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Northwest Arkansas Head Start Human Services, Inc.

Job Description
As a volunteer, I am providing my services gratuitously, I am not considered an employee of

Northwest Arkansas Head Start, and I will not receive compensation or benefits of any kind.
Job Title:



Volunteer Maintenance Aide

Immediate Supervisor:


Local Program Director, Maintenance Engineer
Component/Program:


Head Start

Ways You Can Help:
· Maintain the program grounds and buildings, including but not limited to: mowing, trimming, cleaning, painting, planting, raking, mopping, sweeping, etc.

· Maintain and/or repair program materials and equipment, including but not limited to: appliances, toys, audio/visual equipment, playground equipment, etc.

Code of Conduct:
(Reference Head Start Regulation 45CFR 1304.52(h) as seen in Subpart D)

1. Prohibition Against Acceptance of Gifts or Gratuities:

Any volunteer of this program is prohibited from accepting gifts of money, goods, services, or gratuities which are of any significant material value, from any person who received benefits or services from the organization, who may be doing direct contracting with any of the activities or functions of the organization, or who is otherwise in a position to benefit directly or indirectly, from any action or decision by an employee of this program.

2. Prohibition Against Partisan Political Activity and Civil Disturbances

a. Volunteering in this program may not be offered as consideration or regard for the support or defeat of any political party, contending faction or group, or candidate for public office.

b. Volunteers are subject to the provisions of Section 12 of the Hatch Act, which prohibits active participation in partisan political management or campaigns.  In cases of alleged violation of the provisions, the program shall not initiate action, but shall utilize the normal channels for complaints, i.e., the procedures established and administered by the U.S. Civil Service Commission, and shall act only upon the recommendation of that Commission.

c. Any volunteer with a question pertaining to partisan political activity should contact the Program Design Specialist-Human Resources.

3. Prohibition Against Engaging in Harassment

Volunteers are subject to the Agency’s Harassment Policy, which prohibits harassment based on race, religion, color, national origin, age, disability, or sex.

4. Prohibition Against Disclosure of Internal Business Affairs

Volunteers are not to discuss information designated as confidential (Confidentiality Procedures) with anyone outside the organization and discussed within the organization on a “need to know” basis.

5. Prohibition Against Physical Threats

Any volunteer of this organization is prohibited from threatening or
intimidating management, supervisors or fellow workers.

Standards of Conduct:

(Reference Head Start Regulation 45CFR 1304.52(h) as seen in Subpart D)

Objective:  Guide staff members, consultants and volunteers in a potentially controversial or ambiguous situation and help protect staff, consultants and volunteers against allegations of misconduct.

Staff, consultants and volunteers will:

1. Respect and promote the unique identity of each child and family and refrain from stereotyping on the basis of gender, race, ethnicity, culture, religion, or disability;

2. Follow program confidentiality policies concerning information about children, families, and other staff members;

3. Not leave a child alone or unsupervised while under their care.

4. Use positive methods of child guidance and will not engage in corporal punishment, emotional or physical abuse, or humiliation.

5. Not employ methods of discipline that involve isolation, the use of food as punishment or reward, or the denial of basic needs.

6. Not solicit or accept personal gratuities, favors, or anything of significant monetary value from contractors or potential contractors.

Consequences of breaching Agency standards of conduct:


· Staff- Written conference and possible termination.


· Consultant- Conference and possible termination of agreement.

· Volunteer- Conference and possible termination of volunteer responsibilities.

Job Specifications:

Educational Requirements:

There are no specific educational requirements.

Experience Requirements:

Experience is necessary in the operation of maintenance equipment and 





for repairing other equipment. 

Other Requirements: 


1. 
Must consent to child abuse registry search and be found free of a substantiated case.

2. 
Must have a current health card including skin test or X-ray.

3. 
Must consent to felony check.

4. 
Must consent to a drug screen.

5. 
Comply with the Agency dress code.

6. Must be eighteen years of age or older to operate powered maintenance equipment.

Training:
Must take training as needed in:

1. Job responsibilities/duties

2. Head Start philosophy and goals

3. Confidentiality procedures

4. Child discipline procedures

5. Maintaining/promoting positive mental health

6. Health regulations

7. MSDS Cabinet and Safety Procedures
Resourcefulness:
   

Knowledge in the use of office equipment and computers is 






recommended. 
   


Responsibilities:                              


1. Work in close cooperation with all staff members, parents, and volunteers.
 

2. Must be professional at all times and not discuss the affairs of the local program outside its doors.

3. Perform duties as needed and required for the efficient operation of the Center and needs and welfare of the children.
4. Must properly use, maintain, and store machines, tools, equipment and materials after use.

5. return borrowed materials in same condition as checked out.

Personal Traits:



Must have good personal hygiene. 






Must be conscientious and warm with a pleasing personality.

Supervision Available:
Local Program Director, Maintenance Engineer
Physical Demands:                           
Some lifting, bending and stretching may be required for specific jobs.  A 




volunteer with physical restrictions will be assigned tasks that can be 




matched to that volunteer’s ability.
Public Relations:                               
Responsible for establishing good working relations with parents and community people.

Volunteer Signature _____________________________________ 

Date ______________

