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IMPORTANT NOTICE – DISCLAIMER 
This handbook is a guide to general procedures and policies of People Helping People in Hernando 
County, Inc (“PHP”). The handbook is for information purposes only and is not a contract of employment. 
Any policy, procedure, or provision in, or referred to in this handbook, may be modified, amended, or 
deleted by PHP at any time, with or without notice.  

This handbook does not and is not intended to address every possible situation. PHP reserves the right to 
take action or make a decision that is inconsistent with the provisions of this handbook, to address unique 
situations, on a case-by-case basis, in the company’s sole discretion.  

This handbook does not in any way alter the “at-will” employment or volunteer status of any employees 
or volunteers. This means that either you or the company can terminate the relationship at any time, for 
any or no reason, with or without cause, and with or without notice.  

INTRODUCTION 
HISTORY 
People Helping People in Hernando County, Inc. (PHP) is a 501(c)(3), nonprofit, interfaith organization 
established to provide basic necessities to impoverished people in our local community. PHP has 
renovated a building called the HELP Center, at 1396 Kass Circle in Spring Hill to provide education and 
support for individuals who currently lack the means and knowledge to help themselves be productive, 
and self-sustaining citizens. The HELP CENTER is a place where people can obtain food, support, and 
referrals to needed services. Features of the renovated building include a commercial kitchen, dining room, 
classroom, shower facilities, laundry facilities, restrooms and storage.  In other words, the HELP Center 
will serve as an area resource center.  

MISSION STATEMENT 
PHP’s mission is to end hunger in Hernando County by breaking the cycle of poverty among the people 
served. Besides providing food, PHP will link people to benefits, education, training and resources 
empowering them to help themselves to become productive members of Hernando County. 

VALUE STATEMENT 
PHP serves anyone in Hernando County who is hungry. 

SELECTION POLICIES 
EQUAL OPPORTUNITY AND FAIRNESS 
PHP is fully committed to a policy of fairness and equal opportunity in all of its volunteer practices.  PHP 
endorses all efforts to eliminate and prevent discrimination on the basis of age, gender, race, national 
origin, color, marital status, or disability. PHP also reasonably accommodates individuals with handicaps, 
disabilities, and bona fide religious beliefs.  
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DISABILITIES 
PHP is committed to providing equal opportunity to qualified individuals with disabilities.   

PHP will attempt to reasonably accommodate volunteers and employees needing accommodation to 
permit them to perform the essential functions of their jobs in a safe and efficient manner. PHP will afford 
reasonable accommodation to volunteers and employees with known qualified disabilities, provided that 
the accommodation does not cause undue hardship to PHP or irrespective of the accommodation, that such 
individuals do not pose a direct threat to the health and safety of themselves or others. 

If a volunteers or employee is diagnosed with a disability or a life-threatening illness, the employee must 
notify their supervisor or Executive Director and inform them of the situation as well as provide 
documentation of the disability or illness.  At this time, plans will be made in order to address the identified 
disability.  Confidentiality will be maintained throughout the process.  

SELECTION OF VOLUNTEERS 
Directors are responsible for recruitment of volunteers in accordance with PHP’s affirmative action 
guidelines and approved volunteer procedures. Depending on the nature and scope of a position, the 
selection process may require an interview and application process.  

REFERENCE CHECKS 
It is the policy of PHP to gather accurate and complete information on volunteers and employee 
candidates. Individuals seeking volunteer opportunities with PHP are required to furnish a minimum of 3 
references.  Reference checks are to be documented prior to the volunteer beginning work. If PHP does 
the reference checks, the “Volunteer Background Check Disclosure & Authorization Form” must be 
completed providing permission to PHP to contact references. 

BACKGROUND SCREENING 
Background Checks, if conducted and related to job necessity, shall follow the procedure outlined in 
Florida Statutes Annotated 768.096. Volunteers will be required to submit to a background check (initially 
and periodically thereafter) and continued volunteering is conditioned on the results.  The Executive 
Committee must complete the background check prior to the start date. The Executive Committee may 
consider extenuating circumstances.  Any individual who has a prior criminal conviction, had an 
adjudication withheld, or has entered a plea of “nolo contendere” (no contest) may be disqualified for 
volunteer opportunities at PHP.  Volunteering is made contingent on satisfactory completion of the 
aforementioned screening requirements. 

VERIFICATION OF CREDENTIALS ON CANDIDATES 
If a degree, license, or certification is required for a position, these credentials must be verified (e.g., copy 
of license, certificate, citified transcript, etc.), by the appropriate supervisor responsible for accepting the 
volunteer, prior to extending an offer for volunteering.  
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OFFER OF VOLUNTEER POSITION 
A verbal affirmation of volunteering is offered to the potential volunteer prior to beginning the program 
orientation.  

ORIENTATION 
Each new volunteer will be given an opportunity to learn about the operations of PHP and their position 
through orientation trainings that occur at the company level and the program-specific level.  PHP 
orientation is conducted on a periodic basis and the departmental orientation is conducted on an on-going 
basis.  In addition to general information about PHP, new volunteers will be provided with information 
about personnel policies, procedures, and other matters related to PHP.  Orientation of staff shall be 
completed within 60 days of beginning volunteering.  Any new volunteer who does not have an orientation 
within their first 60 days of volunteering should notify the Executive Director. 

VOLUNTEER POSITIONS & TRAINING 
TYPES OF POSITIONS 
The following types of volunteer job descriptions (opportunities) are available are PHP.  The volunteer 
roles at PHP are:  

• Key Volunteer (determined by PHP administration) 
• Sunday Blessings volunteer 
• Weekend Blessings volunteer 
• Senior Blessings volunteer 
• Neighborhood Blessings volunteer 
• HELP Center volunteer 
• Outreach Committee 
• Food Drive Team 
• Bread Crew 
• Data Entry  
• General Volunteer 

TRAINING 
PHP believes very strongly in the importance of volunteer training as a tool for continued personal 
development and achievement of higher levels of quality. We further believe that, in order to accomplish 
this, trainings should be supported by positive attitudes by both volunteer and supervisor. The amount of 
training required will be determined by the requirements of each program. Core trainings are 
required only once during duration of volunteer activity.  

1. Basic Orientation 
a. History 
b. Programs 
c. Organizational Structure 
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d. General Policies & Procedures 
e. Volunteer Management  

2. The Human Element 
a. Leveraging Diversity 
b. Special Needs 
c. Sexual Harassment 
d. Valuing People 

3. Customer/Client Service & Quality Management 
4. Orientation - Sunday Blessings 
5. Orientation - Neighborhood Blessings 
6. Orientation - Commercial Kitchens 
7. Orientation - Aquaculture & Vegetable Gardening 
8. Orientation - Hosting Successful Food Drives 
9. Orientation - Food Pantry & Inventory Management 
10. Orientation - Caring for the HELP Center 
11. Orientation – Database Management  
12. Health, Safety, Emergency Procedures & Crisis Management 
13. Manager / Supervisor - Part 1 

a. Leading Yourself 
b. Making Ethical Decisions 
c. Problem Solving & Decision Making 
d. Project Planning 

14. Manager / Supervisor - Part 2 
a. Communicating Well 
b. Teaching Fundamentals 
c. Stages of Team Development 

15. Manager / Supervisor - Part 3 
a. Coaching / Mentoring  
b. Counseling 
c. Leading Change  
d. Resolving/Managing Conflict 

 

VOLUNTEER BENEFITS  
VOLUNTEER PROTECTION ACT 
A volunteer will not be liable for harm caused by actions within the scope of the volunteer’s 
responsibilities unless the harm was caused by intentional, grossly negligent, or highly reckless conduct.  
In other words, volunteers will incur no civil liability for any act of omission which results in personal 
injury or property damage if the volunteer was acting in good faith within the scope of any official duties 
and was acting as an ordinary, reasonable, prudent person would have acted under the same or similar 
circumstances.   
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VOLUNTEER RECOGNITION & AWARDS 
PHP acknowledges that the success of our mission is directly related to the performance of our employees 
and volunteers.  To show our appreciation, we have initiated an annual volunteer recognition program 

ATTENDANCE  
HOURS OF WORK 
The Supervisor/Director and the volunteer together will determine the volunteer’s work schedule. 

 MONTHLY VOLUNTEER TIME SHEET 
PHP expects volunteers to keep records of their attendance and hours devoted to PHP.   

ATTENDANCE AND ABSENCES 
Volunteers are expected to maintain good attendance.  When absent from work on a scheduled workday, 
a volunteer must notify his/her immediate supervisor of the absence as soon as possible so that any 
necessary arrangements may be made to accommodate the absence.   

TARDINESS/PROMPTNESS 
Volunteers are expected to be ready to arrive and leave work at scheduled times, unless other arrangements 
have been made.   

LEAVING DURING SCHEDULED HOURS 
If it becomes necessary for you to leave PHP premises during work hours, your direct Supervisor must be 
notified. 

EMERGENCY CLOSINGS 
At times, emergencies such as severe weather, tornadoes, hurricanes, fires, or power failures can disrupt 
Company operations. In extreme cases, these circumstances may require the closing of a work facility.  If 
such an emergency occurs your direct supervisor will notify you with the closing schedule. During an 
emergency there may be a partial closing. During a partial closing volunteers may be asked to work.  

LEAVE OF ABSENCE 
Because of the importance of maintaining proper work schedules and assuring the safety of clients, 
supervisors must be notified whenever a volunteer will be absent (except in an emergency situation). 
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DISCIPLINE/TERMINATION PROCEDURES  
PHP expects its volunteers to perform their duties in a professional manner.  PHP maintains rules and 
expectations of conduct and behavior in the workplace, which are necessary to accomplish the mission of 
PHP. This list is not all-inclusive, but each item represents the types of unacceptable behavior that may 
subject an individual to disciplinary action up to and including termination of your work opportunity: 

• Mistreatment of a client 
• Disclosure of confidential information to unauthorized persons 
• Dishonesty or theft 
• Gross neglect of duty 
• Failure to report accidents or violation of safety rules in a timely manner 
• Willful destruction of PHP property 
• Disorderly conduct, fighting or threatening violence 
• Insubordination/failure to carry out assigned duties 
• Excessive absenteeism or tardiness 
• Intoxication or bringing alcoholic beverages on PHP premises. 
• Violation of PHP’s Drug and Alcohol Policy 
• Falsification of volunteer application or giving incomplete information on the application 
• Unauthorized use of telephones, copiers, mail system or other PHP equipment 
• Sexual Harassment or other unlawful harassment/discrimination 
• Violation of the weapons policy 
• Any act resulting in negative publicity to PHP or that disparages PHP 
• Violation of the smoking policy 
• Violation of personnel policies 
• Outside employment that conflicts with your volunteer work at PHP 
• Unsatisfactory performance 

Generally, PHP believes in progressive discipline, meaning that, where possible, it is usually best to deal 
with problems with friendly reminders first, and then more formal discipline, if the problem continues.  
However, immediate discharge from your work opportunity may become necessary, if the infraction 
warrants it.   

If any action is needed, the following considerations will always be taken into account: 

• The seriousness of the infraction 
• The past record of the volunteer 
• The circumstances surrounding the matter 

Any actions taken will depend on many other factors, such as the nature and responsibility of the 
volunteer’s job, the nature of the conduct in question, job performance, and perhaps most importantly, 
whether all the circumstances suggest that the volunteer is likely to make a meaningful contribution to our 
work effort in the future.  The following is a non-exclusive list of the disciplinary measures used by PHP. 
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COUNSELING 
The supervisor meets with the volunteer, identifies and discusses the concerns, and then involves the 
volunteer in identifying ways to correct these concerns. If necessary, the supervisor will then prepare a 
statement summarizing the discussion.  Both the supervisor and volunteer will sign this as the “verbal 
disciplinary statement”.  The volunteer signs it to signify that he/she understands the statement.  If the 
volunteer declines to sign the statement, the supervisor will so indicate 

TERMINATION OF VOLUNTEER OPPORTUNITY 
Supervisors may terminate the work opportunity of a volunteer with or without using any of the prior 
mentioned disciplinary actions. However, the severity of the situation as well as prior work history will 
be taken into consideration.  

Please note that the matters listed above shall be coordinated with the Executive Director and Executive 
Committee. 

Volunteers should present any significant matter of personal concern or dissatisfaction regarding their 
volunteer status with their immediate supervisor. The supervisor will then have the matter considered on 
its merits.  Presentation of a complaint or dispute will not result in any retaliatory action against the 
volunteer.   

DISPUTE/RESOLUTION PROCEDURES (GRIEVANCES, COMPLAINTS & APPEALS) 
1. Problems should be discussed with the immediate supervisor unless he/she is a party to a 

transgression.  If so, the volunteer should discuss the problem with the supervisor of his/her 
supervisor or the Executive Director.  The problem should be put in writing at this time.  

2. If the volunteer is not satisfied with the Executive Director’s decision, he/she may appeal the 
decision to the Executive Committee of the Board.  The Executive Committee will review the 
dispute and the information produced in the previous steps and issues a determination to all parties 
within 30 working days of receiving the appropriate statements unless circumstances require 
additional time.  The decision of the Executive Committee is final. 

In the event, the dispute is with the Executive Director, the volunteer should bring the matter to the 
attention of the President of PHP Board of Trustees who will bring the matter to the Executive Committee 
of the Board of Trustees.  

CHANGES IN VOLUNTEER STATUS  
TERMINATION OF VOLUNTEER OPPORTUNITY 
Resignations - Resignations are those instances where volunteer chooses to leave PHP on his/her own 
accord.  In such cases, the volunteer shall notify his/her supervisor of such intent.  

Dismissals - Dismissal refers to the termination of the volunteer opportunity at the supervisor’s discretion.  
The decision to dismiss a volunteer shall be made by the immediate supervisor in consultation with the 
Executive Director. 
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EXIT INTERVIEW 
You may be asked to take part in an exit interview.  In such cases you are encouraged to do so since it will 
help us better relate to our volunteers and improve services. This meeting gives you the opportunity to 
discuss your volunteer opportunity at PHP, any problem areas, make suggestions, as well as your reasons 
for leaving.  On or before your last working day, all PHP property must be turned in to your supervisor. 

POLICIES AND PROCEDURES 
The following is a summary of some of the important personnel policies and procedures that guide the 
operations of PHP; the full set of policy and procedures is available at The Help Center. 

ACCESS TO MANAGEMENT 
We at PHP strongly believe that effective communication is essential to the continued success of PHP and 
is the responsibility of all volunteers of PHP. We encourage an “open door” policy for all our management 
staff and volunteers.   

We sincerely hope that you will experience a satisfying volunteer relationship at PHP and invite you to 
share any concerns you may have regarding your work with management.  You will find us ready and 
willing to discuss, freely and openly, any matter of a personal or business nature that may be troubling 
you.  If there should be an issue that cannot be resolved between you and your supervisor, please feel at 
liberty to discuss it with a higher authority within PHP.  Face to face communication between front line 
volunteers and ALL levels of management is encouraged regardless of your position or your position 
level. 

COMPANY PROPERTY 
You are expected to exercise care at all times in making use of Company property.  Such property should 
only be used for authorized purposes.   

Anyone who removes Company property from the premises without authorization or uses Company 
property for personal benefit may be cause for termination. 

Any Company property that is issued to you must be returned at the time that you leave PHP’ as a 
volunteer. 

CODE OF CONDUCT AND CODE OF ETHICS 
All volunteers of PHP, regardless of position, or status, must conduct themselves in an ethical manner. 
Volunteers who provide direct service to clients and who maintain specific licenses or certifications may 
be required to observe additional codes of conduct and ethics. 

Our Code of Conduct Policy and Code of Ethics Policy are intended to serve as guides to identifying and 
maintaining a standard of conduct to which all PHP volunteers must adhere.  The purpose of this policy 
is not to restrict the rights of the volunteer, but rather to create an environment that is in the best interest 
of the volunteer, client, and PHP. 
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It is the responsibility of each volunteer to adhere to the mission and values of PHP and comply with 
approved policies and procedures. 

Professional personnel must also observe all approved standards as defined by local, state, federal and 
professional boards. 

Making or accepting payment or other consideration in exchange for referrals is strictly prohibited.   

PHP also has a Whistleblower Policy and Procedure that Volunteers are expected to comply with. 

CONFIDENTIALITY  
The protection of confidential client and business information is vital to the interests of our clients and 
PHP.  Such confidential information includes, but is not limited to the following examples: 

• Client Information  
• Donor Lists 
• Client Lists  
• Financial/Salary Information  
• Trade secrets such as grants, strategic and management plans and ideas under development 

The identities of our clients, their confidences, personal information and their records are confidential by 
State of Florida law.   

PHP requires that employees and volunteers strictly adhere to confidentiality laws and procedures as 
outlined in this policy.  We cannot expect to serve our clients effectively unless they are confident that 
they may talk freely without concern.  Due to the serious nature of maintaining confidentiality any 
employee or volunteer who violates confidentiality may be dismissed.  In addition, any donor information 
or financial and salary information is strictly confidential. 

CONFLICT OF INTEREST 
Volunteers must not engage in any activity, practice or act which conflicts with the interests of PHP.   

PHP recognizes the right of the volunteer to spend their non-working time as they please. PHP requires 
that activity away from the job not compromise PHP’s interest or adversely affects the volunteer’s job 
performance. 

Volunteers must not engage in activities or offer services that compete with the business of PHP without 
prior approval from their supervisor and the Executive Director. 

Volunteers are not permitted to accept cash gifts for themselves.  Any non-cash gift exceeding a $50 value 
must be approved by the volunteer’s supervisor and must be disclosed to the Executive Director.  The 
Executive Director will maintain a log of all gifts exceeding $50 with type of gift and name of person 
receiving the gift. Volunteers are not permitted to accept a referral fee from any person or firm doing, or 
seeking to do business with PHP, clients, or a Board of Trustees Member. Additionally, no volunteer shall 
engage in any business transaction with a member of the Board of Trustees without the written approval 
of the Executive Director. 
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CONTRIBUTIONS, SOLICITATIONS, DISTRIBUTIONS 
It is against PHP policy for any volunteer to solicit any personal funds, service, products, or organizations 
during working time.   

DRIVING POLICIES AND VEHICLE RESPONSIBILITIES 
Volunteers are forbidden from transporting clients in their own vehicles.  PHP insurance does not provide 
coverage for privately owned vehicles.  

DRUGS AND ALCOHOL ABUSE 
It is a condition of volunteering with PHP to refrain from possessing, selling, soliciting, transferring, 
producing, distributing, dispensing and/or using impermissible drugs either on-or off the-job. It is also a 
condition of volunteering with PHP to refrain from the use of and/or being under the influence of drugs 
or alcohol during business hours (includes meals and rest breaks). PHP has implemented a drug and 
alcohol-testing program to enforce this policy.  

Job applicants and employees and volunteers are hereby notified of the existence of the Drug-Free 
Workplace Program rules set forth in Florida Statutes Sections 440.102 et seq. and Florida Administrative 
Code Rules 59A-24 et seq.  PHP’s drug-free workplace policy complies with these statutory sections and 
administrative rules. 

The following rules and standards of conduct apply to all volunteers and are strictly prohibited by PHP: 

• Being under the influence of alcohol while on the job. 
• Driving a Company vehicle or operating other machinery while under the influence of alcohol, 

illegal drugs or prescription drugs that may affect the volunteer’s ability to safely and competently 
perform the functions of the job. 

• Distribution, sale or purchase of an illegal or controlled substance while on or off of the job. 
• Possession or use of an illegal or controlled substance while on or off of the job. 

Violation of the above rules and standards of conduct will not be tolerated and will be subject to immediate 
discipline up to and including termination. PHP may also bring the matter to the attention of the 
appropriate law enforcement authorities. 

In order to enforce this policy, PHP reserves the right to conduct searches of Company property or 
employees/volunteers and/or personal property, and to implement other measures necessary to deter and 
detect the abuse of this policy. 

A volunteer’s conviction on a charge of illegal sale, purchase or possession of any controlled substance 
while off Company property will not be tolerated because such conduct, even though off duty, reflects 
adversely on PHP.  PHP will take every measure to ensure that all Company properties remain a drug free 
work zone.  

If you are required to use a prescription drug that may interfere with your ability to perform work, you 
must notify your supervisor immediately.  He/she will attempt to place you in a position where your 
medication will not affect your safety or work, or you may be eligible for disability. 
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PHP will use reasonable suspicion and post-accident, drug/alcohol screening for all volunteers up to and 
including top-level management. “Reasonable Suspicion” and post-accident testing will be required in the 
event of “irrational or unusual behavior”, injury, accident, or damage to Company personnel or equipment: 
gross negligence or carelessness; disregard for safety, life, or well-being of any Company employee/ 
volunteer or client; or reporting to work in an unfit condition.  PHP reserves the right to engage in pre- or 
post- employment drug and alcohol testing of all applicants and employees and volunteers. 

All information interviews, reports, statements, memoranda, and drug and alcohol test results are 
confidential communications. The aforementioned information will not be disclosed except in a 
proceeding to determine compensability of an injury under Florida Statutes Chapter 440, or if authorized 
by written consent by the tested job applicant or employee, or otherwise permitted by law. 

Volunteers convicted of drug or alcohol related offenses must notify PHP no later than five (5) days after 
any such conviction.  Any volunteer who is convicted of any criminal drug statute violation is subject to 
termination. 

PHP will encourage and reasonably accommodate volunteers with chemical dependencies (alcohol or 
drug) to seek treatment and or/rehabilitation.  

PHP is not obligated, however, to continue to allow a volunteer whose performance of essential job duties 
is impaired because of drug or alcohol use.  

ELECTRONIC COMMUNICATION 
All electronic and telephonic communication systems and all communication and information transmitted 
by, received from, or stored in these systems are the property of PHP and as such, are to be used only for 
job-related purposes. Volunteers do not and should not have an expectation of privacy when using 
Company communication systems. 

Volunteers using this equipment, including computer email and Internet systems, for personal purposes 
do so without liability to PHP.  All passwords are the property of PHP. Volunteers who violate this policy 
are subject to disciplinary action up to and including discharge. 

To ensure that the use of electronic and telephonic communication and business equipment is consistent 
with PHP’s business interests, authorized representatives of PHP may monitor the use of, or access 
communication equipment as necessary. All volunteers should be aware that email files are not private. 

VOLUNTEER FILES 
All volunteer files are confidential and are the property of PHP.  The files will be maintained in the 
Executive Director area.  Access is strictly limited to those individuals with a qualified “need to know”, 
such as supervisors, appropriate external accrediting, funding staff and the employee. 

Volunteers may review their personnel file in the Executive Director office during regular business hours, 
provided they make a written request at least 2 days in advance. 

PHP keeps such personnel records of its volunteers as may be required by law or are considered essential 
for the efficient operations of PHP.  
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We ask that you report any changes in personal data, such as change of name, change of address, telephone 
number, marital or dependent status, emergency contacts, education, and licensing status to Executive 
Director within thirty days of such a change. 

VOLUNTEER INPUT 
PHP is a service organization, and as such our success is determined by both our internal and external 
customers. To achieve this, the full participation of every volunteer and employee is needed. To this end, 
PHP maintains a Continuous Quality Improvement Plan that encourages participation of all levels of 
program personnel and volunteers. 

FRATERNIZATION 
Volunteers must maintain a professional non-personal relationship with PHP’s clients. 

HARASSMENT POLICY 
Pursuant to federal law and applicable state law, it is the policy of PHP that all volunteers and employees 
shall have the opportunity to work in an atmosphere and environment free from any form of harassment 
or retaliation on the basis of any protected category, including, but not necessarily limited to, race, color, 
national origin, religion, age, sex (including pregnancy, childbirth, breastfeeding, or related medical 
condition), gender, sexual orientation, marital or familial status, genetic information, citizenship status, 
protected activity (such as opposition to or reporting of prohibited discrimination or harassment), or any 
other status or classification protected by applicable federal, state, and/or local laws. In keeping with this 
policy, PHP will not tolerate harassment of any kind by or of any volunteers, employees or applicants.  

"Harassment" is defined as verbal or physical conduct that denigrates or shows hostility or aversion toward 
an individual because of his or her race, religion, color, age, gender, national origin, sex, sexual 
orientation, veteran status, or protected disability, or that of his or her relatives, friends, or associates, and 
that:  

• Has the purpose or effect of creating an intimidating, hostile, or offensive environment.  
• Has the purpose or effect of unreasonably interfering with an individual's performance.  
• Otherwise adversely affects an individual's employment opportunities.  

Examples of harassing conduct can include, but are not limited to, the following:  

• Use of epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts that relate 
to race, color, religion, gender, sex, sexual orientation, national origin, age, or disability.  

• Written or graphic material that denigrates or shows hostility or aversion toward an individual or 
group because of race, color, religion, gender, sex, sexual orientation, national origin, age, or 
disability and that is placed on walls, bulletin boards, or elsewhere on council premises, or 
circulated in the workplace.  

• Verbal or nonverbal innuendoes that relate to or reflect negatively upon someone because of their 
race, color, religion, gender, sex, sexual orientation, national origin, age, or disability.  

Similarly, sexual harassment involves:  
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• Making as a condition of employment/volunteer commitment unwelcome, sexual advances, 
requests for sexual favors, or other offensive verbal or physical conduct directed toward an 
individual because of his or her sex.  

• Making submission to or rejection of such conduct the basis for employment/volunteer decisions.  
• Creating an intimidating, offensive, or hostile work environment by such conduct.  

Conduct which could rise to the level of sexual harassment can include, but is not limited to:  

• Verbal—sexual innuendo, suggestive comments, insults, threats, jokes about gender- specific 
traits, or sexual propositions  

• Nonverbal—making suggestive or insulting noises, leering, whistling, or making obscene gestures  
• Physical—touching, pinching, brushing the body, coercing sexual intercourse, or assault  

Such forms of harassment or retaliation may constitute discrimination under various state and federal laws 
and will not be tolerated by the council. Any employee who is found to have engaged in such conduct will 
receive disciplinary action up to and including termination, depending upon the circumstances.  

PHP prohibits any form of harassment by employees, volunteers, supervisors, or third parties.  Harassment 
can result from a single incident or from a pattern of behavior involving verbal, written or physical conduct 
or communication.  The purpose of this policy is to promote and ensure a professional and supportive 
work environment for all employees and volunteers within PHP, which is free from physical, 
psychological, or verbal intimidation and harassment.  The policy intends that each employee and 
volunteer maintain and further develop attitudes and behaviors which express respect for others and are 
reflective of each person’s dignity.  It further intends to encourage a heightened sensitivity toward 
behaviors that others may find offensive and intimidating, whether these behaviors refer to race, religion, 
color, gender, sexual orientation, national origin, age, marital status, familial status, veteran status, 
disability.  Lastly, this policy provides sanctions against behaviors which others may find offensive or 
intimidating. 

When a volunteer believes that he/she is being harassed or feels uncomfortable with the actions or 
comments of another, the volunteer must report their concerns, in writing on the designated form, to the 
volunteer’s immediate supervisor, or the Executive Director, or designee.   

In the event the conduct involves, or if the volunteer is uncomfortable discussing the situation with either 
one of these individuals, then the report should be made to the Executive Director or his designee.  Any 
person who observes conduct by a volunteer, which he or she believes to be harassing, retaliatory or 
discriminatory should report such conduct as outlined above.  Once a report of offensive comments or 
actions is received, it will be promptly and carefully investigated. 

The confidentiality of each party involved in a harassment investigation, complaint, or charge will be 
observed, provided it does not interfere with the ability to investigate the allegations or take corrective 
action.  A thorough confidential investigation will be promptly made of each alleged misconduct pursuant 
to the grievance procedure. 

Persons who engage in prohibited harassment are subject to disciplinary actions up to and including 
termination. 
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Retaliation against persons who report harassment is prohibited.   Any person who feels that he/she has 
been subjected to retaliation for making a complaint under this policy is encouraged to report such conduct 
as outlined above. 

Individuals should recognize that knowingly and willfully bringing false accusations of harassment or 
discrimination can have serious effects on innocent individuals and should not be done.  

INTERNET USAGE 
The use of the computer equipment of PHP by volunteers is subject to periodic monitoring.  Transmittal 
and receipt of information over the Internet, software downloaded through the Internet, and information 
accessed on the Internet, must solely be for the purposes of PHP’ business.  Any use of PHP resources to 
access pornographic or racist sites will result in immediate dismissal. Volunteers do not and should not 
have any expectation of privacy when using PHP Internet. 

PERSONAL BELONGINGS 
PHP cannot be responsible for the loss of your personal belongings.  We urge you to be careful with your 
valuables, such as wallets and handbags.  Keep them in a secure location or out of sight. 

POLITICAL ACTIVITY 
Volunteers have an obligation as citizens to keep themselves informed and vote their preferences on all 
political issues.  However, volunteers should not engage in political activities during work hours, in 
working areas or use their positions to influence the political actions of others. 

As a tax-exempt organization, PHP may not legally utilize its resources (persons or dollars) to support 
political activity. 

PROFESSIONAL APPEARANCE 
PHP expects their volunteers to maintain a professional appearance at all times. Clothing should be clean 
and free of political and/or offensive slogans and should be appropriate for the volunteer duties. 

SAFETY   
To assist in providing a safe and healthful work environment for volunteers, clients, and visitors, PHP has 
established a workplace safety program. We want every volunteer to share this commitment. We are 
committed to having an effective Safety Prevention Program and integrating it into our entire operation. 
We consider safety an important aspect of our day-to-day operation. The following general safety policies 
apply to all volunteers, clients and visitors: 

• All job-related injuries and illnesses, no matter how slight, must be reported immediately to your 
supervisor and Executive Director in accordance with the Incident Reporting policy and procedure. 

• Unsafe conditions must be reported to your supervisor and Executive Director. 
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• All volunteers should become familiar with the location of emergency exits, fire alarm stations, 
evacuation routes, assembly areas and emergency equipment.  Emergency exits and equipment 
must not be obstructed in any way. 

• All volunteers should become familiar with PHP Disaster Plan.  
• Protective safety equipment will be provided when needed and must be worn/used. 
• Volunteers are responsible for understanding the hazards of the chemicals they work with.  

Information about these materials can be found on MSDS (Material Safety Data Sheets).  These 
documents are prepared by the chemical manufacturers and provide specific safety, health, 
emergency, and handling information for chemicals.  These documents are maintained in 
Administration and are available to all employees. 

• PHP volunteers are responsible for the safety of their clients and visitors. 
• Volunteers with serious infectious diseases and volunteers who may come in contact with blood 

and certain body fluids of clients must follow universal precautions. Please refer to our OSHA 
Exposure Control Plan. 

When you experience a work-related injury or accident requiring medical treatment, you may be required 
to visit a PHP appointed physician.  Obtaining medical care without permission, except in cases of extreme 
emergency, is at your own expense. As a PHP team member, you are required to report any unsafe 
condition to your supervisor and Executive Director. 

SMOKING 
PHP operates in a non-smoking environment.  Smoking in the facilities is strictly prohibited.  Each 
building will post a “No Smoking” sign.  Volunteers may smoke in designated areas outside of the 
building.  Smoking is prohibited at the main entrance and near flammable materials.  Smokers must 
properly dispose of their cigarette/cigarette butts so that they do not litter the property. 

The use of snuff and chewing tobacco is prohibited while on the job. 

STAFF TRAINING 
PHP is committed to training through in-service programs and opportunities offered in the community.  
The purpose of training is to assist the volunteer in reaching his/her potential as a volunteer of PHP.  The 
supervisor and the volunteer jointly have the responsibility to identify areas that need to be strengthened 
or areas of knowledge that needs to be learned.  This evaluation is done on an ongoing basis.  

TRANSPORTING CLIENTS 
Volunteers are not allowed to transport ANY clients in their personal vehicles during PHP business or 
non-business hours.  

WEAPONS POLICY 
Under no circumstances are the following items permitted on Company property, including parking areas: 
all types of firearms; switchblade knives and knives with a blade longer than 4 inches; dangerous 
chemicals; explosives; chains and other objects carried for the apparent purpose of injuring or 
intimidating. 
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RECEIPT OF PHP HANDBOOK 
The PHP Handbook describes important information about People Helping People, and I understand that 
I should consult the Executive Director regarding any questions not answered in the handbook. Since the 
information, policies, and benefits describe here are necessarily subject to change, I acknowledge that 
revisions to the handbook may occur.  All such changes will be communicated through official notices, 
and I understand that revised information may supersede, modify, or eliminate existing policies and 
guidelines.  Only the Executive Director of People Helping People has the ability to adopt any revision to 
the policies and guidelines in this handbook. 

 

The PHP Handbook is available at the HELP Center and on PHP’s website: www.phphernando.org. I 
have read the above summary and the PHP Handbook, and if I have not read it as yet, I understand it is 
my duty as a volunteer of People Helping People to read it within 5 days of receipt and ask any questions 
through the Executive Director. All references to policies and procedures are only discretionary 
guidelines. I also agree to comply with all the provisions of the handbook. 

 

             

Signature         Date 

 

        

Print Name 


