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Message from the Volunteer Office

The South Carolina Aquarium Volunteer Program is comprised of a group of over 300 diverse, passionate individuals. There are many different positions for which to volunteer, whether you like to work with the public or if you prefer to work behind the scenes. 

You will have the opportunity to share your excitement for this wonderful place with the half-million guests who visit us on an annual basis.  Your time and knowledge will have a direct impact on their experience and help determine how we are viewed in this community, throughout the state and across the country.  You will make a difference in the quality of the visit that our guests experience while spending time within our walls. 

Our hope is that you will use this time to make new friends, promote the Aquarium in a positive light and gain as much in return as you give each day.  You will have the opportunity to receive ongoing training about our collection and exhibits and we hope that you will take advantage of every opportunity.  

You will receive recognition for your time, talents and contributions in many different ways.  One you can always count on will be our appreciation for making our time here more enjoyable with your presence.

Thank you for your time and valuable service.  The volunteer office appreciates your commitment and looks forward to building a strong foundation for the best volunteer program in Charleston.

Welcome to the South Carolina Aquarium Volunteer Program!

Shirley Coggin 
579 – 8560

Nelda Diegel 
579 - 8501

Suzanne Rahn
579 - 8553

Message from the Executive Director

The Aquarium plays an essential role in preserving all that is so special in South Carolina, and that can be summed up in what I refer to as the “three aquarium Es”: economics, education and environment. 

The Aquarium is a major and very positive economic generator in the region, and through our operations alone we produce over $23M of economic impact every year. Furthermore, a study is currently underway to establish to full economic impact of the Aquarium’s visitors, which will be well in excess of the above $23M.

Education is, of course, at the heart of what the Aquarium delivers. We are very excited by the awards that have been presented to our structured school program, and the feedback we have received from teachers and students all across the state. All South Carolina schools can apply for participation in our free structured school program, but there is a “price of admission.” They must participate in our curriculum before they visit, during their visit, and when they return to their school. Their visit has to be a meaningful experience if the Aquarium is going to help in raising the standard of science and math education in South Carolina. However, our education efforts do not begin and end with school groups. Our exhibits, our interpretive graphics and our public programming for each and every visitor all raise the level of understanding of local, regional, national and international environmental issues. 

Which brings me to the third “aquarium E”: the environment. We know our exhibits and programming appeal to local people and visitors alike. What the Aquarium then does is to provide opportunities for people to get involved in being part of the solution to some of our environmental challenges. Our “Sustainable Seafood Education Project” and our sea turtle rescue and rehab effort are both good examples of this particular role for the South Carolina Aquarium. Details of both of these programs can be found on our web site (www.scaquarium.org). 

If that is what we do, how do we ensure that it happens each and every day? That can be summed up in three more “E” words: engaging, entertaining, and exciting. In concert with our clear focus on detail and accuracy, we must – and are – ensuring that the entire Aquarium experience will be truly memorable for each visitor. The views across Charleston Harbor, the walk through our Mountain Forest or our Saltmarsh, the spectacle of the Great Ocean Tank, and the intimacy of all of our smaller exhibits all ensure that we are able to stay true to our over riding Mission of conservation in the wonderful state of South Carolina which we are lucky enough to call home. 

Each of you are an essential part of the Aquarium experience. Thank you for your continual help in making the Aquarium a reality in the hearts and minds of our visitors, and helping us achieve far more together than we ever could on our own. 

Sincerely,

Christopher Andrews. Ph.D.

Executive Director

South Carolina Aquarium

candrews@scaquarium.org
843 579 8555

Mission

The South Carolina Aquarium is a regional resource inspiring conservation by excelling in education, and in the care, display, and study of aquatic life.

Vision

The South Carolina Aquarium will be a world leader in conservation, aquatic and environmental.

Values

We are guided in our daily work by a set of organizational Values:

· Teamwork

· Integrity

· Stewardship

· Service

· Dedication 

VOLUNTEER BENEFITS AND RECOGNITION

Appreciation:  Volunteers enjoy an annual recognition party, trips and social gatherings.

Committees:  Volunteers have the opportunity to serve on various Aquarium committees.

Congenial Work Environment:  Volunteers work with a diverse group of people in a safe and pleasant environment.

Discounts:  Volunteers receive a 20% discount in the Aquarium Gift Shop after volunteering 25 hours.  Several area businesses offer discounts in their establishments to our volunteers.

Education:  Volunteers receive a volunteer training course and hands-on training.  Continuing education is also offered through lectures, field trips and programs.

Hours Pins:  Pins are awarded for various levels of hours contributed.

Insurance: Volunteers are covered by accident insurance while working for the Aquarium.

Internal Job Postings: Volunteers have access to internal job postings; they are posted on both the SCA Internet and Intranet and on the bulletin board in the staff kitchen.

Library: Resources in the Aquarium Library may be used/checked out by volunteers.

Membership: After completion of 50-hours of volunteer service during the first 12 months, volunteers are awarded a $40 membership credit to be used for the membership level of their choice.  Memberships will be renewed annually based on current, active volunteer service.  Active volunteers receive an $80 membership credit towards the membership level of their choice.

Parking:  Free parking is provided while you are volunteering at the Aquarium.  

Publications: Volunteers receive Wavelengths, the volunteer newsletter.  Once membership is earned, volunteers will also receive the membership magazine, Tributaries.
Reciprocity Pass:  Volunteers contributing 150 volunteer hours at the end of a calendar year receive a reciprocity pass for the next year that provides free admission for them and a guest to specified area attractions.

Spotlight Award:  Volunteers may be nominated for this award that recognizes going above and beyond expectations in the performance of regular daily responsibilities. 

Starfish Award:  Volunteers may be nominated and selected for this prestigious award that recognizes exemplary display of any Aquarium value. 

VOLUNTEER RESPONSIBILITIES
South Carolina Aquarium Volunteers Agree to:

· be open and honest with the staff regarding skills, goals, and intentions

· work as a team-member

· understand and accept the time commitment required for their assignment

· participate in training and information sessions as required

· respect the confidentiality of the Aquarium and its clients

· act as Goodwill Ambassadors for the Aquarium

· follow all policy and procedure guidelines accordingly

· provide excellent customer service 

· treat ALL visitors equally, without prejudice or bias

South Carolina Aquarium Volunteer Requirements

· Age: Currently, volunteers must be at least 16 years old before they can volunteer here.  (Divers must be 18 or older.)  

· Characteristics: Volunteers should be reliable, honest, trustworthy, professional in manner and friendly.

· Financial Commitment: Volunteers are required to purchase any uniform part or handbook that is not issued by the Aquarium.  If you are unable to meet this financial commitment, please discuss your situation with the Volunteer Office.

· Time Commitment: Please see volunteer position descriptions for the time requirements of each position.  If a volunteer (not on leave of absence) does not meet the minimum hours’ requirement for 3 months, the volunteer will be removed from the active roster.  Additional training may be necessary before active status is permitted.

· Training: Volunteers are required to attend Volunteer Orientation and training as assigned. 

POLICIES AND PROCEDURES

For this section, “Staff” refers to paid Aquarium employees and “Volunteer” refers to unpaid staff members.  The policies and procedures in this section are subject to change.
ACCESS TO THE AQUARIUM

During your shift, volunteers are to enter and exit the building by using the stairs or elevator located at the top of the loading dock, preferably the stairs.  Do not enter or exit through the main lobby entrance.  You are required to swipe your name badge in the badge receptacle each time you enter the building.

ATTENDANCE

Your job is an integral part of the Aquarium’s functions; prompt and regular attendance is crucial.  Unplanned or avoidable absence without notice can create disruption in the Aquarium’s day-to-day operational needs.  Please provide your supervisor (not the Volunteer Services Department staff) with at least two weeks notice of any planned vacation, personal leave, or elective medical procedures.  The further in advance the notice, the less chance for disruption. 

BREAKS

Whenever possible, you may take a 15-minute break during your shift.  If you work two consecutive shifts, you are permitted to take a 45-minute break (divers may take a one-hour break since part of their break must be used to change out of and back into diving gear).  You may include your breaks in your daily hours.  Any mealtime taken before or after your shift may not be included in daily hour totals.

COMPLAINTS, SUGGESTIONS, CONCERNS

If you have a complaint, concern, or suggestion, please discuss the issue your immediate supervisor, the Volunteer Office or the Director of Human Resources.  

CROWDS
Please remember to be approachable and accessible at all times, even when crowds are overwhelming.  Do not attempt to interact with the entire group, since that will encourage large crowds to linger, thus causing the crowd to grow.  Whenever galleries and/or stations are overcrowded, keep your responses/answers brief.  For those groups that linger, please encourage them to visit the other areas.  This will help to give all of our visitors an experience of the entire Aquarium.  (If galleries are not overly crowded, please be proactive and initiate conversation to involve visitors in unique learning opportunities.)

DISCIPLINE PROCEDURES

The South Carolina Aquarium maintains a standard procedure to ensure a fair method of disciplining volunteers if they are not fulfilling the responsibilities of their position, or are not acting in the best interest of the Aquarium.  The following information is the normal disciplinary process:

1. With the first disciplinary action, the direct supervisor will speak with the volunteer and try to resolve the problem.  This is considered the first warning.  The direct supervisor will give a statement of the event/problem to the Volunteer Office.  

2. If the problem persists, the direct supervisor and/or the Volunteer Coordinator will meet with the volunteer to work on other solutions and to issue a second warning that will be documented in the volunteer’s file.

3. If the problem continues, the volunteer will be terminated from the program.

Volunteers will be terminated from the program immediately if they jeopardize the well-being of an animal, cause harm to an exhibit in any way, use drugs while on Aquarium grounds, cause a hazardous situation or act in a manner harmful to the Aquarium’s reputation.

DRESS CODE 

Attire:

1. Uniform - khaki pants, shorts, skirt or Capri with a matching belt are to be provided by volunteer.  Shorts must have at least a 4-inch inseam and skirts may be no shorter than 3 inches above the knee.  Most volunteers will wear these with the exception of office volunteers and costumed characters.  Shoes that enclose the entire foot (black, white, navy, gray, or brown) and neutral socks or stockings are to be worn.  You will be responsible for the purchase of the first uniform shirt.  Depending on the area where you work, the uniform shirt is the camp shirt or gray t-shirt.  Outer wear (jackets, coats, vests, sweatshirts) may be purchased through the South Carolina Aquarium at specific times during the year.  Volunteers may wear their own outerwear in the colors of navy, gray or khaki.  A hat with the South Carolina Aquarium logo or in a neutral color without advertising or logo may be worn.   The only ball caps that are permitted are those with the South Carolina Aquarium logo. 
2. Business Casual – for office volunteers.  Neat informal clothing appropriate for public view and office areas.  Volunteers may wear neat, clean blue or black jeans on Fridays with supervisor’s approval.  In the summer, staff may wear sandals.
Inappropriate Items:

· Denim (black or blue) may only be worn on Fridays (subject to approval)

· Skin-tight clothing or baggy clothing

· Casual/sport T-shirts, including logo merchandise.  Exceptions:  the shirt’s brand name logo or wording is appropriate as long as the logo or wording does not exceed one-inch square. 

· Stirrup pants, leggings or spandex

· No see-through clothing without appropriate undershirt

· Sport bras, tank tops, spaghetti straps, low-cut tops, halter tops, etc. (Volunteer must be fully covered by appropriate clothing.) 

You Should Know

1.  Whenever and wherever wearing a uniform item with the South Carolina Aquarium logo, you are representing the Aquarium.  Please keep this in mind and act accordingly.

2.  The Volunteer Coordinator will have physical custody and be responsible for the issue and control of uniform items to volunteers.

3.  Volunteers are responsible for the cleanliness, neatness and maintenance of the uniform.  Uniform may not be torn, stained, frayed or wrinkled.

3. All torn/worn out/unserviceable uniform shirts must be turned in to the Volunteer Office for replacement.  Replacement of torn/worn out/unserviceable uniform shirts is at no charge to you.

4. Jewelry – Excessive jewelry is not permitted.   Necklaces may be worn as long as they are not distracting to the overall uniform ensemble. Bracelets may be worn as long as they do not impact safety.  Volunteers working in behind-the-scenes positions should not wear bracelets.

DRUG/ALCOHOL POLICY 

The South Carolina Aquarium promotes a drug-free work environment.  Volunteers are expected to be able to perform their duties in a satisfactory manner.  Being under the influence of drugs and alcohol creates an unhealthy work environment and presents safety risks to fellow staff members and will not be tolerated.  Likewise, the possession, transfer, manufacturing, distribution, intent to distribute, sale, or use of drugs or the non-approved consumption of alcoholic beverages will not be tolerated on the premise of the South Carolina Aquarium.  Violation of this policy is grounds for immediate dismissal.

At no time are volunteers permitted to be under the influence of, use, or have in his/her possession drugs or alcohol while on the premise of the South Carolina Aquarium or while in uniform.  Volunteers taking prescription and non-prescription medication are responsible for being aware of any potential effect such drugs may have on their reactions, judgment, or ability to perform their duties, and if impairment is possible, to voluntarily report such use to their supervisor prior to reporting to work. 

Alcohol Consumption During Social Gatherings


Special Events
Volunteers are reminded that their role at these functions is to represent the Aquarium in a positive manner, and that they are not to consume alcoholic beverages prior to or during their shift, even if they are invited to do so by the host.  
Volunteer/ Staff Parties

The Aquarium sponsors volunteer functions where alcohol may be provided.  In these circumstances, volunteers should use good judgment as to their alcohol consumption.

FOOD AND DRINK

Volunteers are not permitted to eat and drink in an Aquarium public area while on duty.  Food and drink is permitted in the Volunteer Lounge and the staff kitchen.  

IDENTIFICATION BADGES

Until you have 25-recorded volunteer hours, you will wear a temporary volunteer badge that you pick up from the Building Operations office prior to your shift.  (Return the badge daily at the end of your shift.) Once you have recorded 25 volunteer hours, the Volunteer Office will give you authorization to get your badge made.

You must always wear your badge when in the building.  The badge is to be worn above the waist, preferably close to the neck area.  It may also be worn with a lariat.  If your badge is lost or stolen, please report this to Building Operations or the Volunteer Office.  Until a new badge can be made for you, you will have to get a temporary volunteer badge from Building Operations each time you volunteer.  Once you resign or take an extended leave of absence, you are required to turn in your badge to the Volunteer Office.  

ILLNESS
The Aquarium reserves the right to send you home if your supervisor feels that you are too sick to safely or adequately perform your duties.  This is necessary for your personal safety, as well as to prevent the possible spreading of infection(s) to others.  

 INCLEMENT WEATHER

All staff members, including volunteers, are expected to report to work unless they are informed that the Aquarium will be closed due to hazardous weather conditions or major disaster.  

When major thoroughfares have been closed due to extreme weather or you feel it is unsafe to drive you should call your immediate supervisor to advise him or her of the poor weather conditions in your area.    

In the event of inclement weather conditions, the Aquarium has set up an Emergency Line for all staff to use.  Please call 579-8581 to receive the latest update regarding the Aquarium’s “open for business” status.

If you arrive for your shift, but are unable to complete the shift due to inclement weather, you are given credit for the complete shift and are to record your hours to reflect this.

INFORMATION SOURCES

Daily Aquarium updates are given in the Executive Board Room or Volunteer Lounge Monday through Saturday at 8:30 a.m. and 12:30 p.m.  Sunday updates are given at 11:30 a.m. and 2:00 p.m.  All volunteers are encouraged to attend.  Exhibit Guides and Hospitality volunteers are required to attend one update a week.  Volunteers receive a periodic newsletter that has current and future information in it regarding the Aquarium and volunteer activities/opportunities.  In the staff kitchen, there is a computer available for your use to learn about information regarding the Aquarium.

LEAVE OF ABSENCE

In the event that you are temporarily unable to fulfill your commitment to the Volunteer Program, please discuss your situation with the Volunteer Office.  If you need to take more than one month off from the Volunteer Program, upon your request, you will be given leave of absence status until you are able to resume your commitment.  Before beginning your leave of absence, also discuss your situation with your shift supervisor.  Please return your ID badge and uniform shirt to the Volunteer Office.  After three months, your status will be changed to resigned.  If you decide to reactivate your status, you may be required to attend additional training sessions.  (Please see Status Reactivation)

MEMBERSHIP

The Volunteer Coordinator will furnish you with a membership application when you are eligible for membership credit.  Once the completed form has been turned in to the Volunteer Services Office, your membership will be activated within three days. Volunteers who no longer belong to the volunteer program are not eligible for the membership credit. 
NO SHOWS

A “no show” is anyone who is absent from his or her scheduled shift and does not inform their supervisor.  Repeated “no shows” will be dismissed from the volunteer program.  If your shift is over and no one has come to replace you, please allow at least 15 minutes for a replacement to show since some areas cannot be left unattended. After 15 minutes, if no one has arrived, please contact your Staff Supervisor and inform them that a substitute needs to be found.

PARKING

Volunteers are to park in the Laurens Lot at the Maritime Center. Parking spots are clearly marked “SCA Reserved”.  You will not be reimbursed for any parking tickets you may receive for parking in an undesignated spot.  Bicycle racks are available next to Fort Sumter National Monument, by IMAX Theatre and in the garage for parking your bicycle.

PERSONAL TELEPHONE CALLS

The Aquarium recognizes that volunteers may sometimes place personal calls on the Aquarium telephones.  However, the telephone system is intended primarily to serve the needs of Aquarium business.  Please keep personal calls brief.  Volunteers may use the telephone located in the volunteer lounge to place calls.  Please be courteous to others who may need the phone as well.

PROBLEMS
If you experience any problems while performing your daily duties, report them to your immediate supervisor.  Your supervisor will respond to the reported incident or will contact the proper department to resolve the problem.  If there is a medical or safety-related emergency, contact Building Operations right away.  If you do not have a communication device, tell the nearest staff person of the emergency and they will make the appropriate contact.

PROMPTNESS
It is essential that you be on time for your scheduled shift.  If you are not able to arrive at your scheduled time, it is your responsibility to contact your supervisor and inform him/her of your tardiness.  If tardiness becomes a recurring problem, you will be dismissed from the program.

PUBLIC RELATIONS POLICY
Any matter dealing with the media is to be referred to the Public Relations Manager.  Before speaking with the media on any subject involving the Aquarium or your work here, you must get prior approval from appropriate Aquarium staff (Public Relations Manager, Executive Director).  This includes radio and newspaper interviews.
RESIGNATION

If you decide to resign from your position, please discuss your decision with your supervisor and the Volunteer Coordinator.  Before leaving, you should return your ID badge and any Aquarium keys you have to the Volunteer Services Office. 

SAFETY

We strive to create and maintain a safe working environment at the Aquarium.  Volunteers are expected to be in a condition suitable to performing their jobs in a satisfactory manner.  Each facility has posted an Emergency Plan detailing procedures in dealing with emergencies such as fire, wind, medical emergency.  It is the volunteer’s responsibility to familiarize themselves with the Emergency Plan for their working area.  Please check with supervisor.  It is also their responsibility to help maintain this standard by following the safety guidelines in effect in their area.  Failure to follow the Aquarium’s safety plans and policies can lead to disciplinary action or termination.  Safety training is given during Orientation.  All volunteers are required to complete safety training.  Those who do not complete the training will not be permitted to volunteer at the Aquarium.

If volunteers are here when instructions are received to evacuate the building, volunteers in the public areas are asked to lead the visitors to the nearest, safe exit; they are then to report with the staff at the Ft. Sumter covered area.  Those working in other areas of the building are to exit the building by a back stairway to the bottom of the loading dock area and out through the gated area.  They are then report to the staff at the Ft. Sumter covered area.  Stay in this area until further instructions are received.

If you see the building’s strobe lights activated, you are not to enter the building because the building is being (or has been) evacuated.  Go to the Ft. Sumter covered area.

SIGN IN PROCEDURES

Volunteers working in the Aquarium building are required to sign-in in the appropriate notebook (or sign-in sheet if off-site) prior to beginning their shift.  Volunteers should have their own individual page for recording hours.  On your sign-in sheet, please be sure to round your hours to the nearest quarter hour, using fractional (¼, ½, ¾) or decimal (.25, .5, .75) notation only.  If you work two different positions (e.g. exhibit guide and school programs volunteer), please sign-in separately for each position, along with the actual number of hours worked in each position.  Remember to sign out after your volunteer shift.  Do not sign out at the same time you sign in.

When signing in, you should use the exact time your shift begins regardless if you arrive early.  If you are late for your shift, use the time you arrive, not the time your shift begins.  When signing out, please use the time you actually complete your shift, rounded to the closest quarter hour.  Additional time spent before or after a shift socializing may not be counted as volunteer hours, but time spent in daily updates should be recorded into your volunteer hours.  You also record hours for any volunteer meetings you attend.  If you work a special event on a day that is not your regular day, you are to credit yourself with double hours.  If you work on a legally recognized holiday, you are to credit yourself with double hours.  These are extremely important points to keep in mind since the hours recorded are used as vital statistical information for executive reports, program evaluations, and volunteer benefits.

SMOKING POLICY 
The South Carolina Aquarium prohibits smoking at all times inside all buildings and facilities.  

Specific outside locations are designated as smoking areas.   Since these areas may change from time to time as buildings and facilities change, check with your supervisor about the location of the smoking area. 
STATUS REACTIVATION

If you have left the Aquarium’s Volunteer Program in good standing, you may reactivate your status at any time, provided you attend all necessary training sessions to learn about any updated information.  If you have been inactive for more than six months, you may be required to attend the Volunteer Training Course and any additional training as required by the department under which your position falls.  

SUPERVISION

Paid staff members will supervise positions.  Shift or Team Captains may also supervise some positions, including Exhibit Guides, Hospitality Team Members and Divers.  Paid departmental staff members provide supervision to Shift and Team Captains.  Please report any changes in availability, scheduling conflicts, or problems you experience to your immediate supervisor as soon as possible.  

VALUABLES

Please do not bring valuables with you to the Aquarium. The top drawer of the hutch in the Volunteer Lounge is available for storage.  Outerwear should be hung on the provided coat rack.

VISITING THE AQUARIUM

Until you earn your individual membership (50 hours of service), you are to pay admission when you visit the Aquarium.  If you have an individual membership, this only allows you free admission – not free admission for your guest(s).  Once you have a South Carolina Aquarium membership, you may purchase a guest privilege which entitles you to bring a guest with you any time, free of charge.  When visiting, you are never to enter the building at the back entrance.  You only enter the building via the loading dock entrances when you are volunteering here.  Guests are always to enter through the admissions area.  No guest is allowed in administrative or behind-the-scenes area without being badged, having permission and being escorted by staff or volunteers.  (Exception to this is guests taking the spotlight tours.)

INFORMATION TECHNOLOGY SYSTEMS

COMPUTER ACCESS

Volunteers whose position requires them to use a South Carolina Aquarium computer must first go through a computer training session.  This session will ensure that volunteers using the computers are trained on how to use the SCA system and are given a username and password.

The Aquarium has the right, but not the duty, to monitor any and all of the aspects of its computer system, including, but not limited to, monitoring sites visited by Staff/Volunteer members on the Internet, monitoring chat groups and news groups, reviewing material downloaded or uploaded by users to the Internet, and reviewing e-mail sent and received by users.
INTERNET

Certain volunteers may be provided with access to the Internet and e-mail to assist them in performing their jobs.  Use of the Internet and e-mail, however, must be tempered with common sense and good judgment. 

If you abuse your right to use the Internet, it will be taken away from you. In addition, you may be subject to disciplinary action, including possible termination, and civil and criminal liability.

Volunteers must not deliberately perform acts that waste computer resources or unfairly monopolize resources to the exclusion of others. These acts include, but are not limited to, sending mass mailings or chain letters, spending excessive amounts of time on the Internet, playing games, engaging in online chat groups, printing multiple copies of documents, or otherwise creating unnecessary network traffic. Because audio, video and picture files require significant storage space, files of this or any other sort may not be downloaded unless they are business-related. 

EQUAL OPPORTUNITY/SEXUAL HARASSMENT POLICY

EQUAL OPPORTUNITY  

The South Carolina Aquarium is an equal opportunity employer.  As such we offer an environment with equal opportunity for both our paid and unpaid staff as well as towards all of our guests and contingents.  The Aquarium’s Volunteer Program offers a diverse range of opportunities for the community to become involved in a unique educational program.   The Aquarium actively encourages participation from every sector of the community.

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the Aquarium will be based on merit, qualifications, and abilities.  The Aquarium will hire the best qualified people who can perform their duties with confidence and will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue financial hardship. This policy governs all aspects of employment, including selection, job assignment, discipline, terminations, and access to benefits and training.

Any volunteer who feels that they have been discriminated against or harassed by his/her supervisor, co-workers, or third parties on the Aquarium premises over whom the Aquarium has control must bring the incident to the immediate attention of the Director of Human Resources.  Volunteers with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor or the Director of Human Resources.  Volunteers can raise concerns and make reports without fear of reprisal.

Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination. The Director of Human Resources is our Affirmative Action Program Officer with responsibility for coordination of the affirmative action plan and related activities.

Volunteer Position Descriptions
Aquarist 

Position Description:  To help with the maintenance of freshwater and saltwater exhibits and backup areas.  Duties include food preparation, feeding fish and invertebrates, cleaning tanks, record keeping, general maintenance, and special projects.

Qualifications:  Must have prior animal care experience (home aquaria, pets, etc.); must be agile and able to lift 50 lbs; must be willing to get wet and handle fish, shrimp, squid, etc. to be used for food; must be willing to learn more about animal and tank care independently; must be able to stand for extended periods of time; must be able to keep meticulous records.

Requirements:  In addition to general requirements, must complete additional training with Husbandry staff.

Commitment:   Must be able to work at least one, 4-hour shift each week for one year.

Aviculture Assistant 
Position Description:  To help maintain the Aquarium’s bird collection.  Duties include daily food preparation and feeding; inventorying and stocking food supply; cleaning bird cages, general maintenance; animal observation; and record keeping.

Qualifications:  Must be able to lift 50 lbs and be agile; must be able to follow recipes and handle insects, must be able to keep meticulous records; should have an interest in bird species of South Carolina.

Requirements:  Must complete additional training with Husbandry staff.

Commitment:  Must be able to work at least one, 4- hour shift each week for one year.

Community Outreach 
Position Description:  Duties include attending outreach events (festivals, sporting events, etc.) and distributing information about the Aquarium.  These volunteers serve as public relations’ ambassadors for the Aquarium by sharing information around the state.

Qualifications:  Detail oriented, friendly with strong organizational skills; willing to attend a variety of community events.

Requirements:  Must have good knowledge of Aquarium and be outgoing.

Commitment:  Must be able to work as needed.

Costumed Character/Mascot

Position Description:  To represent the SCA as signature character.  Duties include greeting the public and school groups; conveying education and conservation messages; interacting with visitors during outreach events.

Qualifications:  Must be friendly and willing to work with a variety of age groups, most notably children.  Must have a firm understanding of the SCA mission statement, educational programs, and conservation messages.  Should be able to work some shifts in extreme weather conditions and during school hours.  Children and adult volunteers may be mascots.

Requirements:  Outgoing personality, must be able to work unsupervised.

Commitment:  Must be able to work as needed.

Diver

Position Description:  Duties include preparing food for dives; helping to feed the animals and maintain exhibit tanks; help maintain backup areas and equipment; interacting with visitors to educate them about the animals and their ecosystems; and general help as needed upon request of the Life Support and/or Aquarist Staff.

Qualifications:  Must be 18 years of age, have advanced SCUBA certification or the equivalent and work well in a team-oriented environment.

Requirements:  In addition to the general requirements, divers must complete the Aquarium diver certification program, which includes an “in-water” skills test and an apprenticeship with experienced divers.

Commitment:  Must be able to work two, 7-hour shifts (8:00 am-4:00 pm) each month for a minimum of one year.  

Exhibit Guide

Position Description:  To serve as an Aquarium Ambassador, including serving as exhibit interpreters for visitors.  Exhibit guides convey the theme of the Aquarium with special emphasis on education and conservation messages throughout the facility.

Qualifications:  Exhibit Guides must be eager and willing to deal with a wide variety of people, as well as work with and handle animals.  Patience, excellent verbal communication skills, flexibility and a sense of humor are essential in this position.  

Requirements:  In addition to general requirements, Exhibit Guides must successfully complete the 6-week training course, pass the final examination and attend any additional training required for specific gallery activities. 

Commitment:  Must be able to work at least one, 4-½ shift per weekday or a minimum of one shift every other weekend for one year.

Gift Shop Assistant
Position Description:  To provide customer service to visitors by greeting and directing them to their area of interest within the store.  Duties also include providing guests with product information, maintaining stock, folding and placing merchandise, advising supervisor of diminishing items, providing sales support by wrapping and packing items sold.

Qualifications: Must have firm understanding of member and staff privileges and be eager to help customers.

Requirements:  In addition to the general requirements, a gift shop assistant must be able to stand and walk for several hours and be able to attend required product knowledge seminars. (Gift shop volunteers do not handle money.)

Commitment:  Must be able to work at least one 3 1/2 hour shift each week on weekdays, or one 4-hour weekend shift every other weekend. 

Herpetology Assistant

Position Description:  To help maintain the Aquarium’s reptile collection.  Duties include daily food preparation and feeding; inventorying and stocking food supply; cleaning reptile cages, general maintenance; animal observation; and record keeping.

Qualifications:  Must be able to lift 50 lbs and be agile; must be able to follow recipes and handle insects, must be able to keep meticulous records; should have an interest in reptiles of South Carolina.

Requirements:  Must complete additional training with Husbandry staff.

Commitment:  Must be able to work at least one, 4- hour shift each week for one year.

Horticulture Assistant 
Position Description:  To assist with the maintenance of the plant collection inside and outside the Aquarium or the nursery.  Duties include watering, plant inspections, exhibit maintenance, and assistance with current projects.  

Qualifications:  Must be comfortable working in typical gardening situations, whether on site or at the nursery.  Hot, cold, humid and wet situations are to be expected.  Some lifting is required.

Requirements:  In addition to the general requirements, volunteers must complete all additional training required by the Husbandry staff.

Commitment:   Can accommodate most schedules; 2-3 hours per week preferred.

Hospitality/Guest Services 

Positions Description:  To greet guests and inform them about Aquarium exhibits, programs, services, and the Charleston area.  Hospitality team members will also ensure that the flow throughout the Aquarium remains smooth.  

Qualifications:  Must be friendly, a team player, neat in appearance and willing to work some shifts in high humidity and temperatures.  Should have excellent customer service skills, including current knowledge of local attractions, hotels, restaurants, beaches, and directions to points of interest.

Requirement:  In addition to general requirements, volunteers must become familiar with emergency procedures appropriate to area.

Commitment:  Must be able to work at least one, 4-hour shift weekdays or one 4-hour shift a minimum of every other weekend for one year.

Librarian

Positions Descriptions:  To help maintain the SCA library resources.  Duties include cataloging books, magazines, videos, slides and maintaining accurate log of borrowed books.

Qualifications:  Librarian must be able to work without supervision.  Basic office skills and a good understanding of library organization are required.

Requirements:  In addition to the general requirements, Librarian will need to complete additional training sessions as necessary.

Commitment:  Hours and schedule are flexible.  (No weekends) 

Office Assistant

Position Description:  To aid Aquarium staff with general office needs.  


Qualifications:  Basic computer skills preferred; organizational skills; ability to use basic office equipment.

Requirements:  In addition to the general requirements, office volunteers must be flexible and willing to work in a variety of departments.

Commitment:  Hours and schedule are flexible.

School Programs
Position Descriptions:  School Programs volunteer will be an educator to groups of K-12 students visiting the Aquarium from across the state. School programs volunteer will work with the School Programs Manager and School Programs Instructors to teach high-quality, standards-based, conservation-oriented education programs at learning stations located throughout the Aquarium. School Program volunteer will be an Aquarium teacher and ambassador to a small group of students during class visits, Monday through Friday mornings.   

Requirements:  School Programs volunteer must complete the general volunteer training class and training in the South Carolina Aquarium curriculum.  School Programs Volunteer must enjoy working with students in kindergarten through eighth grade.  

Commitment:  School Programs volunteer must be able to work a minimum of one 

3 ½-hour shift per week, Monday through Friday, from 9:00am until 12:30pm for one school year, late September through mid-March.

Visitors Center Ambassador

Position Description:  Responsible for staffing the exhibit at the Visitors’ Center, talking to the visitors about the Aquarium, asking them to visit our facility, stocking the card rack, reporting any problems with the exhibit, handing out printed material.

Requirements:   Must shadow Exhibit Guides or Hospitality volunteers a minimum of three shifts, have a good overall knowledge of the Aquarium, have excellent oral communication skills, be outgoing and persuasive.

Commitment:  Must be able to work one three-hour shift per week for six months. 

Water Quality Lab Assistant  (limited positions)

Position Description:  To assist in testing freshwater and saltwater of all aquatic exhibits (i.e., salinity, pH, ammonia, nitrite, dissolved oxygen, copper, chlorine).  Works directly with Lab Supervisor, Lab Technician, and Husbandry staff.

Qualifications:  Must have meticulous record keeping skills; have had at least one laboratory science course; must be willing to learn about Aquarium systems and individual exhibit testing techniques.

Commitment:  Must be able to work at least one, four-hour shift each week for one year.
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As a volunteer at the South Carolina Aquarium, I, _____________________________, agree to the following terms: 

· I will follow all policy and procedure guidelines

· I will expand my knowledge of the Aquarium by participating in training and information sessions as required 

· I will provide excellent customer service to the guests

· I will treat everyone equally, without prejudice or bias 

· I will be a positive spokesperson for the Aquarium onsite and offsite

· I will contact staff members ahead of time when I will be late or absent for a shift

_____________________________________

_________

Volunteer Signature







Date
_____________________________________

_________ Volunteer Coordinator/Supervisor





Date
























































































































Volunteer Commitment Contract





�








PAGE  
22
South Carolina Aquarium/Fall 2004

[image: image3.png]

_1156158133.ppt








School Programs


Conservation Programs


Public Programs


Education


Whit McMillan


Building Operations


Husbandry


Veterinary Programs


Husbandry & Facilities


Bruce Hecker


Human Resources


Volunteer Services


Training Programs


Human Resources


Nelda Diegel


Accounting


Guest Services


Information Technology


Environmental Services


Graphics and Signage


Finance & Operations


Jack Higgins


Fundraising


Sponsorships


Membership


Outside Sales


Development


Kate Darby


Public Relations


Shop and Warehouse


Special Events


Marketing


Sales and Marketing


Catherine Marshall


Executive Office


Chris Andrews





