of operation of ENLC.  

Service at the Discretion of ENLC
ENLC accepts the service of all volunteers with the understanding that such service is at the sole discretion of ENLC. Volunteers agree that ENLC may at any time, for whatever reason, decide to terminate the volunteer’s relationship with ENLC.

Provided a service commitment does not exist, the volunteer may at any time, for whatever reason, decide to sever the volunteer’s relationship with ENLC. Notice of such a decision should be communicated as soon as possible to the volunteer’s supervisor.  Volunteers who have a remaining service commitment due to training provided at ENLC expense are expected to honor the commitment.  

Volunteer Rights and Responsibilities

Volunteers are viewed as a valuable resource to ENLC, its staff, and its clients. Volunteers shall be extended the right to be given meaningful assignments, the right to be treated as equal co-workers, 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 mission, vision, and guiding principles of ENLC. 

Scope of Volunteer Involvement

Volunteers may be utilized in all programs and activities of ENLC, and may serve at all levels of skill and decision-making. 
Volunteer Orientation

Volunteers are visible representatives of our ministry—people with whom the general public and our supporters will closely identify with our work.  As such, volunteers are expected to uphold the highest standards of character and actions.  Their commitment to the mission, vision, and principles of ENLC and to the sanctity of human life should be evident in their lives.  
All new professional volunteers will be scheduled for ENLC orientation prior to their first day of work.  The following policy familiarizations will be completed during volunteer orientation and/or accomplished prior to beginning any other work function.  The following policies will be reviewed by each volunteer:

Whistleblower Protection  

Drug-Free Workplace

Workplace Violence

Record Retention and Documentation Destruction

Computer, Internet and Email Use

Volunteer Information

A system of records will be maintained on professional volunteers with ENLC, including volunteer application, dates of service, positions held, duties performed, and evaluation of work.  Volunteers and appropriate staff shall be responsible for submitting all appropriate records and information to the HR department in a timely and accurate fashion.

Volunteer personnel records shall be accorded the same confidentiality as staff personnel records.

Performance Reviews

Performance reviews allow ENLC to formally recognize and evaluate volunteer performance.  While work-load and other circumstances may prevent regular reviews, in general, volunteers will receive a written performance appraisal at the end of the volunteer’s six-month probationary period and annually thereafter.  In addition, ENLC will conduct a periodic evaluation of volunteer’s skills in serving ENLC’s clientele and working with the volunteer’s fellow employees and other volunteers.  The review process will take into account the quality and quantity of volunteer’s work, demonstrated job skills, initiative, attendance, personal conduct and general attitude towards one’s volunteer responsibilities, fellow employees/volunteers and clientele. While ENLC will try to assist volunteers in evaluating their work performance, the ultimate responsibility for improving performance rests with the volunteer.

A. Probationary Period:

Upon accepted service, each volunteer will undergo a six-month probationary period (26 weeks of working). During this time, the volunteer, the immediate supervisor, the senior staff member, and the Executive Director will have the opportunity to determine if the volunteer is suited for the position. At any time during the probationary period, either the volunteer or ENLC has the absolute option of terminating service.  At the end of the six-month period, a review with the immediate supervisor will be held and on-going volunteerism will be considered.  ENLC reserves the right to extend the probationary period beyond the six-month period, with written notice of such given to the volunteer.  In most cases, a mid-point probationary performance review will be done after the first three months or 13 weeks worked.  


B. Annual Review:

 An evaluation of the volunteer’s performance is held annually. The volunteer's immediate supervisor will conduct this review.  A signed copy of any written performance review is filed in the volunteer’s personnel file, and a copy provided to the volunteer.

Personal Appearance

As a representative of ENLC, it is essential that each volunteer present a professional and well-groomed appearance.  Volunteers are expected to maintain a modest, neat, business-like appearance while performing their duties at ENLC.  Their dress should be appropriate for the circumstances.  Women Center volunteers and employees will wear the uniform that is provided by ENLC. Holy Family volunteers and employees are expected to wear scrubs or other ENLC logo apparel when at work. Each Friday an in-office casual day will be designated where jeans are permitted to be worn to work.  (Jeans may also be appropriate on some days or in some locations where manual labor is necessary).  Even on casual days, appropriate shirts and shoes need to be worn.  Volunteers and staff who are inappropriately dressed as determined by their immediate supervisor will be asked to return home and change clothes before reporting back to ENLC.  

Examples of inappropriate dress include:  halter tops; strapless tops; necklines that show cleavage; skin showing at the waistline; skirts shorter than fingertip length; shorts; leggings worn as pants, unfinished hemlines; sweatpants; printed T-shirts – except with ENLC, WC, HFPC or MW! Ohio logo; failure to wear undergarments; torn, stained, soiled, wrinkled, or very worn garments; flip flops and other beach footwear, face or tongue piercings.  All tattoos must be covered when dealing with clients, patients, or the public.  The Executive Director or department head can make an exception to the tattoo policy for small tattoos on the ankle/foot/wrist that may be difficult to cover.

Emergency Closures

Volunteers are expected to make an effort to get to the office during periods of inclement weather, but it is not the intention of ENLC to require volunteers to take risks which may endanger their safety.  In general, ENLC abides by the declared state and federal government’s snow emergency roadway level condition.  If the office is open, volunteers should report to their work center. If the volunteer cannot report to his/her work center, the volunteer should immediately notify his/her supervisor.  Note: During a Level 3 Weather Emergency, all roadways are closed to non-emergency personnel therefore offices will be closed in areas posted as Level 3. When possible, the ENLC website (www.elizabethnewlife.org) should have information pertaining to all work-center closures.  
Holidays

Elizabeth’s New Life Center recognizes the following holidays and generally closes all offices: 



New Year’s Day

Good Friday

Memorial Day

Independence Day

Labor Day

Thanksgiving Day and the day after Thanksgiving

Christmas Eve and Christmas Day
For some holidays falling on a weekend, ENLC may choose to close the day preceding or immediately following the holiday.  
Leave of Absence

At the discretion of the supervisor, leaves of absence may be granted to volunteers.  Supervisors must ensure that all agreed upon voluntary service commitments are fulfilled prior to granting a leave of absence.

Conference Attendance

Volunteers are authorized to attend conferences and meetings which are relevant to their volunteer assignments, including both those of ENLC and of other organizations.  Prior approval from the volunteer’s supervisor must be obtained before attending any conference or meeting if attendance will interfere with the volunteer’s work schedule or if reimbursement of expenses is sought.  Reimbursement for volunteer conference attendance requires the additional approval of the Operations Manager.

Emergency Information Form  
Each volunteer is to complete the Emergency Information form.  (See Attachment D, Emergency Notification Form – Confidential) 
Background and Reference Checks

Background and reference checks are required for regular (non-casual) volunteers.  The results will be maintained on our protected network.  Any volunteer working with client information, such as data entry, must have a positive reference check from at least two sources.  

Professional Services

Volunteers shall not perform professional services for which a certification or licensing is required unless currently certified or licensed to do so.  A copy of such certificate or license should be maintained in the volunteer’s personnel file.  ENLC may reimburse the volunteer for fees associated with maintaining licensure if related to the volunteer’s duties.

Volunteer Service Commitment

After completing the appropriate training for the job, volunteers will be asked to donate a minimum set of hours on a regular basis, and if appropriate, sign an annual volunteer commitment form. Volunteer assignments require a one-year commitment. At the end of the commitment period, additional service time should be re-negotiated if further volunteerism is appropriate. Additionally, volunteers may be asked to extend the service commitment for any additional training approved by ENLC.  (See Attachment A, Volunteer Service Commitment Form)

Requirement of a Supervisor

Each volunteer who is accepted to a position with ENLC must have a clearly identified supervisor who is responsible for direct management of that volunteer.  This supervisor shall be responsible for day-to-day management and guidance of the work of the volunteer, and shall be available to the volunteer for consultation and assistance.

Absenteeism

Volunteers are expected to perform their duties on a regularly scheduled and timely basis.  If expecting to be absent from a scheduled duty, volunteers should inform their supervisor as far in advance as possible so that alternative arrangements may be made.  Continual absenteeism may result in a review of the volunteer’s work assignment or termination of service.

Volunteers may be encouraged to find a substitute for any upcoming absences which might be filled by another volunteer.  Such substitution should only be taken following consultation with a supervisor and care should be taken to find a substitute who is qualified for the position.  Substitutes may only be recruited from those assigned similar tasks and working within the same work center. This information can be obtained from the volunteer data base. 

Resignation

In the event of resignation, it is hoped that a volunteer will give ENLC two weeks’ notice.
Insurance

Liability and accident insurance is not provided for volunteers engaged in ENLC business.  Volunteers are encouraged to consult with their own insurance agents regarding the extension of their personal insurance to include community volunteer work.  All volunteers are required to sign a waiver of liability.  (See Attachment B, Release of Liability)

Post-Abortive Counseling

Because ENLC views post-abortive traumatic stress as a serious consequence of abortion, post-abortive individuals desiring to volunteer or work with clientele in a counseling, consulting, mentoring or medical capacity, are required to complete an organized post-abortive healing program such as Project Hope as a prerequisite.  Volunteers may contact Nish Collins at 937-610-7777 for more information on post-abortive counseling.
II.
CONDITIONS OF VOLUNTEERISM
Standards of Professionalism

The manner in which volunteers conduct themselves should create a favorable and lasting impression of ENLC.  The continued success of ENLC depends on the quality, integrity, expertise and professionalism of our staff.

It is critical that written communications meet the highest standards of accuracy and neatness.  Individuals who telephone ENLC expect and should receive prompt and courteous attention and a helpful and meaningful response.  Individuals who visit ENLC should always be treated with deference, tact and courtesy.

All volunteers should present themselves in a professional and efficient manner.  Respect and thoughtfulness towards fellow volunteers and workers will always be expected.

Business Equipment and Electronic Privacy

ENLC’s business equipment, such as telephone equipment, copiers, facsimile machines, and computer systems (including E-mail, internet systems and electronic storage), are ENLC's property and support business-related purposes.  There is a cost to ENLC associated with the use of all of its business equipment.  Therefore, volunteers need to be good stewards when using ENLC business equipment.  Please note that volunteers should not expect that ENLC’s business equipment will afford the volunteer any privacy with respect to personal matters; all of ENLC’s systems are accessible by management and may be monitored from time to time.  

Personal Cellular Phones/PDA Use

While at work, volunteers are expected to exercise discretion in using personal cellular phones and PDAs. Excessive personal calls and texting during the work day, regardless of the phone used, interferes with volunteer productivity and can be distracting to others. Volunteers should ensure that friends and family members are aware of ENLC policy. When working directly with clients, all cellular devices should be turned to a silent mode and should not be in view of the clients. Earpieces and other wireless hearing devices are also prohibited when interacting with clients.
Confidentiality of Employer Information

All volunteers of ENLC are to respect and maintain the confidentiality of all information, including but not limited to, business documents, reports, records, files, correspondence and communications, to which the volunteer has access in carrying out responsibilities and duties both during and after service with ENLC.  None of the aforementioned may be copied or removed from the premises of ENLC.  All volunteers are expected to show the highest regard for the privacy of each client, patient, student, donor, employee, fellow volunteer, and/or Board member and will strictly observe the confidentiality of records and other information associated with each, including HIPAA regulations.  Confidentiality is essential to the sound relationship with our clients and donors; it is also a legal and ethical matter of the utmost importance.  All personnel will be careful to discuss confidential information only when necessary and appropriate in the context of business operations.  Care should be taken to prevent confidential discussions from being overheard by clients or other staff/volunteers who are not involved (i.e., discussing problems in the hall or reception area).  Any unauthorized disclosure, transmission or discussion of confidential information outside the property or similar violation of these standards may result in disciplinary action up to and including dismissal.  Volunteers are required to sign a Confidentiality Agreement. (See Attachment C, Confidentiality Agreement)
Proprietary information may not be stored on laptops, storage or similar devices, or email that may be accessible to other sources.  See Computer, Internet and Email Use (\\Adm-server1\network_documents\Support Services\Human Resources SOP).

Media Requests

Confidentiality must be protected-especially in cases when members of the media request information.  All inquiries from the media should be referred to the Operations Manager or Executive Director.  The Executive Director will refer the inquiry to the chairperson of the Board when Board-level comments are appropriate. See Media Requests (\\Adm-server1\network_documents\Support Services\Human Resources SOP).

ENLC Name and Logo Usage

Any use of the Elizabeth’s New Life Center name and associated logo, to include the mission statement and vision statement, must be approved prior to use on any unofficial ENLC correspondence (i.e., non-ENLC webpage, personal stationary, etc.).  Submit all requests with justification for use to the Director of Development.  This is also true for Women’s Centers of Ohio or Marriage Works! Ohio information.
No-Solicitation/No-Distribution

Volunteers should not conduct non-ministry business, such as canvassing, collection of funds, pledges, circulation of petitions, solicitation of memberships, or any other similar types of activity while at work.  Minor fundraising (i.e., candy and magazine sales) may be allowed, but should be cleared with the Director of Human Resources for approval prior to soliciting.

Discipline

ENLC expects volunteers to comply with its policies and standards of behavior and performance.  Noncompliance with policies and standards of behavior or performance, including safety standards and poor performance, may result in disciplinary action, including, but not limited to: informal counseling, oral warnings, written warnings, suspension, and termination of service.  The need for discipline and the type of discipline will be determined by the supervisor.  

III. EMPLOYEE SAFETY AND HEALTH

General Duty Clause

ENLC is committed to providing volunteers a safe work environment as required by the Occupational Health and Standards Act (OSHA).   This philosophy and provided guidance is applicable to all volunteers and ENLC expects its volunteers to adhere to this guidance.  Supplemental information for safety and health are available through Human Resources. 

General Safety Rules

All volunteers are expected to abide by safe work practices and adhere to general safety rules to ensure their safety as well as the safety of coworkers. 

· Use common sense in performing your duties.

· Report any work injury/illness to your supervisor.

· Report unsafe conditions to your supervisor or Human Resources.

· Use extreme caution when overly tired, nauseated, feverish or under the influence                      of any substance that may affect your judgment.

· Keep your work area neat and tidy.

· Request assistance in lifting heavy loads.

· Wear seat belts when operating any rented vehicle or driving your own personal vehicle while on ENLC business.

· Be sure that aisles or exits are kept clear; do not let cords interfere with walkways.

· Keep paper clips, tacks, pins and other objects off the floors.

· Store all sharp objects properly when not in use.

· Open and close doors cautiously and use extra caution at blind hallway intersections.

Bloodborne Pathogens Exposure Control Plan

This policy pertains to spills of blood or other body fluids.  It is not a first aid/emergency response procedure.  This policy is specific to clean-up of these fluids.

Procedure

In the event of a serious injury resulting in release of blood or other body fluids which would contain pathogens (e.g., HIV or HBV), the first step is to treat the injured party.

Spilled body fluids should not be cleaned up without the appropriate protective equipment and materials specifically designated for such fluids.  In the case where spilled body fluids need clean-up, this procedure must be followed by all personnel:

Advise the department manager/director.  The supervisor should be aware of the individual(s) doing the actual clean-up and the purpose of the clean-up.

Clean up the spilled fluids as follows:

· Put on protective gloves.

· Spread the absorbent material on the spilled body fluids, (e.g., paper towels, cloths) 

· Neutralize the potential pathogens with a 10% bleach-with-water solution. Cover the spill for 15 minutes.

· Use paper towels to pick up material as well as possible.  Place all potentially contaminated materials in a leak-proof plastic bag.

· Sweep/mop-up any additional neutralized/absorbed fluids and place in the leak-proof bag.

· Clean sweep/mop materials with hot, soapy water.  Lastly, remove gloves from inside-out and place in the bag.

· Secure the bag and discard it as other trash.

· Wash hands thoroughly in hot, soapy water.

Additional information on Bloodborne Pathogens Exposure may be found at each Women’s Center and in Holy Family Prenatal Care.  Department managers/directors in these work centers are responsible for ensuring training is conducted prior to any volunteer becoming exposed to bloodborne pathogens.  

Fires and Other Emergencies 

The work center where you are assigned has an emergency procedures and evacuation plan to follow in the event of fire or other disaster. These are posted prominently in common areas and bulletin boards on each floor of the facility.  Fire extinguishers are located on each floor. Exits have been designated in the evacuation plan.  First-Aid kits are located in each kitchen area or break room and are available to treat minor injuries only.  All volunteers are expected to familiarize themselves with the location of such equipment and exits. 

Safety Data Sheets  

ENLC will keep Safety Data Sheets (SDS) on all hazardous substances and materials on its premises. Volunteers should help ensure that SDS are kept in their respective areas or report missing ones to their supervisor or Human Resources.

Smoking

ENLC maintains smoke-free work offices.  There is no smoking in any area of ENLC offices.

Firearms

The safety of our employees/volunteers, as well as that of our clients and visitors to our offices, is of the utmost importance.  Pursuant to Ohio Revised Law 2923.126, ENLC strictly prohibits any individual from carrying firearms or any other type of weapon onto ENLC property.  Therefore, all volunteers are prohibited from carrying concealed firearms or other weapons onto company property, or in company vehicles.  Any volunteer who violates this policy of prohibition of firearms or weapons may be subject to immediate termination of service.  

Any violation of this policy, whether by employee, volunteer, client, or visitor, is to be immediately reported to the supervisor, the Operations Manager, the Human Resources Director, or the Executive Director.  Failure to report violations of this policy may also be grounds for disciplinary action or termination of service.  In the event a volunteer is alone in an ENLC office and the volunteer observes someone carrying a weapon, the volunteer should immediately summon the police either by dialing 911 or, in the case of the Forest Avenue Office, by pushing the emergency notice button.  All volunteers working at the Forest Avenue Office are responsible for knowing the location of the emergency notice button in their work area.
Drug-Free Workplace Awareness Program

Volunteers need to report for service in a fit condition.  ENLC believes that alcohol and drug abuse greatly affect job performance, the office environment and confidence in our ministry.  ENLC will take immediate action against volunteers who manufacture, use, distribute or possess controlled substances while on ENLC premises, or who violate ENLC rules that prohibit usage of alcohol on the job or at such times prior to working hours as to impair job performance. Any volunteer who violates this alcohol and drug policy is subject to disciplinary action up to and including immediate discharge.  

Substance abuse is a dangerous and unhealthy activity.  For assistance or questions regarding the cessation of substance abuse, please contact Crisis Care at (937) 224-4646.

Workplace Violence

ENLC is concerned about the increased violence in society, and has taken steps to help prevent incidents of violence from occurring at ENLC.  ENLC expressly prohibits any acts or threats of violence by any ENLC volunteer or former volunteer against any other employee/volunteer in or about ENLC facilities or elsewhere at any time.  ENLC also will not condone any acts or threats of violence against ENLC employees, volunteers, patients, clients or visitors on ENLC’s premises at any time or while they are engaged in business with or on behalf of ENLC, on or off ENLC’s premises.  Any reports of violence or threats will be promptly and thoroughly investigated and, when warranted, appropriate action will be taken.

IV.
VOLUNTEER POLICIES
Conflict Resolution Policies

A. Open-Door Policy

ENLC strongly believes in an open-door, open-communication policy and feels it is an important benefit to all volunteers.  This policy, we believe, will allow volunteers to come forward and discuss their problems with their immediate supervisor in order to resolve the issues quickly and efficiently.  If the immediate supervisor is not able to satisfy a volunteer’s questions regarding the interpretation or application of this Handbook or any other work place issue, then the volunteer is free to contact the next higher level of supervision.  Volunteers who foresee a problem which may interfere with their ability to adequately perform their responsibilities should discuss the matter with their supervisor or with the supervisor’s supervisor.  ENLC requests that the volunteer schedule a time to discuss problems with the volunteer’s supervisor or the supervisor’s supervisor so they may provide the volunteer with adequate time, preparation and attention.  In the event the supervisor’s supervisor is the Executive Director, volunteers should schedule an appointment with the Operations Manager for resolution.  Volunteers may contact HR for assistance with any conflict.

B. Policy Against Harassment 

ENLC expects that all volunteers will be treated with fairness and respect.  Harassment on the basis of race, religion, color, gender, age, national origin or disability, or as otherwise provided under state or local law, is not tolerated and is strictly prohibited.  Harassment of this type is illegal and contrary to the standards of ENLC.  ENLC strives to foster a work environment free of harassment, including sexual harassment, discrimination, intimidation and insult.  Harassment is a form of misconduct that undermines both personal and professional relationships in the office.  Volunteers need to be assured that they can volunteer in an environment that is free from unwanted and unwelcome harassment and discrimination.

Sexual harassment as well as gender-based discrimination is illegal and contrary to the standards of ENLC. ENLC prohibits any volunteer from making unwelcome and unsolicited sexual advances; unwelcome, offensive or inappropriate comments regarding a volunteer’s gender; or engaging in other verbal or physical conduct of a sexual or gender-offensive nature; when an individual’s submission to that conduct is made explicitly or implicitly a term or condition of that individual’s service; or when that conduct creates an intimidating, hostile, or offensive working environment.  Harassment based on gender is a form of misconduct that undermines both personal and professional relationships in the office.  

Volunteers who believe they are the victim of any type of harassing conduct should bring that conduct to the immediate attention of their supervisor, Human Resources Director, Operations Manager, or Executive Director.  ENLC will conduct a prompt and thorough investigation of all the circumstances surrounding the alleged incident in a confidential manner.  If the investigation discloses that an individual has committed an act of harassment, that individual will be subject to appropriate disciplinary action, up to and including termination. Retaliation in any form against a volunteer who complains of discrimination or harassment is strictly prohibited and will result in appropriate disciplinary action.  Volunteers are always encouraged to discuss their ENLC-related concerns first with their immediate supervisor.  Any supervisor to whom a volunteer brings a complaint of harassment, but who does not take appropriate action to resolve it, may also be disciplined.

C. Grievance Policy

Volunteers with grievances, complaints, or unresolved issues are expected to respectfully discuss matters privately with the other party.  If a private discussion does not resolve an issue, the Human Resources Director will meet with them acting as an intermediary.  Resolution of the situation will be the goal of the meeting.

Additionally, volunteers may use the following grievance procedure: complaints may be submitted to their supervisor in written form within 10 working days of the incident or situation to which the grievance pertains. (In the case when the grievance directly concerns the volunteer’s supervisor, the complaint may be submitted to the Human Resources Director.)  The supervisor or Human Resources Director will respond to the complaint within a reasonable time frame, typically within seven working days of its receipt.  If volunteers are not satisfied with the response of the supervisor or the Human Resources Director, they may request a review by the Operations Manager or the Executive Director.  The Operations Manager/Executive Director will respond in writing to the grievance.

Volunteers who are not satisfied may request a review of the response of the supervisor, Human Resources Director, Operations Manager or Executive Director by a committee of the Board of Directors.  Before requesting a review by the Board, volunteers should ensure the grievance has been reviewed by each appropriate level.  This normally would include a review by the supervisor and Human Resources Director, Operations Manager or, the Operations Manager and the Executive Director if the Operations Manager is the volunteer’s supervisor.  This request should be submitted in writing to the Board chairperson within five days of receiving the Executive Director’s response.  The Board chairperson may appoint a task force or committee to review the complaint.  The ruling of the Board is final.  A volunteer will not be retaliated against for using the grievance procedure.

Whistleblower Protection Policy

The Whistleblower Protection Policy was implemented at ENLC to comply with the Public Company Accounting Reform and Investor Protection Act of 2002 (Sarbanes-Oxley).  While specific guidelines are contained in the Whistleblower Protection Policy, the following summarizes the policy.

ENLC encourages all Board of Directors (Board) members, employees and volunteers, acting in good faith, to report suspected or actual wrongful conduct.  ENLC is committed to protecting individuals from interference with making a protected disclosure and from retaliation for having made a protected disclosure or for having refused an illegal order as defined in this policy.

ENLC Board members, employees or volunteers may not retaliate against an individual who has made a protected disclosure or who has refused to obey an illegal order.  ENLC Board members, employees or volunteers may not directly or indirectly use or attempt to use the official authority or influence of their positions or offices for the purpose of interfering with the right of an individual to make a protected disclosure to the individual’s immediate supervisor or other appropriate supervisor about matters within the scope of this policy.  

The report will be investigated and, even if determined not to be waste, fraud, or abuse, the individual making the report will not be retaliated against.  There will be no punishment for reporting problems—including demotion, suspension, harassment or any other kind of discrimination.  

Equal Employment Opportunity

It has been, and will continue to be, the policy of ENLC to be fair and impartial in all of its relations with its volunteers and applicants for employment and to make all employment-related decisions without regard to race, religion, color, national origin, age, sex, disability, or any other categories protected by federal, state, or local law.  This policy applies to recruitment, hiring, training, promotion, and all other personnel actions and conditions of employment or volunteerism such as compensation, benefits, layoffs and reinstatements, training and disciplinary measures.  

ENLC is firmly committed to complying with the Americans with Disabilities Act (ADA) and other federal and Ohio legislation designed to ensure equal employment opportunities to persons with disabilities.  ENLC prohibits discrimination on the basis of disability in regard to all employment practices or terms, conditions and privileges of employment or volunteerism.  Consistent with this policy and applicable law, ENLC will make reasonable accommodation to the known physical or mental limitations of qualified applicants, employees or volunteers, unless to do so would cause an undue hardship on the operation of its business. Volunteers are responsible for informing their immediate supervisor, a Senior Staff member or Human Resources if a reasonable accommodation needs to be made in their work environment.

Volunteers with questions or concerns about any type of discrimination are encouraged to bring these issues to the attention of their immediate supervisor or to the Human Resources Director.  Volunteers can raise concerns and make reports without fear of reprisal.  Employees found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

Personal Conduct Policy

The orderly and efficient operation of ENLC requires that volunteers maintain proper standards of personal conduct.  Fortunately, the vast majority of ENLC volunteers have the desire and self-discipline to follow common sense standards of conduct.  

While every situation cannot be anticipated, the following guidelines specify impermissible conduct which may result in disciplinary action including immediate discharge. In all instances, the Human Resources Director and supervisory personnel will determine the appropriate discipline to be imposed.  Commission of any of the following or similar acts is considered serious and provides grounds for disciplinary action, which may include dismissal.

Without limiting ENLC's right to discharge a volunteer at any time, with or without cause, the following acts of misconduct are provided as nonexclusive examples of unacceptable activity: 

1. Supplying false or misleading information when applying for a volunteer position, or at any time during the volunteer’s service.

2. Altering, destroying, willfully misplacing, discarding or falsifying ENLC records.

3. Failure to maintain any privilege and the confidentiality of information of ENLC, including but not limited to, documents, reports, records, files, correspondence and communications.

4. Theft or unlawful possession of stolen, lost or mislaid property of ENLC or fellow employees/volunteers.  Destruction or defacing of property of ENLC or fellow employees/volunteers. Theft or unauthorized removal of machinery, tools, equipment, records, or other ENLC property or the property of employees, volunteers, clientele, or visitors.

5. The possession of weapons, firearms or ammunition on ENLC property.

6. Failure to follow workplace safety rules. 

7. Illegal, immoral or indecent conduct, soliciting persons for these purposes, or aiding and/or abetting any of the above.

8. Acting or speaking in opposition to ENLC’s Mission and/or Vision Statements.

9. Refusal or failure to perform assigned work, to follow a supervisor's instructions, or any act of insubordination. 

10. Violation of ENLC's equal employment opportunity policy.

11. Engaging in any act of discourteous conduct, using abusive language, rudeness, or similar acts, to ENLC Board, fellow volunteers, employees, clients or supporters.

12. Careless, deliberate or gross negligence.

13. Gambling on ENLC property.

14. Excessive tardiness, excessive absences, failure to maintain hours, failure to report to volunteer’s supervisor, or absence without proper notification.

15. Uttering, publishing, or distributing false, vicious, or malicious statements.

16. Time spent on excessive personal telephone calls, texting or computer use.

17. Fighting on ENLC property or surrounding premises or in connection with circumstances outside of work at ENLC.

18. Violation of policies against harassment, including sexual harassment.

19. Sleeping, loitering or wasting time while volunteering.

20. Violation of the Whistleblower Protection Policy.

21. Violation of policies or procedures contained in this Volunteer Handbook.
Conflict of Interest Policy 

No member of the ENLC Board or any of its Committees (Committee member), or any ENLC employee or volunteer, may derive any personal profit or gain, directly or indirectly, by reason of his or her participation or employment with ENLC. Individuals need to disclose any interest they may have in any matter pending before ENLC Board or Conflict Committee and will refrain from participation in any decision regarding such matters. 

Board members, Committee members, ENLC employees, volunteers and members of an employee/volunteer’s immediate family are prohibited from accepting significant (value greater than $200) gifts, financial remuneration, and/or gratuities from the following:

1. Any person or place of business receiving benefits or services from the organization;
2. Any person or place of business performing or seeking to perform paid services with    ENLC;

3. Any person or place of business who is otherwise in a position to benefit from the actions of an employee of ENLC;
In connection with any actual or possible conflict of interest, an interested person is required to disclose the existence of the financial interest and be given the opportunity to disclose all material facts considering the proposed transaction or arrangement.  Additionally, all family relationships, including through marriage relationships, with any board member, contractor, employee and volunteer are required disclosures.

Specific guidelines on disclosure, proceedings, compensation, annual statements, periodic reviews and use of outside experts are contained in the Conflict of Interest Policy.  (\\Adm-server1\network_documents\Employee Handbook and Policies).

Record Retention and Documentation Destruction

It is ENLC’s policy to ensure the security and confidentiality of all records containing personal, confidential, or proprietary information.  Such records will not be destroyed earlier than the dates indicated in the Record Retention and Documentation Destruction SOP.  Such records will be shredded, erased or otherwise modified so as to make the records unreadable or otherwise modifying the protected information as to make it unreadable or undecipherable through any means.  Record destruction may be accomplished directly by senior staff or other secure means.

Specific guidelines on document retention may be found in the Record Retention and Documentation Destruction Policy.  (\\Adm-server1\network_documents\Employee Handbook and Policies.) 

Computer, Internet and Email Use

Access to computers is provided to volunteers for the sole purpose of conducting ENLC business.  ENLC has established a policy to govern volunteer usage of ENLC’s computer system to include Internet and Email use. ENLC is concerned about the accuracy, authenticity, and timeliness of information obtained electronically, about its legal obligations, about inappropriate email/internet use, and about the need to monitor and manage ENLC’s IT resources.  Email and Internet use while on the job is restricted to business functions.  Specific guidelines on Computer, Internet and Email Use may be found in the Computer, Internet and Email Use Policy.  (\\Adm-server1\network_documents\ Employee Handbook and Policies.) 
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PURPOSE AND GOALS

1. To save the physical lives of unborn children whose mothers and/or fathers are seeking abortion.
2. To influence the moral choices (and subsequently the lifestyles) of those coming to us with unexpected pregnancies, to empower them to become part of the solution to abortion, and not to perpetuate the problem.

3. To provide comprehensive support to all involved, realizing that an unexpected pregnancy affects more than just the pregnant woman.

4. To provide medical services, educational opportunities, and material resources to help families care and provide for their children before and after birth.

5. To provide emotional support in response to individuals’ desire for love, acceptance, and security, recognizing that unexpected pregnancy is a symptom of unmet needs by imparting to them the understanding that real love is unconditional and not manipulative.

6. To provide spiritual support and resources in helping individuals to reconcile with God, self, and others in achieving sexual integrity and making healthy life choices.  To share our faith in Jesus Christ.  To encourage growth in the Christian walk through faith formation.

7. To offer compassion and healing to post-abortive individuals.

8. To empower men to become more successful fathers through mentoring and educational classes. 

9. To promote marriage (one man and one woman) as the most appropriate environment to raise children, following God’s design for the family.

10. To reach and educate young people; to promote chastity, sexual integrity and healthy life choices; and to impart to them the understanding that all sexual activity is to be reserved for the covenant of marriage, as God has ordained it.

11. To educate individuals who are pro-choice/pro-abortion, but not necessarily seeking abortion for a current pregnancy, to a pro-life mentality.

12. To educate the Body of Christ on the “moral issue” that abortion is the killing of innocent human life and to encourage the building of the culture of life through prayer and Christian action.

13. To look to God, our strength, for direction and wisdom in order to establish a moral standard in our community in accordance with His Will and His Purpose, and to promote the gospel of life to the community at large through outreach, service, and education in an effort to encourage all people to become actively life-affirming.

Our Commitment Of Care and Competence

1. Clients are served without regard to age, race, income, nationality, religious affiliation, disability or other arbitrary circumstances.


2. Clients are treated with kindness, compassion, and in a caring manner.


3. Clients always receive honest and open answers.


4. Client pregnancy tests are distributed and administered in accordance with all applicable laws.


5. Client information is held in strict and absolute confidence. Releases and permissions are obtained appropriately. Client information is only disclosed as required by law and when necessary to protect the client or others against imminent harm. 

6. Clients receive accurate information about pregnancy, fetal development, lifestyle issues, and related concerns.


7. We do not offer, recommend, or refer for abortions or abortifacients, but are committed to offering accurate information about abortion procedures and risks.


8. All of our advertising and communications are truthful and honest and accurately describe the services we offer.


9. We provide a safe environment by screening all volunteers and staff interacting with clients. 

10. We are governed by a board of directors and operate in accordance with our articles of incorporation, by‐laws, and stated purpose and mission. 

11. We comply with applicable legal and regulatory requirements regarding employment, fundraising, financial management, taxation, and public disclosure, including the filing of all applicable government reports in a timely manner. 

12. Medical services are provided in accordance with all applicable laws, and in accordance with pertinent medical standards, under the supervision and direction of a licensed physician.
13. All of our staff, board members, and volunteers receive appropriate training to uphold these standards.
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STATEMENT OF FAITH
WE BELIEVE in one God (Dt 5:7, 6:6).  We believe He has revealed Himself through the trinity:  Father, Son, and Holy Spirit (Mt 3:16-17;  Jn 1:1;  Jn 14:26), and He has spoken to us through the scriptures (the Bible) which is the inspired and infallible Word of God (2 Tim 3:16). 

WE BELIEVE Jesus is the Son of God and that He was fully human and fully God, that He is the express image of the invisible God (Jn 3:16, Jn 14:9-11, Col 1:15).

WE BELIEVE Jesus was sinless; though tempted, He never yielded to temptation (Heb 4:15).

WE BELIEVE Jesus is the Lamb of God offered up as a sacrifice “To take away the sin of the world”  (Jn 1:29).

WE BELIEVE Jesus overcame death and rose from the tomb on the third day and won the victory over death, hell, and the grave (Mt 28:1-7, Rev 1:18).

WE BELIEVE God has called us to be a voice for the voiceless, to stand in the gap for those oppressed by immoral law, the unborn.  We believe that God has called us to a fast of righteousness (Is 58:6-7, Ps 94:16).

WE BELIEVE God has called us to raise our voices on behalf of injustice, not to bow down to immoral law, but to stand firm on the law of our God (Dn 3:1-16).

WE BELIEVE the unborn are living human beings from the moment of conception (Ps 139:13-16) and unique persons known by God (Jer 1:5).

WE BELIEVE in God’s commandment that says, “Thou shall not kill” (Dt 5:17). We believe that abortion is the taking of an innocent life and is not an alternative to unexpected pregnancy. 
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STATEMENT OF COMMITMENT

I hereby pledge that as a paid staff member, board member or volunteer, I will:

1. Uphold the policies and procedures set down by Elizabeth’s New Life Center.

2. Offer every pregnant mother whatever help we have available to carry her child to term.

3. Foster respect for human life at all stages of development, from fertilization to natural death.

4. Never offer, recommend or refer for abortion or abortifacients.

5. Complete an organized post-abortive healing program if abortion has been experienced in my life.

6. Practice chastity in my own life—abstinence outside marriage (includes no cohabitation) and fidelity within marriage.  (Our policy is not to endorse or refer for any form of artificial contraception or sterilization.  We promote abstinence outside marriage and Natural Family Planning within marriage.)

7. Pledge complete confidentiality regarding all clients seeking our help.  Obtain written permission from clients before releasing information outside the organization, unless reporting is mandated by law.

8. Strengthen my commitment and continue to educate myself through attendance at all in-services and/or other meetings appropriate to my role. 

9. Pray regularly for my part in the ministry and for the ministry as a whole.

10. Attend a Christian Church weekly and be in fellowship with other believers for encouragement and edification.
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ATTACHMENT A

Volunteer Service Commitment
	Name : 


	Position:

	Home Phone:


	Cell Phone:

	Preferred Email:


	

	Address




Volunteers are the backbone of the ministry of Elizabeth's New Life Center and its service to our clients.  We count on volunteers to serve our clients as professional representatives of ENLC.  We very much appreciate your service and ask that you prayerfully consider making a commitment to serve for another year.  In making this commitment, you are agreeing to serve in a specific capacity, indicated below.

I commit to volunteer at the following location:

______ Women’s Center - Dayton, 359 Forest Ave., Suite 105, Dayton OH 45405
______ Women’s Center - East, 4787 Burkhardt Ave., Suite 201, Dayton, OH 45403
______ Women’s Center - Forest Park, 1230 W. Kemper Rd, Cincinnati, OH 45240
______ Women’s Center - Kettering, 1377 East Stroop Rd., Suite 301, Kettering, OH 45429
______ Women’s Center - Lebanon, 736 Columbus Ave Suite A, Lebanon, OH 45036
______ Women’s Center – Mt. Healthy, 8146 Hamilton Ave, Cincinnati, OH 45231

______ Women’s Center - North Dixie, 5250A Dixie Dr., Dayton, OH 45414
______ Women’s Center - Sidney, 2579 Michigan St., Sidney, OH 45365
______ Holy Family Prenatal Clinic, 359 Forest Ave, Suite 202, Dayton, OH 45405
______ Boutique, 614 Five Oaks Ave, Dayton 45406
______ Administrative Office, 2201 N. Main Street, Dayton, OH 45405

Marriage Works! Ohio, 2201 N. Main Street, Dayton, OH 45405
I agree to make the following time commitment: 

	
	Day(s) of the week I am available



	
	Hours per week



	
	Hours per month



	
	I agree to perform my volunteer duties to the best of my ability.



	
	I agree to keep up-to-date and follow the policies and procedures of ENLC



	
	I agree to meet time and duty commitments, or to provide adequate notice so that alternate arrangements can be made.



	
	If I do not adhere to ENLC’s requirements of volunteers, I understand that I may be asked to serve in another capacity or asked to resign as a volunteer.



	
	I have read and agree to adhere to the values and principles as written in the Purpose and Goals, Statement of Faith, Commitment of Care and Competence, and Statement of Commitment




__________________________________



____________________

Signature of Volunteer






    Date
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ATTACHMENT B
LIABILITY RELEASE FORM

On this ______________day of _______________________, 201_____, intending to be legally bound hereby, the undersigned agrees and does hereby release from liability and to indemnify and hold harmless Elizabeth’s New Life Center, and any of its volunteers, employees or board members representing or related to Elizabeth’s New Life Center.  This release is for any and all liability for personal injuries (including death) and property losses or damage occasioned by, or in connection with any activity on behalf of Elizabeth’s New Life Center.
_________________________________________


____________________ 

Signature of Volunteer 





Date
ATTACHMENT C

CONFIDENTIALITY AGREEMENT

As a volunteer, I pledge that any information (including business, personnel and client documents or medical information, files, and correspondence) will be held by me in strict and absolute confidence.  Concerns I may have regarding any information will be promptly discussed with my supervisor.

My signature reflects that I have read and agree to abide by this confidentially agreement.

___________________________________________________
______________

Signature







Date

ATTACHMENT D

ENLC VOLUNTEER HANDBOOK ACKNOWLEDGMENT


My signature reflects that I have read and understand this ENLC Volunteer Handbook dated February 2018 and the policies listed below.  I understand that it is my responsibility to read and comply with all Volunteer Handbook rules and guidelines and to any changes or updates to this Handbook. The contents of this Handbook are presented as a matter of information only.  The plans, policies, and procedures described are not conditions of employment and ENLC reserves the rights to modify, revoke, suspend, terminate, or change any or all such plans, policies, or procedures, in whole or in part, at any time with or without notice.  The language in this Handbook and policies is not intended to create, nor is it to be construed to constitute, a contract between ENLC and any one or all of its volunteers.  That is, volunteer services can be terminated at any time at the will of either ENLC or the volunteer except as defined in the volunteer service agreement.


Please initial each box to indicate you have read and understand the stated policies.

	
	Whistleblower Protection Policy 

	
	Drug-Free Workplace Awareness Program Policy

	
	Workplace Violence Policy

	
	Conflict of Interest Policy

	
	Record Retention and Documentation Destruction Policy

	
	Computer, Internet and Email Use Policy 


_________________________________


______________________



Volunteer Signature





Date

ATTACHMENT E

FOUNDATIONAL DOCUMENTS

Having read the following foundational documents of Elizabeth's New Life Center:

(  Statement of Faith
(  Purpose and Goals
(  Statement of Commitment
(  Commitment of Care

I understand that my signature below signifies full agreement with and full understanding of the content of these documents.


___________________________________________

___________________

Signature







Date
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ATTACHMENT F
Emergency Notification Form  ~  Confidential
	Your Name


	Date



	Your Office Location and Department Name  

     
	Work Phone



	In the event of an emergency please notify the following:

	Primary Contact:

	Name


	Relationship to you


	Home Phone



	Street Address


	Work Phone



	City


	State


	Zip


	Cell Phone/Pager



	Secondary Contact:

	Name


	Relationship to you


	Home Phone

     

	Street Address


	Work Phone

     

	City


	State


	Zip


	Cell Phone/Pager




In the event of a life threatening emergency or if the primary or secondary contact cannot be reached, I give my permission to be transported to the nearest hospital.
	

	
	

	
	
	
	

	

	
	
	

	
	
	
	

	

	
	
	

	
	
	
	


Your Signature________________________________________________Date_______________________[image: image8.png]
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