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OTONABEE REGION CONSERVATION AUTHORITY 
POLICIES AND PROCEDURES – Volunteer Involvement 

POLICY 

Volunteers are integral to the human resource complement of the Otonabee Region Conservation 
Authority (ORCA).  Volunteers assist the Authority in accomplishing important tasks and support 
programs approved by the Board of Directors through the annual budget and work planning process. 

The ORCA recognizes and greatly values the work and contributions of volunteers to furthering the 
mandate, objectives and activities of the organization. ORCA volunteers do not replace or displace 
regular staff, but rather enhance and augment programs and services offered by the organization. 

Volunteers bring a wide variety of skills, knowledge and experience with them, all of which 
combine to strengthen the organization. Therefore, we strive to provide volunteers with meaningful 
work that suits their skills, offering a rewarding and challenging community-oriented volunteer 
experience for those interested in protecting the health of the watershed community. 

This policy will guide a consistent, accountable approach to working with volunteers that fits with 
ORCA's corporate vision statement. The volunteer involvement policies and procedures is part of a 
broader organizational effort to foster meaningful engagement with the broader watershed community. 

This policy governs ORCA responsibilities to its volunteers, as well as the selection and placement, 
training, supervision, compensation and safety of volunteers. The policy also governs volunteer 
responsibilities to ORCA. 

This policy does not apply to individuals who attend a one-day, open invitation volunteer opportunity 
(i.e. Jackson Creek Clean Up), nor does it apply to co-operative education placements with accredited 
educational institutions (i.e. Fleming College), nor does it apply to the involvement of youth governed by 
other corporate bodies (i.e. Scouts Canada). 

DATE APPROVED BY BOARD OF DIRECTORS: Motion 55/13  May 16,2013 

RELATED POLICIES: 
Workplace Violence and Harassment Policy 
Harassment Policy 
Health and Safety Policy 
Vehicle Policy 
Accessible Customer Service Policy 
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PROCEDURES 
 
1.0 DEFINITION OF VOLUNTEER 
A VOLUNTEER is an individual who has agreed to work on a task/project for the Otonabee Region 
Conservation Authority (ORCA) without financial remuneration and without expectation of financial 
remuneration. A volunteer brings  diverse talents, skills, and point of view to the organization. 
 
There are three general categories into which volunteers may be placed, acknowledging the Authority's  
diverse program needs and availability of volunteer opportunities: 
 
1.1 Technical Program Specific: 
 Examples -  individual assisting with macro benthic invertebrate sampling and identification 
      - mountain bike enthusiasts using the Harold Town Conservation Area 
 
1.2 Special Occasion Service: 
 Example - individual assisting with an education program, fundraising activity or special event 
 
1.3 Administrative Service: 
 Example - individual who assists with the collating of data 
 
 
2.0 ORGANIZATIONAL RESPONSIBILITIES 
In working with volunteers, the Otonabee Region Conservation Authority will : 
• Ensure that staff acknowledge the role of the volunteers in the organization; 
• Ensure that volunteers participate as complementary to ORCA staff; 
• Ensure the volunteers’ workplace is safe and secure; 
• Provide the volunteer with a written task/project description outlining duties, responsibilities and 
supervision, as per the Volunteer Placement Form; 
• Provide volunteers with appropriate orientation to the ORCA’s mandate, programs and 
services; training; supervision; recognition; and out-of-pocket expenses where appropriate; and, 
• Evaluate the volunteer’s performance and provide a letter of reference when requested 
and appropriate. 
 
3.0 SELECTION AND PLACEMENT 
Volunteer opportunities will be posted on the ORCA website and a notice will be placed on the ORCA 
Facebook page. The Volunteer Application Form will be available on the ORCA website and also 
provided upon request. 
 
The ORCA will select and place volunteers within the organization based on requirements and pre-
determined selection criteria and  in consideration of the following: 

• A task/project description(s) will be prepared by the Volunteer's supervisor, for each volunteer 
position and reviewed by the Manager, Corporate Services; 

• All volunteers who submit an application and/or resume, sends an email inquiry, leaves a 
voicemail message, will receive confirmation of same in the same manner; 

• Applicants will be selected based on skills appropriate to each volunteer opportunity and by 
their education and experiential interests; 
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• Human Resource protocols for interviews, reference checking, Driver's Abstract and police 
checks will apply; 

• The Volunteer's supervisor will notify the individual that they have been accepted as an ORCA 
volunteer; 

• All volunteers will be required to sign a Volunteer Placement Form; 
• At the discretion of the Volunteer's supervisor performance reviews will be conducted; 
• The first 16 hours of volunteer work will be considered a probationary period for all 

volunteers. Volunteer supervisors may stipulate a longer probationary period if deemed 
necessary to ensure a proper fit between the volunteer and the task/project. 

 
4.0 TRAINING, SAFETY AND SUPERVISION 
Every volunteer will have a clearly identified Volunteer supervisor  who will direct, consult, and support 
the volunteer in his/her work. The Manager, Corporate Services is also available to volunteers for 
support and assistance in the absence of the volunteer's supervisor. 
 
It is the responsibility of the Volunteer's supervisor to: 

• Provide an overview to the ORCA in the form of an orientation program   
• Orient volunteers to the job site; 
• Provide required job training; 
• Ensure that volunteers are aware of all safety regulations, have appropriate safety 

equipment and receive Workplace Hazardous Materials Information System (WHMIS) 
training if they will be handing, using, storing or exposed to any chemicals, including 
gasoline; 

• Provide and document training for each piece of powered equipment the volunteer will 
use (unless the volunteer can provide proof of current certification to use the equipment); 

• Ensure that the volunteer is certified, where required by law, to use any equipment 
necessary in completion of duties;  

• Ensure that the volunteer has read and has an opportunity to ask questions about the ORCA's 
Volunteer Involvement Policy- signature required; 

• Arrange for AODA and Workplace Violence and Harassment Training 
• Arrange for a Driver's Abstract to be obtained, if applicable 

 
 
5.0 WORK ENVIRONMENT/CONDITIONS 
 
5.1 Volunteer Expectations 
On the job, volunteers should expect that the ORCA will strive to: 

• Assign a job that is worthwhile and challenging, with the opportunity to use existing 
skills and/or develop new ones; 

• Provide appropriate supervision for the job so that an understanding of the purpose of the 
role is achieved; 

• Ensure that time will be used as effectively as possible, and not be wasted by lack of 
planning, coordination and cooperation within the organization; 

• Listen to opinions expressed about the job and how improvements can be made; 
• Provide valid feedback and encouragement from the supervisor; 
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• Appropriate recognition of a volunteer's contribution - may take the form of an appreciation 
certificate and/or recognition of day-to-day contributions. 

 
5.2 Volunteer Responsibilities 
Volunteers have the responsibility to: 

• Become an ambassador of the ORCA in the greater Peterborough community in an effort to 
spread knowledge and understanding of environmental protection; 

• Not falsely represent the ORCA to outside partners, agencies or public; 
• Respect confidences and privacy of the ORCA, our clients, partners and the recipients of 

our services; 
• Be held accountable for their work and projects; 
• Be willing to learn and grow in the job; 
• Work cooperatively with ORCA staff, recognizing and appreciating differences of opinion; 
• Be considerate, respect competencies and work as a team with all staff and other 

volunteers; 
• Use time wisely and not interfere with performance of others; 
• Fulfill commitments made to Volunteer's supervisors; 
• Complete the training provided; 
• Clarify any uncertainties with the Volunteer's supervisor; 
• Be presentable in appearance and conduct themselves in a manner which is appropriate 

for a public service position. Individual supervisors will advise volunteers on any specific 
clothing requirements for individual positions, including safety clothing such as steel-toed 
boots, sunscreen or other appropriate outdoor wear; and, 

• Document the  time dedicated to volunteer hours and provide to their supervisor. 
 
5.3 Volunteer Dismissal 
The Volunteer's supervisor and Manager, Corporate Services, will determine if a volunteer should be 
dismissed, in accordance with the ORCA Terms of Employment. 

 
 

6.0 RESOURCE/COMPENSATION 
All volunteers shall receive: 

• Reimbursement for any pre-approved (by the Volunteer's supervisor) out-of-pocket expenses; 
• Pre-approved traveling expenses, at current rate, incurred while on authorized ORCA business; 

and, 
• Uniforms, if required, acquired on the same basis as ORCA staff. 

 
 
7.0 VOLUNTEER HEALTH AND SAFETY 
Volunteers should never be asked to do anything unsafe, and have the right to refuse any work 
they feel is unsafe. Volunteers shall receive safety instructions from their  supervisor, including access to 
safety manuals and details of the location’s emergency plan and/or spill kit, if pertinent. 
Volunteers will be expected to follow safety guidelines, including wearing proper attire. 
 
Volunteers will be covered by the ORCA insurance policy, and the pertinent details will be reviewed by 
the supervisor for the Volunteer's benefit.  
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All volunteers will indemnify the ORCA in case of accidental injury, illness or death as per their signature 
on the Volunteer Placement Form. 
 
Volunteers are required to report all accidents and injuries to their  supervisor or designate immediately 
and keep their  supervisor informed regarding the status of the injury. 
 
 
8.0 VOLUNTEER RECORDS 
A volunteer file will be maintained for each volunteer and will be kept by the Manager, Corporate 
Services. The file will hold such documentation as (but not limited to): 

• Letters, resume and/or application forms regarding the volunteer’s engagement; 
• Current residential address and phone number, and emergency contact details; 
• A copy of their own volunteer job description; and 
• Any other information relevant to the volunteer’s work with ORCA. 

Access to volunteer records will be limited to authorized staff only and will be treated in accordance 
with the provisions of the Municipal Freedom of Information and Protection of Privacy Act.  

 
 
9.0 EVALUATION 
Volunteers may receive an exit interview to review their contributions and strengths as well as areas for 
improvements at the end of their placements, or upon request during the placement.  
Volunteers are also encouraged to provide feedback to their supervisor.  
It is not the ORCA’s intention that such evaluations replace regular, on-the-job supervision and 
discussions between volunteers and supervisors that are part of a healthy working relationship. 
 
 
10. VOLUNTEER RECOGNITION 
An effective, targeted recognition program will support our organization in many ways. Properly 
managed, the recognition program will motivate volunteers by satisfying their individual needs and 
supporting our organizational goals, contribute to productivity, retention and morale. 
 
Volunteer recognition shall include: 
 an invitation to the ORCA Annual Meeting at which time they will be presented a Volunteer 

Appreciation Certificate; 
 Complimentary refreshments (when available) while volunteering; and 
 Earn the opportunity to be nominated for local, provincial and national volunteer awards. 

 
Volunteer recognition will be coordinated by the Volunteer's supervisor and the Coordinator, 
Communications and Education on an annual basis. 
 
 


