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SUBJECT: REQUESTING VOLUNTEERS
PURPOSE:
To establish a procedure for utilization of volunteers by City Departments.

DEFINITIONS:

A volunteer is a person who donates hours of service to the City for civic, charitable, or
humanitarian reasons, without promise, expectation, or receipt of compensation for
services rendered, except for reimbursement for expenses, reasonable benefits, and
nominal fees, or a combination thereof. A person is not a volunteer if the person is
otherwise employed by the City to perform the same type of services as those for which
the person proposes to volunteer.

POLICY:

The Human Resources Department shall establish and maintain, as needed, lists of
qualified volunteers to enable departments to complement their paid municipal labor
force and to assist in the common purpose of accomplishing the established City of
Riverside goals and objectives. Departments shall not request volunteers to substitute,
supplement or replace any vacancy of paid municipal personnel.

As a complement to the paid municipal labor force, volunteers shall augment the labor
supply by serving as additions to, or extensions of, existing personnel. The services of
the volunteer shall enhance or facilitate service delivery.

Volunteer activities in municipal government shall include, but are not limited to: the
participation of citizens in the direct delivery of service to others; citizen action groups:
participation in self-help and mutual aid endeavors; and a broad range of informal
helping activities. All departments are invited and encouraged to recruit potential
volunteers for their divisions.

Departments wishing to complement their existing personnel or request the temporary
assistance of a volunteer shall complete a Volunteer Request Form. An electronic e-
mail message or memo is acceptable in lieu of a Volunteer Request Form, as long as
ti}e needs are specific; i.e., length of the project, skills required, days needed, and type
of project.



