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Welcome! 

 
Thank you for choosing to volunteer at Next Step Ministries! We appreciate you 

sharing your time and skills with our folks, and we are excited to have you join our 

growing family! We are sure you will be blessed for your time and service. 

 

Like all organizations, we have some policies and procedures that must be 

followed to ensure that day to day activities run smoothly. Our process may seem a 

bit excessive, but it is necessary given our special population. Our goal is to 

maintain a safe and loving environment for our clients, staff, and you- our 

volunteers! 

 

We understand that many of you will be stepping out of your comfort zone to work 

with our clients. We wish to ease this transition so that you may have an enriching 

and memorable experience.  

 

Please read over this Volunteer Handbook and let us know if there is anything we 

can do to help you throughout your volunteering experience. 

 

Once again, thank you and welcome to the Next Step family! 

 

 

Lily Hernandez 

Volunteer Coordinator 

Next Step Ministries 
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What You Can Expect from Next Step Ministries1 

Next Step Ministries believes in creating a harmonious working relationship among all its 

staff and volunteers. In pursuit of this goal, Next Step Ministries has created the following 

employee and volunteer relations objectives: 

• Provide an exciting, challenging, and rewarding workplace and experience. 

• Select people on the basis of skill, training, ability, attitude, and character without 

discrimination. 

• Take prompt and fair action of any complaint arising in the everyday conduct of 

business to the extent that is practicable. 

• Respect individual rights, and treat all employees with courtesy and consideration. 

• Maintain mutual respect in our working relationship. 

• Promote an atmosphere in keeping with Nest Step Ministries’ vision, mission, and 

goals. 

 

  

                                                           
1 As adapted from Next Step Ministries Employee Handbook 
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Mission 

“Next Step Ministries serves families by providing therapeutic day programs for individuals 

with special needs in a Christian environment”2 

 

Vision 

“Special needs individuals will improve their quality of life by participating in safe, 

appropriate, and interactive programs”1 

 

Values 

“We value a Christ based philosophy in loving, serving, and teaching others within the 

community, particularly those of special needs, their families and others who assist in their 

care”1 

 

  

                                                           
2 (Board of Director’s Manual, 2012) 
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Organizational History 

The Gap: 

While working in the local school system as a physical therapist, Lori Baker recognized a 

gap in services for students with disabilities. After graduation, programs intended to serve 

these individuals were highly selective, had lengthy waiting lists, and were designed to serve 

higher functioning adults capable of performing a job on some level. Because of this, 

individuals with more profound disabilities had few viable options outside of home-care. 

The First Step: 

In 2007, Next Step Ministries was incorporated as a 501c3 nonprofit organization. In 2009, 

the organization opened its doors and started serving clients in a small rental space located 

near the Trickum and 92 intersection. Its main program was the Therapeutic Day Program 

which strived to serve those with more severe/profound diagnoses. Shortly after this, Next 

Step Ministries started serving even more clients through the creation of its Saturday Respite 

Program. 

Interest in the organization and its services grew quickly. By 2010, Next Step Ministries had 

to double its square footage in order to accommodate additional clients. That same year, Next 

Step introduced its School Break and Drop-In Service Programs. As interest kept increasing, 

Next Step had to adapt to serve a larger population. In 2012, the Job Skills program was 

created to serve more moderate to high-functioning adults.  

The Next Step: 

In 2014, Next Step Ministries took a big step towards its future by purchasing and renovating 

a new facility located on a 2.3 acre lot near North Arnold Mill Rd. This location is where 

Next Step currently serves its community. With room to grow and a constantly increasing 

demand, the organization created the Job Skills Extension program in 2018. This program 

targeted towards high-functioning adults is hosted at Next Step’s original rental location. The 

organization hopes to break ground on a new facility right next to its current location in the 

near future.  
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Programs and Services 

Job Skills Program3 

Overview: The Job Skills Program is designed to provide clients with an ongoing experience 

of meaningful work and positive interaction with the community. Projects may include 

packaging, collating, sorting, preparing bulk mailers, budgeting, shopping and preparing dog 

biscuits (Hope Bones) to be distributed to local shops, as well as providing some offsite work 

activities. 

In addition to work skills, clients are placed in social situations and taught the value of 

teamwork. The Job Skills Program provides clients with social and community opportunities 

such as dining at local restaurants, attending local theater, enjoying local parks and recreation 

spots, and various other activities. Art (lead by professional artist) and music therapy are 

provided in house. 

 

Job Skills: Although many areas will be addressed throughout the various activities, emphasis 

will be placed on: 

 

 

 

 

 

 

 

 

Program Details: The Job Skills Program runs Monday through Friday from 8:00AM – 

4:00PM. Daily Schedules vary from week to week and are distributed in advance. Next Step 

will provide transportation to all off-site skills. The Job Skills staff will be accompanied by 

volunteers to ensure the success and safety of this program. 

 

 

 

                                                           
3 (Next Step Ministries Forms, September 2016) 

7. Personal appearance 

8. Communication 

9. Cleaning 

10. Organizing 

11. Hand/eye coordination 

12. Basic Math skills 

 

 

1. Appropriate interpersonal skills 

2. Following Directions- written and/or verbal 

3. Time management skills 

4. Working cooperatively with others 

5. Fine motor skills 

6. Money Management 
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Therapeutic Day Program4 

This program is geared towards those special needs clients who have aged out of high school, 

need a supportive and structured day environment, and are generally in the 

severely/profoundly developmentally delayed range. The goal for the client is to maintain or 

improve the functional skills learned at school and home, while providing the day care 

component needed by families as they continue their daily activities. This program also 

provides for much needed socialization, mental stimulation, and community interaction that 

is often lacking when a client remains at home during the day. 

Professional staff and experienced assistants provide a structured day of gross motor, fine 

motor, communication, activities of daily living, socialization, recreational, and community 

activities. A local artist (and her group) as well as a music therapist come in weekly to work 

with our clients. Additional guests come in as well on periodic basis. 

The program operates year round, Monday through Friday, 9:00AM- 5:00PM, with 

additional care hours available from 8:00AM- 9:00AM and from 5:00PM- 6:00PM. 

 

 

Saturday Respite Program3 

Available the 1st and 3rd Saturday of the month from 10:00AM – 3:00PM, this program is for 

those special needs kids, teens, and young adults looking for a fun day of activities and 

socialization. For parents and caregivers, this is also a time for a break from caregiving 

responsibilities, time to spend with other family members and friends, or just a chance to get 

errands done. 

Activities vary depending on the interest of each client, with crafts, movies, and games 

always available. On the 3rd Saturday, Happy Tails (therapy dogs) come for a visit. Everyone 

enjoys pizza and soda for lunch! 

Next Step Ministries staff and volunteers supervise the day’s activities and assist clients. The 

emphasis is on socialization. Clients look forward to seeing their friends on Saturdays. 

 

 

 

 

 

                                                           
4 (Next Step Ministries Forms, September 2016) 
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Drop-In Services5 

These services are designed for those who need some help or wish to participate with one of 

our programs on an occasional basis. The most common reasons involve: 

1. Teacher Work Days or Furlough Days 

2. Unexpected School Closings- If we are open, you are welcome! 

3. One-on-one situations- If a client, due to health reasons, requires one-on-one 

assistance, they can attend Next Step with their caregiver. There is a special reduced 

rate for this, and the caregiver is expected to provide all care needed. This can be 

scheduled on a regular basis, or for special activities (field trips, special music) as 

desired. This is a great option for those who are looking for additional fun 

socialization and enrichment opportunities. 

4. A family member with special needs is visiting from out-of-town and needs a fun 

place to go while you work or spend time with other relatives. 

 

After School Program4 

This is available for middle and high school students on Cherokee County school days who 

can arrange transportation from school to Next Step and can be picked up by 6:00PM.  

 

Camp6 

The Day Camp program is geared toward special needs middle and high school students and 

young adults. This is offered during the summer and weeklong school breaks, as space is 

available. The “campers” join the program that is most developmentally appropriate (Job 

Skills or Therapeutic Day Program) and the “fun factor” is increased for all during camp 

sessions. 

The camp day may include crafts, cooking, music, Bible stories and other fun activities. An 

artists’ group and music therapist come once weekly to share their gifts. Functional and 

academic activities based on clients’ skills and abilities are offered. Opportunities for 

socialization occur daily. Weekly community outings (bowling, restaurants, theatre, aquatic 

center, etc.) round out the program. Campers will be exposed to non-denominational 

Christian beliefs through media, weekly themes, and prayer. 

 

                                                           
5 (Next Step Ministries Forms, June 2014) 
6 (Next Step Ministries Forms, September 2016) 
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Organizational Chart 
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Volunteering FAQs 

Based on numerous volunteer inquiries, we have developed this FAQ section to aid your 

volunteering experience. If you have any recommendations for additional questions to include in 

this section, please let us know! This section is for your benefit and is always under construction.  
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What is the difference between volunteers and interns? 

The Fair Labor Standards Act (FLSA) defines volunteers as "individuals who volunteer or 

donate their services, usually on a part-time basis, for public service, religious or 

humanitarian objectives, not as employees and without contemplation of pay…”7.  

Much like volunteers, interns also donate their time and services to an organization, usually 

on a part –time basis, without receiving monetary compensation. However, what 

differentiates the two positions is that interns also hold an educational and professional 

interest. 

At Next Step Ministries, volunteers and interns are held to different standards and will have 

access to different resources. Interns will be able to have more interaction with clients and 

will be able to gain more knowledge and experience on both case management and nonprofit 

administration functions depending on their individual educational goals. 

How do I start volunteering with Next Step? 

Next Step Ministries is an Equal Opportunity employer and does not discriminate based on 

race, color, religion, sex, sexual orientation, gender identity, ethnicity, national origin, 

disability, status as a protected veteran or other protected minority status. However, 

interested individuals must pass a background check before working with clients. If the 

interested volunteer is below the age of 18 or has a legal guardian, a parent or legal guardian 

must sign off on all appropriate documentation. 

Do volunteers get any training? 

All Next Step Ministries Volunteers and Interns will undergo an orientation process which 

includes a brief introduction to Intellectual and Developmental Disabilities, a “question and 

answer” period to acknowledge any areas of concern, and 1-2 hours of supervised field 

experience (if working directly with clients).  

Can we use our cell phones? 

Next Step Ministries asks volunteers to refrain from using personal cell phones while 

working with clients. If you need to make an important phone call, inform a staff member 

and step out of the room. 

 

 

                                                           
7 As adapted from Duke Human Resources, Volunteer & Unpaid Intern Policy and Guidelines 
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Do Volunteers/Interns get a break or lunch time? 

If individuals volunteer for five (5) or more hours, volunteers/interns will receive a 30 

minute lunch break. Please notify a staff member before taking your break. 

Where do I park? 

We ask that staff and volunteers avoid parking by the facility. This is to assure that parents 

and caregivers can drop-off and pick-up clients with ease. Staff and volunteers are expected 

to park in the graveled field area. 

Is there a dress code?8 

Yes. Just like staff, volunteers and interns should maintain a clean and neat appearance and 

should refrain from wearing stained, wrinkled, frayed, or revealing clothing to the workplace. 

Volunteers and interns are also asked to avoid using strong scents and perfumes as it could 

upset some clients. 

Volunteers and interns are urged to use their discretion when determining what is appropriate 

to wear to work. Employees and volunteers who wear inappropriate attire to work may be 

sent home to change their clothing. 

While not intended to be an all-inclusive list, the examples below are considered appropriate 

workplace attire: 

• Button-down shirts 

• Khaki pants 

• Polo shirts 

• Knee-length shorts or capris 

• Next Step Ministries or related t-shirts 

• Avoid tight or sheer clothing 

• Avoid low cut shirts 

• Comfortable shoes 

• Jeans without holes 

 

Next Step Ministries understands that in certain situations, the organization may need to 

make exceptions to this policy based on an employee’s religion, disability, or other 

characteristic protected under federal, state or local law. In accordance with all applicable 

laws, Next Step Ministries will make every effort to provide reasonable accommodation to 

the employee requesting accommodation unless doing so would cause an undue hardship on 

Next Step Ministries. 

                                                           
8 As adapted from (Next Step Ministries Employee Handbook, 2017)  
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Volunteering Duties 

Next Step Ministries is a fast-paced environment. Volunteering duties and responsibilities 

are likely to change daily depending on how many clients are present, how many 

volunteers are present, upcoming organizational events, and overall organizational need.  

The job descriptions in this section provide a general overview of general tasks that 

volunteers and interns are likely to be assigned. Tasks will be provided assigned day-of 

by the Volunteer Coordinator or other staff member unless otherwise instructed. 

We understand that some volunteers may need certain assistance or job tasks that are less 

strenuous, so a “Light-Duty Volunteer” job description has also been created. Please let 

the Volunteer Coordinator know if you require certain accommodations throughout your 

volunteering experience.  
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Companion Volunteer Job Description 

Job Title: Companion Volunteer 

Position Information: 

As a Next Step Volunteer, you will be participating in a wide variety of activities. Activities are 

subject to change daily depending on the need and number of clients present. However, 

Companion Volunteers work more directly with clients. On a typical day, Companion Volunteers 

may do any of the following: 

 

General Job Tasks:  

• Assist clients with skill building activities such as sorting, hand/eye coordination, etc. 

• Assist clients with art and music therapy 

• Assist clients with cooking activities 

• Help Job Skills with work piece and other special projects 

• Assist clients during community outings/field trips 

• Read stories to clients 

• Participate in leisure activities with clients such as puzzles, magazines, iPad, etc. 

• Assist with feeding during snack and lunch- ONLY AFTER BEING TRAINED 

• Assist with general facility maintenance and cleaning including:  

o Sweeping outside 

o Wiping down chairs 

o Moving chairs or tables around 

o Landscaping 

 

ALL TASKS WILL BE PERFORMED UNDER STAFF SUPERVISION.  

Other tasks not mentioned in this description may come up. Ask staff before acting on your own. 

What is okay to do with one client, may not be okay with another. 

  



19 
 

 

 

 

Saturday Respite Volunteer Job Description 

Job Title: Saturday Respite Volunteer 

 

Position Information: 

As a Saturday Respite Volunteer, you will be participating in a wide variety of activities. 

Activities are likely to change daily depending on the need and number of clients present. 

However, Saturday Respite Volunteers will mainly assist with client interaction and general 

facility maintenance/ end-of-day cleaning. On a typical day, Saturday Respite Volunteers may do 

any of the following: 

 

General Job Tasks:  

• WITH STAFF APPROVAL, interact with clients (do puzzle, board games, UNO, etc.) 

• WITH STAFF GUIDANCE AND APPROVAL, supervise clients while eating 

• Sweep, vacuum, and mop the facility  

• Clean conference  

• Wipe windows and doors  

• Wipe down door knobs, mirrors, and light switches with disinfectant wipes 

• Clean toys 

• Wipe down countertops 

• Take out trash 

• Clean bathrooms 

• General landscaping (outside) 

 

Other tasks not mentioned in this description may come up. Ask staff before acting on your own.  
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Afternoon Volunteer Job Description 

Job Title: Afternoon Volunteer 

 

Position Information: 

As a Next Step Volunteer, you will be participating in a wide variety of activities. Activities are 

subject to change daily depending on the need and number of clients present. However, 

Afternoon Volunteers will mainly assist with general facility maintenance and end-of-day 

cleaning. On a typical day, Afternoon Volunteers may do any of the following: 

 

General Job Tasks:  

• WITH STAFF APPROVAL, interact with clients (do puzzle, board games, UNO, etc.) 

• Sweep, vacuum, and mop the facility  

• Clean conference  

• Wipe windows and doors  

• Wipe down door knobs, mirrors, and light switches with disinfectant wipes 

• Wipe down Job Skills’ work boxes 

• Clean toys 

• Wipe down balls  

• Wipe down countertops 

• Take out trash 

• Clean bathrooms 

• General landscaping (outside) 

 

Other tasks not mentioned in this description may come up. Ask staff before acting on your own.  
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Light Duty Volunteer Job Description 

Job Title: Light-Duty Volunteer 

Position Information: 

We understand that some volunteers may require special accommodations in order to volunteer 

such as not being able to lift heavy objects or not being able to bend down. The activities below 

are examples of how the volunteer can assist under the direction of the staff. 

General Job Tasks: 

• Read books to clients 

• Assist clients with activities 

o Art Projects 

o Assembly “Work” Projects (labeling, stuffing goodie bags, Hope Bones, etc.) 

o Sorting objects 

o Participating in board games 

• Wiping tables and counters 

• Socializing with clients to encourage communication skills 

• Be an extra set of eyes on the room 

• Clean toys 

• Clean client cubbies/work boxes 

 

Other tasks not mentioned in this description may come up. Ask staff before acting on your own. 

What is okay to do with one client, may not be okay with another. 
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Intern Job Description 

Job Title: Intern 

Position Information: 

Interns are a great asset to Next Step Ministries. Interns will get the opportunity to 

experience and gain knowledge on several aspects of case management (working directly 

with clients) and nonprofit administration (the functions that help the organization run 

smoothly). Some duties for this position will be dependent on the individual intern’s 

educational goals. However, listed below are general areas where interns will participate. 

General Job Tasks: 

• Work directly with clients 

o Assist clients with skill building activities (sorting, hand/eye coordination, etc.) 

o Assist clients with art and music therapy 

o Assist clients during community outings 

o Serve as an extra set of eyes in the room 

• Participate in Next Step Ministries special events 

o Assist with event planning 

o Assist with day-of help and implementation 

o Participate in post-event follow-up 

• Attend Board of Director’s meetings 

• Attend networking opportunities such as Cherokee Focus 

Additional duties may be added depending on intern’s educational goals.  

Staff members will designate tasks to interns as needed. Other tasks not mentioned in this 

description may come up. Ask staff before acting on your own. What is okay to do with one 

client, may not be okay with another. 
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Working with Special Needs Clients 

Working effectively with special needs clients is a learning process. For volunteers who have 

had little to no experience with this population, working with our clients might seem like an 

overwhelming task.  

In this section, you will find brief information on a variety of Intellectual and Developmental 

Disabilities (IDD), with a greater focus on Autism Spectrum Disorder, as well as several tips 

and guidelines intended to ease and facilitate your working experience. This section is 

broken down as follows: 

• Intellectual and Developmental Disabilities (IDD) Overview 

• General Guidelines for Working with Clients with Disabilities 

• Autism Spectrum Disorder  

 

Please let us know if you have any additional questions! 
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Intellectual and Developmental Disabilities (IDD) Overview9 

 

• Asperger’s Syndrome 
o What distinguishes Asperger’s syndrome from autism disorder is the severity of 

the symptoms and the absence of language delays. To the untrained observer, a 

child with Asperger’s syndrome may just seem like a normal child behaving 

differently. 

 

• Autism Spectrum Disorder 

o A neurological disorder of brain function whose signs usually appear very early in 

childhood. The spectrum represents the range of function from low to high 

(Asperger’s Syndrome) that the individual manifests. Autism is highly variable 

and is often distinguished by multiple symptoms. The most common 

characteristics are difficulty with communication or social behavior, repetitive 

behaviors or interests, and sensory challenges. Children on the spectrum often do 

not understand common dangers, such as busy streets, yet somehow show above-

normal skill in isolated areas such as mathematics or music. 

 

• Cerebral Palsy 
o A group of disorders resulting from brain damage. Cerebral refers to the brain 

and palsy to a lack of control over muscles. Any combination of physical and 

mental status is possible. Symptoms range from slight awkwardness of gait to 

more uncontrolled movements and an inability to see, speak, or learn as people 

without disabilities do. Cerebral palsy should not be associated with cognitive 

disabilities. 

 

• Down Syndrome 

o Physical and intellectual development is slow in people who have Down 

syndrome. They will frequently have health-related disorders such as heart defects 

and respiratory, vision, hearing, and speech problems. 

 

• Emotional Disturbance 

o An inability to adjust to the problems and stresses of daily life. Such disabilities 

can cause people to react aggressively to, or withdraw from, situations rather than 

attempt to adjust to them. 

 

 

                                                           
9  Source: (Boy Scouts of America, Guide to Working with Scouts with Special Needs and DisABILITIES, n.d.) 
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Intellectual and Developmental Disabilities (IDD) Overview Cont. 10 

 

• Multiple Sclerosis 
o This chronic, progressive disease of the neurologic system affects important 

functions of daily living such as walking, talking, seeing, eating, tying a shoe, 

opening a door, etc. There is no known cure, and the cause has yet to be found. 

 

• Physical Disability 
o An impairment that hampers physical, vocational, and community activities. 

 

• Developmental Disabilities 

o A severe, chronic set of functional limitations that result from any physical and/or 

mental impairment that manifests itself before age 22. 

 

• Speech/Language Disorders 
o A communication disorder, such as stuttering, that adversely affects a child’s 

educational performance. 

 

• Traumatic Brain Injury 
o An injury to the brain by an external physical force, resulting in the impairment of 

one or more of the following areas: speech, memory, attention, reasoning, 

judgement, problem solving, motor abilities, and psychological behavior. 

Impairments may be temporary or permanent. 

 

• Visual Impairment 

o An inability to see. An individual who is legally blind can see no more at a 

distance of 20 feet that a person without visual impairments can see at a distance 

of 200 feet. Functional blindness is generally defined as the inability to read 

newspaper type even with the best possible corrective lenses, or to perform 

ordinary tasks necessary to daily living. 

 

  

                                                           
10 Source: (Boy Scouts of America, Guide to Working with Scouts with Special Needs and DisABILITIES, n.d.) 
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Guidelines for Working with Clients with Disabilities  

 

General:11 

• Treat the individual with the warmth and respect you would want for yourself. 

• Treat adults with disabilities like adults- not like children. 

• Don’t assume that the individual needs assistance- ask first.  

• Be sensitive about physical contact: avoid patting a person on the head or touching 

someone’s wheelchair, scooter, or cane. Think of their equipment as an extension of 

their body and personal space. 

• Always speak directly to the individual, not their companion, aid, or interpreter. 

 

Terminology Tips:11 

• Put the person first. Avoid outdated terms like “handicapped, crippled, or retarded”, 

and use terms such as “person with disability” and “person with autism” instead.  

 

Encouragement: 12 

• Find ways to encourage the individual. 

• Reward more than you criticize in order to build self-esteem. 

 

Giving Instruction:12 

• Maintain eye contact during verbal instruction. 

• Simplify complex directions. Give one or two steps at a time. 

• Repeat instructions in a calm, positive manner if needed. 

o People with autism may take longer to process information. Be patient and 

give them some tome to process before repeating instruction. 

 

Providing Supervision and Discipline:12 

• Remain calm, state the infraction of the rule, and avoid debating or arguing. 

• When the individual is behaving in an unacceptable manner, try the “time out” 

strategy or redirect the behavior. 

Saying “No” (It’s okay to say “no”):   

• If client asks to switch from one task to another without attempting any of them, try 

redirecting their attention by saying “let’s try to focus on this activity first” 

• Exchanging phone numbers: some clients like to be social and might for your number, 

do not feel obligated to say yes. Volunteers and clients should not exchange numbers. 

                                                           
11 As adapted from (United Spinal Association, Disability Etiquette, 2015) 
12 Source: (Boy Scouts of America, Guide to Working with Scouts with Special Needs and DisABILITIES, n.d.) 
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Guidelines for Working with Clients with Disabilities Cont. 
 

Wheelchair Etiquette: 

• Don’t push or touch a person’s wheelchair without permission.13 

• Be aware of a person’s reach limits. Place items within their grasp (unless item is a 

potential choking hazard).13 

• Bend down to eye level or stand back when talking to a person in a wheelchair to 

avoid strained necks13 

• When rolling client downhill, pull them backwards. 

 

Hearing Loss:14 

• Make sure the person is looking at you before you begin to talk. 

• Speak slowly and enunciate clearly. 

• Use gestures to help make your points. 

• In a large group, remember that it is important for only one person to speak at a time. 

• Shouting at a person who is deaf very seldom helps. It distorts your speech and makes 

lip-reading difficult. 

 

Speech/Language Disorders:14 

• Be patient. People with speech disorders want to be understood as badly as you want 

to understand. 

• Don’t interrupt by finishing sentences or supplying words. 

• Give your full attention. 

• Ask people with speech disorders to repeat themselves if you don’t understand. 

 

Cognitive Disabilities:14 

• Be clear and concise. 

• Don’t use complex sentences or difficult words. 

• Don’t talk down to the person. “Baby talk” won’t make you easier to understand. 

 

Autism Spectrum Disorder:14 

• Provide consistent, predictable structure. Be patient. Allow extra time for activities. 

                                                           
13 As adapted from (United Spinal Association, Disability Etiquette, 2015) 
14 As adapted from (Boy Scouts of America, Guide to Working with Scouts with Special Needs and DisABILITIES, 

n.d.) 
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• Announce transition early by saying, “in five minutes we’ll be ending this activity and 

starting another.” 

• Break up tasks into smaller steps. 

 

 

 

 

 

Autism Spectrum Disorder 
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Ten Things Every Child with Autism Wishes You Knew15 

1. I am a child: 

• My autism is part of who I am, not all of who I am. If I get a sense that you don’t think I 

“can do it,” my natural response will be, why try? 

 

2. My senses are out of sync: 

• Ordinary sights, sounds, smells, tastes, and touches that you may not even notice can be 

downright painful for me. My environment often feels hostile. I may appear withdrawn or 

belligerent or mean to you, but I’m just trying to defend myself. 

 

3. Distinguish between won’t (I choose not to) and can’t (I am not able to): 

• It isn’t that I don’t listen to instructions. It’s that I can’t understand you. Come over to 

me, get my attention, and speak in plain words: “Jordan, put your book in your desk. It’s 

time to go to lunch.” 

 

4. I’m a concrete thinker. I interpret language literally: 

• Idioms, puns, nuances, inferences, metaphors, allusions, and sarcasm are lost on me. 

 

5. Listen to all the ways I’m trying to communicate: 

• It’s hard for me to tell you what I need when I don’t have a way to describe my feelings. 

• Be alert for body language, withdrawal, agitation or other signs that tell you something is 

wrong. 

• You may hear me compensate for not having all the words I need, rattling off words or 

whole scripts well beyond my developmental age. 

• I’ve memorized these messages from the world around me because I know I am expected 

to speak when spoken to. 

• I may not understand the context or the terminology I’m using. I just know that it gets me 

off the hook for coming up with a reply. 

 

 

 

 

                                                           
15 As adapted from (Nothbohm, Ten Things Every Child with Autism Wishes You Knew, 2012) 
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Ten Things Every Child with Autism Wishes You Knew Cont.16 

6. Picture this! I’m visually oriented: 

• Show me how to do something rather than just telling me, and be prepared to show 

me many times. 

• Lots of patient practice helps me learn. 

• I need to see something to learn it because spoken words are like steam to me; they 

evaporate in an instant before I have a chance to make sense of them. 

• I don’t have instant-processing skills. 

 

7. Focus and build on what I can do rather than what I can’t do: 

• I can’t learn in an environment where I’m constantly made to feel that I’m not good 

enough and that I need fixing. I avoid trying anything new when I’m sure all I’ll get is 

criticism. There is more than one right way to do most things. 

 

8. Help me with social interactions: 

• Teach me how to play with others 

• I do best in structured play activities that have a clear beginning and end. 

 

9. Identify what triggers my meltdowns: 

• Meltdowns and blow-ups are more horrid for me than they are for you. They occur 

because one or more of my senses has gone into overload or because I’ve been 

pushed past the limit of my social abilities. 

• Everything I do is a form of communication. It tells you, when my words cannot. 

 

10. Love me unconditionally: 

• Throw away thoughts like, “If you would just---” and “Why can’t you ---?” 

• Three words we both need to live by: “Patience. Patience. Patience.” 

• View my autism as a different ability rather than a disability. Look past what you may 

see as limitations and see my strengths. 

 

                                                           
16 As adapted from (Nothbohm, Ten Things Every Child With Autism Wishes You Knew, 2012) 
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Autism Spectrum Disorder Basics17 

• There are several terms and diagnoses that fall under the umbrella of Autism 

Spectrum Disorder 

o Autism 

o Pervasive Developmental Disorder (PDD) 

o Asperger’s Disorder 

 

• Four Major Areas of Impairment 

o Communication 

o Socialization 

o Restrictive pattern of behaviors, interests, and activities 

o Sensory Integration 

 

• Characteristics of Autism 

o Play skills frequently lack creativity and flexibility 

o May relate better to adults than peers 

o Difficulty with descriptive language and conversational turn taking 

o May ask repetitive questions 

o Very concrete and literal 

o Often display highly uneven academic skills 

o May lack common sense 

o May not understand idioms 

o Over attention to detail 

o Limited understanding of gestures, facial expressions, and other non-verbal cues 

o Abnormal vocal intonation (hoarse, high pitched, monotone) 

o Clumsy and uncoordinated movements 

o Lacking understanding of social rules 

o Excellent rote memory abilities 

o Attachments to unusual objects 

o Compulsive adherence to non-functional routines, imposed on self and others 

o Stereotyped and repetitive motor mannerisms (hand flapping, fingers or 

objects in front of eyes, posturing) 

o Difficulty making eye contact 

o Hyper or Hypo sensitive to touch, taste, smell, movement, and pressure 

 

• Theory of Mind 

o Inability to realize that other people have their own unique world view 

 

                                                           
17 Source: (Youngblood, Autism- Parent Training PowerPoint, 2008) 
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Working with Individuals with Autism Spectrum Disorder18 

 
• BEHAVIOR IS COMMUNICAITON. It expresses a need of some kind. 

o Anticipate: If you can think ahead, you might avoid some behavior. 

▪ Ex. Seating arrangements, avoiding loud noises, etc. 

o Acknowledge: Even if the behavior seems irrational. 

 

• Allowing an inappropriate behavior is not always in the best interest of the individual  

 

• Visuals: Anything the student can see that might help them 

o A checklist or picture schedule  

o Pictures showing the appropriate behaviors expected 

o Pictures of the reward given for having appropriate behavior 

o Picture of destination to let the student know where they are going 

o Pictures of favorite things or people that are reassuring/calming to the student 

o Pictures that the student can use to communicate with you 

▪ Ex. Chart with feelings, food, or activities 

 

• Visual Supports: Things we SEE that enhance the communication process 

o Body Language: facial expressions, touching, eye gaze, eye shift 

o Natural Environmental Cues: printed materials, signs, labels, menus, etc. 

o Tools for Organization and Giving Information: calendars, schedules, maps 

o Specially Designed Tools to Meet Specific Needs 

 

  

                                                           
18 Source: (Youngblood, Autism- Parent Training PowerPoint, 2008) 
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Volunteer Policies 
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Young and Special Volunteers 

 
At Next Step Ministries we accept volunteers of all ages. In order to assure their safety and 

well-being, if an interested volunteer is younger than 18 years old, a parent or legal guardian 

must also sign off on organizational policies. 

 

Next Step Ministries also values the help of volunteers with disabilities. If an interested 

volunteer is 18 years or older and has a legal guardian, the parent or legal guardian must also 

sign off on organizational policies. 
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Policy Checklist 

Before you begin your volunteer experience, please make sure to view our volunteer policies. 

Provide initials on each line below to acknowledge that you have read and agree to abide by the 

following policies. Policies are located in the Volunteer Handbook. If the interested volunteer is 

still a minor (under 18), a parent/guardian must also sign below. 

 

Agency Related Policies: 

______ Attendance and Punctuality 

o Signing In/Out, Scheduling Hours, Inclement Weather  

______ Infection Control  

______ Emergency Procedures 

o Seizures, Fire Evacuation Plan 

 

Human Resource Policies: 

______ Confidentiality Policy 

______ Program Participation Agreement 

______ Field Trip Release Form 

______ Off-site with Clients Policy 

______ Sexual Abuse and Molestation Prevention Policy 

______ Drug and Alcohol Use 

______ Smoking 

______ Work Place Grievance Policy 

______ Termination Policy 

 

 

 

Signature: ______________________________________________   Date: _______________ 

Guardian Name (print): ___________________________________   Date: ______________ 

 

Guardian Signature: ___________________________________________ 
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Agency Related Policies 
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Attendance and Punctuality 

Signing In/Out 

All Next Step volunteers and interns are responsible for accurately recording time worked. 

Volunteers and interns are to record the time they enter the facility as well as the time they 

leave the facility on the Volunteer Time Log provided at reception to ensure accurate 

tracking of service hours. 

Scheduling Hours 

Volunteers are to discuss available volunteering opportunities with the Volunteer 

Coordinator either in person or over the phone. Please call the Next Step Ministries main 

phone number (770-590-1227) to schedule your hours. If Volunteer Coordinator is not 

available, schedule your hours with the receptionist.  

Inclement Weather 

Next Step closings will be posted on our Facebook page and website (nextstepministries.net) 

as soon as decisions are made.  

We also utilize a mass texting service. If you would like to receive text notifications of 

closings, please text this message (@nsmweather) to this number (81010) to add yourself to 

this list.  

If you are unable to get information from any of the above sources during a snow or ice 

storm, you may call (678) - 480-0021 before 11PM or after 6AM for clarification. 
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Infection Control 

Next Step Ministries works with special clients. In order to assure the health of our clients, 

staff, volunteers, and interns, Next Step Ministries asks its staff and volunteers to practice 

proper hand hygiene techniques to prevent the spread of infection. Staff and volunteers are 

asked to wash their hands with soap and warm water for 20 seconds (about the amount of 

time it takes to sing the ABCs) and dry their hands using a paper towel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Staff and volunteers should wash their hands often especially before or after any of the 

following activities: 

• Before preparing food 

• Before eating  

• Before and after touching your (or a client’s) eyes, nose, or mouth 

• After wiping up any bodily fluid 

• After using the restroom 

• After blowing your nose/sneezing 

In addition to proper hand washing techniques, staff and volunteers are asked to avoid 

coming into work if and when they show signs of sickness such as fever, mucus, and nausea 

or vomiting. 
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Emergency Procedures: 

Seizures19  

It may be hard to tell if someone is having a seizure. Some seizures only cause a person to 

have staring spells. These may go unnoticed. Specific symptoms depend on what part of the 

brain is involved. They occur suddenly and may include: 

• Brief blackout followed by period of confusion (can’t remember a period of time) 

• Changes in behavior such as picking at one's clothing 

• Drooling or frothing at the mouth 

• Eye movements 

• Grunting and snorting 

• Loss of bladder or bowel control 

• Mood changes such as sudden anger, unexplainable fear, panic, joy, or laughter 

• Shaking of the entire body 

• Sudden falling 

• Teeth clenching 

• Temporary halt in breathing 

• Uncontrollable muscle spasms with twitching and jerking limbs 

Symptoms may stop after a few seconds, minutes, or continue for 15 minutes. They rarely 

continue longer. 

 

If you suspect that one of the clients may be experiencing a seizure: 

• Stay calm and notify a staff member immediately 

• Prevent Injury by removing items within reach that could cause harm if struck with it 

• Pay attention to the length of the seizure 

• Keep onlookers away 

• DO NOT hold the person down if the person thrashes during the seizure 

• DO NOT put anything in the person’s mouth 

• DO NOT give the person water, pills, or food until fully alert 

 

The most important thing to do in this situation is to remain calm, record the time the 

seizure started, and notify staff. 

                                                           
19 As adapted from (The New York Times, Health Guide: Seizures) and (epilepsy.com, Seizure First Aid) 
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Fire Evacuation Plan 

The Job Skills Coordinator (Staff Member assigned to Job Skills if absent) 

• Collect client roster and lead clients out of the building, stop at the mailbox.  

• Once outside, check the roster to verify that all have exited the building. 

• Raise your hand until acknowledged by the Office Manager.  

 

The Lead Trainer (Assigned Designee if absent) 

• Designate 2 people to escort ambulatory clients to the dumpster. 

• Direct remaining staff to evacuate Day Program clients from the building. 

• Once outside, check the roster to verify that all have exited the building. 

• Raise your hand until acknowledged by the Office Manager.  

 

DSP-1 Staff Follow the directions of the Lead Trainer to evacuate Day Program.  

 

Volunteers (or designated staff) Escort DP clients from the door to the dumpster.  

 

Nurse (Executive Director if absent) 

• Verify that the Nurse’s office is empty and the doors closed.  

• Help to transfer clients into wheelchairs as needed (DSP-1 Staff if absent). 

• Assist with Day Program Evacuation at the direction of the Lead Trainer. 

 

Executive Director (Office Manager if absent) 

• Verify that all restrooms are empty and the doors closed.  

• Assist with Day Program Evacuation at the direction of the Lead Trainer. 

 

Office Manager (Office Assistant if absent) 

• Verify that the Staff Office and Conference Room are empty/doors closed.  

• Coordinate Evacuation Verification. 

 

Office Assistant (Office Manager if absent) 

• Verify that the office suite is empty and all doors are closed. 

• Collect Staff and Volunteer Sign-ins 

• Notify 911 

• Verify that all staff/volunteers have evacuated the building. 

 

Revised 11/1/2017 
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Human Resource Policies 
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Confidentiality20 

 

Next Step Ministries takes the protection of confidential client and business information very 

seriously. To protect such information, employees and volunteers may not disclose any 

confidential information about the organization, its clients, their families, and other 

volunteers and staff to any unauthorized individual. Meaning that volunteers are not allowed 

to share, discuss, tweet, post, etc. any private information regarding the organization, its 

clients, their families, and other volunteers and staff to any unauthorized individuals. 

Authorized individuals include Next Step Ministries staff and employees. 

 

Inadvertent Disclosure  

 

The unintentional disclosure of confidential information can be just as harmful as intentional 

disclosure. To avoid this, never discuss with any unauthorized person any confidential 

information you may have about the organization. You should never discuss confidential 

information, even with authorized employees, if you are in the presence of others who are 

not authorized. 

 

If you leave the organization, you may not disclose or misuse any confidential information. 

The unauthorized disclosure of confidential information belonging to Next Step Ministries 

may subject you to disciplinary action, up to and including termination of employment or 

volunteer status. 

 

Questions regarding this policy should be directed to the Executive Director. 

 

 

 

 

 

 

 

 

 

                                                           
20 As adapted from (Next Step Ministries Employee Handbook, 2017) 
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Program Participation Agreement for Next Step Ministries, Inc. 

In consideration for being allowed to participate and/or attend any program, event, 

community outing, or any other function held by Next Step Ministries, I agree to hold 

harmless Next Step Ministries, its employees, agents, volunteers, and members from any and 

all claims or demands due to personal injury, illness or death, as well as, any and all property 

damages sustained of any nature which might be incurred by me while participating in any 

Next Step Ministries function. 

 

By signing the Policy Checklist, I, the volunteer (or parent/guardian if participant or 

volunteer is a minor) acknowledge and accept the risks of physical injury associated with 

participation in the activities described above. Except for gross negligence on the part of the 

Next Step Ministries, Inc., I, the volunteer (or parent/guardian) accept personal financial 

responsibility for any bodily or personal injury sustained during the activity. Further, I, the 

volunteer (or parent/guardian) promise to hold harmless Next Step Ministries, Inc. and its 

representatives for any injury related to the activities. 
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Field Trip Release Form for Next Step Ministries, Inc. 

 

In consideration for being allowed by Next Step Ministries, Inc. to participate in community 

based field trips, including transportation via a Next Step Ministries or CATS (Cherokee 

Area Transportation Services) vehicle to and from the field trip destination, I agree to 

release, discharge and hold harmless Next Step Ministries, Inc. it’s employees, agents, 

volunteers, and members from any and all claims or demands due to personal injury, illness 

or death, as well as, any and all property damages sustained of any nature which might be 

incurred by me while participating in any Next Step Ministries, Inc. field trip. 

 

By signing the Policy Checklist, I, the volunteer (or parent/guardian if participant or 

volunteer is a minor) acknowledge and accept the risks of physical injury associated with 

participation in the activities described above. Except for gross negligence on the part of the 

Next Step Ministries, Inc., I, the volunteer (or parent/guardian) accept personal financial 

responsibility for any bodily or personal injury sustained during the activity. Further, I, the 

volunteer (or parent/guardian) promise to hold harmless Next Step Ministries, Inc. and its 

representatives for any injury related to the activities. 
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Off-Site With Clients Policy 

 

Policy: 

The safety of clients and volunteers is important. Next Step Ministries recognizes that 

volunteers want to help. However, volunteers do not have full information on clients, 

policies, and procedures for Next Step Ministries. To avoid a situation where the safety of 

clients and/or volunteers may be compromised, volunteers can only leave the physical 

(inside) premises of Next Step with a client when a staff member is also present. 

 

 

Procedure: 
 

1.  Volunteers may accompany staff and clients on community outings. They may or 

may not be paired with a specific client for the trip. 

 

2.  Volunteers must stay with the group with the clients and staff, and not go with a 

client away from the group. 

 

3.  If for some reason the volunteer and client MUST be separate from the group, the 

volunteer will have a client well known to him or her and a client who poses no flight 

risk, or behavioral issues that could escalate into a safety problem for the client or 

volunteer. The volunteer MUST receive permission to leave with the client, let staff 

know specifically where they will be, and how to contact them if appropriate. An 

example would be a male client that needs assistance in the restroom and there is no 

other male staff to assist, then the male volunteer may assist if he is comfortable with 

providing the needed assistance (which would only walking with the client to the 

restroom and waiting on him). 

 

4.  Volunteers may walk with a client to the dumpster to empty trash if they have cleared 

it with a staff member prior to leaving on each trip. Staff must be aware of client 

location, and may have more information on client safety than the volunteer is aware 

exists. 

 

5.  The volunteer will be under the supervision of the staff member(s) on the trip, and 

must comply with directions given. Volunteers on community outings must recognize 

that while on the trip they are representing Next Step Ministries (and act/dress 

accordingly), and are there for the client's benefit. 
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Release Form for Media Recording 

I, the undersigned, do hereby consent and agree that Next Step Ministries, its employees, or 

agents have the right to take photographs, videotape, or digital recordings of me beginning 

on _______________ (date) and ending by written notice, and to use these in any and all 

media, now or hereafter known, and exclusively for the purpose of publicity, marketing, 

informational media, and security. I further consent that my name and identity may be 

revealed therein or by descriptive text or commentary. 

  

I do hereby release to Next Step Ministries, its employees, and its agents all rights to exhibit 

this work in print and electronic form publicly or privately and to market and sell copies. I 

waive any rights, claims, or interest I may have to control the use of my identity or likeness 

in whatever media used. 

 

I understand that there will be no financial or other remuneration for recording me, either for 

initial or subsequent transmission or playback. I also understand that Next Step Ministries is 

not responsible for any expense or liability incurred as a result of my participation in this 

recording, including medical expenses due to any sickness or injury incurred as a result. 

I represent that I am at least 18 years of age, have read and understand the foregoing 

statement, and am competent to execute this agreement. 
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Sexual Abuse and Molestation Prevention Policy 

Next Step Ministries, Inc. does not permit or allow sexual abuse or molestation to occur in the 

workplace or at any activity sponsored by or related to it. In order to make the “zero-tolerance” 

policy clear to all employees, volunteers and staff members, we have adopted mandatory 

procedures that employees, volunteers, family members, board members, individuals and victims 

must follow when they learn of or witness sexual abuse or molestation. 

 

Sexual abuse takes the form of inappropriate sexual contact or interaction for the gratification of 

the actor who is functioning as a caregiver and is responsible for the client’s care. Sexual abuse 

includes sexual assault, exploitation, molestation or injury. It does not include sexual harassment, 

which is another form of behavior which is prohibited by Next Step Ministries. 

 

Reporting Procedure 
All staff members who learn of sexual abuse being committed must immediately report it to the 

Program Director. If the victim is an adult, the abuse will be reported by this designee to the 

local or state Adult Protective Services (APS) Agency. If a child is the victim, the designee will 

report it to the local or state Child Abuse Agency. Appropriate family members of the victim 

must be notified immediately of suspected child abuse. 

 

Investigation and Follow-Up 

We take allegations of sexual abuse seriously. Once the allegation is reported we will promptly, 

thoroughly and impartially initiate an investigation to determine whether there is a reasonable 

basis to believe that sexual abuse has been committed. Our investigation may be undertaken by 

either an internal team or we may hire an independent third party. We will cooperate fully with 

any investigation conducted by law enforcement or regulatory agencies and may refer the 

complaint and the result of our investigation to those agencies. We reserve the right to place the 

subject of the investigation on an involuntary leave of absence or reassigning that person to 

responsibilities that do not involve personal contact with individuals or students. To the fullest 

extent possible, but consistent with our legal obligation to report suspected abuse to appropriate 

authorities, we will endeavor to keep the identities of the alleged victims and investigation 

subject confidential. 

 

If the investigation substantiates the allegation, our policy provides for disciplinary penalties, 

including but not limited to termination of the actor’s relationship with our organization. 

 

Retaliation Prohibited 
We prohibit any retaliation against anyone, including an employee, volunteer, board member, 

student or individual, who in good faith reports sexual abuse, alleges that it is being committed 

or participates in the investigation. Intentionally false or malicious accusations of sexual abuse 

are prohibited. 

 

Anyone who improperly retaliates against someone who has made a good faith allegation of 

sexual abuse, or intentionally provides false information to that effect, will be subject to 

discipline, up to and including termination. 
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Drug & Alcohol Abuse21 

Next Step Ministries is committed to providing a safe work environment and to fostering the 

well-being and health of its clients, staff, and volunteers. That commitment is jeopardized when 

any Next Step Ministries employee or volunteer illegally uses drugs on or off the job, comes to 

work under their influence, possesses, distributes or sells drugs in the workplace, or abuses 

alcohol on the job. Therefore, under authority of Georgia Law (O.C.G.A. 34-9-410) Next Step 

Ministries has established the following policy: 

1. It is a violation of company policy for any employee or volunteer to use, possess, sell, trade, 

offer for sale, or offer to buy illegal drugs or otherwise engage in the illegal use of drugs on or 

off the job. 

2. It is a violation of company policy for any employee or volunteer to report to work under the 

influence of or while possessing in his or her body, blood, or urine illegal drugs in any detectable 

amount. 

3. It is a violation of company policy for any employee or volunteer to report to work under the 

influence of, or impaired by alcohol. 

4. It is a violation of company policy for any employee or volunteer to use prescription drugs 

illegally, i.e., to use prescription drugs that have not been legally obtained or in a manner or for a 

purpose other than as prescribed. (However, nothing in this policy precludes the appropriate use 

of legally prescribed medications.) 

5. Violations of this policy are subject to disciplinary action up to and including termination. 

Non-Smoking Policy22 

It is the policy of Next Step Ministries to maintain a safe and healthy environment for all who are 

involved, either as a client, caregiver, employee, contractor, or volunteer. 

1. No smoking is allowed on the physical premises of the company. 

2. No smoking is allowed on community trips supervised and/or sponsored by personnel 

from the company as a part of the program activities. 

3. If a client is observed with smoking materials, these will be collected from the client, 

kept in a central location, and returned to the client at the end of the program day. 

4. Anyone observed to be smoking on the premises will be asked to extinguish the smoking 

material.  

                                                           
21 As adapted from (Next Step Ministries Employee Handbook, 2017) 
22 Source: (Next Step Ministries Forms, 2017) 
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Workplace Grievance Policy23 

Policy:  

Next Step Ministries recognizes that volunteers have the right to raise grievances about any 

matter related to their volunteering experience (this could be in relation to another volunteer, a 

member of the paid staff, or the manner in which they are being treated by the organization). The 

welfare of its volunteers is of paramount importance to Next Step Ministries. The following 

grievance procedure is set in place to ensure that all volunteers are dealt with in a fair manner.  

Procedure:  

1.  If a volunteer has a complaint against a member of staff, another volunteer, or the 

organization in general they should first discuss this with the Volunteer Coordinator. The 

volunteer may be accompanied by a colleague at this meeting.  

2. The Volunteer Coordinator will take proper actions to try to resolve the issue within a 

time-appropriate time frame. 

3. If the Volunteer Coordinator is the person who the complaint is against, the matter should 

be referred to the Program Director. 

4. Grievances may be submitted via email, discussed in person, or discussed over the phone 

depending on the volunteer’s comfort level. 

a. If the volunteer wishes to submit a grievance over the phone, they should call the 

Next Step Ministries mainline (770- 592- 1227) and ask to speak to the Volunteer 

Coordinator (or Program Director). 

No Retaliation24 

It is contrary to the values of Next Step Ministries for anyone to retaliate against any board 

member, officer, employee, or volunteer who in good faith reports an ethics violation, or a 

suspected violation of law, such as a complaint of discrimination, or suspected fraud, or 

suspected violation of any regulation governing the operations of Next Step Ministries. An 

employee who retaliates against someone who has reported a violation in good faith is subject to 

discipline up to and including termination of employment. 

 

                                                           
23 As adapted from mynetball.co.nz, Sample Volunteer Grievance Policy & Procedure 
24 As adapted from National Council of Nonprofits, Sample Whistleblower Protection Policy 
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Termination25 

Volunteers who do not adhere to the policies and procedures of the program or who fail to 

satisfactorily perform their volunteer assignment are subject to dismissal. Dismissal is within 

the discretion of the Volunteer Coordinator. Grounds for immediate dismissal may include, 

but are not limited to:  

• Violation of program policies and procedures, court rules, or law  

• Mistreatment or inappropriate conduct toward clients, families, co-workers or 

cooperating agency personnel  

• Being under the influence of alcohol or drugs while performing volunteer duties  

• Theft of property or misuse of program equipment or materials  

• Breach of confidentiality  

• Criminal activities  

 

Grounds for non-immediate dismissal may include, but are not limited to: 

• Failure to satisfactorily perform assigned duties  

• Conflict of interest which cannot be resolved  

• Gross misconduct or insubordination  

 

The termination process is as follows: 

1. Volunteer will be given a verbal warning by Volunteer Coordinator (or other 

authorized staff) 

2. If issue continues, the volunteer, Volunteer Coordinator, and authorized staff member 

will have a meeting to further discuss the issue. Documentation will be recorded. 

3. If issue continues after the documented meeting with Volunteer Coordinator and other 

authorized staff, the Volunteer will be dismissed. 

 

 

 

 

 

 

                                                           
25 As adapted from (CASA/GAL Program: Volunteer Corrective Action and Dismissal Policy) 


