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Volunteer Recruitment Strategy

Volunteer Recruitment Plan

· Develop Mission, Vision and  Value statements

· Our volunteer recruitment plan will be complete and in affect by October 2011

· BIAWW will focus on the Safe Steps of Volunteer Recruitment during the hiring process and volunteer support this process will be implemented by staff, board of directors and hiring committee
· Everyone in our Association will be familiar with our volunteer recruitment pan and with our current volunteer needs by September 2011

· Our goal is to increase the volunteer workforce by 15% and by Spring 2012 increased by 25%

· The Executive Director and office assistance with the assistance of the Board President will monitor the effectiveness of our plan and revise as needed

Steps BIAWW will take to provide efficient volunteer recruitment:

1. Developed Mission, Vision and Value statements (February 2010 – Included in report)

2. Determine current volunteer needs (April 1,  2011 – completed and included in report)
3. Write volunteer positions (April 30, 2011- completed and included in this manual)

4. Create a Volunteer Application (April 30, 2011-  included in report)

5. Create media advisories, creative advertisements to send to media (August, 2011 – included in report)

6. Develop screening tools such as application, interview and reference forms. (April 30, 2011 – Included in report)
7. Write an acceptance letter and denial letter for potential volunteers (May 15, 2011 – completed included in report)

8. Write a letter for Police record check procedures and letter for volunteer to present at Police Station (May 15, 2011 – included in report)

9. Join Volunteer Action Centre, Get Active, Charity Village and Kijiji Kitchener and posted positions.(completed May 15, 2011 – posting included in report)

10. Post current recruitment advertising via Volunteer Action Centre for distribution to their advertisers (Ran May 16 – May 27) Advertisements ran on CHYM FM, KICX FM and 570 News the weeks of June 6-13, 2011) Will be posting again in September and December 2010 (Ad – included in report)

11.  Create a new brochure, have printed and start distributing for marketing, volunteer recruitment and fundraising purposes – Marketing  committee will assist in this and have it completed by October  2011

12.  We will contact our financial supporters and contacts to distribute our volunteer brochure and current positions with their staff and clients if appropriate by October 2011

13.  Participate in volunteer fairs provided through the Universities, Colleges and  Volunteer Action Centre if appropriate and needed by January 30, 2011
14.  Develop a volunteer evaluation form; this evaluation will be done one-on-one at their anniversary date. (Ongoing – included in report)
15. Post current positions and update www.biaww.com volunteer page ( End of September)

The Safe Steps for Volunteer Involvement which BIAWW will be implementing in Volunteer Program

1. Determine the risk. Identified and analyzed the risk in programs, services and volunteer positions
2. Create position descriptions. Position descriptions were created which clearly outlines all the responsibilities and expectations
3. Recruitment process: A recruitment process has been set and started implementation 
4. The Application form has been created to collect personal information about the volunteer. 
5. Interviews: Applicants will be interviewed by either the staff or the hiring committee of the board of directors
6. Reference Checks: All applicants will confirm the background and skills of applicants and will provide another perspective on the suitability of the applicant for the position. This screening practice will be consistent and all references will be checked for applicants
7. Police Record Check if needed. If the position that is being recruited for works with our survivors, within the Opportunity Centre during the centre’s hours or handles cash or financial information volunteers will be screened. If a police record check is needed then the volunteer must prove and pass a Police Records Check before commencing volunteer activities.
8. Training and orientation for all volunteers will take place by November 2011 to ensure that volunteers are training on the policy, procedures and the Brain Injury Association of Waterloo-Wellington
9. For Board of Directors there will be a separate training for Roles of the Board. If needed separate Strategic Planning and Succession planning if needed.
10. Program volunteers will be supervised and our committee and board of directors will have ongoing guidance from the staff and President.
11. On a yearly basis at their anniversary we will conduct evaluations to ensure that our volunteers are happy with their position or if they would like to volunteer in another capacity. (Executive Director, Board President and Fundraising Manager will conduct evaluations)
Strategies for Recruiting BIAWW Volunteers
There are several recruitment strategies that we will use to recruit new BIAWW volunteers. 
One of the best ways to recruit volunteers is through partnerships with community organizations. We will connect to the organizations that currently support our association and tell them about our current volunteer positions. 

· 55+ communities

· Alumni associations

· Businesses that currently support us

· Distribution of positions to the Lion’s Club, May Court Club, and Leadership Waterloo Region 
· Attendance at volunteer fairs at the Universities and Conestoga College 

· Attendance at the volunteer fair at Conestoga Mall in September
· Community fitness clubs such as Good Life Fitness
· Health care providers (e.g. home care agencies, hospitals and doctors)

· Libraries 

· Professional associations 

· Retiree associations (e.g. retired teachers, retired federal employees) 

· Region of Waterloo ODSP and Public Health Departments

· Distribute to Grand River Hospital and St. Mary’s Hospital for display
· Social service agencies 

· Posted on BIAWW website and within newsletter
· Posted at the local Volunteer Centre, the National Volunteer database (www.getinvolved.ca), on Charity Village and Kijjii

· Print advertising in local newspapers and social services newsletters

Volunteer Recruitment Process
About the Brain Injury Association of Waterloo Wellington
The Brain Injury Association of Waterloo-Wellington (BIAWW) is a non-profit charitable organization dedicated to providing social activities and resources for people affected by brain injury. The BIAWW is committed to fostering public awareness of brain through education and prevention programs.
Our mission is to “Give support, hope and answers to survivors of acquired brain injury (ABI).

Our vision: To be recognized as pioneers in meeting the needs of survivors and their caregivers and setting the standard for innovative program delivery, education and prevention of ABI.

Our Values:

Dignity

Acceptance

Respect

Empowerment
Current Volunteer Needs
While considering how much time BIAWW has to dedicate to the volunteer program and the management of volunteers we came to the conclusion that the current and on-going needs are the following. 
· Board of Directors

· Executive Committee

· Fundraising Working Committee

· Communications/Media Committee

· Program Committee

· Glass Program Assistant

· Holiday Glass Sales

The Opportunity Centre is a program that is in joint partnership with the BIAWW and Traverse Independence the membership of survivors and their family members provide the volunteer needs to run our programming efficiently as this is part of their rehabilitation process to feel needed and fulfilled. The members of the Opportunity Centre take pride in the work that they do and BIAWW acknowledges the work they do as members but also as volunteers. 
Volunteer Position Descriptions
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Volunters do rot necessarily have the time.
they ust have the heart ~Efzabeth Andrew~

THANK YOU VOLUNTEERS!

You are invited to a celebration of you!

VOLUNTEER APPRECIATION [UNCHEON

Thursday, April 14, 2011
11:30am.

The Opportunity Centre
5A 607 King Street West, Kitchener

IN PARTNERSHIP WITH

Brain Inju
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Please RSVP By April 12, 2011
To either

Robin at 519-579-5300 or biaww2@bellnet.ca
Krista at 519-741-5845 ext. 2108 or k.bames@travind.ca





Position Title: 
Position Description: 
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You’re Invited to Our

OPEN HOUSE

Celebrating Brain lnjuryAwareness Month
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= gy .
Wednesday June 15th, 2011

11:30am - 3:00pm g # L

Take a tour to get to know us better
View a Showcase of our Survivors’ Creative Work ’!ﬁ

Enjoy Live Entertainment

Savor the Eats ’l * * ’ﬁ%
Network with others -

Relax over a BBQ lunch *

Come out and Enjoy the great food and great fun

Location: Opportunity Centre 607 King St W.
and across the parking lot at 617 King St W Kitchener

For Details call: 519.579.5300 or
519.741.5845 ext 2108, ext 2501 or ext 2502




Skills Needed: 
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Benefits to the Volunteer: 
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Training: 
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Minimum Age: 
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Car Required:   
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Sincere thanks to
YOU...
For your dedication and for creating
A Vibrant Association.

Happy National Volunteer Week
April 10 ~16, 2011




Time Commitment Required: 
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Contact Person: 
Executive Committee/Nominating Committee Volunteer Positions

Position Title: 
Position Description: 
President 

Purpose

The President leads, oversees, and is ultimately responsible for all functions of the organization, ensuring its continued growth and development, continuity and financial stability. The President serves as Chair of the Board of Directors and of the Executive Committee

Responsibilities
New directions and planning

· Provide and foster vision 
· Develop new ventures and committees as appropriate
· Manage the strategic planning process, guide the plan’s implementation and review the plan a least annually, usually after the Annual General Meeting
· Submit a yearly report to the public for our Annual Report
Financial

· Work with the Treasurer and Executive Director to develop an annual budget
· Work with the Treasurer and Executive Director to oversee finances 
· Assist with seeking out fundraising opportunities, work with supporters, granting organizations and government agencies when needed
· Be a signing officer for cheques and grant proposals 
Board

· Lead the Board
· Organize and conduct Board and Executive Committee Meetings
· Delegate responsibility and provide support to Committee chairs and staff
· Work with the Executive Committee and staff members to recruit new Board Members and Committee Members
Management

· Represent the organization by negotiating, signing and managing contracts where needed
· Signing officer of grant submissions
· Ensure that BIAWW conforms to By-Laws and constitutions
· Ensure that BIAWW practices the guide lines of the Canada Revenue Agency to ensure BIAWW keeps it’s charitable status
· Notify Board members who are not fulfilling their responsibilities and ensuring all Board Members have paid their yearly board memberships
· Oversee BIAWW’s administration, including managing the Executive Director
· Ensuring that the staff/executive directors evaluations are completed by the beginning of the fiscal year
· Ensuring appropriate and legal steps are taken upon the dismissal of any staff or volunteer
Program and Public Relations
· Working with the staff ensure the use of the “BIAWW” brand is being used effectively, responsibly and consistently within print media, web pages, blogs and social media
· Be the official spokesperson to media if Executive Director is not available or arrange suitable spokesperson if you are not available
Past President
· Upon completion of elected term, serve one year as Past President
Qualifications


Time Commitment Required 
· 10-25 hours per week, depending upon activities
· The President’s term is two years, beginning at the Annual General Meeting in October 

· Term may be renewed
· Conduct all Board meetings and Executive meetings in person per month; time as per determined by the Board and Executive Committee

· Arrange Executive Committee meetings and Board Meetings and be available via email or phone for staff, Board Members and all committees for questions or concerns

Support
The President is supported by the Executive Committee, Board Members and the staff of the Brain Injury Association of Waterloo-Wellington.
Vice President
Purpose

The Vice President plays various leadership roles with BIAWW, assists the President in fulfilling the mission of BIAWW and acts in the President’s place in his/her absence. 

Responsibilities
· Attend all Board and Executive Committee meetings
· Collaboratively guide the association’s day-to-day operations by serving on the Executive Committee
· Carry out special assignments when requested by the Board of Directors
· Understand the responsibilities of the President and be able to perform these duties by presiding in the President’s absence
· Participate as a vital part of Board leadership
· Be available for advice and assistance to fellow board members and community 
· Be a signing officer for cheques and grant proposals
Qualifications


Time Commitment Required
· The Vice-President’s term is two years, beginning at the Annual General Meeting in October 

· Term may be renewed

· Take responsibility of the President in case of his/her absence
· Attend all Board Meetings and Executive Meetings in person or via telephone

Support:

The Vice-President is supported by the Executive Committee, Board Members and the staff of the    Brain Injury Association of Waterloo-Wellington.
Secretary
Purpose

The Secretary is the central focus for the records of the Board of Directors, the committees and any Ad-hoc committees of the Brain Injury Association of Waterloo-Wellington. (BIAWW)
Responsibilities
· Perform the functions described in the Board of Director’s volunteer position description
· Attend all Board and Executive Committee meetings
· Maintain accurate and current records in such key areas of By-laws constitutions with support of staff
· Record minutes and motions of Board of Director meetings and Executive Committee meetings and prepare them for timely distribution either directly to the Board or via the President if so requested. If secretary cannot make meetings it is his/her responsibility to ensure another Executive Committee member assumes the responsibility
· Maintain a list of Board of Directors and committee members
· At the President’s request the Secretary may undertake other responsibilities related to internal Board documents
Qualifications


Time Commitment Required
· The Secretary’s term is two years, beginning at the Annual General Meeting in October 

· Term may be renewed

· Time needed for the role of Secretary ranges from 1 to 3 hours per week, with more time required during periods of intense Executive Committee meetings or other 

· Attend all Board Meetings and Executive Meetings in person
Support
The Secretary is supported by the Executive Committee, Board Members and the staff of the Brain Injury Association of Waterloo-Wellington.
Treasurer
Purpose

The Treasurer has primary responsibility for management and control of The Brain Injury Association Waterloo-Wellington’s (BIAWW) funds as well as the overall fiscal health of the organization. The Treasurer works with the staff to ensure that proper records are maintained and that they reflect the current financial condition of BIAWW. These records include cash, outstanding advances, investments, accounts receivable and other assets, accounts payable, and fund balances (net assets). The treasurer also works with the Board President to implement fiscal policy and procedures.

Responsibilities
· Maintain control of all BIAWW’s funds
· Serve as one of the two official signatories on cheques
· Attend all Board and Executive Committee meetings
· Ensure that accurate books and records of financial condition are maintained
· Ensure that any assets are protected and invested according to organization policy
· Ensure that BIAWW complies with charitable status, corporate and statutory reporting requirements
· Ensure that comprehensive financial reports to the Board are prepared in a timely and accurate manner
· Ensure that complete records are available to individual or individuals preparing financial statements
· Ensure that BIAWW’s financials are audited yearly
· Submit audited financials and a treasurer’s report yearly for BIAWW’s Annual Report
· Perform all duties incidental to the office of the Treasurer
Qualifications


Time Commitment Required 
· The Treasurer’s term is two years, beginning at the Annual General Meeting in October 

· Term may be renewed

· Weekly time commitment varies as needed to accomplish major duties

· Attend all Board Meetings and Executive Committee meetings

Support
The Treasurer reports to the Board President and to the Board of Directors. The treasurer is supported by the Executive Director, Board President and the Executive Committee.


Position Title: 
Position Description: 

Skills Needed: 


Benefits to the Volunteer: 

Training: 

Minimum Age: 

Car Required:   

Time Commitment Required: 

Contact Person: 
Position Title:  Communications/Media Committee
Position Description: 
This committee is a working committee of the Brain Injury Association of Waterloo-Wellington to raise public awareness of the Association, its work and of brain injuries. 

1. Develop Marketing tools

2. Seek out sponsorships such as the newspaper for their advertising support; consult with advertising agencies or staff to arrange promotional campaigns in all types of media

3. Develop and manage media relations

4. Development of external messages for staff, board, committees and speakers

5. Manage special event notices, creation of special event PSA’s in relation to the Fundraising Committee

6. Creation and management of communication guidelines and standards, including branding, style and editorial

7. Create and develop templates for newsletters, annual reports, and general posters etc within the branding of Association. These need to be created in Word or Publisher as these are the programs that the staff and volunteers have at their 

8. Recruiting, training and coordinating volunteer speakers

9. Creation of web and print advertising

10. Develop and utilize Social Media outlets and blogs

11. Review current website to evaluate it and make successions for updates or changes 

12. Working with the Kidz on Lidz program develop training materials and assisting at events and be able to speak if required

13. Interview brain injury survivors and be able to write their stories to be used in publications such as our Annual Reports, newsletters and other print material to personalize the work of the Brain Injury Association of Waterloo-Wellington

14. May develop displays and make speeches on behalf of the BIAWW; prepare and deliver speeches to further public relations objectives 

15. Seek out sponsorships for events and forward information to Fundraising committee or Fundraising Manager to approach for sponsorship our support

16. Be available to attend Glass Shows and other Special Events
Skills Needed: 

Benefits to the Volunteer: 

Training: 

Minimum Age: 

Car Required:   

Time Commitment Required: 

Contact Person: 
Position Title:  Glass Program Volunteer
Position Description:  

Skills Needed: 


Benefits to the Volunteer: 


Training: 

Minimum Age: 

Car Required:  

Time Commitment Required: 

Contact Person: 
Position Title:  Holiday Glass Sales
Position Description: 

Skills Needed: 


Benefits to the Volunteer: 


Training: 

Minimum Age: 

Car Required:  

Time Commitment Required: 

Contact Person: 
Position Descriptions submitted on May 15, 2011 to
Volunteer Action Centre of Kitchener-Waterloo, Charity Village, Kijjii, Get Active

FUNDRAISING WORKING COMMITTEE

This is a working committee to raise the capital needed to run the programs of BIAWW and to continue the support for people with acquired brain injury and the educational program. In order to do this fundraising committee members will create new unique special events, work on existing special events, grant proposals and membership campaigns that will generate income for the Association. They will develop the opportunities of revenue from start to finish. There are many responsibilities that suit various skills. If you want to make connections, share creativity, talk to people, special event planning, use your administration skills or make donation requests this is the opportunity for you as we will utilize your skills and put you to the task. We are looking for committee members who are computer/internet research savvy, desire to learn or use your existing special event planning expertise, have connections in the community and willingness to solicit support from the community.  

COMMUNICATIONS/MEDIA COMMITTEE

This is a working committee to raise the public awareness of brain injuries and the work of BIAWW. This committee will develop a brand statement, marketing tools, develop a case of support, develop and manage media relations, development of internal and external messaging. There are many responsibilities that will suit various skills. If you want to create marketing materials, develop branding, utilize Social Media avenues and updating current website this is the opportunity for you as we will utilize your skills and put you to the task. Committee members can bring to this committee any of the following; computer/internet research savvy, media relationships, able to write creative but useful information for media releases, newsletter articles and annual reports, social media expertise, graphic design experience, branding experience, speech writing. Have formal training or education in media/graphic design or public relations.

Monday Afternoon GLASS PROGRAM ASSISTANT

The Glass program (Glass Designs) out of the Brain Injury Association of Waterloo-Wellington is a successful program which assists our clients in achieving and utilizing their creative skills. This is also a huge source of income to the BIAWW. Volunteers will:

1. Assist with the set-up and take-down of the program area

2. Assist survivors in the creation of their glass fuse projects

3. Cut glass for survivors and program participants

4. Tidy up of studio area

5. Assist survivors with finishing their pieces with necklace clasps, chains, and pin backing

6. Mount the pieces on Glass by Design marketing materials

7. Attend shows and special events when needed if you desire

PROGRAM COMMITTEE

This committee is a working committee of the Brain Injury Association of Waterloo Wellington to research, and implement new programs and to enhance programs of our clients. The programming that is offered at the Opportunity Centre through the BIAWW offers both recreation/personal development and supports to the survivors of brain injuries/families and caretakers. The programs may take the form of clubs, support groups, workshops and activities. The committee may bring their hobbies, skills or training to the program committee. We are looking for volunteers who want to learn new skills or utilize their skills in recreation management, legal issues, knowledge of community support, knowledge and/or direct work experience with disabilities. Must have comfort and ease working with brain injured survivors and their families.
Recruitment Advertising submitted to the Volunteer Action Centre for distribution in the “You Can Help” advertisement: Advertisement ran the weeks of May 16-20 & May 23-27, 2011. This advertising will run again during September and October, 2011
Brain Injuries can happen to anyone at anytime. The Brain Injury Association of Waterloo-Wellington is recruiting working members for our Fundraising, Program and our Communication/Media Committees. If developing programming, a communication plan or fundraising is of interest to you we can utilize your skills or interests.  For detailed position descriptions please contact Robin at 519-579-5300 or biaww2@bellnet.ca 
Advertising that ran on 96.7 CHYM FM, KICX FM and 570 News the weeks of June 6-10 & June 13-17, 2011

June is Brain Injury Awareness Month. The Brain Injury Association of Waterloo-Wellington is recruiting working members for our Fundraising, Program and our Communication/Media Committees. If developing programming, a communication plan or fundraising is of interest to you we can utilize your skills or interests.  For detailed position descriptions please contact Robin at 519-579-5300 or biaww2@bellnet.ca 
Media Volunteer Recruitment 

Press Release   

For Immediate Release

Contact: Robin Harrington, Office Assistant/Fundraising Manager

519-579-5300 (office)

Email: biaww2@bellnet.ca                                                                                                                            

Brain Injury Association of Waterloo-Wellington

 Needs Your Talents and Skills!
Kitchener, ON – Brain Injury is the leading killers and disablers among Ontarians under the age of 45; 4,000 die every year while 14,000 Ontarians survive such trauma. Brain Injury Can Last Forever. Navigating after a brain injury is tough for every involved. Fortunately, there is a program they can turn to for help.  

The Brain Injury Association of Waterloo-Wellington needs volunteers for a variety of positions. You can volunteer with the Fundraising Working Committee, Communication Committee, Program Committee or assist with our glass program on Monday’s. During the Holiday Season we are looking for volunteers who have retail/customer service experience to sell our popular glass fusing products at the retail store or at various shows within Waterloo Region. 
Each volunteer makes a unique difference to people with brain injuries and their families. Volunteers can help educate people about brain injury, promote and develop new programming at the Opportunity Centre, assist with fundraising and special events, develop a communication plan and more. No matter what your interests, skills or abilities, BIAWW has an opportunity for you. 

The Brain Injury Association of Waterloo-Wellington is looking for dedicated and resourceful volunteers with all sorts of talents and skills. You can be part of a dynamic team, meet new people, and set your own schedule. If you’re looking for a meaningful way to help the community, please call us today at 519-579-5300 or via email at biaww2@bellnet.ca 
~ 30 ~
The Brain Injury Association of Waterloo-Wellington (BIAWW) is a non-profit charitable organization dedicated to providing social activities and resources for people affected by brain injury. The BIAWW is committed to fostering public awareness of brain through education and prevention programs.

Letter to the Editor

For More Information: 

Robin Harrington
Office Assistant/Fundraising Manager
Brain Injury Association of Waterloo-Wellington

5A-607 King Street W
Kitchener, ON N2G 1C7
519-579-5300
Do you need a Sense of Purpose?
Brain Injury Association of Waterloo-Wellington Needs You!

Dietlind has been part of the Brain Injury Association of Waterloo-Wellington community since 2002. She developed a catastrophic brain injury as a result of a car accident involving a careless driver in June of 2000. While rehabilitating after brain surgery a worker told Dietlind about the BIAWW program. Unable to return to supply teaching after her accident, Dietlind began attending the program and became involved with creating fused glass jewelry. She has also been involved with the quilting program and sits on the Board of Directors for BIAWW. “Come out and join our programs and get involved,” she says when asked to recommend a new survivor of brain injury. The programs at BIAWW give Dietlind a “Sense of purpose each day”. She loves working in the glass program by creating and organizing the pieces and orders for customers.
The Brain Injury Association of Waterloo-Wellington offers programs, support, resources and education to people with acquired brain injury.  Our services are available to adults with acquired brain injury and their families or caregivers. In Ontario alone brain injury is the leading killer and disabler under the age of 45. 4,000 die every year while 14,000 Ontarians survive such trauma.
I work for an association where the need is growing and the workforce is not. That’s why we need you! The Brain Injury Association of Waterloo-Wellington is looking for dedicated and resourceful volunteers with all sorts of talents and skills. Our team connects all volunteers with roles that best suit their interests and abilities, and we know the value of each volunteer. 

If you are looking for a way to help your community and are passionate about serving people with a brain injury we hope you will call us today to become part of the BIAWW team. 519-579-5300
Print Advertisement
To run in the community papers throughout the

summer and autumn 2011

Volunteer Screening Process
All new volunteers will go through the screening process as outlined in the Canadian Safe Steps for Volunteer Involvement. The steps will be the following.

1. Position descriptions developed (as outlined in the Volunteer Recruitment Process). Position descriptions will be provided to all interested volunteers before the application process

2. If potential volunteer is interested in pursuing the position a volunteer application will be filled out with references included and a current resume must be submitted

3. After determining if the application and resume is a fit to the position an interview will be set up

4. After each interview an assessment form will be filled out by the interviewer to give to committee./board or hiring committee to respect the confidentiality of the potential volunteer 

5. After interview 3 references will be checked if BIAWW feels that the volunteer is a good candidate for the position

6. References will be checked

7. If the position is in need of a police record check than the potential volunteer must submit a current PRC (dated no later than 2 months of reference checks)
8. Volunteer will be hired or declined within 1 week of reference check or PRC
Volunteer Screening Checklist
Name of Volunteer: _______________________________________________________

Position Title: ___________________________________________________________
Police Screening Needed: ( Yes      (   No 

	Documents Received


	Date
	Documented By

	Volunteer Perspective form – completed
	
	

	Volunteer Position Description – provided and/or reviewed
	
	

	Interview – attach form
	
	

	Interview Assessment filled out and distributed if needed – attach form 
	
	

	Satisfactory Reference Check 1 – attach form
	
	

	Satisfactory Reference Check 2 – attach form
	
	

	Satisfactory Reference Check 3 – attach form
	
	

	Volunteer Agreement and waiver – signed
	
	

	Confidentiality Agreement – signed
	
	

	Photos/Name Waiver – signed
	
	

	Valid Criminal Records Check
	
	

	Valid Driver’s License if needed– attach photocopy of original
	
	

	Current Vehicle Insurance if needed – attach photocopy of original-*Note if the volunteer needs vehicle insurance than they must submit yearly.
	
	

	Emergency Contacts - attach
	
	

	Other (specify) : 
	
	

	Other (specify) :
	
	

	Other (specify) :
	
	


Prospective Volunteer Profile

Thank you for your interest in volunteering with the Brain Injury Association of Waterloo – Wellington (BIAWW) Please attach a copy of your resume; fill in the application form below. The information collected on this form will be used to assist us in placing you in the most suitable and rewarding volunteer position. All information on this form is confidential.
Application Date:






Name:












Last   



First



Middle Initial

Birth date:






Gender:
 FORMCHECKBOX 
 Male 
 FORMCHECKBOX 
 Female

Home Address:




Street



City



Province



Postal Code

Phone:






Email:




Preferred Phone Number



Preferred Email Address

Are you a survivor/family member or caregiver of a Brain Injury
?        Yes                    No



If Yes please explain:


Age:     ___ Under 18    ___Age 19 - 30     ____Age 31-50 ___Age 51-65  ____Age 66+

Do you have special needs that we should be aware of:        Yes                    No?



If yes, please explain: 



When are you available to volunteer?

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	


Do you prefer to volunteer:  ___ on a regular basis (weekly/monthly) _____ only for special events (2 to 3 times/year)   
____both?
How many hours would you like to volunteer? _______hours per____________ 
When will you be able to start? _______________________________

What will your time commitment be?  ____2+ years    ____1 year    ___6 months    

___ Special Events on a as needs basis

Volunteer Positions that Interest You.

 FORMCHECKBOX 
 Board of Directors

 
 FORMCHECKBOX 
Fundraising Committee
  
 FORMCHECKBOX 
 Media/PR Committee

 FORMCHECKBOX 
 Program Committee


 FORMCHECKBOX 
Glass Committee
 

 FORMCHECKBOX 
 Glass Program Volunteer

 FORMCHECKBOX 
 Music Program Volunteer

 FORMCHECKBOX 
 Other Program Volunteer (Please indicate)______________
 

 FORMCHECKBOX 
 Food Services

 
 FORMCHECKBOX 
Glass Sales/Informational Booths

 FORMCHECKBOX 
 Lidz on Kidz Program Speaker
 FORMCHECKBOX 
 Lidz on Kidz Preparation

 FORMCHECKBOX 
 Glass Retail Volunteer

 FORMCHECKBOX 
 IT Support



 FORMCHECKBOX 
 Website/Social Media

 FORMCHECKBOX 
 Speakers

 FORMCHECKBOX 
 Office Assistant


 FORMCHECKBOX 
 Third Party Fundraiser Contact

My preferences are:

1: 

2: 

Volunteer History/Community Involvement: List your volunteer experiences (if applicable) and give brief descriptions of your duties. 

1: 

2: 

3: 

Work History: List your recent work experiences (if applicable) and give brief descriptions of your duties. 

1: 

2: 

3: 

Education/Training/Certifications: List your most recent education/training or certifications.

1: 

2: 

3: 

Please specify what skills you have that will assist you in the volunteer position that you are applying for:

Do you have any formal qualifications that are related to the volunteer work that you wish to do? If so, please specify:

What do you hope to gain from a volunteer experience with BIAWW?

References: (References are necessary; your profile will not be considered without them). Please list at least 3 references (no relatives) i.e. employer, teacher, clergy, etc.

Reference 1:












Name


Relationship


Address



Phone number

Best time to call


Email
Reference 2:












Name


Relationship


Address



Phone number

Best time to call


Email

Reference 3:












Name


Relationship


Address



Phone number

Best time to call


Email
I certify that the information stated on this application is true and correct to the best of my knowledge and belief and is made in good faith.

Printed Name   



Signature

Date

Thank you for taking the time to fill out this application and submitting your resume.  Once the application has been received, you will be contacted by BIAWW staff.  Please note that all volunteer positions require a defined commitment of your time and that certain positions will be subject to a police reference check. 


Email this application to biaww2@bellnet.ca or mail it to the address on the first page.

	For Office Use Only

Interview Date:                                          References Checked:
Police Screened:                                          Hired: __Yes    ___No
Start Date:                                                 Volunteer Position:
Volunteer Agreement Signed (Date) ____________




Volunteer Interview Form

Name: ______________________________________ Date: _______________________

Position being interviewed for: ______________________________________________
1. What motivated you to become involved with the Brain Injury Association of Waterloo Wellington?

2. Tell me a little about yourself and some of your interests and hobbies?

3. What are a few of your special skills or strengths that you will bring to this volunteer position?

4. What do you feel are the most important qualities of the person for this position?

5. Have you held a leadership role before and can you explain it? (only to be used for Board and Committees)
6. Have you volunteered before? Where? How long? What did you do? What did you like about this volunteer position and what did you not like?

7. Can you tell me a little about your employment history?

8. What do you hope to gain from being a volunteer with the Brain Injury Association of Waterloo-Wellington?

9. What are the skills you would like to share?

10. What are the skills you would like to learn?

11. Have you known or worked with anyone in that is a survivor of a brain injury?

12. What type of recognition do you prefer?

13. Are you willing to attend orientation and training sessions?
Interviewed By: ____________________________   Date: ____________________________

Interviewers Comments/Observations: ___________________________________________

____________________________________________________________________________

____________________________________________________________________________
Go onto Reference Checks _____yes _____no         
Go onto Police Records Check ____yes ____no
Post-Interview Assessment

	Characteristic or Skill 
	Yes
	No
	Need more information

	Motivated to work with and help others
	
	
	

	Good communication/listening skills
	
	
	

	Has computer and Internet skills
	
	
	

	Good at troubleshooting or problem-solving
	
	
	

	Understands the survivors or caregivers of Acquired Brain Injuries
	
	
	

	Could speak about BIAWW in public 
	
	
	

	Has other outreach or marketing skills
	
	
	

	Ability to explain complex information in simple terms 
	
	
	

	Previous experience working people with disabilities or ABI’s.
	
	
	

	Previous counseling experience 
	
	
	

	Previous experience working in a healthcare/legal or leadership roles 
	
	
	


I am excited about this applicant because: ___________________________________________________________________________________________________________________________________________
I have the following concerns about this applicant: ____________________________
______________________________________________________________________
This person might be a good candidate for the following BIAWW volunteer positions: 

________ _____________________________________________________________
Volunteer Reference Check Form

Reference: ________________________________ Phone: ____________________________

Email: ________________________________________________________

Relationship: ___________________________________________________________________

                 
(e.g. Employer, volunteer coordinator, teacher, spiritual advisor, friend) 

Please rate the applicant on the following qualities (1 = poor, 5= excellent)

	Reliability
	1
	2
	3
	4
	5

	Ability to perform and complete tasks
	1
	2
	3
	4
	5

	Interpersonal skills with adults
	1
	2
	3
	4
	5

	Interpersonal skills with people who have disabilities
	1
	2
	3
	4
	5

	Problem solving skills
	1
	2
	3
	4
	5

	Leadership skills
	1
	2
	3
	4
	5

	Responsibility
	1
	2
	3
	4
	5

	Acceptance of guidance and supervision
	1
	2
	3
	4
	5

	Demonstrates an ability to listen and contribute and work as a team member
	1
	2
	3
	4
	5

	Communication Skills
	1
	2
	3
	4
	5

	
	
	
	
	
	


1. How long have you known this individual and in what capacity?

2. What are his/her strengths and weaknesses, as you have observed them?

3. Do you have any reservations recommending this person to work with and beside people with disabilities?

4. After reviewing the position description what she/he is volunteering for, do you believe that this position would suite him/her? Please explain.

5. What do you think some of his/previous work experiences/volunteer experiences or skills would make him/her an ideal candidate?

6. Would you re-hire the applicant? Why or why not.

7. Please indicate the level of confidence you have in this applicant as related to the volunteer position.

       □  Very Confident              □   Confident             □   Apprehensive            □   Do not know     

8. Is there anything else you would like to share regarding this applicant?

Office Use Only:

Reference checked by: ________________________________________
Interviewers Comments/Observations: _________________________________________

________________________________________________________________________

________________________________________________________________________
Date: _____________________

Signature: _____________________________________

Go forward to Police Screening if required: _______________________________

POLICE CHECK PROCEDURE

1. Request a “Volunteer Police Records Check” from the receptionist at the Police Station.  When asked for which agency you are with advise them “Brain Injury Association of Waterloo-Wellington”.
2. You must produce two pieces of appropriate identification that confirms your name, date of birth and address. Once piece of identification must include a photo. Ontario Health Cards cannot be required for identification purposes but if you volunteer to provide that form as Photo ID will be accepted. 

Photo Identification: which provides photo and both the name and date of birth of an individual

a. Valid Driver’s Licence

b. Passport

c. Age of Majority Card

d. New Photo Health Card

e. Canadian Citizenship Card

f. Firearms Licence (FAL, PAL. POL)

g. Government Employment Card

h. Immigration Papers with photo

i. Indian Status Card

j. Military Employment Card

k. NEXUS Card

l. Permanent Resident Card

m. Student Card
       Non-Photo Identification: which provides both the name and date of birth of an individual?
a. Baptismal Certificate

b. Canadian Blood Donor Card

c. Fishing Licence

d. Immigration papers

e. Canadian Citizenship Card

f. Recent utility bill required to verify current Waterloo Region address if no driver’s licence is available

g. People under 16 can provide school ID, bus pass and/or their parent can provide verification

3. You will be given a form to fill out and asked for your fee.   The fee is $25.00 CASH.  You must have cash; they do not expect Debit or Cheque.   Before going to the Police Station please request a letter of reference from the staff of the Brain Injury Association Waterloo-Wellington. This reduces the fee from $25.00 to $10.00. This fee reduction cannot take place after the Records Check has been requested so make sure you have the letter with you. The $10.00 will be reimbursed to you if the Police Record Check comes back clear for our recruitment purposes.

4. On the form, you are asked to indicate personal information. You are also asked to indicate “Volunteer” or “Employment” just circle “Volunteer”.
5. You will be informed at the Police Station to pick up your completed Records check. This should take at least two to three weeks and you will be required to present the same two pieces of identification to pick it up. 

6. The original copy should be given to the Brain Injury Association of Waterloo-Wellington. Police Record Checks is the property of the individual. We will initial and date your application form that we have seen your police record check and it has been approved for our recruitment purposes. Please ensure that you have this returned back to you.

What if you don’t have proper identification?

For the purposes of a criminal records check, your alternative is to submit your fingerprints to the R.C.M.P. who will either issue you a certificate stating that you have no record, or provide a copy of the record if one exists. This process will take approximately 5 months. The Waterloo Regional Police Services charges a $30.00 fee for fingerprinting. The R.C.M.P. charges a fee for this service, to Canadian Criminal Real Time Identification Services (http://www.rcmp-grc.gc.ca/cr-cj/vulner/brochure-eng.pdf )
Hours of Operation:

7:30 a.m. to 7:00 p.m.  Waterloo Regional Police Service

Headquarters (200 Maple Grove Rd. Cambridge)

Open 24 hours:      Kitchener (134 Frederick Street)

                              Waterloo (14 Erb Street)

                              Cambridge (176 Hespeler Road)

Note:  There is no parking at the Waterloo Police Station.  You may park across the street on Erb Street between Angie’s Restaurant and King Street. 

Waterloo Regional Police Services

200 Maple Grove Rd., Cambridge

176 Hespeler Rd., Cambridge

134 Frederick St., Kitchener

14 Erb St., Waterloo

April 30, 2015
To Whom It May Concern:

Re:  Brain Injury Association of Waterloo –Wellington; Police Record Check for __________

This letter is confirmation that the above mentioned person is applying for a volunteer position with the Brain Injury Association of Waterloo-Wellington. This position will take place at the Opportunity Centre at 607 King Street W, Kitchener ON

Sincerely,

Robin Harrington

Office Assistant/Fundraising Manager
Acceptance Letter
[Insert Date]

Dear [name],

Thank you for your interest in volunteering with Brain Injury Association of Waterloo-Wellington.

It was a pleasure to meet and learn about you. After our screening process, I’m pleased to offer you a position as [Insert Volunteer Role].

We applaud you for your interest in volunteering with us and this letter is to confirm the essential terms and conditions of you volunteering with us.

	Your Position
	 Your position is [position title]. Your immediate supervisor is [supervisor].

	
	

	Starting Date
	Your starting date is [date]. 

	
	

	Volunteer Hours
	Your regular volunteer hours are [day and time shift]. 

	
	

	Standard of dress
	Casual business attire if you are volunteering at the Opportunity Centre enclosed toe shoes with support at the back of shoe must be worn. 

	
	

	Orientation Date/Training
	[insert date]


I have enclosed a volunteer acceptance of offer; please review this document and sign the terms and conditions and bring with you on your first day. 

Again, we are very pleased to have you join our association and we look forward to working with you.

Yours Sincerely;

Robin Harrington

Office Assistant/Fundraising Manager

Decline Letter
[Insert Date]

Dear [name],

We appreciate your interest in serving as a volunteer with the Brain Injury Association of Waterloo-Wellington. After completing our screening process, we are unable to place you in the position of [position title] for which you applied. 

Thank you, for taking the time to apply and for your interest in our volunteer programs. To search for further opportunities in our community visit our website at www.volunteerkw.ca or call the centre at 519-742-8610 to make an appointment with the appropriate staff person.

Sincerely

Robin Harrington

Office Assistant/Fundraising Manager
Volunteer Guidelines

This document provides guidelines for volunteering with the Brain Injury Association of Waterloo-Wellington (BIAWW).  If volunteers encounters situations which are not addressed here or in which they are not sure what to do, they should check with the Executive Director (or other staff/program leads if s/he is not available).

Volunteers have a right to expect that:

· Be placed in a position suited to their interests and abilities

· Expect that your skills will be utilized

· Be provided with position descriptions, stating tasks, responsibilities and their role at BIAWW

· Develop and explore new career paths or maintain job skills

· Knowledge that you are providing something to the community

· Be treated with dignity and respect as a coworker

· Receive adequate training, resources, support and supervision to carry out their volunteer responsibilities

· Receive reimbursement for out-of-pocket expenses

· Receive regular feedback to volunteers on their work

· Receive thanks for service

· Acquire job or college references

Volunteers should strive to:

· Report to duties and meetings promptly

· Dress appropriately 

· Notify supervisor when you are not able to attend

· Treat all program participants equally, fairly and with respect

· Avoid gossiping and spreading rumours

· Speak positively about the BIAWW, other volunteers, staff and program participants and contribute to the work of the BIAWW

· Bring concerns, suggestion and feedback to their supervisor

· Carry out their tasks efficiently and honestly

· Participate in training being offered by BIAWW

· Respect and maintain confidentiality 

· Observe BIAWW policies

· Notify staff or program lead as soon as possible if they are unable to attend their shift, training session or continue to carry out their assigned duties

· Submit your volunteer hours monthly to the office staff

Confidentiality

All paid staff and volunteers must keep confidential all information obtained from contact with the agency, paid staff, volunteers and any program participants of the Opportunity Centre. This means volunteers may not repeat any sensitive, personal or identifying information learned about staff, program participants or volunteers while or after volunteering with BIAWW.

Disclosure of Sensitive and/or Personal Information

Due to the nature of personal contact and establishment of relationships with program participants, volunteers may learn information that should be reported immediately to the Executive Director or the Program Manager of Opportunity Centre (Traverse Independence). This type of information would include:

· Disclosure about abuse of any kind 

· Suspicion that a survivor is at risk of abuse or neglect

· Disclosure of illegal activities like drugs, theft etc. that may affect the other program participants at the Opportunity Centre

· Threats to any person within BIAWW, Traverse Independence and the Opportunity Centre

The volunteer should not promise to keep secrets told to him/her by program participants or other volunteers. Volunteers should discuss with their supervisor any circumstances or situations arising with which they are uncomfortable. This information would be helpful for the supervisor to know when working with a program participant or volunteer. Volunteers should be aware that they may be required to disclose information to the police or courts if subpoenaed to do so.

Criminal Reference Check

Volunteers may be asked to obtain a criminal reference check especially those that are working with vulnerable sector (the clients of the Opportunity Centre) or those handling cash at any of our trade shows. This will based upon the Executive Director’s decision. The record checks cost $10.00 for volunteers within Waterloo Region but you will need to get a letter from the BIAWW stating that we are requiring you to obtain one for our program so you can get the volunteer costs. If a volunteer is asked to obtain one you will not be placed within the program until we see a current reference check and this will be given back to you for confidentially purposes. Your application and acceptance letter will be dated and initialed. 

Conflict of Interest

All paid staff and volunteers must act in the best interest of the program participants and agency without any intention of obtaining direct or indirect benefit (e.g. it would be inappropriate for a committee member on the fundraising committee/special event committee to gain ideas regarding new fundraising special events and take it to their own organizations to use).

Representing the Agency

All paid staff and volunteers must act as ambassadors and representatives of the BIAWW in the performance of their duties, in accordance with their written position descriptions and the associations’ policies and procedures.

· A volunteer must speak with the Fundraising Manager/Executive Director, or chair of their committee to obtain approval for soliciting a donation on behalf of the BIAWW. All donations must be represented on our official letterhead, printed or electronic and all donations must be brought to the office for the process of thanking the sponsors/supporters. No income tax receipts can be issued to anyone by volunteers. This has to be completed by staff of the BIAWW.
· Contact with the media for the purpose of issuing a press release or media advisory with a story regarding Brain Injuries or the work of BIAWW will be handled by the staff of BIAWW, although we do want your input in creating the press releases

· Volunteer speakers and Lidz on Kidz speakers will be coached by the Executive Director or program leader before speaking on behalf of the BIAWW

· If a volunteer is approached by the media he or she should refer the media contact to the Executive Director or the chair of the Media/Public Relations Committee who will then decide who is the most appropriate person to speak to the media 

· Social Media blogs may be sent to our Facebook Page, Twitter Feed or LinkedIn although only with information regarding the BIAWW or Brain Injuries information. The pages are set for only information pertaining to our Association and will not be allowed for personal information from volunteers. To avoid spamming; we only want 1-3 blogs per week unless something becomes available that people should be aware of immediately. No information including photos regarding our program participants/staff or volunteers may be posted on these pages or our website unless we get written approval to do so.

Dress Code

All paid staff and volunteers must dress in a manner that is appropriate to the position that you are holding within the association. Clothing should be neat and clean. Clothing must not be revealing (e.g. tube tops, skin-tight clothing, short shorts etc.) Clothing can not advertise drugs, alcohol, cigarettes and they must not be in any manner discriminating against disabled people, multiculturalism, criminal behaviour and etc. For safety considerations shoes must not be opened toe within the program areas or the glass room/glass program. 

Code of Conduct

All paid staff and volunteers will act as role models when working at BIAWW. Offensive behaviours such as swearing, gossiping, vandalism or destruction of property and talking behind someone’s back will not be tolerated. Volunteers and staff must maintain appropriate boundaries with program participants. You need to be aware that close personal relationships with program participants are inappropriate. Such relationships can be misinterpreted and can affect the ability of the volunteer or staff to provide objective assistance. They may also be perceived by others to be unfair or inappropriate. Entering into any romantic or sexual relationship with a program participant is an abuse of authority and is a ground for dismissal.

Working with the Disabled 

Some volunteers will be hired to assist with the programs that we offer. Volunteers will not lift participants; assist with feeding, the personal hygiene or the administration of medicine of the program participants. Volunteers may assist with pushing a participant in their chair or assist them with their walkers but they are not allowed to lift them into their chairs. The program participants that need this assistance have personal support workers that they work with. For the safety of the program participant and yourself we do not want our volunteers to assist in taking the participants to the bathroom. If they 
need help and their PSW’s are not available find a staff member of Traverse Independence to help them. If a program participant is in need of first-aid such as 
choking please assist only if you have your certification in First Aid and ask someone beside you to call 911 and find a staff person.

Acceptance of Gifts

In general, staff and volunteers are advised not to accept gifts from program participants. However, there may be times when it is appropriate to accept small tokens of appreciation. If unsure please ask the staff. Borrowing from or lending money or bus tickets to program participants are not allowed.

Alcohol and Drugs

The use, purchase or sale of alcohol or illegal drugs is not permitted while on duty or on the Association’s premises. A volunteer who reports for duties and in the opinion of the program manager is “under the influence” you will be asked to leave the premises. This type of behaviour may result in dismissal from the volunteer position.

Smoking

The City of Kitchener bylaws state that all smoking must be outside at least 10 meters away from any door opening. Smoking is permitted in designated outdoor areas only. There is an outside ash holder this is an appropriate area to smoke and please when smoking please use this holder when you are finished. Do not litter. 

Health and Safety

Please refer to the section “Working with the Disabled”. Volunteers will be given an orientation by the Traverse Independence facility coordinator to the fire evacuation procedures and locations of the First Aid Kits to be used in case of emergencies. A volunteer must not attempt to perform tasks that are beyond his/her skill, knowledge or capabilities. Always remember, SAFETY FIRST!! to you and the program participant. This includes:

· Using gloves when dealing with blood and other bodily fluids – e.g. vomit, mucus, urine etc.

· Notify a staff person immediately if an accident of any kind has occurred

· Volunteers will not lift or move a client in any form, you must ask a staff person of the Opportunity Centre to assist you

· Reading instructions when using new equipment or chemical products

· Taking the necessary precautions and safety measures when using chemical products

Attendance and Absence

All volunteers are expected to be reliable in the performance of their volunteer duties. Attendance is expected to be dependable and punctual. If a volunteer expects to be absent or is unable to attend a scheduled duty, he or she must inform the staff in advance so that alternate arrangements can be made. 
Closures in case of weather or emergency

The Opportunity Centre usually does not close in of the event of extreme weather alerts. Please check CHYM FM or 570 News in the case of extreme weather alerts to see if the 
centre is closed or meetings are cancelled. If the centre remains opened and you can not make it to your shift please notify your supervisor either by phone or email. 
Driving

If a volunteer is required to drive for program purposes s/he must fill out the appropriate BIAWW forms. Volunteers must carry a minimum of two million dollars liability insurance to drive for BIAWW and they must not drive program participants anywhere at anytime unless arranged by staff. Volunteers must not drive any program participants unless it falls in their job description or verified by the staff of the Opportunity Centre.
Anti-Racism and Harassment

BIAWW will not tolerate racism, harassment or discrimination in any form. This includes discrimination and harassment by and/or of staff, volunteers, program participants and members of our community. BIAWW and Traverse Independence attempts to ensure fair treatment of all our program participants, employees and volunteers without discrimination of disability, family status, marital status, race, ancestry, place or origin, skin colour, citizenship, gender, sexual orientation, age, political or religious beliefs. We ask you to remember to respect the dignity and rights of all program participants, volunteers and staff.
Dismissal

A volunteer who fails to adhere to these guidelines may be subjected to dismissal.

I hereby accept the offer and understand and agree to the terms and conditions of the Volunteer Guidelines. 

Volunteer’s Signature ______________________________________ 

Signature of Parent/Guardian if under 18____________________________________

Signature of Staff that supervising volunteer ________________________________

Date _________________________________

Brain Injury Association of Waterloo-Wellington

Volunteer Agreement and Waiver

As a volunteer for the Brain Injury Association of Waterloo-Wellington (BIAWW), I agree to act within the scope of my responsibilities and abide by all program policies and procedures as specified in, but not limited to the following: volunteer job descriptions, volunteer guidelines, manuals, training and other guidance. The BIAWW is not responsible for any activity that I engage in or any responsibility that I assume other than those specified in my role as a volunteer at BIAWW. Any action that I take outside the scope of responsibilities for my volunteer position will be taken at my own personal risk.

1. I will not accept salary, payment or employee benefits.
2. I acknowledge that participating in volunteer activities may involve certain elements of risk or the chance of an accident. I understand that as a volunteer, these risks are my responsibility.

3. I will abide by all applicable policies and rules and will follow all instructions of the organization in carrying out my volunteer activities.

4. I will not use facilities, equipment and property owned by the Brain Injury Association of Waterloo-Wellington without authorization.

5. I will not use facilities, equipment and property owned by the Brain Injury Association of Waterloo-Wellington for personal purposes.

6. Either the Brain Injury Association of Waterloo-Wellington or I may terminate my volunteer activities at any time.
7. I understand that I must submit monthly documentation of my activities to my supervisor.

8. I have read and understood the Volunteer Guidelines
Volunteer Signature: ​​​​​​​​​___________________________ Date: _______________

Witnessed By: ______________________________ Date: ___________________
Volunteer Confidentiality Agreement
Position: _________________________
I ________________________________________________ (please print name) acknowledge that I am aware that some of the information that I will handle or have access to in the course of my work as a volunteer with the Brain Injury Association of Waterloo-Wellington (BIAWW)  is confidential.

I will not disclose, communicate or allow to be disclosed, directly or indirectly to any person who does not require such information in the course of their duties with the Brain Injury Association of Waterloo-Wellington any private or confidential information whatsoever, obtained by me in or about the performance of my duties or by virtue of the position or employment as an employee, or placement volunteer with (BIAWW).
I will not allow any person or persons not entitled by law to such information, to inspect or have access to any written statement, departmental record, roll, correspondence, plan, computerized record, document or any other paper of a private or confidential nature, and I will conscientiously endeavor to prevent any person or persons not entitled from inspecting or having access to any such confidential information.

Volunteer Signature:  ___________________________________________

Date: _______________________________________________________

Witness: ________________________________   Date: _________________

Volunteer Confidentiality Agreement
Board of Directors
While serving on the Board of Directors at the Brain Injury Association Waterloo-Wellington, you may acquire confidential and/or sensitive information about staff, members, financial information, operating procedures, plans, reports, proposals, contracts/and or similar matters that are confidential to the Brain Injury Association Waterloo-Wellington. Such information is the exclusive property of the Brain Injury Association and it is critical that you keep this information in the strictest confidence. 

Accordingly, you may not:

· Disclose at any time, during or after serving on the Board of Directors with the Brain Injury Association Waterloo-Wellington, confidential and/or sensitive information about the Brain Injury Association Waterloo-Wellington;

· Make improper use, directly or indirectly, of such confidential and/or sensitive information;

· Not disclose any information concerning the Brain Injury Association of Waterloo-Wellington which could adversely affect the Brain Injury Association’s image or reputation;

· Not place yourself in a position of obligation to persons who might benefit or appear to benefit from disclosure of confidential and/or sensitive information;

· Not benefit or appear to benefit from the use of information not generally available to the public and which was acquired during your official duties.

· Not disclose any information discussed during in-camera meetings, which are to remain confidential, the executive director or any other party unless agreed upon by the Board of Directors.

Persons who fail to comply with this Confidentiality Agreement during their tenure on the Board of Directors will be subject to such appropriate measures as may be determined by the Board of Directors’ Brain Injury Chair and/or other members of the board, including dismissal from the Board of Directors hereby acknowledge that the disclosure of confidential information will result in irreparable harm to the Brain Injury Association Waterloo-Wellington and the association shall have the right to enforce its lawful rights and remedies against any offending person.

I have read and understand the Confidentiality Agreement. My signature below acknowledges my agreement to conduct myself in a professional manner at all times and to keep confidential and/or sensitive information obtained confidential.
Volunteer Signature:  ___________________________________________

Print Name: _______________________________________________________

Date: _______________________________________________________

Volunteer Confidentiality Agreement
Committee Members
While serving on the ___________________ committee of the Brain Injury Association Waterloo-Wellington, you may acquire confidential and/or sensitive information about staff, members, financial information, operating procedures, plans, reports, proposals, contracts/and or similar matters that are confidential to the Brain Injury Association Waterloo-Wellington. Such information is the exclusive property of the Brain Injury Association and it is critical that you keep this information in the strictest confidence. 

Accordingly, you may not:

· Disclose at any time, during or after serving on the above committee with the Brain Injury Association Waterloo-Wellington, confidential and/or sensitive information about the Brain Injury Association Waterloo-Wellington;

· Make improper use, directly or indirectly, of such confidential and/or sensitive information;

· Not disclose any information concerning the Brain Injury Association of Waterloo-Wellington which could adversely affect the Brain Injury Association’s image or reputation;

· Not place yourself in a position of obligation to persons who might benefit or appear to benefit from disclosure of confidential and/or sensitive information;

· Not benefit or appear to benefit from the use of information not generally available to the public and which was acquired during your official duties.

· Not disclose any information discussed during in-camera meetings, which are to remain confidential, the executive director or any other party unless agreed upon by the Board of Directors.

Persons who fail to comply with this Confidentiality Agreement during their tenure on the above committee will be subject to such appropriate measures as may be determined by the Directors’ Brain Injury Chair and/or other members of the committee or staff, including dismissal from the above committee and other volunteer positions within the Brain Injury Association of Waterloo-Wellington hereby acknowledge that the disclosure of confidential information will result in irreparable harm to the Brain Injury Association Waterloo-Wellington and the association shall have the right to enforce its lawful rights and remedies against any offending person.

I have read and understand the Confidentiality Agreement. My signature below acknowledges my agreement to conduct myself in a professional manner at all times and to keep confidential and/or sensitive information obtained confidential.
Volunteer Signature:  ___________________________________________

Print Name: _____________________________ Date: ________________ 

Insurance and Medical Information

  Volunteer Name: _________________________   Date: _______________

  Volunteer Signature: ___________________________________________

Valid Drivers License Number (if needed): __________________________________________

Date of Expiry on License: ________________________________________________________

Insurance Company (if needed): ___________________________________________________

Liability Insurance Coverage: __________________ Date of Expiry: _______________

Family Doctor: __________________________ Telephone: ____________________

Medical Information that we should be aware of: ______________________________________________________________________

Emergency Contacts: *Please provide at least 2

	Name


	Relation to Volunteer
	Telephone

	
	
	

	
	
	

	
	
	


Brain Injury Association of Waterloo-Wellington 

Photo and Name Release Form

The Brain Injury Association of Waterloo-Wellington (BIAWW) occasionally uses photographs and publishes their names and stories in its publications its Web site and Social Media Pages. Please sign this release form to grant the association permission to use your photo and name in their media.

I hereby grant permission to BIAWW to use my photograph or name on its Web site or in other official printed publications without further consideration, and I acknowledge the BIAWW right to crop or treat the photograph at its discretion. I also acknowledge that the BIAWW may choose not to use my photo at this time, but may do so at its own discretion at a later date.

I also understand that once my image is posted on BIAWW’s Web site or other Social Media outlets, the image can be downloaded. Therefore, I agree to indemnify and hold harmless from any claims the following:

· Board of Directors, Brain Injury Association of Waterloo-Wellington

· All Employees, Brain Injury Association of Waterloo-Wellington

· All Funders and financial supporters, Brain Injury Association of Waterloo-Wellington

· All clients and volunteers of the Brain Injury Association of Waterloo-Wellington and the Opportunity and Beginnings Centre’s.
 BIAWW reserves the right to discontinue use of photos and names without notice.

Name: ____________________________________ Date: _____________________

Address: ______________________________________________________________

Phone: ______________________ Email: ___________________________________

Signature: __________________________________________________________

For persons under the age of 18, the permission of a parent or guardian is required on this Photo/Name Release Form.

I hereby grant permission to BIAWW to use the photograph of my child as outlined above.

NAME OF CHILD UNDER 18: ___________________________________________

( Please identify by first name only

( Please do not identify by name

Signature of parent or guardian: ________________________Date: ______________

Volunteer information updates form for current volunteers and new volunteers yearly.

Volunteer Information Update

We are in the process of updating our entire client, volunteer and business contacts please fill out this form and email it back to Robin Harrington at biaww2@bellnet.ca. This will make it easier for administration and to ensure we have your correct information on file.







In what capacity do you volunteer at BIAWW? On line beside please give further information for example which the position you hold on the Executive Committee, which committee you work on, what program you work in and what other supports you give to BIAWW. Please indicate with a Y all that apply to you.

Board of Directors _______________________ Executive Committee ____________________
Committee Member (planning committees) _______ Glass Volunteer _______
Jewelry – Information Shows _________

Fundraising Special Event Volunteers (at events such as Golf, BBQ) ___________________

 Program Volunteer_______________________________________________

Other (Technical support, design work, webpage updates, clerical etc.)  ___________________

Is there anywhere else within BIAWW that you would like to volunteer for or utilize your skills in?

​​​​​​​​​​​



Can we notify you regarding Fundraising Activities: (Y/N) ____________________

Are you a Brain Injury Survivor or Family Member: (Y/N) _____________________

Do you have a story you would like to share (Y/N):  __________________________

Can we publish your name in our Newsletters, Annual Reports, Media Releases, www.biaww.com or Social Media(s). You will be notified if we are using it online:  (Y/N) ____________________________

The Brain Injury Association of Waterloo Wellington honours your privacy. All information collected on this form is to build relationship, ensure accuracy in our records, fundraising endeavors and for BIAWW information only. 
Volunteer Hours Tracking Form

Name: ________________________________    

Use the chart below to record your hours and the position for each time that you volunteered for us. At the end of each month I will be asking you for your hours. This may be at the office or via email. It is important that we know how many hours our volunteers are contributing to us for funding and statistical purposes.

	Date
	Hours Contributed
	Travel Time
	Position

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Volunteer Orientation and Training Log

Volunteer Name: ____________________________________________________
Supervisor: ________________________________________________________
	Date (dd/mm/yy)
	Orientation/Training
	Received/

Completed?
	Supervisor Initials

	
	Volunteer Handbook
	
	

	
	Orientation session
	
	

	
	Meeting with Volunteer Manager
	
	

	
	Shadow/Mentor Volunteer Assigned
	
	

	
	Other
	
	

	
	Other
	
	

	
	Other
	
	


Volunteer Self-Assessment Tool

Name: 
__________________________ Position:
__________________________

Purpose of Position:

________________________________________________________________________________________________________________________________________________________
	Projects Successfully Completed:
	Completion Date

	1.  ___________________________________________
	_____________

	2.  ___________________________________________
	_____________

	3.  ___________________________________________
	_____________

	4.  ___________________________________________
	_____________

	5.  ___________________________________________
	_____________


I would rank my performance on a daily basis as,

· Superior: I frequently exceed my goals

· Excellent: I frequently achieve my goals

· Need further training or assistance

Please rank the following statements with a (:

	
	Agree
	Neutral
	Disagree

	1. I feel as if the work I do         contributes in a significant way to the operation of the organization
	(
	(
	(

	2.  I receive adequate support from staff and the volunteer coordinator.
	(
	(
	(

	3. I feel appreciated for the work I do.
	(
	(
	(

	4. I am satisfied with my volunteering experience, and would like to continue in my current position.
	(
	(
	(

	5. I feel that my opinions and suggestions are taken into consideration.
	(
	(
	(


Aspects of my job that I like/dislike:

________________________________________________________________________________________________________________________________________________________________________
What would I do differently if I were doing this work again?

_____________________________________________________________________________________________________________________________________________________
Are there other assignments that I would prefer? Please list.

_____________________________________________________________________________________________________________________________________________________________________________________________

My future volunteering goals are:

______________________________________________________________________________________________________________________________________________________
Signature: ____________________________
Date: ________________
BIAWW’s Volunteer Evaluation Form

Volunteer Name: ____________________________________________________                                                 

Position Held: _______________________________________________________
Volunteer Supervisor _________________________________________________
Date: ______________________________________________________________
Areas of Success: 

1.

2.

3.

Areas for Improvement:

1.

2.

3.

Additional support/training requested or advised:

Volunteer Coordinator Comments:

Volunteer Comments:

Volunteer Signature:  ________________________________________________________
Supervisors Signature: ______________________________________________________
Volunteer Exit Interview

Name of Volunteer:  _________________________________________________

Start Date:  Interview /End Date: ______________________________________
1. What did you find most rewarding or like best about volunteering at the Brain Injury Association of Waterloo-Wellington (BIAWW)?

2. What challenges did you face while volunteering with BIAWW

3. What contributions do you feel that you made BIAWW?

4. Do you believe that you received sufficient training for your role? Is there any additional training you would suggest?

5. Did you receive enough on-going feedback and support while you were volunteering?

6. Any other comments or suggestions?

Volunteer Signature:  ________________________________________________________
Supervisors Signature: ______________________________________________________
Volunteer Dismissal Check List
	
	Yes
	No

	Has the volunteer application and a signed Volunteer Agreement and waiver


	
	

	Have you meet with the volunteer to discuss the matter and have the volunteer share his/her side of the issue either during a formal evaluation or meeting
	
	

	Has other options been considered for dealing with the volunteer


	
	

	Has a formal written procedure or letter been written to discuss the options or the changes needed to improve change and given to the volunteer


	
	

	Did the volunteer have prior knowledge of the issue?


	
	

	Is this decision consistent with other volunteer dismissals?


	
	

	Is this issue described in the Volunteer Guidelines, training, Volunteer Waiver and Confidentiality Agreements
	
	

	Have you carefully documented the situation?


	
	

	Does the documentation describe the facts as you believe them to be true?


	
	

	Does the documentation describe the specific behaviors/actions that inappropriate?
	
	

	Does the documentation include any previous counselling sessions with the volunteer that relates to this issue?
	
	

	Does the documentation support a specific violation of the Volunteer Guide, Training, volunteer waiver and confidentiality agreements?
	
	

	Did you arrange a private location to meet with the volunteer to discuss dismissal?
	
	

	Have you consulted with the Executive Director and Board President in regards to this situation?
	
	

	Have you considered who should know about this dismissal?
	
	

	Have you prepared a correspondence to the volunteer that clearly communicates their dismissal as a volunteer?
	
	


Template of Volunteer Dismissal Letter

[Date]

[Volunteer Name]

[Volunteer Address]

[City], ON [Postal Code]

RE: Dismissal from the Brain Injury Association of Waterloo-Wellington (BIAWW)

Dear [Volunteer First Name],

After a careful investigation and ongoing discussions, we have decided that you have violated [insert reference to volunteer guidelines, volunteer waiver or confidentiality agreement]. [If there is prior, relevant misconduct insert]. This misconduct has been discussed with you [insert date] and you have been given written notice prior today.

In light of these facts, you are being dismissed from the BIAWW’s [insert position title] and your volunteer involvement within the BIAWW. While this dismissal does not constitute dismissal from the Opportunity Centre and the programs we offer for our members you will not be able to represent the BIAWW in any means within the community or volunteer capacity.

If you have any questions or need clarification, please contact me.

We thank you for volunteering with us and wish you good luck in your future endeavors.  If you should need assistance in finding a more suitable volunteer role please visit the Volunteer Action Centre of K-W & Area at www.volunteerkw.ca or 519-742-8610 and speak with an appropriate staff person.

Yours Sincerely

Signature

Title

Volunteer and Membership Recognition and Retention

Our volunteers and the members of the Opportunity Centre will be recognized on an ongoing basis for their contributions to our organization.

1. Volunteers will receive a thank you letter with a birthday card every year on their birthday. If the volunteers are in agreement their employers will receive a letter explaining their employee’s involvement in the association and the “Value Added” they gave to the Association.

2. References will be provided

3. Include them in our publications and on-line if we have their permission to do so, cite their work as an example for others

4. Volunteer hours will be represented as the “Value Added” as per Imagine Canada and the hours will be reported as a value of monetary gains for the association. This will be submitted in two newsletters per year, the annual report, grant proposals/reports and media releases
5. Share on-line, in media releases and other marketing tools about how their work helps the programs of the opportunity centre
6. Offer them extra responsibilities like mentoring a new volunteer or board member

7. Provide extra training, leadership development and skills-building opportunities 

8. When available offer them free tickets to sporting events and cultural events

9. Nominate for community service awards

10. Give certificates of appreciation for both our volunteers and major sponsors from the Association’s President and Local Politicians at AGM and during National Volunteer Week

11. Recognition events such as National Volunteer Week, Open House, Annual General Meetings and Christmas Party
12. After Special Events send a letter of thanks to all participating volunteers to say thank you for their work and the knowledge of what the event raised for the BIAWW
Volunteer and Recognition from January 2011 – June 2011

Advertising which ran in The Waterloo Region Record

Saturday, April 10 2011
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Volunteers do not necessarily have the time:
they just have the heart ~Elizabeth Andrew-

THANK YOU VOLUNTEERS!

National Volunteer Week
April 11—16, 2011

Brain [nju
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Volunteer recognition luncheon


Thank you cards for National Volunteer Week 2011



Open House

June 16th, 2011

To Celebrate Brain injury Awareness Month
All volunteers, members, sponsors and community partners were invited to celebrate the achievements

Volunteer recognition running the month of June in 

The Volunteer Action Centre’s newsletter



The Brain Injury Association of Waterloo-Wellington (BIAWW) has used the recruitment services of the Volunteer Action Centre successfully for our new Fundraising Working Committee, Communications Committee and our Glass Program Assistant. We are currently interviewing 4 new volunteers for the positions that came directly through the Volunteer Action Centre’s website. The potential volunteers are young women from college to 25 years who can bring a lot of energy and skills to the Association. The advertisements that ran on CHYM during the first weeks of June has given us a chance to promote June being Brain Injury Awareness Month and the awareness that acquired brain injury can happen to anyone at anytime. BIAWW is grateful for the Volunteer Action Centre’s lead in Safe Steps for volunteer recruitment and the support they have shown us during National Volunteer Week for recognition of our volunteers. BIAWW is grateful for our volunteers who provide their support, knowledge and connections; since the beginning of 2011 our volunteers have contributed 1288 volunteer hours at a value of $24,949. 
Volunteer recognition running Saturday, June 25, 2011
The Waterloo Region’s “Helping Hands” Feature

Moe is a survivor of a brain injury and a client of the Opportunity Centre. She enjoys coming to the various programs as it gives her a sense of normalcy, community and friendship. Moe volunteers for the Glass Fusing Program of the Brain Injury Association of Waterloo-Wellington as it a creative outlet and helps her “Pay it Forward” and give back to the Brain Injury Association of Waterloo-Wellington


Board of Directors





To advise, govern, oversee policy and direction, and assist with the leadership, fundraising and promotion of the Brain Injury Association of Waterloo-Wellington (BIAWW).





Major responsibilities:


Organizational leadership and advisement


Serve as a resource of knowledge to the Executive Director, committees and other board members


Formulation and oversight of policies and procedures


Financial management, including adoption and oversight of the annual budget


Program planning and evaluation


Personnel evaluation and staff development


Promotion of organization


Assist in locating and developing funding sources for the Association


Represent the Association at the request of the President or Executive Director


Chair and serve on committees as appointed 


*Members of the board share these responsibilities while acting in the interest of the BIAWW. 


Each member is expected to make recommendations based on his or her experience and vantage point in the community.





Expectations:


Attend and participate in meetings on a regular basis and special events as able


Participate on a standing board committee, and serve on ad-hoc committees as necessary


Be alert to community concerns that can be addressed by BIAWW’s mission, objectives and programs


Help communicate and promote BIAWW’s mission and programs to the community


Become familiar with finances, budget and financial/resource needs


Understand the policy and procedures 


Financially support BIAWW (As of May 16, 2011; Board of Directors membership is $100.00 per year)


Attend Annual General Meeting





Currently the Board of Directors are looking for members with financial background preferably an Accountant, Legal or Insurance background with knowledge of Acquired Brain Injuries, Public Relations, Fundraising and Special Event Planning.  Not afraid to ask for financial support of BIAWW to your contacts within the community.





The Board of Directors of the BIAWW are our links to the community of Waterloo-Wellington and as such are essential and important volunteers of the organization. This is a fantastic opportunity to lead a young Association, develop your leadership skills and utilize your current knowledge and skills.








Orientation to the BIAWW and ongoing support from the Executive Director, the Board Chair and experienced Board Members








20+





A car is not required. However, depending on the role you take on this committee, access to a vehicle will be beneficial.








The board of directors meets once a month the second Tuesday of each month, 4:15 p.m. at the Opportunity Centre. Meetings usually last 90 minutes


Committees of the board meet monthly, pending their respective work agenda


Board members are asked to attend special events when able





Robin Harrington, Office Assistant/Fundraising Manager


519-579-5300


� HYPERLINK "mailto:biaww2@bellnet.ca" �biaww2@bellnet.ca 


��HYPERLINK "http://www.biaww.com"�www.biaww.com� 








Executive Committee /Nominating Committee





The Executive Committee consists of Brain Injury Association of Waterloo-Wellington’s (BIAWW) President, Vice President, Treasurer and Secretary. This committee will consist of four officers who are elected from the Board of Directors and acts on behalf of the Board between board meetings. Conferring more frequently than does the full board, the Executive Committee guides many of the BIAWW’s activities from week to week in a wide range of areas, often those that neither fall within the scope of any specific committee nor require direct engagement by the full Board. Much of this steering activity can take place via email and conference calls.  By these means, the Executive Committee maintains organizational focus and momentum, and coordinates BIAWW’s various endeavors between meetings of the entire board. The Executive Committee will be responsible for assisting with hiring of new staff and recruitment of new Board Members. The Executive Committee will meet once per month and in case of an emergency be able to meet immediately if needed.








Active Board Service and commitment to BIAWW for at least 1 year


Management experience including supervision of employees and budgets


Ability to manage many priorities at once


Communications and/or public speaking experience


Employee support to the extent that business may be conducted during the work day





Active Board Service and commitment to BIAWW for at least 1 year


Management experience including supervision of employees and budgets


Ability to manage many priorities at once


Communications and/or public speaking experience


Employee support to the extent that business may be conducted during the work day





Active Board Service and commitment to BIAWW for at least 1 year


Ability to manage many priorities at once


Excellent English Skills and ability to record accurate minutes and motions





Active Board Service and commitment to BIAWW for at least 1 year


Ability to manage many priorities at once


Excellent English Skills and ability to record accurate minutes and motions


Understand the financial needs of BIAWW as well as human resources


Understand record keeping, accounting systems, and financial reports


Be able to work effectively with staff and auditors as necessary





Fundraising Working Committee





This is a working committee to raise the capital needed to run the programs of BIAWW and to continue the support to people with acquired brain injury and the educational program. In order to do this fundraising committee members will create new unique events, work on existing events, grant proposals and membership campaigns that will generate income for the Association. They will develop the opportunities of revenue from start to finish. This is an action orientated team relying on all committee members in varying degrees.


Work with staff and committee to establish a fundraising plan that incorporates a series of appropriate vehicles, such as special events, direct mail, membership campaign, product sales and grant research and writing


Work with committee members to ensure that special events are organized


Determine if special event sub-committees are needed and if needed supervise the functions of the sub-committees


Investigate new fundraising projects, activities and ideas for possible use in the future. Such as billboards, donation texting and third party fundraising or any other interesting and fun special events


Investigate Grant and funding resources and submit grants with the help of the Fundraising Manager and Executive Director


Actively be involved in the existing fundraising special events: Blues Festival BBQ, Indoor Golf Classic, September Golf Tournament, Brilliance in Music Festival, Hawaiian Oyster Festival and attend trade shows/craft shows etc to sell our Glass products.


Sponsorships for special events


Major Gifts (large donations over a specific period)


Annual gifts (donations and memberships)


Gifts in kind (services, retail items etc. for example food, entertainment, music, retail items etc.)


Auction Items or raffle items for prizes at Golf Tournaments, etc


Ticket sales to special events and developing foursomes for Golf tournaments


Identify prospective companies from the Corporate Community, legal, medical and insurance communities of Waterloo-Wellington that could be approached for support. Develop a spread sheet and submit to BIAWW for formal solicitation. 


Fulfill your commitment within agreed-upon deadlines


Working with the Public Relations/Media Committee assist with the look of the special events to stay within the branding of the organization











Some of the skills in any of the following areas would be desirable:  We are looking for committee members who are computer/internet research savvy, desire to learn or use your existing special event planning expertise, have connections in the community and willingness to solicit support from the community. 





Committee Members of the BIAWW are our links to the community of Waterloo-Wellington and as such are essential and important volunteers of the organization. Volunteers of this new committee have the opportunity to lead the Association to the gain the needed funds to run the programs for Brain Injury Clients. They have the opportunity to gain or use existing skills and develop relationships with Community Partners and corporations. This opportunity would also be a great opportunity for students looking at the field of fundraising and event management.  





Orientation to the BIAWW and ongoing support from the Fundraising Manager, Executive Director and committee members. 





18+





A car is not required. However, depending on the role you take on this committee, access to a vehicle will be beneficial.








A 1-2 year commitment is desired. We will meet monthly upon the agreed time of all committee members. Committee meetings may be 1-2 hours and committee members must attend. Additional hours may be needed depending on the role you take on the committee





Robin Harrington: Office Assistant/Fundraising Manager


607 King Street West: Suite 5A


Kitchener, ON N2G 1C7


519-579-5300


biaww2@bellnet.ca


�HYPERLINK "http://www.biaww.com"�www.biaww.com� 





Some of the skills in any of the following areas would be desirable:  Computer/internet research savvy, media relationships, able to write creative but useful information for media releases, newsletter articles and annual reports, social media expertise, graphic design experience, branding experience, speech writing. Have formal training or education in media/graphic design or public relations.





Committee Members of the BIAWW are our links to the community of Waterloo-Wellington and as such are essential and important volunteers of the organization. Volunteers of this new committee have the opportunity to lead the Association to the gain the recognition of their services to the general public, corporations, donors and funders. They have the opportunity to gain or use existing public relations/media skills and develop relationships with Community Partners and corporations. This opportunity would be a great opportunity for students or other volunteers looking at the field of Public Relations, Media, print or web design, our social media.





Orientation to the BIAWW and ongoing support from the Executive Director, fundraising


 manager and committee members. 





18+





A car is not required. However, depending on the role you take on this committee, access to a vehicle will be beneficial.








A 1-2 year commitment is desired. We will meet monthly upon the agreed time of all committee members. Committee meetings may be 1-2 hours and committee members must attend. Additional hours may be required depending on the role you take on the committee.








Robin Harrington: Office Assistant/Fundraising Manager


607 King Street West: Suite 5A


Kitchener, ON N2G 1C7


519-579-5300


biaww2@bellnet.ca


�HYPERLINK "http://www.biaww.com"�www.biaww.com� 





The Glass program out of the Brain Injury Association of Waterloo-Wellington is a successful program which assists our clients in achieving and utilizing their creative skills. This is also a huge source of income to the Brain Injury Association of Waterloo-Wellington.


 


Assist with the set-up and take-down of the program area


Assist survivors in the creation of their glass fuse projects


Cut glass for survivors and program participants


Tidy up of studio area 


Assist survivors to finish the pieces with either necklace clasps, chains, and pin backing


Mount the pieces on the Glass by Design marketing materials


Attend shows and special events when needed and if you desire














Some of the skills in any of the following areas would be desirable: We are looking for creative volunteers who have glass previous experience with glass. Volunteers must be able to work independently after training and be able to work with survivors of Brain Injuries. 





You will be able to learn a new creative outlet or utilize your existing glass skills.  Some of this position may take place at home if the volunteer(s) wish to do so. This is also a great position for a volunteer to learn to work with creative members of our community.





Orientation to the BIAWW and the glass program with ongoing support from the 


Executive Director and experienced volunteers. Volunteers for this program will have to submit a police reference check which BIAWW will pay for if the PRC is clear.





18+





No a car is not required although you will have to have transportation to attend the shows if you desire to attend them.





1 year commitment is desired. This program runs weekly on Monday afternoons from 12:30 – 2:30 p.m. If volunteers are going to attend any shows they must commit to a 4 hour time slot for the chosen shows.





Robin Harrington: Office Assistant/Fundraising Manager


607 King Street West: Suite 5A


Kitchener, ON N2G 1C7


519-579-5300


�HYPERLINK "mailto:biaww2@bellnet.ca"�biaww2@bellnet.ca� 


�HYPERLINK "http://www.biaww.com"�www.biaww.com� 





The Glass program out of the Brain Injury Association of Waterloo-Wellington is a successful program which assists our clients in achieving and utilizing their creative skills. This is also a huge source of income to the Brain Injury Association of Waterloo-Wellington.


 


Assist with the set-up and take-down of the retail area


Assist customers in the purchase of their sales and packaging them


Provide change


Take orders from corporations, retail vendors or larger orders from customers and ensure that the orders are directed to the Office Assistant/Fundraising Manager or Executive Director


Tidy up of studio/retail area at the end of your shift


Attend Holiday shows and special events when needed and if you desire. The shows usually take place on weekends.














Skills Required:  We are looking for creative volunteers who have experience or want to gain experience in retail, money handling and customer service. Volunteers must be able to work independently after training. Volunteers must also be willing with the desire to work with survivors of brain injuries. Volunteers will be asked to track your hours and submit them daily.





You will be able to learn a new creative outlet or utilize your existing glass skills and gain retail experience. A great opportunity to put the volunteer in a holiday mood while assisting with a unique project which is only offered through the Brain Injury Association of Waterloo-Wellington. Volunteers who volunteer with us during the lunch hour will be provided with a hot lunch.





Will be provided with an orientation to the BIAWW and the glass program with ongoing support from the staff and experienced volunteers. Volunteers will have to submit a Police Records Check which BIAWW will pay for if the PRC is clear.





18





A car is not required. We are located on the Number 7 bus line and within walking distance to 2 high schools and 2 university campuses.





2 month commitment is desired. The retail store is opened from 9:00 a.m. to 3:00 p.m. and would like it if the volunteer can make a 3 – 4 hour commitment per week from the beginning of November until December 23, 2011. Shifts will be 9 a.m. – 12:00 p.m. and 12:00 p.m. to 3:00





Robin Harrington: Office Assistant/Fundraising Manager


607 King Street West: Suite 5A


Kitchener, ON N2G 1C7


519-579-5300


�HYPERLINK "mailto:biaww2@bellnet.ca"�biaww2@bellnet.ca� 


�HYPERLINK "http://www.biaww.com"�www.biaww.com� 








Want a Sense of Purpose?





Join Brain Injury Association Waterloo-Wellington Volunteer Team!





Our trained volunteers provide skills in fundraising, communication, programming and creative skills





We need your talents and skills!





Call us today at 519-579-5300


� HYPERLINK "http://www.biaww.com" �www.biaww.com�





�











Please indicate by a ** your preferred form of communication with us.











Full name











Address 


(Including Postal Code)

















Cell





Telephone


(Including Area Code)





Email address

















Approximate Date that you started volunteering with BIAWW





MM/DD/YR





Date of Birth: MM/DD/YR                                          		      























Who do we contact in case of emergency?





Name:   





Tel No: 		                                                                 Cell Number: 





Relationship to you: 





























Alfie Anco is a smiling face at the Opportunity Centre. She has been actively involved on Wednesday’s since 2003. 


Alfie says; “In life you are here for a reason and she feels her reason is to assist wherever she can … because “She Can.”
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