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Volunteer Handbook
April 2021

One Life believes mental health services should be easily accessible, readily available,
and comfortable.
If you or someone you know needs our services, please contact us at (650) 394-5155 or
info@onelifecounselingservices.com

WELCOME VOLUNTEERS
Welcome to One Life Counseling! We at One Life Counseling are so pleased you have decided to join our
team of compassionate volunteers helping make this a more supportive environment for those in need.
Your efforts help to provide necessary services to our community by allowing those we serve to live a
healthier, happier life.
This volunteer handbook serves as an introduction and guide to One Life Counseling. Within the
handbook, you will find basic information about One Life Counseling’s mission, goals, guidelines, and
your rights and responsibilities as a volunteer. It also includes valuable information, policies and
procedures, and tips to keep you safe.
We will update this handbook as needed and welcome your input and feedback.
Please do not hesitate to contact anyone at One Life Counseling with any questions or concerns.
Your willingness to share your time, strength, and compassion is greatly appreciated.
NOTE ABOUT FUTURE UPDATES TO THIS VOLUNTEER HANDBOOK: One Life Counseling will periodically
update this handbook. Upon completing any updates, we will send an email to all volunteers informing
them of the updates. We will also post the latest updated PDF version of the complete volunteer
handbook under the One Life Counseling website’s documents tab.

Important Contact and Reference Information
MAILING ADDRESS
1303 San Carlos Avenue
San Carlos, California 94070
FOOD DROP-OFF/DISTRIBUTION/ADMIN TEAM
1033 Laurel Street
San Carlos, California 94070
EMAIL

info@onelifecounselingservices.com

TELEPHONE

(650) 394-5155

OFFICE HOURS

Monday–Sunday 9:00 a.m. to 9:00 p.m.
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A

BASIC INFORMATION ABOUT ONE LIFE COUNSELING (One Life)

What We Do
One Life Counseling Center is a 501 (c) (3) nonprofit organization that provides counseling and wellness
programs for individuals, groups, schools, and the community. Every day we counsel, advocate, and
nurture our clients, our community, and our schools. One Life’s skilled therapists and change agents aim
to inspire, educate, and provide accessible counseling for anyone who needs it at any cost. We believe
no one should have to suffer alone. Suicide is preventable, and treatment is available.
We offer a private practice experience to all clients, regardless of their ability to pay. In addition to highquality psychotherapy, a full spectrum of mental-health approaches are also offered at One Life,
including transpersonal life coaching, music evoking memory care for clients challenged with memory
loss or Alzheimer's, mindfulness programs for teens, school-based programs for high-risk children, and
other approaches to leading a fully integrated, healthy life. In addition, bilingual/bicultural counseling is
available in several languages.

Client Base
One Life Counseling regularly receives client referrals through a variety of sources including the One Life
website, word of mouth, Medi-Cal, Kaiser, and insurances. One Life Counseling is an active member of
Alignable and LinkedIn to connect with other local businesses on the Peninsula. We are fully committed
to increasing the health and wellness of our community members and responding to our local City’s
growing population’s needs.

Mission
One Life provides easy access to counseling, education, and opportunities to connect through service.

Our Values
Humility
●
●
●
●
●
●
●
●

Listen with compassion and curiosity
Make decisions morally and ethically for the greater good
Share credit for the success
Seek knowledge
Create a warm, comfortable environment
Ask for help when needed
Build rapport
Be authentic
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●

Say “thank you”

Trust
●
●
●
●
●
●
●
●
●

Respond to all new and existing client inquiries within 24 hours
Be helpful
Have a backup
Keep your promises
Tell the truth
Be direct in an appropriate and helpful manner
Keep confidences
Admit your mistakes
Know your limits

Innovation
●
●
●
●
●
●
●

Commit to self-improvement through ongoing training/supervision
Be open to feedback
Coach and mentor your peers
Innovate with clients in mind
Be curious
Demonstrate creative problem solving
Engage in a growth mindset

Diversity
●
●
●

Employ a variety of clinicians of different cultures, backgrounds, styles, and areas of expertise
Support and advocate for equal and fair treatment and opportunity for all
Offer a variety of services to support our community

Accessibility
●
●
●

Offer services to all regardless of ability to pay
Offer evening and weekend services
Offer services online and in-person

Website
One Life Counseling Center maintains a website at http://onelifecounselingcenter.com and a staff
resource website www.OneLifeStaff.com. The websites are regularly updated. They are great places to
locate information about One Life Counseling's mission, programs offered, biographies and pictures of
the team, how to donate, recognition of all affiliates and local supporters, and an interactive blog. The
website also contains information about current One Life's Community Outreach events, such as guest
speakers, fundraisers, documentary screenings, groups, and how to contact One Life.
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Policy and Procedures for Addressing Harassment, Discrimination, and Retaliation
One Life Counseling pledges to provide an environment free from harassment and discrimination. One
Life Counseling strictly prohibits harassment and discrimination based on an individual's race (including,
but not limited to, hair texture and protective hairstyles such as braids, locks, and twists), color, religion,
religious creed (including religious dress and grooming practices), national origin, ancestry, citizenship,
physical or mental disability, medical condition (including cancer and genetic characteristics), genetic
information, marital status, sex (including pregnancy, childbirth, breastfeeding, or related medical
conditions), gender (including gender identity and gender expression), age (40 years and over), sexual
orientation, veteran or military status, protected medical leaves, domestic violence victim status,
political affiliation, relationship with someone who fits any of these characteristics or any other status
protected by federal, state, or local laws. One Life Counseling commits to fulfilling this policy regarding
all aspects of volunteering.
One Life Counseling staff and volunteers are all responsible for upholding this policy.
As indicated by the law, staff, volunteers, members, and third parties that a volunteer comes into
contact with are not to engage in conduct considered prohibited by the law. Conducts includes, but is
not limited to, all forms of discrimination, harassment, and retaliation specified in this policy.
Harassment Defined
Harassment is a form of discrimination. While it is not possible to list all circumstances that may
constitute other forms of harassment, some examples of conduct that may constitute workplace
harassment include:
● Verbal conduct based on any protected characteristic, such as epithets, derogatory jokes,
comments, slurs, threats or unwanted sexual advances, invitations, or comments.
● Visual conduct such as inappropriate or offensive gestures, derogatory or sexually-oriented
posters, emails, voicemails, or any other electronic content containing objectionable material,
photography, cartoons, videos, or drawings.
● Physical conduct such as assault, unwanted touching, blocking normal movement, or physically
(or the threat of physically) interfering with another person’s work.
● Unwelcome or unsolicited sexual advances, requests for sexual favors, conversations regarding
sexual activities, or other verbal or physical conduct of a sexual nature.
● Retaliation for reporting or retaliation for threatening to report harassment.
Be aware that sexually harassing conduct need not be motivated by sexual desire and may include
situations that began as reciprocal relationships but that later cease to be reciprocal.
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Reaction(s) to Harassment
●
●

Tell the person to stop.
If the behavior does not stop, report the behavior.

Retaliation
Retaliation means any adverse action taken against a volunteer because they engaged in activity
protected under this policy. Protected activities may include but are not limited to reporting or assisting
in reporting suspected violations of this policy and cooperating in investigations or proceedings arising
out of a breach of this policy.
Adverse action is conduct or action that materially affects the terms and conditions of the volunteer’s
status or is reasonably likely to deter the volunteer from engaging in protected activity.
Reporting Harassment and Retaliation
Suppose a volunteer feels that they have witnessed or have been subject to any form of harassment,
discrimination, or retaliation. In that case, they are to immediately notify their Village Chair, any
supervisory volunteer, or a member of the Board of Directors.
One Life Counseling prohibits retaliation against volunteers who, based on a reasonable belief, provide
information about, complain, or assist in investigating any complaint of harassment or discrimination.
Investigating and Follow Up on Reports of Harassment and Retaliation
One Life Counseling will promptly and thoroughly investigate any claim and take appropriate corrective
or remedial action where One Life Counseling finds a claim has merit. If One Life Counseling begins an
investigation, One Life Counseling will endeavor to c promptly conduct the investigation and keep the
investigation confidential to the extent possible. Similarly, anyone involved in a harassment
investigation has an obligation to keep all information about the investigation confidential. That is why
One Life Counseling will only share information about a complaint of harassment with those who need
to know about it. One Life Counseling will document and track all investigations to ensure timely
resolution.
Upon completion of the investigation, One Life Counseling will typically communicate the investigation
results to the complaining individual, the alleged harasser, and, if appropriate, others who are directly
involved. If One Life Counseling finds violations of their policy against harassment, they will take
appropriate corrective action, up to and including separation against the harasser to prevent further
harassment. One Life Counseling will consider both the rights of the alleged harasser and the
complainant in any investigation and subsequent action.
As necessary, One Life may monitor any incident of harassment or retaliation to assure the
inappropriate behavior has stopped.
One Life Counseling Volunteer Handbook - April 2021
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B

VOLUNTEER GUIDELINES

Volunteer Rights and Responsibilities
As a volunteer with One Life Counseling, we hope all volunteers will:
● Enjoy your volunteer work.
● Feel that your skills, knowledge, and talents are going to good use.
● Make new friends.
● Grow.
As a volunteer for One Life Counseling, we expect volunteers will :
● Attend orientation and ongoing training sessions.
● Consult with volunteer coordinator(s) before assuming new responsibilities.
● Check their email and volunteer portal for service updates.
● Meet their volunteer commitments.
● Be courteous, respectful, and prompt.
● Wear their volunteer name tag.
● Be a One Life Counseling ambassador in the community.
● Notify One Life’s office as soon as possible when unable to report for a scheduled assignment.
● Treat clients and those coming for distribution with respect and with cultural appropriateness.
● Follow all One Life Counseling’s policies.
● Provide feedback on your volunteer experience.
Volunteers are not to:
● Accept gifts or compensation from those they are serving. Exceptions include a treat within
reason or something of nominal value.
● Use alcohol or non-prescribed drugs during volunteer assignment.
● Sign any agreement that involves organizational, contractual, or financial obligations.

Volunteer Release and Waiver of Liability Form
Before volunteering, One Life Counseling requires those who wish to volunteer to sign a Volunteer
Release and Waiver Liability Form. Volunteers should read this form thoroughly and should direct any
questions to One LIfe Counseling. See Appendix A for a copy of the form.

Representation of the Organization
Volunteers are not authorized to act on behalf of or make statements representing One Life
Counseling’s official position unless they are permitted to do so by One Life Counseling’s office. For
example, volunteers are not to make statements to the press or media without prior authorization, nor
are volunteers authorized to sign any agreement involving contractual or financial obligation.
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Conflicts of Interest
It is imperative that volunteers do not discuss, offer, or attempt to involve the clients, in any form or
fashion, in the volunteer’s personal or company businesses. Volunteers may not benefit from any
business or personal transaction with a client or a client’s family. Any attempt to do so is cause for
immediate termination of the volunteer’s services.

Volunteer Reassignment
Should a volunteer become uncomfortable or unable to handle the tasks involved with their current
assignment, they are to inform One Life Counseling staff. One Life will work with the volunteer to
reassign them to tasks that may be more enjoyable and better suited to their abilities.
Also, One Life may reassign volunteers when it is in the best interests of One Life Counseling’s staff, the
program, the volunteer, or the client.

Privacy Policy
Volunteers are responsible for maintaining clients’ privacy as well as their own and that of other
volunteers’. Volunteers must not share, inside and outside One Life Counseling, any confidential
information. However, there may be times when volunteers have questions about whether they can
share personal information. During that time, volunteers are to consult with the One Life Counseling’s
office.

Ending the Volunteer Relationship
If a volunteer decides they no longer wish to be an active volunteer with One Life Counseling, they
should notify One Life Counseling’s office.
However, if One Life Counseling believes that a volunteer’s services or approach are not fitting to One
Life’s or the client’s needs, One Life may decide to sever the relationship with a volunteer.
Events that may lead to the end of the volunteer relationship may include, but are not limited to:
● Failure to adhere to any of One Life Counseling policies, guidelines, or procedures.
●
Any inappropriate behavior, including verbal or physical abuse of clients, volunteers, or others.
● Developing a personal relationship with a client that may financially benefit the volunteer.
● Breach of confidentiality.
● Criminal activity that may affect One Life Counseling or its clients.
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C

VOLUNTEER SERVICES

Administrative
Administrative volunteer services include but are not limited to:
● Newsletter
● Copywriting – newsletter, etc.
● Marketing of programs
● Volunteer office staff
● Volunteer coordination
● Photography
● Finance
● Outreach
● Web Content Creation
● Grant Writing

Committees
Serving on a One Life Counseling committee is both fun and rewarding. The committees include:
● Events
● Membership
● Finance
● Marketing
● Fundraising
● Tech
● Aging in Place (AIP) resources and services.

Food Distribution
Volunteers for the Food Distribution Program have many different roles. These roles include:
● Preparation: Ensure name tags, masks, and gloves are available.
● Bags: Collect paper bags for food packing.
● Food Pick-Up and Delivery: Volunteers pick up food from several different locations such as
Second Harvest Food Bank, etc. We ask that volunteers with large cars go to these locations to
pick up the food donations and bring them to One Life at 1033 Laurel Street, San Carlos, CA.
● Set–Up: On the day of food distribution, put up tents to protect perishables, put together bags
(double bagging), pile up boxes of food in the parking lot for distribution, and pack individual
bags for distribution.
● Repacking: The food delivered to One Life is then repacked into individual bags or boxes for
delivery to families.
● Home Food Delivery: Volunteers deliver food to homes of those who do not have cars or are
housebound in Redwood City, San Carlos, Belmont, and San Mateo.
● Back-up Home Food Delivery: If an assigned volunteer cannot assist on the day of food
distribution, One Life will call a back-up driver to assist.
● Diaper Management Prep:
One Life Counseling Volunteer Handbook - April 2021
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●

●

●

o Ordering Diapers, wipes, and baby food prior to the distribution date.
o Cutting colored paper that will go under the windshield wipers indicating a need for diapers
and the size.
Diaper Distribution:
o Sorting diapers by size and putting them into individual boxes or bags with wipes and baby
food.
o Setting up for distribution as cars drive through the food distribution line.
o Asking if people need diapers and the size, writing it on the paper, and putting the paper
under the windshield wipers, so it is easy to see.
Traffic Management: Volunteers will direct traffic and keep lines moving smoothly. There are
stop-and-go signs available, especially for those on Brittain.
● Ensure those on Brittain have stop-and-go signs.
○ Be aware of traffic coming off El Camino and Laurel.
○ Ensure that no cars are blocking McDonald’s exits, traffic flow on Brittain, other
tenants’ parking lot, etc.
o Use the stop-and-go signs as needed to assist with flow.
● Guide cars into the pick-up area and out again.
o Clear parking lot, ensuring all debris is removed and put in proper containers.
o Take down the tents and put them away.
o Move racks and boxes back to assigned spots.
Distribution of Perishables: Provide any perishables to local businesses who assisted with the
distribution, drop off at local fire stations or police stations, shelters, and Samaritan House.

Clothing Distribution
Volunteers for the Clothing Distribution Program have many different roles. These roles include:
● Collection of Clothes: Pick up clothes from various individuals and deliver them to One Life.
● Bags: Ensure there are bags that customers can use to collect clothing.
● Preparation: Ensure name tags, masks, and gloves are available.
● Set–Up: On the day of clothing distribution, put up tents in the parking lot as needed, sort
clothes into gender and age-related piles such as male, female, teen girl, teen boy, female child,
male child, babies.
● Traffic Management: Ensure no cars are blocking the alleyways or are parking in inappropriate
locations.
● Clean up:
o Clear up the parking lot, remove all debris, and put in the proper trash and recycling
containers.
o Take down the tents and put them away.
o Move racks and boxes back to assigned spots.
● Distribution of Remaining Items: Find and deliver to locations accepting donations.
Be aware that volunteers are not employees, and therefore they are not covered by Worker’s
Compensation.
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Ergonomics for Volunteers
Aspects of some of the volunteer assignments may require physical exertion. It is important to be aware
of this and follow guidelines provided by safety experts and the volunteer’s healthcare professionals to
ensure the volunteer takes proper care of themself as well as the client or others.
One Life does not consider itself to be an expert in the area of ergonomics. We provide these guidelines
to remind volunteers that they must take care of their bodies when assisting One Life with any physical
tasks.
Lifting
Cal/OSHA provides guidelines for safe lifting. Lifting for food distribution may involve sacks of grain,
boxes of food, diapers, etc. Though most of these items are light, if a volunteer already has issues with
their back, legs, etc., that may create unnecessary strain on these areas, and they are not to volunteer
for any tasks requiring lifting.
The techniques discussed here will help the volunteer keep their spine safer while lifting from the floor
or at a higher level. Be aware that One Life does not claim to be an expert in this area, so these are only
suggestions.
Here are some tips for volunteers:
● Plan the lift:
○ For loads that are unstable and heavy, follow the proper guidelines for assistance.
○ Use appropriate equipment.
○ Reduce the weight of the load.
○ Get help when needed.
○ Repack the load to increase stability.
○ Wear appropriate shoes to avoid slips, trips, or falls.
○ If the volunteer wears gloves, choose the proper size that fits. The material of the gloves
and the number of pairs worn could impact the volunteer's grasp on an object. For example,
wearing a single pair of heat-resistant gloves can reduce your grip strength up to 40 percent.
Wearing two or more pairs of gloves at once can reduce your grip strength up to 60 percent.
○ Check the path and surroundings to ensure the area is flat, dry, and free of debris.
○ Decide where to place the object and how to get there.
○ Always test the load for stability and weight before attempting to lift it.
❏ Determine the approximate weight of the object and whether or not it’s safe to lift on
their own or with a two-person lift limit.
❏ If on their own, the volunteer is to lift only as much as the volunteer can safely handle
by themself.
❏ Use extra caution when lifting loads that may be unstable.
● Follow these steps for stretching:
○ The use of stretching is appropriate as part of a comprehensive ergonomic program,
according to Cal/OSHA. Warming up before lifting can be the defining factor between an
injury and gliding through the workload. It is imperative to stretch the back and legs to
warm up the muscles. Some great stretches for this are lower back rotations and the
hamstring stretch. It is important to have proper blood flow, so a few jumping jacks or
One Life Counseling Volunteer Handbook - April 2021
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○
○
○
○
○
○

○
○
○
○
○
○

○
○
○
○

○
○
○

running in place briefly before beginning will be helpful.
Avoid lifting from the floor whenever possible.
Stand as close as possible to the load to not exert more force onto their back by extending
the distance.
Bend their knees and keep their upper body upright, so their legs do the lifting rather than
their back.
Look straight ahead and keep their back straight and shoulders back, so they have a slight
arch in your lower back.
Get a secure grip using both hands when possible.
To the extent feasible, use their legs to push up and lift the load, not the upper body or
back. If an object must be lifted from the floor, the volunteer should bend at the waist. Keep
the load within their power zone (i.e., above the knees, below the shoulders, and close to
the body), if possible.
Use their feet to change direction, taking small steps as they go.
Lead with their hips and keep their shoulders in line with the hip’s movement as they
change direction.
Keep the load close to their body with their elbows at the sides.
Avoid jerking by using smooth, even motions.
Do not twist their body. Step to one side or the other to turn.
Lower the load in reverse by lowering their legs and keeping the load close to the body.
Keep their head up, stomach muscles tight, and the load close to their body. While it may
seem like this is the easy part, it is as easy to get injured with setting down a load as it is
picking it up.
Recommend alternating heavy lifting or forceful exertion tasks with less physically
demanding tasks.
If they begin to stumble forward slightly, they need to put the object back down using their
legs and knees, not their waist, dropping it if they need to avoid injury altogether.
Take rest breaks.
When lifting and carrying loads for long periods, it is essential to be mindful of what the
body is saying. It is vital to keep energy up for picking up and setting down the load
following the proper technique. If the volunteer feels fatigued, they should set down the
load and take a break.
Do not attempt to lift by bending forward.
Never lift a heavy object above their shoulder level.
Turn or twist the body while lifting or holding a heavy object.
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Bending
Volunteers must be aware of the importance of protecting their backs when bending. We are including
some tips on proper bending. Volunteers should be aware that Cal/OSHA, other experts, and their
health care providers can provide more expertise in this area.
Bending tips:
● Keep feet shoulder-width apart and flat on the ground.
● Let both upper arms touch ribs on the sides unless using one hand for support.
● Move the whole body as one unit. Keep nose, knees, and toes pointing in the same direction.
● Bend only at the hips and knees, not at the waist.
● Flatten the stomach and tighten leg muscles.
● To keep the spine upright and straight while pinching the shoulder blades together.
● Let the buttocks move out behind the body.
● When changing direction, move feet with the body. Do not twist the spine. Pivot on heels or
toes with knees slightly bent.
● If there is a need to, volunteers should place one hand on a sturdy object for support.
Walking
Here are some tips for walking properly.
●
●
●
●
●
●

Keep the head up and focus on standing tall with the chin parallel to the ground and ears
aligned to shoulders.
Lengthen the back to avoid slouching, hunching, or leaning
forward.
Keep your shoulders down and back, ensuring they are loose
and relaxed.
Engage the core of the body.
Swing the arms from the shoulders gently back and forth by
the sides of the body.
Step from heel to toe, maintaining a steady gait. Step from
the heel first, roll through the heel to the toes. Push out of
the step with the toes.

Driving
If a volunteer has taken on the task of picking up items or delivering items, they must follow all safety
and traffic laws and include but are not be limited to:
● Check to be sure that insurance papers and car registration are current and in the car before
starting the trip.
● Never drive under the influence of alcohol or drugs.
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●

●

●
●
●
●
●
●
●
●
●
●

●

●
●

●

●
●

Before driving a car, do a simple safety check. Turn on the lights and walk around the vehicle to
ensure that all lights are in working order. Also check the car’s blinkers for proper operation.
Look for any fluid leaks or things hanging from the vehicle. Check to ensure proper inflation of
the tires.
Adjust all mirrors and seats before placing the key in the ignition. To properly adjust the left
mirror, the volunteer should put their head against the left window and adjust the mirror
enough to see the left side of the car. For the right mirror, the volunteer should move their head
towards the center of the vehicle and adjust the right mirror in the same way. When they sit
correctly in the driver's seat, they will not see their vehicle, but they reduced their blind spots.
Do not allow any items to block vision.
Check GPS or maps to ensure the directions to the destination are correct before beginning the
trip.
Always wear seatbelts
Always use your turn signals
Obey all speed limits and signs.
Check for pedestrians.
Obey all traffic and parking laws.
Be attentive and drive responsibly.
Use headlights when appropriate.
When stopping at a stop sign, spell S-T-O-P to yourself before proceeding. It is essential for the
driver to turn their head to look left, then right, straight ahead, then left again before
proceeding.
When a light turns green, the driver should look left, then right, straight ahead, then left again
before proceeding through the traffic light. Notice all vehicles and ensure that someone else is
not going to run the light.
Keep eyes moving. Notice what is happening on the sides of the road and check the rearview
mirror every six to eight seconds.
When driving on a two-lane road that allows parking on the right, stay toward the centerline to
allow for room if someone were to open their door to exit their vehicle in front of the vehicle.
This forethought will help the driver from swerving to miss an opening door. If there is no
parking allowed on the road, position the car toward the right to allow for more room between
the car and oncoming traffic.
Expect other drivers to make mistakes and think about what to do if a mistake does happen. For
example, do not assume that a vehicle coming to a stop sign is going to stop. Be ready to react if
it does not stop. Never cause an accident on purpose, even if a pedestrian or another vehicle
fails to give you the right-of-way.
Every time that the driver re-fuels, they should check your oil and other fluid levels. Look for
noticeable leaks throughout the engine compartment.
If the car stalls on the road, the driver should not leave the car. Put on hazard lights to allow
others to see the vehicle better. The driver should wait for the proper authorities to come to
their aid. The driver should not let someone talk you into leaving their vehicle.
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●

●

●
●

●

●
●
●

●

There should be at least four seconds of space between the driver’s vehicle and other vehicles
when traveling behind other vehicles. When the car in front of the driver passes a stationary
object, it is best to count to themself slowly. If the driver passes the object before the allotted
time, they should back off. When traveling at night or inclement weather, these times should be
doubled.
Don't talk on a cell phone while driving. Phones detract from the driver’s ability to concentrate
on the road and increase their chance of a collision by nearly 400%. If a driver must use the
phone, pull over to a safe, well-lit parking lot, and place your call there.
When being approached by an emergency vehicle, pull to the right shoulder of the road and
stop.
Carry in your vehicle, in an easy-to-find place, all contact numbers that you may need,
emergency contact information, personal information, and any outstanding medical needs that
you may have.
When traveling on a multiple-lane road or highway, the driver should keep in mind that the leftmost lanes are for passing only. If not actively passing a vehicle, stay in the right lanes, allowing
others to pass.
Avoid the "No-Zone" with trucks or buses —they cannot see most vehicles from many areas.
Also, remember that trucks make large turns.
There is an old saying, "If the roads are wet, then drive like it's snowing.”
If necessary to reduce one's speed during inclement weather, apply the brake slowly without
making any sudden moves. When making sudden moves, it's much easier to lose control of your
vehicle.
Remember, as the vehicle’s speed increases, so does the braking distance.

Volunteers are responsible for paying for all citations they receive. Citations include but are not limited
to fines for moving violations and parking tickets.
Sitting at Computer Monitor
It is easy to forget about ergonomics when sitting at a computer for an extended period. To ensure a
volunteer is comfortable while working at a computer, here are some tips. Volunteers should:
●
●
●
●
●
●
●

Maintain good posture when working at the keyboard.
Utilize a chair with back support.
Keep their feet planted on the floor. If their feet do not comfortably reach the floor, use a
footrest to reduce pressure on the lower back.
Avoid twisting or bending the trunk of the body or the neck. Frequently used items should be
positioned directly in front of the individual and angled upward on a copyholder when working.
Keep their shoulders relaxed with elbows close to their sides.
Avoid resting their elbows on the hard surface or edge of the desk or table. Pads can be used to
protect elbows if necessary.
Position their elbows at 100 to 110 degrees when working to keep a relaxed position at the
keyboard. This could require a slight negative tilt (front of keyboard higher than back) when
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●

●

●
●
●
●
●

●

working in upright positions. The keyboard could be set at a positive angle to maintain a relaxed
position if the volunteer reclines in their chair.
Keep their wrists in a neutral or straight position when keying or using a pointing device or
calculator. Wrist rests can assist in maintaining a neutral position when used properly during
pauses.
Float their arms above the keyboard and wrist rest when using the keyboard. Avoid planting
wrists on the table or wrist rest. This can result in bending the wrists either up and down or side
to side.
Keep their fingers and knuckles relaxed when working at the keyboard.
Never hold a pen or pencil in their hand when keying.
Avoid hitting the keyboard with excessive force. Studies have shown that the average user hits
the keyboard with four times the required force when keying.
Alternate tasks to make changes in their working position to avoid making the same movements
for prolonged periods.
Take breaks. These breaks can be brief and should include stretches for optimal results. If
possible, take a one or two-minute break every fifteen to twenty minutes or a five-minute break
every hour. Every few hours,
get up, move around, and
do an alternative activity.
Avoid holding their pointing
device tightly and keep their
hands relaxed. Rest their
eyes by refocusing on
distant objects
intermittently when
working.
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EMERGENCIES

Proper Techniques
In the event someone is hurt during a volunteer activity, it is essential to ensure they get proper care as
soon as possible. Every accident, no matter how minor, must be reported immediately to One Life
Counseling.
Some tips on handling an emergency are:
● Remain calm.
● Never administer any type of medical care.
● If among other volunteers, call for them to assist, as needed.
● Do not lift an injured person who has fallen or move an unconscious person, except in a
situation such as a fire or other life-threatening situation.
● Do not administer first aid unless the volunteer is specifically qualified to do so.
● DO NOT take the person to a hospital in an emergency.
● Call 911 and then notify the One Life Counseling office.
● If you are in a car accident:
○ Obtain the names and insurance information of other drivers, if involved.
○ Report the accident to the volunteer’s insurance company.
○ Take photographs, if relevant and able.
○ Never leave the scene of an accident. Wait for the resolution of the situation and ensure all
parties are safe.

One Life believes mental health services should be easily accessible, readily available,
and comfortable.
If you or someone you know needs our services, please contact us at (650) 394-5155 or
info@onelifecounselingservices.com

One Life Counseling Volunteer Handbook - April 2021
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Volunteer Release and Waiver of Liability Form
Necessary: Each volunteer must sign “Release and Waiver of Liability” before working.
Read this waiver carefully before signing.
This Release and Waiver of Liability (the “release”) executed on _______ (date) by _________________________ (the
“Volunteer”) releases One Life Counseling Center (the “Nonprofit”), a nonprofit corporation organized and existing under the laws of
the State of California and each of its directors, officers, employees, and agents. The Volunteer desires to provide volunteer services for
the Nonprofit and engage in activities related to serving as a volunteer.
The Volunteer understands that the scope of the Volunteer’s relationship with the Nonprofit is limited to a volunteer position and expects
no compensation in return for services provided by the Volunteer; that the Nonprofit will not provide any benefits traditionally associated
with employment to the Volunteer; and that the Volunteer is responsible for his/her insurance coverage in the event of personal injury or
illness as a result of the Volunteer’s services to the Nonprofit.
1.

2.

3.

4.

5.

6.

Waiver and Release: I, the Volunteer, release and forever discharge and hold harmless the Nonprofit and its successors and
assigns from any and all liability, claims, and demands of whatever kind of nature, either in law or in equity, which arises or may
hereafter arise from the services I provide to the Nonprofit. I understand and acknowledge that this Release discharges the
Nonprofit from any liability or claim that I may have against the Nonprofit with respect to bodily injury, personal injury, illness, death,
or property damage that may result from the services I provide to the Nonprofit or occurring while I am providing volunteer services.
Insurance: Further, I understand that the Nonprofit does not assume any responsibility for or obligation to provide me with financial
or other assistance, including but not limited to medical, health, or disability benefits or insurance. I expressly waive any such claim
for compensation or liability on the part of the Nonprofit beyond what may be offered freely by the Nonprofit in the event of injury or
medical expenses incurred by me.
Medical Treatment: I hereby release and forever discharge the Nonprofit from any claim whatsoever which arises or may hereafter
arise on account of any first-aid treatment or other medical services rendered in connection with an emergency during my tenure as
a volunteer with the Nonprofit.
Assumption of Risk: I understand that the services I provide to the Nonprofit may include activities that may be hazardous to me
including, but not limited to ______________ involving inherently dangerous activities. As a volunteer, I hereby expressly assume
the risk of injury or harm from these activities and release the Nonprofit from all liability.
Photographic Release: I grant and convey to the Nonprofit all right, title, and interests in any and all photographs, images, video, or
audio recordings of me or my likeness or voice made by the Nonprofit in connection with my providing volunteer services to the
Nonprofit.
Other: As a volunteer, I expressly agree that this Release intends to be as broad and inclusive as permitted by the laws of the State
of California and that this Release shall be governed by and interpreted in accordance with the laws of the State of California. I
agree that in the event that any clause or provision of this Release is deemed invalid, the enforceability of the remaining provisions
of this Release shall not be affected.

I express my understanding and intent to enter into this Release and Waiver of Liability willingly and voluntarily by signing below.
_________________________________________________________
Signature (Or parent/guardian if under 18)

______________________
Date

Print Name of Volunteer:________________________________________________
Street Address:____________________________________________________
Phone:___________________
City, State, ZIP:____________________________________________________
E-mail:____________________

EMERGENCY CONTACT INFORMATION
In case of a major emergency, both of the contacts below will be reached. Please list at least two people you wish One Life Consulting
to contact in the event of an emergency. Please also indicate which party has the authority to make decisions on your behalf.
Name: _____________________________________________Relation: _________________________Phone: __________________
Name: _____________________________________________Relation: _________________________Phone: __________________
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Food Safety Training
Provided by Second Harvey of Silicon Valley
Dear Second Harvest Partners,
As food safety continues to be a top priority for us here at the food bank, we now provide online training to
make it easily accessible for our partners, volunteers, and staff. Below you will find information about how to
access our Food Safety Training.
You can view the training on our Nutrition Center page from our website here in English or Spanish:
https://www.shfb.org/impact/blog/food-safety-training/
Please remember to have your volume turned up to hear the audio that goes along with the training. The
training should take about 40 minutes to complete, but there is no time limit to take the training and you will
be able to finish at your own convenience.
Once you have completed the training, please fill out the Food Safety Questionnaire form by the end of the
month to get credit for your agency or site:
https://app.smartsheet.com/b/form/59ea8e33ca8f4413b6b4984b1b7eebe8
If you have further questions or concerns, feel free to reach out to us at Nutrition@shfb.org and someone
from our team will get back to you as soon as possible.
Thank you for everything you do in ensuring the safety of our clients.
Second Harvest of Silicon Valley
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