PIEASE READ & SIGN THIS PORIION
Personal Phone Calls

Ourtelephone bilscan be astonomical Please keep personalphone callsto a minimum
they must not inte rffere with yourvolunteering. You are pemitted to make lmited local
area callsonagencytelephonesforessential personalbusiness. Emergency calls
regarding illne ss orinjury to family members, changed family plans,orcallsforsmiar
reasonsmay be made atany time. hcoming urgentcallswilbe directed to you.

Sm o king

Please don't smoke in areas where you are directly serving customers and where it may be
offensive to yourco-volunteers. ¥ you smoke, there are a variety ofoutside places
approprate foryouto enjoy a shortbreak. Please be courteousand concemed about the

needsofyourfellow volunteersand others. The wishesand preferences

ofnon-smokers wiltake precedence overthose of volunteers who

\g smo ke .
&

Volunteers shallnotuse any tobacco product while in direct public

contact, norin situations where fellow employeesmay find it o ffensive. &
isthe policy of GCIA to provide a healthy workplace forallvolunteers.

Acknowledgements

e Please be aware thatyoucannotbring anyone.

o Junderstand that my volunteering isterminated at wil, eitherby myself or GCIA regardless of the
length of my volunteering.

e Jam aware thatdurng the course of my volunteering confidentailinformatin wilbe made
availabe to me. Iunderstand that thisinformationiscrticalto GCIA and mustnotbe
disseminated within oroutside of GCIA’s pre mises.

o Receipt& Acknowledgementof GCIA Volunteer Handbook

SIGNING IN

As GCIA takes into account the saftey of ourchildren, staffand volunteeers very serously, we
require two references and perform qa background check on any potential volunteerand emplyees

with our organiza tion.

Iagree to allow a background check including live Scan to be completed should Iselect to work
with GCIA .

Signa ture: Date:
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Dress Code: btisexpected that Iwillfolow GCIA dresscode. FIcome to community service we aring
anything mapproprate Iwilbe sent home without credit. ¥the problem continues youth willbe
terminated from GCIA’s program.
Promptness: Lisexpected that allyouth amive promptly fortheirscheduled shift and be ready to
work. Excessive tardiness, which isdefined as3 ormore occumrences within a 30 day period, will re sult
in termination from GCIA’s program.
Absences: While itisexpected thatabsenceswilloccur, from time to time, excessive absences are
defined as3 ormore within a 30 day period. Excessive absences will re sults in te rmina tion from
GCIA’s program. Medicalilnessabsences, with a doctorsverfication of medic al status/illne ss, will
notbe counted against participant by GCIA.
No Call No Show: fany participantdoesnotshow fora shift and doesnotcallin advance to inform
their GCIA supervisoroftheirabsence and the reason forthe absence it wilbe considered a “ No
Call/No Show” and wilbe termmated from GCIA’sprogram. Supervisormay decide ona case by
casesbases.
Professionalism: Due to the nature ofouragency itisimportantthatallstaff maintain the highest level
of professionalism here at GCIA.

e No use pfprfanity within GCIA property oron any outings.

e Treating co-workers/clients/volunteersand children with the utmostrespect and courtesy.

¢ Maintaining a positive attitude with regrets to the work assigned to you.

Unacceptable Activities

Generally speaking, we expecteach personto actin a mature and responsible way atalltimes.
However, to avoid any possible confusion, some ofthe more obviousunacceptable activities are
noted below. Youravoidance ofthese activities willbe to yourbenefit aswellasthe benefitof
GCIA. Fyou have any questionsconceming any volunteerorsafety rule, orany of the
unacceptable activities listed, please see your Volunteer Directorforan explanation.

Occurmrencesofanyofthe following violations, because oftheirseriousness, may result in
immediate dismissal without waming:

Willful violation of any agency rule; any delberate action thatisextreme in nature and is ob vio usly
detrimentalto GCIA.

Willful violation of se c urity orsafety rulesorfailure to observe safety rulesor GCIA safety practices;
failure to wearrequired safety equipment; tampering with GCIA equipment orsafety equipment

Negligence orany carelessaction which endangersthe life orsafety of anotherperson.

Being intoxicated orunderthe influence ofcontrolled substance drugs while volunteerng; use or
possession orsale of controlled substance drugsin any quantity while on agency premisesexcept
medicationsprescrbed by a physician who doesnotimpairvolunteerperformance.

Unauthorized possession ofdangermusorillegalfirams, weaponsorexplosiveson agency
property orwhile on duty.

Engaging in ciminalconductoractsofviolence, ormaking threatsofviolence toward anyone on
agencypremisesorwhen representing GCIA; fighting, orhomseplay orprovoking a fighton agency
property,ornegligentdamage of property.



e Insubordination orrefusing to obey instruc tions propedy issued by your VolunteerDirec tor.

e 'Threatening, intimidating orcoercing fellow volunteerson oroffthe premises- atany time, forany
purpose.

e 'Theftofagencyproperty orthe property of fellow volunte ers; unauthorized possession orremoval
ofanyagency property, ncluding documents, from the pre mises witho ut prior pe mission from
management; unauthorized use ofagency equipmentorpropery forpersonalreasons; using
agency equipment forprofit.

e Dishone sty; willful falsific ation ormisre presentation on yourapplication forvolunteering orother
volunteerrecords; alteration ofagencyrecordsorotheragency documents.
e Breach ofconfidentiality of personnelinforma tion.

e Maliciousgossip and/orspreading rumors; engaging in behaviordesigned to create discord and
lack of hammony; inte rffe ing with anothervolunteeron the job; willfully re stric ting volunteeroutputor
encouraging othersto do the same.

¢ Immoralconductorindecencyonagency property.

By signing below Iattest that Ihave read and reviewed the above and that Iunderstand these terms
and agree to abide by them while working here at GCIA.

Sig na ture : Date:

GCIA Staff Signature: Date:
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Volunte er Dre ss Guidline s

Properpersonalappearance and cleanlnessofeach volunteeris important—it refle c ts the professionalimage of
ouragency and providesa positive image forourchidren. GCIA doesaskallvolunteersto maintain standard of
peronalappearance thatemphasize neatnessand cleanlnessand appropriate forworking c hildren and
familie s within the context of GCIA programs. The clothing you wearshould be approprate foryourparticular
job. The following isa listof general standards forwhateverdutiesyou are assigned to:

Personal Hygiene
e Cleanlinessisthe key word. Please avoid excessive use of perfume, cologne and aftershave lotion asit

may be offensive to children & staff. Deodorant, howeverisa must.

e NAIS: Nails should be ofa moderate length which wilnot inte rfere with yourwork. Fingemaismustbe
clean, neatly timmed and notbe longerthan % inch. Naipolsh, if wom, mustbe keptin good
condition; extreme colorsare notacceptable,ie.,neon, green, black blue.

e HAIR Volunteers who have to workin the kicten MUSTwearhairnetatalltimes.
Hairmustbe combed and groomed daily. Cudersmaynotbe wom. Braidsare acceptable if
completely finished. Neitherbandanas norscarfs may be wom, head maybe covered only when
necessary to protectfrom outside elements such asrain, wind, orsun and with the approvalofyour
supervisor. Notallhairclipsacceptable.

e TFOOTAPPAREL Closed toe shoes, stocking orsocksmustbe wom atalltimes when working in child care
centerorkithecn. Thongs, Fip Flaps,Clogs House Shoesand slipplersare notacceptable atany time.

¢ CIOTHING: Amive neatly dressed in clean clothing daily.
Inorderto keep a professionalappearance, especially when interacting with youth, shortsand sweat
suits are notapproprate. Also, tightfitting gametsand provocative clothing cannotbe wom.

e Tanktops, tube tops,backlessblouses,no sheerorlngeire type fabrics and haltertopsare not
acceptable during working hours. No jerseys. No t-shirts with writing on it, except GCIA shirts which
may be wom on certain announced days. No shirts with any profanity ordisplaying alcohol, tobacco or
any otherillegal substances. TShirts with slogansoradvertising.

e Dressesmustbe suited to the type of workyou are assigned. No cocktailldresses,backlessdressesor
see thoough dressesare allowed ormini skirts.

e Jeans should notbe discolored, bleached, faded, tom norwom out. Jeans must be plain with no
decoration. Pantsmay be considered inapproprate if undergamments show through outerwear. Pants
must fit propedy. (NO SAGGING)

e Altattoosand body piercing mustbe covered. Eamngscanbe wom aslong asthey are not exc essive
and outlandish. (Askyoursupervisorif you are not sure)

e JEWERIRY: Smallsized jewedyisacceptable. Iarge oromate jewerdyisnotappropriate. Volunteers
maynotwearmore than two eaming ineachear. Nose jewedyisnotacceptable.

Faninapproprate style hasbeen omitted from this list yoursupervisorwillc aution you. ¥you have que stions
aboutdressorgrmoming, speak with yoursupervisor. Volunteersreporting forworkin unacceptable dressorin
unhygienic condition wilbe sentbackhome. Failure to comply with GCIA dressand appearance standands
may result in disciplinary ac tion, up to and inc luding te rmina tio n.
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Faith Children's Centerv Project IEAD
2057 W. Century Blvd

Ios Angeles, CA 90047

(323) 754-2122

(823) 754-4353 FAX
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Youth Enrichment Center
9004 S. Normandie Ave.
Ios Angeles, CA 90044
(323) 777-3803

(328) 777-1634 FAX

EMPLOYEE EMERGENCY | NFORMATION

(Please Print or Type) Today's Date

Your Name:

Home Address:

City: Zip Code:
Telephone Number Message Phone
Nearest Relative: Relationship:
Address: Phone Number:

IN CASE OF EMERGENCY NOTIFY

(Please do not duplicate contacts)

Name: Address:

Telephone Number: Message Phone:

Doctor Name: Telephone Number:
Clinic or Hospital Name: Telephone Number:

To be updated every 3 months




