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Welcome! 

Thank you for bringing your time and talent to SMART! Volunteers and children are, together, 
the center of SMART’s work.  Our program would not be possible without you. 
 
This guide provides general information for all volunteers (from volunteer Readers to Board 
Members), and aims to provide a point of reference and clarification around some of the often-
unspoken assumptions about your role, rights, and responsibilities as a volunteer. We hope 
that it will support the safety and effectiveness of all SMART volunteers. 
 
This may look like a lot of “legalese”, or a long discussion of basic behavior that you take for 
granted. However, people’s expectations vary, so please review this to ensure that your 
expectations match SMART’s. 
 
Also, please keep this document as a reference, and use it as a guide when you have 
questions. 
 
SMART reserves the right to change the policies in this guide without notice. The organization 
recognizes its responsibility to keep volunteers informed of changes that may affect them and 
intends to provide updates to keep information current. This guide replaces all other policies 
and procedures previously in effect for SMART volunteers. This document is merely a guide 
and is not a promise of specific treatment in specific situations; it is intended to be clear about 
our expectations in most common situations. 
 
 

An Overview of the Volunteer Experience  

Throughout this guide, the term “supervisor” is used to indicate the individual who oversees and 
supports the volunteer during his/her particular assignment. Supervisor may refer to any and all of 
the following: Program/Area Manager, Assistant Manager, Site Coordinator, SMART staff, Chapter 
or Board Member, or any other individual acting in this capacity.  

 
Volunteers come to SMART with varied backgrounds, experiences, goals, perceptions, and 
values. Such diversity makes for a rich environment, giving SMART access to the wonderful 
skills represented within Oregon communities.  
  
SMART’s continued success in local educational communities is due, in large part, to the  
dedication and enthusiasm of its volunteers. SMART makes every effort to match volunteers to 
a suitable and worthwhile volunteer assignment that best fits individual interests and skills.   

As a volunteer, you can expect:  

 to be treated as a respected member of the team.  

 that your time will be valued. 

 an assignment that is meaningful and satisfying.  

 professional and courteous communication.  

 accurate information about SMART, and quality training, assistance and support.  

 a friendly, welcoming atmosphere. 

 exposure to opportunities to learn and grow.  
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 regular expressions of appreciation.  

 opportunities to voice ideas and concerns.  
 

 
In return, SMART asks that you:  

 understand, support and adhere to SMART’s mission, goals, policies and  
procedures, including all record keeping and confidentiality requirements (see below).  

 act as a good ambassador of the SMART program. 

 perform your role conscientiously, to the best of your ability, and within the bounds of  
specific position descriptions and requirements.  

 respect the individual differences you encounter during your time with SMART. 

 inform your supervisor promptly if you will be absent or are unable to perform any of 
your volunteer responsibilities. 

 provide program feedback when requested. 

 maintain timely and regular communication with your supervisor. 
 
 
 
 

 

 

 

 

Confidentiality 
Some of the things you will learn about or see during your volunteer experience are 
confidential. All volunteers must sign the Volunteer Agreement, and agree not to publish or 
disclose any confidential or business information to anyone outside of SMART. This includes: 

 

 Pictures or videos of SMART children are allowed only when the parent or guardian 
has provided written consent via the SMART Student Permission Slip.  

 The volunteer application is to be secured and protected at all times and passed along 
to the area office as quickly as possible. It is never copied. The potential volunteer’s 
privacy must always be respected. 

 As in most professional relationships, volunteers are not to share anyone’s personal 
contact information without prior permission. Any and all materials containing personal 
contact information should be secured and then shredded when no longer needed. 

 Contact information, HR records (including performance information), and donation history 
for volunteers, donors, and/or staff are not to be shared outside of SMART.  

 Volunteers who serve as Board Members or Site Coordinators may, on rare occasion,  
learn sensitive information about other volunteers or SMART staff, such as 
performance concerns, legal concerns, or concerns regarding interactions with children 
or school personnel. This information should be kept confidential. For example, if an 
individual is not permitted to volunteer, SMART does not generally release the reasons. 

 Regarding suspected child abuse or neglect situations, please see “Ensuring the Safety of 
SMART Students” below. 

If you have any questions or concerns about your experience at SMART, here’s who to 
contact: 

1) (Volunteer Readers only) – Site Coordinator at your site 
2) Your local SMART office – for a list of offices and contact information, see 

http://www.getsmartoregon.org/about-smart/local-offices and choose your local 
area 

3) Director of Finance and Administration – 971-634-1602 or 
SMART@getsmartoregon.org. 

http://www.getsmartoregon.org/about-smart/local-offices
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 You may learn sensitive information about the children and families we serve. For 
example, as a Reader, you may learn about a child’s reading level or learning 
disabilities. Although you are discouraged from inquiring about such things, children 
sometimes share sensitive family information such as pending divorce, parental health, 
financial issues, or sibling issues. You should only use first names when discussing 
SMART children outside of SMART.  This prevents people outside of SMART from 
learning confidential information about specific students. 

 
If you’re not sure, ASK! 

 

SMART Volunteering: Beginning to End  

Getting Involved  
If you’re reading this guide, chances are you’ve already applied to become a SMART volunteer. If 
you’re interested in exploring a different volunteer role, contact your local SMART office, or e-mail 
SMART@getsmartoregon.org. If anyone you know is interested in being a SMART volunteer, 
encourage them to apply online at https://www.getsmartoregon.org/get-
involved/volunteer/volunteer-form.* All volunteers must pass a background check prior to 
volunteering with SMART. 
 
*SMART volunteer opportunities are open to adults and students in ninth grade and above. 
Volunteer Readers below the age of 18 only need to submit the front page of the application and 
two letters of recommendation from people who are not relatives. 

Volunteer Training 
All volunteers receive an orientation and training specific to the volunteer position and location. 
Volunteer training ensures program consistency and integrity. Volunteer training is provided 
through a variety of both formal and informal formats. All volunteers are required to complete the 
volunteer training program for their positions. 
 
If at any point, your volunteer role is unclear, ask! We value your time and expertise, and are here 
to help you best use your talents on behalf of SMART. 

Performance Feedback 
SMART staff and Site Coordinators aim to create an environment in which volunteers understand 
their roles, receive guidance as needed, and feel appreciated for doing good work. This policy 
describes our general process for providing feedback to volunteers. It is not a lock-step process 
and all volunteers serve “at-will”, meaning that SMART or the volunteer can choose to end the 
relationship at any time and for any lawful reason. 
 
Staff and Site Coordinators 
Except in situations involving child safety concerns (in which case, action will be swift to remove a 
volunteer), if a volunteer is not satisfactorily performing his or her duties and is in need of clearer 
direction, the supervisor is encouraged to view this as a teaching or coaching moment. Outside of 
the group setting, discuss the ineffective or problematic behavior with the volunteer, and offer 
suggestions for more effective or preferred behavior. 
 
If the volunteer’s performance does not improve, use the steps described below to work with the 
volunteer on performance improvement. Any of the steps below may be accompanied by a written 
notification. Some steps may be omitted, and, for particularly problematic behavior, a volunteer 

mailto:SMART@getsmartoregon.org
https://www.getsmartoregon.org/get-involved/volunteer/volunteer-form.*
https://www.getsmartoregon.org/get-involved/volunteer/volunteer-form.*


6 

 

may be asked to leave SMART immediately; however, asking a volunteer to leave is generally a 
last resort. 
 
Performance Improvement Steps  

 Provide verbal cautions and coaching on more appropriate or effective behavior 

 Repeat the verbal notice, as appropriate 

 Provide verbal warning that additional problems will result in termination of  volunteer 
assignment 

 Terminate volunteer assignment 

Voluntarily Leaving SMART  
SMART appreciates any and all time that volunteers donate. If you find that you are unable to 
continue your volunteer commitment for any reason, please let your supervisor know as soon as 
possible. 
 
Volunteers must return all SMART or site property in their possession on their last day of service. 

 

SMART’S Commitment to a Positive 
Volunteer Experience  

SMART is about more than running effective programs; we want to ensure that we provide a 
wonderful environment in which our volunteers can work and thrive. Accordingly, we abide by the 
following policies and processes for resolutions of concerns. 

Americans with Disabilities Act  
In accordance with the law, SMART makes reasonable accommodations for physical or  
mental disabilities of a qualified volunteer, unless an undue hardship for either would result. 
Volunteers requiring accommodations should contact their supervisor to advise as to what is 
needed. Information about disabilities is kept confidential, to the extent possible and consistent with 
SMART’s obligations under the law.  

Anti-Discrimination  
Volunteers are welcomed without regard to gender, disability, age, race, sexual orientation, national 
origin, disability, marital status, religion, veteran status, mental or physical disability or any other 
status protected under federal, state, or local law. The core qualification for a volunteer is the ability 
to fulfill responsibilities on behalf of SMART as described in your position description.  

Anti-Harassment  
SMART prohibits conduct by any employee or volunteer that harasses, disrupts or interferes with 
another's performance; which creates an intimidating, offensive or hostile environment; or which 
adversely affects an individual’s opportunities. Prohibited conduct includes harassment against an 
individual due to that individual’s gender, disability, age, race, sexual orientation, national origin, 
disability, marital status, religion, veteran status, mental or physical disability or any other status 
protected under federal, state, or local law. 
 
Sexual harassment is prohibited. It is defined as unwelcome sexual advances, requests for sexual 
favors, and/or other verbal or physical conduct of a sexual nature that may create a hostile, 
intimidating or offensive volunteer environment. 
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Each supervisor has the responsibility to maintain an environment free from any form of 
harassment. This policy covers conduct in the volunteer site, workplace, at social functions 
sponsored by SMART (e.g., dinners, picnics, sporting events), and at business functions (e.g., 
conferences, meetings).  
 
All SMART volunteers have the responsibility to immediately report to their supervisor any  
actions or words by a supervisor, employee, volunteer, vendor, or other individual that are believed 
to be unwelcome harassment or to be discriminatory. If the complaint involves the supervisor, the 
volunteer should report the incident to the next level of supervision or the Director of Finance and 
Administration, as applicable.  

No Retaliation 
SMART does not retaliate against volunteers for filing a complaint in good faith or cooperating in an 
investigation. All complaints are investigated promptly, impartially and as confidentially as possible. 
To ensure impartiality to the greatest extent possible, SMART may, at its sole discretion, choose to 
use an outside party to conduct necessary proceedings.  

Dispute Resolution  
SMART follows the following dispute resolution procedure: 

 The first step in any dispute is to communicate with those involved. If you are concerned 
about someone’s behavior or language, you are encouraged to talk to that person directly. 
If that level of directness is uncomfortable, the complaint or grievance remains unresolved, 
or if you think it requires a supervisor’s attention, you should inform your supervisor. If the 
dispute is with the supervisor, you should inform the Director of Finance and Administration, 
by phone or in writing, as soon as possible. 

 Every effort will be made to solve problems cooperatively and informally at the lowest levels 
of supervision, before presenting them in writing as a formal grievance.  

Compliance with Laws Not Stated Above 
SMART conducts its affairs in compliance with all applicable laws and regulations. If you become 
aware of a violation of law or regulation applicable to SMART, please contact the Director of 
Finance and Administration.  
 
 

Routine Operations 

Absences  
From absent Readers to tardy committee members, it’s difficult for SMART to function if volunteers 
are unexpectedly late or absent. 
 
If you are going to be late to or absent from a SMART commitment, please let your supervisor 
know as soon as possible. Whenever possible, Readers should find their own approved substitute. 
If you frequently have conflicts with your SMART commitment, talk to your supervisor about 
alternate volunteer opportunities.  

Background Checks  
SMART prioritizes the safety of children and volunteers; each potential volunteer must pass a 
national criminal background check as part of the application process. Because of their access to 
confidential information, this includes office volunteers, interns, Board/committee members and 
others. Individuals who refuse to comply with this request are not allowed to volunteer.  
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Anyone with a conviction, plea of guilty, no contest or nolo contendere of certain felonies and 
misdemeanors (those listed in ORS. 342.143), will be precluded from volunteering. Other that 
these offenses, arrests and convictions will be evaluated by SMART depending upon a variety 
of factors including how long ago the incident occurred, rehabilitation efforts, the nature of the 
crime or alleged crime, the nature of the position in which the volunteer seeks to serve, and 
other lawful considerations. The background checks are repeated every three years.  
 
Volunteers are required to report the following to SMART immediately: 

 Any arrest for a crime or violation involving children  

 Any arrest for a crime or violation involving violence, threats of violence, or domestic 
violence at which children were present 

 Any conviction, plea of guilty, no contest or nolo contendere in connection with a crime 
or violation involving children or violence 

 

Conflict of Interest  
You may not use your volunteer position with SMART or use the organization’s assets or influence 
for personal advantage or the advantage of other people or organizations.  
 
SMART volunteers are often active participants in their communities, offering support to a vast 
array of personal activities, organizations and causes. Volunteers may not, however, use their 
SMART affiliation to further any causes, partisan politics, religious matters, or community issues. 
Contact your supervisor or the Director of Finance and Administration with questions about specific 
organizations or issues.  
  
You must disclose any business, commercial or financial interest where such interest might be 
construed as being in real, potential or apparent conflict with your volunteer responsibilities at 
SMART.  

Emergency Closure  
SMART follows local site and school district schedules for delays or closure due to weather or 
natural disasters. If the SMART activity is taking place despite the weather, but you do not feel safe 
traveling or taking part (such as in icy conditions), you should inform your supervisor that you 
cannot attend the activity. 

Safety     
Report accidents, injuries, thefts, or anything else that threatens the safety and security of children, 
volunteers, or staff to your supervisor as soon as possible. If the incident requires immediate 
medical attention, call 911. If the incident occurs at a SMART site, also report it to the principal or 
site director.   
 
If any serious incident occurs, Site Coordinators should fill out an Incident Report form, and submit 
it the local SMART office. SMART staff should forward it to their supervisor and the Director of 
Finance and Administration. “Serious incidents” include safety issues, major complaints, accidents, 
unusual behavior, and/or other unusual incidents. 
 
SMART carries insurance that covers medical care for injuries suffered by volunteers while they are 
at a SMART site coordinating SMART or reading with children, or attending a meeting conducted 
by SMART. If you are injured while in a meeting or while at a SMART site, contact your supervisor 
immediately. 
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SMART has a “zero tolerance” policy for any actions, verbal or physical, that threaten SMART’s 
employees, children, volunteers, and donors. Volunteers are encouraged to raise any concerns 
about violence with their supervisor.  
 
For your safety and the safety of the children, you must be aware of your site’s security and 
emergency procedures, and be prepared to follow them. 
 
You are encouraged to leave valuables at home. SMART is not responsible for any loss incurred.  

Ensuring the Safety of SMART Students 
The safety of SMART children and volunteers is always our highest priority. All SMART volunteers 
must follow these safety policies: 

 Do not take children outside or away from school. 

 Always read in view of other adults. 

 At the SMART site, sign in and wear a SMART name tag. 

 Respect the physical boundaries of the children, allowing contact to be initiated by the child.  
Do not touch children in an inappropriate manner; this includes allowing the child to sit on 
your lap. 

 If a child shares any personal information that is concerning, it is your responsibility as a 
Reader to report this information to the Site Coordinator. The Site Coordinator will notify the 
appropriate school personnel. This information should remain confidential. 

 The best gift volunteers can give the children is time, energy and commitment. SMART 
provides each child with books, and respectfully asks that you do not give gifts to the 
children. 

 SMART volunteers are prohibited from outside contact with SMART children. The only 
exception is when you have a previously established relationship or are supervised through 
another agency. 
 

Concerns Regarding Child Safety 
Any volunteer with concerns regarding possible child abuse, child neglect, child sexual abuse, or 
other child safety concerns should immediately report the matter. Readers should report the issue 
to the Site Coordinator. Other volunteers should report the matter to the SMART’s Director of 
Finance and Administration (contact info on page 4).This policy does not preclude an individual 
from reporting appropriate matters to law enforcement personnel or child welfare authorities. 
SMART volunteers should cooperate with any investigation by governmental or law enforcement 
agencies regarding such matters. Although SMART encourages cooperation with authorized 
investigations of child safety matters, in order to protect innocent individuals, gossip and 
speculation among volunteers regarding unfounded accusations or matters of which the volunteer 
does not have personal knowledge is discouraged. 

Representing SMART 
Volunteers are the heart of our statewide literacy efforts. SMART asks all its volunteers to present a 
positive, professional image while representing SMART. Volunteers may represent themselves only 
within the extent of their volunteer positions, and only as volunteers with the organization.  
 
Volunteers are expected to dress in a professional manner and maintain good personal hygiene. 
 
No smoking is allowed in any SMART facility or SMART-related gathering. If you are a smoker, 
please ensure that neither your breath nor your clothing smell of smoke while at a SMART site or 
event. 
 
SMART reserves the right to accept or reject volunteers in its sole discretion, for any reason or no 
reason. 
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Use of Drugs (Including Medicine) and Alcohol 
While volunteering for SMART, you are prohibited from being under the influence of, possessing, 
abusing, selling or being involved with illegal drugs; abusing alcohol; or abusive use of controlled 
substances. 
 
Please exercise good judgment and moderation if you drink alcohol at a SMART-sponsored social 
event. 
 
You are also responsible for ensuring that your ability to volunteer safely is not affected by any 
legal over-the-counter or prescription medication you may be taking. If you are unable to volunteer 
due to medication, you should inform your supervisor as soon as possible. You are encouraged to 
discuss any concerns with your supervisor.  

Cell Phones and Smart Phones 
Be respectful of your time with your SMART student, and refrain from using your cell phones or 
mobile devices, except in an emergency. If you are attending a SMART meeting, please silence 
your cell phone. The use of cell phones to take photographs of children or a SMART site are 
permitted only when arranged through your supervisor, and only those children with a signed 
parent/guardian permission slip on file may be photographed.  
 
Photos/Recordings 
Ask your supervisor before photographing SMART children or site activities. As stated above, 
photographs are permitted only when arranged through your supervisor, and only those children 
with a signed parent/guardian permission slip on file may be photographed.  

Use of SMART Logo and Materials  
Any public use of the SMART logo, SMART documents and/or promotional materials must  
follow SMART guidelines, and be approved by SMART’s Communications Director. SMART’s 
Communications Director can be reached at SMART@getsmartoregon.org. 
 
SMART’s printed and web-based materials – from Reader Training Handbooks to Gala fundraising 
brochures – are designed to support staff and volunteer efforts to fulfill SMART’s mission. They are 
SMART’s intellectual property, and may not be shared with other organizations without permission 
from SMART. For questions, contact the Communications Director at the above e-mail address. 
 
  
 

Thank you for helping Oregon children develop  
the skills they need to read and succeed! 
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