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WELCOME TO NEIGHBORS TOGETHER!

We are grateful to have you serving at Neighbors Together. Volunteers provide a vital link between our organization and the
community we serve. Clients, Staff and the community benefits from the work of individuals like you, who freely share their
talents, time, and resources.

Neighbors Together is a faith-based, non-profit, ecumenical ministry providing, food, clothing, medical care, case management
services, and other vital services to the less fortunate in the tricounty area. It offers a holistic, safe, compassionate, and inviting
place for all people in need. Through our services we are able to help clients move from crisis to stability to self-sufficiency:
feeding bodies, nourishing spirits, and strengthening community.

Neighbors Together is committed to recruiting and preparing highly motivated community volunteers to enhance the quality of
care provided to our clients. We offer volunteers opportunities to work directly with clients as well as behind the scenes. Both help

our clients!

The following Handbook is designed to foster a safe and healthy environment for volunteers, staff, and clients. It has been our
experience that consistency and organization contribute to a positive experience for all.

Please carefully read this Handbook. We realize no book can answer all your questions. We encourage you to come to us with any
questions or concerns. We depend on you — your success is our success.

Thank you for joining the Neighbors Together’s team in the important work of empowering lives and alleviating generational
poverty. We look forward to a long-lasting and rewarding relationship with you.

ABOUT OUR CLIENTS

In order to be most effective, it is helpful to know something about the people we serve. The clients we serve are challenged in
ways that most of us will never experience. The hungry aren't only the ragged, the drunk and the lazy. Mostly, they are victims: of
unemployment, broken homes, veterans, senior citizens, prejudice, and a hundred other tragedies. Many will find work and can't
wait to be productive again and to care for their families. Others will never be able to care for themselves, become productive, or
find a true home.

It is the policy of Neighbors Together to serve all persons who come for our services without qualifications or self-importance. We
ask no questions, make no judgments, and the only time we turn anyone away is when they have been clearly inappropriate, and
even then, we often give second and third chances. It is important we remember the fragility of all human beings, and that we are
respectful at all times.

Survival for many of our clients is an exhausting way of life. Some clients have few opportunities to make choices. They are often
ignored in life and are not willing to trust others. They are tired and stressed and some anger quickly. Don’t take what they are

saying personally and respond in a like manner. Maintain professionalism and remember everyone deserves respect.

If a client becomes agitated, remember that keeping a calm and level voice is really important. If you feel threatened or that
others are threatened, contact the Administrative Coordinator, Stephanie Guess immediately.

ABOUT OUR VOLUNTEERS

Volunteers are the life blood of our organization. Without you, this agency would not succeed and without this agency, thousands
of less fortunate individuals would go without the needed resources and services to help them survive and become productive
members of our community. Please help us keep the program strong. You are not only making a difference. You ARE the
difference.

It is our belief that ...
O Volunteers committed to our mission are welcome regardless of their background, ethnic origin, race, age or gender. Neighbors
Together is inclusive and made up of a diverse group of individuals who put aside personal agendas, egos, and differences to




serve our clients.

O Volunteers are a valuable member of our team, and everyone’s time, talents, and efforts are special gifts that are to be
appreciated, respected, and never taken for granted.

O Volunteers are most appreciated when given meaningful work, with consideration of personal preferences when possible. There
are times when our needs may be different than the task you prefer.

O Volunteers are entitled to necessary information pertinent to the performance of their work assignment. Volunteers will be
provided materials, training, and supervision. Please talk with the Administrative Coordinator if you have any questions or
need additional help. We are a team.

O Volunteer feedback, is critical to the success of our program. Speak with the Administrative Coordinator; we want our program,
staff, and volunteers to be the best they can be.

O Volunteers are responsible for the quality of their work, their conduct, and for meeting their commitment to Neighbors
Together, our clients, and our mission. If you need help, ASK.

0 Volunteers deserve a safe, productive, and enjoyable environment free of discrimination, harassment, and bias. Each volunteer
is personally responsible for helping us maintain such an environment. We encourage volunteers to bring any incident to the
immediate attention of the Administrative Coordinator.

O Volunteers provide our organization with credibility, insight, perspective, diversity, and expertise that enlightens our operations,
helps fulfill our mission, and engages the community in our activities.

Neighbors Together POLICIES AND PROCEDURES

In order for Neighbors Together to expect continued community support and for you to remain a positive role model for our
clients, there are policies and procedures that must be followed.

Age Requirement: Volunteers must be at least 12 years old. Volunteers 17 years old or younger must be accompanied by a
parent/guardian at all times. We do not maintain any volunteer positions that involve the supervision or custody of minors. There
is N0 maximum age.

Group Volunteers: Volunteer groups are always welcome. We require each group member complete an application form and

indicate on their application the name of their group. We can accommodate a maximum of 10 volunteers at one time. Youth
groups must be accompanied by adults with the following youth to adult ratio of 5:1.

Community Service: All court-ordered community service volunteers must be approved by the Administrative Coordinator.

Volunteer Protocol: Volunteers are required to contact the Administrative Coordinator to schedule their shift prior to coming in to
volunteer. We want to ensure we make the best use of your time.

Upon arrival, volunteers are to go to the staff entrance, meet with the Administrative Coordinator to pick-up their volunteer badge
and get their assignment. Volunteers are asked to stay in their assigned area unless moved by staff or Administrative Coordinator.
If there is a problem or a question, inform the Administrative Coordinator. Sign out and return the volunteer badge prior to leaving
for the day.

Dress Code: Wearing modest, practical and comfortable clothing and shoes when you volunteer is important. Jeans are fine, but
avoid tank tops, "belly shirts," short-shorts, "low-rider" pants, clothing with offensive messaging to include political or religious. For
safety reasons, closed-toed shoes are mandatory in the kitchen. We provide aprons and sanitary gloves for people.

Commitment: Your role as a volunteer is a critical part of the operations at Neighbors Together. We depend on you. Please take
your commitment serious and show-up for your shift, be on-time, and stay for your committed time. Please notify the
Administrative Coordinator as soon as possible if you cannot make your scheduled shift or are going to be delayed.




Facility Protocol: Our facility is open to clients at specific times. Please do not open the door unless asked by a staff member. There
are areas designated for client use which include the dining area, grocery pick-up, clothes closet, and intake. Clients are not
allowed behind the serving tables, the bathrooms, the offices, or upstairs. If you see a client in any of these areas, please inform
staff immediately. This is for everyone’s safety.

Client Protocol: Although we are here for the sole purpose of helping those in need, Neighbors Together has an intake process for
clients in order to receive our services. This excludes lunch. If a client asks for help, please let the Administrative Coordinator
know.

Clients are expected to behave appropriately, respectfully, and follow the same policies in regards to safety. If a client is
combative, abusive, drunk, behaving inappropriately, get a staff member. Never put yourself in danger.

Client Relationship: Please develop and maintain healthy, professional boundaries with Neighbors Together’s clients; being kind

and compassionate is important. Becoming too friendly or intrusive can lead to problems.
Do not give money, extra food or clothing, gifts, or rides to clients.
Do not give clients tin foil, bags, or containers. If you give to one person, you have to give to all.
Do not share personal information: address, email, phone number. Doing so can cause serious problems.

Professionalism: Everyone deserves to be treated with respect and dignity. The most important thing you can do as a volunteer is
present a positive and caring attitude. If a client chooses to treat you or your work with disrespect, do not stoop to their level.
Maintain a professional disposition. Do not raise your voice, use inappropriate language, engage in conversation or posture that is
likely to escalate the issue, or engage in any physical contact (except to get out of harm’s way). Get a staff member immediately.

Language: Just as we expect all staff and clients to refrain from using inappropriate language we also expect the same from
volunteers. Keep in mind what may be a harmless slang term to you may be offensive to another person near you, whether that be
clients, other volunteers, or staff members.

Drugs/Alcohol/Tobacco: Neighbors Together is a substance-free/smoke free environment. Neighbors Together absolutely

prohibits the use, consumption, sale, purchase, transfer, give, possession or unlawful manufacture of any illegal or nonprescription
drug (controlled substances). Please report any suspected use/abuse to site staff.

If you need to take legally prescribed medication while volunteering, please advise the Administrative Coordinator. Never give
drugs, including aspirin and other over-the-counter medication, to a client.

VDiscrimination: Neighbors Together is dedicated to providing a positive work environment free of discrimination and bias. It is the
policy and commitment of Neighbors Together to not discriminate based on race, gender, sexual orientation, national origin, age,
disability, political views, religion, and/or any other legally protected characteristic in admission of its volunteers or its programs
and services. All volunteers and staff are accountable to this notion.

Sexual Harassment: Neighbors Together is committed to providing volunteers with a safe, productive, and enjoyable environment

and experience while volunteering. Neighbors Together will not tolerate any form of sexual harassment among its staff, clients,
and volunteers; and encourages volunteers to bring any incident of sexual harassment to the immediate attention of the Executive
Director or proper authority.

Volunteer Benefits — Goods and Services: Neighbors Together relies on financial and in-kind donations to provide essential services

to the individuals and families we serve. To ensure that donations are distributed fairly and in accordance with donor expectations,
all incoming and outgoing donated items are carefully managed through established procedures.

Volunteers are not permitted to remove, distribute, or give away donated items, including food, clothing, household goods,
hygiene products, paper products, or other donations. However, we recognize that some of our volunteers may also be
experiencing hardships. As a benefit of volunteering with Neighbors Together, volunteers who are in need of assistance may meet
with a case manager and access services through the Food Pantry and Clothing Closet once per month, following the same
registration and program guidelines as all clients.

Additionally, lunch is provided to volunteers and staff.




We appreciate your cooperation in helping us maintain the integrity of our donation process and ensuring that resources are
distributed equitably to those in need.

Confidentiality: Volunteers and Staff are responsible for maintaining the confidentiality of all privileged information that is defined
as inside, personal, or sensitive information. Information may include personal experience stories, client identities, or contact
information, whether this information involves clients, staff, volunteers or overall program business. Data, resource lists, and other
pertinent information must not be removed without permission from the Executive Director. Approval for filming, photographing
or audio-taping clients, volunteers, and staff members must be secured from the Executive Director.

Conflict of Interest: No person who has a conflict of interest with any activity or program of the agency, whether personal,

philosophical, or financial, shall serve as volunteer. Examples include: volunteers, such as subcontractors, who receive monetary
wage as result of a project. If there is a concern there may be a conflict of interest, direct the concern to the Executive Director.

Safety: Safety is Neighbors Together’s number one priority. Behavior, at all times, that threatens, intimidates, bullies, or coerces
staff, another volunteer, or a client is prohibited. Should you witness or personally experience an inappropriate situation or rule
violation, please let the Administrative Coordinator know as soon as possible. Do not try to enforce Neighbors Together’s rules —
the work of holding clients, staff, and volunteers accountable for their behavior should be handled by the Executive Director. You
should never put yourself in danger.

Firearms, weapons, and other dangerous or hazardous devices and substances are prohibited on the premises of Neighbors
Together without proper authorization.

All threats of violence or acts of violence must be reported as soon as possible to the Administrative Coordinator or Executive
Director. If immediate danger, call 911.

OTHER WAYS YOU CAN HELP Neighbors Together:

1. Organize a supply drive and collect our most needed items

e Hygiene products: deodorant, razors/shave cream, comb/brush, tampons/pads, wash cloths, toothpaste/toothbrush,
hand sanitizer, soap

® men’s clothing: all sizes underwear, pants, shirts, large belts

e women'’s large clothing

® book bags
2. Help us spread the word to potential volunteers and donors. Both are critical to the existence of Neighbors Together.
3. Donate gifts of cash, checks, and stocks. Private and Grant dollars have a direct positive impact helping tricounty residents in need.
4, Buy a gift card at any of the following stores @ Costco ® Home Depot ® Lowes ® Staples ® Target @ Walmart @ Sam’s @ Gas Cards

NEIGHBORS TOGETHER HOURS:

Volunteer shifts are typically scheduled Monday, Tuesday, and Wednesday from 9:00 a.m. to 1:00 p.m.

We understand that these standard hours may not work for everyone. Additional volunteer hours may be arranged in advance on a case-by-
case basis with approval from the Administrative Coordinator. Individuals interested in volunteering outside of regular shift times should
contact the Administrative Coordinator to discuss availability and scheduling options.

The standard operating hours for Neighbors Together is as follows:
Feeding Program for Hot Lunch — Monday, Tuesday, Wednesday & Thursday 10:30am — 12:30pm
Client Intake for Programs— Monday, Tuesday, Wednesday & Thursday 9:00am — 12:00pm
Health and Wellness— Wednesday 9:00am — 12:00pm
Case Management — Mon, Tues, Wed, and Thursday. 9:00am — 12:00pm

In case of inclement weather or holidays, please call Neighbors Together for pre-recorded message regarding closure.




VOLUNTEER ACKNOWLEDGEMENT

I am in receipt of the Neighbors Together Volunteer Handbook and Policy Manual and understand | should consult
with the Administrative Coordinator or the Executive Director if | have any questions about the polices or procedures
contained therein.

| understand that from time to time there may be revisions to the Volunteer Handbook and Policy Manual. Such
revisions will require the prior approval of the Executive Director and will be communicated to volunteers.

| have entered into my volunteer relationship with Neighbors Together voluntarily and acknowledge there is no
specified length of volunteering. Accordingly, either Neighbors Together or | can terminate the relationship at will,
with or without cause, at any time.

Furthermore, | acknowledge that this manual is neither a contract of employment or volunteering, nor a legal
document. Although some or all of the policies and procedures may have been explained to me verbally, |
understand that it is my responsibility to fully read and comply with the policies contained in this handbook and any
revisions made to it.

Volunteer’s Signature Date Signed

Volunteer’s Name (print)

Legal Guardian’s Signature (if under 18 years old) Date Signed

Legal Guardian’s Name (print)




