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	Guidelines for Appointing 

Non-Faculty Volunteers


Overview of Non-Faculty Volunteers

Sonoma State University appoints non-faculty volunteers in accordance with the CSU Volunteer policy, HR 2001-38.  A non-faculty volunteer is defined as an individual who performs work or provides services without compensation, and the appointment is not a volunteer faculty appointment.  These services may be performed for a semester, academic year, calendar year, fiscal year, session, event date, or any part thereof, either for a short term or on an on-going basis. Non-faculty volunteers may perform a variety of functions in support of campus activities, examples of which include, but are not limited to: assisting with registration, assisting in a campus event, assisting in the learning centers or the Student Health Center, driving personal, leased, or University owned vehicles on official university business such as field trips or athletic events, performing general office work, and assisting in campus activities or programs. 

Volunteers are eligible for workers’ compensation
 and state liability coverage.  A volunteer may be authorized to drive a vehicle on official state business, in accordance with CSU and SSU policies and procedures as determined appropriate in accord with the volunteer duties and responsibilities.  Additionally, a volunteer may be entitled to reimbursement for travel expenses in accordance with university procedures for reimbursement of travel expenses and allowances. 

SSU non-faculty volunteers, while not paid, must meet the same standards and qualifications required of a compensated employee.  They also must have the necessary training and/or supervision to safely carry out the volunteer work and, depending on the particular function performed, must meet the approved license/certification and CSU requirements.  Requirements may include fingerprinting, background checks, and other processes established for specific types of work that may be required, as determined by the President, SSU or the CSU, or the external agency at which the individual provides volunteer services.  In addition, non-faculty volunteer appointments must be consistent with the CSU Nepotism Policy and the CSU Policy on the Employment of Minors, as appropriate.

An individual who volunteers services in a field which requires a license or certificate must satisfy that requirement prior to performance of those duties.  For example, a medical doctor, volunteering services, must have a current license to practice medicine before volunteering.

Volunteers are eligible for benefits including library privileges and parking permits.  The volunteers should take his/her copy of the non-faculty appointment form to the respective location (as noted on the form) to verify this benefits eligibility.

Volunteer Appointment Procedures

1. All non-faculty volunteers must have the SSU Non-Faculty Appointment Form http://www.sonoma.edu/afd/forms/docs/non_fac_volunteer.doc submitted and approved by Employee Services prior to the beginning of the volunteer appointment. Any required certificates or licenses required for the volunteer duties must be attached to the appointment form.

2. All non-faculty volunteers are required to sign and date the non-faculty volunteer appointment form, which contains the following information:

· Name, address, and telephone number

· Date of birth

· Emergency contact information

· Assignment, Duties, Department, Supervisor, Appropriate Administrator

3. All information must be complete, including Duties, Emergency Contact Information, and start and end dates (end dates may not be listed as “Open”).  Incomplete appointment forms will be returned to the appropriate administrator for completion.

4. All initial volunteer appointments will end on the last day of the current fiscal year, if not earlier.  Ongoing volunteer appointments may be re-appointed on a new fiscal year (July 1 through June 30) basis.  A current volunteer does not need to complete a new appointment form if the current assignment was made in accordance with previous appointment policy instructions, and if all information (e.g. emergency contact information, etc.) is current.  The Appropriate Administrator will receive an annual listing of all volunteers at the close of the fiscal year, and can identify which volunteers are to be reappointed.

5. The original copy of the completed appointment form should be forwarded to Employee Services for approval and entry into a database.  The volunteer should receive a copy of the appointment form to verify employment for library privileges and parking permits.  A copy should be filed with the appropriate administrator.  Please note that the appropriate administrator may only be the MPP ultimately responsible for the volunteer’s actions.  The supervisor is the individual providing direction to the volunteer.

6. Volunteer appointments of minors (those under the age of 18, unless they are high school graduates or the equivalent) are subject to the CSU Policy on the Employment of Minors (http://www.calstate.edu/HRAdm/pdf2004/HR2004-24.pdf).  A work permit must be completed and on file in Human Services prior to the minor’s appointment date, and all other stipulations regarding work hours and occupation must be followed, unless the volunteer work is part of the minor's high school curricula, is supervised by his/her teacher, and is getting credit for volunteer work as part of a class.

7. Volunteer appointments must be consistent with the CSU Nepotism Policy at http://www.calstate.edu/HRAdm/pdf2004/HR2004-18.pdf. 

8. Employee Services will forward periodic reports to the appropriate administrators advising them of volunteer appointment status for the department.  Appropriate administrators will review the forms and advise which volunteers may be terminated from the database, and which volunteers may be re-appointed.

9. Reports can be provided as needed with volunteer contact information to improve data management.

Volunteers Driving Vehicles on University Business

If the volunteer will be driving a personal, state, or rental vehicle on approved state business, they should sign the appropriate forms as any compensated employee.  They must sign the Authorization for Absence from Campus Duties/Travel Advance Request form, in advance of the travel.  That form is located at

http://www.sonoma.edu/afd/forms/xls/travel_auth_and_adv.xls.

In addition, if the volunteer will be driving a personal vehicle, they are required to fill out the State of California Authorization to Use Privately Owned Vehicles on State Business Form 261, located at http://www.documents.dgs.ca.gov/osp/pdf/std261.pdf.  This form should be recertified annually, and completed in advance of travel.

Both authorized documents should be maintained in the appropriate administrator’s department files, and not be sent to Human Services.

Questions and Contact Information

Any questions regarding non-faculty volunteer appointments should be referred to:

Kathleen Spitzer


Kathleen.Spitzer@sonoma.edu

664-4265

Volunteer appointment forms and documents, or appointment information should be forwarded to Employee Services, addressed to:


Debbie Harrington

Debra.Harrington@sonoma.edu



664-4127

� The university does not provide Workers’ Compensation coverage to students participating in university-sponsored community service programs.
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