Volunteer Handbook

Volunteer Handbook
This handbook has been developed to serve as a guide to your
role and responsibilities when serving as a volunteer for the
City of Edina. Volunteer Services is here to help match your
skills to a service opportunity and support you for the
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duration of your service. Thank you for thinking about
serving Edina and your community.

Message from the City Manager
Edina’s volunteers continue to make this city a better place to live by assisting with programs and
projects that enrich the quality of life for our community. Edina recognizes all volunteer contributions
which make our community stronger and more vibrant. All aspects of the community (businesses,
schools, churches, civic organizations etc.) benefit from the commitment of our caring volunteers.
The City encourages anyone to explore the opportunities available through the Edina volunteer
program. The integrity of the volunteer program requires that individuals will only be placed in volunteer
positions with the most opportunity for success. This means that volunteer candidates will be matched
to volunteer positions based on the skills and personality necessary for each position. The volunteer
experience is enhanced with these components.
This Volunteer Handbook outlines what to expect when making a commitment to volunteer for the City
of Edina. What is not written on these pages is the commitment of City staff to work with volunteers as
valued members of the organization. It is through these efforts that we can achieve success in
integrating volunteers into our everyday activity.
Volunteers are ambassadors of goodwill who share their time, energy and talents. From all the staff at
the City, thank you for considering one of the greatest acts of public service and we hope you will join
us!
Scott Neal
City Manager
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WELCOME TO VOLUNTEER EDINA
We appreciate your willingness to join the City of Edina on our quest to enhance our services and
enrich the quality of life through volunteer partnerships.

About Edina
Our mission is to provide effective and valued public services, maintain a sound public infrastructure,
offer premier public facilities and guide the development and redevelopment of lands, all in a manner
that sustains and improves the uncommonly high quality of life enjoyed by our residents and businesses.
Edina is situated immediately southwest of Minneapolis in Hennepin County.
•
•
•

Edina has a population of 47,941
More than 300 City employees
More than a 100 volunteers and growing

City Council
Edina City Council comprises a mayor and four Council members who serve four-year staggered terms
with elections in even-numbered years. The Mayor and Council are responsible for the efficient
operations of the city government through policies and ordinances carried out by the Council-appointed
City Manager. In a corporation, the City Manager would be equivalent to the CEO.

Volunteer Edina Mission
The Volunteer Edina program strengthens our community by:
•
•
•

Creating a culture of community engagement
Supporting the use of volunteers in order to enhance city services and programs
Promoting opportunities for individuals to learn more about government and city operations

THE VOLUNTEER
The City of Edina is committed to creating the best possible relationship with our volunteers. Part of
that commitment involves establishing a clear understanding of expectations for volunteers. Those
expectations, defined below, are an extension of the high level of commitment Edina offers to its
volunteers.

Definition of a volunteer
A volunteer is an individual who, beyond the confines of paid employment and normal
responsibilities, contributes time, talent and service to assist the City of Edina in the accomplishment
of its mission to provide high-quality service.

Importance of a volunteer
We want you to feel part of the team of staff and volunteers who work together to support the City.
Volunteers play an important part in the success of the City. Volunteers:
•
•
•
•
•
•
•
•

Bring new ideas and energy.
Complement and expand the services of staff by sharing their unique skills and abilities.
Relieve staff of duties that can be delegated.
Enrich and increase the quality of programs.
Offer additional services to citizens.
Bring diversity of backgrounds and experiences.
Provide opportunities for community members to be involved.
Promote community support and increase community knowledge.
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BECOMING A VOLUNTEER
The necessary steps to becoming a volunteer include application, interview, background check, and
orientation and training.

Application
Interested individuals will be asked to apply via the City’s website. Upon reviewing a person’s
application, Volunteer Edina will reach out to the applicant and invite them to an interview.

Interview
At the interview, Volunteer Edina staff will conduct a talent assessment
the applicant to assist with assignment placement. The talent
assessment is the perfect place to:
•
•
•
•
•

of

Discuss the potential volunteer’s interest in volunteering
Share skills and talents
Go over availability
Review available opportunities
Review the position’s service description

Background Check
In order to be considered for a volunteer position, a volunteer must complete a background check. A
background check helps ensure the safety of the populations we serve.

Orientation and Training
Most volunteer positions will require a volunteer to attend a volunteer orientation or complete the on
line orientation. Following orientation, volunteers will be scheduled to come in for their first shift. At
the first shift, volunteers will receive on the job training which will be specific to their service
assignment. This training will primarily be performed by City staff who supervises volunteers. Upon
completion of the on line orientation, volunteers should contact Volunteer Edina staff to schedule their
first shift.

VOLUNTEER GUIDELINES & CITY POLICIES
At the City of Edina we feel strongly that the relationship between the volunteer and the city should be
mutually beneficial, helping both the volunteer and the city to fulfill their goals through a synergy that
enhances all efforts. The following are some parameters that have been set to help establish and sustain
such a relationship.

Volunteer Edina Agreement
Upon accepting a volunteer role with the City, volunteers will sign a “Volunteer Edina Agreement”
which will ask volunteers to accept the terms outlined by the following items:
•

Data Practices Guidelines
These guidelines are outlined in this volunteer handbook.
Harassment Prevention and Respectful Workplace Policy
This policy in its entirety is included in this volunteer handbook.
Volunteer Handbook
Volunteers will affirm they have received, will read and will abide by the handbook.

•
•

Volunteers who complete on line orientation will complete the electronic Volunteer Edina Agreement
where at group orientation volunteers will sign and submit a paper copy.

Values
As a volunteer for the city, you directly affect the residents and the community.
We ask you to exhibit conduct that is ethical, professional, responsive, and of
standards of a City volunteer.
The City of Edina has adopted Edina IQS as a values foundation. Our work with
residents, co-workers, volunteers, and other customers is defined by Integrity,
Quality and Service. The Edina IQS is a reflection of what is most important to
City employees and is integrated into our everyday work.
To achieve this goal, volunteers adhere to Edina IQS Customer Service Standards:
•

We make ourselves accessible by:

•

We welcome all by:

•

We seek to understand by:

•

We demonstrate ownership by:

•

We exceed expectations by:

•

We project professionalism by:

- Coordinating with our coworkers
- Cross training so multiple individual can respond
- Communicate schedule
- Smiling and greeting others
- Introducing ourselves
- Being polite and positive
- Listening carefully before responding
- Asking clarifying questions
- Displaying empathy for other’s concerns
- Taking responsibility for request or concerns
- Doing what we say we are going to do, follow-up
- Offering solutions and educating others
- Looking for opportunities to go above and beyond
- Wearing identification (badge, nametag)
- Keeping work areas clean
- Wearing appropriate attire for our role
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Harassment Prevention and Respectful Workplace
The following is the official City of Edina policy on Harassment Prevention and Respectful Workplace.
Volunteers are required to follow this policy and this expectation is communicated to volunteers via the
Volunteer Edina Agreement which is signed by all volunteers.
PURPOSE
It is the policy of the City of Edina that harassment on the basis of any legally protected status (race,
creed, color, religion, sex, national origin, marital status, status with regard to public assistance,
disability, age, membership on a local human rights commission and sexual orientation), including sexual
harassment, is prohibited.
In addition, the City of Edina strives to maintain a respectful workplace and public service environment
that is free from violence, discrimination and other offensive behavior. Such behavior can create an
offensive work environment, adversely affect positive working relationships and decrease productivity.
Maintaining a respectful and safe work environment is a shared responsibility of management, employees
and volunteers.
POLICY STATEMENT
No City of Edina employee shall engage in verbal or physical conduct that is threatening, hostile or
discriminatory toward an individual because of the person’s race, creed, color, religion, sex, national
origin, marital status, status with regard to public assistance, disability, age, membership on a local
human rights commission, sexual orientation or any other legally protected class. Furthermore, this
conduct is illegal if the conduct:
• Has the purpose or effect of unreasonably interfering with the person’s work performance; or
• Otherwise adversely affects that person’s employment opportunities.
POLICY GUIDELINES
Examples of prohibited harassment include (please note these are not the only examples):
• Epithets, slurs, negative stereotypes or intimidating or hostile acts, or words that relate to the
person’s race, creed, color, religion, sex, national origin, marital status, status with regard to
public assistance, disability, age, membership on a local human rights commission or sexual
orientation; and
• Written or graphic material that is threatening or hostile to the person, that is posted or
circulated on City of Edina property, and that relates to that person’s race, creed, color,
religion, sex, national origin, marital status, status with regard to public assistance, disability, age,
membership on a local human rights commission or sexual orientation.
Sexual harassment is defined as:
• Making unwelcome sexual advances or requests for sexual favors, or other verbal or physical
conduct of a sexual nature a condition of an employee’s obtaining employment or continuing
employment; or
• Making submission to or rejection of such conduct the basis for employment decisions affecting
an employee; or
• Creating an intimidating, hostile or offensive working environment, or otherwise substantially
interfering with an individual’s employment by such conduct; or
• Retaliating against an employee for complaining about such conduct.
Examples of discriminatory, violent, and other offensive behavior include (please note these are not the
only examples):
• Discriminatory behavior may include inappropriate or unwelcome remarks about, or conduct
related to, a person’s race, creed, color, religion, sex, national origin, marital status, status
with regard to public assistance, disability, age, membership on a local human rights
commission or sexual orientation.
• Violent behavior may include the use of physical force, threats of force, intimidation or the
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•

abuse of power or authority to cause fear or harm.
Other offensive behavior may include unwelcome or inappropriate work-related behavior such
as angry outbursts, viewing or displaying pornographic materials, inappropriate joking, vulgar
obscenities, name-calling, disrespectful language or bullying.

COMPLAINTS
An employee who believes he or she has been subject to harassing, violent or discriminatory behavior
prohibited by this policy should report the incident immediately to their direct supervisor, department
director, Human Resources or the City Manager. Any supervisor or department director who receives
a complaint of a violation of this policy, or who has reason to believe that such behavior is occurring,
must report these concerns to Human Resources or the City Manager. Complaints or incidents
involving the City Manager should be reported to the City Attorney.
The employee making the complaint may be asked to put the facts, including the names of any witnesses,
relating to the offensive conduct or communication in writing. The City will undertake an objective
investigation of the allegations at issue. All complaints will be investigated to the extent deemed
appropriate based on the nature of the complaint. The investigation may include interviews with the
employee making the charges, the accused and appropriate witnesses, depending upon the individual
circumstances of the matter. All interviewees will be advised to maintain the confidentiality of the
content of the interview.
Determination of discipline or other corrective action will be made on a case by case basis, depending
upon the circumstances of the matter, including the type of harassment or misconduct alleged, the
context in which the alleged acts or statements occurred and any other facts deemed relevant. The
employee making the complaint will be advised of the final disposition of the matter. Details of any
disciplinary or remedial actions will be disclosed in accordance with the law or court order.
PENALITIES
A violation of this policy may be grounds for immediate discipline, up to and including termination, or
other appropriate action. Discipline, if any, will be determined on a case-by-case basis, after a review of
relevant information.
Retaliation against any person who complains, reports, or participates in an investigation of harassment
or other misconduct is strictly prohibited, and may be grounds for immediate discipline, up to and
including termination.
Anyone who makes a false complaint or anyone who gives false information during an investigation may
be subject to immediate disciplinary action, up to and including termination.
Contact Human Resources for questions regarding this policy.

Conflict of Interest
The City has an obligation to operate in the best interests of our residents. It is expected that all
volunteers will exercise good judgment in avoiding outside activities or situations where conflicts of
interests with City business exist or could be perceived to exist.
If you have an affiliation or financial interest with an organization that may present a conflict with those
interests, disclose that conflict to Volunteer Edina staff immediately. Refrain from being involved in any
decision-making process relating to the other organization.
Additionally, do not knowingly take action or make any statement intended to influence the conduct
of the City in such a way as to confer any financial benefit to a person or entity in which you have a
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significant interest or affiliation.

Gifts
Do not accept any gifts from citizens or businesses. We do not want to create an atmosphere where
our citizens feel obligated to reward City staff or volunteers for doing their job.

Data Practices Guidelines
From time to time volunteers may have access to non-public information. If volunteers whose job
responsibilities require them to have access, they must:
•
•
•

Not discuss, disclose or otherwise release the data
Not leave data where non-authorized individuals might see it
Not destroy or shred data unless specifically authorized by their supervisor

Examples of data that may be nonpublic, confidential or protected nonpublic could include:
•
•
•
•

Addresses
Phone numbers and/or email
Participant medical information
Public safety information

Volunteers must pay careful attention to and abide by the City’s Data Practice’s Policy. If a volunteer has
a question about data and it is public vs nonpublic status, check with the volunteer director supervisor.

Time Records
A valid record of volunteer hours is one of the clearest ways to show the
benefits of your volunteer efforts. Volunteers are responsible for keeping
track of their own hours including those given off-site. If a VicTouch
computer/device is available on site, it is your responsibility to sign in and
out or submit your hours on line via VicNet.
Documenting your hours is valuable for many reasons:

•
•
•
•
•

Recognition
Tax deductions
Reference purposes
Statistical records (Future funding for programs are often dependent on accurate
recordkeeping.)
School or educational credit

Scheduling
Volunteers are typically assigned duties that require a regular schedule. If you are expecting to be absent
from a scheduled assignment, please notify your supervisor and the Volunteer Edina Staff as far in
advance as possible. If you are taking on a long vacation, your supervisor will need time to make other
arrangements to cover the loss of your services. The City of Edina is closed on city holidays. Please
check with the Volunteer Edina office for the holiday schedule.

Dress Code/Identification
As a volunteer, you should dress according to the needs of your job and be well groomed. Although
our clothing needs are diverse within the organization, please follow these guidelines:
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•
•

•
•

Frayed, torn, ripped, faded and worn-out clothing is never appropriate.
Clothing, especially sweatshirts and T-shirts, with inappropriate messages or symbols should not
be worn. Inappropriate messages include those advertising alcoholic beverages, bars or
restaurants, former employers, other business establishments and offensive language.
Unless there is a job-related reason, shorts should not be worn.
Volunteers are asked to check with their volunteer supervisor if jeans are acceptable.
Page | 9

If you are issued an ID badge, name-tag or t-shirt identifying you as a volunteer please wear it while
volunteering.

Use of Technology
Personal use of computers is allowed, but only City employees and registered City volunteers may use
equipment. Personal computer use must take place during non-work hours and personal files may not be
stored on the file server.
No games, entertainment software or screen savers,
other than those provided by the City, are allowed.
No software or hardware other than that installed
by the City may be downloaded or installed unless
approved in advance by the department head and
IT Manager.
Volunteers who are assigned to a service area
requiring a computer access will be provided a copy of
the Information Technology Policy and will be asked to
acknowledge receipt of the policy.
The City reserves the right to access and disclose as necessary all information sent over the Internet or
via email without regard to content.

Use of City Supplies
The City will provide access to City equipment and supplies necessary to perform volunteer work.
Examples of equipment may be, but not limited to, copy/multi-function machines, office supplies, hand
tools, etc.
These items are to be used to assist with City related tasks and may not be used for personal reasons.
All City-issued items must be returned on the last day of your volunteer assignment.

Media Relations
In the interest of providing the media with accurate information, volunteers are asked to adhere to the
following: if a volunteer is contacted by a media representative for an interview regarding his/her
volunteer activities, the volunteer must notify his/her supervisor first and obtain permission. Team
interviews with City staff are strongly encouraged since this will ensure that the media representative is
provided both with accurate information about the volunteer's activities and technical information about
City policies and programs. It is important to remember that volunteers only address questions
about their volunteer activities.

Questions about City programs and policies should be referred to the appropriate staff person. In any
media situation, individuals must identify themselves as volunteers.

Social Media
Social media, like Facebook and Twitter, can be a
great tool to keep up with friends, but it also needs to
be used with caution. If you mention that you are a
City volunteer on a social media page, please be
respectful and keep in mind that almost anything on
the Internet can be accessed by the public.

Drug Free Workplace
It is the policy of the City of Edina to provide a drug free environment. The City’s goal is to establish
and maintain a healthy and efficient work force free from the effects of drug abuse. This policy is in
compliance with the requirements of the Federal Drug Free Workplace Act of 1988 and applicable state
law.

Smoking
All City facilities and City-owned vehicles are designated as “smoke-free,” meaning that all employees
are prohibited from using cigarettes, e-cigarettes, cigars, pipes, chewing tobacco, snuff or other tobacco
products in those areas.

Firearms
Possession or use of a dangerous weapon is prohibited by volunteers on City property, in City vehicles,
or in any personal vehicle which is used for City business, other than police department volunteers
under the direct supervision of a licensed police officer.

Workplace Safety
The City of Edina’s Safety Program is based on the premise that each of the City’s employees and
volunteers are entitled to a safe and healthy work environment. The City’s program is designed for the
protection of its employees and visitors.
Your personal safety is important to us. We never want to put our volunteers in harm’s way. If you feel
the situation is unsafe in any way, please remove yourself from the danger. Volunteer supervisors are
expected to educate and enforce the safety rules with volunteers. You should receive training before
using equipment new to you. Please request this training. Safety is everyone’s responsibility.

Accidents or injuries while volunteering
If an accident or injury occurs while volunteering, it must be reported immediately to your supervisor
(or as soon as reasonably possible if it is a medical emergency). The supervisor will complete a written
report titled “Accident Claim Form” with all the known details and circumstances related to the
accident or injury, as well as the names and of all and any witnesses to the accident. The City has a
Group Accident Plan insurance policy which provides some limited coverage to volunteers if they are
injured while engaged in City business.
If the volunteer-related injury requires medical treatment, the volunteer will be directed to seek medical
attention at a provider of their choosing. In the event of a medical emergency, the volunteer should
seek treatment immediately at the nearest and most appropriate medical center.
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Driving/Use of City Vehicles
Volunteers whose work requires operation of a motor
present and maintain a valid driver’s license and an
acceptable driving record. Any changes in your
driving record must be reported to your supervisor
immediately.

vehicle must

When driving for the City, a volunteer agrees to
obey all traffic laws, safely operate the vehicle, wear
a seatbelt and ensure all passengers wear seatbelts,
and maintain the appropriate driver’s license for
lawful operation.

Ending your volunteer assignment
If you need to end your volunteer relationship with the city, please tell your supervisor and the
Volunteer Edina staff with as much advance notice as possible. All City property, such as identification
badge, keys, etc. must be returned at that time. If desired, any volunteer may request an official copy of
his/her volunteer hours. The City of Edina accepts the services of all volunteers with the understanding
that such service is at the sole discretion of the City. At any time and for whatever reason, the City of
Edina may decide to end a volunteer’s relationship.

We want your volunteer involvement to be satisfying and rewarding. The most
effective recruitment method is for satisfied volunteers to share their enthusiasm
about volunteering with people they know. We hope you will tell your friends
and family about your wonderful experiences and encourage them to volunteer as
well.
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