
Community Facility Services
Volunteer Orientation Session



• Introductions
• Application Process
• Positions Available
• Orientation & Training

– Code of Conduct
– Occupation Health and 

Safety
• What you can expect from us
• Police information Check & 

Volunteer Agreement
• Evaluation



Where you are in the volunteer 
application process and what to 
expect next

What is expected of you as a City of 
Edmonton Volunteer

The importance of your personal safety

What kinds of volunteer opportunities 
are coming up

How amazing it is to volunteer for the 
City of Edmonton!

At the end of this session 
you will understand…



City of Edmonton 
Policy on Volunteerism

• Improve quality of life
• Promotes citizen involvement
• Contributes to healthy communities and a 

vibrant Edmonton
• City will support volunteers and 

provide positive and meaningful 
experiences for those who 
volunteer with the City. 



Volunteer Services Vision : A diverse community of 
individuals, families and groups engaged in meaningful 
volunteer experiences that contribute to a livable city.

Volunteer Services Mission : 
• Empowering Edmontonians to make meaningful 

connections 
• Providing opportunities to contribute to the Arts, Culture 

and Sport of their communities. 
• Providing leadership in Volunteerism.

Volunteer Services
Community and Recreation Facilities



Online 
Profile

Reference Letters

Interviews

General 
Orientations

Screening

Paperwork 
& Forms

Applications

Volunteer Services will help you with…

Shannon Meyer
Volunteer Services 

Program Coordinator

Edmonton Valley Zoo

Who will I work with?



Safety 
Information

Scheduling

Position Specific 
Training

On-site Orientations Position 
Details

Direct 
Supervision

Program and Event Staff with help you with...

Evaluations

Most volunteer positions/programs have a 
separate on-site supervisor that you will report to.

Examples include:
- Special Event Coordinators - Young Naturalists
- Costumed Interpreters - Daycamp Supervisors

Who will I work with?



Why 
Volunteer?

Why Volunteer?



• Develop your skills
• Explore career options 
• Share your time, energy and 

skills
• Learn/try something new 
• Make new friends
• Feel good about yourself
• Give back to your 

community
• Help others

Why Volunteer?



Volunteers of 
Edmonton Video

Why Volunteer?



Guessing Game

Note: Most facilities listed have both  
Special Events and Daycamp 

Volunteer Positions

Where can I volunteer?









City of Edmonton 
Archives in the Prince of 

Wales Armories

Summer Daycamp 
Program

(Youth 13-17yrs)



Valley Zoo Development Society

• Non-profit organization

• Volunteer Coordinator
– Cindy Afanasiff 

• www.buildingourzoo.com



Fort Edmonton Park 

• Separate volunteer program, need additional 
orientation

• Volunteer Supervisor : Laura Nichol

• Visit www.fortedmontonpark.ca for more info!



• You can volunteer starting….NOW!
– “In Process” for 30 days or until screening has been 

successfully completed

• You can volunteer for any basic entry level 
position at any of the places mentioned 
before…even Fort Edmonton Park!

When and where can I 
volunteer?

• If you are inactive for 1 year your 
account will be archived. If you are 
inactive for 2 years you will need to 
repeat the orientation process



Volunteer Process

Application

Screening

OrientationEvaluation & 
Check-In

Recognition

Interest
in other 

opportunities

You Are Here

Volunteer Process



• Check out 
www.edmonton.ca/volunteers

• Your MyVolunteerPage profile
• Facebook posts
• Monthly e-Newsletter

How do I find volunteer 
opportunities?



Direct links to 
sign up online

Important 
Updates

Once a month

UNSUBSCRIBE 
ANY TIME!

1) On volunteer profile

2) Link at bottom of 
newsletter



Tells you the details of the volunteer position
• Purpose/goal of the position
• Responsibilities and duties
• Minimum Requirements 

• training, interviews, age, experience

• Time commitment and schedule
• 20 hours/year minimum

• Supervisor information

Position Description



www.edmonton.ca/volunteers
www.myvolunteerpage.com

Demos



1) If approved , you will be assigned to the position and 
sent a confirmation email.

2) About a week prior to the position start, you will 
receive an email with detailed information about the 
event and your volunteer position.

3) You attend your exciting volunteer shift!

We will also let you know if you have NOT been assigned

�If not approved, you will be asked to attend addition interviews and/or training

�If position is full, we will suggest other opportunities

You’ve signed up for a 
position…now what?



There’s two ways you can cancel a volunteer shift:

1) On your online profile, you can go under the 
“Assignments” tab and click the DECLINE button

2) In the email you received about your assignment, 
the supervisor of that program should have given 
you their contact information. Email or call them.

You should always try contacting your direct superv isor, 
especially if it’s within 48 hours or on a weekend.  

How do I cancel a shift?



Some positions require extra screening such as

Interviews, Previous Experience, Referrals etc

13-15 Years

2 Reference 
Letters

(forms available)

Volunteer 
Agreement

16 Years and 
Older

Police Information 
Check

Volunteer 
Agreement

Volunteer Screening



– Police Information Checks:
• Only for volunteers within City of Edmonton limits
• Others must complete it within their jurisdiction 

and will be reimbursed

– Reference Letters/Forms:
• We need two reference letters from non-family 

members indicating you would be a good fit for the 
volunteer position.

• Can also use the “Reference Form” provided

Police Information Check



• New Volunteer Orientation 
– Officially completed today!
– Basic level, generic training

• Training your first day
– Site Orientation Checklist

• On-going training and development
– New shifts and new tasks
– Changes to positions
– Re-freshers (if needed)

Orientation and Training



Emergency Procedures
� Basics will be the same but details may be different for each 

location
Safety Resources
� Location of Safety Board and Incident Forms
� Building Evacuation Plan – emergency exits
� Location of first aid kits and AED (if applicable)
� Orientation to personal protective equipment
� Location of Hazard Assessment and common hazards
Volunteer Resources
� Volunteer room and hosting (if applicable)
� Where to leave personal items
� Where to sign in and out, volunteer identification
� Washrooms, water fountain, vending  machines etc
� Front desk, how to contact staff or get help

Site Orientation





• Code of Conduct
• Occupation Health and Safety
• Respectful Workplace
• Volunteer probation
• Enviso 

As part of your training…



The Code of Conduct 
explains the expected 
rules of behaviours for 
all staff and 
volunteers . It states 
values, provides 
guidance and 
recommends action so 
that all staff and 
volunteers know what is 
expected of them. 

Code of Conduct



1. Appearance before Council
2. City Assets 
3. Disclosure of information 
4. Gifts and Gratuities
5. Personal Conduct 
6. Personal Gain or Benefit
7. Political Activity

7 points of the Code of 
Conduct



• You may not borrow or utilize any City-
owned material for personal use

• You are required to pay regular admission 
when visiting City facilities outside your 
volunteer hours

Code of Conduct:
City Assets

• You may not bring your 
family or friends to visit 
a facility for free



Keeping personal information of public, staff & 
volunteers confidential

Leaking information, photos or stories to the 
media or public

- includes social media
- especially important for the Zoo
- wait for communication team or 
check with staff

Code of Conduct:
Disclosure of Information



• Things to do: 
– Treat people as you want to be treated
– Represent the City in a positive way
– Be polite and honest with people
– Take on a customer-service focus
– Fulfil volunteer commitment

Code of Conduct:
Personal Conduct



Occupational Health and
Safety Commitment :

The health and safety of employees and 
others performing a service on behalf of the 
City of Edmonton is of primary importance in 

all aspects of our operations.

Occupational Health 
& Safety



Everyone shares the responsibility 
for health and safety



• Follow all health and safety procedures and 
protocols

• Identify and report workplace hazards
• Reporting emergencies and injuries to staff 

immediately. 
• Sign in and out of EVERY shift
• Must refuse unsafe work
• Ask for clarification if unsure

OH&S
Volunteer Responsibility 



Hazard Quiz:
Which of the following things look like 
hazards?



• Report any injuries to staff
• As a volunteer, you are covered by Workers 

Compensation Board
• You MUST fill out an incident report form if 

injured, within 24hrs of incident. Must have 
signed in and out for your shift.

• We have a waiver statement in your handout 
and online. You will initial on the Volunteer 
Agreement saying you understand.

OH&S
If you’re injured…



• Responding to facility emergency
– Alert ANY staff
– Following instructions of staff/incident 

commander IF comfortable
– Know the evacuation routes
– Stay calm
– Assist with the documenting of the 

incident (if witnessed)

OH&S
Emergencies



• Fire
• Lost Child/Parent
• Severe Weather
• Drowning or Submersion
• Runaway/ Escaped Animals
• First Aid Emergency

• ALL staff are trained 
in First Aid

OH&S
Types of Emergencies



The City of Edmonton is 
committed to creating and 
maintaining a vibrant, 
healthy, safe and caring 
environment for employees 
and volunteers. 

The City of Edmonton 
promotes a work 
environment free from 
discrimination and 
harassment, one of which 
everyone treats each other 
with respect and dignity . 

Respectful Workplace 
Policy



Environmental protection is everyone’s responsibility. 
The City’s Environmental Policy commits each of us to

– Continual Environmental Improvement 
– Pollution Prevention 
– Regulatory Compliance

Help reduce, reuse, recycle and report

Enviso : The City of Edmonton’s 
Commitment to the Environment



• We are available to provide performance feedback on 
volunteer positions if requested (including reference 
letters).

• We employ a progressive discipline process (verbal 
warning, written warning, disciplinary suspension, 
dismissal)

• Volunteer Services employs a standard, three-month 
probationary period for all Recreation Facility Services 
volunteer positions.

Volunteer Performance 
Strategy



• You feel unsafe
• Witness something concerning
• Are unclear of what your task is
• Would like performance feedback
• Don’t feel valued and appreciated

Talk to a supervisor if…



• Invitation to different events
• Newsletters, contests
• Fun swag!
• Many heartfelt thanks and words of appreciation

Enjoy the facility before/after each shift!

10 hour min = Invitation to the Annual 

Annual Appreciation Event

20 hours per quarter = Free pass to a facility

120 hours per year = Annual pass to facilities

Recognition



Recognition Events!



‘Volunteers are not paid – not because they are 
worthless, but because they are priceless.’

Thank You!



Maybe?

Questions?



• Volunteer Agreement (EVERYONE)

• Do Police Information check (16 yrs +)

• Hand in Reference Letters (13-15 yrs)

In order to start 
volunteering…



1. Fill out Consent for Third Party Notification 
Form

2. Fill out Police Check Form
1. Agency Requesting Information: City of 

Edmonton
2. Description of Position: ________________ 

*If you’re not sure yet, just write Special Events Volunteer

1. Make sure to check off all “yes/no” boxes
2. Sign Part 2 and Part 3 with full signature

3. Get a staff member to check ID & sign

Police Information Check
Instructions



Reference Letter


