Arts for All
Volunteer Handbook

2020 Edition

Our mission:
Empowering people of all abilities through accessible arts and culture opportunities
while advocating for inclusive community engagement.
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The Arts for All of Northern Michigan (“A4A”) Volunteer Handbook (the “Handbook”) has been developed to
provide general guidelines about A4A’s policies and procedures for volunteers. It is a guide to assist you in
becoming familiar with some of the privileges and obligations of your volunteerism.. None of the policies or
guidelines in the Handbook are intended to give rise to contractual rights or obligations. Additionally, these
guidelines are subject to modification, amendment or revocation by A4A at any time, without advance notice.
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Thank you for volunteering!
You are an ambassador for Arts for All and have a significant impact on participants experience
during their program or visit to the studio.
You are an important part of the Arts for All team!
You have the chance to make a difference in someone’s day.

FAQ
How is Arts for All funded?
A: A4A if funded primarily through fundraising events and the generous support of
individuals, businesses, and corporate sponsors. We also receive program support
from TBAISD as well as numerous state and local grants. Our studio programs
admissions also support the A4A annual budget.
How many individuals does A4A serve?
A: A4A serves individuals in the 5-count area of Grand Traverse, Benzie, Kalkaska,
Leelanau, and Antrim counties - reaching approximately 2,500 + individuals annually.

Our Volunteer Philosophy
Volunteers are a vital part of our organization and our community and A4A relies on committed
volunteers to provide our adaptive and inclusive programming for our communities. We believe
volunteering with A4A should:
●

●
●

Inspire: Whether you’re helping with administrative tasks or dancing alongside
participants, the time you’re sharing is providing opportunities for more individuals to be
inspired through finding their creativity and self-expression. We believe this time should
also inspire you to try something new, make new friends, and value diversity.
Engage: Volunteering with A4A provides opportunities to engage with your community
in a variety of ways. We believe our community is better together!
Be Valued: You, and your time and talents are deeply valued!

Our Volunteer Commitment to our Volunteers
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●
●
●
●
●
●
●

A4A is committed to:
Treating all volunteers with respect and courtesy.
Valuing the strengths and unique talents of our volunteers.
Providing the tools, training, and information needed to be successful.
Ensuring volunteers know they are appreciated and valued.
Working with volunteers to identify positions that meet their interests, talents, and time.
Communicating openly about expectations.
Providing feedback to better the organization, the volunteer, and A4A participants.

Your Volunteer Commitment to A4A
A4A volunteers commit to:
●
●
●

●
●
●
●
●

Treating all staff and participants with respect and courtesy.
Taking the time to learn about A4A’s mission, procedures, and events.
Reporting on time to scheduled shifts. Notify staff as soon as possible of any planned
absences or emergency circumstances that will cause you to be late or unable to
attend.
Asking staff questions if you are unsure about any information, procedures, or
responsibilities.
Notifying staff immediately if you sense any danger or inappropriate behavior, affecting
you and/or A4A participants or the studio.
Communicating clearly about your expectations and needs.
Providing feedback to better the organization, the volunteer, and A4A participants.
HAVING FUN!

Volunteer Responsibilities
●

●

Studio Volunteer:
○ Greet and assist participants and visitors in a warm, cheerful manner.
○ Assist with participant check in and payment using either the Salesforce
Desktop Program, or a registration sheet.
○ Answer general questions or seek assistance from A4A staff.
○ Assist the teaching artist and A4A staff with set up, supply needs, etc.
○ Work with teaching artist to assist participants and/or table groups with parts of
the activity, keeping supplies stocked, demonstrating as needed, helping to
answer questions and guide participants.
○ Assist with clean up (washing tables, brushes, equipment) and reorganization of
the studio or supply closet after the studio class is finished.
Off-Site Program Volunteer:
○ Greet and assist participants and visitors in a warm, cheerful manner.
○ Answer general questions or seek assistance from A4A staff.
○ Assist with participant check in and payment using either the Salesforce Laptop
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○
○
○
○
○

Program, or a registration sheet.
Assist the teaching artist and A4A staff with set up, supply needs, etc.
Assist with any facility set-up as needed.
Assist with supervision of participants throughout the duration of the program,
while engaging in meaningful conversation and relationship.
Work with any teaching artist that may be on site to assist with program setup,
facilitation, and clean up.
Assist with event clean up and check in with A4A staff before leaving.

Volunteer Benefits
Volunteers should receive as much benefit from their actions as the organization does. One of
the greatest rewards any volunteer can receive is satisfaction in helping others. At A4A,
volunteers also experience the joy of helping others express themselves and experience art
and culture in new ways. Volunteers can make new friends, gain knowledge and experience in
art and culture, and enjoy community events and organizations.

Every Time You Volunteer
Please do these things:
1. Wear a nametag: You’ll be given a permanent one or please make a temporary one
2. Do your best: If you don’t receive direct instructions right away, look for a way you can
begin to help
3. Welcome All: Take notice of anyone joining the program or studio, welcome them if staff
is unavailable
Committing to these three things will create a volunteer team that is positive, effective,
inclusive, and welcoming!

Drop-in Vs. Standing Volunteer
‘Standing’ volunteers are willing to be called to do volunteer work on a regular or semi-regular
basis.
‘Drop-in’ volunteers come to help with an event, fulfill a small number of community service
hours, or help with a workday.
All volunteers must fill out a Volunteer Application and go through a basic orientation. All
volunteers are subject to a background check at the time that their application is processed.
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Attendance & Behavior
It is hoped that every volunteer will maintain regular attendance. If you are unavoidably
detained by illness or are otherwise unable to meet your obligation, please let staff know as
soon as possible.
All volunteers are expected to adhere to the Code of Conduct (see attached page).
If any volunteer violates the code of conduct or has repeated trouble with attendance, this
may be discussed with the Executive Director. In extreme cases this may lead to the
dismissal of a volunteer. Staff will work to prevent this from happening by setting volunteers
up for successes, being flexible when possible, assuming good intentions, giving cheerful
feedback and help, and by addressing any problems early.

Work vs Play
A4A distinguishes between work and play. Volunteers may not bring children or grandchildren
to paid studio programs during a volunteer shift. If interested in participating in the program,
volunteers must pay and register for the program.

Dress Code
Volunteers should generally wear comfortable shoes, appropriate clothing, and a nametag.
For more detail, see the Code of Conduct (attached).

Legal
The following information guides the behavior of the Organization, Staff, and Volunteers.

Accomodations
A4A is committed to complying fully with the Michigan Persons with Disabilities Civil Rights Act
(PWDCRA), ensuring equal opportunity for qualified persons with disabilities. All activities are
conducted on a non-discriminatory basis.
Volunteer procedures have been reviewed and provide qualified persons with disabilities
meaningful volunteer opportunities. Upon request, applications are available in alternative,
accessible formats, to assist in completing the application. Reasonable accommodation is
available to all qualified individuals with known disabilities unless doing so would result in an
undue hardship. All volunteer decisions are based on the merits of the situation in accordance
with defined criteria, not the disability of the individual. Volunteers with a disability requiring
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accommodation must notify the Executive Director in writing immediately, but not later than 182
days after the need for accommodation becomes known.

Non-Discrimination Policy
Arts for All of Northern MI does not discriminate on the basis of race, color, gender, national
origin, age, religion, creed, disability, veteran's status, marital status, sexual orientation,
gender identity or gender expression, or any other characteristic protected under federal, state,
or local law. We celebrate diversity and seek to be an inclusive organization in our staff, board,
and volunteers.

Harassment
A4A prohibits its volunteers from harassing other employees, volunteers, donors, or any one
else while volunteering. Violations of this policy will not be permitted and will result in
disciplinary action up to and including discharge. Sexual harassment is defined as unwelcome
sexual advances, unwelcome jokes or comments, requests for sexual favors, unwanted
touching or other verbal or physical conduct of a sexual nature.
Other types of prohibited harassment includes actions, words, jokes, or comments based on an
individual’s race, color, national origin, age, religion, disability, height, weight, marital status, or
any other legally-protected characteristic.
Any volunteer who feels that he or she has been subject to harassment, or who has witnessed
harassment, should immediately report the matter to either the Executive Director, the
Chair(s)or the Board of Directors. All types of harassment, either by a volunteer or
non-volunteer are prohibited and A4A will take disciplinary steps, up to and including dismissal,
against any volunteer who engages in it. All instances of harassment should be reported to the
Executive Director. If a conversation with the Executive Director is inappropriate, the report
should go to the board co-chairs.
Volunteers can be assured that no one will be retaliated against for either filing a complaint or
participating in an investigation of harassment. All allegations of harassment will be quickly and
discreetly investigated. To the extent possible, your confidentiality and that of any witnesses
and the alleged harasser will be protected against unnecessary disclosure. When the
investigation is completed, you will be informed of the outcome of the investigation.
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Confidentiality
Volunteers may have access to information about participants or the organization that requires
confidentiality. Volunteers should not share contact information, budgetary information
(personal or organizational), or personal business without the permission of the owner of that
information. In the same spirit, A4A honors the confidentiality of information regarding our
volunteers. The protection of confidential information is vital to the reputation and the success
of A4A. Such confidential information includes, but is not limited to, the following examples:
school, participant, parent/and or guardian; name, address, phone, email,teacher, health
condition or history, A4A participation history, and any other information that A4A maintains
regarding the participant, parent and/or guardian. Confidential Business Information such as
occupational and personal information about A4A Board of Directors, Members and Employees
,confidential and proprietary information about A4A, its affiliates, partnerships, operations,
programs, marketing and/or strategic plans, all data, including financial and technical data,
technology, rules, know-how, business processes, business contracts, grants, funding,
methodology and intellectual property, including information about the operations, activities,
and business affairs of A4A.
All such information that A4A volunteers receive in the course of employment, including
information received from staff, board members, and board committees, is to be held by the
volunteer in the strictest of confidence, unless a matter of public record or otherwise specified
by the Board of Directors.
Volunteers who improperly use or disclose confidential information will be subject to
termination of volunteerism, even if they do not actually benefit from the disclosed information.

Insurance Worker Compensation
Insurance is provided by A4A for all its volunteers while in the service of A4A. A volunteer
should report injuries volunteering, even though it might be considered insignificant, so that
necessary medical attention can be obtained.

Arts for All of Northern MI Contact Information
Studio Hours:
M-TH 8-12 PM & Classes As Scheduled

Studio Phone:
231-947-1278

Studio Address:
1129 Woodmere Ave, Suite A
Traverse City, MI 49686

Mailing Address:
PO Box 4212
Traverse City, MI 49686

Website: www.artsforallnmi.org

Email: info@artsforallnmi.org

Attached: Volunteer Recognition & Referral Program , Code of Conduct (one to sign) , Volunteer Hours
Record (Blank)
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How to fill out the Volunteer Hours Record
1. Make sure you have a sheet with your name and the current year. If you don’t, take a blank sheet
from the front of the Volunteer Hours binder.
2. Record the Date (Month and Day) on the next blank line.
3. Record the Activity Code. This helps staff track where volunteer time goes.
A: Office Help includes any activities that support the “behind the scenes” operations of the office.
This could include data entry, organization or filing, stuffing envelopes, preparing for meetings, etc.
P: Programs includes any help preparing for, facilitating, or cleaning up after a program or
activity. These could be regularly scheduled such as ACCESS, Art Escapes, or Studio Classes.
This could also be general program prep, organization, or studio help.
E: Exhibits help includes any construction, upkeep, or modification of exhibits, but not
cleaning. Examples could include hanging, repair, improvement, etc of any exhibit.
O: Other / Miscellaneous tasks do not fit within the categories of volunteer help described here.
Use whatever code is closest to what your activity was but if it does not fit any others, use O.
T: Training includes any time spent training to do any volunteer task, including time spent outside
the studio reviewing materials or conducting research.
V: Events include any activities done in preparation for, facilitation of, and cleanup for an event
that A4A put on or participates in. Use this code for all activities involved in that event. For
example, if you did a craft or activity for a special event, use V (Not C) and note what event it was.
X: Cleaning includes any time spent cleaning the studio or exhibits, but not cleanup for crafts,
activities, or events. Only record these hours if you spent this time designated to cleaning.
4. Record the Activity Description. Try to keep this short but descriptive.
5. Record the Activity Duration. How many hours did you volunteer? Please record these in decimal
hours. For example, if you spent an hour and 45 minutes on a task, record 1.75 hours. More detail
than 10-minute intervals in not necessary. If you spent an hour and 47 minutes on a task, 1.75 hours
is fine.
6. Finishing a sheet. Once you have filled up a sheet or at the end of fiscal year (June 30) total up
your hours and sign the sheet. This helps staff in the recording process.

Recording your hours helps A4A create our priorities, plan for events, apply for grants, and recognize
your efforts! Recording your time really helps us! If you wish to claim your hours donated for tax
purposes, simply request a copy of your hours form from the Administrative Assistant.
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Arts for All Volunteer Hours Record
Name: _________________________
Code Key
A: Office
T: Training

Date

Year: ______________

B: Building & Grounds C: Craft / Activity
V: Events
 : Cleaning
X

Code

E: Exhibits

O: Other/Misc.

Activity Description

Hours

Please total your hours and sign below. Thank you for your time!

Total:

Volunteer Signature:____________________ Supervisor Signature:_______________________
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Volunteer Code of Conduct
All volunteers are expected to follow the rules and regulations of A4A. Although A4A has
established an “at will” relationship with its volunteers, in certain instances A4A may apply, in its
sole discretion, some sort of progressive discipline, as described later. The following list, which
is neither complete nor exhaustive, contains examples of some but not all of the conduct which
is prohibited. Such conduct is prohibited regardless of whether it occurs on the premises or in
conjunction with work assignments at A4A. The following actions may result in discipline, up to
and including discharge. This list in no way constitutes a limitation of the right or ability of A4A to
terminate volunteers for any reason at any time, with or without notice.
1.
Reckless conduct that endangers the safety of other participants or team members.
2.
Violating any safety instructions or rules established by A4A.
3.
Negligent or willful defacing, misuse, or destruction of organization equipment or
facilities.
4.
Theft of any property belonging to A4A or any employee, volunteer, or participant of
A4A.
5.
Excessive tardiness.
6.
Excessive absenteeism.
7.
Violation of anti-harassment or non-discrimination policies.
8.
Use or possession of illegal drugs or controlled substances or weapons in the
course of volunteerism.
9.
Dishonesty or falsification of time records, accident reports, or any other
organization records, including false statements on the application for
volunteering or other organization documents.
Violation of any of these policies could lead to immediate dismissal. In some cases, however, A4A,
in its sole discretion, may decide that corrective action should be utilized before termination in
order to assist a volunteer who exhibits inappropriate conduct or behavior, inadequate
performance, or who fails in any way to meet the organization’s standards. Volunteers should not
expect that they have a right to a certain number of disciplinary measures prior to termination or to
any progression of discipline.
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Volunteer Agreement
I agree to treat all fellow volunteers, staff, and participants with respect and courtesy. I will not use
language that would be regarded as offensive. I will give others the opportunity to express their
thoughts.
Alcohol, tobacco and drug use impacts our ability to maintain a welcoming environment for guests.
I will not use, dispense, possess, or distribute controlled substances in the workplace unless
prescribed. I understand all A4A events and programs are smoke and vapor free.
I understand Arts for All of Northern MI is not responsible for lost or stolen items while volunteering or
visiting.
I agree to submit to an initial background check and additional subsequent checks. Background checks
consist of the State of Michigan ICHAT.
I agree to keep all personal information confidential for an indefinite period of time, even after I no
longer volunteer with this organization.
I understand that Staff and Volunteers may be perceived as role models in the process of interacting
with participants and will dress accordingly. Clothing and footwear should be appropriate for the day’s
work, weather, and the people I will be interacting with. Staff and Volunteers are discouraged from
wearing clothing that promotes political positions. Clothing, accessories, tattoos, etc. that display
graphic words or images are not to be worn or must be hidden.
If I witness violations of the code of conduct on part of other volunteers or staff, I understand that I
may discuss the issue confidentially with a member of the A4A staff. I understand that the issue will
be given serious consideration and that the resolution will be as discreet as possible, with minimal
repercussions upon myself.
I understand that a violation of this code of conduct is unacceptable and will be addressed by a staff
member. Volunteers at A4A are essentially unpaid staff members and are subject to organizational
disciplinary guidelines.

Printed Name: _________________________ Date: ________________

Signature: _____________________________ Supervisor Initial: ______
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