AN ORDINANCE AMENDING THE PERSONNEL ORDINANCE 

AND ADOPTING VOLUNTEER POLICY 

(AMENDING ORDINANCE NO. 2009-04)

WHEREAS, the Town of Estancia is committed to the effective, safe, and meaningful use of community volunteers in order to build community spirit, engage citizens in local government, meet civic objectives, and to provide programs that would not otherwise be possible; and


WHEREAS, the Town wishes to adopt policies and procedures to guide in the recruitment and screening process for volunteers;  

BE IT THEREFORE ORDAINED by the Board of Trustees of the Town of Estancia, New Mexico that:

SECTION 1

Section 4.4(G) of Ordinance No. 2009-04 is hereby amended to read as follows:
“G. Approval of Volunteers.  Volunteers for the Fire Department, Library or any other Town Department will be approved by Department Heads, and by the Board of Trustees.  Prior to approval, a background check will be conducted by the Town Clerk with respect to each volunteer, and, for safety sensitive positions, a drug & alcohol screening will be administered by the Town Clerk for each such volunteer.”
SECTION 2

The Volunteer Policy as attached hereto and incorporated herein by reference is hereby adopted.
APPROVED, PASSED AND ADOPTED BY A MAJORITY OF THE MEMBERS OF THE BOARD OF TRUSTEES, ON THIS ____ DAY OF ____________, 2011.  THIS ORDINANCE WILL BECOME EFFECTIVE FIVE (5) DAYS AFTER PUBLICATION.
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Theodore Barela, Mayor
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Sylvia Chavez, Trustee
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Josie Richards, Trustee
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Michelle Dunlap, Trustee
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Julieanne Welch, Trustee

Attested:

____________________________

Julie Carter, Clerk/Administrator

TOWN OF ESTANCIA, NEW MEXICO
TOWN OF ESTANCIA Volunteer Policy
(Approved October 3, 2011)
1. POLICY OBJECTIVE.  The Town of Estancia recognizes the importance of the active participation of citizens of the community in the Town’s programs and activities. The help of the Town’s volunteers allows it to provide programs that would not otherwise be possible. These provisions are intended to help ensure the safety of volunteers and the Estancia community, and to provide overall guidance and direction to Town employees and volunteers engaged in volunteer involvement and management efforts.  This policy applies to all Town volunteers. 
2. APPLICABILITY.  These policies are intended for internal management guidance only, and do not constitute, either implicitly or explicitly, a binding contractual agreement.  Volunteers are subject to any current volunteer policies as well as internal departmental policies applicable to the department in which they volunteer.  The Town of Estancia reserves the exclusive right to change any of these policies at any time and to expect adherence to the changed policy. The Town of Estancia Personnel Ordinance does not apply to volunteers, except as otherwise noted therein.  
3. Application Process.  All volunteers will be required to fill out an application to be considered an official Town volunteer. The application should be turned in to the Town Clerk All applications will be kept on file in the office of the Town Clerk. All new volunteer appointments must be approved by the designated Department Head and the Board of Trustees before the volunteer begins service.
4. Waiver.  All volunteers will be required to sign a Volunteer Waiver of Liability and Release Form in order to be eligible for a volunteer position with the Town. The waiver shall be turned in along with the application. 

5. Screening Policy.  In order to ensure the safety of the public and reduce the risk for losses, the Town Clerk shall check personal references and conduct a background check and review other information provided by volunteer applicants before the volunteer application is approved.  All such inquiries, whether made in person, by telephone or in writing, shall be documented and made part of the applicant’s file.  All such responses that constitute personal statements, which are matter of opinion, shall be held confidential and not open to public inspection.  For safety sensitive positions, a drug and alcohol screening will be administered by the Town Clerk before the volunteer begins the volunteer position. See Section 7.7 of the Town of Estancia Personnel Ordinance, Drug and Alcohol Free Policy.

Persons under the age of 18 years shall provide two adult, non-relative references for consideration by the Town. Appropriate references may include teachers, neighbors, previous or current employers. All applicants must be at least 16 years of age. 

6. Disqualifying Convictions.  No individual shall be permitted to volunteer for the Town of Estancia if the results of the background check show that the person has ever been convicted of or has a charge pending against them in which it is alleged that they have committed a crime that falls under one of the following categories. Examples of crimes under each category are not exclusive. 

a. All Felony Offenses – kidnapping, aggravated burglary, carjacking, arson, drug related crimes, etc. 

b. All Sex Offenses – child molestation, sexual assault, rape, sexual battery, indecent exposure, child exploitation, etc. 

c. All Violence Offenses – murder, manslaughter, aggravated assault, robbery, an offense involving a weapon, etc. 

An applicant may also be disqualified and prohibited from serving as a volunteer of the Town of Estancia if the person has: 
d. Had parental rights terminated;
e. History with another organization (volunteer, employment, etc.) with complaints of sexual abuse of minors;
f. Resigned, been terminated or been asked to resign from a position, whether paid or unpaid, due to complaint(s) of sexual abuse of minors; or
g. Has a history of other behaviors that indicate a possibility of a danger to children, elderly or disabled in Town of Estancia programs. 

7. Volunteer Records.  A volunteer’s record shall be retained for three (3) years from the date they last volunteered for the Town. The records will be kept in the office of the Town Clerk. If a person fills out an application and never volunteers, the application shall be retained for three (3) years from the time the application is received. 

8. Training.  Volunteer training shall be coordinated by the Department in which the volunteer is serving. Training may include, but is not limited to: duties to be performed, prohibited acts, risks involved in volunteer duties, ways to minimize risk or injury, record keeping, confidentiality, Town policies and procedures, ethics, and any required specialized skills. Each Department will be responsible for conducting an orientation with their volunteers. 

9. Safety.  It is the policy of the Town of Estancia to provide a safe working environment free from recognized hazards and injury. It is everyone's responsibility to follow all safety rules, report accidents, injuries and hazardous conditions. Volunteers must follow the same general safety rules and job specific safety rules as the paid employees for the Town. 

10. Accidents.  All accidents need to be reported to the volunteer’s Department Head or designated Town representative immediately. As a general rule, volunteers are not covered by Workers' Compensation and must seek medical assistance through their own medical providers. The exception is Town of Estancia volunteer fire fighters, who shall be covered under the Town’s Workers' Compensation policy for on the job injuries incurred while serving the Town. All work-related injuries requiring attention must be reported to the volunteer’s Department Head and the office of the Town Clerk no later than twenty-four (24) hours of the incident.  A First Report of Injury form must be filed with the Town Clerk within thirty (30) days of the injury.  See, generally, Section 9.10 of the Town of Estancia Personnel Ordinance, Occupational Injury/Workers’ Compensation.

11. RESIGNATION.  Volunteers may resign from their volunteer service with the Town of Estancia at any time.  It is requested that volunteers who intend to resign provide advance notice of their departure and a reason for their decision.
12. SERVICE AT THE DISCRETION OF THE TOWN OF ESTANCIA.  The Town of Estancia accepts the service of all volunteers with the understanding that such service is at the sole discretion of the Town.  Volunteers who do not adhere to the rules and procedures of the Town of Estancia or who fail to satisfactorily perform their volunteer assignment are subject to dismissal.  No volunteer will be terminated until the volunteer has had an opportunity to discuss the reasons for possible dismissal with the department head of the Department in which the volunteer is serving.
13. GRIEVANCES.  A volunteer may, but is not required to, utilize the informal grievance procedure set forth in Section 11.2 of the Town of Estancia Personnel Ordinance, Informal Grievances.
______________________________________

Volunteer’s Signature

______________________________________

Volunteer’s Printed Name

______________________________________

Date Received

