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OPPORTUNITY
ENTERPRISES

Mission:
To create inclusive and equitable opportunities for people of all abilities.

Vision:

Embracing the value that inclusion brings to a community, OE will always be a benchmark for
innovative services that empower people through a person-centered approach with an
unwavering focus on quality.

Values:
Quality of Life — We believe that all people deserve opportunities to establish priorities, make
decisions, and achieve satisfaction in all areas of life.

Self-determination - We encourage the individuals we serve to speak for themselves by actively
listening and supporting desired outcomes.

Compassionate Care - We provide support to staff and those we serve in all areas of life in
order to equip them for success.

Personal Growth - We accept people as they are and support and challenge each person to
achieve their fullest growth and development.

Collaboration — We seek out opportunities to build mutually-beneficial relationships and
collaborate to achieve shared outcomes.

Servant Leadership — We prioritize a culture of humility, trust, and empowerment to further
relationships with all stakeholders.

Community - We believe that a community’s success is measured by the opportunities made
available to each of its citizens.

Innovation - We pursue innovation and embrace change to define the future and discover
whole new worlds of opportunity.

Stewardship - We responsibly manage and grow the resources entrusted to us to ensure the
sustainability of the work of the agency.

Employee Experience - We strive to offer an unparalleled experience by providing the training

and tools needed for staff to confidently serve in an environment that fosters relationship
building and personal fulfillment.
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A MESSAGE FROM PRESIDENT & CEO

Welcome to Opportunity Enterprises! We are so excited to have
you join our team as we work together to create inclusive and
equitable opportunities for people of all abilities.

Your decision to volunteer with OE makes a real difference. The
time and care you give will have a profound impact on the lives
of the individuals we serve. You are joining a remarkable
organization recognized for its dedication to providing high-
quality, person-centered services. At OE, we thrive on creativity,
teamwork, and a shared commitment to empowering others.

As a volunteer, you will play an important role in helping us
create positive experiences for everyone connected to OE — whether it’s our clients, staff,
donors, Board members, or the larger community. Our vision is to be a leader in inclusion,
delivering innovative programs that empower individuals to achieve their full potential. We are
also committed to sustainability and expanding our reach, so your contributions, whether it is
your time or treasure, directly support our growth and impact.

Volunteering with OE is not just about giving your time — it is about building connections and
finding inspiration in the stories and successes of those we serve. The work may be challenging
at times, but it will also be deeply rewarding. If you ever need guidance or support along the

way, we are here for you.

Thank you for choosing to share your talents and passion with OE. Welcome to the team — we
cannot wait to see the incredible impact and friends you will make!

Sincerely,

Neil Samahon

President & CEO
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1. ANTI-DISCRIMINATION STATEMENT

Opportunity Enterprises, Inc., (OE) provides equal service opportunities to all volunteers without
regard to race, religion, age, disability, sex or gender (including pregnancy, childbirth, and
pregnancy-related conditions), gender identity or expression (including transgender status),
sexual orientation, marital status, genetic information, military service, or any other
characteristic protected by applicable federal, state, or local laws and ordinances.

2. PURPOSE OF OE’S VOLUNTEER HANDBOOK

OE is in the business of amazing people. As such, volunteers play a very important role in our
mission. We are deeply grateful for the time and dedication you bring to helping us create
equitable, inclusive and life-changing opportunities for the individuals we serve.

The Volunteer Handbook is designed to familiarize you with OE and provide key information
about volunteering with our organization. Our handbook is organized by topic to help you find
the information you need easily. It also contains applicable excerpts from many of our policies
and standard operating procedures (SOP). The full policy or SOP title and number will be
referenced, and you are welcome to request a copy of the full document at any time. While this
handbook covers many aspects of our policies and programs, it may not answer all of your
questions. If you need further clarification or support, we encourage you to reach out to the
supervisor you will be working with in your volunteer capacity or OE’s Community Engagement
Manager. Volunteers may also refer any questions to OE’s Human Resources Department.

The Volunteer Handbook is meant to provide guidelines and clarify expectations to better
support your volunteer experience. It does not serve as an official contract between OE and any
volunteer regarding the terms and conditions of your volunteer service. It is also important to
note that OE may revise any portion of the Volunteer Handbook, any OE policy, or any benefit at
any time without prior notice.

We encourage you to review OE’s Volunteer Handbook thoroughly as it contains valuable
guidance to help you obtain the most out of your volunteer experience with OE. Thank you for
sharing your time and talents with us. Together, we are empowering the individuals that OE has
the privilege of serving to achieve their full potential!

3. ABOUT OPPORTUNITY ENTERPRISES

3.1 A History of Service

OE has a long history in Northwest Indiana with decades of service for people with intellectual
and developmental disabilities. While so much has changed since we first opened our doors in
1967, our commitment to creating inclusive and equitable opportunities for people of all abilities
has remained the same. Today, OE serves over one thousand people each year through a suite
of services. Through educational curriculum, vocational training and placement, respite services
and so many more — our goal is to create a community where everyone is included, and their
strengths are celebrated.
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3.2 Quality Programs and Services Offered

Programs

Educational Day Programs
o Career Connections
o Daily Living Skills
o Enriching Possibilities
o Renewed Horizons
Residential
o Group Homes
o Supported Living
Community
Aktion Club
Enrichment
Lakeside Respite
Self-Advocates
Community Employment
o JobSource
o Pre-Employment Transition Services (Pre-ETS) for school-aged individuals
o Vocational Training and Empowerment Center (VTEC)

@)
@)
©)
©)

Services

Camp Lakeside

Dementia Care

Corporate Inclusivity Consulting
Help Me Grow Porter County
Transportation

Social Enterprises

Clean Team
Do Goodies — dogoodies.org
SecureShred — secureshred.org

4. RIGHTS AND RESPONSIBILITIES

As a valued volunteer with OE, you have the right to:

Work in a healthy, safe, and inclusive environment that supports your well-being and
respects your individuality.

Be treated with fairness and respect, in line with OE’s commitment to equal service
opportunities and diversity policies.

Receive clear and accurate information about OE and its mission, values, programs, and
the impact of your contributions.

Access and review relevant resources, including the OE Volunteer Handbook and any
policies or procedures that relate to your role.
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Participate in a role designed for volunteers, distinct from positions held by paid staff,
ensuring your contributions complement rather than replace employment.

Have a clear understanding of your role and responsibilities, including an agreed-upon
schedule for your contributions.

Receive a comprehensive orientation and introduction to OE and the expectations of
your volunteer role.

Have your personal and confidential information handled securely, in accordance with
applicable privacy laws and OE policies.

Be equipped with the necessary training and ongoing support to succeed in your role
and make a meaningful impact.

You play a vital role in supporting our mission. It’s your responsibility to:

Be reliable and fulfill your commitments to the best of your ability.

Respect confidentiality and safeguard the privacy of participants, staff, and fellow
volunteers.

Perform your volunteer duties responsibly in accordance with the role description
provided.

Be accountable for your actions and demonstrate professionalism in your work.
Embrace OE’s mission and values, showing dedication to creating inclusive opportunities
for all.

Participate in required training and development, ensuring you are prepared to succeed
in your role.

Seek support when needed by communicating openly with your supervisor or volunteer
coordinator.

Notify your supervisor or volunteer coordinator as early as possible if you are unable to
attend a scheduled commitment.

Treat all participants, staff, and fellow volunteers with kindness, respect, and courtesy.
Address concerns or challenges constructively by bringing them to the appropriate OE
staff rather than discussing them inappropriately with others.

Collaborate with and support fellow team members, fostering an environment of
teamwork and mutual respect.

Be an ambassador for OE, positively representing the organization within the community.

At OE, we strive to ensure your experience as a volunteer is fulfilling, impactful, and aligned with
our mission to empower individuals of all abilities. OE’s full Code of Ethics is outlined in Policy

11009.

5. TIME TRACKING

Volunteers will be asked to record their time by signing log sheets held by the direct supervisor
of the program/service in which time is being given to OE. This includes any time volunteered in
programs, events, services, meetings, trainings, etc.
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6. COMPENSATION

All volunteer roles are unpaid.

7. SERVICE AT THE DISCRETION OF THE ORGANIZATION

OE accepts the services of people interested in volunteering with the understanding that such
service is at the sole discretion of OE and its Human Resources Department. Volunteers, both
current and potential, agree that OE may decide to terminate the volunteer’s relationship with
OE or make changes in the nature of volunteer assignments at any time.

8. PERSONAL AND EMERGENCY CONTACT INFORMATION

It is the responsibility of each volunteer to regularly update their personal contact information
and emergency contact information. This update can be made by contacting OE’s Community
Engagement Manager.

9. AGE REQUIREMENTS

OE has multiple volunteer opportunities, each with different age requirements. A volunteer must
be, at minimum, 18 years of age to have direct contact with OE clients. If volunteers are under
the age of 18, contact with clients is permissible if the volunteer project is a group project
accompanied by an adult. Additionally, individuals under the age 18 looking for community
service hours will be considered on an individual basis and must be approved by the Chief
Program Officer and the Chief Human Resources Officer.

10. BOUNDARIES

OE volunteers should only provide services or perform tasks as outlined in volunteer position
responsibilities. As a volunteer, if you believe an OE client is in need of additional support, we ask
that you notify the director of the program where you are volunteering.

Helpful Tips and Cautions
e Recognize and honor your personal boundaries.
o Foster clear, professional interactions that cannot be misinterpreted.
e Take your time to thoughtfully consider your decisions, especially when agreeing to a
request from an individual you are working with.
e Share contact details through appropriate organizational channels to maintain privacy.
o Keep personal and professional spaces separate for everyone’s comfort.
e Build supportive relationships while maintaining professional boundaries.
e Ensure relationships remain respectful and appropriate.
e Promote a safe environment by addressing any inappropriate behavior or concerns.
e Focus on meaningful gestures of kindness within organizational guidelines.
o Allow gratitude to be expressed in ways that align with OE’s policies.
e Encourage resource-sharing through OF’s established processes.
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e Support clients’ independence by helping them access OE’s transportation options.

11. VOLUNTEER POSITION DESCRIPTIONS

Volunteers at OE assist in meeting the goals of the agency. By supplementing the duties and
activities of paid staff, volunteers deliver valuable time and talents in order to provide the
individuals we serve with more meaningful and individualized experiences, while supporting staff
with their work responsibilities. Volunteering also gives individuals in the community
opportunities to increase their knowledge of the agency and individuals with disabilities.

11.1 Volunteer Ambassadors

The purpose of the Volunteer Ambassadors Advisory Group is to represent OE in our service areas
by bringing together local volunteers, supporting organizational events, providing outreach and
creating awareness on behalf of OE.

Volunteer Ambassadors will lead the way by:

e Helping OE try new ideas or contribute to new creative initiatives encouraging
volunteerism.

e Recruiting and retaining individual and group volunteers and cultivating and stewarding
both new and existing volunteers.

e Developing and maintaining strong relationships with community members or groups
for the purpose of creating a strong volunteer program and promoting OE.

e Providing volunteer orientations and trainings in partnership with OE’s Human
Resources Training Department.

e Creating, reviewing, and updating volunteer position descriptions with the guidance of
OFE’s Senior Director of Development and Marketing and Community Engagement
Manager.

e Garnering volunteer experience feedback through surveys of both volunteers and OE
staff to strengthen OE’s volunteer program.

This group meets six times annually. The group also engages in committee work for the following
committees: Volunteer Recruitment and Retention, Volunteer Experience and Volunteer
Orientation. The group may also participate in other OE volunteer activities. No more than 15
volunteers are part of the Volunteer Ambassadors.

11.2 Educational Day Programs Volunteer

Day Program Volunteers play a vital role in supporting individuals with intellectual and
developmental disabilities. By fostering a positive and inclusive environment, Day Program
Volunteers help clients engage in enriching group activities like art, cooking, computers, and
games. Volunteer involvement will empower clients to learn, grow, and thrive in a supportive
setting. Join us in creating a welcoming and empowering space where every individual can reach
their full potential!

Responsibilities
e Collaborate with staff to supervise and support clients during Day Program activities.
e Assist in implementing planned curriculum activities.
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e Encourage individual personal development and participation in group interactions.
¢ Serve as a role model by demonstrating positive social and interpersonal skills.
e Complete any required volunteer orientation or training.

Qualifications
e Must be 18 or older
e Must pass pre-screening requirements (Drug Screening, TB Test, Background Check.
Screenings are paid for by Opportunity Enterprises.)
e Special skills welcome (e.g., musicians, entertainers, magicians)

Program operations run Monday through Friday from 9:00 a.m. to 3:00 p.m. Volunteers have the
option of choosing a time(s) and day(s) during Day Programming. We just ask that the time
commitment is consistent.

If volunteering during the week is not an option, there may be weekend volunteer opportunities
within our Supported Living, Group Homes, and Respite Services. This will be evaluated on a case-
by-case basis and is based on the need of these programs and services.

11.3 Special Projects Volunteer

Special Project Volunteers at OE play a crucial role in supporting individuals with intellectual and
developmental disabilities by assisting with various projects. These projects may involve direct
client interaction or behind-the-scenes support, including property beautification, house
cleaning, grocery shopping, meal preparation, group activities, or outings. Volunteers can also
contribute to OE’s success by helping at major fundraising events like the annual Gala (May) and
Golf Outing (August). Efforts as a Special Project Volunteers help create a welcoming, safe, and
supportive environment for those we serve while advancing the mission of OE.

Responsibilities
o Collaborate with staff to identify and plan assigned projects.
e Assist in completing tasks such as cleaning, shopping, organizing, or event setup.
o Participate in activities or outings, as needed.
e Support OE fundraising events by volunteering at key functions.
¢ Complete orientation or training, as required.

Physical Requirements
e Varies depending on project

Qualifications
e Must be 18 or older, unless accompanied by adult
e May have to pass pre-screening requirements if having direct, repetitive contact with
individuals served. (Drug Screening, TB Test, Background Check. Screenings are paid for
by Opportunity Enterprises.)

Time Commitment
e Varies based on project
e Large group projects are available for community groups and businesses

11
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Annual Events that require a large number of volunteers

III

Night to Shine — This special “prom-like” dance is open to OE clients and community
members. Hosted by Valparaiso Nazarene Church, OE participates with the Night to Shine
event by helping fit guests in dresses and suits, providing hair and make-up services, and
chaperoning the event. This dance, sponsored by the Tim Tebow Foundation, is a favorite
among OE clients and is held on the first Friday of February each year.

Gala — A night of celebration with nearly 700 guests in attendance and exciting live and
silent auctions, this event is held in May of each year.

One Amazing Golf Outing — Always held on the fourth Monday of August at Valparaiso
Country Club, this event requires volunteers to manage game holes on the course, check
in golfers, provide relief services to other volunteers, help with raffle prizes, etc.

OE Staff Appreciation Picnic — To recognize the passion and work OE employees place in
our mission, each July the organization holds a Staff Appreciation Picnic. Volunteers are
needed to help OE staff and their families enjoy the day by driving golf carts, serving as
the captain of the pontoon boat for rides on Lake Eliza, setting up, serving food, hosting
games, and more!

Art Barn Art Blitz — Held the third weekend in September, one of OF’s collaborative
partners, Art Barn School of Art, hosts a fun art blitz for community members. OE hosts a
booth at this event and is always looking for volunteers to help with the booth. Shifts are
usually two hours in length.

Seasonal Volunteer Opportunities

Camp Lakeside — Volunteer can offer support at OE’s summer day camp developed for
school-aged kids of ALL abilities. This 9-week summer camp always welcomes volunteers
to join in summer fun. Camp Lakeside is held at Lake Eliza.

Do Goodies Experience — Work alongside our diverse workforce during the holiday
season. This social enterprise has lots of holiday orders to fulfill. Grab a team of co-
workers or friends and help package purposeful corporate gifts for the holidays.

Angel Tree — Each year, generous donors help fill the holiday wishes of OE’s residential
clients. Needs this time of year include shopping for items from wish lists, gift wrapping,
and helping with the Residential Holiday Party.

It is important to note that volunteers may also support Opportunity Enterprises by coming
through organizations like the Red Cross or National Guard should the need arise.

Volunteer opportunities are updated on OE’s website. Visit oppent.org/volunteer to discover
current volunteer opportunities are available!

12. SCHEDULING

At OE, every volunteer plays an essential role in creating a welcoming and impactful experience
for those we serve. In addition, OE hopes that each volunteer also has an experience that meets
their passion and desire to make a difference with their time given. Clear scheduling and aligned
expectations help OE and volunteers work together efficiently, ensuring our programs run
smoothly and our participants thrive.
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By sticking to schedules and understanding what is expected, OE’s volunteers will be better
prepared to make a meaningful difference while also fostering trust and reliability among fellow
volunteers and staff. A little planning goes a long way in helping us create joyful and memorable
moments for everyone!

13. POLICIES AND EXPECTATIONS

For your convenience, this handbook includes applicable excerpts from many of our policies and
standard operating procedures (SOP). The full policy or SOP title and number are referenced, and
you are welcome to request a copy of the full document at any time. These expectations and our
team are here to support you and make your volunteer experience as smooth and fulfilling as
possible!

13.1 Abuse, Neglect, and Exploitation: Policy 6012 and SOP 6012

OE does not condone and will not tolerate physical, verbal or sexual abuse, or the neglect or
exploitation of persons served. Suspected abuse, neglect or exploitation of persons served must
be reported immediately to the Quality Assurance Director or designee immediately using the
phone number (219)299.5397.

13.2 Attendance: Policy 2595

OE relies on volunteers to report at scheduled starting times. If a volunteer is going to be late or
absent for any reason, we ask that he or she notify the immediate supervisor before the start of
scheduled time.

13.3 Background Checks: Policy 2107

All volunteer positions are conditioned on the interested party passing a background check. OE
shall obtain a limited criminal history from the Indiana central repository for criminal history
information. A search will also be conducted for each State and County, wherever located, in
which interested party has resided and/or worked during the three (3) years before the criminal
history investigation is requested from the county. The limited criminal history must verify that
the interested party has not been convicted of any of the criminal offenses identified in regulation
460 IAC 6-10-5 which includes battery, neglect, abuse, exploitation of an endangered adult,
murder, felony battery, and others. Human Resources will conduct additional background checks
when notified of potential criminal activity regarding a current volunteer.

13.4 Cell Phone Usage: Policy 2652
Cell phones can be a distraction in the workplace. We ask that volunteers use them only as
needed.

13.5 Client Rights: Policy 6045
OE ensures that clients’ rights will be protected. These rights include the right to privacy and
freedom from abuse, neglect, exploitation, restraint, overcorrection, and aversive techniques.
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13.6 Confidentiality Agreement: Policy 2112 and Form 2112b

All information obtained while volunteering shall be and remain confidential and shall not be
disclosed to any third person, firm, or corporation except as permitted in writing by an authorized
agent of Opportunity Enterprises, Inc., and except to the extent that such information does not
and cannot identify any client, group of clients or otherwise constitute disclosures of any
particular disability, treatment, or other medical or personal information. No photographs,
drawings, names, or other means of identifying clients of OE, may be taken on the premises or
carried from the premises, without specific written permission of an authorized agent of OE.

Additional information and specific examples of confidential information are included on the
Confidentiality Agreement Form 2112b which is required to be signed by regular program
volunteers. Everyone can request a copy for review. Questions concerning this agreement should
be directed to the volunteer’s supervisor.

13.7 Dress Code: Policy 2118

Professionalism is important at OE. We provide a casual yet professional work environment for
our employees and volunteers. It is important to project a professional image to our clients,
visitors, and coworkers. All volunteers are expected to dress in a manner consistent with good
hygiene, safety, and professionally. Appropriate casual dress is permissible depending upon the
volunteer program/project in which and individual is engaging.

13.8 Drug/Alcohol-free Workplace & Drug Testing: Policy 2119

OE recognizes that the use of prohibited drugs and/or misuse of alcohol by employees and
volunteers presents a serious threat to the safety and health of its clients, employees, volunteers
and the public. OF’s employees and volunteers should deliver all services in a safe and
conscientious manner. Any employee or volunteer’s use of an intoxicating liquor, controlled
substance not medically authorized, or any other substance which impairs job performance or
poses a safety hazard to others, is strictly prohibited.

Volunteers will be subject to drug and/or alcohol testing during the onboarding process.
Volunteers may also be subject to drug and/or alcohol testing post-accident if they are involved
in a workplace incident.

13.9 Emergency Closing: SOP 5340 and SOP 5341

Opportunity Enterprises will always attempt to be open for business. Under certain
circumstances, management may close programs and facilities for safety reasons. OE provides
the following system for emergency closings outside of Day Service hours:

e The Chief Executive Officer (CEO), or an Executive in charge, will review weather
conditions and make the decision to delay opening or close by 6:00 a.m.
e The following options will be used to announce the closing or delay:
o OE Day Programs are closed.
o OE non-residential facilities are closed.
o OE facilities (which includes Day Programs) and buses will operate on a 2-hour
delay.
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e Delays will be communicated through the following channels:
o Websites — www.oppent.org, www.indianal05.com/region-cancellations/
o Radio—WILE 105.5 FM
o Social Media — facebook.com/oppent
o Phone —recorded message at (219)464-9621

13.10 End of Service: SOP 3119

Volunteers can choose to leave their positions at any time. Volunteers are encouraged to notify
their supervisor/Director of the program where they are volunteering of their last scheduled
date. Volunteers can be terminated at any time with or without notice and with or without cause
at the discretion of OE. Offenses that may lead to termination include, but are not limited to: any
behavior deemed inappropriate with staff, clients, or visitors of OE; abusive behavior(s) toward
themselves or others; inappropriate use of OE property; or improper standards of conduct.

13.11 General Individual Health Information Privacy and Security (HIPAA): Policy

8000

OE recognizes that health information privacy is a fundamental right of each individual. OE is
committed to preserving and protecting the privacy of all Individual Health Information to the
highest degree practicable. Only authorized persons will be granted access to private health
information. Any private information a volunteer becomes aware of must remain confidential,
including diagnoses and medications.

13.12 Harassment and Discrimination Prevention: SOP 2571

OE is committed to providing an environment in which all individuals are treated with respect
and dignity. Unlawful harassment is conduct that has the purpose or effect of creating an
intimidating, hostile, or offensive work environment; substantially and unreasonably interfering
with an performance; or otherwise adversely affects an individual’s opportunities because of the
individual’s membership in a protected class. Examples of unlawful harassment include, but are
not limited to, epithets; slurs; jokes; graffiti; pranks; innuendo; comments; written or graphic
material; stereotyping; offensive or other threatening, hostile, or intimidating verbal or physical
acts based on race, color, ancestry, national origin, gender, genetic information, sex, sexual
orientation, marital status, religion, age, disability, veteran status, or any other characteristic
protected by federal, state, or local law.

It is the policy of OE to support a positive atmosphere that promotes equal employment
opportunities and prohibits unlawful discriminatory practices, including any form of harassment.
Harassment by its officers, directors, management, supervisors, coworkers, or non-employees
who are within the workplace, is prohibited. Harassment outside of the workplace, which is
related to OE’s work is also prohibited. OE will take all the steps necessary to prevent and
eliminate any form of unlawful discrimination, harassment and/or retaliation in the workplace.

OE prohibits the possession of weapons of any kind on OE property, while engaged in any activity
in furtherance of OE interests, or at any OE-sponsored events. For purposes of this policy,
weapons include, but are not limited to, all types of guns, knives, mace, tear gas, martial arts
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weapons, and explosives, along with any other item having the potential to cause harm that has
no other common purpose.

Sexual harassment is also unacceptable conduct and violates this policy. Sexual harassment
encompasses a wide range of unwanted, sexually directed behavior. Even simple teasing, an
offhand comment, or an isolated incident that is not very serious can become unlawful or
prohibited harassment if it creates a hostile or offensive work environment.

If you feel that you have been a victim of any type of physical, emotional, and/or psychological
violence in the workplace, you should immediately report it to the Chief Human Resources Officer
or any other member of management with whom you feel comfortable. If you believe that a
member of HR has been involved in any incident of discrimination, harassment, retaliation, or
violence, you should report it to the President/CEQ, or any other member of management with
whom you feel comfortable.

13.13 Holidays: Policy 2220
OE observes the following holidays:
e New Year’s Day
e Memorial Day
¢ Independence Day
e Labor Day
e Thanksgiving Day
e Friday following Thanksgiving
e Christmas Eve
e Christmas

All day programs and services will be closed during this time.

13.14 Identification Badge: Policy 2116

For safety and security reasons, all volunteers are required to visibly wear an ID badge at all times
during their time in OE facilities. Building receptionists will hand out ID badges when volunteers
are signing into the building. When leaving the building, volunteers should sign out of the building
and return the ID badge.

13.15 Mantoux Tuberculin (TB) Testing: SOP 2109

All volunteers, staff and clients are required to submit a copy of a negative TB test, Chest X-Ray
or Quantiferon Gold before starting with OE. Volunteers, staff and clients are obliged to TB
testing/Quantiferon Gold or Chest X-Rays as required every three years. Volunteer records will
be maintained by the Community Engagement Manager.

13.16 Missing Persons — Day Program Sites (Code Green): Policy 6035

In the event that an individual served is determined to be missing, the following emergency
procedure will be initiated. CODE GREEN with the missing individuals’ name is announced over
the intercom to initiate an immediate search of the entire location. All employees must respond
and volunteers are asked to assist, if possible. A photo of the individual will be made available at
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the front desk for staff who are unfamiliar with the individual. All cars are to remain in the parking
lot until the all clear is given.

13.17 Safety — Health, Safety, and Security Program: Policy 5010; Fire and Fire
Drills: SOP 5310; Tornado and Tornado Drills: SOP 5320

OE has a vital interest in the prevention of losses due to accidents for our employees, clients,
volunteers, customers and visitors. A safe working environment requires the interest,
cooperation and dedication of every employee, volunteer and client in the organization. It is each
volunteer’s responsibility to maintain a safe working environment and to observe safety rules
and regulations. Any job-related accident must be immediately reported to the volunteer’s
supervisor. The supervisor will arrange appropriate medical attention through Human Resources.
OE may not cover expenses from unauthorized medical treatment.

The Safety Committee monitors health and safety concerns and regular emergency drills,
including those for fire and tornado. Maps are located throughout each building to show
evacuation routes and designated shelter areas. When working in a new area, familiarize yourself
with evacuation routes, the nearest exits, and nearby shelter areas.

Fire — In the event of a fire or fire drill, the following procedures must be followed to ensure the
safety of the clients and employees. The alarm sound will be continuous. If the alarm does not
sound but you can see or smell smoke, pull the fire alarm. Evacuate the building through the
nearest exit route unobstructed by smoke, fire, or an excess number of individuals. It is the
responsibility of OE staff to see that all clients exit the building as quickly as possible. All staff,
volunteers, and clients are to report to a safe meeting area. Staff will indicate the designated safe
meeting area. Keep clear of the emergency vehicle route to the building. Staff will account for
clients and volunteers present, so please stay with your group until the situation is resolved or
until released by your supervisor.

Tornado — In the event of a tornado or tornado drill, the following procedures must be followed
to ensure the safety of clients and employees. During a tornado watch, monitor conditions and
alerts for your location. If a tornado warning is issued, an announcement is made to report to
tornado shelters, sirens are heard, or an emergency services notification occurs, move quickly
and quietly to your nearest shelter location. Staff should assist clients. Close the doors in shelter
location. Stay away from windows, doors and outside walls. If designated shelter areas are
unavailable, go to an interior part of the building and/or get under something strong. Staff will
account for clients and volunteers present, so please stay with your group.

13.18 Social Media Use: Policy 2657

Social media includes all means of communicating or posting information or content of any sort
on the Internet, including to your own or someone else’s web log or blog, journal or diary,
personal web site, social networking or affinity web site, web bulletin board or a chat room,
whether or not associated or affiliated with OE. Ultimately, you are solely responsible for what
you post online. Before creating online content, consider some of the risks and rewards that are
involved. Keep in mind that any conduct that adversely affects your volunteer performance, the
performance of OE employees or otherwise adversely affects customers, suppliers, agents who
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work on behalf of OE or OF’s legitimate business interests may result in disciplinary action up to
and including termination for an employee or end of service for a volunteer.

Also, it is important to be mindful that some clients and staff of OE may not have signed a
publicity release, and they choose not to have their pictures posted to any online platform.

13.19 Smoke-free Workplace: Policy 2122

All OE facilities and agency vehicles are smoke-free Smoking is not allowed in personal vehicles
when a client is present by either the client, employee, or volunteer. This is for the health and
safety of our clients. The client, employee, or volunteer may smoke once they are out of the
vehicle. Smoking is permitted in a volunteer’s vehicle before/after work and during meal breaks.

13.20 Training

Volunteers can participate in ongoing training. Some training is strongly recommended or
required, depending on your role. If you are interested in seeing what trainings are available,
please see a member of OE’s Training Department.

13.21 Visitors: Policy 1215

Visitors must use building main entrances, Door 1 at OE Main and Door 2 at Lakeside. Visitors are
required to sign-in at the front desk, wear a Visitors’ Tag and wait in the reception area to be
greeted. Visitors are not permitted to roam any OE premises unattended. Visitors are required
to follow all safety policies and procedures.
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NOTES
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HANDBOOK AND POLICY ACKNOWLEDGEMENT FORM

| hereby acknowledge receipt of the volunteer handbook of Opportunity Enterprises. |
understand and agree that it is my responsibility to read, understand, and comply with the
policies in the handbook. | also acknowledge that | can ask questions and expect responses in a
timely manner in regards to any policy set forth by Opportunity Enterprises. In addition, |
understand that policy updates may be made and it is my responsibility to read, understand, and
comply with the updates.

| understand that the handbook and all other written materials provided to me are intended for
informational purposes only. The handbook OE guidelines and other communications do not
create an employment or volunteer contract or term. | understand that the policies, both in the
handbook and those communicated to me in any other fashion, are subject to interpretation,
review, removal, and change by Management at any time without notice. | am aware that for a
complete list and directory of OE policies | can contact the Development or Human Resources
Department.

| further understand that | am a volunteer and that neither this document nor any other
communication shall bind OE to employ me now or hereafter and that my volunteer service may
be terminated by me or OE without reason at any time. | understand that no representative of
OE has any authority to enter into any agreement for employment for any specified period of
time or to assure any other personnel action or to assure any benefits or terms or conditions of
employment or make any agreement contrary to the foregoing.

Volunteer’s Name in Print

Signature of Volunteer

Date Signed by Volunteer

Also required at this time are:
Form 2112b — Confidentiality Agreement Form - Volunteer
Form 7001a — Publicity Release
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