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VOLUNTEER  POLICY  

 

INTRODUCTION  

 

Volunteers are a key resource for the City of Nevada City. These individuals bring a 

wealth of skills and knowledge in a variety of areas. Volunteers expand and improve 

services provided to the community, enable the City to stretch tax dollars to improve the lives 

of its citizens, and encourages participation in city government. Volunteers can be found 

helping out in almost all departments, working in offices, maintaining streets & sidewalks, 

building trails and making parks beautiful. Many projects could not be completed without 

volunteer assistance. 

 

Volunteers also bring an element of risk. However, when managed properly, the liability and 

workersô compensation exposures can be significantly reduced or minimized, which further 

protects the Cityôs financial resources. 

 

I. PURPOSE 

 

This policy establishes procedures for an effective Volunteer Program that 

encourages citizens to contribute their time and talents to public service. It 

encourages all departments to support and promote voluntarism and volunteer 

projects. 

 

The City of Nevada Cityôs Volunteer Program is designed to coordinate and manage 

all volunteer efforts which support city services provided to the community. The 

program addresses community service needs, while placing special emphasis on the 

Cityôs priorities. The Program i s  designed to effectively match individuals to 

departments that have volunteer opportunities. 

 

II. ASSIGNMENT OF RESPONSIBILITY  

 

A. Volunteer Coordinator. The Volunteer Coordinator will update & monitor the 

volunteer website with input from Department Heads and Supervisors. 

 

B. Finance & Administration . The Finance & Administration Department will be 

responsible for maintaining records and developing/enforcing volunteer policies 

and procedures to ensure a successful program. 

 

C. Department Heads/Supervisors. These positions will educate the volunteer on 

safe work practices as required for all employees, identifies requirements of 

each task, develops work schedules, monitors use of equipment, and provides 

necessary training. All  Department Heads or their designee are responsible for 

supervising volunteers, ensuring that policies and procedures are followed, and 

reporting all incidents which may expose the City to liability in accordance with 

existing policy. 
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III. RESOLUTION  

 

Workersô Compensation shall be the exclusive remedy for all volunteer injuries and 

illness. The City has adopted a Resolution ( A t t a c h m e n t  A )  naming 

volunteers as employees for the purpose of providing workersô compensation 

benefits when that individual provides services to the City. 

 

IV. DEFINITION  

 

An individual is a volunteer when: 

 

1. The City has control and direct supervisory responsibility over the manner 

and the result of the services rendered AND; 

 

2. The volunteer receives no remuneration for such services other than meals, 

transportation, lodging, or reimbursement for incidental expenses, if agreed 

upon in advance. 

 

An individual is NOT a volunteer where: 

 

1. The individual is sponsored by an outside agency and provides services 

through that sponsoring agency (i.e. Red Cross volunteer). 

 

2. The individual is acting as a registered Disaster Service Worker Volunteer, (i.e. 

registered volunteer filling  sandbags in preparation for a flood). 

 

3. Work on projects that are not approved by the City Council or City Staff. 

 

4. Work by any person not approved as a volunteer by the City. 

 

V. PROCEDURES 

 

A. RECRUITMENT  

 

Volunteers shall be recruited without regard to race, color, national origin, 

gender, age, marital status, sexual preference, and/or disability. Volunteers 

may be recruited either through an interest in specific functions or through a 

general interest in volunteering which the agency will  try to match with their 

experience or interests. Methods for recruiting volunteers may include public 

notice in local newspapers, newsletter, o r  t h e  Cityôs website. 

 

B. AGREEMENT  

 

All  volunteers must complete a Volunteer Participation Agreement (Attachment B). 

This agreement serves as a liability waiver form and acknowledgement 

that workersô compensation benefit is the sole and exclusive remedy.  All  

parents/guardians must sign the agreement for minors who are volunteering. 
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No one may volunteer unless all appropriate forms are completed.  Forms will be 

submitted to the Finance & Administration Department. 

 

C. SCREENING 

 

The City of Nevada City shall obtain the volunteerôs authorization to conduct 

appropriate screening and background check. The scope of these activities will  

vary depending of the volunteer position. Depending on the nature of the position, 

use of any or all of the following screening techniques may be appropriate:  

 

ṉ  Application forms requesting information on prior convictions or 

misconduct; 

ṉ  Criminal background check; 

ṉ  Motor vehicle record check and/or; 

ṉ  Credit check. 

 

Positions that require a background check include those involving children, youth, 

or the elderly. Potential volunteers have the right to refuse a background check. 

In doing so, such individuals will  not be eligible to volunteer. Department 

representatives are to give a ñDisclosure and Authorization to Obtain 

Informationò form (Attachment C) to volunteers for which a background check is 

required. These volunteers may not begin their position until the result from the 

background check has been received and the Finance & Administration 

Department has given the individual clearance to begin. 

 

D. PROTECTION  OF PRIVACY  

 

The City recognizes that it may collect and maintain birth dates and Social 

Security numbers (SSN) as part of the volunteer selection process. This 

information is legally protected data and is highly confidential. The City is 

dedicated to ensuring the privacy and proper handling of this information in 

accordance with State and Federal Regulations. 

 

The volunteerôs birth dates an d  SSN shall be used for the purpose of verifying 

the identity of the volunteer during the screening process and may not be used 

for any other purpose. 

 

E. JOB DESCRIPTION AND RISK EVALUATION  

  

If necessary, departments will provide a job description for a volunteer position(s). 

The job description shall identify the duties and responsibilities as well as the 

qualifications, skills and other requirements of the position.  
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Volunteers who are interested in such a position will  receive a copy of the 

volunteer job description.  

 

F. SELECTION  AND APPOINTMENT  
 

Volunteers will have the opportunity to choose the projects that they wish to 

participate in by signing up on the Cityôs Timecounts website.  Department 

Heads/Supervisors will communicate with participants through this website.  If 

necessary, volunteers may be interviewed for positions within sensitive projects or 

projects that require a specific expertise. 

 

In the case that a volunteer position requires specific interests, skills and 

qualifications those will be explained in a job description or explained in more detail 

on the Timecounts website.  Volunteers may need to be interviewed or otherwise 

screened for such positions. 

 

G. ORIENTATION  AND TRAINING  

 

Each volunteer may receive an orientation on or before the first day of service. 

This orientation session shall assist the volunteers in their new roles with the 

agency.  The orientation shall include: 

 

ṉ  Agency policies, such as those addressing safety, customer service, 

accident reporting, etc. 

ṉ  Information procedures and responsibilities, when, how and to whom 

problems, complaints, hazards, or suggestions, etc. should be reported. 

ṉ  Insurance coverage, benefits, reimbursement policy, etc. 

 

Training shall be specific to the type of work the volunteer will  be performing. 

The Volunteer Coordinator, Department Head or Supervisor shall review each 

volunteer position to determine the type of training needed and who will 

conduct it.  Under no circumstance will  a volunteer begin their assignment 

before proper training.  

 

H. VEHICLE  OPERATION  

 

No personal vehicles shall be used for volunteer projects, unless approved in 

advance by the Finance & Administration Department.  City vehicles being used 

during projects where volunteers are assisting shall only be driven by City 

employees. 

 

If the Finance & Administration Department approves the use of a personal 

vehicle,  t h e  v o l u n t ee r  m a y b e  r eq u i red  t o  p ro v i d e evidence of 

automobile liability insurance with limits no less than $100,000 per person or 

$300,000 per occurrence. Finance and Administration staff shall maintain copies 

of the evidence of insurance. Volunteers will also need to have a background check 
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on file. 

 

The volunteer must be notified that it is the responsibility of the volunteer utilizing 

his/her privately owned vehicle to maintain accurate records of the purpose and 

extent of his/her travel, and to make substantiated claims for reimbursement per 

the Agencyôs travel and reimbursement policy.  All  operating expenses of the 

privately owned vehicle are to be borne by the volunteer. 

 

The volunteer must acknowledge the City of Nevada City is not liable for any 

damage to a volunteerôs privately owned vehicle, unless caused by the Cityôs 

negligence. It is the responsibility of the volunteer to notify his/her immediate 

supervisor, the Department of Motor Vehicles, and their insurance company in the 

case of any accident. 

 

I. SUPERVISION 

Each volunteer must have a clearly identified supervisor who is responsible for 

direct management of that volunteer. This supervisor shall be responsible for day-

to-day management and guidance of the work of the volunteer, and shall be 

available to the volunteer for consultation and assistance. An adult must supervise 

volunteers under the age of eighteen (18). 

 

The Supervisor shall conduct periodic evaluations of volunteers. Volunteers that 

do not perform to their responsibilities or department standards may be relieved 

of their duties. The Finance & Administration Department will  notify the 

volunteer. 

 

J. COMPENSATION  AND BENEFITS 

 

Fair Labor Standards Act, 29 C.F.R. §553.106, allow volunteers to be paid 

expenses, reasonable benefits, a nominal fee, or any combination thereof for their 

service without losing their volunteer status. N o  c o m p e n s a t i o n  o r  

b e n e f i t s  w i l l  b e  p r o v i d e d  u n l e s s  a g r e e d  u p o n  i n  

a d v a n c e .   Some examples of payments that may be made to volunteers without 

jeopardizing their status include: 

 

ṉ  Uniform allowance, reasonable cleaning expenses, reimbursement for out 

of pocket expenses such as meals and transportation. 

ṉ  Providing ñreasonable benefitsò is permissible, such as liability, health, life, 

disability and workersô compensation insurance coverage. 

ṉ  Payment of a ñnominal feeò that is not tied to productivity such as 

$10 per call for a volunteer firefighter. 

 

K. VOLUNTEER RECOGNITION AND RIGHTS  

 

The City of Nevada City views volunteers as an invaluable resource and integral 

part of the Cityôs ability to provide and enhance community services. The City 
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shall recognize outstanding volunteer contributions. Recognition of volunteers may 

include various awards, activities or a simple ñThank Youò for their efforts for 

helping to make our community a better place to live. 

 

A volunteer shall be accorded the same rights as employees. During their tenure 

with the City, volunteers should: 

 

ṉ  Be treated with respect and courtesy. 

ṉ  Receive proper training for the job assigned. 

ṉ  Be informed about the agencyôs policies. 

ṉ  Not to be discriminated against because of race, ethnicity, religion, 

gender, age, disability, marital status, family, or sexual orientation. 

ṉ  Receive information on issues regarding legal protection, liability and 

other concerns. 

ṉ  Be recognized for their efforts in providing program services. 

ṉ  Be treated as co-workers. 

ṉ  Know as much about the organization as possible. 

 

L. VOLUNTEER  LIABILITY  

 

The City of Nevada City shall provide liability coverage to volunteers while acting 

within the scope of his/her responsibilities and under the supervision of the agency. 

There are also laws that limit  volunteer liability.  Most significant is the Volunteer 

Protection Act of 1997 (Attachment D) which provides that no volunteer of a public 

entity is liable for harm caused by the volunteer on behalf of the entity when 

certain requirements are satisfied. The City will  ensure all the requirements 

are satisfied to limit  the volunteerôs and agencyôs liability. 

 

M. YOUTH  VOLUNTEERS  

 

During the summer months it is common for the use of minor volunteers to 

increase. The City of Nevada City shall comply with all applicable Federal and 

State laws governing work by minors. Where there  is  discrepancy  between  the  

Federal  and  State  laws,  the  more restrictive of the two shall be applied. No 

minor shall be permitted to perform activities determined to be hazardous under 

the Fair Labor Standards Act (FLSA), nor should any minor exceed the number 

of hours worked permitted by law (Attachment E). Refer to the 

http://www.dir.ca.gov/dlse/ChildLaborPamphlet2000.html#17 for the 

California Labor law governing minors. 

  

http://www.dir.ca.gov/dlse/ChildLaborPamphlet2000.html#17
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N. INJURY  TO VOLUNTEERS  

 

The policy and procedures for reporting employee work-related injuries shall 

be applied to volunteers as well. The Supervisor shall complete the required 

workersô compensation forms, submit to Finance & Administration Department 

for processing, and the volunteer shall be directed to the designated treating 

facility. The agency will  attempt to immediately notify the parent or guardian of 

an injured minor. 

 

The Supervisor shall conduct an initial investigation, determine cause, 

recommendations to prevent reoccurrence, and document the findings. 

 

O. REPORTING  
 

After any project/event where volunteers were present, all Volunteer Participation     

Agreements must be turned into the Finance & Administration Department with a 

Volunteer Project Cover Sheet (Attachment F). 

 

P. RELEASE OF VOLUNTEER  

 

Volunteers who do not adhere to the rules, policies and regulations of the City 

of Nevada City, fail to perform their assignments satisfactorily, or are 

participating in activities that are no longer required are subject to dismissal. A 

volunteer may be dismissed at any time. The City reserves the right to request 

that a volunteer leave immediately. No prior notification is necessary to release a 

volunteer of their services. If  a department believes that a volunteerôs behavior 

warrants immediate release, they have that right. 
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Attachment A 
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Attachment C 
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VOLUNTEER PROTECTION ACT OF 1997 
 
 

This is the text of Public Law 105-19; the Volunteer Protection Act of 1997 as signed into law by 

President Clinton on June 18, 1997: 

 
One Hundred Fifth Congress of the United States of America At The First 

Session 

Begun and held at the City of Washington on Tuesday, the seventh day of January, one thousand 

nine hundred and ninety-seven. 

 
An Act 

 
To provide certain protections to volunteers, nonprofit organizations, and governmental entities in 

lawsuits based on the activities of volunteers.  Be it enacted by the Senate and House of 

Representatives of the United States of America in Congress assembled. 

 

Section 1. Short Title 

 
This Act may be cited as the 'Volunteer Protection Act of 1997'. 

 
Section 2. Findings And Purpose 

 
(a) Findings.  The Congress finds and declares that: 

 
(1) The willingness of volunteers to offer their services is deterred by the potential for liability 

actions against them; 

 
(2) As a result, many nonprofit public and private organizations and governmental entities, including 

voluntary associations, social service agencies, educational institutions, and other civic programs, 

have been adversely affected by the withdrawal of volunteers from boards of directors and service 

in other capacities; 

 
(3) The contribution of these programs to their communities is thereby diminished, resulting in 

fewer and higher cost programs than would be obtainable if volunteers were participating; 

 
(4) Because Federal funds are expended on useful and cost-effective social service programs, 

many of which are national in scope, depend heavily on volunteer participation, and represent 

some of the most successful public-private partnerships, protection of volunteerism through 

clarification and limitation of the personal liability risks assumed by the volunteer in connection with 

such participation is an appropriate subject for Federal legislation; 

 
(5) Services and goods provided by volunteers and nonprofit organizations would often otherwise 

be provided by private entities that operate in interstate commerce; 

 

Attachment D 
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(6) Due to high liability costs and unwarranted litigation costs, volunteers and nonprofit 

organizations face higher costs in purchasing insurance, through interstate insurance markets, to 

cover their activities; and 

 
(7) Clarifying and limiting the liability risk assumed by volunteers is an appropriate subject for 

Federal legislation because: 

 
(A) Of the national scope of the problems created by the legitimate fears of volunteers about 

frivolous, arbitrary, or capricious lawsuits; 

 
(B) The citizens of the United States depend on, and the Federal Government expends funds on, 

and provides tax exemptions and other consideration to, numerous social programs that depend on 

the services of volunteers; 

 
(C) It is in the interest of the Federal Government to encourage the continued operation of volunteer 

service organizations and contributions of volunteers because the Federal Government lacks the 

capacity to carry out all of the services provided by such organizations and volunteers; and 

 
(D)(i) Liability reform for volunteers, will promote the free flow of goods and services, lessen 

burdens on interstate commerce and uphold constitutionally protected due process rights; and 

(ii) therefore, liability reform is an appropriate use of the powers contained in article 1, section 8, 

clause 3 of the United States Constitution, and the fourteenth amendment to the United States 

Constitution. 

 
(b) Purpose. The purpose of this Act is to promote the interests of social service program 

beneficiaries and taxpayers and to sustain the availability of programs, nonprofit organizations, 

and governmental entities that depend on volunteer contributions by reforming the laws to provide 

certain protections from liability abuses related to volunteers serving nonprofit organizations and 

governmental entities. 

 
Section 3.  Preemption And Election of State Non-applicability 

 
(a) Preemption. This Act preempts the laws of any State to the extent that such laws are inconsistent 

with this Act, except that this Act shall not preempt any State law that provides additional protection 

from liability relating to volunteers or to any category of volunteers in the performance of services 

for a nonprofit organization or governmental entity. 

(b) Election Of State Regarding Non-applicability.  This Act shall not apply to any civil action in a 

State court against a volunteer in which all parties are citizens of the State if such State enacts a 

statute in accordance with State requirements for enacting legislation: 

 
(1) Citing the authority of this subsection; 

 
(2) Declaring the election of such State that this Act shall not apply, as of a date certain, to such civil 
action in the State; and 

 
(3) Containing no other provisions. 
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Section 4. Limitation On Liability For Volunteers 

 
(a) Liability Protection For Volunteers.  Except as provided in subsections (b) and (d), no volunteer 

of a nonprofit organization or governmental entity shall be liable for harm caused by an act or 

omission of the volunteer on behalf of the organization or entity if: 

 

 
(1) The volunteer was acting within the scope of the volunteer's responsibilities in the nonprofit 

organization or governmental entity at the time of the act or omission; 

 
(2) If appropriate or required, the volunteer was properly licensed, certified, or authorized by the 

appropriate authorities for the activities or practice in the State in which the harm occurred, where 

the activities were or practice was undertaken within the scope of the volunteer's responsibilities 

in the nonprofit organization or governmental  entity; 

 
(3) The harm was not caused by willful or criminal misconduct, gross negligence, reckless 

misconduct, or a conscious, flagrant indifference to the rights or safety of the individual harmed by 

the volunteer; and 

 
(4) The harm was not caused by the volunteer operating a motor vehicle, vessel, aircraft, or 

other vehicle for which the State requires the operator or the owner of the vehicle, craft, or 

vessel to: 

 
(A) Possess an operator's license; or 

 
(B) Maintain insurance. 

 
(b) Concerni ng Responsibility Of Volunteers To Organizations And Entities. Nothing in this 

section shall be construed to affect any civil action brought by any nonprofit organization or 

any governmental entity against any volunteer of such organization or entity. 

 

(c) No Effect On Liability Of Organization Or Entity. Nothing in this section shall be construed to 

affect the liability of any nonprofit organization or governmental entity with respect to harm caused 

to any person. 

 
(d} Exceptions To Volunteer  Liability Protection. If the laws of a State limit volunteer liability 

subject to one or more of the following conditions, such conditions shall not be construed as 

inconsistent with this section: 

 
(1) A State law that requires a nonprofit organization or governmental entity to adhere to risk 

management procedures, including mandatory training of volunteers. 

 
(2) A State law that makes the organization or entity liable for the acts or omissions of its 

volunteers to the same extent as an employer is liable for the acts or omissions of its employees. 

 
(3) A State law that makes a limitation of liability inapplicable if the civil action was brought by 

an officer of a State or local government pursuant to State or local law. 




