
 
 

PHP Handbook Summary 
 

Below is a summary of the PHP Volunteer Handbook.  For a complete handbook of policies and procedures, ask a board 
member for a copy or see a copy on our website at www.phphernando.org  

 
1. The mission of People Helping People in Hernando County, Inc. (“PHP”) 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. Volunteers should understand 
our mission and work to assist guests in their quest to become productive members of society. 

 
2. PHP will serve anyone in Hernando County who is hungry. 
 
3. Volunteers are free to resign at any time, just as the PHP is free to terminate your volunteer status 

for any reason at any time. PHP further reserves the right to change your compensation, duties, 
assignments, responsibilities, or geographical location of your volunteer work at any time, with or 
without cause. 
 

4. 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.  

 
5. PHP is committed to providing equal opportunity to qualified individuals with disabilities. 
 
6. PHP has the right to conduct reference and background checks on all volunteers. 
 
7. Volunteers will be given an opportunity to learn about the operations of PHP and expects volunteers 

to attend orientation and training. 
 
8. Volunteer roles have been established in the following areas: 

 
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 



 
 

9. Volunteers will be eligible for recognition for outstanding contributions to the PHP organization. 
 
10. PHP expects volunteers to keep records of their attendance and hours devoted to PHP.  If a 

volunteer is scheduled to be on duty and cannot make it for any reason, a call to their supervisor 
is required. 

 
11. Volunteers are expected to perform their duties in a professional manner.  Unacceptable behavior 

may subject an individual to disciplinary action up to and including termination of your volunteer 
opportunity. Examples of unacceptable behavior by a volunteer include:  

 
• 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 

 
12. PHP encourages an “open door” policy for all our management staff and volunteers. 

 
13. You are expected to exercise care at all times in making use of PHP property.  Such property should 

only be used for authorized purposes.   
 

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

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

development.   



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

 
16. Volunteers are forbidden from transporting clients in their own vehicles. 

 
17. PHP volunteers are forbidden to use drug or alcohol while volunteering. 

 
18. Volunteers should not expect privacy when using electronic or telephone equipment while 

volunteering at PHP. 
 

19. 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. 
 

20. Volunteers must maintain a professional non-personal relationship with the agency’s clients.   
 

21. PHP prohibits any form of harassment by employees, volunteers, supervisors or third parties. 
 

22. The use of the computer equipment of People Helping People by volunteers is subject to periodic 
monitoring and is to be used PHP’s business.  
 

23. PHP cannot be responsible for the loss of volunteer’s personal belongings.   
 

24. 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. 
 

25.  PHP has established a workplace safety program to assist in proving a safe and healthy 
environment. We expect every volunteer to share this commitment. We consider safety an important 
aspect of our day-to-day operation.  
 

26. PHP operates in a non-smoking environment.  Smoking in the HELP Center is strictly prohibited.  
Smoking is only allowed at the designated area. 
 

27. PHP is committed to staff training and development through in-service programs and opportunities 
offered in the community.   
 

28. Under no circumstances are the following items permitted on PHP 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. 
 

 
 

 



 
 

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 
 
        
 
 


