OREGON YOUTH AUTHORITY
Policy Statement

Part | — Administrative Services

Subject:

Volunteer Services

Section — Policy Number: Supersedes: Effective Date: | Date of Last

D — Personnel Management: 3.16

I-E-3.16 (3/12) 4/29/201 Review/Revision:
[-D-3.16 (7/04) 04/29/2016 | None
I-D-3.16 (6/03)

Related
Standards
and
References:

OAR Chapter 416, Division 450 (Volunteer Services)

OAR Chapter 416, Division 480 (Religious Practice in Facilities)

OAR Chapter 416, Division 800 (Criminal Records Checks)

OAR Chapter 166, Division 300 (Retention Schedules)
Performance-based Standards (PbS), Juvenile Correction and Detention
Facilities; Programming

American Correctional Association, Performance-based Standards for
Juvenile Correctional Facilities; 4-JCF-6G-09 (Recruiting Volunteers); 4-
JCF-4C-55 (Students and Interns); 4-JCF-6G-10 (Termination of
Volunteers); 4-JCF-6G-11 (Volunteer Registration); 4-JCF-6G-11
(Volunteer Registration); 4-JCF-6G-12 (Volunteer Training); and 4-JCF-
6G-13 (Professional Services by Volunteers)

OYA policy: 0-2.0 (Principles of Conduct)

0-2.2 (Relationships with Youth and Their Families)

0-2.3 (Mandatory Reporting of Youth Abuse and Child Abuse)

0-2.4 (Conflict of Interest)

0-3.0 (Harassment-free Workplace)

0-5.0 (Violence-free Workplace)

[-C-2.0 (Use of State-Owned Vehicles)

I-C-7.0 (Safety and Health Program)

I-C-7.3 (Hazard Communication Program)

I-C-8.1 (Bloodborne Pathogens)

I-D-5.0 (Criminal Records Checks)

I-E-2.3 (Requests for Youth Records, Reports and Other Materials)
[I-A-1.0 (Facility Access)

[I-A-3.1 (Facility Youth Transports and Escorted Trips)

[I-D-2.2 (Suicide Prevention in OYA Close-custody Facilities

[I-E-9.0 (Youth Personal Property in OYA Facilities)

[I-C-2.0 (Fire Evacuation)

[I-F-3.7 (Religious Practice in Facilities)

OYA forms: YA 1401 (Volunteer Application Form)

YA 1402 (Volunteer Criminal Records Check Consent)

YA 1403 (Conditions of Volunteer Service)

YA 1404 (Volunteer Monthly Record)

YA 1405 (Liability and Volunteer Injury Coverage)

YA 4008 (OYA Facilities Youth Prohibited Items)

YA 4014 (Facility Access — Level 2)

YA 6011 (Onsite Practicum Agreement)

YA 8130 (Conflict of Interest Notification and Review)

YA 8131 (Notice of Final Criminal Records Check Fitness Determination)
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http://arcweb.sos.state.or.us/pages/rules/oars_400/oar_416/416_450.html
http://arcweb.sos.state.or.us/pages/rules/oars_400/oar_416/416_480.html
http://arcweb.sos.state.or.us/pages/rules/oars_400/oar_416/416_800.html
http://arcweb.sos.state.or.us/pages/rules/oars_100/oar_166/166_300.html
http://oyanet.oya.state.or.us/ResourceCenter/PoliciesandProcedures/Document%20Library/Forms/Policy%20Manual%20view.aspx
http://oyanet.oya.state.or.us/ResourceCenter/Pages/Forms.aspx

Related = TS I-D-3.16 Onsite Practicum Agreement
Procedures:

Policy Owner: Approved:

OYA Volunteer Program Manager /WW

Fariborz Pakseresht, Director

PURPOSE:

This policy provides standards for OYA staff when coordinating volunteer
recruitment, services, applications, screening, placement, orientation, training,
supervision, and recognition.

POLICY DEFINITIONS:

Intern: A student pursuing a graduate degree or post-graduate certification
gaining practical experience under the supervision of a qualified OYA staff
member.

Office: Any parole/probation office (field office) or administrative office operated
by OYA.

OYA volunteer program manager: An OYA staff member assigned to manage
the agency's volunteer services program.

Practicum: A student pursuing an undergraduate degree who earns credit by
serving a designated number of hours or completing a specific project required
by their school.

Volunteer coordinator: A person assigned to coordinate volunteer services for
a specific OYA office or facility.

Volunteers: Persons, who, on a non-paid basis, provide services to OYA,
including:

(a) Mentors: Mature, trustworthy and experienced persons who, consistent with a
youth’s treatment plan, work closely with the youth’s treatment team to
encourage a youth’s personal growth, offer supportive friendships, act as positive
role models, and promote a constructive attitude and law-abiding behavior.

(b) Work Readiness Coaches: Persons who teach particular skills/tasks related
to employment, or provide practical work experience.

(c) Practicums or Interns: Persons enrolled in a college or university-sanctioned
program who earn college credit for their activities.

(d) Tutors: Persons who work with individual youth to improve the youth's
academic performance.

(e) Religious Services Assistants: Persons who assist with or provide religious
programming or services.

(f) Life Skills Coaches: Persons assigned to units, programs or individual youth to
role-model, engage youth in positive relationships, coach social skills and help
youth expand their horizons through recreation, the arts, structured activities, and
companionship.
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Volunteer supervisor: An OYA staff member who supervises or ensures
supervision of a volunteer (e.g., treatment manager, YCUC, direct care staff).

POLICY:

OYA encourages volunteer participation where feasible within its facilities and
offices to enhance and expand the services offered to youth. Volunteers enable
increased personal contact with youth, broaden community resources for
programs, increase public awareness of the juvenile justice system, and develop
management skills among staff. Volunteers are recruited to supplement and
enrich services for youth, but not to replace OYA staff activities, responsibilities,
and functions.

The following individuals are not considered volunteers, and are exempt from
these policy standards:

« Individuals under OYA contract;
« Individuals on official business, such as an attorney for a youth;

e Individuals who provide services only in the school setting and who are
screened, trained, and supervised by school district personnel; and

o Guests to a facility or field office participating in a special program or event
(see OYA policy II-A-1.0 Facility Access).

OYA Volunteer Program Manager:

The OYA volunteer program manager leads the agency's volunteer services
program by providing volunteer policy direction, addressing issues related to
volunteer services, evaluating other programs, developing strategies,
implementing best practices, and measuring program quality and effectiveness.
The OYA volunteer program manager must:

A. Lead a team of volunteer coordinators who administer their local volunteer
programs using standard processes and practices;

B. Manage agency volunteer services communications;
C. Administer the agencywide volunteer recognition program; and
D. Establish and implement standard volunteer services processes and

practices, including, but not limited to:

1. Use of an agencywide volunteer database of all OYA volunteers
and their service status;

2. Volunteer recruitment;
3. Volunteer applications;
4. Volunteer applicant screening including criminal records checks;
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5. Volunteer approval;
6. Volunteer orientation and training;
7. Ongoing supervision and support of volunteers; and

8. Volunteer recognition.

V. Volunteer Coordinators

A.

Each OYA facility superintendent/camp director will appoint a volunteer
coordinator. Managers of offices that have volunteers will appoint
volunteer coordinators for their offices.

Volunteer coordinators are members of the statewide Volunteer
Coordinators Team and may occasionally attend statewide meetings and
trainings.

The volunteer coordinator must ensure compliance with statewide
volunteer services processes, including but not limited to:

1. Recruitment;

2. Applications;

3. Screening;

4, Approval;

5. Orientation and training;

6. Supervision and support; and
7. Recognition.

The volunteer coordinator must maintain a service file on each volunteer
under their purview.

1. The file must contain all of the forms and exceptions associated
with the volunteer.

2. The file and forms may be electronic, paper or both.

3. Forms maintained in the agencywide database do not need to be
duplicated in the service file.

4, Files must be purged five years after volunteer separation
consistent with the statewide retention schedule described in
OAR 166-0040(20).
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VI.  Volunteer Eligibility Criteria

A. OYA welcomes volunteers from all ethnic, cultural, and socioeconomic
segments of the community.

B. OYA restricts volunteers to age 21 or older.

1.

Written exceptions for the following circumstances are allowable:

a) Students who are at least 18 years old and required to
participate in such experience to gain a college certificate or
diploma, or professional licensing; and

b) Persons who are at least 18 years of age and will not have
direct contact with youth out of sight and hearing of staff.

C) Exceptions to this age restriction must be approved in writing
by a superintendent, camp director, or office supervisor.

The site volunteer coordinator must ensure any written exception is
retained in the volunteer’s electronic or paper file.

C. Youth relatives, friends, staff, foster parents, contractors as volunteers

1.

Volunteer coordinators must ensure volunteer applicants who want
to serve in a facility in which a relative or family friend is housed
have written approvals from the facility’s superintendent/camp
director and Facility Services assistant director.

Volunteer applications from OYA staff must be reviewed and
approved by Human Resources to ensure a conflict of interest does
not exist. Human Resources may ask staff to complete a YA 8130
(Conflict of Interest Notification and Review). This form must be
completed by staff if a relative applies to be a practicum or intern.

Volunteer applications from OYA certified foster parents, contracted
residential treatment providers, or any other person who has an
existing relationship with a youth must be authorized by the
appropriate assistant director to ensure a conflict of interest does
not exist.

The written approval document must be retained in the volunteer’s
electronic or paper file.

VII.  Approval Process

Staff are encouraged to identify and recruit volunteers. Staff may direct volunteer
candidates to OYA’s online application form (YA 1401) on the OYA public

website.
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Application process

Volunteer coordinators must ensure volunteer applicants complete an
application packet including:

1.

2.

YA 1401 (Volunteer Application);

YA 1402 (Volunteer Criminal Records Check Consent);

YA 1403 (Conditions of Volunteer Service);

YA 1405 (Liability and Volunteer Injury Coverage);

YA 6011 (Onsite Practicum Agreement) for practicums and interns;
YA 4014 (Facility Access — Level 2) for facility volunteers; and

Proof of current driver’s license, clear driving record, and applicable
automobile insurance, if the person will drive a state vehicle.

The forms comprising the application packet may be electronic, paper, or
a combination of both.

Screening process

The volunteer program manager, volunteer coordinator or their designees
must conduct screenings of every applicant. Records of each step of the
screening process described below must be kept in the applicant’s
electronic or paper file.

1.

Criminal records checks

The volunteer coordinator must facilitate a two-part criminal records
check: A computerized criminal record check (CRC) and a DHS
child abuse registry check followed by a fingerprint-based check.

a) The OYA volunteer program manager must ensure the CRC
process is completed according to OYA policy I-D-5.0
(Criminal Records Checks).

b) Volunteer coordinators must instruct applicants on how to
submit fingerprints.

C) Fingerprint-based checks may only be arranged if an
applicant’'s CRC is approved.

d) An applicant may provide limited service on a preliminary
basis after a review of the applicant’'s CRC pending a final
determination according to OAR 416-450-0040 (Application
Process).

e) CRC fitness determination
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(1) LEDS-certified Human Resources staff must review
the applicant’'s CRC and fingerprint-based check
results and notify the volunteer coordinator when
there is no criminal record.

(2) If the applicant has a criminal record, Human
Resources staff must notify the volunteer program
manager. The volunteer program manager must
review the applicant’s suitability to serve as a
volunteer, consistent with OAR 416-800-0041
(preliminary fitness determination) or
OAR 416-800-0050 (final fithess determination).

3) Community Services volunteer applicants:
LEDS-certified Community Services staff must review
the applicant’'s CRC and fingerprint-based check
results and notify the volunteer coordinator if there is
no criminal record.

If the applicant has a criminal record, the Community
Services assistant director must review the applicant’s
suitability to serve as a volunteer, consistent with
OAR 416-800-0041 (preliminary fithess
determination) or OAR 416-800-0050 (final fitness
determination).

f) Volunteer coordinators may check records of licensing and
certification boards and agencies if an applicant will be
providing service related to the applicant’s professional
credentials.

References

a) Volunteer coordinators must request three references
provided by each applicant, preferably two professional and
one personal.

b) References must be asked to provide a written assessment
of the applicant’s integrity, responsibility, maturity, high moral
character and ability to maintain confidentiality.

C) Receipt of two positive references is sufficient.

Interview

a) The volunteer coordinator or the volunteer supervisor will
interview the applicant to assess their suitability to serve.

b) Youth may participate in the interview in certain

circumstances.
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4, Training and orientation

a) The volunteer program manager or the volunteer
coordinators must offer volunteer orientation and training
described in section X on a regular basis.

b) Volunteer applicants may not be approved until they have
successfully completed training and orientation.

5. Volunteer photographs and ID badges

a) Volunteer coordinators must obtain an electronic
head/shoulders photograph of the applicant for the
applicant’s volunteer ID badge.

b) A copy of the ID photograph must be retained in the
volunteer database.

Approval

1. The volunteer coordinator must review the completed application
and references, and make an approval or denial recommendation
to the approving authority, who may be a designated manager,
superintendent, camp director, field supervisor, or assistant
director.

2. If a volunteer wants to serve at more than one OYA location, the
respective volunteer coordinators must note that in the volunteer’s
file(s) and coordinate schedules.

Exceptions

Only an assistant director may make a written exception to allow a
volunteer whose application was denied at an OYA location to serve at
another OYA location under the assistant director’s purview.

If the application is approved by the approving authority, the volunteer
coordinator must:

1. Arrange for an agency photo identification card (badge) to be made
for the volunteer.

a) Badge requests must be submitted by email to the training
academy.

b) Volunteer badge requests must include an electronic
photograph, the applicant's name, and the location in which
the applicant will serve.

2. Review the need for volunteers and forward a recommendation to
staff who request volunteer support.
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VIII.

If not already completed, facilitate an interview with the volunteer’s
prospective supervisor and a match meeting with youth, if any.

Assign the volunteer and ensure the assignment is noted in the
volunteer’s electronic or paper file.

The volunteer supervisor must ensure:

a) Volunteers are introduced to staff they will be working with
during their service.

b) Staff and volunteers are reminded that when with youth,
volunteers are to remain within the sight or hearing of staff.

Exceptions may be granted with the express and written
permission of the superintendent, camp director, or
supervisor.

Ensure that a service description exists that outlines the volunteer’s
specific duties and responsibilities and that the volunteer has
signed it (see section IX below).

Ensure that the volunteer receives an orientation to the facility or
office as described in section X; and

In collaboration with the volunteer’s supervisor, monitor the
volunteer during the service period and ensure that at least
annually the volunteer has an opportunity to give or receive
feedback regarding their service.

a) As part of this annual review, the volunteer coordinator must
ensure (and record in the appropriate database) that the
volunteer’s annual computerized CRC is completed and
reviewed.

b) Annual fingerprint-based checks are not necessary.

Application Denial

The volunteer program manager must inform the volunteer applicant in writing if
the application is denied.

A.

B.

OYA'’s decision to deny a volunteer application is final.

The volunteer program manager must ensure an OYA form YA 8131
(Notice of Final Criminal Records Check Fitness Determination) is sent to
volunteer applicants who have been denied to volunteer based solely on
the outcome of their criminal records checks.

Description of Duties
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Volunteer coordinators must ensure duties specific to a volunteer assignment are
provided in writing to each volunteer in their area of service.

A. The superintendent, camp director, or office supervisor may authorize a
trained volunteer who has a valid driver’s license and appropriate vehicle
insurance coverage to operate a state vehicle to conduct state business.

The superintendent, camp director, or office supervisor must ensure the
volunteer meets all state rules and OYA standards with regard to driving
record and use of state vehicles for business purposes. See OYA policy
[-C-2.0 (Use of State-owned Vehicles).

B. The volunteer coordinator must ensure the service descriptions do not
include the following:

1. Taking supervisory responsibility of a youth in a secure OYA
facility;
2. Substitution for the required staff-to-youth ratio necessary for safety

and security;

3. Conducting secure youth transports;

4. Application of restraint devices;

5. Accessing keys necessary to maintain security/safety in a secure
OYA facility;

Practicums and interns who are assigned an office or secure work
area may be issued keys to access that work area with permission
of the superintendent, camp director, or supervisor.

6. Performing professional services that require certification or
licensing unless active credentials or certificates are available; and

7. Maintaining unauthorized contact with youth outside their assigned
volunteer duties. (See related policy 0-2.2 Relationships with Youth
and Their Families.)

C. Adherence to OYA procedure TS I-D-3.16 (Onsite Practicum Agreement)
if the volunteer is working toward a professional certification, licensure, or
college degree.

X. Volunteer Training and Orientation

The volunteer coordinator must ensure the volunteer’s training and orientation
include, at a minimum:

A. Awareness of safety and security procedures during an emergency (see
OYA policies 0-5.0 Violence-free Workplace; I-C-7.0 Safety and Health
Program; I-C-8.1 Bloodborne Pathogens; I11-C-2.0 Fire Evacuation);
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Information on the Prison Rape Elimination Act, and expectations if a
volunteer becomes aware of actual, suspected, or alleged abuse or
harassment of or by a youth (see OYA policies 0-2.3 Mandatory Reporting
of Youth Abuse and Child Abuse; I-A-10.0 Preventing, Detecting, and
Responding to Youth Sexual Abuse and Sexual Harassment);

Instruction on contraband, suicide precautions, and harassment- and
violence-free workplace policies (see OYA policies 0-3.0 Harassment-free
Workplace; 0-5.0 Violence-free Workplace; 11-D-2.2 Suicide Prevention in
OYA Close-custody Facilities; 11-E-9.0 Youth Personal Property in OYA
Facilities);

List of primary rules, policies and protocols associated with the services
provided. At a minimum, staff will ensure that volunteers have a clear and
documented understanding of the agency mission and rules, policies and
procedures relating to confidentiality, youth rights, and appropriate
relationship boundaries (see OYA policies 0-2.0 Principles of Conduct; O-
2.2 Relationships with Youth and Their Families; I-E-2.3 Requests for
Youth Records, Reports, and Materials; II-F-1.0 Youth Rights);

Name of the person responsible for working with the volunteer and
monitoring the volunteer’s duties, and the line of authority in the facility or
office;

Time and place to report for duty, sign-in/sign-out procedures, and who to
contact when unable to report for service; and

Tour of relevant areas of the facility, office, or community where the
volunteer will serve.

XI. Volunteer Termination

A.

The volunteer program manager, superintendent, camp director, office
supervisor, or assistant director may discontinue the services of a
volunteer for reasons including but not limited to:

1. Breach of confidentiality;

2. Unlawful conduct or breach of facility protocols, OYA policy or
rules;

3. Inability or unwillingness to cooperate with staff;

4. Activities that threaten the order or security of the facility or the

safety of the volunteer;

5. Erratic, unreliable attendance,;
6. Unsatisfactory service;
7. Decreased need for service;
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8. No service provision for a year,

9. A volunteer’s affiliation withdraws its endorsement of the volunteer;
or

10.  Upon the volunteer’s request.
B. The volunteer program manager will work within the local management
structure to initiate termination. The decision of OYA to terminate

volunteer service is final.

Xll.  LOCAL OPERATING PROTOCOL REQUIRED: NO
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