
Waterville Area Boys & Girls Club and YMCA 

at the Alfond Youth Center 

 

VOLUNTEER HANDBOOK 

 

 

INTRODUCTION: 

The practices outlined in the following pages are meant to help volunteers of the Alfond Youth Center 

understand the Alfond Youth Center’s basic working conditions. Our goal is to have satisfied, productive, 

and well-informed volunteers, and we believe that attention to the information in this manual and will help 

achieve that goal. 

 

These written policies are not designed to cover all the situations that may arise while you volunteer at the 

Alfond Youth Center. Rather, they outline procedures that are normally followed in situations that 

commonly arise, and we hope they show both a pattern and spirit to govern issues and situations not 

specifically covered in the following pages. 

 

DEVELOPMENT OF VOLUNTEER POLICIES/PRACTICES:    

Volunteer policies and practices are developed and reviewed periodically by the Human Resources 

Coordinator with the participation of the Chief Executive Officer. Changes to the policies are presented to 

the Personnel Committee of the Board of Directors. The Board has final responsibility and authority for the 

approval of all volunteer policies and practices, and no changes may be made to the policies without the 

approval of the Board of Directors and/or Chief Executive Officer. Once the policies and practices are 

approved by the Board, their implementation is in the hands of the Chief Executive Officer and Human 

Resources Coordinator. 

 

CLASSIFICATION OF POSITIONS: 

Non-Employees: contractors, volunteers, work-study students and lessees are not considered employees and 

do not qualify for benefits through the Alfond Youth Center. 

 

POLICIES: 

Volunteers: Volunteers are an important part of many Alfond Youth Center programs. Volunteers, to the 

extent applicable, are expected to abide by the same policies and procedures as govern paid employees. At 

any given time, volunteers may be asked to cease their volunteer activities. 

 

Background Check: A background check from the Department of Human Services, State Bureau of 

Identification, Department of Motor Vehicles, and/or other state agency will be required on all employees 

and volunteers. 

 

Smoking: The Alfond Youth Center, as a promoter of good health practices, is concerned about the ill-

effects of smoking both for the smoker and the persons exposed to the smoke. Therefore, there is no 

smoking in the building, on the grounds, in the van, during programs and activities, or while representing 

the Alfond Youth Center. 

 

Substance Abuse: Use and/or possession of tobacco, alcohol, illicit drugs or the possession of drug 

paraphernalia is prohibited in or around the facility by all staff. Any employee or volunteer in possession of 

or displaying signs of being under the influence of alcohol or any illicit drug while at the facility will be 

asked to leave immediately and may be cause for immediate termination. Disciplinary measures will be 

taken by their supervisor and/or the Chief Executive Officer within 48 hours. 

 



Working Conditions: The Alfond Youth Center strives to provide a safe and healthful work environment, 

free from recognized safety hazards likely to cause physical harm. All employees and/or volunteers are 

responsible for safe practices, observance of safety rules and regulations and maintenance of equipment. 

Unsafe conditions must be reported immediately to an executive staff member. 

 

Policy to Prevent Harassment: Sexual harassment is a form of misconduct, which undermines the integrity 

of the working relationship. It is not occasional compliments of a socially acceptable nature. 

 

Sexual harassment is behavior that is unwelcome, personally offensive; damages morale or which 

ultimately interferes with work effectiveness. It is also conduct that implies or specifically states that an 

applicant’s or employee’s cooperation with or refusal of a sexual suggestion will have an effect on the 

individual’s employment, promotion, pay or evaluation. Sexual harassment whether committed by 

supervisors or non-supervisory personnel, volunteers, or consumers is prohibited and will be dealt with 

promptly.   

   

Verbal sexual harassment includes but is not limited to, sexual jokes, suggestive remarks, whistling, slurs, 

cat calls, references to anatomy, discussing sexual fantasies, spreading rumors, sexual terms, and indecent 

“street” language. Nonverbal sexual harassment includes, but not limited to, sexually explicit photos, 

posters, pictures, sexual figures or objects, gestures, winking, leering, blowing kisses, suggestive notes,  and 

graffiti. Physical sexual harassment includes, but not limited to, leaning over or cornering, bumping, 

pinching, touching, rubbing, caressing, fondling oneself or others, kissing, embracing, blocking pathways, 

patting or sexual assault. Sexual harassment may be overt or covert, intentional or unintentional. However, 

it is the perception of the receiver, not the intention of the perpetrator that determines whether or not the 

behavior is sexually harassing. A volunteer should inform the offending individual and/or the Human 

Resources Director that the actions are unwelcome in order for sexual harassment to exist. Thereafter, if the 

volunteer believes he/she is being harassed, or becomes aware of harassment of another, he/she should 

immediately report the incident to his/her supervisor. If the complaint concerns the supervisor, the volunteer 

should report the incident directly to the Human Resources Director or the Chief Executive Officer. All 

complaints, investigations and conclusions will be handled in a manner that preserves confidentiality to the 

extent consistent and feasible with conducting a meaningful investigation. The Alfond Youth Center shall 

maintain a facilty free of harassment. This means that posters, calendars, and other “environmental” 

evidence of sexual, racial or other demeaning positions shall not be tolerated within the facility, whether 

people complain or note. Sexual harassing behavior will not be tolerated and may be grounds for immediate 

dismissal. The aggrieved individual may also file a complaint with the Maine Human Rights Commission 

State House Station 51, Augusta, ME 04333, 624-6050. 

 

Confidentiality: No volunteer may discuss any Member’s information with any person inside or outside the 

Alfond Youth Center without a release form signed by the member. Exceptions to this policy are: 1) when 

mandated by state or federal statute; 2) When an emergency life-threatening situation exists; 3) When the 

information is being conveyed to the supervisor. It is each volunteer’s responsibility to understand and 

adhere to this policy. Due to the complexity of confidentiality issues, volunteers who have questions about 

how to handle a situation should first consult with their supervisors. Breach of confidentiality will be 

considered grounds for disciplinary action.    

 

Professional Responsibility: Children are the first and foremost concern at the Alfond Youth Center. Their 

safety and welfare are our primary goal. Due to the wide range of clientele we serve, we are required to 

maintain a professional image beyond reproach. We need to go above and beyond the call of duty for the 

benefit of the children. Volunteers should respect each child and strive to receive their respect in return by 

the following examples. 1) Greet each member by name and with a smile and always be pleasant to all 

patrons; 2) Make each and every patron feel important and welcome at all times; 3) Listen to 

patron’s/children concerns and suggestions without interruption; 4) Involve and interact with children and 



patrons. Play games, read stories, listen, etc.; 5) when supervising children, you may NEVER leave them 

unattended. You must notify another staff person if it is necessary to leave your area for any reason; 6) 

NEVER yell, talk down to, or demean any child at any time. If you need to quiet a room down, try 

alternative methods (ie: turning lights on/off, clapping hands twice); 7) Speak professionally-do not swear 

or use other inappropriate or suggestive language; 8) Lead by example-you are a role model for these 

children. The same rules that apply to the children apply to you! 

 

Communication: Always remember that we are a team. We are all working together to create a better 

environment for children in the Waterville area. It is important to report to your supervisor whenever you 

have a conflict, concern, or suggestion. If your supervisor is unavailable at the time, leave a written note for 

him/her. 

 

Call-In Procedure for Sickness: Any volunteer that is not able to be present for their scheduled shift due to 

illness is expected to call in to their supervisors at least two hours before the shift to allow for rescheduling. 

 

Dress Code: Use common sense when dressing for work. Volunteers should be neat, clean, and presentable 

at all times. Items of clothing not allowed are: clothing endorsing alcohol or tobacco products, t-shirts with 

suggestive language, clothing with holes, and clothing that is too short or too tight. Departments may 

require volunteers to wear specific clothing as uniforms.                                                

 

Nametags: It is important that all volunteers are identified; therefore, all volunteers must wear nametags 

when working. Each person will be given a nametag. If nametag is lost/damaged, it will be up to the 

volunteer to pay for cost of replacement.                                 

 

Parking: All volunteers are expected to park in the far end of the parking lot (the lane closest to the street). 

Remember that the client comes first and should be allowed easy access to the building. 

 

Physical Conduct—what is appropriate? No volunteer of the Alfond Youth Center is permitted to 

physically restrain a child against his/her will. Physical restraint is never to be used unless a child is in 

danger of hurting themselves or someone else. In all possible situations, calm down a child verbally. The 

Alfond Youth Center is a mandatory reporter of any and all forms of child abuse. If a volunteer suspects 

child abuse for any reason, they should speak with their immediate supervisor and the proper authorities 

should be notified. 

 

Transporting Children: Any volunteer transporting children must have a vehicle record check completed 

before being allowed to transport children. The Alfond Youth Center advises against transporting Club and 

YMCA members in their private vehicles. This will be permitted only with the express written permission 

of the parent or legal guardian of the child and should state that the Alfond Youth Center will be released 

from any and all liability. Van policies & procedures will be reviewed if an individual is needed to use the 

Club & YMCA Van. 

 

Volunteer Policies & Log Book: All volunteers are expected to work in a safe manner under the direction of 

their supervisor and will follow the same policies and procedures as paid staff. There is a volunteer log 

book in the front reception area in which every volunteer is required to sign-in and out with the date, name, 

time in, and time out for each day they are here. 

 

General Liability Insurance: The Alfond Youth Center carries a general liability insurance policy that 

includes volunteers as insured when the volunteer is performing duties relating to the conduct of Alfond 

Youth Center business.   

 



Emergency Procedure & Fire Safety Issues: There is a fire alarm system throughout the building. When it 

sounds, volunteers (and employees) are to escort children to the nearest exit quickly and quietly, closing 

windows and doors on the way. If there is immediate danger, all children are to be removed from the 

building. During inclement weather, children will be transported to Dean Auditorium at MaineGeneral 

Medical Center. If there is no sign of immediate danger and weather conditions are not favorable, 

volunteers will remain inside at the exit with the children. Activity may resume when the all clear signal is 

given.  

 

The following emergency procedure is posted in each program area:  

 

Emergency Phone Numbers: 

EMS (Fire/Police/Ambulance) 911 

Poison Control: 1-800-442-6305 

American Red Cross: 453-8029 

Maine General Medical Center: 872-1000 

Inland Hospital: 861-3000 

Main Security Surveillance: 1-800-992-8090 

 

Information for Emergency calls: A. Location: 126 North Street—B. Directions: (from 95) Main St., to 

Waterville, take a right at the second light onto Eustis Parkway, at the stop sign take a left onto North 

Street. C. Phone # 873-0684----D. Callers name (your name) ---E. What happened— F. How many 

injured—G. Condition of victim—H. Help being given—NOTE: Do not hang up first—Let the person 

you called hang up first---- 

 

Fire evacuation maps are posted in each program area. Familiarize yourself with the emergency exit plan. 

The Alfond Youth Center has periodic fire drills and you may or may not know about them ahead of time. 

Please refer to the fire drill evacuation plan. 

 

First Aid Stations: First Aid Stations are located throughout the building. If at all possible you should use 

the station closest to your program area. If any supplies are missing, place a note in the Aquatics message 

box. 

 

Universal Precautions: Universal precautions are used to protect both staff and victims against disease 

transmission. Latex gloves must be used when dealing with any bodily fluids such as blood, vomit, and 

excrement. Please refer to the blood born pathogen procedure posted on the employee bulletin board in the 

office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Volunteer Handbook Affirmation: 

I have read the volunteer handbook in its entirety. I have been given the opportunity to ask questions and 

have received answers. I agree to follow the policies listed in the Volunteer Handbook. 

 

 

 

Signature:____________________________________   

 

Date:________________________________________ 


