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VOLUNTEER DEFINITIONS AND CLASSIFICATIONS 
 
 
Volunteer Definitions 
Volunteers at LSI are defined as individuals who perform services without promise, 
expectation, or receipt of compensation for services rendered.  At LSI we view and treat 
volunteers as members of our staff deserving of the same rights, responsibilities and 
considerations afforded our employees.  Volunteers cannot and will not be brought on to 
replace staff positions but to enhance and enrich the programs and services we offer.  
Conversely, staff at LSI cannot volunteer to perform the same type of services they are 
paid to perform as employees.  Staff may volunteer at LSI but it must different from their 
regular work. 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As staff, volunteers will have a job description, receive training and orientation 
appropriate to their area of employment, have work-related assignments and a designated 
supervisor, and have access to necessary resources including office space and equipment.  
They shall have access to the same trainings as employees and have a 90 day and one 
year assessment of their duties. 
 

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 l Volunteers 
 

Volunteers who have an 
ongoing role at the 
organization including 
office workers who come 
in every week or every 
other week. 

A person who volunteers 
intermittently or as 
needed and does not 
have ongoing 
responsibilities. 

Student Interns  
 
Student interns provide services or perform tasks under the direct 
supervision of a licensed or otherwise accountable professional. 
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Background Checks, Screenings, and Trainings  
 
As a social service agency who provides health care and other services to many at-risk 
Iowans, it is imperative that we safeguard and protect our volunteers, employees and 
clients.  The following is a list and brief explanation of what backgrounds checks, 
screenings, trainings and orientation are required.  Not every volunteer will need each 
training.  Your supervisor will tell you the requirements 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 founded child and/or dependent adult 
abuse check on every volunteer before they are asked to serve.  These checks will be 
repeated every 3 years. 
 
 
SCREENING 
TB Screening [regularly scheduled, direct care of high risk populations] 
Volunteers with ongoing, direct care of high risk populations must secure a TB Screen  
(Mantoux test) before starting their volunteer service.  TB is the abbreviation for 
tuberculosis, an infectious lung disease.  High risk populations at LSI are defined as: 
refugees, residential clients (Bremwood and Beloit), nursing clients, some early 
childhood clients and DME clients.   
 
LSI will provide volunteers the TB Screen at no cost at the start of their volunteer 
service.  If a volunteer has been screened for TB within the last 12 months and can 
provide proof of that in the form of a signed doctor’s statement, they can forgo the LSI 
Screening. Volunteers may also opt to have the screens administered and read by their 
own physicians at their own expense.  They must provide a signed statement from their 
physician.   
 
A volunteer may choose to have the TB Screen administered by LSI, free of charge, 
annually.   
 
If a volunteer has previously tested positive for TB, a TB Screen will not be 
administered.  In this case the volunteer must provide proof that they do not have active 
TB by providing a clear lung x-ray that was taken within the last 3 years. 
 
 
TRAININGS 
HIPPA Training [regularly scheduled, direct and non-direct care volunteers] 
Volunteers with on-going direct and non-direct care of clients (as well as custodial or 
maintenance staff and persons who transport clients and who may, in the course of their 
service, be privy to confidential information about clients) must complete HIPPA 
training.  HIPPA regulates and safeguards the security and privacy of our clients’ health 
information.  LSI’s HIPPA training involves watching a training video or going through a 
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power point presentation and satisfactorily answering the questions at the end of the 
training. 
 
Universal Precautions [regularly scheduled, direct care and custodial volunteers] 
Volunteers with ongoing direct care of clients and volunteers who may come in contact 
with waste materials (custodial and maintenance) must complete the Universal 
Precautions training.  Universal Precautions teaches how to prevent the spread of 
infections through blood borne pathogens such as the human immunodeficiency virus 
(HIV) hepatitis B (HBV) and tuberculosis.  
 
Mandatory Reporter Training [regularly scheduled, direct care volunteers] 
Volunteers with ongoing, direct care of clients must complete Mandatory Reporter 
Training .  Mandatory Reporter Training teaches how to identify and report suspicious 
cases of child or dependent adult abuse. 
 
 
ORIENTATIONS 
LSI Orientation [all volunteers] 
As a volunteer at LSI and member of our staff, it is important that you learn all about our 
agency- the many sites we have and the many services we offer.  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 comprehensive, you will need to be familiar 
with the workings of the service or department in which you serve as well as the specifics 
of your job. 
 
 
Required Forms and Information 
 
Here are the forms you will be asked to read and sign before beginning your volunteer 
service. 
 
Emergency Contact Form  
This form contains information on who to contact in case of an emergency and will need 
to be filled out each year. 
 
Confidentiality Statement  
In order to protect the private information of our clients, you will need to read and sign 
our confidentiality statement.  This form will need to be resigned each year. 
 
Conflict of Interest Annual Disclosure Statement  
In order to insure that there is no conflict of interest between you, your business dealings 
and LSI, you will be asked to read and sign this form as well.  This form will need to be 
resigned each year. 
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LSI Notice of Privacy Practices (HIPPA)  
You will need to read and sign this form which states that you understand how 
information about you may be used and disclosed and how you can get access to this 
information. 
 
Volunteer Transportation Agreement  
If you will be providing transportation for our clients you will need to provide a copy of 
your valid driver’s license and proof of insurance coverage with an LSI designated 
minimum liability and to read and sign this form.  If you will not be transporting clients, 
you will need to complete and sign the bottom portion of the form.  This form will need 
to be filled out each year. 
 
Use of Agency Equipment & Electronic Communication Systems  
This form acknowledges that you have read and understand LSI’s policies in regards to 
the use of agency equipment. 
 
 
Volunteer Orientation Handbook 
This states that you received a copy of LSI’s Volunteer Orientation Handbook which 
contains all the policies and procedures around volunteering. 
 
Mentor Orientation Handbook 
This form states that you have received a mentor orientation handbook (if applicable). 
 
A copy of all of these forms can be found on pages 24-28 of this Handbook.  A copy of 
the Signature Sheet that volunteers are asked to sign can be found on pages 30-33 of this 
Handbook. 
 
 
 

VOLUNTEERING AT LSI 
 

Children of Volunteers & Spouses Engaging in Volunteer Activities 
The relationship and responsibility that LSI has is solely with you, the volunteer.  In the 
course of volunteering at LSI, there may be some situations in which you desire to 
include your children in your volunteering activities.  In this case, LSI does not consider 
the children as volunteers and has no volunteer responsibilities towards them.   
 
LSI will record the names, ages and gender of the children for liability purposes.  It is 
important for volunteers to understand that due to the nature of the services we provide 
and the clients we care for, including children in volunteer activities may expose them to 
communicable diseases or other health hazards.  LSI asks volunteers to take every 
necessary precaution to protect the health and well-being of their children. 
 
We ask that if your spouse is going to be involved in your volunteer activities that he/she 
be processed as a volunteer as well.  This includes situations such as when, during the 



 - 7 - 

course of  mentoring a residential youth, volunteers plan on bringing their mentees into 
their home on a regular basis.  We ask that your spouse also become an LSI volunteer. 
 
Treatment of Clients During Course of Volunteering 
As representatives of LSI, volunteers are expected to treat clients with the utmost of 
dignity and respect with sensitivity and regard towards different and varying cultural and 
diverse religious beliefs and background.  Many of our clients may have experienced 
trauma and/or abuse, religious or other persecution, may have serious medical or mental 
health issues, may be living in poverty and have little to no social support system.   
 
Your responsibility as a volunteer is to show compassion, support and empathy and to 
help create an environment where the individual or family you are working with is 
encouraged and empowered to find their own solutions and decide their own course of 
action.   
 
Defining the volunteer relationship 
It is important as a volunteer that you have a clear understanding of your job duties 
and are clear about your boundaries- what your role and responsibility is and isn’t.  
Here are some guidelines that may help you in the course of volunteering: 

·  The goal of the services we provide is to strengthen individuals and/or families 
and to help move them towards health and self-sufficiency.  Individuals and 
families in crisis can have a lot of needs and be challenging to work with.  Be sure 
to have your own healthy boundaries in place.  As a volunteer, your responsibility 
is to do only what is listed in your job description.  Your responsibility is not the 
health and well-being or success of the individual or family you are working with.  
Remember that you are a part of a team of staff, therapists, and case workers and 
do not take on burdens or worries that are not yours to handle.  If you have 
questions about anything you are asked to do, communicate with your volunteer 
coordinator. 

·  In the course of volunteering you may be asked for money or material goods 
by the people you work with.  It is never necessary and not a requirement that you 
spend money on your family or mentee; in fact, we ask that you do not spend a lot 
of money on them as this will only perpetuate a cycle of dependency.  Your 
volunteer coordinator will be happy to give you a list of fun, free activities you 
can engage in with your mentee or family.  If you do wish to bless your mentee or 
family with a monetary or material gift, run it by your volunteer coordinator first.  
He or she can give you some helpful tips on what is appropriate and what isn’t. 

·  Please be protective about your health and safety.  Many of the clients we 
work with live in low income housing.  There may be issues of cleanliness and 
potential health risks.  Some of our clients have serious mental health issues.  
Exercise caution in the course of your volunteering.  Take care not to put yourself 
or your family in difficult or dangerous situations.   

·  Please be proactive about giving feedback to your volunteer coordinator 
about your volunteer activities.  We desire to hear about the successes and the 
challenges of our volunteer experience and to improve our program to insure the 
best possible outcomes.  
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·  Sometimes in the course of serving, volunteers see legitimate material needs 
at LSI that, if purchased, would improve the volunteer experience and there 
is a desire to meet that need.  An example might be seeing the need for ESL 
(English as a Second Language) Curriculum or for picture dictionaries.  We 
highly recommend that if you desire to do that, that you first confirm the need 
with your volunteer coordinator and that you then go ahead and purchase the 
items and donate them directly as in-kind donations.  LSI will be happy to give 
you a receipt for your taxes.   

 
Typically, monetary donations received from volunteers go directly into our 
annual fund.  Gifts to the annual fund are used to provide support to programs and 
services where the need is greatest. Giving to the annual fund allows LSI to 
allocate gifts where they will have the most impact.  There are occasions when 
services have fund raisers (Heart Ball for Bremwood in Waverly or the Gala for 
Refugee Cooperative Services in Des Moines).  All the monies donated go 
directly to that service line. 

 
 
LSI Staff as Volunteers 
Staff at LSI can volunteer in a service or department different from the one in which they 
work with the following conditions: 

·  the work must be completely voluntary and without any expectation of 
compensation 

·  employees are subject to the same application and screening process as all other 
potential volunteers 

·  employee’s volunteer work must prove to be in the best interests of LSI and the 
clients we serve. 

 
Staff at LSI cannot volunteer in the service or department in which they are employed if: 

·  the volunteer service is the same or similar to the work they perform as employees 
·  the volunteer service is performed during regular work hours 
·  the volunteer service is on-going or regularly scheduled 

 
Staff at LSI can volunteer for a one time or occasional department or service sponsored 
event such as a holiday party, career fair or a fund-raising activity as long as it is 
completely voluntary and without any expectation of reward, compensation or favorable 
treatment.  In that case the employee must fill out and sign an Employee Volunteer 
Release Form which is also signed by the employee’s supervisor and supervisor’s 
supervisor. 
 
Generally,  employees or staff who change services or departments and who wish to 
volunteer in the service in which they formerly provided direct care to clients may not 
begin a volunteer or mentor relationship until the following conditions are met: 

·  a ‘cooling off’ period of 6 months has been considered 
·  at the volunteer service has been determined to be in the best interests of LSI and 

the client(s) 
·  permission has been granted by the service coordinator or manager  
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Former LSI Staff as Volunteers 
A former employee of LSI may be considered for a volunteer position.  The following 
conditions apply: 

·  the former employee is subject to the same application and screening process as 
all other potential volunteers 

·  the volunteer service has been determined to be in the best interests of LSI and the 
client(s) 

·  a ‘cooling off’ period of 6 months has considered if they are desiring to volunteer 
in the same service in which they were previously employed 

·  new background checks have been run 
·  new reference checks with a maximum of one reference from a former LSI co-

workers 
·  the site manager has been contacted to ascertain the reason for the termination of 

employment.  
 

 
VOLUNTEER POLICIES 

 
Volunteer Records 
Your direct Supervisor will be responsible for maintaining confidential record for all 
volunteers. Information will include, but not be limited 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 insurance if driving is part of your job 
responsibilities 

·  Training certificates  

·  Three (3) reference checks obtained before a volunteer placement 

·  For volunteers driving their own vehicles for the transport of  clients, a copy 
of the volunteer’s drivers license; proof of auto insurance – with minimum 
liability of $100,000 each person, $300,000 each incident and $50,000 
property coverage (i.e., $100,000/$300,000/$50,000) 

You are expected to notify your supervisor within 24 hours of any changes to the above 
information to assure your records are accurate. 
 
Access to your volunteer record will be limited to authorized capacity development 
personnel, agency legal counsel, and those management personnel with a reasonable need 
to know (i.e. your immediate supervisor). Other management staff may have limited 
access to your volunteer file if you are under consideration for a promotion or transfer. 
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Government agencies may require access to information about you based on a court order 
and have access to statistical information to ascertain compliance with laws and 
regulations with the full cooperation of the Agency, where requests appear reasonable.  
 
You may examine your own files, by appointment, during normal business hours. You 
will be asked to sign a form noting the date you examined your file. This will become 
part of your permanent personnel file. You are not allowed to remove any item from their 
personnel file. Neither the original file nor its contents may be removed from the office. 
A reasonable number of copies may be duplicated at your request, for which a nominal 
fee may be charged. If you disagree with any information contained in the file, you 
should notify your immediate supervisor. You may request a deletion or attach a written 
statement of disagreement to any item in the file. If approval is granted, the operations 
manager or designee must be present when the correction, deletion or disagreement is 
placed in the file. 
 
 
Spiritual Life Policy 
As part of the Evangelical Lutheran Church in America (ELCA) Lutheran Services in 
Iowa (LSI) is a faith-based organization.  In some of LSI’s service lines spiritual life 
programs are offered to the recipients of our services.  Federal and state laws prohibit the 
use of federal and state funds for religious or spiritual activities.  Therefore LSI provides 
these activities as donor-funded enhancements to the care we provide.   
 
As a volunteer at LSI you may, during your course of volunteering, experience and have 
the opportunity to join in spiritual life activities during delivery of our service.  These 
activities could include but are not limited to worship services, biblical stories, youth 
groups, devotions and prayers.   
 
If you are volunteering in a service line which provides spiritual life programming, you 
are not required to participate in worship activities; however, you are welcome to join in 
if you are comfortable doing so.  Additionally, as a volunteer in a program that offers 
these activities, you are free to engage in them in the course of building a relationship 
with your mentee or family as long as you observe and understand the following: 
 

·  All spiritual life activities offered to our clients are optional.  They should never 
feel pressure to participate. 

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

·  Once consent is acquired, the client participation is voluntary and if they choose 
not to participate, it is clear that a non-punitive alternative is offered- another 
“quality opportunity.” 

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

·  When a group of clients is meeting together and one client requests a spiritual life 
activity, the activity should be offered by moving to a 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 encourage the spiritual, mental, social 

and physical health and well-being of the client, not to engage in evangelizing or 
trying to convert the client to your faith or to your church.  

·  It is best to respond to requests for prayer or other spiritual life activities and/or 
questions about faith, than it is to initiate them. 

·  You should approach your supervisor, volunteer coordinator or any member of 
leadership to discuss a problem with or questions about your involvement in 
spiritual life activities. 

·  If your volunteer position is not specifically responsible for spiritual life activities 
you should not initiate any religious discussion or activity with the client. 

 
In some of our service lines, cultural and religious awareness sensitivity is imperative to 
safeguarding the well-being of our clients.  This is especially true if you volunteer in our 
Refugee Resettlement Service.  Many of our clients may have suffered religious and/or 
political persecution and other atrocities and many that arrive here do not speak English 
and do not understand our culture or our laws.  Therefore efforts to evangelize them as 
well as offers to take them to church or other spiritual life activities may not be viewed as 
optional but seen as something they are forced to participate in.  Please respect the 
cultural and religious diversity of our refugee population. 
 
In your course of volunteering, as you build a relationship with your client or family, 
questions may arise about your faith belief or about the church you attend.  You are 
always welcome to respond to these inquiries.   
 
Frequently Asked Questions: 
 
Q- Can spiritual life activities be included as part of the treatment plan for a client? 
 A- No, as this would not be voluntary and optional. 
 
Q- What do I do if my mentee or family asks me what church I go to or what my 
religious beliefs are?  
 A- You can share if you are comfortable doing so. 
 
Q- What do I do if my mentee or family asks me to take them to my church? 

A- If your mentee is a youth, he or she can only attend church if the family has 
given prior consent.   
If you are volunteering with a family and they directly make this request (without 
prompting from you) you are free to take them if you are comfortable doing so. 

 
Q-  What do I do if my mentee or family asks me to pray with him/her or them? 

A- If the client(s) initiates the request and you are comfortable, you may pray 
with them.  However, if you are not comfortable, you do not have to participate.  
Your volunteer coordinator can help you find someone who would be able to 
honor this request. 

 
Q- I volunteer in a residential facility and at times when I come to take my mentee to 
church on Sunday the child doesn’t want to go.  Can I insist the child go? 
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A- No, remember that spiritual life activities are optional and voluntary.  If the 
child chooses not to go, he/she will need to join the other residents in their group 
activity.  No punitive action should be taken against the child. 

 
Q- I come from a very religious background and feel it is my responsibility to make 
converts to my religion.  Am I permitted to do so? 

A- No, we ask that this not be your motivation for volunteering.  If questions or 
discussions come up in the course of volunteering, initiated by the clients, you are 
free to share.  But this should not be your primary goal or motivation for 
volunteering. 

 
Q- I have noticed in my course of volunteering that devotions are offered at the 
beginning of some meetings at LSI.  Why is it OK for spiritual life activities to happen 
there and not with clients? 

A- People who volunteer or are employed by LSI do so by their own choice. A 
such, LSI has more latitude in offering spiritual life activities in staff gatherings.  
However, while LSI will freely offer such things as devotions before staff 
meetings, volunteers and employees will not be required to participate and will 
not be penalized in any way for choosing not to participate.  If you prefer not to 
participate in things such as prayer or devotions at meetings please speak to your 
supervisor to discuss the most comfortable way for you to decline participation. 
 

Anti-Harassment Policy 
LSI strives to provide a work environment that is pleasant, professional, and free from 
intimidation, hostility or other offenses which might interfere with your work 
performance. LSI has zero tolerance for harassment of any sort - verbal, physical, visual. 
 
What is Harassment? 
Workplace harassment can take many forms. It may be, but is not limited to, words, 
signs, offensive jokes, cartoons, pictures, posters, e-mail jokes or statements, pranks, 
intimidation, physical assaults or contact, or violence. Harassment is not necessarily 
sexual in nature. It may also take the form of other vocal activity including derogatory 
statements not directed to the targeted individual but taking the place within their hearing. 
Other prohibited conduct includes written material such as notes, photographs, cartoons, 
articles of a harassing or offensive nature, and taking retaliatory action against an 
employee for discussing or making a harassment complaint. 
 
Other types of harassment that may be prohibited by law include: harassment on the basis 
of age, gender, sexual orientation, color, race, creed, national origin, ancestry, religious 
persuasion, marital status, political belief, physical or mental disability, pregnancy, 
military or veteran status, or retaliation, which includes opposing or participating in any 
complaint process at the Equal Employment Opportunity Commission or other human 
rights agency. 
 
Responsibility 
Regardless of your position, you are responsible for keeping our work environment free 
of harassment. If you become aware of an incident of harassment, whether by witnessing 
the incident or being told of it, you must report it to your immediate supervisor or the 
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next level of leadership. When agency leadership becomes aware of the existence of 
harassment, it is obligated by law to take prompt and appropriate action, whether or not 
the victim wants LSI to do so. If you are not comfortable going to your supervisor, please 
contact the next level of leadership, the employee relations manager, or a member of the 
capacity development department. 
 
 
Reporting 
You must immediately report any incidents of harassment to your immediate supervisor 
or the next level of leadership. Again, if you are not comfortable going to your 
supervisor, please contact the next level of leadership, the employee relations manager, or 
a member of the capacity development department.  Upon receiving a report of 
harassment, an appropriate investigation will commence and disciplinary action will be 
taken, if appropriate. All reports will be promptly investigated with due regard for the 
privacy of everyone involved. Confidentiality cannot be guaranteed; however, the 
information found in the investigation will only be divulged on a “needs to know basis.” 
Any employee/volunteer found to have harassed a fellow employee/volunteer or 
subordinate will be subject to severe disciplinary action up to and including termination. 
LSI will also take any additional action necessary to appropriately remedy the situation. 
Retaliation of any sort by the harasser will not be tolerated and is subject to disciplinary 
action up to and including termination. No adverse employment action will be taken for 
any employee/volunteer making a good faith report of alleged harassment. 
 
Sexual Harassment Policy 
 
Statement of Purpose and Scope 
LSI is committed to maintaining a work environment free of unlawful discrimination and 
harassment, and therefore, has zero tolerance for workplace sexual harassment. 
 
Sexual harassment consists of any unwelcome conduct, whether verbal, visual or 
physical, that is based upon a person’s gender. Such conduct is unlawful and prohibited 
whenever it affects tangible job benefits, unreasonably interferes with an individual’s 
work performance, or creates an intimidating, hostile, or offensive working environment. 
 
Sexual harassment undermines the integrity of the employment relationship. You have 
the right to work in an environment free from unsolicited and unwelcome sexual 
overtures. LSI will not tolerate any form of gender-based or sex-based discrimination, 
including any kind of sexual harassment against you or any applicant for employment. 
Such discrimination violates federal and state law, and the agency’s Sexual Harassment 
Policy 
 
 
Definition 
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, 
and other verbal, visual, and physical conduct of a sexual nature whenever: 

 
a. Submission to the conduct is made either in explicit or implicit condition of 
 volunteering 
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b. Submission to or rejection of the conduct is used as the basis for a volunteer 

decision affecting the harassed employee; or 
 
c. Harassing conduct unreasonably interferes with a volunteer’s work 

performance or creates an intimidating, hostile, or offensive working 
environment. 

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

a. Unwelcome physical contact with sexual overtones; 
 
b. Sexually offensive comments such as slurs, jokes, epithets, and innuendo; 
c. Inappropriate, repeated, or unwelcome sexual flirtations, advances, or 

propositions; 
 
d. Inappropriate or suggestive comments about another person’s physical 

appearance, characteristics or dress; 
  
e. Exchanging or offering to exchange any kind of employment benefit for a 

sexual concession, e.g., promising a promotion or raise in exchange for 
sexual favors; or 

 
f. Withdrawing or threatening the withdrawal of any kind of employment benefit 

for refusing to grant a sexual favor. 
 

Applicability of Policy 
The prohibition against sexual harassment applies to everyone – managers, supervisors, 
employees, temporary employees, board members, volunteers, clients, contractors, 
vendors and visitors. LSI will not tolerate sexual harassment of any kind by anyone. 
 
Reporting Sexual Harassment 
If you believe you have been sexually harassed, you should verbally report the incident to 
your immediate supervisor. If the harassment involves your supervisor, you need to 
report the incident directly to the next level of leadership or the capacity development 
department. 
 
Complaints of sexual harassment will be investigated thoroughly and quickly. Whenever 
appropriate, disciplinary action will be taken against the harassing party, up to and 
including termination. LSI will also take appropriate action to deter further sexual 
harassment. You will be advised of the results of the investigation and of any action 
taken, if appropriate. 
 
You must report any incident of sexual harassment you observe, even if you are not the 
target or victim of such harassment. Such reports will be handled in the same fashion as 
complaints by victims of sexual harassment. 
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Confidentiality 
Any allegation of sexual harassment brought to the attention of an immediate supervisor, 
leadership staff or capacity development department will be promptly investigated. 
Confidentiality will be maintained throughout the investigation process, but cannot be 
absolutely guaranteed. Information on the allegation will only be divulged on a “needs to 
know basis.”  
Discipline for Engaging in Sexual Harassment 
Any employee/volunteer found to have engaged in misconduct constituting sexual 
harassment will be subject to appropriate discipline, up to and including termination. 
Additional action may include: referral to counseling, withholding of a promotion, 
reassignment, or temporary suspension without pay (non-exempt employees only). 
 
This policy is designed to protect you from sexual harassment in any way associated with 
the workplace or work environment, regardless of the identity or status of the harasser. 
Although the agency’s ability to discipline a non-employee harasser may be limited by 
the degree of control, if any, that it has over the alleged harasser, any employee who 
believes that they have been subjected to sexual harassment 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 employee/volunteer who makes a complaint 
of sexual harassment or against any participant in the investigation, nor will it permit any 
supervisor or employee to do so. Retaliation is a serious violation of this sexual 
harassment policy and should be reported immediately. Any employee/volunteer found to 
have retaliated against another employee/volunteer for reporting sexual harassment will 
be subject to the same disciplinary action described above. 
 
Further, any employee who makes an intentional or reckless false complaint also will be 
subject to the same disciplinary action as described above. 
 
Ethics Policy 
All employees/volunteers will carry out their job responsibilities consistent with the 
ethical standards expressed in the Mission, Vision and Core Values statements, this Code 
of Ethics policy, the Conflict of Interest Policy, the Employee Personnel Policies 
Handbook and other codes of professional behavior applicable to specific disciplines or 
programs. 
 
Ethical Principles 
The following ethical principles shall be reflected in all agency policies: 
 
1. Understand and attend to the mission, vision and core values of LSI as a faith-

centered organization. 
2. Conduct oneself in a manner that gives preference to professional responsibilities 

over personal interests. 
3. Create and maintain a work culture that exhibits a commitment to teamwork, life-long 

learning and improvement, and adaptation to change. 
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4. Create and maintain a work culture that treats all stakeholders (suppliers, funders, 
customers, clients, employees, volunteers and local community members) with 
dignity, respect and courteousness. 

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

6. When third-party benefits or payments terminate, we partner with other providers and 
other community resources in an attempt to make arrangements to meet the 
individuals continuing needs. 

7. Respond promptly to internal staff and external customer and client needs. 
8. Represent our capabilities and ourselves in a fair and accurate manner. 
9. Conduct all business and corporate transactions in compliance with federal, state, 

county and municipal laws and regulations. 
10. Provide a healthy and safe work environment. 
11. Offer equal opportunity for employment, advancement, and continuation of 

employment to all qualified individuals and a work environment free from all 
unlawful forms of discrimination and harassment. 

12. Provide orientation and education about the organization’s ethics policy to 
employees, volunteers, consultants and advisory board members. 

 
Expected Behaviors 
It is not LSI’s intention to offer a rigid and detailed behavioral code for everyone. Instead 
it is the expectation that all board members, employees, volunteers, and consultants will 
guard and guide their behavior by the following principles:  
 
1. Treat all persons with compassion, dignity and respect demonstrating concern for 

their total well being. 
2. Communicate in a courteous manner, respecting each other’s values and opinions. 
3. Involve customers and clients in the decisions regarding their service needs to the 

maximum possible degree, utilizing informed consent documents where appropriate. 
4. Obey all laws and regulations relating to the services we provide and maintain 

confidentiality of all privileged information. 
5. Maintain and enhance the financial viability of the agency. 
6. Maintain accurate up-to-date records and cooperate with internal and external audits 

and investigations. 
7. Promote a positive public image and understanding of, and loyalty to, the entire 

agency and all its work. 
8. Avoid any behavior that would violate conflict of interest policies. 
9. Adhere to the Code of Ethics of one’s individual profession. 
 
Reporting Violations 
All employees, board members, consultants, and volunteers must adhere to this Code of 
Ethics and related policies and procedures. Supervisors are responsible for ensuring 
employees and volunteers are aware of and comply with the policy. 
 
1. Employees are expected to report any suspected violation of the Code of Ethics to 

their immediate supervisor. Under no circumstances will any employee reporting 
such information be penalized or suffer reprisals. It is a violation of this policy to 
initiate or encourage reprisal action against any employee or any other person who in 
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good faith reports known or suspected violations. LSI will make every effort to treat 
such reports confidentially. 

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

3. LSI reserves the right to amend this Code of Ethics, in whole or in part, at any time 
and solely at its discretion. 

 
 
Disciplinary Policy 
It is agency policy to implement disciplinary procedures if you have not adhered to 
agency policies, practices and procedures or have not performed your responsibilities at 
an acceptable level. Under normal circumstances, it is the intent of the agency to allow 
you “fair warning” and the opportunity to improve performance or behavior and thereby 
avoid possible suspension or termination of volunteer placement. However, LSI retains 
the right to bypass all intermediate forms of discipline and termination for policy 
violation, unsatisfactory conduct or other inappropriate conduct when LSI deems such 
action necessary or warranted. 
 
Volunteer Consultation 
Prior to formal disciplinary action, a volunteer may receive a Volunteer Consultation (fair 
warning).  This is a written review with a volunteer for the purpose of identifying an 
issue or concern related to the volunteer’s job performance or conduct and to establish a 
plan for corrective action.  A record is maintained in the volunteer file and a copy is 
given to the volunteer. 
 
Written Disciplinary Notice 
 If the severity of the problem warrants or other corrective action has failed, the 
supervisor may implement a written disciplinary notice. This is a formal discussion 
between the supervisor and volunteer, and is documented in a Performance Improvement 
Plan.   
 
The written disciplinary notice will indicate the date, time and place of meeting, problem 
or undesirable behavior identified by the supervisor, the corrective action plan expected 
and timelines for correcting the problem.  Both the employee/volunteer and the 
supervisor acknowledge that the meeting took place and what was discussed by signing 
and dating the form.  A record is maintained in the volunteer file and a copy is given to 
the volunteer. 
 
The disciplinary form used for written disciplinary notices does not require the volunteer 
to agree that he/she committed an offense warranting discipline, but does indicate receipt 
of the document. 
 
Termination 
If the severity of the problem warrants or other forms of disciplinary action have failed, 
the supervisor may terminate a volunteer.  
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Grievance Policy 
LSI strives to provide a pleasant working environment. The agency strongly endorses an 
“open door” policy in handling any work related problems or concerns volunteers may 
have. You are encouraged to discuss with your supervisor anything that may be of 
concern to you. Even if an issue seems “minor,” it should be discussed in the hope it can 
be resolved before becoming a major issue. Usually, your supervisor is the closest to the 
problem situation, and therefore, is in the best position to resolve it. 
 
Problems, large or small, can best be resolved when it is presented in a professional, calm 
manner. You should inform your supervisor of your specific concern and ask for a time to 
talk about it. If the situation is not satisfactorily resolved with your supervisor, you may, 
in consultation with the capacity development department, take your concern through the 
normal chain of command up to and including the President/CEO. 
 
Grievance reviews beyond your supervisor require capacity development involvement 
and should be submitted to the next level of management in writing, and within 15 days 
of the occurrence causing the complaint or within 15 days of response from immediate 
supervisor, whichever is later. You should contact the capacity development department 
for information regarding procedures. You will normally receive a written response to the 
written complaint within 15 days. 
 
Volunteer Absenteeism Policy 
LSI’s success is dependent upon providing quality care and service to families we serve. 
Volunteers are expected to be at their placement at their scheduled time. Absences and/or 
tardiness can be disruptive, and can place an unfair burden on the Agency as well as your 
co-workers. Therefore, your regular and prompt attendance is essential to meeting the 
Agency’s objectives. 
 
Absence 
Absences may be caused by conditions over which you may or may not have control. 
Each incident of absenteeism will be evaluated on its own merit by your immediate 
supervisor. 
 
Advance Notice 
If you know you will be unable to work all or part of your scheduled work day, your 
immediate supervisor must be notified at the earliest possibility and within the time 
designated within their program, stating the reason for the absence.  
 
You must personally call your immediate supervisor (or leave a telephone number 
where  your supervisor can reach you), unless you are physically unable to call due to an 
emergency, in which case another person may notify your supervisor as soon as possible. 
 
Lack of Notification 
If you are absent three (3) consecutive work days without providing proper notification, 
you will be considered to have voluntarily relinquished your volunteer position. 
 
Tardiness 
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Tardiness is defined as being late: at the beginning of your scheduled volunteer time, 
following lunch or break periods, as well as leaving prior to the end of your scheduled 
volunteering time.  
 
Consistent with business necessity and/or department and client needs, individual 
departments may adopt absence, tardiness and notification procedures different than the 
agency’s general policy if it will help support the delivery of service. You should contact 
your supervisor for information regarding your department’s policy. 
 
Violation of these procedures may result in disciplinary action, up to and including 
termination of volunteer placement.  
 
Solicitation Policy 
Solicitations by employees/volunteers for contributions, sale of merchandise, or 
membership in clubs or organizations, circulation of petitions, and all other forms of 
solicitations by employees/volunteers are prohibited during work time.  Distribution of 
literature of any kind by employees/volunteers is prohibited during work time and during 
non-working time in working areas.  Working time does not include approved breaks. 
Distribution of literature of any kind and/or solicitations of any kind by non-employees is 
prohibited at any time on Agency property. 
 
Also prohibited is the posting, without specific approval, of notices or signs or writing in 
any form on Agency property, including bulletin boards, or the removal of approved 
notices without specific approval. 
 
Solicitation and distribution are prohibited at all times in LSI’s working areas for any 
purpose other than supporting LSI-sanctioned fund-raising opportunities.  
 
Tobacco Free Workplace 
Lutheran Services in Iowa (LSI) is committed to taking all practical measures to create a 
safe and healthy work environment for all employees, clients, visitors, and volunteers. To 
further this goal, LSI has established a tobacco-free workplace policy.  Smoking and the 
use of smokeless tobacco products (i.e. chewing tobacco or snuff) is prohibited in all LSI 
grounds, buildings, and vehicles, owned or leased by LSI.  LSI staff are also prohibited 
from smoking and/or using smokeless tobacco while in the presence clients who receive 
services. 

This policy relies on the consideration and cooperation of both tobacco users and non-
tobacco users.  It is the responsibility of all members of the LSI community to support the 
policy and to ask any individuals who are observed using tobacco on the grounds of LSI 
to stop using tobacco immediately and report the policy violation to supervisory staff.  

Any employee found to be in violation of this policy, including failure to report tobacco 
use violations, will be subject to disciplinary action in accordance with the LSI’s 
Discipline Policy. 
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Alcohol & Substance Abuse Policy 
LSI prohibits at all times the unlawful manufacture, sale, distribution, use, dispensation, 
receipt, transportation or possession of illegal drugs or unauthorized control substances 
on the agency’s premises or while engaged in LSI business off the premises. Further, it is 
a violation of LSI’s policy for anyone to engage in work for the LSI or to report to work 
in any impaired or intoxicated condition or under the influence of alcohol, drugs or illegal 
substances. 
 
This policy applies to all employees and temporary workers of LSI as well as to all 
consultants, vendors, volunteers, Board members and other individuals providing services 
to the agency at any time on the premises or while engaged in agency business. 
 
Violence in the Workplace 
Lutheran Services in Iowa is committed to providing a safe and secure environment to its 
volunteers, employees and the public we serve.  We are committed to working with our 
volunteers and employees to maintain a work environment free from acts of violence, 
threats of violence, harassment, intimidation, threatening behavior, or any related conduct 
which disrupts another’s work performance or the organization’s ability to execute its 
mission. 
 
Any person who makes threats, exhibits threatening behavior or intimidation, or engages 
in violent acts on Lutheran Services in Iowa owned or leased property may be removed 
from the premises pending the outcome of an investigation.  Threats, threatening 
behavior, or other acts of violence executed on property not owned or leased by Lutheran 
Services in Iowa, but directed toward organization volunteers, employees or members of 
the public while conducting Lutheran Services in Iowa business, is a violation of this 
policy.  Such off-site threats include but are not limited to threats made via the telephone, 
fax, electronic or conventional mail, or any other communication medium. 

 
 

VOLUNTEER JOB DESCRIPTIONS  
 
 

Job Descriptions 
LSI is committed to ensuring that a job description exists for each unique position in the 
agency.  
 
The purpose of the job description is to describe a job with regard to its major duties and 
responsibilities; its relationship to other jobs, and to define the qualifications for the job.   
Specifically, job descriptions provide: 
 

·  Information regarding duties and qualifications for use 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 and supervisors. 
·  A basis for classification of positions into the compensation system. 
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·  Assistance in determining compliance with governmental regulations and 
accreditation standards. 

 
Job descriptions are reviewed annually during the performance evaluation process to 
ensure they accurately reflect job duties and qualifications necessary to perform the job.  
In addition, job descriptions are reviewed prior to recruitment and selection efforts for a 
vacant position or whenever there have been significant changes in the job. 
 
Newly created, reviewed or revised job descriptions will be reviewed by the appropriate 
supervisor and forwarded to the capacity development department for final review and 
approval.   
 
The Manager of Employee Relations will approve all new and/or revised job descriptions 
to ensure they are formatted consistently throughout the agency.   
 
The supervisor is responsible for ensuring all incumbents receive a copy of the revised 
job description.  
 
Volunteer Assessments 
While you are urged to discuss your performance and goals with your supervisor 
informally on a regular basis, your immediate supervisor will schedule a formal 
performance appraisal discussion with you at least once a year, during the month of your 
start date anniversary. All new volunteers receive a performance appraisal and review of 
their performance from their immediate supervisor on completion of their first 90 days of 
service. 
 
Performance reviews are comprised of several elements, and are formatted to be a 
collaborative discussion between the supervisor and volunteer, including: 
 

�  Self-evaluation of strengths, areas for improvement and competency 
development; 

 
�  Evaluation by manager of strengths, areas for improvement and competency 

development; 
 

�  Goals for a specific time period, including competency development & 
professional growth; 

 
�  Review of previous goals and benchmarks. 

 
The supervisor will complete the performance evaluation form. A copy of the signed 
performance evaluation will be given to the volunteer at the completion of the evaluation. 
The original evaluation will be placed in your volunteer file. 
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RULES & REGULATIONS 
 
Ethical Standards 
LSI has an excellent reputation for conducting our business activities with integrity, 
fairness and in accordance with the highest ethical standards. You may enjoy the benefits 
of our reputation and are obligated to uphold it in every business activity. If, at anytime, 
you have any doubt as to the ethical standards of an activity that may compromise the 
company’s reputation, you are urged to discuss it with your supervisor. If not satisfied, 
you may request a discussion with capacity development, in which your supervisor may 
be present. 
 
Conflict of Interest 
The intent of this policy is to help Lutheran Services in Iowa (LSI) identify and avoid 
situations that create an actual or perceived conflict of interest by employees, volunteers, 
interns, advisory committee members or consultants. This group of people must avoid 
any situation that involves or may involve a conflict between their personal interest and 
the interest of LSI.  As in all other facets of their duties, dealing with clients, suppliers, 
contractors, competitors or any person doing or seeking to do business with LSI, are to 
act in the best interest of LSI.  Employees, volunteers, interns, advisory committee 
members, and consultants must maintain the highest standards of ethical behavior, 
integrity, and public responsibility.   Actual, potential and/or perceived conflicts of 
interest may damage LSI’s reputation and must be avoided. 
 
LSI recognizes that a balance must exist between work and personal outside interests. 
However, if employees/volunteers become associated with an activity that conflicts with 
the agency’s interest or has a negative affect on LSI’s reputation, they have created a 
conflict of interest and consequences may occur up to and including termination.  This 
would include “dual relationships”, i.e. any type of relationship that goes beyond the 
boundaries of a professional client relationship. 
 
Any work outside LSI may be permitted, including self-employment, provided 
employees seek consultation and approval from their immediate supervisor and there is 
no conflict with the nature, quality or quantity of the work they perform for the agency or 
with the services the agency performs. On occasion, employees/volunteers may be asked 
to represent LSI and serve as a consultant, speaker, trainer, etc., and receive honorariums 
or fees for their work. Their immediate supervisor must approve such consulting 
arrangements or speaking engagements in advance. Normally, any fee or honorarium 
paid will be given to LSI to support their mission and services.  
 
Potential Examples of Conflicts of Interest 
The following are examples that would be consider a potential conflict of interest. This 
list is not intended to be all-inclusive, but merely illustrations of conflict of interests and 
dual relationships: 
 

·  Participating in an activity that violates any federal, state, or local law or that 
violates any regulation to which the agency is subject; 
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·  Working for another agency doing similar or the same work that LSI provides 
where any of the following arises: the other agency is a competitor; conflicts with 
attendance based on hours worked; or work performance is adversely affected; 

·  Engaging a client as a personal employee or being hired by a client thus engaging 
the client as an employer; 

·  Engaging a client in activities which would normally be considered part of a 
friendship, such as going out to dinner or to an entertainment activity when such 
activities are not part of a casework plan; 

·  Engaging in another professional relationship with any client with whom the 
employee works; 

·  Pursuing foster or adoptive placement for a child an employee works with or has 
worked with while being employed by LSI; 

·  Employees may not accept gifts from clients, donors, or stakeholders of the 
organization for personal use;  

·  Accepting substantial gifts ($25 or more) from parties who currently do business 
with the agency or who have expressed a desire to become associated with the 
agency; 

·  Making or accepting payment or other consideration in exchange for referrals; 
·  Working without agency authority in such a way as to inhibit agency referrals for 

similar work; 
·  Being in a position to influence a decision that may result in a personal gain for 

yourself or for a relative as a result of LSI business dealings; 
·  Receiving or providing preferential treatment because of LSI employment.  

 
Annual Disclosure 
To help identify any real or potential conflicts of interest, it is necessary for every 
employee/volunteer to provide an annual statement outlining specific relationships and 
situations.  This disclosure includes any and all business relationships that that each 
employee/volunteer has outside of their LSI employment.  New hires/volunteers will sign 
the disclosure with their volunteer paperwork.  The volunteer’s supervisor will be 
responsible for obtaining the annual disclosure for all volunteers. 
 
Guidelines for Conduct 
Every organization requires a set of rules so that the group as a whole may operate 
smoothly and safely to accomplish its goals. This is particularly so at LSI, where any 
failure to adhere to high standards of conduct may affect the well being of residents and 
customers. Because the safety and comfort of everyone depends on these rules, violators 
may be subject to discipline up to and including termination. We expect that you will 
refrain from displaying any of the following actions. This list is not intended to be all 
inclusive: 
 

�  Abuse, mistreatment, or threatening of a customer or another employee/volunteer, 
in either a physical, verbal, or psychological manner 

 
�  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 employment with a competitor of LSI or 

conducting or attempting to conduct any outside business 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 or visitors 

 
�  Disregard of your appearance, uniform, dress or personal hygiene 
�  Dishonesty 

 
�  Commission of a crime 

 
�  Violation of any and all safety rules 
�  Immoral, indecent or disorderly conduct of any nature, or lending money for 

interest during work related activities 
 

�  Unauthorized use and/or possession of narcotics, dangerous drugs, intoxicating 
beverages or substances, or being under the influence of intoxicants or drugs on 
premises or during working hours 

 
�  Threatening, intimidating, coercing or fighting with another employee or a 

customer by word or deed, whether on or off LSI’s premises 
 

�  Any discourtesy, unkindness or impatience with customers or with any member of 
the public visiting LSI. 

 
�  Possession of firearms or any other type of weapon while on LSI property 

 
�  Creating or contributing to unsafe or unsanitary conditions by act or omission  
 
�  Unauthorized possession of property belonging to LSI, of another 

employee/volunteer or of a customer or visitor to LSI 
 

�  Failure to follow the rules concerning solicitation and/or distribution of literature 
 

�  Unauthorized possession, use, copying or reading of LSI’s records, or disclosure 
of information contained in such records to unauthorized persons 

 
�  Poor attitude or disrespect to management, your supervisor, the customers or 

visitors to LSI 
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�  Any act of misconduct, incompetence, or any violation of the 
Employee/Volunteer Handbook which may, in management’s sole discretion, be 
grounds for disciplinary action and or termination of employment 

 
�  Misuse of company electronic equipment, i.e., excessive personal use of the 

Internet, downloading inappropriate websites, etc. 
 
Although LSI is very serious about the adoption and enforcement of these conduct rules 
they should not be considered an employment contract. LSI reserves the right to maintain 
flexibility in the workplace. 
 
Non-Disclosure of Confidential Information 
LSI is regulated by HIPAA (Health Information Portability and Accountability Act). In 
the course of your employment/volunteer placement with LSI, you may see confidential 
information such as customer lists and proposals, and/or other financial information. 
Misuse of or unauthorized gathering of customer data may result in disciplinary action, 
up to and including termination. 
Any LSI employee, contracted staff, student or volunteer who believes that a breach of 
confidentiality has occurred should immediately report the incident in writing to their 
supervisor or the capacity development department on a Report of Possible 
Inappropriate/Accidental use or Disclosure of Protected Information form. Failure to 
report a breach of confidentiality or failure to adhere to any portion of the release of 
information procedure may result in disciplinary action, up to and including termination. 
 
Background Checks 
All employees/volunteers are subject to criminal history checks, founded child and/or 
dependent adult abuse checks and motor vehicle report checks before hire.  Random 
checks may be conducted at any time while employed by LSI. 
  
Due to the nature of the services LSI provides, it is important that the agency be advised 
of all arrests, convictions and/or investigations (i.e. OWI, child abuse) that may have an 
impact on our services. Therefore, it is the policy of LSI that you immediately report all 
relevant arrests, convictions, investigations and subsequent findings to your immediate 
supervisor. If you are unsure of the relevance of specific circumstances, you may seek 
guidance from the capacity development department prior to notifying your supervisor. 
Confidentiality will be maintained to the maximum extent possible. 
 
Dress Code 
Our work and how we present ourselves is a direct reflection of LSI. As an 
employee/volunteer of LSI, you are expected to dress and groom in accordance with 
accepted social and business standards, particularly if your job involves dealing with 
customers and visitors. 
 
The areas outlined below are agency-wide guidelines: 
 

�  You are expected to provide a neat, acceptable professional appearance at all 
times during working hours. Clothing should be clean and in good repair. 
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�  Clothing which displays or makes reference to alcohol, drugs, sexual innuendo, 
tobacco, violence, profanity, political sentiment or persons/characters associated 
with the aforementioned, either in picture or words, is not allowed. 

 
�  Jeans are allowed if appropriate for your work. 

 
In order to ensure client and employee/volunteer safety in the workplace, different work 
areas may require more specific dress codes which your supervisor will explain. The 
dress code standards apply during working hours and when you are representing the 
organization within the community. If your supervisor perceives your appearance to be 
inappropriate according to the dress code, he/she may send you home to change. You will 
not be compensated for this time away from the job. Continued instances of unacceptable 
appearance may result in disciplinary action, up to and including termination. 
 
 
Use of Agency Equipment 
Upon volunteer placement, you will have access to various supplies and other company 
equipment for the use of performing job functions efficiently and effectively. You are 
responsible for the general condition of issued items and any unauthorized use, misuse, 
abuse, personal use, or breach of security or confidentiality may result in disciplinary 
action up to and including termination. 
 
You are expected to help ensure proper functioning of equipment and must not 
intentionally mistreat or damage equipment. You are to report any malfunctioning 
equipment to your immediate supervisor to ensure proper repair. You may be held 
responsible for any damage to company property for which you are accountable. You are 
not to use unauthorized codes, passwords or other means to gain access to information on 
equipment issued to others. 
 
Telephone, Voice Mail and Fax Machines 

�  The telephone and voice mail systems (where applicable) are provided to you for 
the purpose of conducting business. 

 
�  Phone calls of a personal nature should be kept to a minimum and personal calls 

which are long distance are not permitted. 
 

�  Any use of the voice mail system or phone system to transmit or obtain offensive 
or sexually explicit material is strictly prohibited. This provision will be enforced 
in conjunction with LSI’s harassment policy. 

 
 
Drivers License and Insurability Requirements 
If your position has driving responsibilities, we may provide you with the use of an 
agency owned vehicle, you may be required to use your personal vehicle, or you may be 
required to drive an agency owned vehicle. Some LSI positions require a valid 
chauffeur’s license in order to meet the responsibilities of the position. All drivers must 
be at least 18 years of age, possess a valid driver’s license and have a satisfactory driving 
record that will allow insurability. You are required to provide a copy of your driver’s 
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license and LSI may run a motor vehicle report to evaluate your insurability.  
Additionally, a current copy of your auto insurance policy reflecting the minimum 
coverage requirements must be sent to the Operations Manager where it will added to 
your personnel file. 
 
Primary Driver Classification Requirements 
Any employee/volunteer with a position that requires driving as a primary function of 
his/her position to provide service to clients and/or transport clients will have a primary 
driver classification.  Employees/Volunteers who have this classification must have a 
valid driver’s license and be insurable, or they will be terminated from their position.  
Employees/Volunteers in this classification using their own personal vehicle are required 
to carry personal vehicle insurance coverage of $100,000 each person, $300,000 each 
incident, and $50,000 property coverage, i.e. $100,000/$300,000/$50,000.  Any 
employee in a position with this primary driver classification that chooses not to obtain 
the minimum amounts of required insurance coverage as outlined above will be 
terminated.  
   
 
Reporting Requirements 
Drivers are required to report and complete an agency critical incident form, within 24 
hours, for all moving violations occurring while performing agency business regardless 
of whether they occur while using the company vehicle or while using the 
employee’s/volunteer’s  personal vehicle for company use. 
 
Employees/Volunteers who have been approved to drive are required to inform LSI of 
any incidents that may affect either their legal or physical ability to drive or to remain 
insured.  
 
Vehicle Operation 
Drivers may only carry authorized business-related passengers while conducting agency 
business. All drivers and passengers are required to wear safety belts at all times, obey all 
laws, regulations and policies pertaining to vehicle operation while driving on company 
business. 
 
LSI will periodically review the driving records of all drivers of company vehicles. LSI 
also reserves the right to take corrective action, or terminate drivers for any unsafe, 
reckless, or improper driving habits, whether or not they result in a citation or accident.  
LSI maintains liability insurance for protection should a claim be directed against the 
agency.  
 
 
General Employee/Volunteer Safety 
LSI is committed to the safety and health of all employees/volunteers and recognizes the 
need to comply with regulations governing injury and accident prevention and 
employee/volunteer safety. Maintaining a safe work environment requires the continuous 
cooperation and monitoring by all employees/volunteers. 
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LSI will maintain safety and health practices consistent with the needs of our industry. If 
you are ever in doubt about how to safely perform a job, please ask your supervisor for 
assistance. Any suspected unsafe conditions and all injuries that occur on the job must be 
reported within 24 hours. Compliance with these safety rules is considered a condition of 
employment. It is a requirement that each supervisor make the safety of 
employees/volunteers an integral part of her/his regular management functions. It is the 
responsibility of each employee/volunteer to accept and follow established safety 
regulations and procedures. Failure to do so will result in termination. 
 
Reporting Safety Issues 
All accidents, injuries, potential safety hazards, safety suggestions and health and safety 
related issues must be reported to your immediate supervisor within 24 hours. If you or 
another employee/volunteer is injured, you should contact outside emergency response 
agencies, if needed. If an injury does not require medical attention, a First Report of 
Injury Form must still be completed within 24 hours in case medical treatment is later 
needed and to insure that any existing safety hazards are corrected.  
 
 

SEPARATION OF VOLUNTEERING  
 
Agency Property 
It is the policy of and a condition of volunteering with LSI that any and all materials of 
any sort and in whatever form (including all copies of such materials) relating in any way 
to the agency’s business and in any way obtained by you during the period of volunteer 
placement with LSI, remain the property of the agency, and must be returned upon 
request, or immediately without request when placement ends for any reason. This would 
include telephone calling cards or access information, credit cards, keys, codes and 
passwords, as well as any correspondence, written memoranda, books, records, 
notebooks, and any information about the agency or relating in any way to the agency’s 
business or operations, whether prepared by the individual or others. 
 
Advance Notice and Documentation  
To encourage you to provide advance notice of your intent to end your volunteer 
relationship, LSI will classify as “in good standing” any departure in which you have: 
 

·  turned in, completed, to your supervisor, on or before the last day of work, all 
documentation (e.g., case notes, time records, etc.) expected of you; 

 
·  turned in to your supervisor all of the agency’s property; and 

 
·  given your immediate supervisor “sufficient advance notice.”  

 
For purposes of this policy, “sufficient advance notice” is: 
 

·  fourteen (14) calendar days.  
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YOUR HANDBOOK 
 
 
This handbook is designed to be a summary of policies, procedures, and practices as they 
apply to you and are specifically intended to serve as a guide for you to perform your 
work. Although this handbook is not a contract or legal document, it does provide a 
working guide for use in understanding and applying policies and practices.  
 
Often circumstances may arise requiring changes in the policies, practices and benefits 
described in this manual. Accordingly, LSI reserves the right to amend the contents as it 
deems appropriate. 
 
Should any provision in this Volunteer Handbook be found to be unenforceable or 
invalid, such finding does not invalidate the entire Handbook, but only that particular 
provision. This Handbook replaces and supersedes any and all other LSI Volunteer 
Handbooks. When changes are made, they will be communicated as soon as possible 
directly to you or through your supervisor. 
 

FORMS  
 
 
LSI VOLUNTEER 
NOTICE OF PRIVACY PRACTICES (HIPAA) 

 
 

THIS NOTICE DESCRIBES HOW INFORMATION ABOUT YOU MAY BE USED 
AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION.  

PLEASE REVIEW IT CAREFULLY. 
 
 
 
 Protected Information. While working with LSI, information regarding your 
medical history, treatment, social history and other issues including payment for services 
may be created or received by us.  Information which can be used to identify you relating 
to your medical care or payment for your medical care is protected by state and federal 
law ("Protected Health Information or Protected Information").   
 
 Your Rights.  Federal law grants you certain rights with respect to your Protected 
Information.  Specifically, you have the right to: 
 

·  Receive notice of our policies and procedures regarding your Protected 
Information; 

 
·  Request that certain uses of your Protected Information be limited; but we 

have the right to refuse your request; 
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·  Access to your Protected Information; but the request must be in writing 
and may be denied in certain limited situations; 

 
·  Request that your Protected Health Information be changed;  

 
·  Obtain an accounting of certain disclosures by us of your Protected Health 

Information for the past six years;  
 

·  Revoke in writing any prior authorizations for use or disclosure of 
Protected Information, except to the extent that action has already been 
taken; and 

 
·  Request communications of your Protected Information are done by 

reasonable alternative means or at alternative locations such as by e-mail. 
 

Our Responsibilities.  Federal law also imposes certain obligations and duties 
upon LSS with respect to your Protected Information.  Specifically, we are required to: 
 

·  Provide you with notice of our legal duties and LSI’s policies regarding 
the use and disclosure of your Protected Information; 

 
·  Maintain the confidentiality of your Protected Information in accordance 

with state and federal law and LSI’s policies; 
 

·  Review your requested limits regarding the use and disclosure of your 
Protected Information and inform you if these restrictions will be used; 

 
·  Allow you to inspect and copy your Protected Health Information in the 

presence of LSI staff as designated by LSI during our regular business 
hours pursuant to any legal restrictions.  This access may be limited based 
on various factors including the type of information requested and if the 
information involves someone other than you; 

 
·  Act on your request to amend Protected Health Information within sixty 

(60) days and notify you of any delay which would require us to extend 
the deadline by the permitted thirty (30) day extension.  Although this 
does not guarantee that amendment will occur.  LSI will determine in its 
sole discretion if the amendment is appropriate; 

 
·  Accommodate reasonable requests to communicate Protected Information 

by alternative means or methods; and 
 

·  Abide by the terms of this notice. 
 

How Your Protected Information May be Used and Disclosed.  Generally, 
your Protected Information may be used and disclosed for provision of services, 
treatment, payment or for running LSI, or as required by law.  Protected information 
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maybe shared/forwarded in person, on the phone, by mail, fax, electronically or other 
available means.  This includes a variety of areas including but not limited to the 
administration of our health care plan or other benefits, workers compensation 
information, insurance or FSA payments and emergency notification of others. 
 
 Important Contact Information.   This notice has been provided to you as a 
summary of how we will use your Protected Information and your rights with respect to 
your Protected Information.  If you have any questions or for more information regarding 
your Protected Information, please contact Dan Dean at the Des Moines corporate office 
of Lutheran Services in Iowa.  
 
 If you believe your privacy rights have been violated, you may file a complaint 
with our office by contacting Dan Dean at the Des Moines corporate office of Lutheran 
Services in Iowa.  You may also file a complaint with the Secretary of Health and Human 
Services by internet access at www.hhs.gov.  There will be 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 this notice at any time. Should we revise this 
notice; the revised notice will be posted at the local office.  In addition, a current copy of 
our notice of privacy practices may be obtained by contacting our Human Resources 
department.  
 
CONFIDENTIALITY STATEMENT 
 
Every volunteer of Lutheran Services in Iowa has an obligation to keep in confidence all 
information that pertains to the people we serve.  The private lives and business of our 
clients, employees and volunteers are not to be revealed or discussed with any 
unauthorized persons. 
 
In addition, the protection of confidential business or intellectual property is vital to the 
interests and success of Lutheran Services in Iowa.  Such confidential information 
includes, but is not limited to marketing strategies, advancement plans, financial 
information, compensation data, technological data, and pending projects and proposals. 
 
Volunteers who improperly use or disclose confidential information will be subject to 
disciplinary action, up to and including termination, even if they do not actually benefit 
from the disclosed information. 
 
 
LSI VOLUNTEER 
CONFLICT OF INTEREST 

 
Every volunteer of Lutheran Services in Iowa has an obligation to keep in confidence all 
information that pertains to the people we serve.  The private lives and business of our 
clients, employees and volunteers are not to be revealed or discussed with any 
unauthorized persons. 
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In addition, the protection of confidential business or intellectual property is vital to the 
interests and success of Lutheran Services in Iowa.  Such confidential information 
includes, but is not limited to marketing strategies, advancement plans, financial 
information, compensation data, technological data, and pending projects and proposals. 
 
Volunteers who improperly use or disclose confidential information will be subject to 
disciplinary action, up to and including termination, even if they do not actually benefit 
from the disclosed information. 
 
 
LSI VOLUNTEER 
USE OF AGENCY EQUIPMENT AND ELECTRONIC 
COMMUNICATION SYSTEMS 
 
Upon employment, you will be given access to various LSI equipment, property, and 
supplies to help you perform job functions efficiently and effectively. You are 
responsible for the general condition of issued items and any unauthorized use, misuse, 
abuse, personal use, or breach of security or confidentiality may result in disciplinary 
action up to and including termination. 
 
Examples of agency equipment/property include, but are not limited to: keys, ID badges, 
vehicles, car seats, lap tops, phones and cell phones, cameras, fax machines, copiers, 
electronic communication systems, computers, internet, e-mail, desks, office space, 
buildings, etc. 
 
ID Badges 
For reasons relating to identity and safety, LSI issues identification badges to all staff, 
volunteers, observers, contractors, agency temporary workers, and consultants.  The use 
of identification badges provides reliable and controlled identification, controlled access 
to agency property, displays credentials and skill level of staff members, and confirms the 
presence of authorized personnel.   ID badges are the property of LSI and must be 
returned when employment ends. 
Employees must display their badges at all times.  Those reporting to work without a 
valid ID badge will be issued a “Visitor” badge for the duration of their work shift.  
Continuous failure to display a valid ID badge may subject you to disciplinary action. 
 
LSI provides an ID badge free of charge upon employment.  If an ID badge is lost, stolen, 
abused, or damaged, it must immediately be reported to your supervisor.  In most cases, a 
replacement fee of $10.00 will be charged. 
 
Keys 
Upon employment, you may be issued key(s) for access to LSI property. It is your 
responsibility to use these keys for your own business-related purpose and not give them 
to anyone else to use. Loss of key(s) may subject you to disciplinary action.  
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Key(s) are issued free of charge upon employment.  If key(s) are lost, stolen, abused or 
damaged, it must immediately be reported to your supervisor.  In most cases, a 
replacement fee of $25.00 will be charged. 
 
Upon resignation or termination, it is your responsibility to return all key(s) to your 
supervisor before your last day of employment.  If the key(s) are not returned before the 
last day of employment, LSI reserves the right to withhold any unpaid Paid Time Off 
(PTO) pay-out that you might otherwise be eligible for.  
 
Vehicles 
Agency vehicles are provided for business-related use, primarily for transporting clients 
and travel between sites.  If your position has driving responsibilities you may be asked 
to drive an agency vehicle or you may be required to use your own vehicle. All drivers 
must be at least 18 years of age, possess a valid driver’s license, have a satisfactory 
driving record that allows insurability, and carry personal vehicle insurance coverage that 
meets agency requirements.   Additionally, some positions require a valid chauffeur’s 
license.   
 
Drivers must carry only authorized business-related passengers while conducting agency 
business.  All drivers and passengers are required to wear safety belts at all times, obey 
all laws, regulations, and policies pertaining to vehicle operation.  Take care to keep the 
vehicle free of interior debris.  Ensure the gas tank is near FULL or on FULL for the next 
user.  Report any malfunctions or needed repairs to your local Operations Manager 
immediately. 
 
Within 24 hours of occurrence, drivers are required to report all moving violations that 
occur while performing agency business regardless of whether they occurred while using 
an agency vehicle or while using the employee’s personal vehicle for company use. 
 
Unsafe, reckless, or improper driving habits may subject you to disciplinary action up to 
and including termination. 
 
Electronic Communication Systems 
All equipment, network traffic, electronic communication systems, and all messages 
generated on or handled by electronic communication systems, including back-up copies, 
are considered to be the property of Lutheran Services in Iowa and are not the property of 
users of the electronic communication systems. 
 
Users expressly waive any right of privacy in anything they create, store, send or receive 
on LSI’s network.  
 
The Information Technology Department (IT) maintains an inventory database of all 
equipment specific to their locations, including ports and/or outlets that equipment may 
be connected to.  Under no circumstances is equipment to be moved (by staff or other 
personnel) without prior approval from the IT Department.   
 
You are expected to help ensure proper functioning of equipment and must not 
intentionally mistreat or damage equipment. You are to report any malfunctioning 
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equipment to your immediate supervisor to ensure proper repair. You may be held 
responsible for any damage to company property for which you are accountable. You are 
not to use unauthorized codes, passwords or other means to gain access to information on 
equipment issued to others. 
 
Telephone, Voice Mail and Fax Machines 
The telephone and voice mail systems (where applicable) are provided to you for the 
purpose of conducting business.  Phone calls of a personal nature should be kept to a 
minimum and personal calls which are long distance are not permitted. 
 
Any use of the voice mail system or phone system to transmit or obtain offensive or 
sexually explicit material is strictly prohibited. This provision will be enforced in 
conjunction with LSI’s harassment policy. 
 
Computers, Internet, E-Mail 
You are prohibited from downloading materials and/or installing software without prior 
approval from the information technology department.  
 
Any use of the computer, Internet or e-mail to transmit or obtain offensive or sexually 
explicit material is strictly prohibited. This provision will be enforced in conjunction with 
LSI’s harassment policy. 
 
Use of the Internet and e-mail for non-business purposes is permissible, as long as it is 
not abused and does not interfere with the performance of job duties. 
 
You should use caution in transmitting any confidential information over the Internet or 
via e-mail. This includes, but is not limited to, bank account information, credit card 
numbers, financial information or any other confidential information regarding LSI, its 
clients or employees. 
 
Personal Equipment 
Personnel equipment (lap tops, PDAs, cell phones) must not be plugged directly into 
LSI’s network.  
 
Passwords 
Employees shall not disclose their computer, voice mail or other passwords to others, 
with the exception of the Information Technology department staff. 
 
To ensure the use of e-mail, Internet and phone systems are consistent with LSI business 
interests authorized personnel of LSI may monitor or review the use of this equipment 
from time to time. 
 
 
SIGNATURE SHEET 
After reading the information on pages 24-29, you will be asked to read, initial and sign 
the Signature Sheet before you begin to volunteer at LSI. 
 



 - 35 - 

Volunteer2 
 

Volunteer2 is the volunteer management software that can be used to log volunteer hours, 
manage activities and groups, maintain updated volunteer contact information, and communicate 
with volunteer coordinators. When you complete an online application to volunteer, you are 
creating an account in this system. 
  
To access your account go to www.myvolunteerpage.com and log in using your username and 
password. 
 
If you do not know your username and/or password, contact your volunteer coordinator or Dawn 

Elliott at Dawn.Elliott@lsiowa.org or 515-271-7383 for assistance. 
 

 

  
 
After you log in, you will arrive at your homepage which will display four tabs: My 
Profile, My Activities, My Hours Log , and My Groups as well as a Welcome message 
from your site’s volunteer coordinator.  
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My Profile 
 
On this contact info tab you can add new contact information or edit existing 
information. The additional info tab contains the bulk of the volunteer application. This 
is where you can add personal information like references, emergency contacts, and 
indicate your volunteer interests.  
 

 
 
You can view you status on required trainings such as HIPPA or Universal Precautions 
under the qualifications tab. Additional personal information such as your birth date can 
be entered under the about me tab.  
 
The tab labeled goals can be used to set goals pertaining to how many volunteer hours 
you would like to complete in a certain time period. Your progress and details of any 
goals you set can be viewed under the My Hours Tab.  
 
Under the general interest tab, you can indicate your interests in a variety of areas such 
as how much time you are willing to devote to volunteering and the types of positions 
attract you. This information can be used by volunteer coordinators to help match new 
opportunities to your interests. 
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My Activities 
 
Under the schedule tab in this section you will find what volunteer activities you have 
been scheduled and approved by the volunteer coordinator to perform. The activity 
signup tab provides a list of all the different volunteer opportunities you may sign up for 
within the organization as a whole and are listed according to service line at your 
volunteering location.  
 
To sign up, click on the activity name and then follow the instructions on the screen to 
schedule the activity. Once you have indicated your interest, the volunteer coordinator at 
your site needs to approve your selection before it shows up under your scheduled 
activities.  

 

 
 
 

My Hours Log 
 
In this section, you can log your volunteer hours, track the goals you set, and view hour log 
summaries. To log your hours, go to the log new hours tab, select the activity in which you are 
logging hours for (Beloit Residential Mentoring Program - Church Host Mentor, for example) 
and then enter the date and number of hours you volunteered. 
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Remember to always click save (located on the bottom right side of the page) before moving to a 
new page. Hours that you have logged and that have been approved by the volunteer coordinator 
will show up in your log summary under the view summary tab.  
 

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

My Groups 
 
The organizations tab under this section displays the contact information for the LSI site you 
are volunteering at. A link to the website as well as a direct link to your volunteer coordinator’s 
email and phone number can also be found on this page. 
 


