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WELCOME TO THE TEAM
Welcome to Community Warehouse Project of Chester County (CWP)!   We would like to thank you for partnering with us and volunteering your time to assist our community! 

OUR WEBSITE
Please explore and regularly visit, our website, communitywarehouseproject.com.  It has the most up-to-date information about Community Warehouse Project of Chester County (CWP).  You can also learn our Mission and the services offered to the clients of Community Warehouse Project of Chester County, as well as information about volunteer opportunities that are available and upcoming events.
VOLUNTEER STANDARDS & GUIDELINES
In an effort to make your service here as productive and enjoyable as possible, we have developed Volunteer Standards & Guidelines. These are designed to answer many of your questions about the practices and policies of Community Warehouse Project of Chester County such as what you can expect from CWP and what CWP expects from you. While volunteering at CWP, we ask that you carefully observe these standards and guidelines. 
REVISIONS TO HANDBOOK
CWP reserves the right to amend, revise or delete any policy or procedure referred to in this handbook at any time without notice. Changes may be communicated to volunteers in meetings, counseling sessions, by memo or incorporated into revised manuals. If you have any questions about any of the Volunteer Policies, please ask.
THE VOLUNTEER RELATIONSHIP
The placement of a volunteer does not create a contractual relationship between the volunteer and CWP. Unless otherwise agreed to in writing by the volunteer and Executive Director, volunteer placement shall be “at will”, so that either party may terminate the volunteer relationship at any time for any or no reason. All volunteers enter into this relationship willingly and understand they will receive no compensation for the hours volunteered. 
The Volunteer understands that worker’s compensation insurance is not available to volunteers and that CWP does not provide worker’s compensation insurance for volunteers.
[bookmark: 121.1.]The Pennsylvania Workers’ Compensation Act (77 P.S. § 1 et seq) provides that a volunteer is not an employee for workers’ compensation purposes. Therefore, as a volunteer, you are not an employee or agent of Community Warehouse Project for workers’ compensation purposes. You are not entitled to receive workers’ compensation benefits or any other benefits of employment from CPW, including, but not limited to, health care, vacation, or sick time. In the event of an injury requiring medical care, you or your personal health insurance will be responsible for payment of all medical care.
CWP has the right to and may verify work history, education, licenses, registrations, certifications, and degrees that are represented on the volunteer applicant’s application, resume or in interviews, including criminal background information. False or misleading statements are grounds for termination of the volunteer placement at any time. 
YOUR COMMITMENT
CWP anticipates that all volunteers will work their assigned schedule.  All volunteers are asked to be punctual for their assigned times, and to be consistent and faithful in fulfilling the agreed upon commitment. If you cannot make a scheduled time, or will be late, please contact CWP with as much notice as possible.
EMERGENCY CLOSINGS
CWP strives to ensure the safety of all volunteers. In the event of inclement weather, volunteers will be responsible for contacting CWP for notifications relating to their inability to perform their scheduled service. If CWP should close, the warehouse will notify volunteers scheduled to perform service of the closing.  
AGE/ABILITY REQUIREMENTS FOR VOLUNTEERS 
The minimum age for volunteer is sixteen (16).   
Because our mission is to collect and redistribute donated furniture and other household items to individuals and families in need within the region, it is a necessity that the majority of our volunteers working in our warehouse must be able to safely lift 35 pounds.  
SIGNING-IN AND OUT
Volunteers must always sign-in on the Ipad and sign-out before leaving. This information is important for safety reasons and so that we may recognize outstanding volunteer service and provide statistical data that may be required for grant proposals and other agencies.  CWP will provide documentation of your volunteer service if required.
CONFIDENTIALITY 
CWP requires that strict confidentiality be maintained with respect to all information obtained by volunteers concerning the organization, as well as the clients and others they serve. As a volunteer, you may have access to confidential information, both verbal and written, relating to clients, donors, volunteers or staff and the organization. Volunteers understand and agree that all such information is to be treated confidentially and discussed only within the boundaries of their volunteer position. Volunteers agree not to discuss these same matters after they have left any volunteer position at CWP. In addition, breach of this agreement shall constitute grounds for and may result in termination of volunteer status within CWP. To respect the warehouse’s clients’ privacy, volunteers will refrain from the use of any picture recording device including cameras, cell phones, and video cameras while involved in any volunteering activity with CWP. Any photography or videography of clients is strictly prohibited unless a volunteer is instructed by a staff member of CWP to act as a photographer/videographer during a specific event.
MEDIA
 If approached by the media to provide a statement about CWP or your experience with our organization, please defer any response to the CWP’s Executive Director. This policy prevents any misinformation and allows for consistency in CWP’s communications with the public.
DRUG FREE ENVIRONMENT
CWP prohibits the possession, sale or use of alcohol and illegal drugs in the work place.  CWP shall have the right to require a volunteer to submit to testing for drug and/or alcohol use as a continuing condition of volunteer service as the warehouse deems necessary to its safe and efficient operation. Any volunteer who refuses to submit to drug and/or alcohol testing or who tests positive may be suspended from duty pending further investigation and may be subject to prompt disciplinary action, up to and including immediate termination.  

SMOKE FREE ENVIRONMENT
CWP provides a smoke-free and tobacco free work environment.  No one is permitted to smoke, chew tobacco, or use Advanced Personal Vaporizers (APV), Vape Pens, or electronic cigarettes (with or without nicotine) inside all CWP facilities, including owned and leased vehicles.   Volunteers transporting goods using personal vehicles are requested not to smoke while the items are in the vehicle.

 
WEAPONS FREE ENVIRONMENT
[bookmark: _Hlk497995101]To ensure that CWP maintains a workplace safe and free of violence, CWP prohibits the possession or use of dangerous weapons at all CWP facilities, including owned and leased vehicles. A license to carry the weapon does not supersede CWP’s policy. Any volunteer in violation of this policy will be subject to prompt disciplinary action, up to and including immediate termination.  
CWP also prohibits the carrying of a weapon or concealed handgun on your person or property while rendering any services or attending any event or function or conducting any business on the CWP’s behalf. 
“Dangerous weapons” include, but are not limited to, firearms, explosives, knives, objects, instrument, chemical and other weapons that might be considered dangerous or that could be used to threaten or inflict harm to another person.  Volunteers are responsible for making sure that any item possessed by the volunteer is not prohibited by this policy. 

HARASSMENT FREE ENVIRONMENT
CWP policy is to provide a work environment that is free from harassment. Therefore, harassment based on age, race, gender, color, religion, national origin, disability, marital status, covered veteran status, sexual orientation, genetic information, and other characteristics protected under state, federal, or local law will not be tolerated. Such conduct is prohibited in any form at the Warehouse, at warehouse-related functions, or outside of warehouse if it affects the warehouse. 
Sexual harassment, one type of prohibited harassment, warrants special mention: Unlawful sexual harassment can include unwelcome sexual or gender-based conduct that unreasonably interferes with an individual’s job performance or creates an intimidating, hostile, or offensive environment. Unlawful sexual harassment also includes unwelcome sexual advances or requests for sexual favors where submission to such conduct is made an explicit or implicit term or condition of volunteering, or where submission to or rejection of such conduct is made the basis of decisions affecting an individual (quid pro quo harassment).
DRESS CODE
 Volunteer dress code is casual. Closed toe shoes are required and we ask that all volunteers be mindful of the clothing they choose in regards to both modesty and subject matter.  We ask that you not wear any clothing with political, religious or controversial messages.  


SAFETY INFORMATION/ INCIDENT REPORTING
The practice of safety and the prevention of accidents are important responsibilities for all volunteers. Please report any unsafe condition and exercise caution in all work activities.   
	An incident refers to any event or situation where someone could suffer injury. All incidents must be immediately reported to staff. This reporting policy is important for the safety and well-being of everyone in order to ensure a continued safe and successful warehouse. 
GENERAL WAREHOUSE SAFETY RULES
CWP is concerned about your safety and asks you to exercise extreme caution when working in the warehouse.  You must adhere to the following rules while working at the warehouse.  These procedures ensure your safety and the safety of those you are working with.


1.  When doing heavy lifting, a weight belt must be worn to support the lower back.
2. Do not smoke in the warehouse.
3. Use hand trucks, dollies and flats when moving furnishings around the warehouse.  
4. Do not run in the warehouse.
5. Do not allow children to roam freely in the warehouse.
6. Exercise caution when lifting or moving large objects.
7. Do not lift heavy objects without the assistance of another person.
8. If anyone is injured while at CWP, the incident must be reported to a staff member immediately.


FIRE SAFETY

1.  Always note the location of the nearest fire exit and the fire extinguisher.  
2.  In the event of a fire, calmly escort all volunteers out of the building through the nearest fire exit and into the parking lot.
3.   Every effort should be made to account for everyone who was in the warehouse before anyone is allowed to leave the premises.




PERSONAL PROPERTY
CWP does not assume responsibility for the loss, damage or theft of personal belongings, and volunteers are strongly advised not to carry unnecessary amounts of cash or other valuables with them when they come to volunteer. Do not leave your belongings unattended. If you must bring valuables with you, be sure to ask where to store them. 
PARKING
Parking is available at the warehouse.  Please, under no circumstances leave your purse, wallet or other valuables on the seat of your car – even if the car doors are locked.
USE OF PERSONAL VEHICLES
Volunteers who use their own vehicles to perform duties during their volunteer assignments must have a valid driver’s license, are subject to driving record checks, and must possess and maintain automobile insurance consistent with state law. Volunteers are advised that, if a vehicular accident occurs either while they are performing their volunteer duties or during their commute to and from the volunteer site, their personal insurance would be expected to respond on a primary and non-contributory basis. Furthermore, Volunteer understands that CWP is not responsible for payment of vehicle repairs for any accidents or any bodily injury or property damage that is caused during volunteer work. 
PHOTO RELEASE
Each volunteer will be asked to give permission to CWP, and its legal representatives and assigns, the right to photograph them (including video), and to use and publish any likenesses in print publications, online publications, presentations, websites and social media, for advertising, publicity, and business purposes.  This release includes those organizations in a relationship with CWP, but without further permission, photographs will not be used in other circumstances.  

INJURY RELEASE
Volunteers for CWP accept sole responsibility for any injury they may incur during the time he/she is working as a volunteer. CWP and their employees/agents are hereby released from any and all claims or cause of action arising from any accident or injury that may occur during volunteering. All volunteers are required to sign the Volunteer Agreement (APPENDIX) which further explains this release. Furthermore, Volunteer understands that CWP is not responsible for payment on behalf of volunteer of any medical bills or loss of wages due to injury occurring during volunteer work.
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APPENDIX



[bookmark: _Hlk516143162]CWP VOLUNTEER AGREEMENT
PLEASE READ CAREFULLY! THIS IS A LEGAL DOCUMENT THAT AFFECTS YOUR RIGHTS
Waiver and Release of Liability
General Understandings.
 I recognize that, as a Community Warehouse Project of Chester County volunteer, I represent CWP to the public. I accept responsibility for this status and will conduct myself in a professional manner. I will not participate in and will report to CWP Volunteer Coordinator or any other person so designated by CWP, any and all instances of any sort of harassment, exploitation, and/or intimidation. I will work to maintain an atmosphere of physical and emotional safety for everyone associated with CWP, including its employees, volunteers, clients, and visitors. 
Confidentiality.
I agree to maintain the confidentiality of CWP volunteers, clients and donors about whom I may have personal and identifying information. I acknowledge the private and sensitive nature of CWP’s work.  I agree to share the responsibility of maintaining the confidentiality of CWP’s clients.   I will hold in strict confidence any information regarding any clients that I may learn in the course of my work.  I understand that I am prohibited from photographing, audio taping or videotaping any client or client of CWP without management direction. This includes the use of any type of cellular phone camera, digital camera, video camera, tape recorder, or other form of image or audio recording device.  I understand that if I breach this agreement of confidentiality, my volunteer status with CWP will be terminated.
I agree to honor the commitment of length and frequency of service that I make to CWP.  I agree to provide as much advance notice as is possible in the event that I will be absent from my volunteer shift. I agree to update my personal information and emergency information as changes occur. 
Use of Image and Likeness.
 I understand that while volunteering, I may be interviewed, photographed and/or videotaped, and my image and likeness may be used for broadcast, publicity or CWP promotional materials (including website, print, and e-mail).  I release the use of my likeness and image for CWP use for funding reports and broadcast, publicity or CWP promotional materials. 
  I also understand that I wave any royalty, fee or other compensation which may become payable to me by reason of such use.




Release and Waiver. 
I, FOR MYSELF AND ON BEHALF OF MY ASSIGNEES, HEIRS, GUARDIANS, AND OTHER LEGAL REPRESENTATIVES HEREBY VOLUNTARILY AND WITHOUT DURESS RELEASE AND FOREVER DISCHARGE AND HOLD HARMLESS COMMUNITY WAREHOUSE PROJECT AND ITS SUCCESSORS AND ASSIGNS FROM ANY AND ALL LIABILITY, CLAIMS, AND DEMANDS OF ANY KIND WHATSOEVER, WHETHER IN LAW OR EQUITY, WHICH ARISE OR MAY HEREAFTER ARISE FROM MY VOLUNTEER ACTIVITIES. I AM AWARE THAT AS A CWP VOLUNTEER I EXPOSE MYSELF TO POTENTIAL HAZARDS, INCLUDING BUT NOT LIMITED TO FALLS, BACK INJURIES FROM LIFTING, CUTS, SCRAPES AND BROKEN BONES, AUTOMOBILE ACCIDENTS DURING TRANSPORT OF FURNITURE, AND EXPOSURE TO UNKNOWN PERSON OR PERSONS AND SITUATIONS DURING PICKUP AND/OR DELIVERY OF FURNITURE.  POTENTIAL HAZARDS HAVE BEEN EXPLAINED TO ME. 
I UNDERSTAND THAT THIS RELEASE DISCHARGES CWP FROM ANY AND ALL LIABILITY OR CLAIM THAT I OR MY ASSIGNEES, HEIRS, GUARDIANS, AND OTHER LEGAL REPRESENTATIVES MAY HAVE WITH RESPECT TO ANY BODILY INJURY, PERSONAL INJURY, ILLNESS, DEATH OR PROPERTY DAMAGE RESULTING FROM MY VOLUNTEER ACTIVITIES, WHETHER CAUSED BY THE NEGLIGENCE OF CWP OR ITS OFFICERS, DIRECTORS, EMPLOYEES, CLIENTS, AGENTS, OTHER VOLUNTEERS, OR OTHERWISE.  I ALSO UNDERSTAND THAT, EXCEPT AS OTHERWISE AGREED TO BY CWP IN WRITING, CWP DOES NOT ASSUME ANY RESPONSIBILITY FOR OR OBLIGATION TO PROVIDE FINANCIAL ASSISTANCE OR OTHER ASSISTANCE, INCLUDING BUT NOT LIMITED TO MEDICAL, HEALTH, OR DISABILITY INSURANCE IN THE EVENT OF INJURY OR ILLNESS.
Assumption of Risk. 
I am voluntarily participating in this service with the knowledge of the potential hazards involved and hereby expressly assume and accept any and all risks of injury or harm resulting from my volunteer activities.  Volunteer work for CWP may include activities that may be hazardous to the volunteer, including, but not limited to, loading and unloading household goods and furniture, lifting, carrying furniture up and down stairs, and entering the homes of unknown persons.   Furthermore, any damages caused by me as the result of my participation as a volunteer shall be my sole responsibility and I voluntarily and expressly and specifically assume the risk of injury or harm in these activities, and forever indemnify, hold harmless and defend CWP from and against any and all resulting claims, actions or damages of whatever nature, including, but not limited to, injury, illness and death or property damage, resulting from my activities.    



Medical Treatment Release.
 I hereby voluntarily and without duress release and forever discharge and hold harmless CWP from any claim, action or demand whatsoever arising from any first aid, treatment, or other emergency medical services rendered in connection with my volunteer activities. 


No Insurance. 
I understand that except as may be expressly agreed to in writing, CWP may not carry or maintain and has no obligation to carry or maintain any health, medical or disability insurance, including workers’ compensation insurance for my benefit. Each volunteer is expected and encouraged to obtain his or her own medical or health insurance coverage.
Furthermore, I understand that CWP is not responsible for any property damage that may incur to my personal vehicle used during my volunteer work.


Scope, Severability and Governing Law. 
I expressly agree that this Release is intended to be as broad and inclusive as permitted by the laws of the Commonwealth of Pennsylvania. This Release shall be governed by the laws of the Commonwealth of Pennsylvania. I agree that if any clause or provision of this Release is determined by a court of competent jurisdiction to be invalid, the invalidity of such clause or provision shall not affect the validity of the remaining clauses and provisions of this Release.
I have carefully read this Release and fully understand its contents. I am aware that this is a waiver and release of liability and I agree to it of my own free will, and release and hold harmless CWP for any inaccuracy or misrepresentation.

_______________________________		 _________________________________ 
Signature 				               	 Date 


_____________________________		            ___________________________________ 
Print Name 				                	Address











CRIMINAL BACKGROUND INFORMATION
	Do you have any criminal convictions (other than parking violations and/or juvenile offenses)?                             				YES 				NO
 If “YES,” please explain (conviction will not automatically bar you from volunteering. Relevance to assignment will be considered): 
I certify that the statements herein are correct and true to the best of my knowledge. I understand that, if asked to volunteer, falsified statement on the application shall be considered cause for dismissal.  I agree, that if asked to volunteer, I will update CWP of any changes that may occur regarding any criminal convictions and/or child abuse allegations.
I agree to hold free from liability persons furnishing information regarding my character and qualifications for volunteering. I agree that the confidential information obtained or released by CWP will not be released to me. 
You may volunteer to be a driver.  If you are volunteering to be a driver, then you agree to allow CPW to check your driving record through the Department of Motor Vehicles and Magisterial District Court Traffic Docket review, prior to commencing the volunteer position and periodically thereafter.  Magisterial District Court Traffic Docket is available to the public.  I further agree to report to my supervisor immediately any license suspensions, serious accidents or offenses, or any other condition that may affect my ability to drive after I begin my volunteer position.   
I understand that CWP will use this information for volunteer placement purposes only and not furnish this information to a third party without my written consent.
I agree to release CWP, its agents  and those who supplied the company with the information regarding my driving record from any liability for any damage that may result from furnishing the requested information or my failure to be accepted for the position for which I am applying.
The following is required:
· Proof of current automobile insurance
· Copy of Driver’s license
· Current Pennsylvania driver record.  By signing below the Volunteer gives written authorization for Community Warehouse Project to access his/her current driver record and the Magisterial District Court Traffic Dockets.                                                    

Print Volunteer Name__________________________________		

Volunteer Signature and Date_______________________________________________ 

ACKNOWLEDGEMENT
 I have received or reviewed a copy of the CWP Volunteer Handbook. I understand and acknowledge that not all policies and procedures can be set forth in the handbook, and that the organization may have additional applicable policies governing the volunteer program. 
I further understand and acknowledge that both CWP and I remain free to end our volunteer relationship with or without cause, for any reason as long as no discrimination occurs. 
This CWP Volunteer Handbook in no way creates a contract either expressed or implied between the facility and myself. I further understand that it is my responsibility to read, understand and abide by the provisions contained in the handbook. 

											
Print Volunteer Name						Date



				
Signature 


					
Address
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