Bartlett House Volunteer Application (Please print out and fill out all sheets)
Today’s Date___/___/____
Last Name_______________ First Name_________________ Phone No.__________

Address_____________________________________

City___________ State___ Zip_______

SS#_____________                   Date of Birth____/____/______

Emergency Contact_______________________ Phone______________

Skills and Interests

Educational Background___________________________________________


Current Occupation_______________________________________________


Hobbies, Interests, Skills___________________________________________


__________________________________________________________________


What would like to contribute to the Bartlett House? __________________


__________________________________________________________________

Volunteer Activities That May Interest You (check all that apply)

· Working one-on-one with a client (tutoring, talking, skills,etc.)

· Assisting a staff member

· Assisting with administrative duties (filing, answering phones, etc.)

· Assisting with donations

· Doing public speaking, fundraising

· General cleaning and sorting in the shelter

· Other______________________________________________________
When are you available to volunteer?

· Weekdays
· Days
· Evenings
· Nights
· Weekends
· Days
· Evenings
· Nights
How did you hear about the volunteer program at the shelter?
· Newspaper

· Radio/Television

· Volunteer Action Center at United Way

· Friend/Volunteer

· School         if yes, which school? ___________________________

· Other___________________________________________________

Do you have access to an automobile you can use for volunteer work? ___

If yes, would you be interested in transporting donations from local businesses? _______

Have you ever been convicted of a crime? ______

I certify that the above information is true and accurate to the best of my knowledge.

Signature_______________________________________    Date____/____/______
Holiday Volunteering

We are open 365 days/year, 24/7.  All agencies that otherwise provide food are closed on the holidays. We feed not only our clients, but everyone that utilizes the soup kitchen, Salvation Army, and Sarah’s Table on a regular basis.  We are always in need of volunteers to help prep, cook, serve, and clean up during these functions.  If you fill this out, you are not obligated to volunteer
Would you be interested in helping out with any of these holidays?

· Easter Sunday

· Memorial Day

· 4th of July

· Labor Day

· Thanksgiving

· Christmas Day
Yes____ No____

If yes, please fill in the following:


Name_________________________   Phone (home) _____________









  (cell) ______________

You will receive a phone call two (2) days prior to the function. If you are able to help with these dinners, please call back ASAP so I will be able to set up a volunteer schedule.

Bartlett House, Inc. Confidentiality Policy

Legal Provisions Regarding Confidentiality

Legal provisions concerning confidentiality have been established on both State and Federal Levels:


In the Federal Law, the legal provisions are included in the Social Security Act.  The Social Security Act requires the state to provide safeguards which restrict the use of disclosure of information concerning applicants and recipients to purposes directly connected with the administration of the assistance or service program being provided and to protect from public disclosure communications of an intimate and personal character made in confidence to state and local agencies.


The Public Welfare Law of West Virginia requires the Department to establish rules and regulations governing the custody, use and preservation of the records, papers, files and communications concerning applicants and recipients of services provided by the Department of a Human Services.  These regulations include the use of locked files in which all records are to be placed at night and the manner in which old records are destroyed.

CASE RECORDS ARE TO BE KEPT IN A FILE WHEN NOT IN USE BY THE EMPLOYEE AND ARE TO BE PLACED IN A LOCKED FILE AT THE END OF THE DAY.  RECORDS ARE NOT TO REMAIN ON DESKS OVERNIGHT.

INFORMATION TO BE CONSIDERED CONFIDENTIAL

The information that must be considered confidential by the Department or Purchase Service Provider staff falls into two classes:
1-Lists of individuals assembled from agency files

2-Information pertaining to individual cases, recorded and unrecorded, from whom or about whom facts have been secured by staff.

All information concerning a recipient of services under contract with the Department must be held in the strictest of confidence unless a client gives written consent for such disclosure.  The only exception to this policy is the right of the Department to request any information necessary for the responsible administration of the Purchase of Social Services Program.  The Department, of course, maintains the same level of confidentiality as is required of contractors.

* Case material should be discussed only:  1)In conference with the supervisor or director   2) With another worker, counselor, case manger when that worker’s cooperation is needed in the planning or treatment of a case situation   3) In planned group meetings when the identifying data is changed so that the case names are not revealed

RELEASE OF INFORMATION

Written consent must be obtained for release of information.  These releases would be specific, time limited, and a copy filed in the case record for documentation.

In dealing with confidentiality we are not only concerned about regulations which in effect specify that we may not reveal information about the applicant/recipient without his/her specific permission, but we are also guided by Social Work principals such as the right of the individual to make decisions about matters which directly affect him/her to retain control over his/her own life.  We must keep in mind that the individual has the right to choose not to qualify for assistance or service rather than agree to releasing information about his/her situation.

Remember that confidentiality applies to any information about the individual applying for or receiving services.  This means inquires, verbal and written response to inquires, forms, medical/legal documents, recorded or unrecorded information obtained from the individual staff member of the Department or service provider.

Confidentiality is a compliance issue both for the Title XX Purchase of Social Services and for the standards established for Homeless Shelter Programs.

I have read, understand and agree to abide by the above policy

___________________________________________________                 ___________________

Employee/Volunteer/Intern signature                                                           Date

___________________________________________________                 ___________________

Supervisor signature                                                                                      Date

Bartlett House Conflict of Interest Policy

The employees, volunteers, and board of directors of Bartlett House will not pursue actions that benefit themselves or others at the expense of the agency or that give the appearance of compromising the agency’s interests.  This includes avoiding actual, potential, and perceived conflicts of interest.

Examples of such conflicts of interest include but are not limited to:

· Relatives or individuals with close personal relationships serving as directors and staff members. For purposes of this policy, relatives include, but are not necessarily limited to:  husband, wife, son, daughter, mother, father, brother, sister, grandparent, grandchild, aunt, uncle, niece, nephew, father-in-law, mother-in-law, sister-in-law, and brother-in-law.  This policy covers “natural” relatives as well as those occupying these positions by operation of law or circumstances.

· A supervisor with authority to hire, fire, and/or discipline relatives or individuals with close personal relationships.

· Directors whose clients are Bartlett House staff or clients.

· Directors who have a financial interest in any vendor doing business with Bartlett House or has a family member, friend, or business or professional associate doing business with Bartlett House.

I understand that the purposes of this policy are to protect the integrity of Bartlett House’s decision-making process, to enable our constituencies to have confidence in our integrity, and to protect the integrity and reputations of volunteers, staff and board members.  Upon or before election, hiring or appointment, I will make a full written disclosure of interests, relationships, and holdings that could potentially result in a conflict of interest.  This written disclosure well be kept on file and I will update it as appropriate.

In the course of meetings or activities, I will disclose any interests in a transaction or decision where I (including my business or other nonprofit affiliations), my family and/or my significant other, employer, or close associates will receive a benefit or gain.  After disclosure, I understand that I will be asked to leave the room for the deliberations and will not vote on the question. In addition, I understand that I will need to offer my resignation as a board member, staff, or volunteer if my continual service as such results in a violation of this policy.  I understand that this policy is meant for the benefit of Bartlett House and is to enhance the good judgment of all parties, and I will comply with it in spirit and letter.

I am reporting the following interests, relationships and holdings which will or may be actual, potential, and/or perceived conflicts of interest.

_________________________________________

_________________

(Director/Staff/Volunteer)





(Date)

Adopted 09/05

Bartlett House, Inc.

Volunteer Guidelines

· All volunteers must be at least 18 years of age unless accompanied by an adult volunteer/chaperone
· Our residents are legally entitled to confidentiality.  Please do not discuss residents with anyone outside the shelter or identify resident names in any written reports, etc. Do not discuss client information with any other client at any time.

· You must have a signed release from each client involved to use any and all pictures and/or identifying information in reports or projects.

· Volunteers are not to engage in any personal or business arrangements with clients outside the scope of the assigned volunteer projects without written consent of the Volunteer Coordinator

· Volunteers are expected to maintain professional standards of behavior at all times.

· Volunteers are expected to comply with requests of Bartlett House staff pertaining to duties, interactions with clients, etc.

· Any concerns regarding volunteer experience or assignment should be discussed with the Volunteer Coordinator.

· All volunteers must complete the enrollment and orientation process.

· Volunteers who smoke must smoke only in designated smoking areas.
Daily/Nightly Things to remember for Volunteers

· Parking- volunteers may park in the lot beside the building at the bottom or in the parking garage behind the building.

· Make sure to sign into the volunteer log. This is important. Do not forget to do this.
· Wear a volunteer nametag if they are available. This must be worn around neck.

· Get a set of keys from a staff member if available.
· Do volunteer tasks
· Return keys
· Sign out of the volunteer log and write the total hours for the day.
· Have an awesome day and thank you!
When done filling this form out, please bring in to the Volunteer Coordinator for review and for orientation.
