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POLICY ON VOLUNTEER SERVICES

EXECUTIVE SUMMARY

The purpose of this policy is to provide guidance on how to conduct activities

within the realm of volunteer services. This policy outlines the operation and functions of
volunteer units and the responsibilities of those parties involved in the administration of
volunteer services.

DEFINITIONS

A.

Center - shall mean a facility, building, special room, institution, agency, or
community based program where services are provided.

Resident(s) - shall mean a patient, client, resident, child or day care person
receiving services through the Department of Health and Mental Hygiene.

Volunteer - shall mean any person who gives direct or indirect service to residents
without financial remuneration. Financial remuneration shall not mean stipends
from the Retired Senior Volunteer Program (RSVP), Foster Grandparents or other
Federal, State or local grants. All students, except those who are providing
services in conjunction with their professional training, shall be considered
volunteers.

Coordinator of Volunteer Services (Coordinator) - shall mean that person in a
center who directs the volunteer services and has the merit system classification
known as Volunteer Activities Coordinator or, in those centers that do not have a
specific classification known as Volunteer Activities Coordinator, that person who
has been designated as the Coordinator of Volunteer Activities by the head of the
Center.
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1. POLICY STATEMENTS
A. General

1. The Secretary of Health and Mental Hygiene gives high priority to the
development of volunteer services. The Secretary recognizes that the good
use of volunteer services enhances the quality and amount of services to
residents, and facilitates positive relationships between center and
community and between residents and community. In order to provide an
effective volunteer service each center shall provide for a Coordinator of
Volunteer Activities.

2. The Coordinator of Volunteer Activities shall report to the head of the
center or his designee. The Coordinator shall complement and supplement,
within available donated resources, ongoing and new services in order to
provide the best possible services to the persons we serve. (Monthly
reports due by the 15th of the following month. Example: January’s report
is due by February 15th.)

3. The Director, Division of Volunteer Services, Professional Resource
Service, DHMH, shall be the liaison between the centers, the Coordinators
of Volunteer Activities and the Office of the Secretary, the Council of
Auxiliaries and the Council of Clergy. The Director, Division of
Volunteer Services, shall visit the centers to make periodic evaluations with
the head of the center and the Coordinator of Volunteer Activities to
ascertain the effectiveness of this policy and to standardize procedures
within the Department of Health and Mental Hygiene.

4, Centers shall recognize volunteers at least once each year at a "Volunteer
Recognition Day" and provide assistance for the annual department-wide
"Volunteer Recognition Day."

5, Coordinators of Volunteer Services shall attend periodic training sessions
and all scheduled meetings of the Coordinators of Volunteer Activities
under the guidance and/or chairmanship of the Director, Division of
Volunteer Services, DHMH.

6. All of the laws, policies and procedures of the State of Maryland, the
control agencies of the State of Maryland, and the Department of Health
and Mental Hygiene shall be followed.

B. Seeking for and Utilizing Volunteers, Money, Goods and Services
1. The Coordinator of Volunteer Services shall recruit, interview, register,

orient, train, assign, and, if necessary, terminate individual volunteers and
volunteer organizations. This statement shall not deter any employee from

Replaces DHMH Policy 12 - Issued - 03-30-78
DHMH Policy 02.05.01 (Cross-Reference: Volunteer Services) - Effective April 10, 1998 ( 12:52pm)
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encouraging volunteerism or an ancillary organization from recruiting
members. However, all volunteers and volunteer organizations must be
registered and approved by the Coordinators.

2. The Coordinator of Volunteer Services shall keep the staff of a center
informed of all offers of service, group activities, donations, etc., from
individuals volunteers or groups of volunteers.

3. Gifts of money, goods, and services to be given to the center shall be
encouraged and sought after by the Coordinator of Volunteer Services.
Gifts shall be used as instructed by the donor or, in the absence of donor
instructions, be used to meet the needs of residents as the needs are
received by the Coordinator and approved by the head of the center or his
designee.

4, The acknowledgment of gifts of money, goods and services is the
responsibility of and shall be done by the Coordinator of Volunteer
Services and the center EXCEPT where specific instructions, in writing,
are given to the individual Coordinator(s) by the head of the center,
limiting all or part of the responsibility of the Coordinator to acknowledge
gifts of money, goods and services.

S All staff shall inform the head of the center and the Coordinator of
Volunteer Services of every gift of money and goods and the offer of
service.

6. All donated items such as personal need items, games, puzzles, stationery,

costume jewelry, phonograph records, tapes, male and female cosmetics,
toilet articles and other miscellaneous items shall be received, inventoried,
stored and distributed through the offices of the Coordinator of Volunteer
Services.

7 Accurate records of services rendered by volunteers and of funds and
goods donated by the volunteer and community shall be maintained by the
Coordinator of Volunteer Services (see Exhibit 1) and such shall be
reported monthly to the head of the center and the Director, Division of
Volunteer Services, DHMH (see Exhibit 2).

C. Requests for and Use of Volunteer Funds or Services

1. All staff requests for volunteer funds, services or items shall be made to the
Coordinator of Volunteer Services. All non-routine requests shall be made
in writing to the Coordinator, who shall request the head of the center to
approve/disapprove the request.

Replaces DIIMI Policy 12 - Issued - 03-30-78
DHMH Policy 02.05.01 (Cross-Reference: Volunteer Services) - Effective April 10, 1998 ( 12:52pm)
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2. A center shall use unrestricted funds (funds not donated for a specific

reason and accepted by the Governor for that specific reason) that are
raised for or donated to the welfare/volunteer services fund(s) (Non-

Budgeted-Fund 07, Program 41) of the center only for the benefit of the
residents to provide those benefits over and above those normally funded
by the center and those which will enhance comfort, entertainment,
recreation and ease of living. Unrestricted funds shall not be used for the
benefit of employees.

3. The accountant for the center shall submit a monthly statement showing the
current positions of all welfare accounts (restricted and unrestricted) to the
Coordinator of Volunteer Services. The individual accounts of the resident
are not considered welfare accounts for the purposes of this policy.

4. Periodically the Coordinator of Volunteer Services will request approval
for funds from the welfare account(s) for a list of proposed forthcoming
special activities, functions and purchases from the head of the center.
Upon approval by the head of the center, the accountant shall earmark
approved funds in the welfare account for the period of time indicated in
the request. The head of the center may designate the Coordinator to
approve requests and, when required, seek approval of the head of the

center.
D. Scheduling and Assignment of Activities and Events
Iy Special activities and events of all volunteer organizations that are to be

held on the grounds of the center or that involve residents of the center are
to be scheduled in advance by the Coordinator of Volunteer Services
following consultation with and approval of the center head or his
designee. The Coordinator shall notify all concerned organizations and
others, in writing, of the action taken and the date of scheduling of
approved activities and events.

2, All funds raising activities and events of all ancillary organizations that are
to be held on or off the grounds of the center or that involve the residents
of the center are to be scheduled in advance by the Coordinator of
Volunteer Services following consultation and approval by the head of the
center or his designee. The Coordinator shall notify all concerned
organizations and others, in writing, of the action taken and the date of
scheduling of approved activities and events.

3. No volunteer activity will be assigned to a unit, cottage and/or ward of a
center without the consent of the staff person in charge.

Replaces DHMH Policy 12 - Issued - 03-30-78
DHMH Policy 02.05.01 (Cross-Reference: Volunteer Services) - Effective April 10, 1998 (12:52pm)
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IV.  RESPONSIBILITIES

A. The Responsibility of the Head of the Center

1. The head of the center or his designee shall maintain the same relationship
with the Coordinator of Volunteer Services as with any other department
head.

2. The head of the center shall utilize the consultant, advisory, training, etc.,

services of the Director, Division of Volunteer Services, as needed and be
available to the office in the same manner as to any other member of
Professional Resource Services.

The head of the center or his/her designee shall implement and enforce this
policy and establish systems and procedures to implement and enforce this
policy with the help of the Coordinator of Volunteer Services and others as
outlined in Section B below.

B. The Responsibility of the Coordinator of Volunteer Services

The Coordinator, under the direction of the head of the center and in coordination
with other pertinent personnel of the center, and using the Director, Division of
Volunteer Services, DHMH, as a resource person, shall devise such systems and
procedures as needed for their particular center to fulfill the requirements of this
policy.

C. The Responsibility of the Director, Division of Volunteer Services, Professional
Resource Services, DHMH

The Director, Division of Volunteer Services or his designee shall:

1. Offer supportive consultation to the Coordinators of Volunteer Services
and the heads of centers for developing and/or using:

a. methods and procedures to assure the most effective recruitment
and utilization of volunteer services.

b. methods and procedures for the fulfillment of the requirements of
this policy.
2. Supply the Coordinators with copies of rules, regulations, policies,

procedures and laws that pertain to the activities of the position.

3. Alert the Coordinators and the centers of changes in the rules, regulations
and laws pertaining to volunteer activities.

Replaces DHHMH Policy 12 - Issued - 03-30-78
DHMH Policy 02.05.01 (Cross-Reference; Volunteer Services) - Effective April 10, 1998 (12:52pm)
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4. Act as liaison between the Coordinators and the Office of the Secretary so
as to achieve the intent of this policy, the Council of Auxiliaries and the
Council of Clergy.

A Provide for ongoing training for Coordinators by conducting meetings,
conferences, workshops, etc.

6. Keep abreast of training courses outside of the Department of Health and
Mental Hygiene and inform and advise the Coordinators and heads of the
center of same.

7. Make periodic evaluations to ascertain the effectiveness of volunteer
services and this policy.

8. Submit a written report at least once each fiscal year to the head of the
center, giving overall observations based on the periodic evaluation of the
volunteer service and recommendations, if any, to benefit the volunteer

service.
.
//{‘% ﬁXJ)f‘-__-—""“-_ A{l ’ /(-‘}/ ?X
Approved: { i o [ 71 % 2
Martin P/Wassennan,' MD, JD Date /

Secretary

Replaces DHMH Policy 12 - Issued - 03-30-78
DHMH Policy 02.05.01 (Cross-Reference: Volunteer Services) - Effective April 10, 1998 (12:52pm)
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IT.

DEPARTMENT OF HEALTH & MENTAL HYGIENE

DIVISION OF VOLUNTEER SERVICES

Instructional Information for Completion

of DHMH 1135 : Statistical Report

Center's Average Population:
The number of residents for whom a Center or community

based program is responsible: averaged feor the current
month.

Number of Registered Volunteers (and Organizations):
Those volunteers and organizations which have acreed ta
give service and have completed a volunteer applicatien.

Note: An organization is counted as one (1) in this category.

I1T.

Iv.

Number of Volunteers Working in the Current Month:

This figure will include individuallv regisrtered
volunteers. as well as all members of a group or
organization which have worked during the current month.

Volunteer Assignments:

A. Categories: The Coordinartor must derermine the most
appropriate categoryv in which te place an
activity. Consistency is important.
Current and cumulative,

B. Totals: The number of activities. not volunteers,
Current and cumulative.

Volunteer Hours:

A. Catepories: The volunteer hours worked - current month
and cumulative.

B. Total: The number of hours worlked bv categorv -
current month and cumulative,

Organizational Support:

A. The number of organizations participatineg in the current
menth.

B. M\ ocrzanizarion is feeated as one (1) hepe, as in irtem II.

C. The numbeyr of activities is che same a5 assionment:
ol el oroanization pey oappeavance.,

D. The collecrive number of hours s the qumber of members
mulciplied by the number hours in an acrivicy,



VII. Donations:

A. Values placed in categories as listed - current mentch
and cumulative.

B. All amounts should be rounded to the neavest unit.

e.g. 4 hours., 30 minutes should be rounded to 3 hours.
$16.30 rounded to $17.00. $99.23 rounded to $99.00

VIII. Demographics:
This figure should reflect the number of volunteers working
for the month. as reported in item III. As such. these
will include individually registered volunteers., as well as
the members of groups and organizations (as possible) that
have worked during the current month. {(and cumulative)

xample: Volunteers Working for the Month: 100
Female : 65 |
Male : 35 [ 100

White : 40 |
Non-White ¢ 60 | 100

Student Credit : 15
Communicy Service 2

(Alternative Sent.) 100
Community - 2ffsite : 10
Coemmunity - Onsite 30

Please nore that in all Demozraphics categories, the sum of
that categorv should equal TIIT. Volunteers Working for the Month.
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GENERAL DATA

NAME OF VOLUNTEER

STREET ADDRESS

CITV AND STATE

TELEPHONE NO.

URGANIZATION DATE CERTIFIED BY ORGANTZATION
ASSTGNMENT HOURS OF ASSTGNMENT
CHECK DAYS MON. TUES. WED. THURS. FRI. SAT. SUN.
ASSIGNED
PREVIOUS
RECORD 19 19 19 19 19__ 19 __
VOLUNTEER SERVICES
GROUP ACTIVITY DHMH 1147
GROUP MAME
CONTACT PERSON
ADDRESS TELEPHONE
i CENGTH L[S z
DATE AREA ACTIVITY OF TIME VOLS. ESSRS




VOLUNTEER SERVICES
VOLUNTEER WORK INFORMATION CARD Dbt e

NAME

{LAST) [FIRST] TIRIT&CT — (DAY & HOUR]

ASSIGNED TO: REMARKS

RECORD OF SERVICE HOURS

: i ; [ Lo T TOTAL | CUN.
vear 19 11213l alslel 718l sliolinlazlialialis|isrnz|isfie:zol21iaz|23|24]25/26)27]28}29| 30031 | HOURS | HOURS

JULY !

AUG.

SEPT.

ocT.

NOV .

DEC.

MAR.

APR.

MAY

JUNE Lo
-

VOLUNTEER SERVICES
GROUP ACTIVITY DHMH 1147

GROUP NAME
CONTACT PERSON
ADDRESS TELEPHONE

LE NO. AN-
DATE AREA ACTIVITY OF TIME YOLS. HOURS




VOLUMTEER SERVICES
RECORD Or MATERIAL DONATIONS

DHMH 1148
DONOR
PHONE
AUCDRESS
CITY 1P
DATE ITEMS CONDITION ESTIMATED VALUE
VOLUNTEER SERVICES
RECORD OF CASH DONATIONS
DHMH 1239
DONOR PHONE
ADDRESS paT3
DATE DESIGNATED FOR AREA PLACED AMOUNT
: s




