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TITLE: Episodic Volunteers and Volunteer Service PROCEDURE #: 207-B

DEPT: Human Resources PROGRAM: Volunteer Services

EFFECTIVE DATE: 03/2025 REVIEWED: REVISED:

OBJECTIVE: To establish a procedure that supports the managjesand
encouragement of volunteer services and progratmsnarion
County.

REFERENCE: Policy #207

POLICY STATEMENT: Marion County recognizes that volunteers are ¢sdea the
productivity, efficiency, and cost effectivenesggoizernment
operations. Effective management of volunteer @ogris,
therefore, a matter of significant importance. MarCounty
Volunteer Services supports participation, caregpegence, and
community involvement through volunteer opportwestithin
Marion County departments. These procedures aneteddo
implement Marion County Administrative Policy 20/glunteers
and Volunteer Service for episodic volunteers.

APPLICABILITY: All county departments, elected officials, appethtiepartment
heads, employees, and episodic volunteers.

PROCEDURES:

The Marion County volunteer services coordinatorksavith county staff to develop a
comprehensive countywide recruitment strategy &mhevolunteer position created. Departments
are responsible for supplying and updating inforamato the volunteer services coordinator
regarding open volunteer positions within theiralyment. All forms referenced in this
procedure are available on the Volunteer Serviaanet page or through the volunteer services
coordinator. For assistance with processes outiméuis policy and/or procedure contact:
Volunteer Services Coordinatamlunteer@co.marion.or.um (503) 588-7990.

1. Formsand Resources
1.1. The volunteer services coordinator maintains forchecklists, handbooks, and other
volunteer management resources on the Marion Contrgnet pagek-orms or
materials referred to in this procedure are avhalab the intranet site.

1.2.Forms and handbooks that a volunteer might neethanetained on the public facing
website.
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2. Recruiting Episodic Volunteers

2.1. Departments are responsible for notifying the vt#denservices coordinator of volunteer
opportunities and recruitment needs in a timelyshas

2.2. The volunteer services coordinator and the depattiidl cooperate to develop and

implement a recruitment plan for vacant and ongeiignteer needs.

2.2.1. The volunteer services coordinator can assist Isyifgp volunteer
opportunities on the Marion County Volunteer Oppoities webpage, Marion
County social media pages, and distributing tollotedia outlets. Other
distribution outlets may be identified as approfgria

2.2.2. Departments are encouraged to recruit independehdlyibuting information
for open positions to their current volunteers uistdy specific outlets,
department specific social media pages and prafeasnetworks.

3. Placement of Episodic Volunteer

3.1. Episodic volunteers must complete a Marion CountjuMteer Registration and Waiver
Form.

3.2. Departments who are working in partnership witheotpovernments, agencies, or
community groups may opt to utilize a partner'sweaiwhen Marion County has been
named as an additional insured and named as @eédl@arty on their waiver.

4. Working with Partners

4.1. Marion County departments have a responsibilitgetine and clarify roles when
working in partnership with other governments, ages, or community groups. These
defined roles include:

4.1.1. The roles that are designated to volunteers.

4.1.2. The government, agency, or community group idexdifvhich accepts the
responsibility for management of participating vakers.

4.1.3. The government, agency, or community group idexdifvhich accepts the
liability for participating volunteers.

4.2. Marion County departments who accept responsildfitynanagement and/or liability
for participating volunteers must ensure adhergéndeis policy, and that volunteer
records and a copy of any Memo of Understanding ((Ylfdteragency agreement is
on file with the volunteer services coordinator.

5. Orientation, Training and Supervision
5.1. Episodic volunteers may receive a condensed amalie version of orientation.
5.2. Episodic volunteers will receive adequate safetining and training specific to their

volunteer role.
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5.3. Departments who accept responsibility for managéemed/or liability for episodic
volunteers must ensure adequate supervision isdgaowhile volunteers are
performing their duties.

6. Record Keeping and Reporting

6.1. Departments are responsible for keeping accurateds of volunteer hours of service,
accomplishments, and evaluations per OAR Chapt@i156-0160.

6.1.1. Volunteer worker records should be kept for a mummof 3 years after
separation. Volunteer worker records include doauaten of work performed,
agreements, applications, skill test results, ingilocumentation, task
assignment and monitoring records, and relatednmdtion.

6.1.2. Volunteer program records (documenting the acéisiand administration of
volunteer programs and volunteers in the agenayldibe kept for a minimum
of 5 years after separation. Volunteer programnamay include volunteer hour
statistics, volunteer program publicity recordsurance requirement information,
inactive volunteer files, and related records.

6.2. The method of record keeping is determined by iddial departments, but at a
minimum the number of episodic volunteers and tmalmer of volunteer hours
performed must be reported to the volunteer sesvoerdinator on an annual basis.

6.3. The volunteer service coordinator is responsibtecfitlecting reporting data and
compiling the Volunteer Annual Report.

7. Volunteer Recognition
7.1. The volunteer service coordinator will be respolesfbr the annual county-wide
recognition of the Marion County volunteers and witlude episodic volunteers if
departments have provided their contact informathomual recognition includes:
7.1.1. Annual Volunteer Report.
7.1.2. Annual recognition activity.
7.1.3. Annual Volunteer Awards.

7.2. Departments should recognize episodic volunteedstagir contributions where
applicable.

7.3. Episodic volunteers are eligible to receive a Ma@ounty volunteer award.
8. End of Service, Reassignment and Release from Service

8.1. If the volunteer placement is not beneficial fog trolunteer and/or the department,
volunteers may be reassigned or released fromcgervi

8.2. Department will collect all county property (i.eadges, uniform items, equipment)
from volunteer at the end of service.
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