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Dear Volunteer,

| would like to welcome you as a Volunteer into the Louisville Metro Youth
Detention Services family, and to what | hope will be a very fulfiling and
educational experience. It is only through the interest and support of individuals
such as yourself that we can provide the highest quality of structured care to our
youth through a variety of creative programs and services.

Louisville Metro Youth Detention Services serves a diverse population of
juveniles with many needs. Your unique talents, knowledge, and experience will
give them a better chance at life once they return to our community.

If you need clarification of Youth Detention Services' rules and regulations, your
role, or have any questions, please direct them to our Volunteer Coordinator.

Again, welcome and thank you for your interest.
Sincerely,

L

Clarence WiIliamsST(.\ =
Director =

jpelivelunteers\iwelcomeletter

www.louisvilleky.gov
LOUSSVILLE METRO YOUTH DETENTION CENTER 720 WEST JEFFERSON STREET LOUISVILLE, KENTUCKY 40202 502.574.6177



Receipt and Acknowledgement of
Louisville Metro Government
Volunteer Service Handbook

The volunteer handbook is a reference guide to help you become more acquainted with
Louisville Metro’s volunteer program. This handbook is not the final word in all cases.

Please read the following statement and sign below to indicate your receipt and
acknowledgment of Louisville Metro’s Volunteer Program Handbook.

1. | have received and read a copy of Louisville Metro’s Volunteer Program Handbook.

2. | understand that what is described in this handbook is subject to change at the
discretion of the program at any time.

3. lunderstand that my volunteer services are terminable at will regardless of length of
my volunteer service.

4. | am aware that during the course of my volunteering, confidential information may
be made available to me. Therefore, | further understand that the confidential
information must not be released within or outside the department’s premises or

property.

5. | acknowledge that my signature below indicates that | have read and understand
the above statements and have received a copy of the handbook.

Volunteer Signature Date

Volunteer Coordinator Date



PURPOSE:

The purpose of this handbook is to provide a general overview of Louisville/Jefferson County
Metro Government and the policies and procedures that govern the involvement of individuals
and groups in volunteer service to the City and its various agencies. City agencies may have
additional policies and procedures which will be made available as part of the volunteer's
orientation to that particular agency.

LOUISVILLE/JEFFERSON COUNTY METRO GOVERNMENT’S VISION:

Louisville is a strong, lively, safe, healthy and progressive community, an ideal hometown
where new ideas flourish, quality of life is essential and people of all races, religions and ethnic
backgrounds are treated with dignity and respect. Louisville is a place where education is
paramount, economic opportunity abounds and families grow stronger together. Louisville
values its diverse urban and suburban neighborhoods, unique historical and cultural assets
and the beauty of its natural resources, including its river, forest and parks. Louisville’s
greatness ripples well beyond our borders, strengthening our region, our state and our nation.

A BRIEF HISTORY OF LOUISVILLE AND JEFFERSON COUNTY:

On January 6, 2003, Jefferson County and the City of Louisville merged to form a consolidated
local government which serves a community of 700,000 residents and 386 square miles.
Louisville and Jefferson County joined to become the 16™ largest city in the United States --
the first city its size to merge in 30 years.

Louisville/Jefferson County Metro Government is empowered with all of the authority of the two
previous local governments and includes an executive branch and a legislative branch. Its
chief executive is a Mayor elected city-wide.

A legislative council, called the Metro Council, is composed of 26 members nominated and
elected by district. It selects its president by a majority vote each year. All legislative powers
of Metro Government are vested in the Metro Council.

THE ORGANIZATION:
The Executive Branch includes departments that provide services to the public and maintain all
operations of Louisville Metro Government. Those departments are:

Public Safety

Community Building

Economic Growth and Development
Strategic Initiatives

Innovative Delivery Team
Technology Services

Finance

Human Resources



WHY VOLUNTEER:

e To be involved

e To make a difference

e To improve our city

e To help others

e To build your skills and knowledge

e To meet new people and make new friends
e To be a good citizen and resident

ROLES AND RESPONSIBILITIES:

The Louisville Metro volunteer is an individual who willingly and freely offers services with no
expectation of payment or other compensation. Volunteers are not employees of the City.
Volunteers may include but are not limited to the following:

1. Individuals and groups engaging in service opportunities defined by Louisville Metro
Agencies

2. Students engaging in community or service-learning programs.

Volunteers must comply with the guidelines and procedures outlined in both the Louisville
Metro Volunteer Handbook as well as the Agency Handbook for the site where they are
providing service. They must abide by the same rules of conduct, ethical standards and
confidentiality requirements that govern Louisville Metro employees.

TYPES OF VOLUNTEER SERVICE:
Reqular Volunteer Service.
Service activities on an on-going basis or for a set period of time.

Community/Service-Learning Service.
Service activities that may be required or assigned by educational, religious or civic
organizations.

Special Event Volunteering.
One time, episodic, or done-in-a-day projects.

VALUE:

Volunteers are integral to the overall operation of Metro Louisville. Enabling citizens to be
involved actively with Louisville Metro increases public support and participation. Volunteers
enhance existing programs and may begin new projects at minimal cost to taxpayers. They
can provide service on a temporary basis or on long-term assignments.

Without the help of our current volunteers, the City would not be able to provide all its services.
In an average year, seven Metro Louisville agencies use approximately 17,561 volunteers that
contribute 333,457.5 hours of their time, talents and energies to Louisville Metro Government.
Volunteers provided an estimated equivalent of over $5,011,866.23 in support of programs and
projects. Volunteers in Louisville Metro Make a difference!



EXPECTATIONS:

e Dependable — attendance, punctuality, completion of all required paperwork
e Cooperative in spirit

e Courteous and polite to staff and public

e Respectful of others

e Abide by guidelines and policies

POLICIES AND PROCEDURES:

All volunteers must meet minimum qualifications for placement into any city-related
assignment. The primary qualification for volunteer placement is the ability and suitability to
perform a task on behalf of Louisville Metro.

Age:
The minimum age of a City volunteer is sixteen (16) unless accompanied by a supervisor or an

adult, unless specified otherwise in federal and state laws or in the volunteer description.

Background Investigations:

Depending on the nature of the volunteer assignment and in accordance with federal, state,
and local requirements, volunteers may be subject to criminal background checks and/or
reference checks.

Volunteer Registration:

All volunteers must complete Louisville Metro volunteer registration forms associated with the
type of service they are pursuing (short-term, ongoing, individual, group). Each Louisville
Metro Agency may have additional required forms associated with their agency’s utilization of
volunteers. Volunteers will be made aware of such additional forms during the application
process.

Volunteer and Worker's Compensation Form:

Louisville Metro provides Worker's Compensation for certain volunteers serving in specific
capacities on behalf of Louisville Metro. Volunteers who qualify must complete an “Agreement
to Volunteer and Accept Workers Compensation Benefits Form” prior to placement.
Volunteers under the age of 18 must have the form signed by a parent or legal guardian.
Individuals engaging in service in lieu of fines or sentencing or those on work release from a
correctional facility do not sign this form (See Subd. 4, B.).

Non-discrimination Policy:

For all activities related to the recruitment and retention of volunteers, Metro Louisville does
not discriminate on the basis of race, color, religion, sex or sexual orientation, national origin,
disability, marital status, or political beliefs. Individuals requesting accommodation or
accessibility information should contact the Volunteer Coordinator in the agency in which they
desire to serve.

Volunteer Identification:

Volunteers should wear the Agency-issued identification name badge when appropriate while
on assignment as a volunteer in the City. The name badge should be used only when
volunteering for the City and at no other time.




Confidentiality:

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged
information to which they have access while serving as a volunteer including confidential
information concerning personnel matters, members of the community, or related to Metro
Louisville/Metro Louisville Agency. Volunteers may be asked to sign a confidentiality
statement to this effect.

Termination:
A volunteer appointment may be terminated at any time at the City’s sole discretion with or
without cause. There is no appeal from the termination of a volunteer appointment.

Risk and Insurance:

Louisville Metro provides volunteers Worker's Compensation coverage for certain volunteer
activities. In the event that a volunteer reports an injury, employee should follow the same
procedures that apply when an employee reports an injury. Upon learning of any injury or
accident, the responsible employee must notify the Agency Volunteer Coordinator or Agency
Director’'s designee. Agencies are requested to follow the following guidelines related to
volunteers:

Volunteers, Court-Referred Workers, and Work Release Workers are strictly prohibited
from operating Louisville Metro vehicles, except for Police Department Volunteers under
a pre-approved policy.

Agencies are responsible for directing and monitoring volunteers’ and court-referred and
work release workers’ activities on site.

Volunteers must not be allowed to handle any Louisville Metro monies. They may
assist in set-up at venues but all money must be collected by the Louisville Metro
employee(s) on duty.

General Information:
e www.louisvilleky.gov/Getinvolved

Ending a Volunteer Assignment:

A volunteer assignment may end when the project is complete, when the volunteer has
completed the specific time commitment, or when the volunteer, for any reason, must end
his/her service. Any volunteer who does not adhere to the policies and procedures of
Louisville Metro or who fails to satisfactorily perform their volunteer assignment is subject to
dismissal. A volunteer may be terminated at any time by the City with or without cause. There
is no appeal from the termination of a volunteer appointment.



http://www.louisvilleky.gov/GetInvolved

Louisville Metro Government
517 Court Place

Louisville, KY 40202-3305
PH (502) 574-8100
FX (502) 574-1041

AUTHORIZATION FOR RECORD CHECK

SELECT ONE:
O EMPLOYMENT- Position Applied for:

O VOLUNTEER - Metro Agency:

PLEASE PRINT FULL NAME CLEARLY (Including Middle Initial)

Name:

Maiden/Previous Names:

Social Security Number: - -

Date of Birth: / / (REQUIRED)
Month Day Year

Current Address:

Street Number & Name:

City: State: Zip Code:

Previous Addresses in Past Seven Years (attach additional sheet if needed):

Street Number & Name:

City: State: Zip Code:

Street Number & Name:

City: State: Zip Code:

Street Number & Name:

City: State: Zip Code:

I, , do hereby authorize Louisville/Jefferson County Metro Government to
search any and all police record(s) regarding me and to make this information available to the Appointing
Authority in Louisville Metro Government processing my Employment Application or potential Volunteer Service.

Signature: Date:

Rev. Date 6/27/11



Registration Form

Personal Information:
(Please Print) Date:

Name:

Address:

Day Phone: Evening Phone: Cell Phone:

Email Address:

Date of Birth:

What day and time are you available?

Have you previously volunteered with Louisville Metro Government?

If so, what department and position/activities?

Hobbies/Skills:




Page 2 Registration Form

Emergency Contact Information

Name:

Address:

Phone Number:

References:
Please list two references (other than family)

Name:

Address:

Day Phone: Evening Phone:

Email Address:

Cell Phone:

Relationship to volunteer:

Name:

Address:

Day Phone: Evening Phone:

Email Address:

Cell Phone:

Relationship to volunteer:

Background Information:

Depending on the nature of the volunteer assignment and in accordance with federal, state,
and local requirements, volunteers may be subject to Criminal Background Checks and/or

Reference Checks.

Do you have charges pending or have you admitted guilt or been found guilty included
Deferred Adjudication of committing any felony or misdemeanor? (This includes offenses for
which probation was granted and DUI. Exclude minor traffic violations.)

If your answer is “yes”, explain in the space provided, giving the dates and nature of the
offense, the name and location of the court and the disposition of the case. A criminal record
does not constitute an automatic bar to volunteer placement, but will be considered in terms of

the volunteer work to be performed.




Louisville Metro Government
Agreement to Volunteer
And Accept Worker’s Compensation Benefits

Louisville/Jefferson County Metro Government ("Metro Government") and
(“Volunteer”) agree as follows regarding volunteering and
acceptance of Workers' Compensation coverage:

1) Volunteer agrees to perform volunteer services as directed by Metro
Government and to follow Metro policies and procedures.

2) Metro Government agrees to provide Workers' Compensation coverage to
the Volunteer pursuant to the Kentucky Workers' Compensation Act
(KRS 342, et seq.), for any injuries sustained during any authorized
volunteer services performed on behalf of Metro Government. Metro will
pay for all medical expenses incurred by Volunteer for covered injuries, with
no applicable deductible or co-payments by Volunteer, in exchange for
receiving voluntary services.

3) Volunteer accepts the coverage of the Workers' Compensation Act as the
sole remedy for any damages he/she suffers from any and all services
performed for the Louisville/Jefferson County Metro Government and agrees
not to seek any damages not covered by the Workers Compensation Act, in
exchange for being provided this free coverage.

Louisville/Jefferson County Metro Government Department: Youth Detention Services

Volunteer Coordinator:

Volunteer - Signature:

Volunteer Name - Print:

Address:

Date:




CONFIDENTIALITY/NON-DISCLOSURE AGREEMENT
FOR
LOUISVILLE METRO YOUTH DETENTION SERVICES

All information of any nature pertaining to clients of the Louisville Metro Youth Detention
Services (LMYDS) is confidential and is not to be accessed or released without proper
authorization(s). Such information is available to temporary or regular employees of LMYDS,
similar employees from other agencies or on contract with LMYDS, students on placement,
and volunteers. Information is to be utilized on a need-to-know basis only.

Any individual who violates a client’s confidentiality is subject to disciplinary action up to and
including dismissal/termination of services.

Unauthorized attempts to access, or the accessing or releasing of information on clients,
whether by computer or manually, are prohibited. Supervisory personnel will be consulted
prior to obtaining or releasing information in any instance where there is questions regarding
required procedures, or the appropriateness of providing the information.

By signing this agreement, | acknowledge understanding its contents, including the
consequences for violating policies stated herein.

Signature of Volunteer Date
Volunteer Coordinator Date
Appropriate Assistant Director Title Date

Original: Volunteer File
g:\jcycadm\jcyccontforms\volunteers\volunteerpacket 7/2014



