	
	
	



Lunenburg Parks and Recreation Department 

VOLUNTEER HANDBOOK
Make a difference and connect with the Lunenburg Community.

Message from the Director

Thank you for your interest in volunteering with the Lunenburg Parks and Recreation Department. Our volunteers are a vital part of our success and help make our programs, events, and community activities possible. By sharing your time and talents, you play an important role in creating positive, memorable experiences. I am grateful for your willingness to get involved and help strengthen our community.

 My goal is to make volunteering a positive, rewarding, and meaningful experience for everyone involved. This handbook will serve as your guide for expectations, policies, and procedures. 

I look forward to working with you and appreciate your support. 

Mission

Our mission is to continually develop our recreation department and serve our community by offering and maintaining a variety of recreational programs and events that support health and wellness, foster connection through shared experiences, and create enjoyable opportunities in a welcoming and inclusive environment.

Becoming a Volunteer 
1. Submit a Volunteer Interest Form. 
2. Complete CORI with Julie in HR @ jbelliveau@lunenburgma.gov 
3. Review and sign the Volunteer Handbook Acknowledgement Page and return to the Recreation Director. 
4. Sign up for volunteer opportunities that will be sent through email once you return your interest form and complete your CORI. 
5. Begin making a difference in your community.

If you are under the age of 18 and would like to volunteer, parent/guardian consent is required. Volunteers under 18 may assist with approved volunteer opportunities. 


Volunteer Expectations / Code of Conduct

As a volunteer with the Lunenburg Parks and Recreation Department, you are expected to follow the guidelines and standards outlined in our Volunteer Expectations and Code of Conduct. Volunteers who do not meet these expectations, fail to follow established policies, or are unable to satisfactorily fulfill their assigned responsibilities may be subject to dismissal from the volunteer program.  

· Communicate – Please notify the Recreation Director as soon as possible if you are unable to attend a scheduled volunteer shift. Volunteers should promptly report any concerns, questions, incidents, or issues that arise. If you are unsure about something or need clarification, please do not hesitate to ask.
· Be punctual and reliable – Arrive on time and stay for the full duration of your assigned shift or event.
· Follow directions– Volunteers work under the supervision of the Recreation Director and should follow all instructions provided. Please do not take on other responsibilities outside of your assigned duties unless directed by the Recreation Director.
· Maintain professionalism – Use appropriate language, behavior, and attitude while volunteering.  Act as a respectful and positive Representative of the Town of Lunenburg. Treat all participants, staff, and fellow volunteers with kindness regardless of age, background, or ability. 
· Work as a team member – Cooperate with staff and other volunteers to support successful programs and events. 
· Prioritize safety – Follow all safety rules, emergency procedures, and site guidelines. 
· Maintain confidentiality – Do not share personal information about participants, staff, or program operations. 
· Be adaptable – Recreation programs and events can change quickly; flexibility is appreciated. 
· Dress Code – Volunteers will dress appropriately for the conditions and nature of their assignment. If volunteer shirts are provided, please wear them during the time you volunteer. 
· Supervision – Volunteers should never be alone with a child or in a one-on-one situation. All interactions with participants should remain professional, appropriate, and respectful, including maintaining appropriate boundaries with physical contact.
· Substances – Volunteers should never use or be under the influence of alcohol, illegal drugs, or other impairing substances while volunteering.  Smoking, vaping, and tobacco products are prohibited in areas while supervising participants.  
Volunteer Roles and Responsibilities 
· Volunteer Program Monitor: This position serves as an on-site representative (indoor or outdoor) and ensures that the program operates safely and smoothly. Responsibilities include:
· Arrive on time and open the program site to ensure the space is ready for scheduled activities. 
· Welcome vendors and ask if they need help setting up. 
· Welcome participants: take attendance and find out who is ok with photos by putting a check next to their name. 
· Report any concerns, incidents, or safety issues to the Recreation Director. 
· Take photographs of program activities and send them to the Recreation Director at the end of the program. 
· Clean and close the program site. 

· Volunteer Program Assistant: This position supports the instructor and helps the participants in the activity. Responsibilities include: 
· Help set up materials, equipment, and activity space before each session. 
· Support participants during activities by providing guidance, encouragement, and assistance. 
· Assist with cleanup at the end of the program. 

· Volunteer Program Aide: This position provides individualized, one-on-one support to a participant to help ensure they can safely, comfortably, and successfully engage in program activities. Responsibilities include: 
· Provide one-on-one support to an assigned participant during program activities. 
· Assist the participant with following instructions, completing activities, and engaging with peers as appropriate. 
· Encourage participation and independence while offering support as needed. 

· Volunteer Program Instructor: This position serves as the primary leader for a recreation activity, class, or event and is responsible for helping create a positive, engaging, and enjoyable experience for participants. This role is perfect for individuals who have a special talent, skill, hobby, or passion they would like to share with the community. Examples may include a soccer organization hosting a clinic for younger players, a community member teaching crochet or crafting skills, or someone sharing a unique hobby or area of expertise with others. Responsibilities include:
· Discuss your program's idea with the Recreation Director for approval. Once approved, work together to determine the program's details, including dates, times, location, supplies, registration needs, and any other requirements.
· Prepare, set up, lead, and clean up the activity, class, or event.
· Provide clear instruction, guidance, and encouragement to participants while creating a positive, safe, and welcoming environment.
· Supervise participants and help maintain appropriate behavior and program expectations.
· Track attendance and complete any required program paperwork or documentation.
· Communicate program updates, share photos (when appropriate), and report any concerns, incidents, or issues to the Recreation Director.

· Event Helper: This position provides essential support to help ensure recreation events are organized, safe, and enjoyable for all participants and attendees. This role assists with a variety of tasks before, during, and after events to help create a positive experience for the community. Responsibilities include:
· Assist with event setup, including arranging tables, chairs, decorations, supplies, equipment, and activity areas.
· Welcome guests and provide assistance with event check-in, registration, information tables, and general questions.
· Support event activities, games, demonstrations, and program stations as assigned.
· Help monitor activity areas to maintain organization, encourage participation, and support positive participant experiences.
· Assist with attendee flow by providing directions, answering questions, and helping maintain a safe and welcoming environment.
· Distribute event materials, refreshments, giveaways, and other items as needed.
· Help maintain clean, organized, and safe event spaces throughout the duration of the event.
· Assist with event breakdown, cleanup, and returning supplies and equipment to designated storage areas.
· Communicate with any concerns, incidents, or safety issues to the Recreation Director.
Volunteer Handbook Acknowledgment
I acknowledge that I have received and reviewed the Lunenburg Parks & Recreation Volunteer Handbook. I understand the expectations, responsibilities, and Code of Conduct outlined within the handbook.
I agree to follow all policies and procedures and understand that I am representing the Lunenburg Parks & Recreation Department while volunteering. I will conduct myself in a respectful, responsible, and professional manner and will ask questions if I need clarification regarding my role or responsibilities.
I understand that failure to follow the expectations and Code of Conduct may result in removal from a volunteer position.

Volunteer Name: __________________________________________________ Date: ___________________________
Volunteer Signature: ________________________________________________________________________________
If applicable: 
Parent/Guardian Name: ______________________________________________ Date: _______________________
Parent / Guardian Signature: _______________________________________________________________________ 
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Recreation Director, Krista Deveau
Kdeveau@lunenburgma.gov
210-460-8153
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