Volunteer/Intern Conduct Agreement and 
Confidentiality Statement
This agreement outlines behaviors and attitudes that are expected of volunteers/interns in order to create a safe, healthy and effective learning and working environment. 

As a volunteer/intern, I will: 

· Communicate with staff about my preferences, skills and availability. 

· Respect others and work cooperatively.

· Record my volunteer/internship hours each day. 
· Communicate any concerns or questions to my supervisor or other staff.

· Be considerate of the cultures and working styles of others.

· Be dependable and arrive on time to scheduled meetings or shifts.

· Notify my supervisor ahead of time about absences, tardiness and any other problems that may prevent me from fulfilling my role.

As a volunteer/intern, I will not: 

· Use sexist, racist, homophobic or prejudicial language or humor.

· Evangelize, proselytize, or attempt to convert others to a particular religious or political belief.

· Use facilities, computers, or volunteer/intern/staff interactions for personal financial gain.

· Access inappropriate online content.

· Engage in inappropriate relationships with other interns/volunteers or staff. These include and are not limited to messages of any kind that cause the recipient to feel uncomfortable and unsafe.

· Use chemical substances or alcohol prior to or during a volunteer/internship session.

As a volunteer/intern, your position may require you to develop, use or maintain information about learners, volunteers, interns and staff. This may include contact information and personal data. This information, whether communicated verbally, electronically or on paper, is considered confidential. Volunteers/interns are required to maintain the privacy and security of confidential information. Violations of this statement include, but are not limited to: 

· Accessing information that is not within the scope of your duties.

· Misusing, disclosing without proper authorization, or altering confidential information.

· Disclosing to another person your own password, or using someone else’s password, to access confidential information.

· Attempting to access confidential information without proper authorization.

I have read and understand the Conduct Agreement and Confidentiality Statement. I understand that breaking this agreement could be grounds for dismissal as a volunteer/intern. 
Volunteer/Intern Signature__________________________________________________

Printed Name____________________________________________________________

Date___________________________________________________________________ 

Staff Initials ___________

