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Dear Volunteers,  

It is with a great deal of excitement and anticipation that I welcome you to Read and Feed. 
At this point, you cannot imagine how much your work, directly or indirectly, will influence the 
life of a child – but you will soon learn. This is a joyful undertaking for all concerned so get ready 
for a wonderful experience!  

Your work is so important to these children. Without good reading skills, children are 
handicapped from the start. Also, lack of food affects their ability to concentrate and focus. In 
a nutshell, that’s what Read and Feed is all about. We literally feed children as we help them 
build their reading skills. The work of volunteers ranging from office support, to preparing and 
supplying the RV’s, to representing Read and Feed at events or on committees is essential to 
our ability to provide our programs. Our volunteers are the backbone of Read and Feed.  
Without you, this program is severely limited at best and cannot operate at worst. In many 
instances, our programs are a lifeline for these children. Don’t underestimate your value and 
we promise not to take you for granted.  

We hope that your experience will have such an impact on your life that you will want to 
invite friends, relatives, neighbors and everyone you know to become a volunteer as well.  There 
are so many children who need our help.  

Thank you so much for your commitment to these little ones. Words cannot adequately 
express the gratitude I feel for your willingness to work with us to improve the lives of these  
children. I will be anxious to hear your stories as you share your experiences.  

If there is anything you need or you have any concerns at any time, please do not 
hesitate to contact me.  

I look forward to “reading and feeding” with you soon!  

Sincerely,  

Amber C. Simmons 
Director of Programs and Evaluation 
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Our Mission  

Our mission is to strengthen literacy skills among under-served elementary school children and 
provide meals in a nurturing neighborhood environment.  

Our Vision  
Our vision is a community in which children have the confidence and ability to succeed.  

 

Our Core Values 
● Make Reading Fun 
● Commit to Nourishing the Whole Child 
● Deliver Services in a Familiar Community Location  
● Collaborate with our Neighbors and Partners  
● Dedicate Ourselves to Equity in Education 

Purpose of Handbook  
This Volunteer Handbook is intended to serve as a guideline, describing the basic personnel 
policies and practices ordinarily applied by Read and Feed, also referred to as the 
“Organization”. Read and Feed reserves the right to alter established volunteer guidelines, 
including but not limited to those that may not be contained in the Handbook, with or 
without notice. Moreover, because it is impossible to anticipate every situation that may 
arise, Read and Feed reserves its right to address a situation in a manner different from that 
described in this Handbook.  

There is an acknowledgement form at the end of this handbook that will require your signature.  
If you have questions about the policies and procedures described in this Handbook, please see 
the Program and Evaluation Director and/or Volunteer Coordinator.  

Code of Ethics  
A spirit of advocacy, integrity and objectivity are communicated to all within our organization.  
This includes the need to treat as confidential any information relative to the staff, volunteers, 
board members and the people we serve that would be unkind or present them in an 
unfavorable light.  
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    Non-Discrimination Policy  
Read and Feed has not, does not, and will not discriminate with respect to race, color, religion, 
gender expression, sex, age, national origin, military or veteran status, pregnancy, ethnicity, 
citizenship status, genetic information, disability status or any other classification protected by  
applicable state or federal discrimination laws, whether in regard to volunteers or to those to  
whom we provide services.  

Read and Feed prohibits unlawful discrimination or retaliation by any volunteer of Read and 
Feed. Read and Feed also prohibits unlawful harassment based on any protected class 
characteristic.   

If you feel you have been subjected to any form of unlawful discrimination or retaliation, you 
must immediately report this incident to the Program and Evaluation Director, Executive Director 
or the Board President. Read and Feed will immediately undertake a thorough and objective 
investigation of the complaint and will provide prompt and effective corrective and preventive 
action when necessary. If any volunteer is found to have unlawfully discriminated or retaliated 
against any other employee, volunteer or any others when Representing Read and Feed, 
appropriate action up to and including termination will be taken.  

Read and Feed will not retaliate against you for filing a complaint or reporting any form of 
discrimination and harassment in good faith and will not tolerate retaliation against you by 
management or others you interact with.   

Policy Against Harassment   
Read and Feed is committed to providing an environment for all volunteers that is free from 
sexual harassment and other types of discriminatory harassment. Volunteers are expected 
to conduct themselves in a professional manner and to show respect for their co-volunteers  
and Read and Feed staff.  

Read and Feed’s commitment begins with the recognition and acknowledgment that sexual  
harassment and other types of discriminatory harassment are, of course, unlawful. To  
reinforce this commitment, Read and Feed has developed a policy against harassment and a  
reporting procedure for volunteers who have been subjected to or witnessed harassment.  
This policy applies to all Read and Feed related settings and activities, whether inside or  
outside the workplace.  

Read and Feed’s property (e.g. telephones, copy machines, facsimile machines, computers, and  
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computer applications such as e-mail and Internet access) may not be used to engage in  
conduct that violates this policy. Read and Feed’s policy against harassment covers volunteers  
and other individuals who have a relationship with Read and Feed which enables Read and  
Feed to exercise some control over the individual’s conduct in places and activities that relate  
to Read and Feed’s work (e.g. employees, directors, officers, contractors, vendors, volunteers,  
etc.).  

Prohibition of Sexual Harassment  
Read and Feed’s policy against sexual harassment prohibits sexual advances or requests for  
sexual favors or other physical or verbal conduct of a sexual nature, when: (1) submission to  
such conduct is made an express or implicit condition of a volunteer role; (2) submission to  
or rejection of such conduct is used as a basis for decisions affecting the individual who  
submits to or rejects such conduct; or (3) such conduct has the purpose or effect of  
unreasonably interfering with a volunteer’s performance or creating an intimidating, hostile,  
humiliating, or offensive environment.  

While it is not possible to list all of the circumstances which would constitute sexual  
harassment, the following are some examples: (1) unwelcome sexual advances -- whether they  
involve physical touching or not; (2) requests for sexual favors in exchange for actual or  
promised benefits; or (3) coerced sexual acts.  

Depending on the circumstances, the following conduct may also constitute sexual  
harassment: (1) use of sexual epithets, jokes, written or oral references to sexual conduct,  
gossip regarding one’s sex life; (2) sexually oriented comment on an individual’s body,  
comment about an individual’s sexual activity, deficiencies, or prowess; (3) displaying  
sexually suggestive objects, pictures, cartoons; (4) unwelcome leering, whistling, deliberate  
brushing against the body in a suggestive manner; (5) sexual gestures or sexually suggestive  
comments; (6) inquiries into one’s sexual experiences; or (7) discussion of one’s sexual  
activities.  

While such behavior, depending on the circumstances, may not be severe or pervasive enough  
to create a sexually hostile environment, it can nonetheless make co-volunteers uncomfortable.  
Accordingly, such behavior is inappropriate and may result in disciplinary action regardless of  
whether it is unlawful.  

It is also unlawful and expressly against Read and Feed policy to retaliate against an  
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employee or volunteer for filing a complaint of sexual harassment or for cooperating with  
an investigation of a complaint of sexual harassment.  

Prohibition of Other Types of Discriminatory Harassment  
It is also against Read and Feed’s policy to engage in verbal or physical conduct that denigrates  
or shows hostility or aversion toward an individual because of his or her race, color, gender,  
religion, sexual orientation, age, national origin, disability, or other protected category (or that  
of the individual’s relatives, friends, or associates) that: (1) has the purpose or effect of creating  
an intimidating, hostile, humiliating, or offensive working environment; (2) has the purpose or  
effect of unreasonably interfering with an individual’s work performance; or (3) otherwise  
adversely affects an individual’s volunteer opportunities. 
 
Depending on the circumstances, the following conduct may constitute discriminatory 
harassment:  (1) epithets, slurs, negative stereotyping, jokes, or threatening, intimidating, or 
hostile acts that relate  to race, color, gender, religion, sexual orientation, age, national origin, 
or disability; and (2) written or  graphic material that denigrates or shows hostility toward an 
individual or group because of race,  color, gender, religion, sexual orientation, age, national 
origin, or disability and that is circulated in  the workplace, or placed anywhere in Read and 
Feed’s premises such as on an volunteer’s desk or  workspace or on Read and Feed’s equipment 
or bulletin boards. Other conduct may also constitute  discriminatory harassment if it falls 
within the definition of discriminatory harassment set forth  above.  

It is also against Read and Feed’s policy to retaliate against an employee or volunteer for filing a  
complaint of discriminatory harassment or for cooperating in an investigation of a complaint of  
discriminatory harassment.  

Reporting of Harassment  

If you believe that you have experienced or witnessed sexual harassment or other discriminatory  
harassment by any employee or co-volunteer of Read and Feed, you should report the incident  
immediately to the Program and Evaluation Director, the Executive Director or Board President.  
Possible harassment by others with whom Read and Feed has a business relationship, including   
volunteers, partners and vendors, should also be reported as soon as possible so that  
appropriate action can be taken.  

Read and Feed will promptly and thoroughly investigate all reports of harassment as discreetly  
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and confidentially as practicable. The investigation would generally include a private interview  
with the person making a report of harassment. It would also generally be necessary to discuss  
allegations of harassment with the accused individual and others who may have information   
relevant to the investigation. Read and Feed’s goal is to conduct a thorough investigation, to  
determine whether harassment occurred, and to determine what action to take if it is determined  
that improper behavior occurred.  

If Read and Feed determines that a violation of this policy has occurred, it will take appropriate  
disciplinary action against the offending party, which can include employment action if the 
offender is  an employee or termination if the offender is a volunteer. Volunteers who report 
violations of this  policy and volunteers who cooperate with investigations into alleged violations 
of this policy will  not be subject to retaliation. Upon completion of the investigation, Read and 
Feed will inform the  volunteer who made the complaint of the results of the investigation. 
 

Compliance with this policy is a condition of each volunteer’s engagement. Volunteers are  
encouraged to raise any questions or concerns about this policy or about possible discriminatory  
harassment with the Program and Evaluation Director. In the case where the allegation of  
harassment is against the Program and Evaluation Director, please notify the Executive Director. 

 

Confidentiality  
Any information pertaining to records, children and families to which you may become privileged,  
including but not limited to names, addresses, phone numbers and emergency contact information is  
confidential and may not be discussed with others. Volunteers are specifically prohibited from  
discussing any aspect of records and cases with any representative of the media, as this is the sole  
responsibility of Read and Feed Staff and Board. A Read and Feed Staff or Board member will contact  
you if you are invited to comment for a general article or story.  

Any information that a volunteer learns about Read and Feed, or its students, volunteers, or donors,  
as a result of working for Read and Feed that is not otherwise publicly available constitutes  
confidential information. Volunteers may not disclose confidential information to anyone who is not  
employed by Read and Feed or to other persons employed by Read and Feed, or volunteering with  
Read and Feed, who do not need to know such information to assist in rendering services.   

The disclosure, distribution, electronic transmission or copying of Read and Feed confidential  
information is prohibited. Any volunteer who discloses confidential Read and Feed information will  
be subject to termination, even if he or she does not actually benefit from the disclosure of such  
information.  
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Volunteer Screenings 

Read and Feed strives to provide a safe environment for children, thus we require all volunteers to 
authorize a background check.  

Screening 

▪ All volunteers who are 18 years old or older are required to complete a Sterling Volunteers 
background screening on an annual basis and volunteer orientation prior to beginning their 
volunteer service with Read and Feed. Our background screening includes a criminal history, check, 
social security trace, and national sex offender search.  

Volunteer Job Descriptions  
Read and Feed has a written job description for each volunteer position. The job description  
outlines the essential duties and responsibilities, and qualifications for the position and the  
physical and environmental demands of the position. The job descriptions are periodically  
reviewed and modified as needed. Volunteers are expected to perform only those duties outlined  
in the volunteer role(s) which they are assigned.   

Aged Requirements 

Book Distribution Volunteers 

▪ Volunteers must be 16 years of age and older and accompanied by an adult if under the age of 18 

Office Administration Volunteers 

▪ Volunteers must be 16 years of age and older and accompanied by an adult if under the age of 18 

Tutors  

▪ Volunteers must be 18 years of age and older 
▪ Must complete Tutor Curriculum Training before signing up for a particular program site 

Mobile Classroom Drivers 

▪ Volunteers must be 18 years of age and older 
▪ Must complete RV safety and driving training with Fleet Manager  
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Workplace Expectations   
All volunteers are expected to promote individual and organization success, take responsibility for 
their actions and correct inappropriate behavior. The Program and Evaluation Director and 
Volunteer Coordinator is responsible for communicating behavior or conduct expectations, 
identifying inappropriate behavior or conduct and coaching and counseling to assist the volunteer in 
the process of correcting the problem.  

 
Correcting identified inappropriate behavior or conduct or performance is the responsibility of the  
volunteer. Failure to abide by these expectations will result in termination.   

The primary objective of this policy is to outline a general framework for behavior or conduct  
expectations.  

Expectations   
In performing the responsibilities of their roles, volunteers are expected to: (This list is not intended  
to be all-inclusive.)   

∙ Support the mission, vision and core values of Read and Feed at all times.   
∙ Accept responsibility for assignments and the expected results.   
∙ Be honest.   
∙ Refrain from illegal activity.   
∙ Conduct themselves in an ethical manner at all times.   
∙ Use Organization resources wisely and work productively.   
∙ Treat staff and co-volunteers with respect.   
∙ Respect Organization property and the property of others.   
∙ Maintain good public relations with all stakeholders.   

Examples of unacceptable behavior include, but are not limited to:   
∙ Falsifying records, including the volunteer application   
∙ The possession, use, sale or being under the influence of drugs or other controlled substances or 
alcoholic beverages during working hours or on the premises or program locations  ∙ Theft   

∙ Insubordination   
∙ Gambling   
∙ Possession, handling or transmitting any weapon, facsimile of a weapon, dangerous instrument/ 
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substance or other object that can reasonably be considered or used as a weapon  or 
dangerous instrument/ substance   

∙ Disclosure of confidential information   
∙ Excessive absences and/or tardiness   
∙ Repeated failure to notify your supervisor or Team Lead of tardiness or absence  ∙ 
Unsatisfactory work performance   

∙ Fighting or attempting to injure another   
∙ Engaging in discriminatory, threatening or abusive behavior   
∙ All forms of harassment  
 

Drug and Alcohol Policy  
Read and Feed is committed to providing a safe working environment for all volunteers, promoting  
the highest standards of volunteer health and productivity, and protecting the organization’s  
reputation in the community.  

Volunteers must be drug and alcohol-free while volunteering for Read and Feed. Volunteers are  
expected to report to work and remain at work in a condition free from the effects of alcohol and  
drugs. Consumption, sale or possession of alcohol or illegal or prescription drugs during volunteer  
hours on the premises, and at program sites, is prohibited.   

Smoking and Tobacco Policy 
You may not use tobacco in any form, including smoking, chewing tobacco, snuff, vapor (e-cigarettes)  
or any other tobacco product, on Read and Feed premises, program sites or sponsored events.   

Child Abuse Prevention   
A principal endeavor of Read and Feed is to provide encouragement and support for the literacy  
development of children. Any suspected or reported child abuse will be treated in accordance with  
applicable laws and approved policies. All concerns related to child welfare should immediately be  
brought to the attention of the Program and Evaluation Director.  

Any volunteer who has contact with children who participate in the program should follow these  
guidelines:  

∙ No volunteer should ever be alone with a child or children. Follow the “Two Adults Rule.” This  
is for the child’s protection as well as your own. Always make sure that you are never left  
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alone with a child.   

∙ Children are affectionate and as a Read and Feed volunteer, you want to make them feel  
valued and loved. However, let the child determine the personal space that the child is  
comfortable with. For instance, you may want to hug the child, but let the child be the one to  
initiate a hug or any other personal contact.   

Responding to All Reports of Child Abuse: Best Practices  
Read and Feed volunteers should handle abuse reports from children with sensitivity and should  
strive not to add to the trauma of the child. If a child tells a Read and Feed volunteer or staff member  
that they are being abused, or have been abused, the Read and Feed volunteer or staff member  
should:  

∙ Ask another volunteer or staff member to be present during any further conversation with the  
child.  

∙ Listen empathetically to what the child says but do not press for information. ∙ 
Let the child know what you are going to do next   

∙ Common language ok to use: “thank you so much for trusting me and sharing that with me. It  is 
my job to keep you safe and to make sure you stay safe, I have to tell someone who can  
help.”   

∙ Do not investigate, inform, question or confront the alleged abuser.  
∙ Take the alleged abuse seriously.  
∙ Record carefully what you have heard in writing and share it with the Program and Evaluation  

Director or Executive Director within 24 hours.  

∙ Remember that everyone over the age of 18 is a mandated reporter in the state of North  
Carolina. If a child is in danger or discloses any information indicating abuse, family violence,  
or neglect, you are mandated by law to report it to child protective services.   

∙ If you make a report, please let the Program and Evaluation Director or Executive Director  
know as soon as possible.   

Any report will be treated seriously and with confidentiality. The priority will always be the safety of  
the child and the Read and Feed volunteer and/or staff member.  

Volunteer Safety  
Read and Feed strives to provide safe working conditions for all volunteers. No volunteer should  
perform any task that they believe is unsafe. Volunteers should not take unnecessary risks. Each  
volunteer is responsible for their performance and adherence to safety rules. It is each volunteer’s  
responsibility to report unsafe conditions immediately to their Team Lead (as applicable) and  
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Program and Evaluation Director. No matter how minor an injury may appear, it is important that it  
be reported within 24 hours of its occurrence.   

Driver Safety   
Vehicles, Equipment, and Supplies Policy   
During the course of your time with Read and Feed, you may have access to a Read and Feed vehicle  
or other equipment or supplies to perform your job duties. You must always remember the vehicle,  
equipment, or supplies are Read and Feed property and you must use them only for Organization  
business. When using Read and Feed vehicles, equipment, and supplies, you are expected to exercise  
care and good judgment, undertake required maintenance, and follow all operating instructions,  
safety standards, and guidelines. You may only use Read and Feed equipment, which includes but is  
not limited to computers, cell phones, cameras, office equipment and vehicles for authorized  
purposes. Use of equipment for personal communications must be held to a minimum.  You must 
immediately notify your supervisor if any vehicle or equipment appears to be damaged,  defective, 
or needs repair. Prompt reporting of these conditions could prevent deterioration of the  vehicle or 
equipment or injury to yourself or others.   

The improper, careless, reckless, destructive, or unsafe use or operation of any vehicle or equipment  
can result in disciplinary action, up to and including termination. Read and Feed will terminate any  
volunteer who operates a business vehicle under the influence of drugs or alcohol. You must return  
all Read and Feed property upon termination.  

Distracted Driving Policy   
Driver distraction is a major contributor in a majority of motor vehicle accidents. To help reduce the  
possibility of vehicle accidents in connection with the use of electronic communication devices, Read  
and Feed has adopted the following policy applicable to all volunteers while driving a vehicle on  
Organization business at any time.  

1. Volunteers are required to comply with all state and local laws regarding the use of wireless  
phones and other electronic devices while driving.   

2. Texting is prohibited while driving with no exceptions.   

3. Accidents occurring while the volunteer is found to be using a cellular phone should be considered  
preventable and the volunteer is subject to existing organization disciplinary actions.  
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What to do in an Emergency  
Emergency situations, although rare, can occur while you are on assignment as a Read and Feed  
volunteer. Should any kind of accident or injury occur, call 911 if necessary, and contact the Mobile  
Classroom Driver, Team Lead or Read or Feed staff member. If an accident or injury is reported to the  
Driver or Team Lead, they should contact the Program and Evaluation Director. An incident report  
should be completed by the Team Lead at a program site or a staff member in other situations.   

Inclement Weather and Emergency Closings  
In the event of severe inclement weather or other emergency, Read and Feed follows the Wake  
County Public School System inclement weather policy. Notification will be made by email or cell  
phone. During periods of bad weather when the agency remains open, each volunteer should contact  
the Program and Evaluation Director if they feel they cannot make it in. Contact may be made by  
email, or phone.  

Social Media Policy   
Read and Feed recognizes that internet-provided social media can be a highly effective tool for  
sharing ideas and exchanging information. However, the Organization also seeks to ensure that social  
media usage serves its need to maintain its brand identity and integrity while minimizing actual or  
potential legal risks. Read and Feed therefore establishes the following rules and guidelines for  
communicating program information via social media. Violation of this policy may lead to disciplinary  
action, up to and including termination.   

Read and Feed defines “social media” broadly to include online platforms that facilitate activities such  
as professional or social networking, posting commentary or opinions and sharing pictures, audio,  
video, or other content. “Social media” includes personal websites and all types of online  
communities (e.g., Facebook, LinkedIn, Yelp, YouTube, Twitter, Instagram, blogs, message boards,  
and chat rooms).   

∙ Your social media activity is covered by all Read and Feed policies including, among others,  
Read and Feed’s Equal Employment Opportunity, Policy Against Workplace Harassment, Non 

Disclosure and Confidential Information Policy, and Internet and Acceptable Use Policy.   

∙ You should not post content on social media that violates Read and Feed’s discrimination or  
harassment policies, or that is threatening or obscene.   

∙ You should not represent that Read and Feed has authorized you to speak on behalf of the  
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Organization or that Read and Feed has approved your message, unless you receive prior  
written authorization to do so from the Program and Evaluation Director. If you do not receive  
written authorization to speak on behalf of Read and Feed, you are strongly encouraged to  
state explicitly, clearly, and in a prominent place on the site that views expressed are the  
volunteer’s own and not those of Read and Feed or of any person or organization affiliated or  
doing business with Read and Feed. Should you decide to make social media postings about  
the Organization including, among other things, messages concerning Organization-related  
services and products, you must expressly state in your postings that you are a volunteer of  
Read and Feed.   

∙ You may not illegally disparage Read and Feed products/services, or its vendors’ or  
competitors’ products/services. This means that you may not intentionally make maliciously  
false statements that denigrate Read and Feed’s products/services, or vendors’ or  
competitors’ products/services.   

∙ You should not advertise or sell Read and Feed services or programs via social media without  
the prior written approval from the Program and Evaluation Director.   

∙ Read and Feed protects its copyrights, trademarks, and logos. You should respect the laws  
regarding copyrights, trademarks, rights of publicity, and other third-party rights. To minimize  
the risk of a copyright violation, you should reference the source(s) of information you use  
and accurately cite copyrighted works you identify in your online communications. Do not  
infringe on Read and Feed logos, brand names, taglines, slogans, or other trademarks. You  
may not use the Organization’s logos, brand names, taglines, slogans, or other trademarks or  
other protected information or property for any business/commercial venture without the  
Program and Evaluation Director’s express written authorization.   

∙ Read and Feed protects its confidential information (including its financial information, trade  
secrets, marketing lists, strategic business plans, competitor intelligence, business contracts  
and other proprietary business information that is non-public and that volunteers can access).  
You should not display or disclose such confidential information through social media without  
prior written approval from the Program and Evaluation Director.   

∙ Read and Feed protects its premises and processes. You should not record audio/video or take  
pictures of non-public areas of the Organization’s premises or of the Organization’s processes  
and display such content through social media without prior written approval from the  
Program and Evaluation Director. An exception to this rule would be to engage in activity  
protected by the  National Labor Relations Act including, for example, taking pictures or 
making recordings of  health, safety, and/or working condition concerns, or of strike, protest, 
or work-related issues,  or other protected concerted activities.   



 

 
  

READ AND FEED VOLUNTEER HANDBOOK 16 

 

∙ You should not display or post video or other images of, or material about, Read and Feed’s  
employees or volunteers that are libelous, proprietary, harassing, bullying, discriminatory,  
retaliatory, or that can create a hostile work environment.   

∙ You should not display or post video or other images of, or material about, the Organization’s  
competitors, vendors, or customers without prior written approval from the Program and  
Evaluation Director.   

∙ Under no circumstances may you post Read and Feed’s competitors’, vendors’, or customers’  
personally identifying information, such as social security numbers, credit card numbers, or  
phone numbers.  

Read and Feed reserves the right to (and does) use software and search tools to monitor comments  
or discussions about it, its representatives, its products, its vendors, and its competitors that are  
posted anywhere on the Internet, including social media.   

Read and Feed respects your right to communicate on your own (or other volunteers’) behalf  
concerning terms and conditions of volunteering. Nothing in this policy is intended to interfere with  
your rights under federal and state laws, including the National Labor Relations Act (NLRA), nor will  
the Organization construe this policy in a way that limits such rights.  

Please contact the Program and Evaluation Director if you have any questions concerning this policy.  

Computer and Information Security   
This section sets forth some important rules relating to the use of Read and Feed’s computer and  
communications systems. These systems include laptops and tablets used by staff and volunteers,  
centralized computer equipment, all associated software, and Read and Feed’s telephone, voice mail  
and electronic mail systems.   

Read and Feed has provided these systems to support its mission. Although limited personal use of  
Read and Feed’s systems is allowed, subject to the restrictions outlined below, no use of these  
systems should ever conflict with the primary purpose for which they have been provided, Read and  
Feed’s ethical responsibilities or with applicable laws and regulations. Each user is personally  
responsible to ensure that these guidelines are followed.   

All data in Read and Feed’s computer and communication systems (including documents, other  
electronic files, e-mail and recorded voicemail messages) are the property of Read and Feed. Read  
and Feed may inspect and monitor such data at any time. No individual should have any expectation  
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of privacy for messages or other data recorded in Read and Feed’s systems. This includes documents  
or messages marked “private,” which may be inaccessible to most users but remain available to Read  
and Feed. Likewise, the deletion of a document or message may not prevent access to the item or  
completely eliminate the item from the system.   

Read and Feed’s systems must not be used to create or transmit material that is derogatory,  
defamatory, obscene or offensive, such as slurs, epithets or anything that might be construed as  
harassment or disparagement based on race, color, national origin, sex, sexual orientation, age,  
physical or mental disability, medical condition, marital status, or religious or political beliefs.  
Similarly, Read and Feed’s systems must not be used to solicit or proselytize others for commercial  
purposes, causes, outside organizations, chain messages or other non-job-related purposes.  
Security procedures in the form of unique user sign-on identification and passwords have been  
provided to control access to the Read and Feed’s host computer system, networks and voice 
mail  system. The following activities, which present security risks, should be avoided.   

∙ Attempts should not be made to bypass, or render ineffective, security facilities provided by  
the Organization.   

∙ Passwords should not be shared between users. If written down, passwords should be kept in  
locked drawers or other places not easily accessible.   

∙ Individual users should never make changes or modifications to the hardware configuration of  
computer equipment. Requests for such changes should be directed to computer support or  
the Program and Evaluation Director.   

∙ Additions to or modifications of the standard software configuration provided on Read and  
Feed’s PCs should never be attempted by individual users (e.g., autoexec.bat and config.sys  
files). Requests for such changes should be directed to computer support or the Program and  
Evaluation Director.   

∙ Individual users should never load personal software (including outside   
email services) to Read and Feed computers. This practice risks the introduction of a computer  
virus into the system. Requests for loading such software should be directed to computer  
support or the Program and Evaluation Director.   

∙ Programs should never be downloaded from bulletin board systems or copied from other  
computers outside the organization onto Read and Feed computers. Downloading or copying  
such programs also risks the introduction of a computer virus. If there is a need for such  
programs, a request for assistance should be directed to computer support or the Program  
and Evaluation Director. Downloading or copying documents from outside the Organization  
may be performed only in such a manner not to present a security risk.   
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∙ Computer games should not be loaded on Read and Feed’s PCs.   
∙ Unlicensed software should not be loaded or executed on Read and Feed’s PCs.  ∙ Read and Feed 
software (whether developed internally or licensed) should not be copied onto  flash drives or 
other media other than for the purpose of backing up your hard drive. Software  documentation 
for programs developed and/or licensed by the organization should not be  removed from Read 
and Feed offices.   

There are a number of practices that individual users should adopt that will foster a higher  
level of security. Among them are the following:   

• Turn off your personal computer when you are leaving your work area or office for an  
extended period of time.  

• Exercise judgment in assigning an appropriate level of security to documents stored on Read  
and Feed networks, based on a realistic appraisal of the need for confidentiality or privacy.   
• Back up any information stored locally on your personal computer (other than network based  
software and documents) on a frequent and regular basis.   

Should you have any questions about any of the above policy guidelines, please contact the Program  
and Evaluation Director.  

Internet Acceptable Use Policy   
Read and Feed has provided access to the Internet for authorized users to support its mission. No use  
of the Internet should conflict with the primary purpose of Read and Feed, its ethical responsibilities  
or with applicable laws and regulations. Each user is personally responsible to ensure that these  
guidelines are followed. Serious repercussions, including termination, may result if the guidelines are  
not followed.   

Read and Feed may monitor usage of the Internet by employees, including reviewing a list of sites  
accessed by an individual. No individual should have any expectation of privacy in terms of his or her  
usage of the Internet. In addition, Read and Feed may restrict access to certain sites that it deems are  
not necessary for business purposes.   

Read and Feed’s connection to the Internet may not be used for any of the following activities:   

• The Internet must not be used to access, create, transmit, print or download material that is  
derogatory, defamatory, obscene, or offensive, such as slurs, epithets, or anything that may  be 
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construed as harassment or disparagement based on race, color, national origin, sex,  sexual 
orientation, age, disability, medical condition, marital status, or religious or political  beliefs.   
• The Internet must not be used to access, send, receive or solicit sexually-oriented messages or  

images.   
• Downloading or disseminating of copyrighted material that is available on the Internet is an  

infringement of copyright law. Permission to copy the material must be obtained from the  
publisher. For assistance with copyrighted material, contact computer support or the Program  
and Evaluation Director.   

• Without prior approval of the Program and Evaluation Director, software should not be  
downloaded from the Internet as the download could introduce a computer virus onto Read  
and Feed’s computer equipment. In addition, copyright laws may cover the software so the  
downloading could be an infringement of copyright law.  

• Volunteers should safeguard against using the Internet to transmit personal comments or  
statements through e-mail or to post information to news groups that may be mistaken as the  
position of Read and Feed.   

• Volunteers should guard against the disclosure of confidential information through the use of  
Internet e-mail or newsgroup.   

• Volunteers should not download personal e-mail or Instant Messaging software to Read and  
Feed computers.   

• The Read and Feed internet should not be used for any non-job related purposes.  The Internet 
provides access to many sites that charge a subscription or usage fee to access  and use the 
information on the site. Requests for approval must be submitted to the Program  and 
Evaluation Director.  

Ideas, Recommendations, Concerns  

With a small staff and hundreds of volunteers, it makes sense that most of the ideas for  
improvements at Read and Feed come from our volunteers. Our volunteers are on the front lines.  
They see what works and what does not work. So, we encourage you to bring your ideas, suggestions  
and concerns to your Team Lead, the Program and Evaluation Director or other staff member. We  
may not always be able to implement a good idea, because of budget, space or other limitations, but  
we promise to seriously consider each and every one of your ideas.  

There are times when things do not go smoothly and you may be frustrated with your assignment,  
the relationship with your supervisor or a fellow Read and Feed volunteer, or another aspect of your  
volunteer service. In that case, please let us help you to improve your volunteer experience. You are  
making a gift of your time and energy to Read and Feed and we want you to have a rewarding  
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volunteer experience. If you have a concern or complaint, please discuss that with your Team Lead.  If 
you are not able to discuss the concern or complaint with your supervisor, please contact our  
Program and Evaluation Director. If the concern or complaint is in regard to the Program and  
Evaluation Director, the Executive Director should be contacted.   

 Ending Your Volunteer Service  

When the time comes to end your volunteer service at Read and Feed, please don’t leave without  
saying goodbye! We would like to have the chance to talk to you about your time at Read and Feed.  

● What did you like most? 
● What did you like least?  
● What did you learn?  
● What was the most rewarding experience?  
● Do you have any suggestions for improvements?  

Feedback from our volunteers helps us make the volunteer experience for our future volunteers even  
better.  
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Receipt and Acceptance  

I hereby acknowledge receipt of the Read and Feed Volunteer Handbook. I understand that it is  
my responsibility to read and know its contents.   

I understand that Read and Feed reserves the right to make changes to its policies, and  procedures 
at its discretion. I further understand that Read and Feed reserves the right to  interpret its policies 
or to vary its procedures, as it deems necessary or appropriate.   

I have read, understand and agree to the paragraphs above. I have also read and understand the  
Read and Feed Volunteer Handbook.   

Signature_______________________________________________________________________________ 

 
Print Name_______________________________________________________Date__________________ 

 


