
PLEASE READ & SIGN THIS PORTION 

Pe rsona l Phone  Ca lls 
Our te le p ho ne  b ills c a n b e  a stro no mic a l. Ple a se  ke e p  pe rso na l pho ne  c a lls to  a  minimum 

the y must no t inte rfe re  with yo ur vo lunte e ring . Yo u a re  p e rmitte d  to  ma ke  limite d  lo c a l 

a re a  c a lls o n a g e nc y te le pho ne s fo r e sse ntia l p e rso na l b usine ss. Eme rg e nc y c a lls 

re g a rd ing  illne ss o r injury to  fa mily me mb e rs, c ha ng e d  fa mily p la ns, o r c a lls fo r simila r 

re a so ns ma y b e  ma d e  a t a ny time . Inc o ming  urg e nt c a lls will b e  d ire c te d  to  yo u.  

 

Smoking  
Ple a se  d o n't smo ke  in a re a s whe re  yo u a re  d ire c tly se rving  c usto me rs a nd  whe re  it ma y b e  

o ffe nsive  to  yo ur c o -vo lunte e rs. If yo u smo ke , the re  a re  a  va rie ty o f o utsid e  p la c e s 

a ppro pria te  fo r yo u to  e njo y a  sho rt b re a k. Ple a se  b e  c o urte o us a nd  c o nc e rne d  a b o ut the  

ne e d s o f yo ur fe llo w vo lunte e rs a nd  o the rs. The  wishe s a nd  p re fe re nc e s 

o f no n-smo ke rs will ta ke  p re c e d e nc e  o ve r tho se  o f vo lunte e rs who  

smo ke . 

 

Vo lunte e rs sha ll no t use  a ny to b a c c o  p ro d uc t while  in d ire c t pub lic  

c o nta c t, no r in situa tio ns whe re  fe llo w e mp lo ye e s ma y find  it o ffe nsive . It 

is the  p o lic y o f GCLA  to  p ro vid e  a  he a lthy wo rkp la c e  fo r a ll vo lunte e rs. 

    Ac knowle dg e me nts 

• Ple a se  b e  a wa re  tha t yo u c a n no t b ring  a nyo ne . 

• I und e rsta nd  tha t  my vo lunte e ring  is te rmina te d  a t will, e ithe r b y myse lf o r GCLA re g a rd le ss o f the  

le ng th o f  my vo lunte e ring . 

• I a m a wa re  tha t d uring  the  c o urse  o f my vo lunte e ring  c o nfid e nta il info rma tin will b e  ma d e  

a va ila b e  to  me .  I und e rsta nd  tha t this info rma tio n is c ritic a l to  GCLA a nd  must no t b e  

d isse mina te d  within o r o utsid e  o f GCLA’s p re mise s. 

• Re c e ip t & Ac kno wle d g e me nt o f GCLA Vo lunte e r Ha nd b o o k 

 

SIGNING IN 
As GCLA ta ke s into  a c c ount the  sa fte y of our c hildre n, sta ff a nd volunte e e rs ve ry se riously, we  

re quire  two re fe re nc e s a nd pe rform qa  ba c kg round c he c k on a ny pote ntia l volunte e r a nd e mplye e s 

with our org a niza tion. 

 

I a g re e  to  a llow a  ba c kg round c he c k inc luding  Live  Sc a n to  be  c omple te d should I se le c t to  work 

with GCLA . 

 

Sig na ture : _______________________________________________ Da te : ___________________________ 
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1. Dre ss Code : It is e xp e c te d  tha t I will fo llo w GCLA d re ss c o d e .  If I c o me  to  c o mmunity se rvic e  we a ring  

a nything  ina p p ro p ria te  I will b e  se nt ho me  witho ut c re d it.  If the  pro b le m c o ntinue s yo uth will b e  

te rmina te d  fro m  GCLA’s p ro g ra m. 

2. Promptne ss: It is e xp e c te d  tha t a ll yo uth a rrive  p ro mp tly fo r the ir sc he d ule d  shift a nd  b e  re a d y to  

wo rk.  Exc e ssive  ta rd ine ss, whic h is d e fine d  a s 3 o r mo re  o c c urre nc e s within a  30 d a y p e rio d , will re sult 

in te rmina tio n fro m GCLA’s p ro g ra m. 

3. Abse nc e s: While  it is e xp e c te d  tha t a b se nc e s will o c c ur, fro m time  to  time , e xc e ssive  a b se nc e s a re  

d e fine d  a s 3 o r mo re  within a  30 d a y pe rio d .  Exc e ssive  a b se nc e s will re sults in te rmina tio n fro m 

GCLA’s p ro g ra m.  Me d ic a l/ illne ss a b se nc e s, with a  d o c to r’ s ve rific a tio n o f me d ic a l sta tus/ illne ss, will 

no t b e  c o unte d  a g a inst p a rtic ip a nt b y GCLA. 

4. No Ca ll/  No Show: If a ny p a rtic ipa nt d o e s no t sho w fo r a  shift a nd  d o e s no t c a ll in a dva nc e  to  info rm 

the ir GCLA sup e rviso r o f the ir a b se nc e  a nd  the  re a so n fo r the  a b se nc e  it will b e  c o nsid e re d  a  “  No  

Ca ll/ No  Sho w” a nd  will b e  te rmina te d  fro m GCLA’ s p ro g ra m.  Sup e rviso r ma y d e c id e  o n a  c a se  b y 

c a se s b a se s. 

5. Profe ssiona lism: Due  to  the  na ture  o f o ur a g e nc y it is imp o rta nt tha t a ll sta ff ma inta in the  hig he st le ve l 

o f p ro fe ssio na lism he re  a t GCLA. 

• No  use  p f p ro fa nity within GCLA p ro p e rty o r o n a ny o uting s. 

• Tre a ting  c o -wo rke rs/ c lie nts/ vo lunte e rs a nd  c hild re n with the  utmo st re sp e c t a nd  c o urte sy. 

• Ma inta ining  a  p o sitive  a ttitud e  with re g re ts to  the  wo rk a ssig ne d  to  yo u. 

 

Una c c e pta ble  Ac tivitie s 
 

Ge ne ra lly sp e a king , we  e xp e c t e a c h p e rso n to  a c t in a  ma ture  a nd  re sp o nsib le  wa y a t a ll time s. 

Ho we ve r, to  a vo id  a ny p o ssib le  c o nfusio n, so me  o f the  mo re  o b vio us una c c e p ta b le  a c tivitie s a re  

no te d  b e lo w. Yo ur a vo id a nc e  o f the se  a c tivitie s will b e  to  yo ur b e ne fit a s we ll a s the  b e ne fit o f 

GCLA . If yo u ha ve  a ny q ue stio ns c o nc e rning  a ny vo lunte e r o r sa fe ty rule , o r a ny o f the  

una c c e p ta b le  a c tivitie s liste d , p le a se  se e  yo ur Vo lunte e r Dire c to r fo r a n e xp la na tio n. 

 

Oc c urre nc e s o f a ny o f the  fo llo wing  vio la tio ns, b e c a use  o f the ir se rio usne ss, ma y re sult in 

imme dia te  d ismissa l witho ut wa rning : 

 

• Willful vio la tio n o f a ny a g e nc y rule ; a ny d e lib e ra te  a c tio n tha t is e xtre me  in na ture  a nd  is o b vio usly 

d e trime nta l to  GCLA. 

 

• Willful vio la tio n o f se c urity o r sa fe ty rule s o r fa ilure  to  o b se rve  sa fe ty rule s o r GCLA sa fe ty p ra c tic e s; 

fa ilure  to  we a r re q uire d  sa fe ty e q uip me nt; ta mp e ring  with GCLA e q uip me nt o r sa fe ty e q uip me nt 

 

• Ne g lig e nc e  o r a ny c a re le ss a c tio n whic h e nd a ng e rs the  life  o r sa fe ty o f a no the r p e rso n. 

 

• Be ing  into xic a te d  o r und e r the  influe nc e  o f c o ntro lle d  sub sta nc e  d rug s while  vo lunte e ring ; use  o r 

p o sse ssio n o r sa le  o f c o ntro lle d  sub sta nc e  d rug s in a ny q ua ntity while  o n a g e nc y p re mise s e xc e p t 

me d ic a tio ns p re sc rib e d  b y a  p hysic ia n who  d o e s no t imp a ir vo lunte e r p e rfo rma nc e . 

 

• Una utho rize d  p o sse ssio n o f d a ng e ro us o r ille g a l fire a rms, we a p o ns o r e xp lo sive s o n a g e nc y 

p ro p e rty o r while  o n duty. 

 

• Eng a g ing  in c rimina l c o nd uc t o r a c ts o f vio le nc e , o r ma king  thre a ts o f vio le nc e  to wa rd  a nyo ne  o n 

a g e nc y p re mise s o r whe n re p re se nting  GCLA ; fig hting , o r ho rse p la y o r p ro vo king  a  fig ht o n a g e nc y 

p ro p e rty, o r ne g lig e nt d a ma g e  o f p ro p e rty. 

 



• Insub o rd ina tio n o r re fusing  to  o b e y instruc tio ns p ro p e rly issue d  b y yo ur Vo lunte e r Dire c to r. 

 

• Thre a te ning , intimid a ting  o r c o e rc ing  fe llo w vo lunte e rs o n o r o ff the  p re mise s - a t a ny time , fo r a ny 

p urp o se . 

 

• The ft o f a g e nc y p ro p e rty o r the  p ro p e rty o f fe llo w vo lunte e rs; una utho rize d  p o sse ssio n o r re mo va l 

o f a ny a g e nc y p ro p e rty, inc lud ing  d o c ume nts, fro m the  p re mise s witho ut p rio r p e rmissio n fro m 

ma na g e me nt; una utho rize d  use  o f a g e nc y e q uip me nt o r p ro p e rty fo r p e rso na l re a so ns; using  

a g e nc y e q uip me nt fo r p ro fit. 

 

• Disho ne sty; willful fa lsific a tio n o r misre p re se nta tio n o n yo ur a p p lic a tio n fo r vo lunte e ring  o r o the r 

vo lunte e r re c o rd s; a lte ra tio n o f a g e nc y re c o rd s o r o the r a g e nc y d o c ume nts. 

• Bre a c h o f c o nfid e ntia lity o f p e rso nne l info rma tio n. 

 

• Ma lic io us g o ssip  a nd / o r sp re a d ing  rumo rs; e ng a g ing  in b e ha vio r d e sig ne d  to  c re a te  d isc o rd  a nd  

la c k o f ha rmo ny; inte rfe ring  with a no the r vo lunte e r o n the  jo b ; willfully re stric ting  vo lunte e r o utp ut o r 

e nc o ura g ing  o the rs to  d o  the  sa me . 

• Immo ra l c o nd uc t o r ind e c e nc y o n a g e nc y p ro p e rty. 

 

 

By sig ning  b e lo w I a tte st tha t I ha ve  re a d  a nd  re vie we d  the  a b o ve  a nd  tha t I und e rsta nd  the se  te rms 

a nd  a g re e  to  a b id e  b y the m while  wo rking  he re  a t GCLA. 

 

 

Sig na ture : ________________________________________________ Da te : _______________________________ 

 

GCLA Sta ff Sig na ture : _____________________________________ Da te : ______________________________ 
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Volunte e r Dre ss Guidline s 
 

Pro pe r pe rso na l a ppe a ra nc e  a nd  c le a nline ss o f e a c h vo lunte e r is impo rta nt—it re fle c ts the  p ro fe ssio na l ima g e  o f 

o ur a g e nc y a nd  pro vid e s a  po sitive  ima g e  fo r o ur c hild re n.   GCLA d o e s a sk a ll vo lunte e rs to  ma inta in sta nd a rd  o f 

p e rso na l a pp e a ra nc e  tha t e mpha size  ne a tne ss a nd  c le a nline ss a nd  a ppro pria te  fo r wo rking  c hild re n a nd  

fa milie s within the  c o nte xt o f GCLA p ro g ra ms.  The  c lo thing  yo u we a r sho uld  b e  a ppro pria te  fo r yo ur pa rtic ula r 

jo b .  The  fo llo wing  is a  list o f g e ne ra l sta nd a rd s fo r wha te ve r d utie s yo u a re  a ssig ne d  to : 

 

Pe rsona l Hyg ie ne  

• Cle a nline ss is the  ke y wo rd . Ple a se  a vo id  e xc e ssive  use  o f p e rfume , c o lo g ne  a nd  a fte rsha ve  lo tio n a s it 

ma y b e  o ffe nsive  to  c hild re n & sta ff.  De o d o ra nt, ho we ve r is a  must. 

 

• NAILS: Na ils sho uld  b e  o f a  mo d e ra te  le ng th whic h will no t inte rfe re  with yo ur wo rk.  Fing e rna ils must b e  

c le a n, ne a tly trimme d  a nd  no t b e  lo ng e r tha n ¼ inc h.  Na il po lish, if wo rn, must b e  ke pt in g o o d  

c o nd itio n; e xtre me  c o lo rs a re  no t a c c e pta b le , ie ., ne o n, g re e n, b la c k, b lue . 

 

• HAIR: Vo lunte e rs who  ha ve  to  wo rk in the  kic te n MUST we a r ha ir ne t a t a ll time s. 

Ha ir must b e  c o mb e d  a nd  g ro o me d  d a ily.  Curle rs ma y no t b e  wo rn.  Bra id s a re  a c c e p ta b le  if 

c o mple te ly finishe d .  Ne ithe r ba nda na s nor sc a rfs ma y be  worn, he a d  ma y b e  c o ve re d  o nly whe n 

ne c e ssa ry to  p ro te c t fro m o utsid e  e le me nts suc h a s ra in, wind , o r sun a nd  with the  a p p ro va l o f yo ur 

supe rviso r.  No t a ll ha ir c lips a c c e pta b le .  

 

• FOOT APPAREL: C lo se d  to e  sho e s, sto c king  o r so c ks must b e  wo rn a t a ll time s whe n wo rking  in c hild  c a re  

c e nte r o r kithe c n.  Tho ng s, Flip  Fla ps,Clo g s Ho use  Sho e s a nd  slip p le rs a re  no t a c c e p ta b le  a t a ny time . 

 

• CLOTHING: Arrive  ne a tly d re sse d  in c le a n c lo thing  d a ily. 

In o rd e r to  ke e p  a  p ro fe ssio na l a p pe a ra nc e , e spe c ia lly whe n inte ra c ting  with yo uth, sho rts a nd  swe a t 

suits a re  no t a p p ro p ria te .  Also , tig htfitting  g a rme ts a nd  pro vo c a tive  c lo thing  c a nno t b e  wo rn.    

 

• Ta nk to ps, tub e  to p s, b a c kle ss b lo use s,no  she e r o r ling e ire  type  fa b ric s a nd  ha lte r-to p s a re  no t 

a c c e p ta b le  d uring  wo rking  ho urs.  No je rse ys. No t- shirts with writing  on it, e xc e pt GCLA shirts whic h 

ma y be  worn on c e rta in a nnounc e d da ys. No  shirts with a ny pro fa nity o r d isp la ying  a lc o ho l, to b a c c o  o r 

a ny o the r ille g a l sub sta nc e s.  T-Shirts with slo g a ns o r a d ve rtising . 

 

• Dre sse s must b e  suite d  to  the  typ e  o f wo rk yo u a re  a ssig ne d .  No  c o c kta il d re sse s, b a c kle ss d re sse s o r 

se e  thro ug h d re sse s a re  a llo we d  o r mini skirts. 

 

• Je a ns should not be  disc olore d, ble a c he d, fa de d, torn nor worn out. Je a ns must b e  p la in with no  

d e c o ra tio n. Pa nts ma y b e  c o nsid e re d  ina ppro pria te  if unde rg a rme nts sho w thro ug h o ute rwe a r.  Pa nts 

must fit p ro pe rly. (NO SAGGING) 

 

• All ta tto o s a nd  b o d y p ie rc ing  must b e  c o ve re d .  Ea rring s c a n b e  wo rn a s lo ng  a s the y a re  no t e xc e ssive  

a nd  o utla nd ish.  (Ask yo ur supe rviso r if yo u a re  no t sure ) 

 

• JEWERLRY: Sma ll size d  je we rly is a c c e p ta b le .  La rg e   o r o rna te  je we rly is no t a p p ro p ria te .  Vo lunte e rs 

ma y no t we a r mo re  tha n two  e a rring  in e a c h e a r.  No se  je we rly is no t a c c e p ta b le . 

 

If a n ina ppro pria te  style  ha s b e e n o mitte d  fro m this list yo ur supe rviso r will c a utio n yo u.  If yo u ha ve  q ue stio ns 

a b o ut d re ss o r g ro o ming , sp e a k with yo ur supe rviso r.  Vo lunte e rs re po rting  fo r wo rk in una c c e p ta b le  d re ss o r in 

unhyg ie nic  c o nd itio n will b e  se nt b a c k ho me .  Fa ilure  to  c o mply with GCLA d re ss a nd  a ppe a ra nc e  sta nd a rd s 

ma y re sult in d isc ip lina ry a c tio n, up  to  a nd  inc lud ing  te rmina tio n. 
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Fa ith Childre n's Ce nte r/ Proje c t LEAD Youth Enric hme nt Ce nte r 

2 0 57  W.  Ce ntury Blvd 9004 S. No rm a ndie  Ave . 

Lo s Ang e le s, C A 90047 Los Ang e le s, CA 90044 

(323) 754- 2122 (323) 777- 3803 

(323) 754- 4353 FAX (323) 777- 1634 FAX 

 

EMPLOYEE EMERGENCY I NFORMATI ON 
 
 
(Please Print or Type) Today's Date _________________  

Your Name: _____________________________________________________________ 
 
 
Home Address:____________________________________________________________ 
 
 
City: ______________________________________ Zip Code: _____________________  
 
 
Telephone Number _______________________ Message Phone _____________________ 
 
 
Nearest Relative: ________________________  Relationship: ______________________  
 
 
Address: _______________________________  Phone Number: ____________________  
 

I N CASE OF EMERGENCY NOTI FY 

(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 
 


