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Volunteer Application Process:  Individuals interested in volunteering at the Washington State School for the Blind (WSSB) must meet with the Volunteer Coordinator prior to beginning service. The Volunteer Coordinator will provide the candidate with an application packet and information concerning programs. The prospective volunteer must fill out the application packet, including all required information, and must also pass a Washington State Patrol (WSP) back-ground check prior to assignment. Volunteer requirements:
· Washington State Patrol background check: 

· Procedure for background check:
· Volunteer Coordinator collects information through the application process and informs the volunteer of our safety procedure and that a background check is required.
· Background checks are conducted within 24 hours by the Residential Program Secretary (or other person Secretary is off campus).  

· The Volunteer Coordinator is informed of those individuals that have passed clearance.  If a name appears where there is a question:
· The Secretary informs the Administrator in charge of Residential/Recreation for a decision.  

· Background check information can be found on WSSB’s network under the “S” drive.  The following people have access to this:

· Director of On-Campus program, Administrator for Residential/Recreation, Secretary for On-campus program, Volunteer Coordinator, and Human Resources Manager.

· If a person is not allowed to volunteer based upon the information collected on the WSP background check the Volunteer Coordinator will inform the person. If this person has questions they are to talk with the Residential/Recreation Program Administrator.

· Volunteer Photo Identification Badges must be worn while on volunteer assignment. The Volunteer Coordinator will schedule appointments to process identification cards.

· Photos of the volunteers will be posted in Old Main on the Volunteer bulletin board to help employees recognize them.  

· The responsibility for the photo and posting is part of the orientation process and conducted by the Volunteer Coordinator (process to be determined in consultation with the Administrator of the Residential/Recreation program and Volunteer Coordinator). 

· A copy of the volunteer’s driver license (if they have one) is to be kept on file.

Changes in Personal Data:  So that WSSB may contact volunteers regarding activities and volunteer opportunities at WSSB, it is important that current contact information is on file.  Volunteers are asked to promptly advise the Volunteer Coordinator of any changes to address, telephone, email, or other relevant personal contact information.

Staff Interested in Volunteering: WSSB employees who wish to volunteer for activities or events outside the regular scope of their paid duties should contact the Volunteer Coordinator.  

Age Requirement:  WSSB welcomes all potential volunteers. Those individuals who are under the age of 18 must have parent/guardian consent, as well as Volunteer Coordinator approval prior to volunteering.

Orientation and Training:  Once a specific volunteer placement is established, a meeting is scheduled between the Volunteer, Volunteer Coordinator, and placement staff.  The specific details of the volunteer placement will be discussed at this time (see above for more info.).
Conduct:  Volunteers are role models, and by virtue of their connection with WSSB, become representatives of WSSB.  Volunteers’ conduct in manners, speech, and action should therefore always be socially and professionally appropriate.  In the event of serious misconduct such as abuse of a student/staff, theft, dishonesty, or insubordination, the Volunteer Coordinator, in coordination with WSSB Administration, will investigate the incident and appropriate action will be taken. Volunteers are not permitted to be alone in a non-public setting with one student. Volunteers are to work together in a group with staff, students and other volunteers. While working in the cottages, volunteers are not permitted to go down the hall.  The cottages are the students’ homes while on campus.  The private bedrooms of students are off limits.  Help the students learn to help themselves; do not do things for the students they are capable of doing themselves.  The ability to perform independently is one of the primary goals of the educational program at WSSB.  Sometimes, despite good intentions, being overly helpful results in more harm than good when it comes to effectively executing a student’s individual education program If there is a question about the student’s ability to perform certain functions, volunteers should check with a staff member who is familiar with that student.
Attendance Requirement:  WSSB depends on its volunteers to keep their commitments.  The work volunteers do is vitally important to the school.  Staff relies on volunteers to help keep programs running as scheduled.  In case of illness or other emergencies, please contact the Volunteer Coordinator as soon as possible. If an event or program has been canceled or the school is closed due to weather, the Volunteer Coordinator will notify all scheduled volunteers.  Volunteers are to adhere to the schedule of assigned days established through the Volunteer Coordinator.  WSSB keeps records of all volunteer hours. Volunteer Timesheets may be obtained from the Volunteer Coordinator.  Please turn timesheets into the Volunteer Coordinator the last Thursday of each month.

Personal Appearance:  Volunteers are representatives of WSSB, and role models to students.  The personal appearance and hygiene of all volunteers is an important part of volunteers’ interactions with students and staff.  Without unduly restricting individual tastes, WSSB expects personal cleanliness, good grooming and appropriate attire of its volunteers while they are on-campus or with students.

Drug-Free Work Place: WSSB is committed to providing a drug-free workplace and forbids the unlawful manufacture, distribution, dispensing, possession or use of any controlled substance by employees and/or volunteers while on school premises or while performing any job-related activity, whether on or off school premises. Volunteers are further prohibited from reporting to work or performing job-related activities, on or off school premises, while under the influence of an unlawful controlled substance. Smoking is not permitted on any of the school grounds, which includes parked, private vehicles in school parking lots; in any school vehicle regardless of its location, or in any WSSB building. Please contact the Volunteer Coordinator regarding questions about the location of appropriate smoking areas.

Confidentiality Policy: The privacy rights of everyone at WSSB must be considered privileged and confidential information. While working in a volunteer assignment, volunteers may have contact with personal and/or medical information about students which is considered confidential.  This information is not to be shared with anyone except the staff working directly in the volunteer’s assigned area, the Volunteer Coordinator or school Administrators.  An oath of confidentiality will be signed by each volunteer.  Violations of the oath of confidentiality agreement could be grounds for loss of volunteer privileges.

Emergency Procedures for Volunteers: Any injuries resulting from accidents which occur in the course of volunteer assignments should immediately be reported to the Volunteer Coordinator or a school Administrator. An Accident Report must be filled out as soon as possible, and submitted to the Volunteer Coordinator.  Accident Report forms are located in the Health Center.  If a volunteer becomes ill or injured while on volunteer assignment at WSSB, WSSB will assist them in seeking needed medical assistance.

Medical Services: WSSB provides on-campus health services for our students. The Health Center is located in the Old Main Building across from the cafeteria.  The Health Center is open from 6:00 a.m-11:00 p.m.

In case of an accident or sudden illness of a student, volunteers should follow these emergency procedures:
*Minor injuries: Report situation to the Health Center (ext. 123), and available staff member in assigned area

*More Serious Injuries:

*Call the Health Center (ext. 123), or contact the nurse at home, if the incident occurs between 11:00 p.m. – 6:00 a.m.  If needed:
*Dial (9)-9-1-1.  Provide the following information: 


1. Your Name


2.  Name and address of WSSB


3.  Name and age of the student


4.  Describe the situation (Physical details, observations)


5.  Directions to the building the student is in or near

*Follow instructions provided by 9-1-1 Emergency Staff

*Stay with the student until the Nurse and/or Paramedics arrive. Provide CPR/First Aid to the extent of training capabilities, and seek help from other available staff.  

Emergency Evacuation:  It is extremely important that all WSSB volunteers, as well as staff and students, understand and follow established emergency/fire evacuation procedures. There are maps posted throughout the campus buildings illustrating the fire/emergency evacuation routes. Volunteers are asked to review these with the staff person in their assigned area. Emergency evacuation drills are conducted regularly in all the cottages and school buildings illustrating the emergency procedures and evacuation routes.  

Behavior Management:  WSSB Administrators are committed to insuring the safety, security, and well being of each individual on campus. To help attain these goals, a student behavior management policy is in place. This policy stresses WSSB’s philosophy of a positive approach to behavior management and prohibits corporal punishment. In the instance that a student is inappropriate in his or her behavior, volunteers are to report the situation to staff working in their immediate area, the Volunteer Coordinator, or available Administrator, who will address the situation.

Transporting of students:  Volunteers are not permitted to transport students in their private vehicles without parental permission. Student transportation is provided by authorized school personnel and vehicles.

Safety and Security: WSSB is an open campus from 7:00 a.m-10:00 p.m.  There are gates accessing parking lot entrances which are closed nightly and can only be opened with a key card. WSSB has a twenty-four hour surveillance system with cameras located in various places throughout the campus. WSSB has a Safety Committee, which makes safety recommendations to school Administration. If volunteers have safety questions or concerns, please notify the Volunteer Coordinator, or any available School Administrator, and the issue will be brought to the Safety Committee.  

Complaint Procedure: If a Volunteer has concerns or problems while working in their volunteer assignment, they are asked to discuss the situation with the Volunteer Coordinator.

Sexual Harassment:  It is the policy of WSSB that sexual harassment is unacceptable conduct in the work place and will not be tolerated. Sexual harassment is defined as all unwelcome sexual advances, requests for sexual favors and other verbal, written or physical conduct of a sexual nature, when such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

Reporting of Sexual Harassment: Any volunteer who believes that he/she or a student has been subjected to sexual harassment is to report the matter promptly to the Volunteer Coordinator and to Human Resources.

Meals:  Volunteers who are on assignment during scheduled meal time are welcome to eat with the students. 

Parking: WSSB maintains two parking lots for volunteer access. One is located on the east side of the Old Main Building (in front of the Ogden Resource Center) and one is located on the west side of the Old Main Building. Volunteers are welcome to access these two parking lots.

Telephone Services: WSSB provides public phones for the convenience of staff, students, and volunteers.  They are located in each building and cottage.  To reach an outside line, one must dial 9 prior to the number.  No calls outside the local area are permitted.

Social Opportunities: Volunteers are invited to attend Tuesday night Recreation Swim and WSSB’s annual Scuba event in the Kennedy pool. Information regarding the dates and times of these events will be provided by the Volunteer Coordinator.
Training:  If space is available volunteers are welcome to attend CPR classes offered to staff and students at the WSSB.  Volunteers who are interested in attending class must sign up prior to the class with the Volunteer Coordinator.

Recognition:  WSSB recognizes the hard work and dedication of its volunteers and their commitment to WSSB students.  Many events would not be possible without their service.   Every spring WSSB students provide a concert for staff, families, and WSSB volunteers. All WSSB volunteers are recognized for their service at the spring concert.  Check with the Volunteer Coordinator for details on the date and time of this annual event.

