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Introduction

Welcome Message

Dear New Volunteer:

On behalf of everyone at the Wyandotte County Chapter of the American Red Cross, welcome
and thank you for joining our team. You are now a member of an international movement with
organizations in more than 170 countries.

In Wyandotte County over 300 Red Cross volunteers donate their time and talent to help local
citizens “prevent, prepare for and respond to emergencies.”

This handbook was created to give you important information that will enhance your volunteer
experience. Please take the time to read through it and refer back to it as questions arise.

Feel free to contact the Volunteer Coordinator for additional information or to pass along
suggestions or comments.

Once again, welcome to the Wyandotte County Chapter. We wish you a rewarding experience as
an American Red Cross volunteer.

Sincerely,

B.J. Adair
Volunteer Coordinator

American Red Cross
Wyandotte County Chapter
1600 Washington Blvd.
Kansas City, KS 66102
(913) 321-6314
(866) 507-4357
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About this handbook
Welcome to the American Red Cross. Thank you for joining our cadre of over 5 million
American Red Cross volunteers and volunteer blood donors.

This handbook was prepared to give you some essential information about the policies and
expectations of the Wyandotte County Chapter. The handbook has been organized by topic to
help you find information you need easily. You are also encouraged to talk with your
supervisor and the Volunteer Coordinator if you have any questions about the content of this
handbook.

The Wyandotte County Chapter reserves the right to modify the policies in this handbook
without prior notice. The policies described in this handbook replace all prior policies,
handbooks or policy guidance provided.

Thank you for giving your time and talents to help others. We hope that you find volunteering
with the American Red Cross a positive and rewarding experience.

American Red Cross Mission

The American Red Cross, a humanitarian organization led by volunteers and guided by its
Congressional Charter and the Fundamental Principles of the International Red Cross/Red
Crescent Movement, will provide relief to victims of disaster and help people prevent, prepare
for, and respond to emergencies.

Fundamental Principles of the Red Cross/Red Crescent Movement

Volunteers are expected to adhere to the Fundamental Principles of the International Red Cross
Movement: humanity, impartiality, neutrality, independence, voluntary service, unity, and
universality. Brief descriptions of each are provided below:

Humanity: The International Red Cross and Red Crescent Movement (‘the Movement”), born of
a desire to bring assistance without discrimination to the wounded on the battlefield,
endeavors, in its international and national capacity, to prevent and alleviate human suffering
wherever it may be found. Its purpose is to protect life and health and to ensure respect for the
human being. It promotes mutual understanding, friendship, cooperation and lasting peace
amongst all peoples.

Impartiality: The Movement makes no discrimination as to nationality, race, religious beliefs,
class or political opinions. It endeavors to relieve the suffering of individuals, being guided
solely by their needs, and to give priority to the most urgent cases of distress.

Neutrality: In order to continue to enjoy the confidence of all, the Movement may not take
sides in hostilities or engage at any time in controversies of a political, racial, religious or
ideological nature.

Independence: The Movement is independent. The National Societies, while auxiliaries in the
humanitarian services of their governments and subject to the laws of their respective
countries, must always maintain their autonomy so that they may be able at all times to act in
accordance with the principles of the Movement.

Voluntary service: The Movement is a voluntary relief movement not prompted in any manner
by desire for gain.
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Unity: There can be only one Red Cross or Red Crescent Society in any one country. It must be
open to all. It must carry on its humanitarian work throughout its territory.

Universality: The International Red Cross and Red Crescent Movement, in which all Societies
have equal status and share equal responsibilities and duties in helping each other, is
worldwide.

Our commitment to the Fundamental Principles brings us together with a common purpose and
inspires us to excel and to behave in ways that inspire the trust of the American people. Each
of us is responsible for upholding and living in accordance with these values every day.

Values
Our American Red Cross values provide the foundation for the way we behave and the standard
to which we hold ourselves. Each of us is responsible for upholding the values and living in
accordance with them every day:
e Accountability,
Collaboration,
Commitment,
Results,
Trustworthiness and
Humanitarianism.

Ethics every day

As volunteers at the American Red Cross, each of us is responsible, every day, for our own
behavior and decisions we make. We affect the people and community around us. We make a
difference.

We are committed to making a positive difference by...
e Improving the quality of human life.
e Enhancing self-reliance and concern for others.
e Helping people avoid, prepare for and cope with emergencies.

In living out this mission, each of us is responsible for living up to the fundamental standards
of our culture:

e Telling the truth

¢ Keeping promises

e Respecting individuals

e Being fair

Each of us is responsible for maintaining the highest standards of ethics... every day.

The Concern Connection Line

1-888-309-9679

It is your responsibility to be an active protector of the values that make us who we are. If a
potential illegal, unsafe or unethical situation arises in the Red Cross workplace, speak up! If
possible, notify your supervisor, volunteer resources representative or any manager with whom
you feel comfortable. If attempts to resolve this at a local level are unsuccessful, call the
Concern Connection Line.
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Red Cross History

Clara Barton founded the American Red Cross in 1881. In 1905, the United States Congress
gave Red Cross a charter that mandates it to provide relief for domestic and international
disaster victims and communication services for members of the Armed Forces. Every Red
Cross chapter must do these two things, although many provide a much greater variety of
community services.

Facts about the Red Cross -

e The International Red Cross was founded by Henry Dunant in 1863. Its
Headquarters is in Geneva, Switzerland.

e The American Red Cross was founded by Clara Barton in 1881 and is part of the
International Red Cross and Red Crescent Movement.

e The United States Congress has mandated that all Red Cross chapters must provide services
for the military and their families and provide relief assistance during all disasters, domestic
and international.

e American Red Cross Headquarters is in Washington, DC.

e There are over 800 chapters and 35 blood services regions in the United States; we also
have Armed Forces Emergency Services stations and HUBs serving members of the military
and their families in the US and overseas.

o All Red Cross disaster assistance is an outright gift. It is funded by voluntary contributions
from the American people.

e The International Red Cross has been awarded the Nobel Peace Prize four times.

The International Red Cross and Red Crescent Movement is an international organization with
societies in 176 countries. It is unique among voluntary service organizations because it was
founded on a set of seven Fundamental Principles.

About our Chapter

The Wyandotte County Chapter provides services to all residents in Wyandotte County. It also
oversees services for residents of Anderson, Franklin, Miami and Linn counties in Kansas. The
Wyandotte County Chapter is located at:

1600 Washington Blvd.
Kansas City, KS 66102
Phone: (913)321-6314
Toll Free: (866) 507-4357
Fax: (913) 321-6314
Website: kck.redcross.org

The chapter’s email address is info@kck.redcross.org
Office hours are Monday-Friday from 8:00 am to 4:30pm.
The Chapter Executive is John Davis.
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Volunteer Policies

Commitment to volunteers, diversity and youth involvement

The achievement of the goals of Wyandotte County Chapter is best served by the active
participation of members of the community. To this end, the Wyandotte County Chapter
accepts and encourages the involvement of volunteers at all levels of the organization and
within all appropriate programs and activities.

Volunteers are viewed as a valuable resource. They shall be extended the right to be given
meaningful assignments, the right to be treated as equal co-workers, the right to effective
supervision, the right to full involvement and participation and the right to recognition for work
done. In return, volunteers shall agree to actively perform their duties to the best of their
abilities and to remain loyal to the values, goals and procedures of the organization.

The Wyandotte County Chapter is committed to diversity and inclusiveness. Our employees;
volunteers; governance; customers; blood donors; financial contributors; clients; suppliers and
vendors should be representative of the diversity of the people residing in each local
community the Red Cross serves. We are committed to people diversity, program diversity and
service diversity.

Youth volunteers are welcomed! However, as volunteers who have not reached age 18, youth
volunteers must have the written consent of a parent or guardian prior to volunteering. The
volunteer work assighed to a minor should be performed in a non-hazardous environment and
should comply with all appropriate requirements of child labor laws.

Youth are a vital link to the life of the American Red Cross and the future of this country. The
American Red Cross is committed to developing youth involvement so that young people may
better serve their community and become the leaders of tomorrow.

Ten Principles of Volunteerism

We can broaden our nation’s volunteer force by removing barriers to volunteering.
Volunteers are not “free.”

Volunteers contribute more than meets the eye.

“Volunteer” does not mean “Amateur.”

Volunteers and the organization they serve must meet each other’s expectations.
Volunteers must never be exploited.

Volunteers make excellent middle and senior managers.

When recruiting volunteers, it is more important to place the right person in the right job
than to attract volunteers at random.

9. We can help shape government policies on volunteerism.

10. Everyone benefits when nonprofit organizations collaborate.

PNV hAWN =

Definition of an American Red Cross Volunteer

A Red Cross volunteer is an individual who, beyond the responsibilities of paid employment,
freely assists the American Red Cross in the accomplishment of its mission without expectation
or receipt of compensation.
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Role of the Board of Directors

The Board of Governors of the American Red Cross delegates authority and responsibility to the
board of directors of each chapter for governance of the chapter; delivery of authorized
services in the chapter’s jurisdiction; and meeting corporate obligations to comply with
corporate regulations.

Volunteer and Employee Roles and Relationships

The American Red Cross is an organization governed, supported by and primarily staffed by
volunteers. Employees are enablers of, and not substitutes for, volunteers. When possible,
principal management roles are filled by teams of volunteer and employee management
partnerships working together and sharing responsibility.

Volunteers serve in governance, management, direct service, support service, consulting and
advisory roles. Volunteers may be involved in all programs and activities of the organization,
and serve at all levels of skill and decision making.

Consistent with the Strategic Direction of the American Red Cross to inspire a new generation
of volunteers; volunteers and employees are considered to be partners in implementing the
mission and programs of the Wyandotte County Chapter and the American Red Cross.
Volunteers and employees have equal and complementary roles to play. Volunteers are
encouraged to understand and respect the needs and abilities of the employees.

What You Can Expect as a Red Cross Volunteer
Your responsibility as a volunteer:

1. Be realistic and candid in accepting your assignment, taking into consideration your
interests, skills and availability, as well as the needs of Wyandotte County Chapter.

2. Learn your volunteer assighment as well as you can by completing all required training,
asking questions and staying in touch with your supervisor.

3. Contribute to the Red Cross by being reliable and dependable in doing your job and
working with your co-workers.

4. Follow all policies and guidelines of Wyandotte County Chapter, sign a Code of Conduct,
observe confidentiality when needed, and engage in appropriate public behavior at all times.

5. Participate in the feedback process by letting the chapter know how you feel about your
volunteer experience and by giving constructive suggestions for improvement in any area.

6. Develop your skills as a volunteer by participating in training and development
opportunities. Learn as much as you can to do the best job possible.

What You Can Expect the Chapter to Provide for You

1. A suitable assignment based upon your interests, skills and availability, as well as the
Wyandotte County Chapter’s needs.

2. Orientation and training to help you perform your job.
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3. The opportunity to work as part of a team, to contribute to the welfare of the community
and the organization, and to be recognized for your contribution.

4. The support you need to do your job, including necessary equipment, supplies, work space
and helpful supervision.

5. The opportunity to give feedback about your Red Cross volunteer experience.

6. The chance to grow and develop as a volunteer through participation in other Wyandotte
County Chapter activities, special training events, meetings and more responsible positions.

Insurance for Volunteers
In general, the American Red Cross insurance covers volunteers while they are acting as agents
for the Red Cross for -
o Liabilities they might incur while performing Red Cross duties
o Liabilities incurred as a result of accidents while driving a Red Cross motor vehicle
e Medical expenses incurred in conjunction with their Red Cross volunteer activities
(this insurance is limited to a maximum of $10,000 and injured volunteers should
first turn to their personal health and medical insurance)
e Wrongful acts such as any breach of duty, error, misstatement, or misleading
statement by any volunteer which is committed while performing official duties on
behalf of the Red Cross

Questions about Insurance for volunteers can be referred to Executive Director.

Dual Role of Red Cross Volunteers and Employees

At times, employees of the Wyandotte County Chapter may desire to volunteer for the
organization. Exempt employees may volunteer for Wyandotte County Chapter. However,
because of the overtime requirements of the Fair Labor Standards Act, nhon-exempt employees
may only volunteer for the Wyandotte County Chapter in certain limited circumstances.
Specifically, a non-exempt employee is not permitted to volunteer his or her time to the
American Red Cross, except when a// of the following conditions have been met:

(1) The service is entirely voluntary with no promise of advancement or penalty for not
volunteering —- that is, it is not coerced;

(2) The volunteer work is sufficiently distinct from, and in a different capacity than, the
work for which the non-exempt employee is paid. For example, a hon-exempt employee who
teaches any courses as part of his or her usual job functions may not “volunteer” to teach other
courses; and

(3) The volunteer neither expects to receive pay for the volunteer work nor receives any
wages for the work.

Any employee who wishes to volunteer services for the Wyandotte County Chapter or American
Red Cross must speak to his or her manager and the Executive Director before performing any
such volunteer service.
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Recruitment and Selection Policies

Role of the Volunteer Coordinator

The productive involvement of volunteers requires a planned and organized effort. The
function of the Volunteer Coordinator is to provide a central coordinating point for effective
volunteer placement within the Wyandotte County Chapter, and to direct and assist volunteer
and employee efforts jointly to provide more productive services. The Volunteer Coordinator
shall also bear responsibility for maintaining liaison with other volunteer programs in the
community and assisting in community-wide efforts to recognize and promote volunteering.
The Volunteer Coordinator shall bear primary responsibility for planning for effective volunteer
deployment, for assisting staff in identifying productive and creative volunteer roles, for
recruiting suitable volunteers and for tracking and evaluating the contributions of volunteers to
the organization.

Volunteer Records, References and Privacy [required]

The Wyandotte County Chapter maintains personnel records of each volunteer which are the
property of the Wyandotte County Chapter and are confidential. Volunteers are required to
notify the Volunteer Coordinator of any changes in contact information (/.e., emergency contact
notification, information, home address, telephone number(s), email address) and to report any
additional educational and skill training acquired after joining the Wyandotte County Chapter.

Volunteers may review their personnel records. Volunteers must notify the Volunteer
Coordinator and schedule a time that is mutually convenient.

Volunteer position descriptions

Every registered volunteer position in the Wyandotte County Chapter has a volunteer position
description summarizing the principal duties, responsibilities, qualifications and essential work
functions of the volunteer assignment. Volunteer position descriptions should be periodically
updated to reflect changes in title, assignment or essential work functions.

Recruitment and Equal Opportunity

Volunteers are recruited by the Red Cross on a pro-active basis, with the intent of broadening
and expanding volunteer involvement to assist in mobilizing communities to help people
prevent, prepare for and respond to disasters and other life-threatening emergencies.

Volunteers are recruited without regard to gender, disability, age, race or other condition.
Volunteers are recruited based upon their skills, abilities and suitability to perform volunteer
responsibilities.

Our volunteer intake process is as follows, the prospective volunteer:

Completes a volunteer application;

Participates in a screening interview;

Provides appropriate references or signs a release for a background check;
Completes volunteer orientation; and

Reviews and then signs the American Red Cross Code of Conduct and Intellectual
Property and Confidential Information Agreement.

O O O O O

Additionally, some volunteers, such as nurses or disaster mental health volunteers will need to
provide proof of current licensure.
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