[image: Diagram

Description automatically generated with low confidence]
Volunteer Handbook Template for US Organizations
Engaged and satisfied volunteers lay a strong foundation for a successful volunteer program. You can best support your volunteers by providing clear and transparent policies and procedures. Use this customizable template to create or revise your US-based volunteer management program policies to provide a comprehensive, up to date volunteer handbook.

ITEMS TO INCLUDE:
· Welcome Letter
· Welcome! We are delighted you have chosen to volunteer your time with us. Our work depends on having volunteers like you. We value your time and we understand how precious this gift of time is. This Volunteer Handbook provides answers to many of the questions you may have about volunteering with [Organization Name]. It covers policies, procedures, roles, and responsibilities. After reviewing if you have any questions, please don’t hesitate to contact us. On behalf of [Organization Name] and all of us, thank you for your interest in volunteering. 
· Organization History
· Mission, Vision, and Values
· Contact Information
· List of Staff, Board
· Emergency Contact Number
· Programs and Campaigns
· Volunteer Expectations
· Types of Volunteer Opportunities (Ex: General volunteers, Interns, Groups)
· Volunteer Policies and Procedures
· Code of Conduct Policy Sample #1
Volunteers are expected to follow rules of conduct that will protect the interest and safety of all volunteers and staff at [Organization Name]. The following are only some examples of inappropriate conduct which could lead to dismissal: 
• Theft or inappropriate removal or possession of [Organization Name] property or that of any volunteer, staff, agent, or visitor.
• Altering reports or records. 
• Volunteering under the influence of alcohol or illegal drugs and/or illegal or unauthorized possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the volunteer environment. 
• Creating a disturbance on premises, at sponsored activities or in areas which could jeopardize the safety of others.
 • Improper use of [Organization Name]’s property or property owned by any other individual or organization. 
• Violation of [Organization Name], federal, state, or local safety and health rules.
· Confidentiality Policy Sample #1
ACKNOWLEDGEMENT OF CONFIDENTIALITY OF ORGANIZATION INFORMATION 
I agree to treat as confidential all information about [Organization Name] that I learn during the performance of my duties as _______________________ [position title], and I understand that it would be a violation of policy to disclose such information to anyone without checking first with my supervisor. 
Signature of Staff Member/Volunteer _________________________________________
Name ____________________________________________
Date ___________________ 
· Photo Release
· Volunteer Agreement Sample #1
The position of [position title] at [Organization Name] is a volunteer position. This means that, if you accept the role, you perform all duties on a voluntary basis and you will not receive remuneration or payment for your work, other than reasonable reimbursement of expenses. Neither [Organization Name] or [Volunteer’s Name] intend any employment or contractual relationship to be created (i.e. you are not an employee, independent contractor, or consultant at [Organization Name]
Signature of Staff Member/Volunteer _________________________________________
Name ____________________________________________
Date ___________________ 
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