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PINELLAS COUNTY VOLUNTEER SERVICES

This handbook is intended for regular-service volunteers (a person
engaged in specific voluntary service activities on an ongoing or
continual basis) with Pinellas County Government.

Information within explains general administrative procedures and
policies pertaining to County volunteers. Specific duties and
responsibilities associated with various positions will be provided by
departments in which volunteers contribute their services.

Pinellas Joseph S. LeGath, Volunteer Services Manager
(OU Sandy Herron, Volunteer Program Coordinator
Karen Barnhart, Secretary
Vonntasr Serces 333 Chestnut Street, Clearwater, FL 33756

(727) 464-3945 PHONE - (727) 453-3121 FAX
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PINELLAS COUNTY VOLUNTEER SERVICES

Pinellas County Government County
Administrator

Stephen M. Spratt
Dear Volunteer,

As a Pinellas County volunteer, you join a special group of people dedicated to
serving fellow citizens. It is with great pleasure that | welcome you to our
volunteer team and thank you, in advance, for the outstanding personal
contributions you will make.

There are a number of different volunteer opportunities within Pinellas County.
Our volunteers do not replace employees; rather, these efforts add support for
County departments and expand services to the public. Volunteers span a variety
of ages, come from diverse ethnic backgrounds and have a multitude of skill
levels. But each has one thing in common- - - they care about the community.

Pinellas County’s Volunteer Services division was founded in May of 1992, and
today, is more than 1,700 volunteers strong. The division is highly successful
due in large part to the dedication of volunteers like you who unselfishly give your
time, energy and love. You are very important to the success of Pinellas County.
Most importantly, you are making a difference in your county!

We recognize that your time is very valuable, and | am proud that you chose to
spend it helping your community and neighbors. Thank you again for giving your
time.

Sincerely,

B pE—

Stephen M. Spratt
Pinellas County Administrator
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PINELLAS COUNTY VOLUNTEER SERVICES

Volunteer Services Program Mission Statement

e __________________________________________________________________________________________3
The mission of the Pinellas County Volunteer Services Program is to
promote, recruit, and place citizen volunteers in their County Government
and facilitate the involvement of Pinellas County Government employees
in community events and projects.
.

Welcome aboard

Volunteers provide many services within Pinellas County Government.

» Some volunteers come with extensive experience and skills in the service
they provide; others come to learn new skills and develop interests and
hobbies. People are recruited to help with specific County needs.

» Volunteers have donated as much as $1,800,000 in services per year in
departments such as Animal Services, Environmental Management,
Florida Botanical Gardens, Heritage Village, Parks and Recreation, and
the Pinellas County Extension.

E OUR VOLUNTEERS
e, SET THE COURSE

RS
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PINELLAS COUNTY VOLUNTEER SERVICES

Pinellas County
Volunteer Rights and Responsibilities

Your rights as a volunteer:

Opportunity:

You have the right to be a volunteer regardless of race, financial status, sex or
age. You have the right to a competent and thorough interview and an
assignment appropriate to your interests, background and abilities.

Education:

You have the right to know about the agency, policies, programs, people and
plans. You have the right to receive an initial orientation to the agency and
ongoing training and supervision.

Involvement:
You have the right to be treated as a co-worker, to offer suggestions and to be
heard.

Evaluation:

You have the right to an evaluation of your job performance and to be given the
opportunity for promotion and/or change of assignment. You have the right to
help evaluate the program you service.

Your responsibilities as a volunteer:

Openness:

Be honest and clear during the initial interview about your interests, skills,
expectations, preferences and availability. Share significant medical or physical
information and discuss with your supervisor your satisfactions and/or
dissatisfactions.

Understanding:

Be aware of the agency’s purpose and the requirements and expectations of
your volunteer assignment. Respect the confidentiality of your agency and/or
client information. Follow policies and procedures.

Commitment:

Be dependable, perform duties promptly, appropriately and reliably. Participate in
training and accept the guidance and direction of your supervisor. Notify your
supervisor of necessary absences as far in advance as possible.

page 5



PINELLAS COUNTY VOLUNTEER SERVICES

A Profile of Three Pinellas County Volunteers. . .

-This article appeared in the Pinellas Pen, the Pinellas County Government
employee newsletter.

Many Hands Serve the County’s Volunteer Services Program

We couldn’t do without them--the volunteers involved with
Pinellas County Government. They donate more than
$1,800,000 in services per year, working at the Pinellas County
Extension, Florida Botanical Gardens, Heritage Village, Parks
and Recreation, Animal Services, Environmental Management,
and other departments.

For example, volunteers comprise the entire staff of the Gulf :
Beaches Historical Museum in Pass-A-Girille in the heart of St. Pete Beach’s National
Historic District. The museum, housed in the first church built on Pinellas County’s
barrier islands, was willed to the County and opened to the public in 1993. Itis a
satellite facility of Heritage Village.

Jari Mogavero, Volunteer Site Coordinator for several years, supervises 40 volunteers
who open the museum to the public three days a week. “I have three main reasons |
volunteer here,” she said. “One reason is all the wonderful people here that now are
friends, people | wouldn’t have met otherwise. Also, every year we have fascinating
visitors from all 50 states and about 15 foreign countries. And, being here in the barrier
islands where area residents are so supportive of maintaining the history is rewarding.”
Born in Maine, she lived in several states until moving to Florida. She retired as a
registered nurse in 1984 and volunteered for 15 years at the St. Pete Beach Building
Department and also as a precinct clerk during elections.

As a precinct worker, Jari met Joan Haley, the preservationist who bought the church
and later willed it to the County. Jari was part of the volunteer crew that cleaned up the
grounds, readying the church for its reopening as a museum to showcase Pinellas
County’s barrier islands. She and the other docents share stories about local history
depicted in photographs and other memorabilia, which fits her well, as Jari grew up
loving to study history. Visitors to the museum can pick up a guide to a walking tour of
other historic buildings in the Pass-A-Grille neighborhood.

Currently, more than 1200 regular-service volunteers provide their services
to the County, and over 500 short-term volunteers help out for a day or two
at special events.

Brenda Payne volunteers at the Extension both as office staff and as a Master
Gardener. In 1998 she began taking the Master Gardener classes to add skills in
Florida gardening to the know-how she gained in Michigan and Indiana gardens. She
now works in the greenhouse and the shadehouse and does weeding, which, with a
gardener’s glint in her eye, she likens to “stamping out evil.”

Volunteering puts her in touch with people who love plants, and she values the
opportunities for continuing education. Recently the Extension started a butterfly

page 6



PINELLAS COUNTY VOLUNTEER SERVICES

program with lessons offered online. A feature that Brenda likes is that profits from plant
sales, where plants raised by the Master Gardeners are sold, are used for donations to
the gardens and field trips. On a trip to Echo Farms in Ft. Myers, Master Gardeners
were able to observe how plants can be raised in Third World countries lacking good soill
by growing them on rugs or in cans.

Brenda’s rewards from volunteering are many: She feels fulfilled learning about plants
as a Master Gardener, and she is learning more about computers when she volunteers
in the Extension Office. She appreciates that the staff at the Extension are friendly and
cooperative, thanking the volunteers with a holiday party during December and a
luncheon during National Volunteer Week.

Since 1986, several thousand people have taken the classes with most being registered as
Master Gardeners. Before entering the program, interested people are interviewed. The
classes cover a 15-week period, and as of 2008, 75 volunteer hours under the supervision of
a horticulturalist are required to become a Master Gardener and 45 volunteer hours a year
are needed to maintain the certification. Master Gardeners, whether in training or certified,
teach, lead school groups, provide assistance to 4-H, help maintain the Florida Botanical
Gardens, propagate plants, conduct plant sales, organize educational activities, provide
computer and other support for Extension and take part in many other activities.

Ruth Davies spends twenty hours a week as a Master Gardener, happy to have made
the switch from duties as a telecommunications project manager in the corporate world
before she retired. Relocating to Florida from New Jersey several years ago, she
decided that although she spent a lifetime learning gardening, she didn't have a lifetime
to learn the nuances of southern plants and soils and found the answer in the Master
Gardener program. She volunteers in the Botanical Gardens, especially in the herb
garden, and is learning much from the horticulturalists.

“I have a small yard at home,” she says. “Here | have acres, and | want to learn about
everything. | wish my vocation could have been plants--I love getting dirty.” In addition
to weeding and upgrading plants into larger pots when they need it, she enjoys
interacting with the public and sometimes helps with registration at special events. “So
many people come through the Botanical Gardens and say, ‘| never knew this was here.
It is so beautiful.”

Something else she appreciates is the staff. “They are so supportive of us, so
appreciative and never forget to say thank-you. | wish all my managers in the corporate
world had been as nice.”

There are volunteers donating services to Pinellas County Government
seven days a week, everyday of the year.
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PINELLAS COUNTY VOLUNTEER SERVICES

THE VOLUNTEER HANDBOOK

This handbook is available in printed format, on a
CD, or over the Internet.

It provides information on the volunteer/staff
relationship, expectations, and guidelines. Please
review it carefully; you can have any questions . -
answered by your supervisor at the worksite or by calling Volunteer Services at
the telephone number listed on page 2.

Departments using many volunteers will also provide you with a site-specific
written guide on safety, scheduling, and other applicable issues.

» The qualifications and abilities needed in a
volunteer include the following:

0 Being a team player, being dependable,
supporting your volunteer group and staff.

0 Working effectively with the public, other
volunteers, and staff.

0 Maintaining an open mind, being flexible,
and being willing to learn and try new
things.

» Volunteering begins with an entrance interview to match your interests,
needs, and time availability with Pinellas County Government volunteer
openings. Your supervisor will hold a personal orientation, which will
review department policies and procedures. When you begin your duties,
on-site training should also be provided by your supervisor.

> Inthe case of an emergency, it is important for the staff of the
department or facility in which you volunteer to know if you are present
and where you are located. Please be sure to sign in and
out. Note that departments may have different formats for HiF _—
) : I &0 my as mn
reporting time.

[ ] - me me
i-‘-u L

> You are expected to maintain your schedule. If you —
cannot volunteer during your regularly scheduled time, call 4 ?;,
your supervisor as soon as possible. e

» Flowcharts on the following pages depict the orientation
process we have for volunteers.
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PINELLAS COUNTY VOLUNTEER SERVICES

BECOMING A VOLUNTEER

THE INITIAL PROCESS

1. APPLICATION AND DEPARTMENT INTERVIEW

The first step in becoming a regular-service volunteer is
to complete a volunteer application form. In addition to
administrative details, the form will provide us with
information on your interests and schedule availability.

You will then be interviewed by the department(s) of your
choice to determine availability of a position that suits
your interests.

Once a position has been agreed upon, you will be
scheduled for a volunteer orientation and background
check.

The Volunteer Services Office will confirm your
orientation appointment in writing. You must arrive on
time for your scheduled orientation.

2. COUNTY ORIENTATION AND BACKGROUND CHECK

This orientation is similar to that which you would receive
as a new employee.

Items covered by the orientation are shown on the right.
It is conducted in the county government complex in

Clearwater and lasts approximately two hours, including
the fingerprinting process and ID card photo.

-~ ® o0 o w

Q@

Orientation Topics

Policies and Procedures
Risk Management Guidelines
Workers’ Compensation
Volunteer Benefits
Anti-Harassment

Substance Abuse

The Hazard Communication
Standard/Right-to-Know Law
Pinellas County Statement of
Ethics

Fingerprinting

ID Photo

3. REPORTING TO YOUR DEPARTMENT

After orientation, contact your department Volunteer Site
Coordinator (VSC) to schedule your initial assignment and
training.

Your ID card will be sent to your Volunteer Site
Coordinator.
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Department Posts
Position Guidelines

1. Applicant contacts individual
department or Volunteer Services
(VS).

2. Department or VS interviews
applicant; determines potential
suitability for position.

3. Site coordinator enters info into
V/SP5; system assigns ID #.

4. Orientation scheduled through site
coordinator.

L_____1

4A. Site coordinator prints out
application form; candidate signs; form
forwarded to Volunteer Services.

5. Volunteer Services sends out
packets and handbooks to those
scheduled for Orientation.

6. Candidate attends Orientation; gets
fingerprinted for FDLE background
check; get ID photo made.

7. Volunteer Services submits
background check to FDLE/FBI.

8. Depending on results...

| |
A. Volunteer Services notifies site B. Must do a reprint if fingerprints were C. Background check comes back with
coordinator candidate has passed not legible. (Return to Step 6 for reprint; an IDENT; must be reviewed by
background check. dept will schedule with VS). personnel, legal and Dept Director.

9. D cards sent to depts.
Department notifies volunteer of
status.

10. Volunteer reports to dept for
work assignment.
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PINELLAS COUNTY VOLUNTEER SERVICES

PROGRAM POLICIES, VOLUNTEER REQUIREMENTS,
AND GUIDELINES

POLICIES

1)

2)

3)

The Pinellas County Board of County Commissioners encourages volunteer
participation by individuals and groups in County departments, divisions, and
facilities.

Definition: “Volunteer” is a person who, of his/her own free will, provides
goods or services to any unit of County Government or to any Constitutional
County Officer without receiving monetary or material compensation.

The County Administrator’s Office shall be responsible for the direction of the
Volunteer Services Program and its compliance with all laws pertaining to
volunteers, which shall include the recruitment of volunteers and the
evaluation of the Volunteer Services Program.

May be eligible for Workers’ Compensation medical benefits only, in
accordance with chapter 440, Florida Statues. If an injury occurs, you must
notify the Volunteer Site Coordinator immediately who will direct you to a
facility to receive prompt medical attention. If you have any questions
regarding Workers’ Compensation, contact the Risk Management staff at
464-3664.




PINELLAS COUNTY VOLUNTEER SERVICES

VOLUNTEER GUIDELINES

Volunteers . . .

a)

b)

c)

d)

f)

9)

h)

)

K)

Perform duties within the rules set by the responsible administrator.

Perform tasks assigned by their supervisor and approved by the
responsible administrator.

Must maintain strict confidentiality concerning any information to which
they may have access within their volunteer duties.

May not use information: (1) not generally available to the public and (2)
obtained by reason of their volunteer positions for the personal benefit of
themselves or others.

Who patrticipate in the same physical labor that requires a health
screening for regular employees, will need a health screening performed
by a physician.

Must be 18 years of age or older. Those under 18 years of age must have
adult supervision by a long-term volunteer or a Pinellas County employee.

Shall sign in and out, either electronically on VSP5 or in the Volunteer
Log. This record is maintained by all departments or facilities to record
volunteer names, dates, hours of service, and tasks assigned.

Will receive ID cards from their department upon completion of orientation.

Who are regular-service volunteers: (1) must attend a County volunteer
orientation, (2) must pass a background check and (3) must be trained for
duties at department.

Who are public officers/employees may not voluntarily perform services,
which are the same as, or are similar to, duties they are paid to perform by
the same public agency.

Must read and agree to abide by the County’s Substance Abuse

Prevention Program, and in certain circumstances, they may be required
to submit to a drug screening prior to performing voluntary services.
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PINELLAS COUNTY VOLUNTEER SERVICES

RISK MANAGEMENT GUIDELINES FOR USING VOLUNTEERS
(Revised 2007)

(1)

(2)

(3)

(4)

()

Volunteers must attend a Volunteer Orientation, which will include the
Right-to-Know, Workers’ Compensation, and safety information.

Volunteers must be trained for the jobs they will do, including the safety
aspects.

When personal protection equipment is required for the position, the
volunteer must either provide his/her own or be properly equipped by the
department and trained in the use of the equipment prior to engaging in
any such work.

Volunteers must not be knowingly exposed to any unnecessary danger or
hazards in the workplace and must not perform any functions requiring a
license or certification unless they have a current license or certification to
do so.

Volunteers are permitted to operate a County motor vehicle only after
successful completion of training as required by Pinellas County's
Department of Risk Management. Upon notification of a Department’s
request for a particular Volunteer to serve in a position requiring driving,
Risk Management will initiate a review of the individual’s Florida Driver’s
License to verify the Volunteer meets all the requirements listed above
and has an acceptable record. Volunteer Services and the requesting
Department will be notified of the results of each review and the level at
which each Volunteer is certified.

Once cleared by Risk Management for a position involving driving
responsibilities, Volunteers must be trained and certified on any piece of
equipment called for in the Position Guidelines before being allowed to
operate a county vehicles or piece of equipment independently. Training
may be completed by the Department Director’s designated
representative, or in conjunction with Fleet Management’s training
program if the necessary coordination is accomplished between
departments.

Risk Management has established four (4) categories of certifications for
Volunteers who are asked to operate vehicles within the scope of their
Position Guidelines. Volunteers in all four (4) categories are required to
have a valid Florida Driver’s license:

e Volunteers using county-owned ATV’s, Mules, Mowers, Golf Carts or
other non-registered motorized equipment, strictly within the confines
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(6)

of an enclosed piece of County property such as a park or within a
specific address.

e Volunteers using county-owned Sedans, Vans, Pick-ups or other
registered motorized vehicles, strictly within the confines of an
enclosed piece of County property such as a park or within a specific
address.

e Volunteers using registered County owned motorized vehicles, not only
on County property, but also on public roads (limited to within a 25 mile
round-trip from the County facility at which they volunteer).

e Volunteers whose driving duties includes transporting passengers,
regardless of whether it takes place strictly on county property or not.
This will be restricted to County owned vehicles. (Some vehicles
require a Class E license which needs to be approved by Risk
Management)

Volunteers who have not been properly certified to Risk Management’s
satisfaction must not operate county equipment, regardless of what the
Position Guidelines might say. Each successive certification must be
completed in advance of the Volunteer’'s independent operation of county
equipment under those specific conditions. Volunteers will not be certified
to operate county-owned Commercial Motor Vehicles (Buses, etc.).

Operations involving the transportation of children, as passengers shall
never be done without at least two (2) adults in the vehicle, at least one (1)
of whom shall be a County Employee. This restriction applies regardless
of whether the Employee or the Volunteer is driving, and regardless to the
number of under-age passengers in the vehicle.

Once trained and certified, Volunteers will be subject to a monthly review
of their Florida Driver’s License, to be completed by Risk Management.
The standards for the monthly review will be the same as for the initial
review above, and any unacceptable driving record will result in the
Volunteer’s loss of county driving privileges. The Volunteer has the
responsibility to notify their volunteer coordinator of any moving infraction
within three business days but no later than the next volunteer opportunity.

The operation of equipment shall be permitted
only at such time that the volunteer has
demonstrated the ability to operate the
equipment and has successfully completed
training and testing by Risk Management, Fleet
Management, and/or any other appropriate
Pinellas County authority.
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REPORTING AN INJURY

Instructions for injured volunteers: If you are injured while performing your
volunteer task you must . . .

Notify your supervisor immediately.

You and your supervisor must complete a First Report of Injury and submit
to Risk Management within 24 hours.

Even if you do not think you need medical attention, complete the First
Report of Injury. If you should require medical attention at a later date,

simply contact your supervisor for assistance in selecting an authorized
treating medical provider at that time.

REMEMBER, except in an emergency, you must receive medical care
from an authorized provider. If you have questions regarding this policy,
please contact Risk Management.

DO NOT MISS MEDICAL APPOINTMENTS. If you cannot attend a
medical appointment, you must give the medical provider at least 24 hours
notice and advise your supervisor of the changes. Failure to comply with
this requirement could jeopardize your benefits.

Risk Management staff is available to assist you regarding any questions you
may have regarding your work related injury. You may contact Risk at:
727-464-3664.
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VOLUNTEER RESIGNATIONS AND TRANSFERS

Pinellas County Government hopes that you find your volunteer experience both
enjoyable and rewarding. However, circumstances can change. If your schedule
should change and you can no longer volunteer in your current assignment,
contact your supervisor or Volunteer Site Coordinator. It may be that another
volunteer position will fit your new circumstances.

If you should have any problems in your volunteer assignment, we encourage
you and the department staff to try and work them out together. If the problem
still cannot be settled, please contact the Volunteer Services Manager who can
serve as a liaison and provide various options to improve the situation for those
involved.

If your assignment is not providing you with the skills and learning opportunities
that you would like, call your Volunteer Site Coordinator who will work to resolve
the problem.

REASONS FOR DISMISSAL

The following is a list of major reasons supervisors may feel the need to dismiss
a volunteer:

= Attendance problems — Too frequent absences from work or arrives
late and leaves early too often.

= Has a poor attitude — May be cynical, “passes the buck” when
something unpleasant happens, cannot accept suggestions or
criticism, is negative to the public or other volunteers or employees,
socializes too much with other workers or visitors.

= Difficulty with volunteer duties, has to be supervised too much of the
time (does not follow instructions when given), fails to recognize errors
or problems, takes no initiative.

= Does not follow volunteer program policy or department rules.

However, the County reserves the right to dismiss a volunteer at any time.
It is necessary to approach volunteering with a sense of commitment, open-

mindedness, resourcefulness, and initiative. By doing so, volunteering will be a
rewarding experience.
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TAX DEDUCTIBLE EXPENSES--GUIDELINES

Volunteers often may deduct the following expenses:

1) Out-of-pocket expenses that you pay in rendering services without
compensation (such as telephone charges, automobile expenses, per diem
expenses).

2) Dues, fees, or assessments that you pay to qualified organizations.

3) If you are a chosen representative attending a convention for the
organization, you may deduct expenses for travel and transportation that are
not ordinarily reimbursable items.

4) Cost of uniforms, as well as their upkeep, if the uniform is required to be worn
while volunteering.

5) Mileage to and from their volunteer site.

Check with your accountant for more details.
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BENEFITS GUIDELINES

Volunteers. . .

e May join the Pinellas County Employees Federal Credit Union by
presenting their 1.D. cards.

e May use the County’s fitness center by presenting their I.D. card and
attending an additional orientation.

e Are eligible for training opportunities through the County’s Personnel
Department; these classes could help make volunteer experience more
effective and enjoyable. Your supervisor and the Volunteer Program
Coordinator can provide information on classes; this information is
published in the yearly Training Resource Catalog. Volunteers can attend
classes on a space-available basis.

e Whose volunteer duties require necessary and approved travel, may be
reimbursed for mileage (at the same rate as employees). This
reimbursement will be the responsibility of the respective department in
which one volunteers.

e Volunteers will not be reimbursed for travel to and from the workplace
unless they are on disability, public welfare, special education programs or
any other kind of public assistance. In those cases, volunteers who
possess the PSTA Special Citizen Photo ID Card may be eligible for
reimbursement based on approval of their department representative and
the approval of the Volunteer Services Manager.

e If payment is authorized, it will be at the PSTA reduced fare, i.e., $1.50 per

day. Volunteers will be reimbursed after they produce a travel log
indicating dates and the to/from destination
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VOLUNTEER RECOGNITION

We, here at Pinellas County Government,
appreciate the time and talents our volunteers
contribute. Each year during National
Volunteer Week, which falls in late April, we
extend various forms of appreciation to our
volunteers. In addition to this, on a more
personal level, departments frequently have
volunteer appreciation events throughout the
year.

Pinellas County’s Access Channel 18 is also a vehicle of recognition. The Inside
Pinellas program sometimes features segments that feature individual volunteers
as a means of acknowledging their value to our County.

Service milestones for 1, 5, 10, 15, 20 and
25 years of volunteer activity are celebrated
by presenting the volunteer with an
attractive lapel pin and certificate. These
will be awarded by your department.

Recognition can be tangible in many ways,
however, making volunteers a part of a
department’s family and frequently
expressing gratitude makes for a pleasant
and satisfying experience for volunteer and
department alike.
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VOLUNTEER STATEMENT OF ETHICS

We, the volunteers of Pinellas County, as providers of public service
and, in order to inspire confidence and trust, are committed to the
highest standards of personal integrity, honesty and competence.

To This End We Will

Assist in providing open and accessible government by giving courteous,
responsive service to all citizens equally.

Accept only authorized compensation for the performance of our
duties and respectfully decline any offers of gifts or gratuities
from those we encounter through our volunteer service.

Disclose or report any actual or perceived conflicts of interest.

Comply with all laws and regulations applicable to the County
and impatrtially apply them to everyone.

Neither apply nor accept improper influences, favoritism
and personal bias.

Use County funds and resources efficiently, including
materials, equipment and our time.

Respect and protect the privileged information to which
we have access in the course of our duties, never using it
to stir controversy, to harm others or for private gain.

Recognizing that government must serve the best interests of all
citizens, we stand as representatives of responsible government,
acting at all times to merit public confidence in ourselves and
Pinellas County.
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Pinellas
(ou

COMMUNICATIONS
Volunteer Services

“Pinellas County is an Equal Opportunity Employer”
Member — Pinellas Partnership for a Drug Free Workplace

CONTACT INFORMATION

Person Phone Number Email

Joe/Sandy/Karen (727) 464-3945 volunteers@pinellascounty.org
(Volunteer Services

Program)

Your Site

Coordinator:

Your Supervisor:

Internet Website: County Main Page — http://www.pinellascounty.org
Scroll down page and click on Volunteering/Internships at bottom of right-hand
column. Follow prompts for the information or services you want to access.

Department of Communications: Volunteer website —
http://pinellascounty.org/volserv/default.htm
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APPENDIX
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Appendix A: Glossary

Board of County Commissioners (BCC)
The Board of County Commissioners (the Board) is the legislative and governing
body of Pinellas County. The seven-member Commission is responsible for
establishing policies to protect the health, safety and general welfare of Pinellas
County residents.

County Administrator
The Administrator manages the business of county government. His job is to
manage the day-to-day affairs of the county, and implement the policies and
decisions of the Board of County Commissioners (BCC). He has the overall
responsibility for management of the volunteer services program.

Eligible to Volunteer
This refers to a person who meets the specified requirements for a volunteer
position or event.

Material Donor
This is a person who provides funds, materials, employment or opportunities for
clients of County Government without receiving monetary or material
compensation.

Occasional-Service Volunteer
This is a person who offers to provide a one-time or occasional voluntary service
and works under direction of a staff member or regular-service volunteer. Also
known as “short-term” volunteer. Note this category may be utilized as a
probationary status for candidates applying to become regular-service
volunteers.

Regular-Service Volunteer
This refers to a person who is engaged in specific voluntary service activities on
an ongoing or continual basis and has completed the mandatory volunteer
orientation and background check. Regular-service volunteers may work alone
or work with children and are authorized to handle money at County events. Also
know as a “long-term” volunteer.

Volunteer
Means a person who, of his/her own free will, provides goods or services to any
unit of County Government or to any Constitutional County Officer without
receiving monetary or material compensation.

Volunteer Site Coordinator (VSC)
This is the County staff member responsible for administrative activities of the
volunteer program at the department level. Maintains records and reports for the
program.

Volunteer Supervisor

This is the County staff member or designated regular-service volunteer who is
responsible for scheduling and supervising the activities of volunteers.
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