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VOLUNTEER DEFINITIONS AND CLASSIFICATIONS

Volunteer Definitions

Volunteers at LS| are defined as individuals whdgren services without promise,
expectation, or receipt of compensation for ses/iemdered. At LS| we view and treat
volunteers as members of our staff deserving o#mee rights, responsibilities and
considerations afforded our employees. Voluntearnmot and will not be brought on to
replace staff positions but to enhance and enhelptograms and services we offer.
Conversely, staff at LSI cannot volunteer to perfdhe same type of services they are

paid to perform as employees. Staff may volunéeiSI but it must different from their
regular work.

Volunteer Classifications
Volunteers are classified according to the type dumation of service they will render.

Direct Service Volunteers

Volunteers who provide direct services to service recipients to the same
extent and in the same capacity as paid employees.

Non-direct Service Volunteers

Regularly Scheduled Volunteers Occasional/Casua | Volunteers

Volunteers who have an A person who volunteers
ongoing role at the intermittently or as
organization including needed and does not
office workers who come have ongoing

in every week or every responsibilities.

other week.

Student Interns

Student interns provide services or perform tasks under the direct
supervision of a licensed or otherwise accountable professional.

As staff, volunteers will have a job descriptioegeive training and orientation
appropriate to their area of employment, have wet&ted assignments and a designated
supervisor, and have access to necessary resanicteding office space and equipment.
They shall have access to the same trainings abgegs and have a 90 day and one
year assessment of their duties.



Background Checks, Screenings, and Trainings

As a social service agency who provides health @adeother services to many at-risk
lowans, it is imperative that we safeguard andgmtobur volunteers, employees and
clients. The following is a list and brief explaioa of what backgrounds checks,
screenings, trainings and orientation are requifédt every volunteer will need each
training. Your supervisor will tell you the regements of the service or department in
which you volunteer.

BACKGROUND CHECKS

Criminal History and Founded Child and Dependent Adult Abuse [all volunteers]
LSI will conduct a criminal history check and a fmled child and/or dependent adult
abuse check on every volunteer before they aredaskserve. These checks will be
repeated every 3 years.

SCREENING

TB Screening [regularly scheduled, direct care of igh risk populations]
Volunteers with ongoing, direct care of high riskpplations must securel@® Screen
(Mantoux test) before starting their volunteer ga¥v TB is the abbreviation for
tuberculosis, an infectious lung disease. Higk pigpulations at LS| are defined as:
refugees, residential clients (Bremwood and Belaitysing clients, some early
childhood clients and DME clients.

LSI will provide volunteers the TB Screen at notasthe start of their volunteer
service. If a volunteer has been screened for ®Bimthe last 12 months and can
provide proof of that in the form of a signed dostatement, they can forgo the LSI
Screening. Volunteers may also opt to have theessradministered and read by their
own physicians at their own expense. They mustigeoa signed statement from their
physician.

A volunteer may choose to have the TB Screen adterad by LSI, free of charge,
annually.

If a volunteer has previously tested positive f&; & TB Screen will not be
administered. In this case the volunteer mustigeproof that they do not have active
TB by providing a clear lung x-ray that was takethm the last 3 years.

TRAININGS

HIPPA Training [regularly scheduled, direct and non-direct care volunteers]
Volunteers with on-going direct and non-direct cairelients (as well as custodial or
maintenance staff and persons who transport cleamdsvho may, in the course of their
service, be privy to confidential information abatients) must completdIPPA

training. HIPPA regulates and safeguards the ggamnd privacy of our clients’ health
information. LSI's HIPPA training involves watclgra training video or going through a



power point presentation and satisfactorily answgethe questions at the end of the
training.

Universal Precautions [regularly scheduled, directare and custodial volunteers]
Volunteers with ongoing direct care of clients aotlnteers who may come in contact
with waste materials (custodial and maintenancegtroomplete thé&niversal
Precautionstraining. Universal Precautions teaches how éwemt the spread of
infections through blood borne pathogens suchasétiman immunodeficiency virus
(HIV) hepatitis B (HBV) and tuberculosis.

Mandatory Reporter Training [regularly scheduled, direct care volunteers]
Volunteers with ongoing, direct care of clients me@mpleteMandatory Reporter
Training. Mandatory Reporter Training teaches how to idegand report suspicious
cases of child or dependent adult abuse.

ORIENTATIONS

LSI Orientation [all volunteers]

As a volunteer at LSI and member of our staffs iinnportant that you learn all about our
agency- the many sites we have and the many semwieeffer. As a volunteer you will
be a representative of LSI in the community.

Service or Department Orientation [all volunteers,specific to the service or
department you are volunteering in]

As the services we provide are so varied and cehgorsive, you will need to be familiar
with the workings of the service or department mak you serve as well as the specifics
of your job.

Required Forms and Information

Here are the forms you will be asked to read agn kefore beginning your volunteer
service.

Emergency Contact Form
This form contains information on who to contactase of an emergency and will need
to be filled out each year.

Confidentiality Statement
In order to protect the private information of alients, you will need to read and sign
our confidentiality statement. This form will needbe resigned each year.

Conflict of Interest Annual Disclosure Statement

In order to insure that there is no conflict okirgst between you, your business dealings
and LSI, you will be asked to read and sign thisifas well. This form will need to be
resigned each year.



LSI Notice of Privacy Practices (HIPPA)

You will need to read and sign this form which egathat you understand how
information about you may be used and disclosedhamdyou can get access to this
information.

Volunteer Transportation Agreement

If you will be providing transportation for our ehts you will need to provide a copy of
your valid driver’s license and proof of insurarmmerage with an LSI designated
minimum liability and to read and sign this forrf.you will not be transporting clients,
you will need to complete and sign the bottom portf the form. This form will need
to be filled out each year.

Use of Agency Equipment & Electronic CommunicatiorSystems
This form acknowledges that you have read and stated LSI's policies in regards to
the use of agency equipment.

Volunteer Orientation Handbook
This states that you received a copy of LSI's Vaden Orientation Handbook which
contains all the policies and procedures aroundntekring.

Mentor Orientation Handbook
This form states that you have received a menientation handbook (if applicable).

A copy of all of these forms can be found on paye28 of this Handbook. A copy of
the Signature Sheet that volunteers are askegacain be found on pages 30-33 of this
Handbook.

VOLUNTEERING AT LSI

Children of Volunteers & Spouses Engaging in Volurdger Activities

The relationship and responsibility that LS| hasately with you, the volunteer. In the
course of volunteering at LSI, there may be souagons in which you desire to
include your children in your volunteering actiesi In this case, LS| does not consider
the children as volunteers and has no volunte@oresbilities towards them.

LSI will record the names, ages and gender of Hildren for liability purposes. It is
important for volunteers to understand that dugaéonature of the services we provide
and the clients we care for, including childrervatunteer activities may expose them to
communicable diseases or other health hazardsadkSlvolunteers to take every
necessary precaution to protect the health andhvegtlg of their children.

We ask that if your spouse is going to be involiregour volunteer activities that he/she
be processed as a volunteer as well. This inclsifiestions such as when, during the



course of mentoring a residential youth, volurgg#an on bringing their mentees into
their home on a regular basis. We ask that yoousp also become an LSI volunteer.

Treatment of Clients During Course of Volunteering

As representatives of LSI, volunteers are expeiteckat clients with the utmost of
dignity and respect with sensitivity and regard aods different and varying cultural and
diverse religious beliefs and background. Manguwfclients may have experienced
trauma and/or abuse, religious or other persecuti@y have serious medical or mental
health issues, may be living in poverty and hattke lto no social support system.

Your responsibility as a volunteer is to show coagian, support and empathy and to
help create an environment where the individudhorily you are working with is
encouraged and empowered to find their own solstaord decide their own course of
action.

Defining the volunteer relationship

It is important as a volunteer that you have a clelaunderstanding of your job duties
and are clear about your boundaries- what your roleand responsibility is and isn’t.
Here are some guidelines that may help you in thearse of volunteering:

- The goal of the services we provide i® strengthen individuals and/or families
and to help move them towards health self-sufficiency. Individuals and
families in crisis can have a lot of needs andhmlenging to work with. Be sure
to have your own healthy boundaries in place. A&slanteer, your responsibility
is to do only what is listed in your job descriptioYour responsibility is not the
health and well-being or success of the individualamily you are working with.
Remember that you are a part of a team of stadfaftists, and case workers and
do not take on burdens or worries that are notg/tmhandle. If you have
guestions about anything you are asked to do, caruate with your volunteer
coordinator.

In the course of volunteering you may be asked fanoneyor material goods

by the people you work with. It is never necessarg not a requirement that you
spend money on your family or mentee; in fact, slkethat you do not spend a lot
of money on them as this will only perpetuate dewt dependency. Your
volunteer coordinator will be happy to give yousd of fun, free activities you

can engage in with your mentee or family. If yauvdsh to bless your mentee or
family with a monetary or material gift, run it lypur volunteer coordinator first.
He or she can give you some helpful tips on whapjzropriate and what isn't.

Please be protective about your health and safetyMany of the clients we
work with live in low income housing. There mayibsues of cleanliness and
potential health risks. Some of our clients haa@osis mental health issues.
Exercise caution in the course of your volunteerifigke care not to put yourself
or your family in difficult or dangerous situatians

Please be proactive about giving feedback to youolunteer coordinator

about your volunteer activities. We desire to hear about the successes and the
challenges of our volunteer experience and to imgaur program to insure the
best possible outcomes.



Sometimes in the course of serving, volunteers segitimate material needs
at LSl that, if purchased, would improve the voluneer experience and there
is a desire to meet that needAn example might be seeing the need for ESL
(English as a Second Language) Curriculum or foiupe dictionaries. We
highly recommend that if you desire to do thatt @ first confirm the need
with your volunteer coordinator and that you therafpead and purchase the
items and donate them directly as in-kind donatidcSI will be happy to give
you a receipt for your taxes.

Typically, monetary donations received from voluwngego directly into our
annual fund. Gifts to the annual fund are usegrtwide support to programs and
services where the need is greatest. Giving tatimeial fund allows LSI to
allocate gifts where they will have the most impathere are occasions when
services have fund raisers (Heart Ball for Bremwmo@averly or the Gala for
Refugee Cooperative Services in Des Moines). dIrmonies donated go
directly to that service line.

LS| Staff as Volunteers
Staff at LS| carvolunteer in a service or department differieam the one in which they
work with the following conditions:
- the work must be completely voluntary and withawy axpectation of
compensation
employees are subject to the same application @eersing process as all other
potential volunteers
employee’s volunteer work must prove to be in tbstlinterests of LS| and the
clients we serve.

Staff at LS1_cannotolunteer in the service or department in whiakythre employed:
the volunteer service is the same or similar tovtbek they perform as employees
the volunteer service is performed during regularkihours
the volunteer service is on-going or regularly sithed

Staff at LS| can volunteer for a one time or ocoaal department or service sponsored
event such as a holiday party, career fair or d-ansing activity as long as it is
completely voluntary and without any expectatiomenfiard, compensation or favorable
treatment. In that case the employee must fillamut sign an Employee Volunteer
Release Form which is also signed by the employmgiervisor and supervisor’s
supervisor.

Generally, employees or staff who change senaceepartments and who wish to
volunteer in the service in which they formerly yided direct care to clients may not
begin a volunteer or mentor relationship until thiélowing conditions are met:

a ‘cooling off’ period of 6 months has been coneede

at the volunteer service has been determined o the best interests of LS| and

the client(s)

permission has been granted by the service codadinamanager

-8-



Former LSI Staff as Volunteers
A former employee of LSI may be considered for murteer position. The following
conditions apply:
- the former employee is subject to the same applit@nd screening process as
all other potential volunteers
the volunteer service has been determined to beeibest interests of LS| and the
client(s)
a ‘cooling off’ period of 6 months has considerethey are desiring to volunteer
in the same service in which they were previoushpleyed
new background checks have been run
new reference checks with a maximum of one referémnm a former LSI co-
workers
the site manager has been contacted to ascerearedbkon for the termination of
employment.

VOLUNTEER POLICIES

Volunteer Records
Your direct Supervisor will be responsible for ntaining confidential record for all
volunteers. Information will include, but not benlted to:

Legal name

Home address

Home telephone number/cell phone number

Person to contact in case of emergency

Social security number

Current driver’s license and proof of insuranceri’ing is part of your job
responsibilities

Training certificates
Three (3) reference checks obtained before a vedumlacement

For volunteers driving their own vehicles for thhansport of clients, a copy
of the volunteer’s drivers license; proof of autsurance — with minimum
liability of $100,000 each person, $300,000 eacident and $50,000
property coverage (i.e., $100,000/$300,000/$50,000)

You are expected to notify your supervisor withihtburs of any changes to the above
information to assure your records are accurate.

Access to your volunteer record will be limitedaiathorized capacity development
personnel, agency legal counsel, and those manag@®esonnel with a reasonable need
to know (i.e. your immediate supervisor). Other agament staff may have limited
access to your volunteer file if you are under aberation for a promotion or transfer.
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Government agencies may require access to infoomatout you based on a court order
and have access to statistical information to &icecompliance with laws and
regulations with the full cooperation of the Agenanere requests appear reasonable.

You may examine your own files, by appointment,jmiyinormal business hours. You
will be asked to sign a form noting the date yoaraied your file. This will become
part of your permanent personnel file. You areailmwed to remove any item from their
personnel file. Neither the original file nor itsntents may be removed from the office.
A reasonable number of copies may be duplicatgdwat request, for which a nominal
fee may be charged. If you disagree with any infttam contained in the file, you
should notify your immediate supervisor. You maguest a deletion or attach a written
statement of disagreement to any item in theffilapproval is granted, the operations
manager or designee must be present when the tometeletion or disagreement is
placed in the file.

Spiritual Life Policy

As part of the Evangelical Lutheran Church in AmafELCA) Lutheran Services in
lowa (LSI) is a faith-based organization. In samhé&SI’s service lines spiritual life
programs are offered to the recipients of our ses/i Federal and state laws prohibit the
use of federal and state funds for religious oritgjal activities. Therefore LSI provides
these activities as donor-funded enhancementstodte we provide.

As a volunteer at LSI you may, during your courbeadunteering, experience and have
the opportunity to join in spiritual life activitkeduring delivery of our service. These
activities could include but are not limited to wbip services, biblical stories, youth
groups, devotions and prayers.

If you are volunteering in a service line which ydes spiritual life programming, you
are not required to participate in worship actestihowever, you are welcome to join in
if you are comfortable doing so. Additionally, asolunteer in a program that offers
these activities, you are free to engage in thetharcourse of building a relationship
with your mentee or family as long as you obsemne anderstand the following:

All spiritual life activities offered to our cliestare optional. They should never
feel pressure to participate.

When a child is involved, a parent or guardian npustide consent to participate
in spiritual life activities. For example, Belait Bremwood offer a consent form
as part of the intake process.

Once consent is acquired, the client participasovoluntary and if they choose
not to participate, it is clear that a non-punitarernative is offered- another
“quality opportunity.”

If parents of a residential client have given papproval, you may take that
youth to church and/or church activities.

When a group of clients is meeting together andabieat requests a spiritual life
activity, the activity should be offered by movitaya private setting, unless the
entire group has consented to the activity.
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Additionally, please consider that:

- Your goal in volunteering is to support and encgerthe spiritual, mental, social
and physical health and well-being of the cliewt, to engage in evangelizing or
trying to convert the client to your faith or toyrochurch.

It is best to respond to requests for prayer oerospiritual life activities and/or
guestions about faith, than it is to initiate them.

You should approach your supervisor, volunteer dioator or any member of
leadership to discuss a problem with or questitmasiayour involvement in
spiritual life activities.

If your volunteerposition is not specifically responsible for spiat life activities
you should not initiate any religious discussioractivity with the client.

In some of our service lines, cultural and religi@wareness sensitivity is imperative to
safeguarding the well-being of our clients. Tlsiespecially true if you volunteer in our
Refugee Resettlement Service. Many of our cliardy have suffered religious and/or
political persecution and other atrocities and miduay arrive here do not speak English
and do not understand our culture or our laws.rdfoee efforts to evangelize them as
well as offers to take them to church or otherigt life activities may not be viewed as
optional but seen as something they are forceaticgpate in. Please respect the
cultural and religious diversity of our refugee ptagion.

In your course of volunteering, as you build atretaship with your client or family,
guestions may arise about your faith belief or altle& church you attend. You are
always welcome to respond to these inquiries.

Frequently Asked Questions:

Q- Can spiritual life activities be included as pairthe treatment plan for a client?
A- No, as this would not be voluntary and optional.

Q- What do | do if my mentee or family asks me wttairch | go to or what my
religious beliefs are?
A- You can share if you are comfortable doing so.

Q- What do | do if my mentee or family asks me tcetéhem to my church?
A- If your mentee is a youth, he or she can onlgrattchurch if the family has
given prior consent.
If you are volunteering with a family and they ditlg make this request (without
prompting from you) you are free to take them iéiyave comfortable doing so.

Q- What do I do if my mentee or family asks me taypwith him/her or them?
A- If the client(s) initiates the request and yoe eomfortable, you may pray
with them. However, if you are not comfortableuyao not have to participate.
Your volunteer coordinator can help you find soneewmo would be able to
honor this request.

Q- I volunteer in a residential facility and at tiswhen | come to take my mentee to
church on Sunday the child doesn’'t want to go. Qasist the child go?
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A- No, remember that spiritual life activities aggtional and voluntary. If the
child chooses not to go, he/she will need to jbmather residents in their group
activity. No punitive action should be taken agaitme child.

Q- I come from a very religious background and fee my responsibility to make
converts to my religion. Am | permitted to do so?
A- No, we ask that this not be your motivation fotunteering. If questions or
discussions come up in the course of volunteermtgted by the clients, you are
free to share. But this should not be your pringogl or motivation for
volunteering.

Q- I have noticed in my course of volunteering tthetotions are offered at the

beginning of some meetings at LSI. Why is it OK dpiritual life activities to happen

there and not with clients?
A- People who volunteer or are employed by LS| dbystheir own choice. A
such, LSI has more latitude in offering spirituée kctivities in staff gatherings.
However, while LSI will freely offer such things dsvotions before staff
meetings, volunteers aminployees will not be required to participate aridl w
not be penalized in any way for choosing not tdipigate. If you prefer not to
participate in things such as prayer or devotidmaeetings please speak to your
supervisor to discuss the most comfortable waydorto decline participation.

Anti-Harassment Policy

LSI strives to provide a work environment that lisgsant, professional, and free from
intimidation, hostility or other offenses which rhignterfere with your work
performance. LSI has zero tolerance for harassofearty sort - verbal, physical, visual.

What is Harassment?

Workplace harassment can take many forms. It mauttes not limited to, words,

signs, offensive jokes, cartoons, pictures, postemail jokes or statements, pranks,
intimidation, physical assaults or contact, or emae. Harassment is not necessarily
sexual in nature. It may also take the form of otleeal activity including derogatory
statements not directed to the targeted individuakaking the place within their hearing.
Other prohibited conduct includes written matesiath as notes, photographs, cartoons,
articles of a harassing or offensive nature, akuoh¢aretaliatory action against an
employee for discussing or making a harassment zonp

Other types of harassment that may be prohibitddwynclude: harassment on the basis
of age, gender, sexual orientation, color, raceedy national origin, ancestry, religious
persuasion, marital status, political belief, phgbor mental disability, pregnancy,
military or veteran status, or retaliation, whidgludes opposing or participating in any
complaint process at the Equal Employment Oppagtu@ommission or other human
rights agency.

Responsibility
Regardless of your position, you are responsibi&éeping our work environment free

of harassment. If you become aware of an incidehamssment, whether by witnessing
the incident or being told of it, yauust report it to your immediate supervisor or the

-12 -



next level of leadership. When agency leadershgoines aware of the existence of
harassment, it is obligated by law to take pronmat @appropriate action, whether or not
the victim wants LSI to do so. If you are not contéible going to your supervisor, please
contact the next level of leadership, the emplagdstions manager, or a member of the
capacity development department.

Reporting
You must immediately report any incidents of hamaesst to your immediate supervisor

or the next level of leadership. Again, if you ag comfortable going to your
supervisor, please contact the next level of lesdpy the employee relations manager, or
a member of the capacity development departmepbnUWeceiving a report of
harassment, an appropriate investigation will comeeeand disciplinary action will be
taken, if appropriate. All reports will be prompthwestigated with due regard for the
privacy of everyone involved. Confidentiality came guaranteed; however, the
information found in the investigation will only lakvulged on a “needs to know basis.”
Any employee/volunteer found to have harassedi@detmployee/volunteer or
subordinate will be subject to severe disciplinaction up to and including termination.
LSI will also take any additional action necesdargppropriately remedy the situation.
Retaliation of any sort by the harasser will notdderated and is subject to disciplinary
action up to and including termination. No adversgloyment action will be taken for
any employee/volunteer making a good faith repballeged harassment.

Sexual Harassment Policy

Statement of Purpose and Scope
LSl is committed to maintaining a work environméee of unlawful discrimination and
harassment, and therefore, has zero tolerancedikplace sexual harassment.

Sexual harassment consists of any unwelcome conabiether verbal, visual or
physical, that is based upon a person’s gendeh Sareduct is unlawful and prohibited
whenever it affects tangible job benefits, unreabbninterferes with an individual’s
work performance, or creates an intimidating, hestr offensive working environment.

Sexual harassment undermines the integrity of t@@/ment relationship. You have
the right to work in an environment free from unsitdd and unwelcome sexual
overtures. LSI will not tolerate any form of gend@sed or sex-based discrimination,
including any kind of sexual harassment againstgmany applicant for employment.
Such discrimination violates federal and state kg the agency’s Sexual Harassment
Policy

Definition
Sexual harassment consists of unwelcome sexuahaésarequests for sexual favors,
and other verbal, visual, and physical conduct e#ual nature whenever:

a. Submission to the conduct is made either inieixplr implicit condition of
volunteering
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b. Submission to or rejection of the conduct isduse the basis for a volunteer
decision affecting the harassed employee; or

c. Harassing conduct unreasonably interferes witblanteer’s work
performance or creates an intimidating, hostileféensive working
environment.

Examples of Conduct Constituting Sexual Harassment
Sexual harassment can involve an almost infiniteetyaof conduct. Such examples
include but are not limited to the following:

a. Unwelcome physical contact with sexual overtpnes

b. Sexually offensive comments such as slurs, jodqeishets, and innuendo;

c. Inappropriate, repeated, or unwelcome sexugtibns, advances, or
propositions;

d. Inappropriate or suggestive comments about angiérson’s physical

appearance, characteristics or dress;

e. Exchanging or offering to exchange any kindropmyment benefit for a
sexual concession, e.g., promising a promotioraigerin exchange for
sexual favors; or

f.  Withdrawing or threatening the withdrawal of akigd of employment benefit
for refusing to grant a sexual favor.

Applicability of Policy

The prohibition against sexual harassment applievéryone — managers, supervisors,
employees, temporary employees, board membersytealts, clients, contractors,
vendors and visitors. LSI will not tolerate sexhatassment of any kind by anyone.

Reporting Sexual Harassment

If you believe you have been sexually harassedshowuld verbally report the incident to
your immediate supervisor. If the harassment ineslyour supervisor, you need to
report the incident directly to the next level eatlership or the capacity development
department.

Complaints of sexual harassment will be investigab®roughly and quickly. Whenever
appropriate, disciplinary action will be taken agsithe harassing party, up to and
including termination. LSI will also take approggaaction to deter further sexual
harassment. You will be advised of the result$efibvestigation and of any action
taken, if appropriate.

You must report any incident of sexual harassmeuntobserve, even if you are not the

target or victim of such harassment. Such repoittdoe handled in the same fashion as
complaints by victims of sexual harassment.
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Confidentiality

Any allegation of sexual harassment brought tcatiention of an immediate supervisor,
leadership staff or capacity development departméhbe promptly investigated.
Confidentiality will be maintained throughout threvestigation process, but cannot be
absolutely guaranteed. Information on the allegatvdl only be divulged on a “needs to
know basis.”

Discipline for Engaging in Sexual Harassment

Any employee/volunteer found to have engaged ircomduct constituting sexual
harassment will be subject to appropriate discglup to and including termination.
Additional action may include: referral to counsgli withholding of a promotion,
reassignment, or temporary suspension without pag-éxempt employees only).

This policy is designed to protect you from sexuamlassment in any way associated with
the workplace or work environment, regardless efittentity or status of the harasser.
Although the agency'’s ability to discipline a nomyoyee harasser may be limited by
the degree of control, if any, that it has overdieged harasser, any employee who
believes that they have been subjected to sexuas$rment should file a complaint and
be assured that appropriate action will be taken.

Protection Against Retaliation

LSI will not in any way retaliate against any emye/volunteer who makes a complaint
of sexual harassment or against any participatitannvestigation, nor will it permit any
supervisor or employee to do so. Retaliation israbgs violation of this sexual
harassment policy and should be reported immegiadely employee/volunteer found to
have retaliated against another employee/voluriteeeporting sexual harassment will
be subject to the same disciplinary action desdrdimve.

Further, any employee who makes an intentiona¢ckless false complaint also will be
subject to the same disciplinary action as desdrdimve.

Ethics Policy

All employees/volunteers will carry out their jolesponsibilities consistent with the
ethical standards expressed in the Mission, Visioth Core Values statements, this Code
of Ethics policy, the Conflict of Interest Policyhe Employee Personnel Policies
Handbook and other codes of professional behaypliGble to specific disciplines or
programs.

Ethical Principles
The following ethical principles shall be reflectiedall agency policies:

1. Understand and attend to the mission, vision ame ealues of LS| as a faith-
centered organization.

2. Conduct oneself in a manner that gives preferempedfessional responsibilities
over personal interests.

3. Create and maintain a work culture that exhibitemmitment to teamwork, life-long
learning and improvement, and adaptation to change.
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4. Create and maintain a work culture that treatstakeholders (suppliers, funders,
customers, clients, employees, volunteers and maimunity members) with
dignity, respect and courteousness.

5. Provide service to customers and clients in a nratinaé avoids discrimination,
insensitivity to cultural or religious differencaad physical or other barriers.

6. When third-party benefits or payments terminate pasner with other providers and
other community resources in an attempt to makengements to meet the
individuals continuing needs.

7. Respond promptly to internal staff and externat@umer and client needs.

8. Represent our capabilities and ourselves in aafairaccurate manner.

9. Conduct all business and corporate transactionsnmpliance with federal, state,
county and municipal laws and regulations.

10.Provide a healthy and safe work environment.

11. Offer equal opportunity for employment, advancemantl continuation of
employment to all qualified individuals and a wetkvironment free from all
unlawful forms of discrimination and harassment.

12.Provide orientation and education about the orgdima’s ethics policy to
employees, volunteers, consultants and advisorgdboambers.

Expected Behaviors

It is not LSI's intention to offer a rigid and dé&al behavioral code for everyone. Instead
it is the expectation that all board members, eyg#s, volunteers, and consultants will
guard and guide their behavior by the followingpiples:

1. Treat all persons with compassion, dignity and eesgemonstrating concern for
their total well being.

2. Communicate in a courteous manner, respecting @aen’s values and opinions.

3. Involve customers and clients in the decisionsndigg their service needs to the
maximum possible degree, utilizing informed conskr@uments where appropriate.

4. Obey all laws and regulations relating to the sswiwe provide and maintain

confidentiality of all privileged information.

Maintain and enhance the financial viability of ggency.

Maintain accurate up-to-date records and coopeviiteinternal and external audits

and investigations.

7. Promote a positive public image and understandingral loyalty to, the entire
agency and all its work.

8. Avoid any behavior that would violate conflict ofterest policies.

9. Adhere to the Code of Ethics of one’s individuadfession.

oo

Reporting Violations

All employees, board members, consultants, andnte&rs must adhere to this Code of
Ethics and related policies and procedures. Supawiare responsible for ensuring
employees and volunteers are aware of and compiytthe policy.

1. Employees are expected to report any suspecteatianlof the Code of Ethics to
their immediate supervisor. Under no circumstanagésany employee reporting
such information be penalized or suffer reprisils a violation of this policy to
initiate or encourage reprisal action against anpleyee or any other person who in
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good faith reports known or suspected violatiorsl will make every effort to treat
such reports confidentially.

2. Violations of the Code of Ethics may result in gidioary action. Employees will be
informed of the allegations against them and wallgoven an opportunity to respond
before any final disciplinary action is taken.

3. LSl reserves the right to amend this Code of Ethica/hole or in part, at any time
and solely at its discretion.

Disciplinary Policy

It is agency policy to implement disciplinary prdcees if you have not adhered to
agency policies, practices and procedures or havparformed your responsibilities at
an acceptable level. Under normal circumstancéslite intent of the agency to allow
you “fair warning” and the opportunity to improvenformance or behavior and thereby
avoid possible suspension or termination of volenpgacement. However, LSI retains
the right to bypass all intermediate forms of gioe and termination for policy
violation, unsatisfactory conduct or other inappraje conduct when LSI deems such
action necessary or warranted.

Volunteer Consultation

Prior to formal disciplinary action, a volunteerymaceive a Volunteer Consultation (fair
warning). This is a written review with a voluntéer the purpose of identifying an
issue or concern related to the volunteer’s jolbgperance or conduct and to establish a
plan for corrective action. A record is maintainedhe volunteer file and a copy is
given to the volunteer.

Written Disciplinary Notice

If the severity of the problem warrants or othemective action has failed, the
supervisor may implement a written disciplinaryioet This is a formal discussion
between the supervisor and volunteer, and is dooteden a Performance Improvement
Plan.

The written disciplinary notice will indicate that, time and place of meeting, problem
or undesirable behavior identified by the supenyifite corrective action plan expected
and timelines for correcting the problem. Both ¢émeployee/volunteer and the
supervisor acknowledge that the meeting took pdexcewhat was discussed by signing
and dating the form. A record is maintained intbkinteer file and a copy is given to
the volunteer.

The disciplinary form used for written disciplinamptices does not require the volunteer
to agree that he/she committed an offense warigudistipline, but does indicate receipt
of the document.

Termination

If the severity of the problem warrants or othenie of disciplinary action have failed,
the supervisor may terminate a volunteer.
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Grievance Policy

LSI strives to provide a pleasant working environin&he agency strongly endorses an
“open door” policy in handling any work related plems or concerns volunteers may
have. You are encouraged to discuss with your sigmeranything that may be of
concern to you. Even if an issue seems “minorshiuld be discussed in the hope it can
be resolved before becoming a major issue. Uswally; supervisor is the closest to the
problem situation, and therefore, is in the besitpmmn to resolve it.

Problems, large or small, can best be resolved whempresented in a professional, calm
manner. You should inform your supervisor of ygpedfic concern and ask for a time to
talk about it. If the situation is not satisfaclpriesolved with your supervisor, you may,
in consultation with the capacity development depant, take your concern through the
normal chain of command up to and including thesiélent/CEO.

Grievance reviews beyond your supervisor requipaciy development involvement
and should be submitted to the next level of mamesge in writing, and within 15 days

of the occurrence causing the complaint or witlsrdays of response from immediate
supervisor, whichever is later. You should conthetcapacity development department
for information regarding procedures. You will nadhy receive a written response to the
written complaint within 15 days.

Volunteer Absenteeism Policy

LSI's success is dependent upon providing quahang @nd service to families we serve.
Volunteers are expected to be at their placemehieat scheduled time. Absences and/or
tardiness can be disruptive, and can place anrumiailen on the Agency as well as your
co-workers. Therefore, your regular and promptatsace is essential to meeting the
Agency’s objectives.

Absence

Absences may be caused by conditions over whichmeyior may not have control.
Each incident of absenteeism will be evaluated®own merit by your immediate
supervisor.

Advance Notice

If you know you will be unable to work all or part your scheduled work day, your
immediate supervisor must be notified at the estrl@ssibility and within the time
designated within their program, stating the redsothe absence.

You must personallycall your immediate supervisor (or leave a teleghoumber
where your supervisor can reach you), unless yeplaysically unable to call due to an
emergency, in which case another person may ngifly supervisor as soon as possible.

Lack of Notification
If you are absent three (3) consecutive work daiflsout providing proper notification,
you will be considered to have voluntarily relinsjued your volunteer position.

Tardiness
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Tardiness is defined as being late: at the beginafryour scheduled volunteer time,
following lunch or break periods, as well as legvprior to the end of your scheduled
volunteering time.

Consistent with business necessity and/or depattarehclient needs, individual
departments may adopt absence, tardiness andcatitifi procedures different than the
agency'’s general policy if it will help support tbelivery of service. You should contact
your supervisor for information regarding your depeent’s policy.

Violation of these procedures may result in disogaly action, up to and including
termination of volunteer placement.

Solicitation Policy

Solicitations by employees/volunteers for contribig, sale of merchandise, or
membership in clubs or organizations, circulatibpetitions, and all other forms of
solicitations by employees/volunteers are prohibdaring work time. Distribution of
literature of any kind by employees/volunteersrishibited during work time and during
non-working time in working areas. Working timeedanot include approved breaks.
Distribution of literature of any kind and/or satations of any kind by non-employees is
prohibited at any time on Agency property.

Also prohibited is the posting, without specifiqgpapval, of notices or signs or writing in
any form on Agency property, including bulletin bds, or the removal of approved
notices without specific approval.

Solicitation and distribution are prohibited attathes in LSI's working areas for any
purpose other than supporting LSI-sanctioned fumsifng opportunities.

Tobacco Free Workplace

Lutheran Services in lowa (LSI) is committed toitgkall practical measures to create a
safe and healthy work environment for all employeéents, visitors, and volunteers. To
further this goal, LS| has established a tobacee-tworkplace policy. Smoking and the
use of smokeless tobacco products (i.e. chewinactabor snuff) is prohibited in all LSI
grounds, buildings, and vehicles, owned or leagedd. LSI staff are also prohibited
from smoking and/or using smokeless tobacco whillé presence clients who receive
services.

This policy relies on the consideration and coopeneof both tobacco users and non-
tobacco users. It is the responsibility of all niems of the LS| community to support the
policy and to ask any individuals who are obsemgidg tobacco on the grounds of LSI
to stop using tobacco immediately and report tHepweiolation to supervisory staff.

Any employee found to be in violation of this pglicncluding failure to report tobacco

use violations, will be subject to disciplinaryiactin accordance with the LSI's
Discipline Policy.

-19 -



Alcohol & Substance Abuse Policy

LSI prohibits at all times the unlawful manufactusale, distribution, use, dispensation,
receipt, transportation or possession of illegabdror unauthorized control substances
on the agency’s premises or while engaged in LSinass off the premises. Further, it is
a violation of LSI's policy for anyone to engagework for the LSI or to report to work

in any impaired or intoxicated condition or undee tnfluence of alcohol, drugs or illegal
substances.

This policy applies to all employees and tempoxaoykers of LS| as well as to all
consultants, vendors, volunteers, Board membero#rat individuals providing services
to the agency at any time on the premises or vamgaged in agency business.

Violence in the Workplace

Lutheran Services in lowa is committed to providingafe and secure environment to its
volunteers, employees and the public we serve. atdecommitted to working with our
volunteers and employees to maintain a work enum@mt free from acts of violence,
threats of violence, harassment, intimidation,dtersing behavior, or any related conduct
which disrupts another’'s work performance or thgaoization’s ability to execute its
mission.

Any person who makes threats, exhibits threatehettavior or intimidation, or engages

in violent acts on Lutheran Services in lowa owoedeased property may be removed
from the premises pending the outcome of an ingastin. Threats, threatening

behavior, or other acts of violence executed op@ny not owned or leased by Lutheran
Services in lowa, but directed toward organizatiolunteers, employees or members of
the public while conducting Lutheran Services iwdobusiness, is a violation of this

policy. Such off-site threats include but are Inoited to threats made via the telephone,
fax, electronic or conventional mail, or any othemmunication medium.

VOLUNTEER JOB DESCRIPTIONS

Job Descriptions
LSl is committed to ensuring that a job descrip#xists for each unique position in the
agency.

The purpose of the job description is to descriEbawith regard to its major duties and
responsibilities; its relationship to other jobsdado define the qualifications for the job.
Specifically, job descriptions provide:

Information regarding duties and qualifications éige in the recruitment and
selection process.

A resource for completing performance evaluations.

A training aid for volunteers and supervisors.

A performance improvement tool for volunteers anplesvisors.

A basis for classification of positions into thergmensation system.
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Assistance in determining compliance with governtaleregulations and
accreditation standards.

Job descriptions are reviewed annually during #méopmance evaluation process to
ensure they accurately reflect job duties and fjoations necessary to perform the job.
In addition, job descriptions are reviewed prioréoruitment and selection efforts for a
vacant position or whenever there have been sagmfichanges in the job.

Newly created, reviewed or revised job descriptiaiisbe reviewed by the appropriate
supervisor and forwarded to the capacity developmepartment for final review and
approval.

The Manager of Employee Relations will approvenallv and/or revised job descriptions
to ensure they are formatted consistently througtieiagency.

The supervisor is responsible for ensuring all mbants receive a copy of the revised
job description.

Volunteer Assessments

While you are urged to discuss your performancegamadls with your supervisor
informally on a regular basis, your immediate suer will schedule a formal
performance appraisal discussion with you at lease a year, during the month of your
start date anniversary. All new volunteers recayerformance appraisal and review of
their performance from their immediate supervisoicompletion of their first 90 days of
service.

Performance reviews are comprised of several elenand are formatted to be a
collaborative discussion between the supervisonatghteer, including:

Self-evaluation of strengths, areas for improvenagit competency
development;

Evaluation by manager of strengths, areas for ingmrent and competency
development;

Goals for a specific time period, including competedevelopment &
professional growth;

Review of previous goals and benchmarks.
The supervisor will complete the performance evanaorm. A copy of the signed

performance evaluation will be given to the vol@ntat the completion of the evaluation.
The original evaluation will be placed in your voteer file.
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RULES & REGULATIONS

Ethical Standards

LSI has an excellent reputation for conducting lausiness activities with integrity,
fairness and in accordance with the highest etsiizaddards. You may enjoy the benefits
of our reputation and are obligated to uphold gwery business activity. If, at anytime,
you have any doubt as to the ethical standarde attvity that may compromise the
company’s reputation, you are urged to discusstht your supervisor. If not satisfied,
you may request a discussion with capacity deveéoynin which your supervisor may
be present.

Conflict of Interest

The intent of this policy is to help Lutheran Sees in lowa (LSI) identify and avoid
situations that create an actual or perceived bt interest by employees, volunteers,
interns, advisory committee members or consultdrts group of people must avoid
any situation that involves or may involve a castfhetween their personal interest and
the interest of LSI. As in all other facets ofitrauties, dealing with clients, suppliers,
contractors, competitors or any person doing okiageo do business with LSI, are to
act in the best interest of LSI. Employees, vaens, interns, advisory committee
members, and consultants must maintain the highastlards of ethical behavior,
integrity, and public responsibility. Actual, potial and/or perceived conflicts of
interest may damage LSI’s reputation and must boé&lad.

LSI recognizes that a balance must exist betweek amd personal outside interests.
However, if employees/volunteers become associaitdan activity that conflicts with
the agency’s interest or has a negative affect®Fslreputation, they have created a
conflict of interest and consequences may occuownd including termination. This
would include “dual relationships”, i.e. any typerelationship that goes beyond the
boundaries of a professional client relationship.

Any work outside LS| may be permitted, includindfsamployment, provided

employees seek consultation and approval from timgirediate supervisor and there is
no conflict with the nature, quality or quantitytbe work they perform for the agency or
with the services the agency performs. On occasiomloyees/volunteers may be asked
to represent LS| and serve as a consultant, spelakiger, etc., and receive honorariums
or fees for their work. Their immediate supervisasst approve such consulting
arrangements or speaking engagements in advano@al any fee or honorarium

paid will be given to LSI to support their missiand services.

Potential Examples of Conflicts of Interest

The following are examples that would be considpotntial conflict of interest. This
list is not intended to be all-inclusive, but mgrillustrations of conflict of interests and
dual relationships:

Participating in an activity that violates any fealestate, or local law or that
violates any regulation to which the agency is sclyj
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Working for another agency doing similar or the samork that LSI provides
where any of the following arises: the other ages@ competitor; conflicts with
attendance based on hours worked; or work perfoceanadversely affected;
Engaging a client as a personal employee or bened by a client thus engaging
the client as an employer;

Engaging a client in activities which would nornyabe considered part of a
friendship, such as going out to dinner or to aeainment activity when such
activities are not part of a casework plan;

Engaging in another professional relationship \aitly client with whom the
employee works;

Pursuing foster or adoptive placement for a chilgemployee works with or has
worked with while being employed by LSI;

Employees may not accept gifts from clients, doporstakeholders of the
organization for personal use;

Accepting substantial gifts ($25 or more) from pgrtwho currently do business
with the agency or who have expressed a desiredorbe associated with the
agency;

Making or accepting payment or other consideraitioexchange for referrals;
Working without agency authority in such a way@#hibit agency referrals for
similar work;

Being in a position to influence a decision thatymesult in a personal gain for
yourself or for a relative as a result of LS| besis dealings;

Receiving or providing preferential treatment bessaaf LS| employment.

Annual Disclosure

To help identify any real or potential conflictsinferest, it is necessary for every
employee/volunteer to provide an annual statemethinong specific relationships and
situations. This disclosure includes any and adliess relationships that that each
employee/volunteer has outside of their LS| emplegtn New hires/volunteers will sign
the disclosure with their volunteer paperwork. Vbtinteer's supervisor will be
responsible for obtaining the annual disclosureafbvolunteers.

Guidelines for Conduct

Every organization requires a set of rules sotti@agroup as a whole may operate
smoothly and safely to accomplish its goals. Thigarticularly so at LSI, where any
failure to adhere to high standards of conduct affgct the well being of residents and
customers. Because the safety and comfort of emergepends on these rules, violators
may be subject to discipline up to and includingnieation. We expect that you will
refrain from displaying any of the following act®nrhis list is not intended to be all
inclusive:

Abuse, mistreatment, or threatening of a customanother employee/volunteer,
in either a physical, verbal, or psychological mamn

Falsification of your application or other records

Falsification of client records
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Insubordination

Using foul and/or abusive language

Accepting or engaging in any outside employmenhwaitompetitor of LSI or
conducting or attempting to conduct any outsider®ss while on LSI’'s premises
or business

Smoking in any unauthorized area

Sleeping on the job during your working hours
Soliciting tips or gratuities from customers oritoss

Disregard of your appearance, uniform, dress asqreal hygiene
Dishonesty

Commission of a crime

Violation of any and all safety rules

Immoral, indecent or disorderly conduct of any matwr lending money for
interest during work related activities

Unauthorized use and/or possession of narcoticgetaus drugs, intoxicating
beverages or substances, or being under the ifuehintoxicants or drugs on
premises or during working hours

Threatening, intimidating, coercing or fighting tvianother employee or a
customer by word or deed, whether on or off LSFampises

Any discourtesy, unkindness or impatience with @ongtrs or with any member of
the public visiting LSI.

Possession of firearms or any other type of weaytte on LS| property
Creating or contributing to unsafe or unsanitanydittons by act or omission

Unauthorized possession of property belonging th @Sanother
employee/volunteer or of a customer or visitor & L

Failure to follow the rules concerning solicitatiand/or distribution of literature

Unauthorized possession, use, copying or readih@bt$ records, or disclosure
of information contained in such records to unat#ea persons

Poor attitude or disrespect to management, yousrsigor, the customers or
visitors to LS|
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Any act of misconduct, incompetence, or any violatf the
Employee/Volunteer Handbook which may, in manageisaole discretion, be
grounds for disciplinary action and or terminatafremployment

Misuse of company electronic equipment, i.e., esiwespersonal use of the
Internet, downloading inappropriate websites, etc.

Although LSl is very serious about the adoption antbrcement of these conduct rules
they should not be considered an employment cantt&t reserves the right to maintain
flexibility in the workplace.

Non-Disclosure of Confidential Information

LSl is regulated by HIPAA (Health Information Pdsiisty and Accountability Act). In
the course of your employment/volunteer placemetit aS1, you may see confidential
information such as customer lists and proposal¥/oa other financial information.
Misuse of or unauthorized gathering of customea dady result in disciplinary action,
up to and including termination.

Any LSI employee, contracted staff, student or ntder who believes that a breach of
confidentiality has occurred should immediatelyarphe incident in writing to their
supervisor or the capacity development departmetReport of Possible
Inappropriate/Accidental use or Disclosure of Pl Informatiorform. Failure to
report a breach of confidentiality or failure tchade to any portion of the release of
information procedure may result in disciplinaryiae, up to and including termination.

Background Checks

All employees/volunteers are subject to criminatdry checks, founded child and/or
dependent adult abuse checks and motor vehicletreipecks before hire. Random
checks may be conducted at any time while emplayeldSI.

Due to the nature of the services LSI providess, ilnportant that the agency be advised
of all arrests, convictions and/or investigations. OWI, child abuse) that may have an
impact on our services. Therefore, it is the pob€y. S| that you immediately report all
relevant arrests, convictions, investigations arzsequent findings to your immediate
supervisor. If you are unsure of the relevanceetsic circumstances, you may seek
guidance from the capacity development departmeaort o notifying your supervisor.
Confidentiality will be maintained to the maximumtent possible.

Dress Code

Our work and how we present ourselves is a diedtgation of LSI. As an
employee/volunteer of LSI, you are expected tosleagl groom in accordance with
accepted social and business standards, particifigdur job involves dealing with
customers and visitors.

The areas outlined below are agency-wide guidelines

You are expected to provide a neat, acceptablegsafnal appearance at all
times during working hours. Clothing should be olead in good repair.
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Clothing which displays or makes reference to abtotirugs, sexual innuendo,
tobacco, violence, profanity, political sentimenpersons/characters associated
with the aforementioned, either in picture or woidsot allowed.

Jeans are allowed if appropriate for your work.

In order to ensure client and employee/voluntefatgan the workplace, different work
areas may require more specific dress codes winahsupervisor will explain. The

dress code standards apply during working hoursadrech you are representing the
organization within the community. If your supexigperceives your appearance to be
inappropriate according to the dress code, he/shesand you home to change. You will
not be compensated for this time away from the @imtinued instances of unacceptable
appearance may result in disciplinary action, uartd including termination.

Use of Agency Equipment

Upon volunteer placement, you will have accessatious supplies and other company
equipment for the use of performing job functioffcently and effectively. You are
responsible for the general condition of issuech#@and any unauthorized use, misuse,
abuse, personal use, or breach of security or @emtiality may result in disciplinary
action up to and including termination.

You are expected to help ensure proper functioafreguipment and must not
intentionally mistreat or damage equipment. Youtaneport any malfunctioning
equipment to your immediate supervisor to ensuopgrrepair. You may be held
responsible for any damage to company propertywfoch you are accountable. You are
not to use unauthorized codes, passwords or oteangto gain access to information on
equipment issued to others.

Telephone, Voice Mail and Fax Machines
The telephone and voice mail systems (where ajipétare provided to you for
the purpose of conducting business.

Phone calls of a personal nature should be keptaimum and personal calls
which are long distance are not permitted.

Any use of the voice mail system or phone systetrattsmit or obtain offensive
or sexually explicit material is strictly prohibiteThis provision will be enforced
in conjunction with LSI's harassment policy.

Drivers License and Insurability Requirements

If your position has driving responsibilities, weaynprovide you with the use of an
agency owned vehicle, you may be required to use gersonal vehicle, or you may be
required to drive an agency owned vehicle. SomepdSitions require a valid
chauffeur’s license in order to meet the respohsés of the position. All drivers must
be at least 18 years of age, possess a valid trike@nse and have a satisfactory driving
record that will allow insurability. You are reqed to provide a copy of your driver’s
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license and LSI may run a motor vehicle reportialgate your insurability.
Additionally, a current copy of your auto insurarmdicy reflecting the minimum
coverage requirements must be sent to the Opesatiamager where it will added to
your personnel file.

Primary Driver Classification Requirements

Any employee/volunteer with a position that regsiideiving as a primary function of
his/her position to provide service to clients andfansport clients will have a primary
driver classification.Employees/Volunteers who have this classificatrarst have a
valid driver’s license and be insurable, or thell e terminated from their position.
Employees/Volunteers in this classification usingit own personal vehicle are required
to carry personal vehicle insurance coverage o0¥I0D each person, $300,000 each
incident, and $50,000 property coverage, i.e. 1I@W$300,000/$50,000. Any
employee in a position with this primary driversddication that chooses not to obtain
the minimum amounts of required insurance covesaageutlined above will be
terminated.

Reporting Requirements

Drivers are required to report and complete an @geritical incident form, within 24
hours, for all moving violations occurring whilerfiming agency business regardless
of whether they occur while using the company viehic while using the
employee’s/volunteer’s personal vehicle for compase.

Employees/Volunteers who have been approved te @wme required to inform LSI of
any incidents that may affect either their legapbysical ability to drive or to remain
insured.

Vehicle Operation

Drivers may only carry authorized business-relgassengers while conducting agency
business. All drivers and passengers are requirackar safety belts at all times, obey all
laws, regulations and policies pertaining to vehmperation while driving on company
business.

LSI will periodically review the driving records afl drivers of company vehicles. LSI
also reserves the right to take corrective actoterminate drivers for any unsafe,
reckless, or improper driving habits, whether arthey result in a citation or accident.
LS| maintains liability insurance for protectionashd a claim be directed against the
agency.

General Employee/Volunteer Safety

LSl is committed to the safety and health of albésgees/volunteers and recognizes the
need to comply with regulations governing injurylatcident prevention and
employee/volunteer safety. Maintaining a safe warkironment requires the continuous
cooperation and monitoring by all employees/volarge
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LSI will maintain safety and health practices cetemt with the needs of our industry. If
you are ever in doubt about how to safely perforjobaplease ask your supervisor for
assistance. Any suspected unsafe conditions amgjuailes that occur on the job must be
reported within 24 hours. Compliance with thesetsafules is considered a condition of
employment. It is a requirement that each supervisake the safety of
employees/volunteers an integral part of her/hgsilee management functions. It is the
responsibility of each employee/volunteer to aceeyt follow established safety
regulations and procedures. Failure to do so wsdult in termination.

Reporting Safety Issues

All accidents, injuries, potential safety hazasidety suggestions and health and safety
related issues must be reported to your immedigiersisor within 24 hours. If you or
another employee/volunteer is injured, you shouoldgtact outside emergency response
agencies, if needed. If an injury does not requieglical attention, a First Report of
Injury Form must still be completed within 24 hounscase medical treatment is later
needed and to insure that any existing safety dazae corrected.

SEPARATION OF VOLUNTEERING

Agency Property

It is the policy of and a condition of volunteerimgth LSI that any and all materials of
any sort and in whatever form (including all copsésuch materials) relating in any way
to the agency’s business and in any way obtainegbbiyduring the period of volunteer
placement with LSI, remain the property of the agyeland must be returned upon
request, or immediately without request when plaa@rends for any reason. This would
include telephone calling cards or access inforomattredit cards, keys, codes and
passwords, as well as any correspondence, writtsnaranda, books, records,
notebooks, and any information about the agencglating in any way to the agency’s
business or operations, whether prepared by theidul or others.

Advance Notice and Documentation
To encourage you to provide advance notice of yatent to end your volunteer
relationship, LSI will classify as “in good standirany departure in which you have:

turned in, completed, to your supervisor, on oobethe last day of work, all
documentation (e.g., case notes, time recordg,etpected of you;

turned in to your supervisor all of the agency’sparty; and
given your immediate supervisor “sufficient advanogice.”

For purposes of this policy, “sufficient advanceioe’ is:

fourteen (14) calendar days.
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YOUR HANDBOOK

This handbook is designed to be a summary of gajgrocedures, and practices as they
apply to you and are specifically intended to se&xv@ guide for you to perform your
work. Although this handbook is not a contractemdl document, it does provide a
working guide for use in understanding and applyinticies and practices.

Often circumstances may arise requiring chang#seipolicies, practices and benefits
described in this manual. Accordingly, LSI resertlesright to amend the contents as it
deems appropriate.

Should any provision in this Volunteer Handbookidnend to be unenforceable or
invalid, such finding does not invalidate the emtitandbook, but only that particular
provision. This Handbook replaces and supersedearahall other LSI Volunteer
Handbooks. When changes are made, they will be conuated as soon as possible
directly to you or through your supervisor.

FORMS

LS| VOLUNTEER
NOTICE OF PRIVACY PRACTICES (HIPAA)

THIS NOTICE DESCRIBES HOW INFORMATION ABOUT YOU MAYBE USED
AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS FORMATION.
PLEASE REVIEW IT CAREFULLY.

Protected Information. While working with LSI, information regarding your
medical history, treatment, social history and otesues including payment for services
may be created or received by us. Information tvlcen be used to identify you relating
to your medical care or payment for your medicaéda protected by state and federal
law ("Protected Health Information or Protectecohnfiation™).

Your Rights. Federal law grants you certain rights with respegour Protected
Information. Specifically, you have the right to:

Receive notice of our policies and procedures iggryour Protected
Information;

Request that certain uses of your Protected Infoom&e limited; but we
have the right to refuse your request;
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Access to your Protected Information; but the retjo@ust be in writing
and may be denied in certain limited situations;

Request that your Protected Health InformationHzenged;

Obtain an accounting of certain disclosures byfugaor Protected Health
Information for the past six years;

Revoke in writing any prior authorizations for uwedisclosure of
Protected Information, except to the extent thtibadas already been
taken; and

Request communications of your Protected Infornmagiee done by
reasonable alternative means or at alternativdiotasuch as by e-mail.

Our Responsibilities Federal law also imposes certain obligationsdurites
upon LSS with respect to your Protected Informati@pecifically, we are required to:

Provide you with notice of our legal duties and’s$lolicies regarding
the use and disclosure of your Protected Informatio

Maintain the confidentiality of your Protected Infeation in accordance
with state and federal law and LSI’s policies;

Review your requested limits regarding the usedisclosure of your
Protected Information and inform you if these riestins will be used;

Allow you to inspect and copy your Protected Heé#lfiormation in the
presence of LSI staff as designated by LSI duringregular business
hours pursuant to any legal restrictions. Thisasanay be limited based
on various factors including the type of informati@quested and if the
information involves someone other than you;

Act on your request to amend Protected Health in&tion within sixty
(60) days and notify you of any delay which wouduire us to extend
the deadline by the permitted thirty (30) day esten. Although this
does not guarantee that amendment will occur. wilbtetermine in its
sole discretion if the amendment is appropriate;

Accommodate reasonable requests to communicated®dtinformation
by alternative means or methods; and

Abide by the terms of this notice.
How Your Protected Information May be Used and Dislosed Generally,

your Protected Information may be used and disdéseprovision of services,
treatment, payment or for running LSI, or as reegiby law. Protected information
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maybe shared/forwarded in person, on the phonmaly fax, electronically or other
available means. This includes a variety of aneelsiding but not limited to the
administration of our health care plan or otherdfigs, workers compensation
information, insurance or FSA payments and emengantfication of others.

Important Contact Information. This notice has been provided to you as a
summary of how we will use your Protected Inforroatand your rights with respect to
your Protected Information. If you have any quasior for more information regarding
your Protected Information, please contact Dan Ddhe Des Moines corporate office
of Lutheran Services in lowa.

If you believe your privacy rights have been viety you may file a complaint
with our office by contacting Dan Dean at the Desids corporate office of Lutheran
Services in lowa. You may also file a complainthnthe Secretary of Health and Human
Services by internet access at www.hhs.gov. Thét®e no retaliation for the filing of
a complaint.

Effective Date and Revisions.This notice becomes effective on April 14, 2003.
Please note, we reserve the right to revise thisenat any time. Should we revise this
notice; the revised notice will be posted at thmlmffice. In addition, a current copy of
our notice of privacy practices may be obtaineadytacting our Human Resources
department.

CONFIDENTIALITY STATEMENT

Every volunteer of Lutheran Services in lowa haslligation to keep in confidence all
information that pertains to the people we seri/ke private lives and business of our
clients, employees and volunteers are not to beated or discussed with any
unauthorized persons.

In addition, the protection of confidential busises intellectual property is vital to the
interests and success of Lutheran Services in Idvech confidential information
includes, but is not limited to marketing stratsgi@dvancement plans, financial
information, compensation data, technological data, pending projects and proposals.

Volunteers who improperly use or disclose configdmhformation will be subject to
disciplinary action, up to and including terminati@ven if they do not actually benefit
from the disclosed information.

LS| VOLUNTEER
CONFLICT OF INTEREST

Every volunteer of Lutheran Services in lowa haglligation to keep in confidence all
information that pertains to the people we sefi/ke private lives and business of our
clients, employees and volunteers are not to beated or discussed with any
unauthorized persons.
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In addition, the protection of confidential busises intellectual property is vital to the
interests and success of Lutheran Services in Idvech confidential information
includes, but is not limited to marketing stratsgi@dvancement plans, financial
information, compensation data, technological data, pending projects and proposals.

Volunteers who improperly use or disclose configdmhformation will be subject to
disciplinary action, up to and including terminati@ven if they do not actually benefit
from the disclosed information.

LS| VOLUNTEER
USE OF AGENCY EQUIPMENT AND ELECTRONIC
COMMUNICATION SYSTEMS

Upon employment, you will be given access to vaib8| equipment, property, and
supplies to help you perform job functions effidlgrand effectively. You are
responsible for the general condition of issuesh#@nd any unauthorized use, misuse,
abuse, personal use, or breach of security or @emtiality may result in disciplinary
action up to and including termination.

Examples of agency equipment/property include doeitnot limited to: keys, ID badges,
vehicles, car seats, lap tops, phones and cellgsh@ameras, fax machines, copiers,
electronic communication systems, computers, ieteermail, desks, office space,
buildings, etc.

ID Badges
For reasons relating to identity and safety, LSué&s identification badges to all staff,

volunteers, observers, contractors, agency temypwararkers, and consultants. The use
of identification badges provides reliable and colf¢d identification, controlled access
to agency property, displays credentials and Bkl of staff members, and confirms the
presence of authorized personnel. 1D badgesharproperty of LSI and must be
returned when employment ends.

Employees must display their badges at all timEsose reporting to work without a

valid ID badge will be issued a “Visitor” badge fitve duration of their work shift.
Continuous failure to display a valid ID badge nsapject you to disciplinary action.

LSI provides an ID badge free of charge upon empkayt. If an ID badge is lost, stolen,
abused, or damaged, it must immediately be repootgdur supervisor. In most cases, a
replacement fee of $10.00 will be charged.

Keys
Upon employment, you may be issued key(s) for acte&SI property. It is your

responsibility to use these keys for your own bessarelated purpose and not give them
to anyone else to use. Loss of key(s) may subpacty disciplinary action.
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Key(s) are issued free of charge upon employmHrkey(s) are lost, stolen, abused or
damaged, it must immediately be reported to yopestisor. In most cases, a
replacement fee of $25.00 will be charged.

Upon resignation or termination, it is your resgbilisy to return all key(s) to your
supervisor before your last day of employmentthéf key(s) are not returned before the
last day of employment, LSI reserves the right tilvimold any unpaid Paid Time Off
(PTO) pay-out that you might otherwise be eligitalie

Vehicles

Agency vehicles are provided for business-relats] primarily for transporting clients
and travel between sites. If your position hasgidg responsibilities you may be asked

to drive an agency vehicle or you may be requicedse your own vehicle. All drivers
must be at least 18 years of age, possess a valal’d license, have a satisfactory
driving record that allows insurability, and capgrsonal vehicle insurance coverage that
meets agency requirements. Additionally, sométipas require a valid chauffeur’s
license.

Drivers must carry only authorized business-relg@i@&ssengers while conducting agency
business. All drivers and passengers are reqtorecar safety belts at all times, obey
all laws, regulations, and policies pertaining éhicle operation. Take care to keep the
vehicle free of interior debris. Ensure the gaktia near FULL or on FULL for the next
user. Report any malfunctions or needed repaiystio local Operations Manager
immediately.

Within 24 hours of occurrence, drivers are requiteteport all moving violations that
occur while performing agency business regardlésgether they occurred while using
an agency vehicle or while using the employee’sqmal vehicle for company use.

Unsafe, reckless, or improper driving habits mayjett you to disciplinary action up to
and including termination.

Electronic Communication Systems

All equipment, network traffic, electronic commuaion systems, and all messages
generated on or handled by electronic communicaystems, including back-up copies,
are considered to be the property of Lutheran $esvin lowa and are not the property of
users of the electronic communication systems.

Users expressly waive any right of privacy in aimygithey create, store, send or receive
on LSI's network.

The Information Technology Department (IT) maintaam inventory database of all
equipment specific to their locations, includingfsand/or outlets that equipment may
be connected toUnder no circumstances is equipment to be moved (lstaff or other
personnel) without prior approval from the IT Department.

You are expected to help ensure proper functioafreguipment and must not
intentionally mistreat or damage equipment. Youtaneport any malfunctioning
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equipment to your immediate supervisor to ensuopgrrepair. You may be held
responsible for any damage to company propertywfoch you are accountable. You are
not to use unauthorized codes, passwords or othangto gain access to information on
equipment issued to others.

Telephone, Voice Mail and Fax Machines

The telephone and voice mail systems (where apgpétare provided to you for the
purpose of conducting business. Phone calls efsopal nature should be kept to a
minimum and personal calls which are long distaareenot permitted.

Any use of the voice mail system or phone systetnatesmit or obtain offensive or
sexually explicit material is strictly prohibitedhis provision will be enforced in
conjunction with LSI's harassment policy.

Computers, Internet, E-Mail
You are prohibited from downloading materials and#stalling software without prior
approval from the information technology department

Any use of the computer, Internet or e-mail to $rart or obtain offensive or sexually
explicit material is strictly prohibited. This prgion will be enforced in conjunction with
LSI's harassment policy.

Use of the Internet and e-mail for non-businesp@sks is permissible, as long as it is
not abused and does not interfere with the perfoomaf job duties.

You should use caution in transmitting any configednnformation over the Internet or
via e-mail. This includes, but is not limited t@rk account information, credit card
numbers, financial information or any other confitial information regarding LSI, its
clients or employees.

Personal Equipment
Personnel equipment (lap tops, PDASs, cell phonest mot be plugged directly into
LSI's network.

Passwords
Employees shall not disclose their computer, vaied or other passwords to others,
with the exception of the Information Technologypddment staff.

To ensure the use of e-mail, Internet and phoneesygsare consistent with LS| business
interests authorized personnel of LSI may monitarewiew the use of this equipment
from time to time.

SIGNATURE SHEET
After reading the information on pages 24-29, yallilve asked to read, initial and sign
the Signature Sheet before you begin to volunteefa
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Volunteer2

Volunteer2 is the volunteer management software that carséd to log volunteer hours,
manage activities and groups, maintain updatedweér contact information, and communicate
with volunteer coordinators. When you complete alne application to volunteer, you are
creating an account in this system.

To access your account goviavw.myvolunteerpage.co@nd log in using your username and
password.

If you do not know your username and/or passwavd{act your volunteer coordinator or Dawn
Elliott at Dawn.Elliott@Isiowa.orgor 515-271-7383 for assistance.

2} myVYolunteerPage.com - Microsoft Internet Explorer =171
File Edit View Favorites Tools  Help | l.;'
S B L ’ 3 PR — [
eBack ML > B \i"] \ELI {al ‘ /- Search \I_./\(_-‘ Favarites Q‘E U7 i - _,| @? ﬁ
Address I@ https: jiweb.volunteer 2 .com/Public/LoginYolunkesrLogin, aspx j Go | Links
-

powered oy #1)VolunteerPage.com

Welcome to MyVolunteerPage.com LOOKING FOR WAYS TO ALREADY REGISTERED?
Now you have a direct digital link to the VOLUNTEER? Tolog in 3= & volurtesr for & particular
organizations where you volunteer. fou ofganization of to access your

Tao learn mare ahout volunteering inyour
cammunity, fill inyaur town ar city name
and click "Search". You do not need a

can use MwiolunteerFPage.com to update
yaur contact infarmation, sign up for news

personal prafile, type in your
uzername and passwoard and click

valunteer activities, wiew your wolunteer "Login Mow".
schedule, 1etthe Yolunteer Manager know S Al Eﬁﬁmg;ﬂ IniseaEia
when you are available and log yaur e :
wolunteer hours. Welcome to a new age of Enter a town or city name USERNAME:
comrmunications between volunteers and I |johnnysmith
valunteer arganizations.
s and select your country PASSWORD!
Privacy Policy " BERMUDA  CANADA © USA [eoneecanaes]
Information contained here is only visible to Forgot your password?
yau and the specific organization{s) yau Click herg! —

valunteer for. [twill not be disclosed to any

other pary nor used for any other purpose.

Click here to view the complete
olunteerPage.com priva olicy.

l_ REMEMEBER MY USERNAME

About the volunteer software that we use. S ;l
|&] one I_I_I_I_E|° Internet
Start I@my\folunteerpage.co... @DocumentZ - Microsoft ', .. | I/ | @ 2:58 PM

After you log in, you will arrive at your homepagich will display four tabsMy
Profile, My Activities, My Hours Log, andMy Groups as well as a Welcome message
from your site’s volunteer coordinator.
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My Profile

On thiscontact info tab you can add new contact information or edistaxg
information. Theadditional info tab contains the bulk of the volunteer applicatibnis
is where you can add personal information likenexiees, emergency contacts, and
indicate your volunteer interests.

You can view you status on required trainings saccklIPPA or Universal Precautions
under thegualifications tab. Additional personal information such as yowthidate can
be entered under tlabout metab.

The tab labeledoalscan be used to set goals pertaining to how manyneér hours
you would like to complete in a certain time peri¥@dur progress and details of any
goals you set can be viewed underitheHours Tab.

Under thegeneral interesttab, you can indicate your interests in a varidtgreas such
as how much time you are willing to devote to voaaning and the types of positions
attract you. This information can be used by vaentcoordinators to help match new
opportunities to your interests.
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My Activities

Under thescheduletab in this section you will find what volunteastiaities you have
been scheduled and approved by the volunteer awdatito perform. Thactivity
signuptab provides a list of all the different voluntegportunities you may sign up for
within the organization as a whole and are listezbeding to service line at your
volunteering location.

To sign up, click on the activity name and thenoiwlthe instructions on the screen to
schedule the activity. Once you have indicated yat@rest, the volunteer coordinator at
your site needs to approve your selection befaskatvs up under your scheduled
activities.

My Hours Log

In this section, you can log your volunteer hotnack the goals you set, and view hour log
summaries. To log your hours, go to thg new hourstab, select the activity in which you are
logging hours for (Beloit Residential Mentoring Bram - Church Host Mentor, for example)
and then enter the date and number of hours yawntegred.
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Remember to always click saflecated on the bottom right side of the pagepkemoving to a
new page. Hours that you have logged and that bese approved by the volunteer coordinator

will show up in your log summary under thiew summarytab.

To run a report of the hours you have volunteergihd a certain period of time, click on the
detailed report tab and enter the date range you wish to prodweesthort for and then click
generate PDF report. After you do this, a windowuth pop up and you will be asked to
download the report so that you may view it.

My Groups

Theorganizationstab under this section displays the contact infdiom for the LSI site you
are volunteering at. A link to the website as vaslla direct link to your volunteer coordinator’'s
email and phone number can also be found on dgep
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