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PO Box 121831 • San Diego, CA 92112
Phone:  619.323.2841 Fax:  619.234.7002

ccdsd.org

vpajanor@ccdsd.org

We are excited that you have chosen to join us in our mission to further the call to action contained in the  
gospel message of Matthew 25. By freely giving your time and talents to help our fellow sisters and brothers who 
are in need of assistance, you have become the embodiment of a Good Samaritan that Jesus Christ portrays in 
the parable.

Catholic Charities witnesses the scriptural values of mercy and hospitality through over 20 programs in San 
Diego and Imperial Counties. We advocate for a just society by calling others to empathetic action on behalf of 
the marginalized and accompany those we serve on their journey to achieving their fullest potential as persons 
created in the image and likeness of God.  

As we celebrate Catholic Charities’ centennial year, drawing upon a rich history of serving the most vulnerable in 
our communities, we are excited to launch our new campaign: You & Me! As volunteers and Good Samaritans, 
you animate Catholic Charities’ value of Love in Response to Love, and share in the spirit of You & Me 
through shared relationships. When you serve dinner at one of our shelters, when you help a neighbor at our 
food distribution site, or when you welcome one of our newly arrived families, you might shelter someone, feed 
someone, inspire someone or give someone hope. In turn, that someone might give you a sense of purpose, 
fulfillment, shelter you from doubt, feed your soul, or inspire you.  

Thank you for your openness to serve as Light to those on the margins allowing them to be seen, and for 
providing the Salt, or value, to lives of those we serve so they may live with dignity. It is because of you, Catholic 
Charities programs are able to effectively meet the needs of the most vulnerable in our communities. As a 
volunteer, by sharing your talents and giving your precious time, you are contributing an in-kind donation of $30 
per hour to Catholic Charities! 

Whether you are here to fulfill your inner calling, do something meaningful, learn something new, meet an 
educational requirement, or get connected in the community, I hope you will become part of something bigger 
than yourself. May you grow curious around the structures in society that prevent the growth of a just and 
equitable society that Catholic Charities programs seek to alleviate. Perhaps you will even find your vocation, or 
how you are called to contribute to the world around us. Catholic Charities will be here to support you along the 
way throughout your journey as a Good Samaritan. 

Thank you for sharing your talents, giving your time and most importantly putting your Faith in Action! 

Sincerely,

Dear Volunteer,

Appaswamy “Vino” Pajanor
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Catholic Charities Diocese of San Diego exists to exemplify the scriptural values of mercy and hospitality 
by Witnessing the gospel message contained in “Matthew 25”: to advocate for a just society by Calling 
individuals and institutions to action on behalf of the poor, the vulnerable, and the marginalized; and to 
acknowledge the sacredness of the human person by Accompanying those we serve on their journey toward 
achieving their full potential as persons created in the image and likeness of God. 

CATHOLIC CHARITIES MISSION

CATHOLIC CHARITIES
MISSION, IDENTITY & ETHICS
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WHO WE ARE: We are Catholic Charities Diocese of San Diego, a ministry of the local church based on the 
person of Jesus, dedicated to caring for the poor, the vulnerable and the marginalized. 

Who we are as Catholic Charities matters. We are many things to many people. We perform varied roles and 
provide many services, yet we are united in a common cause. Our identity is defined by our calling, our core 
values, our commitments, and our character. Those characteristics set us apart and give us guidance in what we 
do and how we do it. We do the right thing and we do things right. We are proud of who we are.  

CATHOLIC CHARITIES STATEMENT OF IDENTITY

ROMAN CATHOLIC:  We are rooted in the traditions and teachings of the Roman Catholic Faith. We are part of a 
larger legacy and network within the Roman Catholic Church.  We are the social service agency of the Bishop of the 
Diocese of San Diego.

MISSION DIRECTED:  We are guided by the words and actions of Christ as exemplified in the gospels, especially 
Matthew 25: and the Good Samaritan. 

LOVE IN RESPONSE TO LOVE:  We are different in why and how we respond to human needs.  Although others 
offer assistance for various valid reasons, it is the Love of Christ that calls us to love our neighbor with heartfelt 
concern.
  
WITNESS:  We give witness on behalf of the scriptural values of mercy, justice and hospitality to the sacredness of 
the human person by our focus on the marginalized and the services we provide to them.

ADVOCATE:  We call individuals and institutions to action on behalf of the poor.  We seek changes in policies and 
practices that are contrary to the well-being and dignity of others. We are advocates for social justice.

FAITHFUL SERVANT:  We are motivated by the model of Jesus “who came not to be served, but to serve”. 

HEARTS THAT SEE:  We tap the “caritas” that dwells within us to see where love is needed, to judge what is not 
right and to act as Christ would.

A BRIDGE TO THE HEART OF THE FAITH:  We are a safe community to connect with Christ, the heart of the 
Catholic faith, who identified himself with “the least of these,” the hungry and the stranger (Mt. 25). By putting 
faith into action and welcoming all people to join us, we create a bridge for a weary world to experience the living 
work of Christ today.
 

WE ARE...
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Catholic Charities Diocese of San Diego began its service to the region in 1919 as the Catholic Welfare Bureau 
under the leadership of Father Robert Lucey. In its early years, the organization served children orphaned by 
the Spanish Influenza Epidemic of 1918-1919. Over the course of the next thirty years, Catholic Charities 
underwent several name changes and expanded the reach of its programs to include welfare and clinical 
services.

During the 1950’s and 1960’s, Catholic Charities established offices not only throughout San Diego, but 
Imperial, Riverside, and San Bernardino Counties. The organization continued to serve the most vulnerable in 
these communities through services such as Guadalupe Clinic and a narcotics addiction and recovery program.

 In 1974, the Agency filed its letters of incorporation, launching itself as an independent nonprofit organization. 
In 1975 Catholic Charities became a leader in refugee resettlement when thousands of Vietnamese families 
arrived in San Diego, fleeing violence and seeking a better future. The organization worked closely with local 
parishes to facilitate the refugees’ transition to a new life in San Diego. 

Over the next few decades, Catholic Charities firmly established itself as the social services arm of the Roman 
Catholic Diocese of San Diego, focusing its work within the geographical limits of the Diocese, including San 
Diego and Imperial Counties. Its list of programs and the number of individuals served expanded considerably 
as the organization sought to address present needs and advocate for the most vulnerable in our communities. 
During this time, Catholic Charities initiated several key programs including House of Rachel and Rachel’s 
Women’s Center for women experiencing homelessness. An adoption program was established in addition to 
House of Hope, an emergency shelter for women in El Centro, and Our Lady of Guadalupe, and a shelter for 
homeless men and farmworkers in Calexico. In 1986, following landmark immigration legislation, Catholic 
Charities proudly provided assistance for a pathway to legal status to 19,000 individuals. 

Catholic Charities maintains its steadfast commitment to accompany those in need on their journey to 
achieving their full potential; empowering individuals and families to achieve positive change. The organization 
continues to be responsive to current community need in the areas of homelessness, housing, immigration and 
refugee services, elderly and aging, and food access; providing a way forward with dignity and care.

We look forward to the next 100 years!

CATHOLIC CHARITIES HISTORY
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Catholic Charities of the Diocese of San Diego is committed to the highest ethical standard. Donors and 
volunteers support Catholic Charities of the Diocese of San Diego because they trust in the organization to 
carry out our Mission, our stated agency Culture, to be good stewards of resources and to uphold rigorous 
standards of conduct. Catholic Charities employees, volunteers, management and board members must 
demonstrate their ongoing commitment to the core values of integrity, honesty, fairness, openness, respect and 
responsibility to earn and maintain this public trust.

Adherence to the law is the minimum standard of expected behavior. The employees, volunteers and board 
members of Catholic Charities must also embrace the spirit of the law, often going beyond legal requirements 
to make sure that our actions are supported by what Catholic Charities of the Diocese of San Diego stands 
for and what the public expects from the organization. Transparency, openness and responsiveness to public 
concerns must be integral to the behavior of everyone associated with the Agency.

Any code of ethics is built on a foundation of widely shared values including:

• Commitment to the public good
• Accountability to the public
• Commitment beyond the law
• Respect for the worth and dignity of individuals
• Inclusiveness and social responsibility
• Respect for pluralism and honesty
• Responsible stewardship of resources
• Commitment to excellence 
• Maintaining the public trust 

All employees, board members and volunteers of the Agency are expected to act with honesty, integrity and 
openness in all their dealings as representatives of Catholic Charities and its programs. Catholic Charities 
promotes a work environment that values respect, fairness and integrity.

CATHOLIC CHARITIES
CODE OF ETHICS
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It is the responsibility of the organization to recruit volunteers from the community, provide them with an 
orientation, and ongoing training regarding the programs and the Mission and Values of Catholic Charities.  
Volunteer management will follow the professional guidelines of Catholic Charities. Volunteers will be 
recognized by the Agency and may also be recognized by departments and or programs. 

CATHOLIC CHARITIES POLICY ON VOLUNTEERS:

VOLUNTEER PRACTICES

A volunteer is anyone who, without compensation or expectation of compensation beyond reimbursement for 
volunteer related expenses, performs a service at the direction of and on behalf of the Agency.  A volunteer 
will officially be accepted and enrolled by the Agency prior to performance of the tasks.  Volunteers are 
essential to the agency; however, they are not categorized as employees of the Agency. 

DEFINITION OF A VOLUNTEER:
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EMPLOYEES AS VOLUNTEERS:  Catholic Charities employees may volunteer within any Catholic Charities 
program that offers volunteer opportunities.  Under no circumstances are employees expected to volunteer their 
time, nor are they to be expected to volunteer for duties they normally are paid to do.  When volunteering, staff are 
expected to follow the same rules and procedures outlined in this manual.  

FAMILY MEMBERS OF STAFF AS VOLUNTEERS:  Family members of Catholic Charities staff may volunteer 
with the Agency.  When family members are enrolled as volunteers, they will not be placed under the direct 
supervision of family members employed by this Agency. 

CLIENTS AND THEIR RELATIVES AS VOLUNTEERS:  Catholic Charities clients may be accepted as volunteers 
in positions where such service does not present a conflict with the service that the client receives.  Clients will not 
be placed in volunteer positions that may impact or affect the services a client receives from Catholic Charities.  
Relatives of clients may serve as volunteers, but will not be placed in a position of direct service or relationship to 
members of their family who are receiving services.  
  
MINORS AS VOLUNTEERS:  Volunteers, who are not 18 years of age, and are volunteering more than eight hours 
per day, MUST have written consent of a parent or guardian prior to volunteering.  The volunteer tasks assigned to 
a minor shall be performed in a non-hazardous environment and shall comply with all appropriate requirements of 
child labor laws.

VOLUNTEER RIGHTS AND RESPONSIBILITIES:  Volunteer rights and responsibilities are defined in the 
document “Catholic Charities Volunteer Rights and Responsibilities” which is provided to each new volunteer 
during orientation.

CONFIDENTIALITY:  Catholic Charities recognizes confidentiality as a living principle based on the sanctity and 
dignity of the human person.  Therefore, Catholic Charities will respect the privacy of personal information of those 
it serves or employs.  Each volunteer’s privacy is also protected. Volunteers are also responsible for maintaining 
confidentiality of all information they are exposed to while serving as a volunteer. This information may involve 
a single staff, volunteer, client, and others or involve overall program or Agency business.  Failure to maintain 
confidentiality shall result in termination of the volunteer relationship or appropriate corrective action will be taken.

DRUG-FREE ENVIRONMENT:  The unlawful manufacture, distribution, dispensation, possession or use of a 
controlled substance is not allowed in Catholic Charities work sites.  Such action shall result in the immediate 
dismissal of the volunteer.  Volunteers may not serve while under the influence of alcohol or drugs while at the work 
site. Should a volunteer appear to be under the influence, he or she should be sent home and the volunteer service 
terminated by the site supervisor.

SMOKING IN THE WORKPLACE:  Smoking in any Catholic Charities facility is not permitted.

PERSONAL COMMUNICATION DEVICES & SOCIAL MEDIA:  Volunteers may carry a cellular phone during 
their service. However, communication such as calls, texts, and social media should be kept to a minimum. Some 
sites may prohibit cell phone use except for emergency situations. In no circumstance, will a volunteer record or take 
photographs of Agency staff, clients, or other volunteers to post to social media. 

VOLUNTEER DETERMINATION 
& PRACTICES

SECTION I
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MEDIA RELATIONS & PUBLICATIONS:  Due to state and federal privacy laws, all requests from the media or 
press should be directed to the Community & Volunteer Engagement Manager or Executive Director. Anyone 
who wishes to publish information about Catholic Charities must receive prior written permission from the 
Executive Director.  

MAINTENANCE OF RECORDS:  A system of records will be maintained on each volunteer within the Agency.  
Records can include the volunteer application, documentation of reference check, training provided, hours 
contributed, tasks accomplished, positions held, and evaluation of service.  Volunteer records shall be accorded 
the same confidentiality as staff personnel records. Volunteers are responsible for recording and tracking their own 
service hours. 

SEXUAL AND OTHER HARASSMENT:  Catholic Charities is committed to providing a workplace free of sexual 
harassment as well as harassment based on such factors as race, color, religious creed, national origin, ancestry, 
age, medical condition, marital status, physical or mental disability or sexual orientation. The Agency strongly 
disapproves of and will not tolerate harassment of employees and volunteers by managers, supervisors, or co-
workers. The Agency will also attempt to protect employees and volunteers from harassment by non-employees in 
the workplace.  
  
RISK MANAGEMENT:  Six elements of risk management will be followed by all programs before a volunteer may 
commence his/her service in order to reduce potential risks to the Agency and programs: 
• Volunteer applications and forms must be completed and signed. 
• Written service descriptions must be completed for each position.
• Training and orientation must be provided.
• A designated supervisor must be assigned.  
• At facilities/programs where children are present, two reference checks must be completed. 
• Live scan completed, if required. Background checks are required for volunteers working with protected classes 

of people such as: persons with disabilities, children, and seniors. Volunteers who have direct, unsupervised 
interaction with protected classes of people in the following programs will be required to undergo a background 
check:

 •  House of Hope
 •  Senior Residential Services
 •  Senior Nutrition Program
 •  Rachel’s Day Center/ Rachel’s Night Shelter
 •  La Posada de Guadalupe Men’s Shelter
 •  Guadalupe Men’s Shelter
 •  Immigrant & Refugee Services
 •  Foster Grandparent Program

Advisory Committee members, one-time volunteers, and short-term volunteers (up to four weeks) will require:
• A brief volunteer application form (providing a minimum of name, address, email,  phone, and emergency 

contact person).
• Signed liability forms.
• Written service descriptions.
• Brief training or orientation.
• A designated supervisor must be assigned.  

SERVICE AT THE DISCRETION OF CATHOLIC CHARITIES:  The agency accepts the services of all volunteers 
with the understanding that such service is at the sole discretion of the Agency. Catholic Charities reserves the right 
to reject the application of a volunteer for any reason and at its sole discretion.  Catholic Charities does not provide 
volunteer opportunities for court ordered community service. Catholic Charities is not required to provide the 
reason(s) why it selects or rejects volunteer applicants.  Volunteers agree that the agency may at any time, within the 
sole discretion and without specific or stated cause, decide to terminate the volunteer’s relationship with the agency.
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SERVICE DESCRIPTIONS:  Each volunteer will have a service description for the type of task(s) they will 
provide for the Agency.  Volunteer staff benefit from clear, complete and up to date description of the duties and 
responsibilities of the service which they are expected to provide.  

RECRUITMENT AND NONDISCRIMINATION:  Volunteers shall be actively recruited by the Agency with the 
intent of broadening and expanding the volunteer’s involvement within the Agency.  Volunteers shall be recruited 
and selected without regard to gender, disability, age, race, religion or other condition.  The sole qualification for 
volunteer recruitment shall be suitability to perform a service on behalf of the Agency without creating a safety risk 
to clients, employees, other volunteers, or to the public. Catholic Charities emphasizes optimizing the potential of 
all employees regardless of race, religion, color, national original, sex, age, disability, or veteran status as prescribed 
by law. 

Volunteers may be recruited through either an interest in a population or program or through a general interest in 
volunteering which may coincide with a particular event.  Various methods of recruitment will be utilized to attract 
the required number of volunteers for the Agency.  

INTERVIEWING:  Prior to being assigned or appointed to a regular volunteer position, volunteers may be screened 
and interviewed to ascertain their suitability for and interest in the volunteer position.  This interview shall 
determine the qualifications of the volunteer and his/her commitment to fulfill the requirements of the service 
description. The interviewer shall also attempt to answer any questions that the volunteer might have about the 
position.  Interviews may be conducted in person or over the phone.
  
APPLICATIONS:  Catholic Charities’ prospective volunteers will complete a volunteer application.  By signing the 
completed application, prospective volunteers will certify that all statements are true with the understanding that 
false statements will be grounds for denying or revoking their participation as a volunteer with Catholic Charities.  
One-time volunteers are not required to fill out a standard application form (for events such as:  yard sale, golf 
tournament, etc.); however, a short application form shall be completed for record keeping purposes.

REFERENCES FOR THOSE VOLUNTEERS WORKING IN FACILITIES WITH CHILDREN:  In support of the 
Charter for the Protection of Children and Young People, Catholic Charities will perform background checks on 
all volunteers who have regular contact with minors. Additionally, Catholic Charities requires two references to be 
provided by the prospective volunteer if working at a program/facility with children. If the prospective volunteer is a 
current employee of the agency, the reference check may be waived at the sole discretion of Catholic Charities.  

With the intent of maintaining safety within the program, Catholic Charities will review on a case-by-case basis 
those volunteer applicants who have been convicted of a felony.  If an applicant is unable to safely perform the duties 
required of the volunteer position, the applicant will not be accepted.

CRIMINAL RECORDS CHECK:  As appropriate for the protection of clients, volunteers in certain assignment 
categories may be asked to submit to a criminal background check.  Volunteers who do not agree to a background 
check will be refused assignment.

DOCUMENT OF ASSIGNMENT:  Prior to commencing service, each direct service or management volunteer is 
required to sign an agreement stating the terms of the volunteer service assignment, which includes adherence to 
Catholic Charities confidentiality policies and a drug-free environment.

VOLUNTEER RECRUITMENT
& SELECTION

SECTION II
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PLACEMENT:  When placing a volunteer in a position, consideration will be given to the interests and 
capabilities of the volunteer and to the requirements of the volunteer position.  A placement will not be made 
unless the requirements of both the volunteer and the supervising staff can be met.  A volunteer will not be 
assigned to a ‘make-work’ position, and a position will not be given to an unqualified or uninterested volunteer.  

CONFLICT OF INTEREST:  An individual who has a conflict of interest with any activity or mission or program of 
the agency, whether personal, philosophical, or financial, may not serve as a volunteer with the agency.  

PROFESSIONAL SERVICES:  Volunteers will not perform professional services for which certification or licensing 
is required unless currently certified or licensed to do so.  A current copy of such certificate or license will be 
maintained in the volunteer’s personal file.  
  
EXCEPTIONS:  Advisory Committee members, one-time volunteers, and short-term volunteers (up to four weeks) 
are the exceptions to the above stated procedures under Volunteer Recruitment and Selection.   

DRESS CODE:  As representatives of Catholic Charities, volunteers, like staff, are responsible for presenting a good 
image to clients and to the community.  Volunteers should dress appropriately for the conditions and performance 
of their duties. In office environments, it is preferred that volunteers dress professionally in “business casual”.
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A VOLUNTEER HAS THE RIGHT:   

• To be treated with the same respect and dignity as Catholic Charities employees and clients.
• To have a suitable assignment that is worthwhile and challenging, with consideration for personal preference, 

temperament, life experience, education, and employment background.
• To receive orientation to Catholic Charities and the involved program.
• To receive training and supervision for the task accepted.
• To be trusted with confidential information that will assist with the assignment.
• To be heard – To feel free to make suggestions.
• To expect that his/her time will not be wasted by lack of planning, coordination or cooperation within Catholic 

Charities.
• To indicate limitations on time and responsibilities.
• To receive recognition.
 
A VOLUNTEER HAS THE RIGHT:   

• To be supportive of the mission, goals, and procedures of Catholic Charities.
• To accept an assignment of his/her choice with only as much responsibility as he/she can and is willing to 

handle.
• To maintain confidentiality of all information which he/she receives as a volunteer.
• To not allow prejudices to interfere with volunteer performance, to not pressure clients to accept the volunteer’s 

standards or beliefs.
• To refuse gifts or tips from clients as a way of saying “thank-you”.
• To stipulate limitations on time and responsibilities.
• To respect expertise and work as a member of a team with staff and other volunteers.
• To report any situation out of the ordinary, which may cause possible harm to self or others.
 

VOLUNTEER RECEIVES BENEFITS SUCH AS: 
 
• Training
• Supervision
• Recognition
• Being part of a team
• New friends
• Gaining experience 
• Learning new skills 

 

• Experience to include in a resume
• Improved sense of wellbeing by helping others
• Insight into one’s own abilities and beliefs
• Making a difference in the lives of individuals 
• A new understanding of a cause, client group, 

or issue

VOLUNTEER RIGHTS 
& RESPONSIBLITIES

SECTION III
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PERSONS ENROLLED IN SERVICES AT CATHOLIC CHARITIES HAVE THE FOLLOWING RIGHTS: 

1. To have all rights, responsibilities and program guidelines explained in the preferred language, directly or 
through interpretation or translation.

2. To receive services without unjust discrimination or harassment on the basis of race, color, creed, age, gender, 
sexual orientation, religion, disability or nationality.

3. To be treated fairly, with courtesy and respect.
4. To have all personal information kept confidential unless released by a signed consent or mandated by law to 

report.
5. To have privacy when exchanging personal information.
6. To have access to or copies of information contained in my case file.
7. To have freedom from all types of abuse, exploitation, retaliation, humiliation, harassment and neglect.
8. To file a grievance or complaint against the program or organization.
 

RIGHTS OF PERSONS SERVED
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ORIENTATION:  Orientation to Catholic Charities, its programs, and opportunities for service will be provided to 
all regular volunteers.

TRAINING:  Catholic Charities shall provide training pertaining to the specific program to which the volunteer will 
be assigned.  Training will include situations particular to that program and client demographics and may include 
on-the-job training.

CONTINUING EDUCATION:  At the sole discretion of the Agency, volunteers may be given the opportunity to 
participate in additional training sessions, such as those set up for staff, at no cost to the volunteer. 

VOLUNTEER TRAINING 
& DEVELOPMENT

SECTION IV
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SUPERVISION:  Each volunteer shall have a clearly identified supervisor who is responsible for direct management of 
the assigned volunteer, and shall be available to the volunteer for consultation and assistance.  One-time volunteers 
shall also be assigned to their supervisor in the event questions or problems arise.  Volunteers assigned at a program/
facility with protected classes of people: disabled persons, children, or seniors shall perform their duties in clear 
view of their supervisor, another volunteer and/or client at all times. Volunteers may never be left alone with 
children, disabled persons, or seniors.

EVALUATION: When possible, annual performance evaluations shall be provided to volunteers in on-going direct 
service positions. 

VOLUNTEERS AS VOLUNTEER SUPERVISORS:  A volunteer may only act as a supervisor of other volunteers if 
specifically assigned to such duties by a manager of the agency and only so long as the volunteer supervisor is under 
the direct supervision of a paid staff member.

TERMINATION OF ASSIGNMENT:  Volunteer assignments may be terminated at the sole discretion of the Agency 
for any reason.  Typical reasons for termination of assignment may include, but are not limited to, the following: 
gross misconduct or insubordination, being under the influence of alcohol or drugs, theft or misuse of property, 
or noncompliance with Agency policies and procedures, disregard of Agency mission and values, or failure to 
satisfactorily perform assigned duties.  Termination of assignment may also include the completion end of the 
assignment or project.

BOUNDARY ISSUES:  It is important for volunteers to recognize and abide by boundaries in their relationships 
with clients and staff members.  It is inappropriate for a volunteer to become involved with a client beyond the 
scope of the volunteer relationship.  Becoming personally involved with a client can create liability exposure for the 
volunteer and Catholic Charities,and may also undercut the effectiveness of the services that Catholic Charities is 
providing to that client.  There is no one clear standard that exists for boundaries between volunteers and clients.  
Volunteers shall receive orientation on maintaining appropriate boundaries while serving in a volunteer role for 
Catholic Charities.  When a volunteer considers becoming involved with a client or employee beyond his/her role as 
a volunteer, the volunteer must first discuss that relationship with his/her agency supervisor.

VOLUNTEERS REQUESTING A REFERENCE:  Catholic Charities volunteers may use their experience as a 
reference for a job or further education.  All requests for a reference should be directed to the Community & 
Volunteer Engagement Manager. Staff may not provide references.  Catholic Charities reserves the right to provide 
references at its sole discretion.

VOLUNTEER SUPERVISION
& EVALUATION

SECTION V
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CORRECTIVE ACTION:  Catholic Charities has the authority to take corrective action regarding a volunteer’s 
performance following an incident or evaluation.  Examples of corrective action include the requirement of 
additional training, re-assignment of a volunteer to a new position, suspension of the volunteer, or dismissal from 
volunteer service.

CONCERNS AND GRIEVANCES:  Decisions involving corrective action of a volunteer will be reviewed for 
appropriateness by the Program Director, the Community & Volunteer Engagement Manager, and Human 
Resources Director.  If corrective action is taken, the affected volunteer shall be informed of the procedures and 
given opportunity to express his/her concern or grievance.  A volunteer may provide a written request to the 
Community & Volunteer Engagement Manager or the Human Resources Department to voice concerns regarding 
any corrective action or grievances. 

RESIGNATION:  Volunteers may resign from their volunteer service with the Agency at any time.  Because 
volunteers are so important to the programs and Agency, it is requested that volunteers provide advance notice of 
their intended departure and discuss with their supervisor the reason for their decision.  

EXIT SURVEYS:  Where possible, exit surveys will be conducted with volunteers and address the following:   
• reason for volunteer requesting departure
• suggestions to improve position and experience
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RECOGNITION:  Volunteers are highly valued by the Agency. Catholic Charities hosts annual recognition events 
where volunteers and their contributions are recognized.

ACCESS TO AGENCY PROPERTY AND MATERIALS: As appropriate, volunteers shall have access to agency 
property and materials necessary to fulfill their duties, and will receive training in the operation of any equipment.  
Catholic Charities will at times, based on business need, provide confidential information to volunteers.  A volunteer 
will only have access to confidential information if the Agency’s confidentiality agreement promising to maintain the 
confidentiality of the material is signed by the volunteer.  Similarly, volunteers may be provided documents and other 
materials from Catholic Charities during the period of volunteer service that will remain confidential.  Volunteers 
are required to return all such material when their service terminates.

VOLUNTEER SUPPORT
& RECOGNITION

SECTION VI
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MOTOR VEHICLE AND CRIMINAL BACKGROUND CHECKS:  A California State Department of Motor Vehicles 
check and a criminal background check will be completed on all volunteer drivers who would be transporting 
clients.  Without these completed checks, a volunteer will not be allowed to be a driver for Catholic Charities 
programs.  Catholic Charities reserves the right to accept or deny a person as a volunteer driver based on the 
findings of these background checks.

AGE:  In accordance with Catholic Charities policy, a volunteer driver must be 21 YEARS OF AGE or over.

REQUIRED DOCUMENTS:  All volunteer drivers will provide Catholic Charities staff a copy of his/her driver’s 
license and auto insurance coverage certificate.  Without the required documentation, a volunteer will not be 
permitted to drive within the scope of his/her service.  All volunteers will be required to annually provide proof of 
their current insurance coverage.

COMPLIANCE WITH LAWS:  Volunteers who drive for Catholic Charities programs and projects must remain 
in compliance with all state and federal traffic laws.  All passengers transported by a volunteer driver must wear 
seat belts (see Use of Seat Belts below).  Unauthorized passengers are not allowed in the vehicle (this includes, but 
is not limited to hitchhikers, family members or friends of the volunteer).  In addition, cellular phone use is not 
permissible at any time while operating a vehicle.

D.U.I. CONVICTION:  If a volunteer driver has had a D.U.I. (driving while under the influence) conviction, they will 
not be allowed to drive for Catholic Charities.    

FAILURE TO COMPLY:  Failure to comply with the motor vehicle policies stated above will result in dismissal of 
the person as a volunteer driver for Catholic Charities programs and projects.  

REVOCATION OR SUSPENSION:  For those whose driver’s license has been revoked or suspended, they will not 
be allowed to drive for Catholic Charities.  

USE OF SEAT BELTS:  It is the policy of Catholic Charities that all employees and volunteers use seatbelts and 
shoulder harnesses (if available) when operating a motor vehicle while on Agency business or as a passenger in 
a motor vehicle on Agency business.  Further, it is required that clients use seatbelts and shoulder harnesses (if 
available) while traveling as a passenger in a motor vehicle driven by a Catholic Charities employee or volunteer. 
If the client is a child young enough to be required by state law to be placed in a child seat, an approved and 
appropriately sized car seat will be used.

INSURANCE ISSUES:  Qualified volunteer drivers are covered under the Catholic Charities automobile liability 
insurance when driving vehicles owned by Catholic Charities and are used for duties within the scope and 
responsibility of the volunteer.  Catholic Charities automobile liability insurance does not cover vehicle(s) owned 
by volunteers.  Volunteers that are permitted to use vehicles owned by Catholic Charities or who use their own 
personal vehicle for Catholic Charities service must be 21 years of age or older and have a valid driver’s license.  
The volunteer’s personal vehicle, if used, must have valid and current registration and license plates and must have 
automobile liability insurance with minimum limits of $100,000/$300,000/$50,000 for liability, personal injury, and 
property damages.

VOLUNTEER DRIVERS
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