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WELCOME

The Ci ty  of  Santa  Ana welcomes you to  our  team and would  l ike  to  thank you for
se lect ing th is  Ci ty  as  a  p lace to  share  your  t ime,  energy  and ta lents.   Your  he lp  as  a
volunteer  wi l l  enhance Ci ty  programs and serv ices that  make i t  possib le  for  us  to
achieve much more than we could  wi th  staff  a lone.   The Ci ty  is  for tunate  to  have
volunteers  who are  dedicated to  our  mission.    You are  h ighly  va lued and respected ;  we
acknowledge the  commitment  you make for  the  bet terment  of  the  community ,  and once
again ,  we welcome you as volunteers.
 
 
 
Th is  handbook wi l l  serve  to  prov ide volunteers  d i rect ion by  def in ing volunteer  ro les  and
responsib i l i t ies ,  informing volunteers  of  the i r  r ights ,  C i ty  pol ic ies  and procedures ,  and
provid ing genera l  C i ty  informat ion so you wi l l  have an enjoyable  and rewarding
exper ience.
 
As our  organizat ion grows and changes ,  there  wi l l  be  a  need to  modify  the  pol ic ies ,
pract ices and other  informat ion descr ibed in  th is  Handbook.    When such changes occur ,
Staff  wi l l  a t tempt  to  keep volunteers  updated by  an announcement  or  update.    I t  is  your
responsib i l i ty  to  keep your  handbook current  and to  be  informed about  pol ic ies  and
changes that  affect  you.    I f  you have any  quest ions or  need any  c lar i f icat ion of  the
informat ion conta ined in  th is  handbook,  p lease contact  Human Resources.
 
 
 
Santa  Ana is  the  county  seat  and second most  populous c i ty  in  Orange County ,
Cal i forn ia .  The Uni ted States Census Bureau est imated Santa  Ana’s  populat ion in  2018
at  338,247;  making Santa  Ana the  57th  most -populous c i ty  in  the  Uni ted States.  Santa
Ana covers  more than 26 square  mi les  and is  d iv ided into  4  d ist r ic ts :  Westend,
Southcoast ,  Northeast  and Southeast .
 
 
 
The Ci ty ’s  mission is  to  prov ide eff ic ient  publ ic  serv ices in  par tnership  wi th  our
community  which ensures publ ic  safety ,  a  prosperous economic envi ronment ,
opportuni t ies  for  our  youth ,  and a  h igh qual i ty  of  l i fe  for  res idents.

Purpose of the Volunteer Handbook

About the City

Mission Statement

Page 3



CITY LOCATIONS AND HOURS:

C I TY  D IV IS IONS ,  LOCAT IONS ,  AND  PARK ING

 
There are  many d iv is ions that  make up the Ci ty  system;  each provid ing an array  of  serv ices to  the
community .  Volunteer  opportuni t ies  may be avai lable  wi th in  each d iv is ion.  Check with  the Human
Resources Department  for  deta i ls  on avai lable  volunteer  pro jects.
 
Ci ty  Hal l  and the Ross Annex are  located in  the Civ ic  Center  area ,  Bui ld ing #20 centra l ly  located in
the c i ty  of  Santa Ana between Civ ic  Center  Dr ive  and Santa Ana Boulevard & Ross Street  and F lower
Street .  Our  address is  Ci ty  Hal l ,  20 Civ ic  Center  P laza ,  Santa Ana,  CA.

City Locations and Hours:

Parking
Parking fees are  excluded unless otherwise stated by  the Volunteer  Superv isor .    Metered park ing is
located on Ross Street ,  between Santa Ana Boulevard and Civ ic  Center  Dr ive.  Park ing lot  entrances
are located on Santa Ana Blvd and Parton ,  F lower  Street  and 6th ,  and off  Civ ic  Center  between the
Courthouse and the Santa Ana Publ ic  L ibrary.    There  are  park ing fees at  some Ci ty  locat ions;  refer
to  the Department  Volunteer  Superv isor  for  more informat ion.
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MAPS
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CITY  OF  SANTA ANA VOLUNTEER  OPPORTUNITIES

Parks,  Recreat ion and Community  Services Agency  is  looking for
community  vo lunteers ,  SCHOOLS,  CLUBS,  INDIVIDUALS AND
GROUPS to  share  the i r  specia l  ta lents  and sk i l ls .  There  are  a
var iety  of  vo lunteer  opportuni t ies  to  serv ice  in  the  fo l lowing
areas:
 
 
 
 
 
For  more informat ion ,  p lease contact  the  Parks ,  Recreat ion and
Community  Serv ices Agency Volunteer  Coordinator  at  714-647-
6553.
 
Santa Ana Publ ic  L ibrary  is  looking for  vo lunteers  to :
 
 
 
 
 
For  more informat ion ,  p lease contact  the  L ibrary  Volunteer
Coordinator  at  714-647-5288.
 
Santa Ana Zoo  is  looking for  vo lunteers  to  be:
 
 
 
 
 
 
 
 
 
 
 
 
 

T H E R E  A R E  M A N Y  V O L U N T E E R  O P P O R T U N I T I E S  W I T H I N  T H E  C I T Y .    H E R E
I S  A  L I S T  O F  S O M E  O F  T H E  O P P O R T U N I T I E S  W E  O F F E R :

Specia l  Events
Senior  Serv ices
Youth Sports
Cler ical
Improvement  Projects/Community  c lean ups
After  school  programs and act iv i t ies

Tutor  or  mentor
Intern
Cleaning ,  shelv ing ,  and organiz ing l ibrary  mater ia ls
Cler ical  –  F i l ing ,  typ ing ,  and inputt ing data
Specia l  Events ,  Projects ,  and Programs
Join the Fr iends of  the L ibrary

Zoo Ambassadors:  Volunteers interact  with  the publ ic  present ing art i facts,  interpret ing
exhibi ts ,  and assist ing staff  with  educat ion programs and special  events.  Advanced
Ambassadors may also handle Ambassador  Animals.
Family  Farm Monitors:  Volunteers assist  the publ ic  in  safely  feeding and interact ing with  the
goats  and sheep and mi lking the interact ive repl ica dairy  cow.
Animal  Services:  Volunteers work s ide-by-side with  a  zookeeper  to  provide basic  care for  zoo
animals.  Must  be 18 or  older ,  addit ional  interview and 1-year  minimum commitment  are
required.
Special  Events:  Groups and indiv idual  volunteers help  with  act iv i t ies,  crafts  and other  tasks at
monthly  special  events  including Party  for  the Planet  and Boo at  the Zoo.
Greeters:  Help the Fr iends of  Santa Ana Zoo welcome members and party  guests  to  the zoo on
busy weekend mornings,  a  great  way to  f in ish assigned community  service hours.
Zoo Buddies:  Younger  volunteers (age 12-14)  volunteer  with  a  parent  or  guardian (age 18 and
older)  as  Ambassadors,  Farm Monitors,  Cler ical ,  Special  Events  and Greeters.
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For  more informat ion ,  p lease contact  the Zoo Volunteer  Coordinator  at  lbergh@santa-ana.org.
 
Santa Ana Pol ice Department  is  looking for  volunteers  to  jo in  thei r  SAVE (Santa Ana
Volunteers  for  Excel lence)  Program.   Volunteers  assist  in  a  var iety  of  areas throughout  the
department.    Volunteers  must  commit  to  1  year  wi th  a  requi rement  of  8  hours  per  month.  For
more informat ion ,  contact  the Pol ice  Department  Volunteer  Coordinator  at  714-245-8036.



The City’s Volunteer Program was established to ensure the continued success of existing volunteer
opportunities and to create new innovative ones that will enhance City services.  The Program’s goal is to
strengthen and enhance volunteer programs and uniformity and provide clarification with volunteer policies
and procedures

PURPOSE OF THE VOLUNTEER PROGRAM

OB JECT IVES  OF  THE  PROGRAM
To maintain  a  cadre of  t ra ined,  sk i l led volunteers to  serve in  var ious aspects of  Ci ty
serv ice—with an emphasis  on customer  serv ice—by thoughtfu l  recrui t ing ,  thorough vett ing ,
and provid ing on-going t ra in ing opportuni t ies  and support  throughout  the year .
To reta in  Ci ty  Volunteers by  provid ing them with  meaningful  tasks ,  venues for  program
assessment  and input  and personal  fu l f i l lment.
To recognize at  every  opportuni ty ,  the many contr ibut ions made by Ci ty  Volunteers to  Ci ty
serv ice ,  to  the Ci ty  of  Santa Ana,  and to  enhance the qual i ty  of  l i fe  in  the community  by
acknowledging both publ ic ly  and pr ivate ly  throughout  the year  thei r  generous donat ion of
t ime and ta lent .

The  Ro le  o f  the  Human  Resources  Vo lun tee r  Coord ina to r

The  Respons ib i l i t y  o f  the  Depar tment  Vo lun tee r  Superv i so r

The pr imary  ro le  of  the Human Resources Department  is  to  oversee the Volunteer  Program
and ensure a  uniform,  consistent ,  and fa i r  approach to  i ts  volunteers.    Human Resources wi l l
col lect  volunteer  appl icat ions for  rev iew and process a l l  volunteer  background checks.

The Department  Volunteer  Superv isor  assigns volunteer  projects  and assesses the
department ’s  needs for  volunteers.    They work with  Human Resources to  create volunteer
posi t ion descr ipt ions that  meet  the department ’s  needs.  
 
The pr imary  ro le  of  the Volunteer  Superv isor  is  to  be a  point  person for  volunteers with in
each department.    They provide on- the- job t ra in ing and di rect  superv is ion of  the volunteer .  
They ensure that  volunteers are  t racking thei r  hours.    They provide volunteers opportuni t ies
for  growth and retra in  volunteers i f  any performance issues ar ise.    I t  is  thei r  responsibi l i ty
to  understand and communicate volunteer  needs to  Staff  and administrat ion and,  l ikewise ,  to
understand and communicate Staff  needs to  the volunteers.    Volunteer  Superv isors are  a lso
responsible  for  volunteer  recognit ion.
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Def in i t i on  o f  C i t y  Vo lun tee rs :
An Adult  or  Young Adult  Volunteer  is  any indiv idual ,  16 years or  o lder ,  who assists  with
work done at  the Ci ty ,  wi thout  pay or  other  f inancia l  compensat ion.   Adul t  or  Young
Adult  Volunteers must  work 30 hours or  more dur ing a  minimum 6-month t ime per iod in
which they volunteer .
An Intern is  a  col lege or  univers i ty  student  who is  volunteer ing for  course credi t  and/or
pay through his  or  her  academic inst i tut ion ( i .e . ,  Cal  State  Ful ler ton ,  Santa Ana Col lege,
etc.) .  
A Teen Volunteer  is  any student ,  age 12 – 15,  who performs volunteer  work ,  wi thout  pay
or  other  f inancia l  compensat ion ,  on selected Ci ty  programs.
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Vo lun tee r  Expec ta t i ons
Obey the ru les and regulat ions as stated in  the Volunteer  Handbook,  the laws of  the Ci ty
of  Santa Ana,  State  of  Cal i fornia ,  and the U.S.  Const i tut ion.
Conduct  your  dut ies in  a  professional  and courteous manner.
Respect  the Ci ty ’s  chain  of  command and maintain  a  smooth working re lat ionship with  a l l
personnel .
Exercise caut ion and good judgment  on the Ci ty ’s  behalf  in  a l l  s i tuat ions.
Assist  in  creat ing an envi ronment  that  promotes qual i ty  customer  serv ice ,  teamwork ,  and
innovat ion.
Possess a  great  sense of  pr ide in  serv ice as a  volunteer  with  the Ci ty  of  Santa Ana.

The  f o l l ow ing  are  examp les  o f  per fo rmance  or  behav io r  tha t  may  resu l t  i n  be ing  d i smissed  f r om  the  vo lun tee r

p rog ram:

Dishonesty.    The Ci ty  does not  condone dishonesty  including,  but  not  l imited to ,  any
del iberate  fa ls i f icat ion or  misrepresentat ion ,  mis leading or  incorrect  informat ion in
connect ion with  the preparat ion of  off ic ia l  Department  documents ( i .e .  volunteer  s ign- in
sheets or  volunteer  appl icat ions) .
Steal ing,  sabotage,  wi l l fu l  damage,  abuse or  destruct ion of  Ci ty  property  or  property
belonging to  a  suppl ier ,  employee or  another  volunteer .
Substance use.    Volunteers wi l l  not  consume any type of  i l l ic i t  drugs or  be under  the
inf luence of  any type of  i l l ic i t  drug whi le  volunteer ing on the Ci ty  premises or  whi le
working on behalf  of  the Department  you are  assigned.
Discr iminat ion.    Volunteers wi l l  not  d iscr iminate against  any other  person on the basis  of
any indiv idual ’s  race ,  mar i ta l  status ,  d isabi l i ty ,  re l ig ion ,  sexual  or ientat ion ,  color ,  age ,
mi l i tary  or  veteran status ,  medical  condit ion ,  c i t izenship ,  ancestry ,  genet ic  informat ion ,
nat ional  or ig in ,  gender ,  gender  ident i ty  or  gender  expression.
Conduct.    As a  volunteer  of  the Ci ty  of  Santa Ana,  volunteers are  expected to  maintain  the
highest  level  of  moral ,  eth ical  and professional  conduct  whi le  onsi te  and whi le
represent ing th is  agency at  any and a l l  community  events and meet ings.

Vo lun tee r  R ights
The Ci ty  of  Santa Ana values and benef i ts  f rom the contr ibut ions of  i ts  volunteers to
enhance and expand Ci ty ’s  serv ices.  
 
The Ci ty  shal l  use the serv ices of  volunteers to :
 
 
 
 
 
Each volunteer  wi l l  be working under  the superv is ion of  Ci ty  staff ,  or  a  lead volunteer  who
has considerable  amount  of  exper ience with  the project .   Volunteers wi l l  be informed of  the
job descr ipt ion ,  ident i fy ing the general  dut ies ,  expectat ions,  qual i f icat ions,  sk i l l
requirements and t ime commitment ,  and wi l l  receive proper  t ra in ing pr ior  to  beginning the
volunteer  assignment.   Your  assignment  does not  subst i tute  staff  responsibi l i t ies ;
volunteers are  an extension of  the Ci ty  system that  enables staff  to  increase serv ices to
patrons.    Volunteers deserve to  be respected for  thei r  contr ibut ion.    Volunteer  ideas and
comments are  welcomed to help  improve the program.  We suggest  wr i t ten suggest ions so
they can be shared with  the appropr iate  staff .

Supplement  the efforts  of  paid  Ci ty  staff  in  meet ing demands for  qual i ty  publ ic  serv ice.
Encourage c i t izens to  become fami l iar  wi th  thei r  C i ty  and the serv ices and programs i t  offers.
Staff  or  support  fundrais ing act iv i t ies  sponsored by  the Ci ty  of  Santa Ana
The Ci ty  shal l  use the serv ices of  interested volunteers  to  supplement ,  not  replace ,  the work
done by  Ci ty  staff .



VOLUNTEER  POLICIES  AND  PROCEDURES

VISIT WWW.REALLYGREATSITE.COM FOR THE
COMPLETE DETAILS.
FOR INQUIRIES OR CONCERNS,  PLEASE
CALL (123)  456 7890 OR EMAIL
HELLO@REALLYGREATSITE.COM.

WE 'RE  HERE  TO  HELP  YOU  OUT ! 
Pr ior  to  engaging in  any volunteer  act iv i ty ,  each volunteer  or  intern  is  requi red to :
 
 
 
 
 
 
 
 
 
 
Upon approval  of  the Ci ty 's  Human Resource Department ,  the volunteer  may be scheduled
for  t ra in ing and work assignments.

Meet with the Department to determine which volunteer opportunity is the best fit;

Submit a completed City of Santa Ana Volunteer Application for Non-Paid Volunteer Positions;

All volunteers 16 years and older must undergo a background check;

Teen Volunteers ages 12 – 15 are not required to be drug tested or fingerprinted.  If a teen continues to volunteer past their 16th

birthday, they must be fingerprinted;

If your volunteer role includes supervising children, then you must complete and submit the Supplemental Questionnaire;

If volunteering at the Zoo, then you must submit a clear TB report from your medical provider every 4 years.

Once a volunteer becomes inactive (no volunteer hours recorded over a 12-month period), and the volunteer would like to return to

the City, a background check is required.

App l i ca t i on  Process

Vo lun tee r  Personne l  F i l es
Your  personnel  f i les  are  conf ident ia l  and consist  of  wr i t ten documents reta ined by  the
Human Resource Department.    The volunteer ’s  personnel  f i le  can be only  rev iewed by the
volunteer ,  Human Resources Department ,  the Volunteer  Superv isor ,  author ized Ci ty
representat ive ,  the volunteer ’s  parents  or  legal  guardian i f  the volunteer  is  a  minor ,  or  any
author ized representat ive  of  the volunteer .    This  f i le  contains basic  contact  informat ion
and records about  your  volunteer  serv ice with  the Ci ty .  
 
Your  volunteer  f i le  must  be kept  current  and correct .    In  the event  you change your
address ,  name or  phone number ,  you must  not i fy  the Ci ty  Volunteer  Coordinator
immediate ly  in  wr i t ing.
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As a volunteer ,  we depend on you to  complete  your
scheduled shi f ts .    We do understand that  f rom
time-to-  t ime certa in  s i tuat ions may ar ise  that
prevent  you f rom doing so.    P lease a ler t  the
Volunteer  Superv isor  of  any scheduled absences –
such as vacat ion – as far  in  advance as possib le  so
that  an appropr iate  subst i tute  may be found.  In  the
event  of  an unscheduled absence – i l lness or
emergency – p lease a ler t  your  assigned Superv isor
as soon as possib le ,  preferably  before  your
scheduled shi f t  begins.    I f  absenteeism becomes
excessive ,  your  volunteer  re lat ionship  with  the Ci ty
wi l l  be  reevaluated.

A t tendance



Volunteers  are  responsib le  for  s igning in  and out  and keeping t rack of
volunteer  hours as requi red by  the Department ;  the Volunteer  Superv isor
wi l l  show you where the designated book or  s ign- in  k iosk is  located.  
Accuracy in  recording your  volunteer  hours is  important  because they are
used to  report  stat ist ics ,  apply  for  grants  and for  wr i t ten volunteer
ver i f icat ion.
 
I t  is  crucia l  that  you s ign in  at  the beginning of  your  shi f t  and out  at  the
end.  In  the event  of  an emergency ,  these s ign- in  sheets  wi l l  be  used for
t racking volunteers  in  the bui ld ing.
 
You wi l l  be  provided a  volunteer  name badge when you begin  your
volunteer  serv ice with  us.    When you s ign- in  be sure  to  put  on a  volunteer
badge and wear  i t  dur ing the durat ion of  your  volunteer  shi f t .    The badge
is  important  for  ident i fy ing who you are  to  both staff  and Residents.

S ign - i n ,  Record ing  Vo lun tee r  Hours  and  Badges

The Ci ty  of  Santa Ana observes the fo l lowing Hol idays and wi l l  be  c losed:
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I f  a  hol iday fa l ls  on a  Sunday ,  i t  wi l l  be  observed the fo l lowing Monday.
 
Please note  that  the Santa Ana Zoo may not  observe a l l  of  the Hol iday
Closure dates l isted above.

Ho l i days

New Year's Day (January 1)

Martin Luther King, Jr. Day (Third Monday in January)

President's Day (Third Monday in February)

Memorial Day (Last Monday in May)

Independence Day (July 4)

Labor Day (First Monday in September)

Veteran’s Day (November 11)

Thanksgiving Holiday (Fourth Thursday and Friday in November)

Last working day before Christmas Day, unless Christmas Day falls on Thursday, in which instance, the day following Christmas Day

shall be observed in lieu thereof

Christmas Day

Dress  Code
The Ci ty  is  proud of  the posi t ive  image i t  holds in  the community .  
Professional  standards in  appearance contr ibute  to  th is  image.    Good
grooming and personal  hygiene is  requi red at  a l l  t imes.    C loth ing should
be neat  and c lean and appropr iate  to  the workplace and should be
funct ional  and safe  for  the type of  work performed.    For  most  volunteers ,
casual  c loth ing is  appropr iate  wi th  some except ions.    Examples of  at t i re
that  are  not  appropr iate  inc lude:

Pajamas (unless, of course, for a City children’s event)

Torn clothing

Clothing with what may be considered offensive statements or images

 Open toed shoes when shelving or handling heavy items at any site.  Open toed shoes not permitted at the Zoo.

Clothing that reveals undergarments or too much skin, such as strapless tops, short shirts, low-cut or baggy pants, and high

cut/low-cut shorts.
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Volunteers are not  given an access card to  enter  secure locat ions throughout  the City.    I f
volunteers arr ive before the City  opens,  they are instructed to  wait  unt i l  Staff  arr ive to  open
the bui lding.
 
Volunteers  may ut i l ize  the staff  lounge and administ rat ive  sect ions of  the Ci ty  whi le  wear ing
thei r  volunteer  badge to  ident i fy  themselves.    When you conclude your  volunteer  service,  your
access to  the City  is  l imited to  publ ic  areas only.

Access  t o  Secure  A reas

Each Ci ty  Department  wi l l  ensure that  volunteers  have a  space to  store  thei r  personal
belongings.    The Ci ty  is  not  l iable  for  any personal  i tems that  are  lost  or  sto len.

Locke rs

Mea ls  &  Breaks
Volunteers can take a  15-minute break near  the middle of  every  4-hour  volunteer  shif t .  
These t imes are f lexible  and can be worked out  with  your  supervisor.    Volunteers should
consume food in  the designated staff  lounge area.    Please be sure to  not i fy  the staff  person
on duty  before you take your  break,  so they can rel ieve you i f  necessary.
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Smok ing ,  Substance  Use
The Ci ty  of  Santa Ana must  ensure a  drug and a lcohol - f ree workplace.  Being under  the
inf luence of ,  us ing ,  possessing or  se l l ing a lcohol  or  an i l legal  drug is  st r ict ly  prohib i ted.  This
appl ies  to  everyone—including volunteers  who perform a serv ice for  the Ci ty  or  use Ci ty
equipment.    A l l  areas of  publ ic  bui ld ing are  designated as non-smoking unless otherwise
posted.    C i ty  vehic les are  a lso non-smoking areas.    A lcohol ic  beverage possession and/or
consumpt ion on Ci ty  property  or  at  Ci ty  events  is  prohib i ted.

Compute rs  &  Te lephone  Use
General ly ,  Ci ty-owned equipment  and suppl ies are for  Ci ty  business use only  and may not  be
used for  personal  business.   Personal  use of  Ci ty  computers is  prohibi ted.    I f  you must  make
a personal  cal l  and need to  use a  City  te lephone,  p lease obtain  permission from your
Volunteer  Supervisor  and keep i t  br ief.    Please turn off  or  mute personal  cel l  phones whi le
volunteer ing to  ensure a  quite  atmosphere and please no text ing  whi le  volunteer ing.    Please
do not  watch v ideos on your  personal  cel l  phone or  on ci ty  computers whi le  volunteer ing.

Dr i v i ng
Volunteers  are  not  permit ted to  dr ive  thei r  own personal  vehic le  or  a  Ci ty  vehic le  as part  of
thei r  volunteer  ro le.

Recogn i t i on
Volunteers  are  t ru ly  an essent ia l  component  to  the Ci ty .    C i ty  Departments wi l l  do thei r  best
to  ensure that  volunteers  are  thanked and recognized for  thei r  contr ibut ions throughout  the
year .



Prob lem  So l v i ng
When a group of  people  work and volunteer  together ,  problems may ar ise.    I t  is  important  to  a l l
of  us that  such problems are  solved as quickly  as possib le.  Occasional ly ,  however ,  i t  may be
necessary  to  invest igate  certa in  problems in  greater  deta i l .    Our  problem-solv ing procedure
provides you with  the opportuni ty  to  have a  rev iew of  any problem,  d ispute ,  or  misunderstanding
that  ar ises dur ing the course of  your  volunteer ing.
 
I f  a  volunteer  should have a  job re lated quest ion ,  problem or  concern with  the Ci ty  of  Santa Ana,
Employees,  Resident ’s ,  or  other  volunteers ,  the volunteer  should d iscuss the issue with  thei r
superv isor .    In  the event  that  informal  conf l ict  resolut ion fa i ls  to  resolve a  volunteer ’s  problem,
the volunteer  may submit  thei r  concern up the chain  of  command or  to  the Human Resources
Department.
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Dismissal  of  a  volunteer  is  a  ser ious considerat ion.  Before  a  volunteer  is  d ismissed,  at tempts to
reconci le  a  d i f ference or  an issue wi l l  be  made including a  meet ing between staff  and
volunteer(s)  involved,  the Volunteer  Superv isor ,  and,  i f  appropr iate ,  the Department  Di rector .  
Dismissal  of  a  volunteer  may take p lace i f  a  volunteer  is  unable  to  complete  the tasks descr ibed
in  the volunteer  posi t ion descr ipt ion ,  is  unre l iable ,  i r responsib le ,  d isrupt ive ,  demonstrates
inappropr iate  behavior ,  or  fa i ls  to  adhere to  the pol ic ies and procedures of  the Ci ty .

D isc ip l i na ry  Prac t i ces  &  D ismissa l

I n te rac t i ng  wi th  the  Pub l i c
A Ci ty  resident  is  the most  important  person e i ther  in  person or  otherwise.    A  resident  is  not
an interrupt ion of  our  work ;  the resident  is  the purpose of  i t .    A  resident  br ings us h is/her
informat ion wants and needs,  and i t  is  our  job to  sat isfy  them as best  we can.    Courtesy is
highly  valued by  the Ci ty  and customer  serv ice begins with  you.    As a  Volunteer ,  you are  an
ambassador  of  the Ci ty  to  i ts  residents ;  thus ,  a  welcoming smi le  and a  professional  and
courteous at t i tude are  important .    When able  to  assist  a  resident  wi th  a  request ,  p lease do so ,
otherwise ,  refer  h im/her  to  a  staff  member.    I t  is  perfect ly  acceptable  not  to  know an answer
to a  resident ’s  request  and to  refer  h im/her  to  a  staff  member.    The Ci ty  is  a  publ ic  venue and
opens i ts  doors to  many d iverse indiv iduals ,  show respect  to  a l l  res idents.  
 
Volunteers  are  only  author ized to  act  as a  representat ive  of  the Ci ty  i f  specif ical ly  tasked with
th is  responsib i l i ty  in  your  volunteer  job descr ipt ion.    P lease consul t  wi th ,  and receive
permission f rom the Volunteer  Superv isor  before  engaging in  any act ions which may affect  or
hold  the organizat ion l iable  inc luding but  not  l imited to ,  publ ic  statements to  the press ,
s igning contracts  or  enter ing into  f inancia l  agreements ,  or  lobbying or  forming partnerships
with  other  organizat ions.

End ing  Your  Vo lun tee r  Serv i ce
You may resign f rom your  volunteer  serv ice with  the Ci ty  at  any t ime.  We request  that  you
not i fy  the Volunteer  Superv isor  ideal ly  two weeks pr ior  to  your  departure.    Your  status wi l l
remain act ive  for  1  year  af ter  you f in ish your  volunteer  serv ice.    I f  wi th in  the 1  year ,  you
decide to  return to  volunteer  wi th  the Ci ty  you do not  have to  go through the background check
again.    I f  i t  is  past  1  year ,  you must  go through the background process again.
 
I f  you have been issued an ID or  any other  Ci ty  property ,  p lease turn  i t  on your  last  day of
serv ice.



Worker 's  Compensat i on

Sa fe ty  and  Emergency  Procedures

Sexua l  and  Othe r  D isc r im ina t i on

Mandated  Repor te r

Page 13

Volunteers are not eligible for workers’ compensation benefits as they are not employees under the
Labor Code.

Because safety is everyone's job, please be alert at all time to safety hazards. Unsafe acts or
conditions should be reported to a supervisor rather than trying to handle it yourself. Also, notify your
supervisor of any assignment which causes physical discomfort or which could lead to personal injury
so that the situation can be rectified, or you can be transferred to a more suitable assignment. 
Volunteers must report all job-related injuries, regardless of the severity, to their supervisor or a full-
time City staff member.  
 
In the event of an emergency, remain calm and follow the directions of the City safety officers and/or
staff, as well as other safety personnel (Police and Fire).  Please be sure to review the safety
procedures for the Department you are assigned to.
 
If you feel unsafe and would like a security guard to walk to you to your car or report suspicion
activity, please contact 657-236-0527 from 8am -5pm (City Hall/Ross Annex).  After 5pm, please call
657-236-0889.  At the City Yard, please contact 714-647-3587.

It is the City’s policy not to engage in discrimination against or harassment of any person volunteering
with the City on the basis of race, color, national origin, religion, sex, gender identity, pregnancy,
physical or mental disability, medical condition (cancer-related or genetic characteristics), ancestry,
marital status, age, sexual orientation, citizenship, or service in the uniformed services (as defined by
the Uniformed Services Employment and Reemployment Rights Act of 1994).
 
City policy also prohibits retaliation against any employee, volunteer, or person seeking employment for
bringing a complaint of discrimination or harassment pursuant to this policy.  This policy also prohibits
retaliation against a person who assists someone with a complaint of discrimination or harassment, or
participates in any manner in an investigation or resolution of a complaint of discrimination or
harassment.  Retaliation includes threats, intimidation, reprisals, and/or adverse actions related to
employment.  Examples of sexual harassment may include, but are not limited to:
 
 
 
 
 
 
 
 
This behavior is unacceptable in the workplace.  If you encounter or witness a situation of discrimination
or retaliation, please inform the City Volunteer Coordinator in writing immediately.
 

Physical, unwelcome touching;
Verbal conduct such as epithets, derogatory jokes or comments, slurs, or unwanted sexual advances, invitations or comments;
Visual conduct such as derogatory and/or sexually oriented posters, photography, cartoons, drawings or gestures;
Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and
offers of employment benefits in return for sexual favors;
Inappropriate conduct or comments consistently targeted at only one gender, even if the content is not sexual;
Retaliation for having reported or threatened to report sexual harassment.

Volunteers are strongly encouraged to report any instance of suspected or know abuse or neglect to
your Volunteer Supervisor immediately.



Youth Sports Volunteer Coordinator - 714-647-6556
Santa Ana Senior Center Volunteer Coordinator - 714-647-6547
Southwest Senior Center Volunteer Coordinator - 714-571-4200
Community Events Volunteer Coordinator - 714-571-4227 
 

CITY VOLUNTEER SUPERVISOR CONTACTS

PARKS ,  RECREAT ION  AND  COMMUNITY  SERV ICES  AGENCY

SANTA  ANA  PUBL IC  L IBRARY
Volunteer Coordinator
714-647-5288 (Library) or 714-647-6913 (TeenSpace)
https://www.santa-ana.org/library/support-library-department/library-volunteers
 

SANTA  ANA  ZOO  AT  PRENT ICE  PARK
Volunteer Coordinator
714-647-6573
https://www.santaanazoo.org/supporti.htm 
 

PLANN ING  &  BU I LD ING
Volunteer Coordinator
714-667-2712
 
 
PUBL IC  WORKS
Volunteer Coordinator
714-647-5349
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