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SUSTAINABILITY ACADEMY VOLUNTEER GUIDELINES

Volunteer Policies
The County of San Mateo’s Office of Sustainability welcomes you as a volunteer! Volunteers are critical to our success, and we are grateful for the time and service you donate. As a volunteer for the Office of Sustainability, we ask that you adhere to the following policies. The following general information should be reviewed carefully, and if you have any questions, please feel free to ask the County employees who are supervising and coordinating your volunteer efforts (Volunteer Coordinators).
Qualifications
Volunteers must be at least 14 years old to work without adult supervision and must be capable of working with a variety of people. Volunteers should demonstrate genuine regard for the County of San Mateo. The ideal volunteer is self‐motivated, mature, sensitive, dependable, a team player, and willing to work hard, get dirty, and pitch in wherever needed.
Expectations
Professionalism: As a County volunteer, your professionalism is important. Volunteers should maintain a professional appearance and demeanor while volunteering. Please be friendly and helpful toward other volunteers and especially the public. We ask that you respect all people regardless of their backgrounds or views. When asked for information from the public, please do not hesitate to ask your Volunteer Coordinators if you do not know the answer. If you are interviewed by the media, please remember, while you are free to share your own views, you are not authorized to speak on behalf of the County. 

As part of a professional environment, we ask that you please refrain from soliciting or distributing private literature, products, or services while volunteering. This also extends to the virtual realm—volunteers may not use County email lists or contact information for private uses. In addition, volunteers are prohibited from removing supplies belonging to the County or to volunteer organizations, absent the approval of a Volunteer Coordinator. 
Commitment: We rely on volunteers who have committed to be at events. If you have committed to an event, you are expected to be on-time and prepared to volunteer. Volunteers should make every effort to notify their Volunteer Coordinator of a change in scheduling at least 48 hours before the event.
Safety: Volunteers should act in a way that promotes safety for themselves, other volunteers, and the public. Volunteers may come into contact with many people while volunteering and should keep in mind that they are not required to share any personal information with strangers.  If a situation arises in which you feel uncomfortable, please notify a Volunteer Coordinator or other volunteers immediately. Any personal injury that occurs while volunteering for the OOS should be immediately reported to an OOS staff member. Volunteers are not covered under the volunteer organizations’ insurance for injury to themselves. The County carries workers compensation insurance should you be injured as the result of your volunteer activity. Injuries must be immediately reported to County staff or the project leader.
Engagement: OOS encourages volunteers to be engaged. Volunteers should make suggestions, voice concerns, and give ideas about how the County fulfills its mission to the community. We are always looking for new ideas, so if you have any ideas to share, please speak with appropriate OOS staff.
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