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Organizational Background

Hands4Hope - Youth Making A Difference (incorporated as Youth Making A Difference), a non-profit (501(c) 3), youth-driven outreach organization based in El Dorado Hills, CA, was founded in February 2008. The organization’s mission is to grow the next generation of socially responsible citizens by engaging youth in community outreach. The organization strives to continually encourage youth to understand areas of need in their communities where they can make a difference and have a positive impact. It offers opportunities for leadership development, creates awareness of others' circumstances, inspires compassion and action, and supports and/or fills voids in local outreach efforts.

Hands4Hope is led by a Youth Advisory Council, which is mentored by a Parent Advisory Council. The organization is comprised of youth volunteers ranging in age from kindergarten through 12th grades. Hands4Hope serves El Dorado and Sacramento Counties, partnering with schools and other charitable organizations in those two counties.


Our Mission

Hands4Hope’s corporate mission is to grow the next generation of socially responsible youth by engaging youth in community outreach. 

Our youth mission is to make a difference in our community and in the lives of others through positive actions, kind words, and inspirations of hope.

Our Objectives

· Encourage youth to understand areas of need in their communities where they can make a difference and have a positive impact, such as mentoring at-risk youth at an affordable housing complex, making and distributing food, and collecting basic need items to be distributed to those in need

· Partner with organizations working with at-risk youth

· Offer opportunities for leadership development

· Create awareness of others' circumstances and inspire compassion and action

· Support and/or fill voids in local outreach efforts

· Reduce substance abuse among youth by getting them involved in community service
Organization Structure
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PROGRAM POLICIES & PROCEDURES
Good Citizenship 

Hands4Hope volunteers are required to familiarize themselves with the below policies and procedures and with the Hands4Hope Code of Conduct. After reading this document, each volunteer must sign the signature sheet attached to the Hands4Hope Terms & Conditions document that was emailed to you when you registered as a volunteer. By signing the designated areas on that form, you are indicating that you have read and agree to abide by these guidelines while representing Hands4Hope and in everyday life. 
Recruitment 

Any youth in grades kindergarten through 12th grade can join Hands4Hope. Youth must fill out a registration form to join (found under the Get Involved tab on website www.Hands4Hopeyouth.org).

Recruitment opportunities are as follows: by introduction of Hands4Hope at the schools, by exposure throughout the community, by the Hands4Hope website, through local publications, and referrals. The  executive director will approve parent/guardian volunteer recruitment.

Volunteer inquiries will be responded to in no more than one week from date of request by either email or phone. The potential volunteer must complete the online volunteer application form before being placed on the Hands4Hope email list or being eligible to sign up for upcoming activities. Prior to volunteering at an activity, youth volunteers must turn in or mail the signature form attached to the Terms & Conditions document. This document will be emailed to each new volunteer within 48 hours of them registering with Hands4Hope. The signature form may be turned in at their first outreach activity or mailed to Hands4Hope. Once a volunteer is signed up they may, at any time, discontinue their service with Hands4Hope.

Recruitment for Youth leadership will be the responsibility of the adult leader for each team. Youth placed in leadership positions must be registered volunteers with Hands4Hope and have attended at least three meetings and participated in at least one outreach activity. Youth volunteers accepting a leadership position may be relieved of his/her duties by the adult leader for not following Hands4Hope’s policies and procedures and/or Code of Conduct.

Attendance 

Attendance is strongly recommended at all team/club meetings, and members are encouraged to participate in at least one outreach activity each month. There will be opportunities to sign up for outreach activities through the monthly 

calendar, which is emailed. Occasional outreach activities will be available for sign-ups at the Hands4Hope website.

If a volunteer signs up for an activity and later finds they cannot participate, the volunteer is required to un-register as soon as a conflict is noted or at least 24 hours before the activity is to take place. This can be done by logging into the volunteer management system on our website by clicking on the Get Involved tab, then Manage My Profile. Once a volunteer is logged into their profile they can select “unregister” next to the activity.

Supervision 
Any youth grades kindergarten through 5th grade must have parent/guardian supervision at all Hands4Hope outings. Exceptions to this rule must have prior approval and documentation on file.

Any youth grades 6th-12th must have at least two fingerprinted adults present at any Hands4Hope activity. One fingerprinted adult with two or more youth is permitted in the following circumstances: 

· prior approval by parent/guardian for youth to be supervised by single adult leader is given and documentation is on file

· outreach activity or meeting is at a school function or public location

Event Leader can request additional parent/guardian supervision at their discretion. 

Each member attending any service outing or activity must have a release form signed and on file.

No service outing or activity shall be without a Hands4Hope fingerprinted adult representative present.

Fingerprinting

All adult volunteers over the age of 18 and acting in a guidance or supervisory capacity with youth are required to be fingerprinted through Hands4Hope and have Department of Justice (DOJ) clearance.
Record-Keeping 

All Hands4Hope volunteer records are maintained on a secure database system, and forms are maintained and held by the executive director and/or communications coordinator. 

Confidentiality 

Membership information will be kept confidential. No personal information or pictures of Hands4Hope youth will be released without prior approval from a Hands4Hope volunteer’s parent or guardian.

All Hands4Hope members will maintain confidentiality toward service or donation requests when the requesting party wants to remain anonymous. Any Hands4Hope member found not adhering to this policy will be asked to discontinue service with Hands4Hope.

Volunteers participating in activities for Hands4Hope will not be allowed to publicly disclose specific names or specific location of an activity. In addition, no photographs will be allowed to be taken and posted without prior approval of executive director. 

Transportation 

Transportation for group Hands4Hope activities will be provided by participating parent/guardian volunteers. These volunteer drivers are required to have a Drivers’ Insurance Information form on file. There must also be two adults in the car who are not related. Exceptions to this rule will be if a parent/guardian is driving their own youth with no other Hands4Hope members in the vehicle. A single adult volunteer may provide transportation for youth volunteers if they have the Driver’s Insurance form on file and have been fingerprinted by Hands4Hope, or if they have the Driver’s Insurance form on file and have the consent of the other youth’s parent/guardian. 

Teens with a valid CA driver’s license may drive themselves on Hands4Hope business or during activities if a Driver’s Insurance Information form is on file. 

Teens may only drive with other Hands4Hope youth in the vehicle for Hands4Hope business or during activities with parent/guardian consent of both parties. General consent statements are included on the Driver’s Insurance form. An exception to this rule is if the teen driver is transporting a sibling. 

Teens do not need a driver/insurance form on file to drive themselves or friends to and from meetings or activities (or “outside” of Hands4Hope volunteer time).

The leaders and adult volunteers will provide transportation for all Hands4Hope supplies and equipment.

No youth member will be allowed to ride with another member unless his or her parent/guardian has given permission. The leader must be informed of their approval in advance through written communication. 

Overnight Visits and Out-of-Town Travel 

Hands4Hope members traveling more than 75 miles outside of El Dorado or Sacramento counties, or overnight for a Hands4Hope activity are expected to maintain the Hands4Hope Code of Conduct (see page 9).

No youth will be unsupervised at anytime during travel, and permission slips must be signed and on file prior to departure. 

Arrangement for meals while traveling will be communicated to members at least two days in advance of departure. 

Sleeping arrangements will be made to completely segregate males and females, and a chaperone will be present in all sleeping areas. 
Use of Alcohol, Drugs, Tobacco, and Firearms 

No use of alcohol, drugs, tobacco, firearms or any other item that could be used as a weapon will be allowed by any Hands4Hope member, volunteer, or parent/guardian at any function hosted by Hands4Hope. 

Behavior 

Hands4Hope expects volunteers to conduct themselves in an orderly, courteous, dignified, and respectful manner. This requirement refers to their actions toward other volunteers, adult leaders, and those we serve, their language, their dress, and their manners. 

Volunteers have a responsibility to know and respect the policies and code of conduct of Hands4Hope. Violations of such policies will result in disciplinary actions.

Disorderly conduct is defined as any activity in which a volunteer engages that tends to impede orderly meeting or activity procedures or instructional activities, orderly operation of the meeting or activity, or the frequency or seriousness of which disturbs the meeting or activity.

The administration and/or volunteer adult leaders may apply sanctions in cases of disorderly conduct which may include, but are not limited to, the following:

· verbal reprimand 

· withdrawal of privileges (a privilege, as defined by the Hands4Hope, is a volunteer’s opportunity to participate in any function of the organization)

· suspension from the organization

· other sanctions approved by the Board or administration
Disruptive conduct is defined as those activities engaged in by volunteer(s) which are directed against persons or property and the consequences of which tend to endanger the health or safety of themselves or others. 

The administration may apply sanctions in cases of disruptive conduct, which may include, but are not limited to, the following:

· withdrawal of privileges (a privilege, as defined by the Hands4Hope, is a student’s opportunity to participate in any function of the organization)

· temporary removal from the meeting or activity

· suspension from the organization

· expulsion from the organization

· restitution of property and damages, where appropriate

· other sanctions as approved by the Board or administration
Suspensions and expulsions must be approved by the administration, and any conduct that goes beyond what is listed here will be dealt with by the administration and the Board on a case by case bases.
Community Service Hours

Hands4Hope will document volunteer service hours for each activity. These records will be maintained and held by the Volunteer Coordinator. This information may be requested in writing by a registered volunteer. Hours of service will only be documented for youth and adults when they complete the sign-in and out form, provided at Hands4Hope meetings and activities. Verification of hours served cannot be guaranteed if a volunteer forgets to use the sign-in/ sign-out sheet. Members are responsible to download the Community Service Verification form found on our website or write their own service verification statement/letter to be signed by the executive director or activity leader. 

Dress Code

Youth and adult volunteers of Hands4Hope must wear a Hands4Hope t-shirt when volunteering. This provides a safety measure for our youth. The volunteers in charge can easily identify which youth are with Hands4Hope, and the youth can identify safe adults they can go to for guidance or help. The identifying mechanism of the t-shirt is also good for those we are working with to be able to identify who is a volunteer and who is not. 

Whether or not youth and/or adult volunteers choose to wear Hands4Hope 
t-shirts, each volunteer must be dressed neat, clean, and modest. The youth of Hands4Hope are encouraged to express themselves and show their individuality; however, t-shirts with racial or explicit phrases will not be tolerated. All apparel must be free of explicit or innuendo references to race, alcohol, drugs, tobacco, sex, vulgarity, profanity, death, suicide, and violence. Youth and adults must show some modesty in their dress, not exposing inappropriate amounts of 

cleavage or midriff. All clothing shall preclude excessive exposure when sitting, standing, or performing normal/required activities.
Judgments as to what is neat, clean, modest, immodest, appropriate, or inappropriate will be made by Hands4Hope executive director and adult project leads, and decisions are final. If a youth is dressed inappropriately, they will be sent home to change. If there is no time for this, the youth’s parent/guardian will be asked to take them home, and they will not get to participate in said activity.
Hands4Hope Youth Code of Conduct

The following guidelines will assist the volunteers to develop and maintain relationships with fellow volunteers, parents, and guardians and to exhibit ethical conduct with those we are assisting. 

As a Hands4Hope representative, I will:

· be helpful to others 

· be friendly to other volunteers and those we are helping

· be respectful, considerate, and courteous to one another, adult helpers, and those we are helping

· have a positive attitude when working to promote good teamwork, and project a good image to the community

· be kind and do good deeds without expecting a reward

Thank you for reading this manual. We hope you enjoy your experiences 
with Hands4Hope – Youth Making A Difference!
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