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Thank you for choosing to make a difference in your 
community by volunteering with Meals on Wheels. 

Oregon Cascades West Council of Governments
Website www.orcw.org   l   Email volunteers@ocwcog.org 
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Lincoln County 
(541) 336-2289
203 N Main St
 Toledo, OR 97391

Benton County 
(541) 967-8720
1121 NW 9th St
Corvallis, OR 97330

Linn County 
(541) 967-8720
1400 Queen Ave SE Albany, OR 97322
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Dear Volunteer,
Welcome! As a volunteer with Oregon Cascades West Council of Governments (OCWCOG) Meals on Wheels program, you are joining an amazing team of volunteers. Each volunteer plays a vital role in providing excellent, and much-needed, service to the residents of our three-county region – Linn, Benton, and Lincoln Counties. Your volunteer service supports some of our most vulnerable residents. Thank you, in advance, for making a commitment to serve your community.
As a volunteer, you are a professional member of our team. You will receive training and recognition and have an opportunity to work side by side with staff, clients, and community partners. Without people like you, we would not be able to provide the level of essential services to those we serve.
You and fellow volunteers positively impact others and make our counties a better place to live, work and play. In return, we hope your service gives you an increased sense of connection and purpose in your life.
[image: ]Gratefully

Randi Moore
Program Director of Senior, Disability, & Community Service Programs
Oregon Cascades West Council of Government

“Volunteers are the only human beings on the face of the earth who reflect this nation’s compassion, unselfish caring, patience, and just plain love for one another.”  -Erma Bombeck
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Our Mission & Values

At Oregon Cascades West Council of Governments, our mission and values drive what we do, and how we do it.

Our Mission is To promote a thriving region through service, connectivity, and innovation.

Compassion: Actively caring for others
Collaboration: Working together to achieve common goals
Diversity, Equity & Inclusion: Creating an environment where everyone is welcomed, supported, and given the resources to thrive
Integrity: Always doing the right thing 
Respect: Honoring one another

Purpose Of This Handbook

This handbook was created by Oregon Cascades West Council of Governments (OCWCOG) Meals on Wheels program to help you navigate through your volunteer service. It also addresses key policies and practices, including the screening process, information about the agency, safety, and more. All volunteers are asked to keep track of volunteer hours, and depending on your volunteer position, may ask you to track your mileage. 
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Meals on Wheels Volunteer Options 


About Meals on Wheels Advisory Council
Open to volunteers age 18+
Requires a criminal history background check.

This advisory council is made up of a group of citizens from Linn, Benton, and Lincoln Counties that advocate for the Meals on Wheels community dining and meal sites within their communities and assist OCWCOG staff in ensuring the meals sites are running effectively. Meetings occur every other month. 

Your role as a Meals on Wheels Advisory Council Volunteer

Each member serves as an adviser to the Meals on Wheels program management and as a liaison between the meal site manager and program supervisor. Committee members agree to visit their assigned meal site on a quarterly basis to complete a meal site monitoring form.  Meetings occur monthly and begin at 10 am.

About Meals on Wheels
Open to volunteers 
Requires an application and criminal history background check

Meal on Wheels began in 1954, by a small group of citizens in Philadelphia. The goal was to support our senior neighbors to extend their independence and health as they age. What started as a compassionate idea has grown into one of the largest and most effective social movements in America, currently helping nearly 2.4 million seniors annually in virtually every community in the country. * 
Meals on Wheels service began in Linn, Benton, and Lincoln Counties in the 1970s and is operated by Oregon Cascades West Council of Governments. There are 11 meal sites within the three counties. 

Our home delivery program is designed for homebound seniors and people with disabilities under 60 who receive Medicaid services and are unable to get to a dining room in their community. Our home-delivered meals are delivered by volunteer Meals on Wheels drivers.

Our meal sites serve hot, nutritious, midday meals, and offer companionship to seniors who are at least 60 years of age and their spouses, and to Native Americans who are at least 55 years of age.


Your role as a Meals on Wheels volunteer

As a volunteer you may take on one, or several, of the following roles:
· Home Delivery: Deliver a meal and a greeting to older adults, and those with disabilities, in their homes. Meals are picked up at a central location and delivered on a mapped route in a personal vehicle. Drivers can be reimbursed for gas. Delivery schedule is based on the operating hours and needs of the meal site.   
·  Kitchen Preparation: Assist the meal site manager with food preparation, packaging and clean up. Schedule is based on the operating hours and needs of the meal site.
· Administrative/Office Support: Support staff by completing tasks such as data entry, copying, compiling packets, handwritten special occasion cards for clients, delivering donations or outreach materials to meal sites. Schedule arranged with 
supervisor and volunteer.  
· Advisory Council: Facilitate the communication and 
exchange between the agency and the local communities 
including meal site visits and attendance at local public events.
· Community Dining (Connections Café): Support the meal site for in-person dining by assisting with set up, providing table service, welcoming diners. Schedule is based on operating hours and needs of the meal site.  
· Event Coordination: Support the meal site manager by arranging events for lunch service including scheduling guest speakers, entertainers, or musicians. Schedule is flexible.   
· Pet Program (Paws & Claws): Assist the meal site manager with packaging, labeling and distributing pet food and supplies. Tasks could include pet food and supplies transportation to/from clients or donors.

Meals on Wheels volunteers under the age of 18:
Minors wishing to volunteer will be required to have a parent, or guardian, read and sign a consent form. The requirements below will be followed - 

· 15 years old or younger, no background check is required, but while volunteering they must be under constant supervision by an adult who has passed a background check. Preferably a parent or guardian.
· 16-17 years old, if delivering Meals on Wheels to client homes, will be required to pass a background check, and be under constant supervision by an adult who has passed a background check. Preferably a parent or guardian.
· 16-17 years old, if volunteering in the kitchen, they will be required to pass a background check and while at the meal site, will be assigned a volunteer or staff mentor who has passed a background check.

Volunteering with Meals on Wheels is a positive experience that provides an opportunity for personal contributions to your community, social interactions with new people, and knowing that you are making a difference in people’s lives.  
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Meals on Wheels Contact Information 

	Staff
	Phone
	Email

	Meals on Wheels Program Supervisor
Heidi Durrett
	(541) 812-6015
	hdurrett@ocwcog.org

	Meals on Wheels Program Manager
Heather Schermerhorn
	(541) 924-8409 
	hscherme@ocwcog.org

	Senior, Disability, & Community 
Services Program Director
Randi Moore
	(541) 924-8438
	rmoore@ocwcog.org
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Getting started 

Volunteer Onboarding & Training: People volunteer for many reasons: to give back to their community, socialization, to keep active, to share their talents and abilities, develop a skill set, or expand their knowledge.  Our goal is to provide you with a rewarding experience, regardless of your reason for volunteering.   

To ensure the safety and dignity of those we serve, volunteers must complete our application process, which includes a criminal background check with the State of Oregon. 

Volunteers who drive during their volunteer service must submit a photocopy of their current driver’s license and proof of insurance. 

During your onboarding, you will be required to read and sign OCWCOG’s confidentiality agreement. You will be asked to read and sign our photo media release form. 

Training is something you can expect in your volunteer position. You have the right to ask questions and for clarification on your duties. We want you to feel confident and able to do your work. Once assigned to your volunteer position, you will receive a site-specific orientation and training for your duties.

What volunteers can expect: We are committed to fair and supportive relationships with our volunteers.

As a volunteer, you have a right to:
· Work in a healthy and safe environment
· Be interviewed and engaged in accordance with equal opportunity and anti-discrimination laws
· Be adequately covered by insurance
· Receive a volunteer role and suitable training
· Be heard
· Feel good about your contribution 
· Receive recognition
· Accurate information about the organization
· Reimbursement for pre-approved out-of-pocket expenses
· Access to our policy and procedures manual
What we expect of volunteers: We ask that you treat our clients with dignity and kindness and respect their rights and individuality. Specifically, your responsibility is to:
· Be reliable, on time, and helpful
· Honor the agency’s values
· Ask for support when needed
· Report any safety concerns
· Undertake training as requested
· Value and support other volunteers
· Be trustworthy and respect client confidentiality
· Immediately report any concerns of abuse or neglect
· Follow all policies, practices and laws while volunteering 
· Give sufficient notice when you are unable to volunteer
· Say ‘no’ to requests that cross professional boundaries
· Carry out the work you have agreed to do responsibly and ethically
· Not use your position for personal or financial gain or as a means to solicit or conduct personal business
· Have a clean professional appearance

As part of the selection process, all volunteers must consent to a criminal background check. If driving is part of your volunteer duties, you will be required to provide a copy of your driver’s license and auto insurance policy. 

Recognition of service

We value and want to recognize the contributions made by our volunteers. Each year volunteers are recognized at special events and through our volunteer service awards program. 

Volunteer Recruitment

At Oregon Cascades West Council of Governments Meals on Wheels, our volunteers come to us through a variety of avenues. You, our current volunteer, can help spread the word to help ensure we are fully staffed with volunteers. We are happy to provide you with materials to share with your family, friends, civic organization, church, or social club. 

Policies

The following policies are a summary of Oregon Cascades West Council of Governments’ policies and practices for volunteers. As a volunteer of OCWCOG and Meals on Wheels, you are expected to familiarize yourself with the information provided here. If you have any questions, please contact your meal site manager, or the volunteer coordinator.

Open and friendly:  At Oregon Cascades West Council of Governments, we recognize that our consumers and volunteers come from diverse backgrounds.  We ask that while volunteering you refrain from conversations about politics, religion, gender, sexual orientation, and negativity about cultures or race.  Our goal is to create an inclusive and collaborative experience whether onsite or delivering to consumers.  We believe that together we have way more in common than the things that divide us.  Please do not assume that those around you agree with your views.  Volunteers who cannot meet this expectation will be asked to resign their position.

Anti-Harassment: Oregon Cascades West Council of Governments has a zero-tolerance harassment policy. We are committed to providing a place to volunteer that is free from harassment, disrespectful behavior, intimidation, communication/other conduct directed at an individual because of their sex, race, sexual orientation, gender identity, religion, age, national origin, disability, or military/veteran service, or any other basis protected under local, state and federal law. Harassment is deliberate and/or repeated behavior that is not welcomed or asked for. Harassment is considered a form of volunteer misconduct and is subject to disciplinary action appropriate to the findings.

Harassment Complaint Procedure: Report the incident(s) to your meal site manager, or if you do not feel comfortable sharing the complaint with them, contact the volunteer coordinator. Oregon Cascades West Council of Governments’ complaint procedure provides for immediate, thorough, and objective investigation of any claim of unlawful or prohibited harassment, appropriate disciplinary action against one found to have engaged in prohibited harassment, and appropriate remedies for any victim of harassment. Phone: (541) 812.6015    Email: volunteers@ocwcog.org

Confidentiality: It is important that we preserve the confidentiality of client information. There should be no disclosure of any confidential information about clients to anyone outside of the program where you volunteer. Client’s personal information should be held in the strictest confidence and not be left where unauthorized persons can view it. Volunteers found in violation of this policy may be dismissed from the volunteer program. 

Equal Opportunity/Non-Discrimination: Oregon Cascades West Council of Governments is committed to providing equal opportunities for all qualified volunteers and to administer all aspects and conditions of the volunteer program without regard to race, sex, gender identity, sexual orientation, religion, age, national origin, disability, or military/veteran service. We are furthermore committed to fostering an environment that is characterized by respect and dignity. Discrimination is not consistent with our mission and values and will not be tolerated by anyone, including managers, volunteers, clients, or vendors. Everyone is responsible for advancing a respectful environment and reporting discriminatory or harassing behavior.

Gifts: Clients may wish to show their gratitude by offering small gifts or money. As a public agency there are significant restrictions on the acceptance of any gifts. Oregon Cascades West Council of Governments wants to avoid the appearance of impropriety in the acceptance of gifts. Volunteers are prohibited from accepting gifts of anything of value for themselves or the volunteer program. It is important that you also refrain from giving to clients. It is important to keep the relationship professional and maintain healthy boundaries. Consumable gifts (e.g. cookies) can be accepted and should be shared with others at your volunteer assignment. 

Mandatory Abuse Reporting: As a volunteer, you are considered an agent of Oregon Cascades West Council of Governments and therefore are a mandatory reporter under the following Oregon Administrative Rules – 411-020-0002, 414-400-0095 – which requires you to report suspected abuse of certain protected populations. Those protected populations include children, adults age 65 or older, adults with developmental disabilities, adults with mental illness, and residents in nursing facilities.  Volunteers must report suspected abuse.  Abuse of a protected adult or child can be reported at 855-503-SAFE (7233).  If you suspect a crime has been committed against a protected person, you must also report it to a Law Enforcement Agency.  Volunteers are encouraged to discuss concerns with their meal site manager. 

Personal Appearance: Maintaining a clean, professional appearance is important as it helps facilitate a level of trust and confidence between those volunteering and those we serve. Oregon Cascades West Council of Governments wishes to provide an environment that is free of safety hazards and potentially offensive attire therefore the following are generally not acceptable: Bare feet, sexually provocative clothing or exposed under garments, clothing or tattoos with offensive slogans or pictures, pants or shorts or skirts worn well below the waistline, and any clothing or accessory that could present a safety hazard.       

Smoking, Alcohol, Drugs: We believe it is important to balance respect for an individual’s rights with our responsibility to provide a safe and production environment for our volunteers. Our smoking, alcohol, and drug policy was developed to ensure a safe environment for volunteers and those we serve. 

All Oregon Cascades West Council of Governments’ buildings and vehicles are tobacco-free. Use of tobacco products must be used outside of the facilities. Smoking is not allowed near building entrances, exits windows or air takes. Oregon law prohibits smoking within 10 feet of building entrances and other openings. 

The manufacture, use, distribution, sale, consumption, or possession of alcohol, drugs*, or other controlled substances during volunteer hours, including break periods, is prohibited.

Volunteers found in violation of this policy may be dismissed from the volunteer program. 

*Drugs refers to marijuana and all other controlled substances under the Federal Controlled Substances Act, designer drugs and other mind-altering or function-altering substances that are not approved for human consumption by the U.S. Food and Drug Administration. 

Weapons: Oregon Cascades West Council of Governments has a strict policy against being in possession of guns, knives, explosives, or any other object that could be reasonably perceived as a weapon, on Oregon Cascades West Council of Governments’ property, including parking lots. Personally owned vehicles are exempt from this policy. 


Volunteer practices

Background Check & Volunteer Screening: To ensure the safety and dignity of all those we serve; volunteers must complete the application process. This includes filling out an application, meeting with the volunteer coordinator or meal site manager to match your skills and preferences for a volunteer position and provide the needed information for the required State of Oregon background check. Volunteers who drive during their service must submit proof of car insurance. Volunteers have a responsibility to report changes in their criminal status which may impact their ability to volunteer. Drivers must report arrests or convictions related to driving while impaired. 

Client Concerns:  Please refer any concerns regarding the quality of service to your meal site manager. 

Client Emergencies: If you discover a client in an emergency situation, or are suspicious of an emergency situation, contact your meal site manager immediately. They will notify the proper authorities and ensure the client receives the help they need. The meal site manager will follow their safety protocol. 

Complaint/Suggestion Procedure: Meals on Wheels’ volunteer program subscribes to an open-door policy. Volunteers may discuss with their meal site manager any issues they have or suggestions regarding the service environment, policies and procedures, and the service to clients. Volunteers may also bring an issue or suggestion to the volunteer coordinator. If the complaint is not resolved by taking it to their meal site manager or the volunteer coordinator, they may contact the program director. 

Contagious Diseases & Volunteering: To ensure the safety of those we serve, as well as other volunteers, those experiencing contagious illnesses should refrain from reporting to their volunteer assignments and notify their meal site manager immediately of their unavailability. 

Inclement Weather: Due to inclement weather, if you are unable to get to safely travel to the location to volunteer, contact your meal site manager. If a meal site is closed/delayed in opening, you will be contacted by your meal site manager.

Requesting Time Off: Communicate any shift conflicts with your meal site manager as soon as possible. The earlier you alert them, the better chance they have finding a replacement. 

Resignation/Retirement: Our hope is that volunteering is rewarding and convenient for you, but if there comes a time when you can no longer be a volunteer for the Meals on Wheels program, please let your meal site manager know as soon as possible. 
If you decide to no longer volunteer, we would appreciate you taking the time to complete a short exit interview with the volunteer coordinator. Our goal is to provide community members with a fulfilling volunteer experience, and your feedback can help us do that just. 
 
Safety: To assist in maintaining a healthy and safe environment we ask that you:
· Act with common sense
· Take reasonable care in protecting your own health and safety and do not put others at risk by your actions or failure to act
· Use supplied gloves, handcarts, etc. to protect your health
· Report hazards, accidents and incidents to your meal site manager

Meals on Wheels’ volunteer program will provide information, training and supervision for all volunteers to help ensure a safe and fulfilling volunteer opportunity. 
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