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Welcome!

The Alaska SeaLife Center (ASLC) leads efforts in exploring new ways to protect the delicate resources of the sea, sharing its ongoing discoveries with visitors, students and experts from around the world.  No other facility in the world approaches research, rehabilitation and public education as equal components of a single mission: to understand and maintain the integrity of the marine ecosystem of Alaska.

As a Volunteer at the Alaska SeaLife Center, you will learn more about the marine environment and your relationship to it.  You will have the opportunity to meet people with interests similar to your own, and you will be helping others appreciate the unique qualities and valuable education the Alaska SeaLife Center has to offer.

After a general orientation, which will acquaint you with the Center’s facilities, you will attend shadowing sessions to become better acquainted with the area to which you will be assigned as a Volunteer. Such areas include Education, Husbandry, Research, Rehabilitation and Marketing.

We are excited about our mission at the Alaska SeaLife Center and are happy to have you working with us.  Without the many hours of service that Volunteers contribute to the Center, we would be unable to offer the quality and diversity of programs that the public expects.

Thank you for your commitment!
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Mission Statement of the Alaska SeaLife Center

The Alaska SeaLife Center is dedicated to understanding and maintaining the integrity of the marine ecosystem in Alaska through research, rehabilitation and public education.

Goals and Objectives of the ASLC Volunteer Program

Goals:


1.
To assist the ASLC staff in providing services in the 

areas of education, operations, finance, marketing, development, public relations, animal care, research, and rehabilitation.


2.
To assist the ASLC staff in developing and using resources which

increase public visibility and recognition of the Alaska SeaLife Center and its mission.

Objectives:


1.
To train and provide:

A.
Docents and Education Assistants to assist the Education staff in interpreting exhibits, guiding tours, developing curriculum and materials, and teaching classes.



B.
Aquarium Aides to assist the Aquarium staff in caring for  

                          the sea life.



C. 
Habitat Aides to assist Animal Husbandry staff in caring for




the animal life.

D.
Rehab Volunteers to help in the Animal Rehab program.



E.
Event Volunteers to provide assistance for special events.

2. To make available opportunities for individuals and organizations to become involved in community service and volunteer projects   that will enhance and promote the mission of the ASLC.

Volunteer Opportunities

The ASLC offers an interesting variety of Volunteer positions.  Prospective Volunteers must submit an application and be interviewed by the Volunteer Coordinator, and for some positions by another department supervisor, before they are placed.  Available position openings are reviewed, and prospective Volunteers are matched with appropriate programs based upon their particular skills and interests.  Most positions require a commitment of at least four hours per week. 

ASLC Volunteers are classified as either:

1.  Regular Volunteers:
Willing to commit to a certain number of hours on certain days per week or month over a long period of time.  Regular Volunteers receive full volunteer benefits.  (See “Volunteer Benefits”)

2.  Stand-By Volunteers: On call to help when available, but not able to commit to a regular schedule.  Willing to work as substitutes for Regular Volunteers or during special events that occur periodically.  Stand-by Volunteers receive limited benefits.  (See “Volunteer Benefits”)

Volunteer positions include:

Docent: Docents work at key locations in the exhibit and outdoor habitat areas where they interpret and answer questions about the animals and ecosystems.  Must complete a training program.   Docents have additional opportunities to lead tours and work special events.  All volunteers begin as docents with rare exceptions.  Minimum age for docents is 15.

Education Assistant:  Helps the Education staff provide educational programs to schools and the general public through speaking engagements, classes and seminars, slide presentations, tours, overnights (Nocturnes), etc.  ASLC school programs are designed to complement state and national standards for teaching science.  The programs use live animals and exhibits to teach biological concepts and increase personal awareness and appreciation of the Gulf of Alaska.   Requires training provided by Education staff.  Minimum age is 15.

Library Volunteer:  Assists with maintaining ASLC library for staff, Volunteers and visiting researchers.  Includes tasks such as shelving books, filing information, recording journals and helping staff order library materials.  Requires training by Education staff.  Minimum age is 18.

Greeter:  Assists at the front entrance providing ASLC information and direction.  Helps ticket cashiers get groups in the door.  Helps provide orientation and general assistance with school and other groups.  Minimum age is 15.

Student Aide:  Local high school students provide assistance to ASLC staff in a variety of capacities to gain on-the-job experience for which they can earn school credit. Arrangements are made between the Volunteer Coordinator and the school counselor or program director.

Aquarium/Habitat Aide:  Assists the Animal Husbandry staff in the care and maintenance of animals and exhibits.  Includes feeding and observing animals, preparing diets, cleaning exhibit areas, etc.  Requires interview and training by Animal Husbandry staff.   Minimum age is 16. 
Volunteer Diver:  Assists staff divers in underwater tasks such as cleaning and maintaining exhibits, etc.  Must be open water certified.  Requires interview and training by Animal Husbandry staff.  Minimum age is 18.

Rehab Volunteer:  Assists Rehab staff in animal rehabilitation efforts.  Requires interview, resume, prior experience with animals and training by Animal Rehab staff.  Minimum age is 16.

Clerical Aide:  Assists office staff with filing, typing, mailing, answering phones and other office-related tasks.  Minimal training required. Minimum age is 13.

Gift Shop Volunteer:  Assists the Gift Shop staff in selling merchandise, serving customers, receiving, stocking and pricing inventory.  Minimal training required.  Minimum age is 14.

Special Events Assistant:  Works in various capacities during ASLC events outside of the normal work schedule (e.g., Polar Bear Jump-Off, Fourth of July, etc.).  Mostly evenings and weekends. Must attend orientation or training for the event they are working.  Minimum age is 14. 

Parent Partner:  Opportunities are available to young people to be paired with a parent/guardian volunteer to help in some of the above Volunteer positions.  One adult with each child.  Adult must have completed required training for that position.  The child must be accompanied at all times by the partner.  Child and partner must attend shadowing sessions and orientation prior to volunteering.

Guiding Principles
Our customers are the visitors, scientists, and animals that come to the Alaska SeaLife Center.  To provide the best in customer service we will:

· Provide a safe environment for visitors, staff, researchers, and animals.

· Build and maintain a cohesive team that responds to the needs of the Center’s mission of Research, Rehabilitation, and Education

· Provide a top quality product in the areas of education, visitor experience, and exhibits.  Maintain regular exhibit enhancements.

· Fulfill our research and rehabilitation obligations while vigorously pursuing new contracts.  Increase the profile of the ASLC within the scientific community while seeking break-even research and rehabilitation revenues.

· Keep the animals in optimal health by maintaining a standard of care consistent with that of the professional zoological community.

Benefits of Volunteering

The benefits you’ll receive as an ASLC Volunteer are both diverse and rewarding.  In addition to the self-satisfaction of contributing to the enhancement of our marine ecosystem, you will have an opportunity to work with a committed group of people who share common goals and concerns for our environment.

As a Volunteer, you can look forward to benefits that include:

1.  year-round free admission to the Alaska SeaLife Center.*
2.  receiving discounts on special events.

3.  receiving “Ocean Chronicles”, the ASLC Newsletter. 

4.  learning new skills that may lead to professional growth and career 

     opportunities.       

5.  making professional contacts.

6.  receiving both formal and on-the-job training.

7.  attending continuing education classes.

8.  using the ASLC library and other resource materials.

9. claiming tax deductions for certain expenses incurred as a result of

      volunteering.

10. 10% discount on non-sale items at the ASLC gift shop (for the individual 

      Volunteer only).*

11. occasional potlucks, parties and recognition ceremonies.

12. limited medical insurance while at the ASLC (workers’ compensation).

* Active Regular Volunteers only.

Deductible Expenses of Volunteers:

A number of tax benefits are available for volunteers under the general charitable contribution deduction of the Internal Revenue Code.  Volunteers can deduct “unreimbursed out-of-pocket expenses directly related to the services given to a charitable organization… if they itemize their deductions on their tax return”.

Examples include:

· direct gifts of money

· non-cash contributions of property

· the cost of transportation from a volunteer’s home to where he/she serves, including bus, train or taxi fare

· Automobile mileage and expenses for gas and oil

· parking and tolls

· cost and upkeep of special uniforms that have no general utility and are required to be worn while performing donated services

· telephone bills

· dues, fees or assessments

For more detailed, specific information, contact the IRS for publication 526-“Charitable Contributions”.

STANDARDS OF PERFORMANCE

We expect your commitment, time and enthusiastic interest in the Alaska SeaLife Center and its mission!

Regular Year-round Volunteers should expect to work at least 150 hours per year.  Regular Summer-only or Winter-only Volunteers should commit to 50 hours per season, for a minimum of three months at a time.  Stand-by and Event Volunteers do not need to commit to a minimum number of hours, but are expected to be available during certain holidays and special event dates (e.g., Polar Bear Jump-Off, Fourth of July, etc.) and on an occasional substitute basis.  

In order to achieve the Alaska SeaLife Center’s Guiding Principles, each ASLC volunteer is expected to:        Have fun - as well as…

· Follow all guidelines of the Volunteer Contract.

· Be punctual.

· Always conduct him or herself in a polite, professional manner, treating customers and co-workers courteously and respectfully.

· Dress in accordance with dress code guidelines while on ASLC assignments.

· Attend training that pertains to your Volunteer job.

· Familiarize yourself with all appropriate procedures and policies that pertain to your role as a Volunteer.

· Maintain assigned work areas in a clean and orderly fashion.

· Perform duties as assigned, and perform all job duties safely. Doing whatever is necessary to meet visitor needs is everyone’s job.

· Maintain an accurate record of hours served and completed.

· Keep in touch with the Volunteer Coordinator and respective supervisor.

· Provide honest, truthful, and accurate information regarding your work history, education and training.  Falsification of volunteer records (including pre-acceptance data such as your resume or volunteer application), record of hours served and completed, etc., is grounds for corrective action up to and including immediate termination of volunteer status. 

Volunteer Policies/Procedures

Attendance: Individual volunteer work efforts are very important for the Center’s overall success.  We depend on volunteers to report to work regularly and at the agreed time. In the event that you will be unable to meet your assigned commitment, please arrange for a qualified substitute at your earliest convenience.  If unsuccessful, call the Volunteer Coordinator at 224-6307 at least 24 hours in advance so that a replacement may be arranged.  

Safety:  tc "Safety"At the Alaska SeaLife Center, we put safety first and foremost.  Management and staff work together to provide a safe and healthy environment.  All volunteers are required to attend a general safety training class at the time of hire and annually thereafter.  We also have a substance abuse policy because you have a right to know you can depend on your co‑workers.

Punctuality:  Please arrive at least 10 minutes prior to the beginning of your shift.  This will insure a smooth transition between shifts and allow time for any updates or exhibit changes that may occur.  Please notify the Volunteer Coordinator as soon as possible if you plan to be late so arrangements can be made to cover your shift until you arrive.

Schedule:  Volunteers are expected to commit to a work schedule. Any changes in the schedule must be approved by the Volunteer Coordinator. 

Sign In/Sign Out:  All Volunteers are required to sign in at the beginning of their shift and sign out upon completion in the red "Volunteer Work Log" in the Volunteer Lounge.  This will help the staff locate you in the case of an emergency.

Volunteer Time Sheets:  All Volunteers are required to keep an individual time sheet recording their hours worked each month.  Time sheets are kept in the white “Volunteer Time Sheets” notebook in the Volunteer Lounge.  Hours are to be recorded upon completion of each shift.  An accurate accounting of all Volunteer hours is required for insurance coverage. 

Insurance:  The ASLC carries Workers’ Compensation Insurance coverage for all of its volunteers as well as its Volunteers.  Under the policy, all Volunteers are covered for any accidents/injuries incurred while on the job.

Volunteer File:  Each Volunteer will have a personal file kept in the Volunteer Coordinator’s Office.  Each file will contain pertinent information on that volunteer, including the completed application form, evaluations, letters of reference, etc.  Volunteer files are accessible only by ASLC supervisory personnel and the respective Volunteer.  Access by anyone else requires written permission of the Volunteer. 

Attire:  All Volunteers represent the ASLC and should present an image that is professional and appropriate for the assigned work station. Uniforms and name tags are required for volunteers while they are on the job.  Volunteers should dress casually but neatly, including solid-color slacks or skirts and closed-toed shoes.  An ASLC uniform shirt will be provided for the volunteer.  Uniforms should not be embellished with additional embroidery, pins, buttons or accessories other than that provided by the ASLC. 

Telephone Use:  Volunteers are asked to use the telephone in the Volunteer Lounge only.  Please restrict use to local calls only.  Phone messages should be written down and left on the phone table in the lounge or given to the Volunteer Coordinator.

Children:  Children are not allowed to accompany a Volunteer during his/her work shift unless they are part of the Parent Partner Program.

Family/Friends:  Volunteers should not have family members or friends with them while they are working.  

Pets:  No pets are allowed in the SeaLife Center so that we may maintain the health and safety of all our animals.

Smoking & Alcohol:  Smoking is not permitted on ASLC grounds except in designated areas.  Smoking by Volunteers is prohibited while on duty.  Alcohol is not allowed at any time on ASLC property.  Possession, consumption and/or being under the influence of alcohol by Volunteers is strictly prohibited and may be grounds for immediate dismissal from the program.

Drugs:  Any Volunteer who possesses, uses, attempts to transfer or sell, or is under the influence of illegal drugs at any time while on ASLC business or property is subject to immediate dismissal and possible legal action.  

Unauthorized Programs:  Volunteers are asked not to give ASLC presentations or programs unless authorized to do so by the Education Department.  Requests for such programs should be referred to the Education Director.

Media/Press:  Volunteers are requested not to grant interviews or give information directly to the press.  All media/press contact should be channeled through the Executive director or designated Public Relations officer.

Volunteer Lounge:  The Volunteer Lounge, located on the north side of the ground floor, is available to all volunteers and staff.  The lounge is a place for Volunteers to sit and visit, have lunch and breaks, use the phone, leave their coats and other personal items, etc.  It is also where Volunteers should check in and out for their work shifts and record their hours in the “Volunteer Time Sheets” notebook.

Library:  The ASLC library is available for use during open hours.  Volunteers are encouraged to use library materials.  Checked out books, videos and other materials should be kept on the premises and returned to the library the same day. 

Parking:  Volunteer/Volunteer parking is provided at the north end of the IMS parking lot during the spring/summer months.  Summer overflow parking is at the east end of Visitors’ Parking. During winter months, volunteers/volunteers can park at the east end of Visitors’ Parking.  Unless other arrangements have been made with your supervisor, volunteers/volunteers shall park in these designated areas during business hours.  As a courtesy to neighboring businesses, volunteers/volunteers should not park on the street or in other parking lots. Regular Volunteers will be issued a parking pass.

Building Access:  All Volunteers will have access to all public areas (e.g., gift shop, exhibit areas, etc.), as well as the Volunteer Lounge and administrative offices.  Other, "behind the scenes" areas are off-limits to anyone who does not have special authorization.

Accidents:  If you are injured on the job, please contact the Volunteer Coordinator and also complete an accident report form, which can be obtained from Human Resources or security.  The ASLC provides limited medical coverage (workers' compensation) for Volunteers who are injured on the job or who become ill due to job-related activities.

Nondiscrimination Policy: The ASLC prohibits discrimination on any unlawful basis, including age, sex, color, race, creed, national origin, religion, veteran status, marital status, parenthood, political belief, or disability that does not prohibit performance of essential job functions, and all other categories protected by federal, state, and local anti-discrimination laws.   The Center also prohibits all unlawful discrimination against visitors to the Center.  Any Volunteer who believes that a violation of this policy has occurred should promptly contact and advise the Volunteer Coordinator or Human Resources.

Additionally, in compliance with the Americans with Disabilities Act (ADA) and the religious discrimination provisions of Title VII of the Civil Rights Act, the Center will make appropriate accommodations for volunteers/volunteers 

with qualified disabilities or religious needs whenever possible as long as the accommodation does not cause the Center or other volunteers/volunteers undue hardship.

Sexual Harassment:  The ASLC prohibits sexual harassment.  Any Volunteer who believes that he or she has been subjected to sexual harassment should report the conduct immediately to the Volunteer Coordinator or to Human Resources.

Political Activities:  Volunteers may not support or promote any political  activities or interests during work hours or with any Center resources.  No Volunteer, acting in the course of his or her duties as an ASLC Volunteer, may make a decision on the basis of any political consideration.

Unsatisfactory Performance:  When performance suffers for lack of necessary skills, ability, motivation or other reasons, the supervisor may discuss the problem with the Volunteer. If corrective action is deemed appropriate, the normal procedures would include a discussion of the problem with a recommended plan for improvement, possible additional training, a probationary period and possible supervisor monitoring. Failure to meet company standards for performance and conduct, or violation of company policy or procedures will result in one of the following forms of corrective action: oral warning, written warning, discharge of duties, or suspension of duties. Some types of misconduct may result in immediate dismissal of duties without prior counseling or warning.  

Resignation:  If you are no longer able to serve in the Volunteer Program and wish to resign, we request that you provide at least a two-week notice.  You must return your name tag, parking permit and any property owned by the SeaLife Center.  Consult the Volunteer Coordinator for proper out-processing.

Inactive Status:  Regular Volunteers who are unable to meet their commitment may go on inactive status for a period of time not to exceed one year by notifying the Volunteer Coordinator.  Inactive status exceeding one month will result in loss of all Regular Volunteer benefits until his/her  return to active status.  Any Regular Volunteers who are not actively involved in performing Volunteer service for over one month will automatically be placed on inactive status unless prior arrangements have been made with the Volunteer Coordinator.  Failure to return to active status after one year will result in termination from the Volunteer Program. 

Confidentiality:  As a volunteer of the Alaska SeaLife Center, you may  have or be granted access to proprietary or confidential information.   Volunteers are required to use discretion regarding all matters of official business of ASLC. A volunteer may not disclose confidential or proprietary information which has not already been made public, except in the course of regular duties or under the authorization of the volunteers’ supervisor.  Information concerning personnel and similar sensitive matters shall be disclosed only in compliance with relevant provisions of law.

Ownership of Work:

As a condition of acceptance into the volunteer program, volunteers acknowledge Center ownership and will assign to the Center any and all inventions, product/service improvements, discoveries, publications, copyrights, software, and other proprietary know-how information relating to the business of the Center which is produced, conceived, or reduced to practice while they are employed by the Center.

The above does not apply to any invention for which no equipment, supplies, facility, or trade secret information of the Center is used and which is developed entirely on volunteer’s own unpaid time, off Center premises, unless the following criteria is met:

· The invention relates to the business of the Center, or to the Center’s actual or anticipated research or development; or,

· The invention results from any work performed by a volunteer for the Center.

CENTER PROPERTYtc \l2 "COMPANY PROPERTY
Center property includes, but is not limited to, equipment, tools and supplies, and originals or copies of:  

· Information stored on magnetic media and in digital form; 

· Computer software; 

· All written material such as computer code and documentation;

· Work notes;

· Project plans; 

· Lists of customers’ names and contacts; 

· Lists of potential customers; 

· Technical papers and reports;

· Management reports; Proposals

· Center and customer telephone numbers; 

· All magazines, journals, books, and other materials for which the Center paid;

· Business related letters and technical brochures; and,

· Any and all other work which is the result of your employment with us.

Use of Center Tools and Equipment.  When using company tools and equipment, volunteers are expected to use such items with caution so as not to injure themselves or others.  Also, volunteers are expected to operate such items in accordance with the manufacturer’s specifications so that the tools and equipment will not be damaged.  When in doubt as how to operate something, volunteers must refer to the manufacturer’s User’s Manual, or ask a supervisor for assistance.  Volunteers are expected to immediately inform their supervisor of any tool or equipment malfunctions.

Tools and equipment must be used only on company premises, unless necessary to complete work at a customer site.  Tools taken to a customer site must be inventoried before they leave company premises and upon return from the customer site.  Volunteers are responsible for the return of all company tools and equipment taken to customer sites.

Return of Center Tools and Equipment.  In some cases, volunteers may be assigned certain tools or equipment which is necessary to properly perform their job duties.  Volunteers will be asked to sign a receipt for such items.  It is possible that volunteers may be held financially responsible for any lost tools or equipment which has been issued to them.  Upon termination of employment, all tools and equipment issued to volunteers must be returned to the ASLC.  
Failure to do so could result in legal action against the volunteer by us or our customers, as continued possession of company tools and equipment could be damaging to either party.

Reporting Damage to Tools and Equipment.  Volunteers are required to immediately report any damage to company tools or equipment to their supervisor so that repairs and/or replacement can be arranged.

Personal Use of Center Tools, Supplies, and Equipment.  Personal use of Center tools, supplies, and equipment without express approval from a volunteer’s immediate supervisor or the Executive Director is strictly prohibited.  This includes using cellular phones, copy machines, fax machines, computer equipment and/or software for personal use.  Use of company supplies and equipment without the approval of a supervisor or manager may result in disciplinary action, up to and including termination.

Daily Routine

Volunteers should plan to go through the following routine when they report for their assigned shift:

· Report to the Volunteer Lounge at least 10 minutes prior to your scheduled shift.

· Sign your name in the black “Volunteer Work Log”.  Sign in only; do not sign out at this time.  This enables us to know which Volunteers are in the building at any given time.

· Check the bulletin board for any announcements or messages.

· If you have any questions, requests, etc. please see the Volunteer Coordinator at this time.

· Report to your assigned location.

· Remain at your location until relieved by the next Volunteer.

· At the end of your shift, be sure to sign out in the black "Volunteer Work Log" and record your hours on your monthly time sheet in the white "Volunteer Time Sheets" notebook.

Emergency Procedures

Accident/Injury:  If a visitor has an accident or is in need of medical attention in the area you are working, go immediately to the person and inspect the scene.  Be calm and conduct yourself in a business-like manner.  Render assistance or first aid only if you are currently certified in this area.  Contact Security by radio (channel 2) for assistance or send another visitor to notify them, but do not leave the victim unattended.  At your earliest convenience after the victim has been cared for, complete an Incident Report Form and submit it to the Volunteer Coordinator.

Belligerent or Unusual Behavior:  In the event that a visitor in your area is acting belligerent, unusual or is otherwise causing a problem, do not intervene.  Keep others back and contact Security on the radio immediately.

Building Evacuation:  Should the building need to be evacuated due to fire, bomb threat, power failure or some other such reason, you should act in a calm, business-like manner.  As you proceed to the nearest emergency exit, call out in a clear but calm voice, "Follow me to the nearest exit."  Do not stop to gather visitors.  You should be familiar with the location of the exit nearest to your work station prior to an actual emergency.

Lost Child:  In the event a child is lost in your area, reassure the child as you escort him/her to the Front Desk where they can make an announcement on the PA system to locate the parent or chaperone.  Contact security, they will ensure the identity of the parents before releasing the child to them.  If possible, stay with the child until security arrives. 

Receiving Injured Animals:  If a Volunteer is approached by an individual with an injured animal, he/she should contact Security (radio - channel 2) or Pam Tuomi (#340) or Natalie Noll (#326/395).  Ask the individual to go around to the back shipping area, and wait outside until Security arrives.  DO NOT LET THE INDIVIDUAL RELEASE THE ANIMAL IN THE FACILITY.  Security will receive the animal and have the individual sign a release form.

Volunteer Agreement

The ASLC Volunteer agrees to:

1.  Perform to the best of his/her ability the duties outlined in the Volunteer job descriptions and conduct him/herself in a professional manner while representing ASLC.

2.  Attend training and continuing education programs as required. 

3.  Follow all policies and procedures of the ASLC.

4.  Report for Volunteer duties on time or notify supervisor in advance if unable to report at scheduled time.

5.  Commit to participate as an ASLC Volunteer for a specified length of time and to serve the minimum number of hours specified in the Volunteer Manual. (Applies to Regular Volunteers only)

6.  Accept constructive feedback and ASLC’s right to reassign or dismiss the Volunteer for unacceptable performance as described in the “Policies/Procedures” section of the Volunteer Manual.

7.  Be responsible for maintenance of any uniforms or equipment issued and owned by ASLC and return them in a timely manner upon resignation, termination or placement on inactive status.

The Alaska SeaLife Center agrees to:

1. Provide a staff member to interview, place and supervise the Volunteer, and serve as a liaison between the Volunteer and ASLC staff.

2. Provide training and continuing education for the Volunteer to effectively perform Volunteer duties.

3. Provide a name tag, parking permit, uniform and any required equipment or supplies to the Volunteer.  

4.  Provide, upon request, a reference letter (after review by Human

     Resources) upon completion of Volunteer service (after at least 40 hours

     of service).

Volunteer Recruitment, Registration and Placement 

Recruitment

The Volunteer Coordinator is responsible for recruiting individuals to fill the various volunteer positions available at the Alaska SeaLife Center.  The Volunteer Coordinator determines the suitability of prospective Volunteers and matches their interests and qualifications with appropriate positions.

ASLC recruits prospective Volunteers from such interest groups as teachers, retirees, senior citizens, college students, seasonal workers, homemakers, professionals, environmentalists, members of science organizations, volunteers of public agencies that share goals with ASLC, among others.  Recruitment focuses on people from such groups who like working with people; value new educational experiences, wants to learn new job-related skills and is interested in doing public service.

Interested persons learn about ASLC's Volunteer Program from the media, distribution of the Volunteer Brochure, contact with various agencies and organizations, and by word of mouth.  Once the prospective Volunteer contacts the ASLC for more information, the Volunteer Coordinator sends this person a Volunteer Packet which includes an application form.

Registration

After the ASLC receives a completed application, the Volunteer Coordinator contacts the prospective Volunteer to set up an interview.  The interview is conducted to learn more about the applicant's interests, qualifications, availability, etc.  Upon successful completion of this initial interview, the applicant may be asked to attend a final interview with a specific program supervisor or staff member (e.g., Volunteer Diver, Rehab Assistant, etc.).

Placement 

Once an individual is accepted into the ASLC Volunteer Program, the Volunteer Coordinator notifies this person of position placement, duty schedule and the dates, times and place of orientation and any other required training.  The Volunteer is also provided with a copy of the Volunteer Manual.  

During orientation, the Volunteer completes the Volunteer Contract and any other necessary forms.  The contract is the Volunteer's written acceptance of the terms and conditions of Volunteer service at the ASLC as described in the Volunteer Manual. 

Volunteer Orientation, Training and Evaluation

Orientation

All Volunteers receive an orientation to the Alaska SeaLife Center to learn about its administrative organization, public services and general policies.  They are also informed of specific procedures and expectations of the Volunteer Program and its relationship to other departments of the ASLC.

Orientation sessions will be conducted in group settings or may be provided on a one-on-one basis.  In any case, no Volunteers will be allowed to perform assigned duties without first completing an orientation session.

Training

In addition to orientation, all Volunteers are required to attend training classes.  The nature of these classes will vary according to the specific duties assigned to the Volunteer.  Along with actual classroom sessions, Volunteers will receive on-the-job training from supervisory staff and other Volunteers.

Docents and Education Assistants will receive training from the Education staff which will include an overview of the animals exhibited at the ASLC, tips on giving presentations and tours, teaching methods and public relations skills.  Volunteers will be expected to familiarize themselves with ASLC's marine life by reading informational literature provided by the Center.

Aquarium/Habitat Aides, Rehab Assistants, Volunteer Divers and other animal care Volunteers will receive training specific to their respective assignment from the appropriate Animal Husbandry/Science staff.  Proof of prior training or certification may be required as well.

Clerical, Gift Shop and Student Volunteers will require little or no classroom training for most tasks.  Much of the training for these positions will be provided while on the job.  

Special Events Assistants will require specific training relating to the event or project for which they are volunteering.  This will be provided by staff from the department sponsoring the event.  It is anticipated that much of the volunteer help in this area will come from the pool of Regular Volunteers.

BACKGROUND INVESTIGATION


Following the requirements imposed by the Federal-Truth-In-Lending and the Fair Credit Reporting Acts, the Center conducts a pre-volunteer background check on all applicants who are offered and who accept an offer into our volunteer program. Your volunteer position with us may be conditional upon our review of the information in the background check.  The Center reserves the right to conduct this background check at any time after you have been accepted into the volunteer program. Remember, you have certain legal rights to discover and to dispute or explain any information prepared by the credit checking company.

SEXUAL HARASSMENT

The law does not permit, nor will we tolerate harassment of volunteers or volunteers by other volunteers or volunteers, or by our customers or vendors.   Likewise, we will not tolerate harassment of a customer or vendor by any volunteer or volunteer of the Company.

This includes harassment because of race, sex, religious creed, color, national origin, ancestry, disability or medical condition, age, or any other basis protected by federal, state or local law, ordinance or regulation.  Such conduct by an volunteer or volunteer could result in disciplinary action, up to and including termination of employment or participation in our volunteer program.

Supervisors and managers are responsible for ensuring that our workplace remains harassment-free, and for enforcing this policy.  Supervisors and managers who engage in or tolerate harassment are subject to disciplinary action, up to and including termination of employment.  Additionally, supervisors and managers should be advised that they may be held personally liable by the courts if found negligent in carrying out their duty to prevent and correct workplace harassment.

Definition and Examples of Harassment.  While it is not easy to define precisely what harassment is, it includes any physical, verbal and visual conduct that creates an intimidating, offensive, or hostile environment which interferes with work performance.  Harassment is not necessarily sexual in nature.  Such conduct constitutes harassment when:

1.  Submission to the conduct is made either an implicit or explicit condition of participation in our volunteer program;

2.  Submission to or rejection of the conduct is used as a basis for an acceptance into our volunteer program; or,

3.  The harassment interferes with a volunteers’ work performance or creates an intimidating, hostile, or offensive work environment.

The following are some examples of conduct that may be considered harassment.  This list is provided as a sample of inappropriate workplace conduct, but is by no means all-inclusive.

· Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments;

· Visual conduct such as derogatory and/or racially/sexually-oriented cartoons, clothing, drawings, posters, photographs or gestures;

· Transmitting sexually suggestive, derogatory or offensive materials via company computers (e.g., E-mail) or accessing such information on the Internet while at work;

· Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis;

· Threats and demands to submit to sexual requests as a condition of continued participation or receipt of products/services, or to avoid some other loss, and offers of volunteer benefits or extra services in return for sexual favors; and,

· Retaliation for having reported or threatened to report harassment.

Such behavior is unacceptable in the workplace itself and in other work-related settings such as business trips and social events with co-workers (whether or not the social event is sponsored by the Center).  In addition, such conduct by vendors or visitors to the Center will not be tolerated.

Procedure.  Supervisors and managers are expected to monitor the work environment to ensure that our workplace remains harassment-free.  If volunteers, volunteers, visitors, or vendors are observed engaging in conduct that may be considered harassment you must immediately address the situation to stop the conduct and prevent a recurrence, whether or not you have direct supervisory responsibility over the party(ies) involved.

Supervisors should document the date, time, and nature of the incident, and the corrective action taken, and forward it to the Department Director and Human Resources.  To ensure confidentiality, information regarding harassment should be not transmitted via voicemail or E-mail.

If a volunteer reports any action which he or she feels is harassment, or if a volunteer reports any rumor of harassment, gather the following information from the individual making the report:

1.  Date(s), time(s), and location(s) of the incident/incidences that took place;

2.  Description of each incident:  e.g., was any physical contact made?, what was said and/or done, etc.;

3.  Name(s) of anyone present during each incident; and,

4.  Anyone with whom you’ve discussed the incident/incidences.

All complaints of harassment will be investigated and the results of the investigation will be reported to appropriate parties on a need-to-know basis.  Investigation of a harassment complaint may include, but is not limited to, interviewing the complaining and accused parties as well as other volunteers, volunteers and/or customers necessary to obtain sufficient information upon which to make an assessment of the situation.  While we will make every effort to be sensitive to privacy issues, in the course of an investigation we will discuss relevant information with appropriate parties on a need-to-know-basis.  Supervisors and managers are expected to maintain the confidentiality of such information.  
Discussions about suspected or reported harassment must be limited to the Department Director, Executive Director, and Human Resources.

Retaliation and/or discrimination against a volunteer who complains of harassment is strictly prohibited and will not be tolerated.  Supervisors and managers who discriminate or retaliate against an volunteer or volunteer who complains of harassment or supports another volunteer’s or volunteer’s harassment complaint are subject to disciplinary action, up to and including termination of employment or participation in our volunteer program and possibly legal action.

CODE OF ETHICS

Volunteers are expected to adhere to a high standards of personal, professional, and business ethics, and to always use common sense and good judgment about the manner in which they conduct themselves when on duty or when representing the Center.  Honesty, respect, and care in dealings with others on the job, in performing your duties, and in dealings with customers, vendors, and visitors should be standard benchmarks of your behavior.  It is important to avoid even the appearance of unethical behavior in all business relationships, both foreign and domestic.  Our business success does not require unethical actions, and we do not condone such conduct.  Please contact the Volunteer & Intern Coordinator or your supervisor with any questions or concerns you have regarding business ethics at the Center.  Engaging in unethical conduct may result in corrective action up to and including termination from the volunteer program.    “Unethical conduct” includes but is not limited to:

· Engaging in business conduct which is damaging to our reputation.

· Disclosing or misusing trade secrets or confidential or proprietary information belonging to the Center or to the researchers.

· Promising or giving something of value to anyone doing or seeking to do business with us in order to influence them in matters relating to us.

· Accepting gifts, entertainment services, or other benefits where the purpose is to unduly influence our business decisions.  Gifts or benefits valued at over $50 or lasting for more than one day must be approved by the Executive Director.

· Selecting vendors based on non-business reasons, such as personal or former non-business relationships.

· Directing business to a relative, friend, or company in which you or one of your family members has a direct or indirect financial or personal interest.

· Representing or discussing Center affairs with the media without proper authorization.

· Undermining business decisions.

· Using confidential information, facilities and supplies, and/or merchandise for personal gain.

· Engaging in other illegal activity.

VIOLENCE OR OTHER INAPPROPRIATE BEHAVIORtc \l2 "VIOLENCE OR OTHER INAPPROPRIATE BEHAVIOR
Threatening volunteers, volunteers, customers, visitors, or vendors, or engaging in threatening or violent behavior in our workplace (or at customer sites) is a serious matter.  Such conduct places the safety and health of our volunteers, volunteers, and customers in jeopardy, and will not be tolerated.  Volunteers or volunteer’s  engaging in such activities will be subject to appropriate disciplinary action, up to and including termination of employment or participation in our volunteer program, and perhaps legal action from the victim(s) of their conduct.

Definitions.  Violent or inappropriate behavior includes, but is not limited to:

· Threats of any kind;

· Threatening, physically aggressive or violent behavior, such as intimidation of or attempts to instill fear in others;

· Other behavior including belligerent speech, excessive arguing, or sabotage of company property;

· Defacing company property or causing physical damage to company facilities; 
· Bringing weapons or firearms of any kind on company premises, in company parking lots, in personal or company vehicles, or while conducting company business (this includes hunting rifles); and/or,

· Using any object in a threatening or weapon-like manner.

Inspection of Volunteers or Volunteers and Personal Property for Possession of Weapons.  In order to promote a safe and violence-free workplace, we reserve the right to inspect volunteer or volunteer clothing, personal vehicles on company property, packages, lunch boxes, containers, articles in such areas, and other objects brought onto company property that might conceal weapons.  Any volunteer or volunteer who does not consent to and fully cooperate with such inspections is subject to disciplinary action, up to and including termination of employment or participation in our volunteer program.  If you suspect that a volunteer or volunteer may have a weapon on the premises, immediately contact Security.

Responding to Threats or Acts of Violence.  As a supervisor you are responsible for monitoring volunteer or volunteer conduct and taking immediate action to ensure that workplace conflicts do not escalate to violent levels.  You are also responsible for taking reasonable measures to protect volunteers and volunteers from acts of violence in the workplace.  This includes correcting inappropriate volunteer or volunteer behavior, reminding volunteers or volunteers of, and enforcing the no-violence policy outlined in our Policy Manual, reporting any threats of violence to Security, and making accommodations needed (e.g., reassignment of volunteers or volunteers, additional supervision, etc.) to prevent violent acts.

Any threats of violence must be immediately reported to Security.

All reports of workplace violence will be taken seriously and will be investigated promptly and thoroughly.  We will maintain confidentiality when possible (i.e., release information only to those with a business need-to-know).  Supervisors and managers are expected to limit discussions of threatened violence to only those who have a legitimate need-to-know (e.g., other supervisors/managers who may be needed to provide assistance, threatened volunteers or volunteers, etc.). 

We will not tolerate retaliation against any volunteer or volunteer who reports workplace violence.

Threats of Violence by Outside Third Parties.  Unfortunately, sometimes non-volunteers may try to bring their personal disputes into our workplace.  To protect the safety of all volunteers and volunteers, immediately report to Security volunteer or volunteer personal situations which may result in violence in our workplace.  By being forewarned we can take appropriate measures to try and protect volunteers and volunteers.  Volunteers or volunteers who report potential workplace violence from a domestic or personal dispute do not need to fear disciplinary action or retaliation.    

APPENDIX I

General information

Hours and Dates of Operation

Grand Opening:   1st weekend in May of 1998

Summer Hours:  May 3rd – September 3rd


8:00 am – 8:00 pm (last ticket sold at 7:30 pm)


Open daily

Fall Shoulder Season Hours:  September 3rd – October 1st


9:00 am – 6:00 pm (last ticket sold at 5:30 pm)


Open daily

Winter Season Hours:  October 1st – April 30th


10:00 am – 5:00 pm (last ticket sold at 4:30 pm)

Open every day except Thanksgiving and Christmas.

Admission Prices


Adults:  $12.50 per person


Youth (4 – 16 years):  $10.00 per person


Under 4:  Free


Memberships and Membership Guest rates are available.

Important Phone Numbers


Volunteer Coordinator: 224-6307(office)
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APPENDIX X

BACKGROUND CHECK RELEASE

I understand that if I am accepted into the Alaska SeaLife Centers Volunteer Program, my participation in this program is contingent on successful passing of a background check.  This release authorizes the Alaska SeaLife Center to conduct a background check.

The performance of a background check is in no way a contract for the volunteer program. 

_______________________________________




Applicant/Volunteer (Please Print Name)

_______________________________________
__________________

Applicant/Volunteer Signature




Date

_______________________________________
__________________

Witness Signature






Date

APPENDIX XII

Alaska SeaLife Center

Volunteer Agreement

I, _______________________________, have received a copy of the "Alaska SeaLife Center Volunteer Manual".  I have read and understand the policies, procedures and rules of conduct explained therein and agree to follow them.  I further agree to complete all training required for my placement in any Alaska SeaLife Center (ASLC) Volunteer positions.

I realize that by agreeing to be a Volunteer at the ASLC, I am making a commitment to perform a job that requires both responsibility and accountability.  I know that I am responsible for my own actions and will not hold the ASLC liable for any consequences resulting from my actions.  I agree to report for my assigned shifts on a punctual and consistent basis and to perform my job to the best of my abilities.

I understand that my volunteer work with the ASLC does not entitle me to any monetary compensation and therefore do not expect to receive any.  I also realize that my service as a Volunteer does not ensure me future employment with the ASLC.

I understand that my performance as a Volunteer at the ASLC will be subject to review and evaluation by appropriate ASLC staff.  I agree to such evaluation and realize that unsatisfactory performance may result in termination of my participation in the ASLC Volunteer Program.

_____________________________________

__________________

Signature of Volunteer




Date

_____________________________________

Print Name

* Policies subject to change, with or without notice.
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