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1. WELCOME
Welcome to the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek! We are excited that you will be joining our
team! As a volunteer with the agency, your role will be one of supporting and enhancing the existing services to the
children and youth we serve. Working together, we offer children and youth in our community a fun, exciting and
educational place to visit, whether it be after school, during the weekend, over the summer months or during Professional
Development Days throughout the school year. In so doing, we provide parents with the peace of mind of knowing that
their children are being cared for in a safe and nurturing environment under the supervision of qualified and enthusiastic
staff members and valuable volunteers, such as yourself.
To assist you in becoming familiar with our agency and to ensure that we develop a positive and open relationship
between you, our organization and our families, we would encourage you to read this Volunteer Handbook. It is a quick
resource to the important information you will need regarding your position with the Ponoka Youth Centre/Boys and Girls
Clubs Wolf Creek, as well as a general overview of our policies and procedures. Should you desire more specific
information regarding policies, you may request a copy of our Policy and Procedure Manual from a member of our
adminstrative staff.
We want to welcome you once again and look forward to getting to know you in the days ahead!

2. HISTORY
The history of the Ponoka Youth Centre began in 2001 when a group of individuals became aware of the need for youth
programming in the community and pursued their goal of making this happen. A trial program, the After School Program
for children ages 6-11, was launched in 2002 for 10 weeks to gauge the interest, need and usage among parents. The
response was very supportive and enthusiastic, so the program was continued beyond its initial trial run and the After
School Program became the first regular program offered by the Ponoka Youth Centre. The success of the After School
Program then lead to the initiation of the Summer Program in 2003 and SOD (School’s Out Day) Program in 2004, both of
which have been extremely well-attended since their inception. It was also becoming clear that there was an emerging
need for programming for youth ages 12-18. The Ponoka Youth Centre expanded programming to provide positive
opportunities for teens with the opening of a Drop In Centre in 2003, which has experienced very active use over time by
several hundred youth in the community. Over the years, some programs have come; some have gone. However, all
programs are offered with a social, educational and/or recreational emphasis which has led to approximately 15-20 child
and youth programs being delivered each year. Another significant event in the history of the agency was its affiliation
with Boys and Girls Club of Canada. Ponoka Youth Centre became provisional members in 2009 and was granted full
membership status in 2012, at which time its name became Boys and Girls Clubs of Wolf Creek. In 2014, the Ponoka
Youth Centre/Boys and Girls Clubs of Wolf Creek then launched a satellite program in Rimbey, operating as Boys and Girls
Club of Rimbey. Through the many years of growth and development, the Ponoka Youth Centre/Boys and Girls Clubs of
Wolf Creek has continued to engage with the community in developing its position as a safe and supportive hub where
children and youth can experience new opportunities, overcome barriers, build positive relationships and develop
confidence and skills for life.

3. MISSION/VISION/CORE VALUES
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek uses the following to guide each decision we make. You will
notice that we have the Mission Statement, Vision Statement and Core Values posted in various locations around the
building. Please familiarize yourself with them, as they are a powerful and accurate reminder of why we do what we do
each day.
 Mission Statement
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek is a safe, supportive place where children and youth can
experience new opportunities, overcome barriers, build positive relationships and develop confidence and skills for
life.


Vision Statement
Empowering Youth…
Powerful Relationships
Positive Programming
Productive Partnerships
…Endless Potential
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Core Values
Empowerment
We believe all young people can grow into responsible, contributing and self-reliant members of society. Through
mentoring and programming, we encourage and empower children and youth to develop healthy lifestyles, a
lifelong passion for learning, leadership, and life-skills and a sense of social responsibility.
Inclusion
We strive to offer children, youth and families from all economic, cultural and social backgrounds access to the
resources, supports and opportunities that will enable them to overcome barriers and achieve their positive
potential in life.
Collaboration
We strive to build partnerships with individuals and organizations in the private and public sector, so as to
create/facilitate healthy community solutions in providing children, youth and families with what they require for
optimal development.
Quality
We strive to maintain the highest of standards through integrity, honesty and efficiency to ensure excellence in all
we do.
Respect
We strive to provide a fun, safe and supportive environment where every person is listened to, respected and
valued. Children, youth and families are central to everything we do.

4. INCLUSION
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek offers services to all youth and families, regardless of
gender, cultural background, socio-economic status, religious beliefs, sexual orientation and/or physical and mental
disabilities. We strive to make all youth feel welcome, seen, heard, wanted, safe and respected through facilitating
positive relationships between youth, staff, volunteers and the community, at large.

5. DIVERSITY
We believe that all children, youth and families are unique and special. We acknowledge, understand and celebrate this
diversity through our programming by providing opportunities for children, parents, staff members and community
volunteers to share special talents, skills and cultural traditions.

6. VOLUNTEERS
Families in this community place their faith, trust and confidence in the agency as they leave their children in our care
each day. We must never take that trust lightly. As such, staff members and volunteers are carefully selected as to their
suitability in maintaining the integrity of this trust.
A. Definition and Philosophy of Volunteering
A volunteer is someone who chooses to give their time to an organization and performs services without pay. Volunteers
are integral to supporting and enhancing the quality and delivery of programs and services, as well as playing an
important role in fundraising activities. In all cases, volunteers have the right to be given meaningful assignments, to be
treated with the same respect as paid staff, and to receive appropriate training, ongoing support, supervision, and
recognition for their efforts.
B. Qualities of Volunteers
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creeks volunteers are an energetic, committed, well-trained group
of people who have been selected to be part of our team as a result of the special qualities they possess. They are people
who care very much about the care and well-being of the children and youth with whom they interact, striving each day
to make our programs a fun, safe and happy place where children and youth feel valued and affirmed. They contribute
their skills, knowledge and friendship to children and youth in our organization. As a volunteer and role model, they play
an important part in the personal development of youth in our community.
The agency’s volunteers:
 enjoy working with young people;
 display warmth, empathy and a sense of humor;
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convey a realistic understanding of community life;
communicate and cooperate effectively with children, parents, staff members, fellow volunteers and the
community, at large;
display commitment, dependability and sound judgment;
demonstrate self-control;
strive to have a good standing and reputation in the community;
attempt to be strong, positive role models;
demonstrate acceptance and a non-judgmental attitude; and
demonstrate consideration for their own personal habits, health, dress, speech, etiquette and relationships with
other staff and volunteers.

C. Personal/Professional Objectives for Volunteers
While our emphasis is on the children and youth in our care, we also know that the agency provides a variety of very
positive personal and professional development opportunities to our volunteers, as well. Our main objective is to provide
opportunities for children and youth, but we also want this to be a rewarding experience for volunteers.
Ponoka







Youth Centre/Boys and Girls Clubs of Wolf Creek volunteers will:
receive excellent practical experience in interacting with people;
be provided with the opportunity to develop new career skills;
learn and practice skills in functioning as part of a team;
enjoy the opportunity to visit a wide variety of new and interesting places;
meet new and interesting people - both fellow volunteers, staff members and people with different organizations
and agencies; and
be provided with the opportunity to have a lasting positive influence upon the children with whom they will be
working.

In addition, volunteers provide an educational and supportive link between the agency and our community. Volunteers
bring fresh enthusiasm and vitality to our organization, as well as new ideas, emerging trends and unique innovations.
They complement the staff by enriching the quality of service to children and youth and:
 may sometimes “reach” youth more easily than staff;
 help expand and enrich the programs by adding to the skills of the staff members;
 help staff increase in numbers, which enables all youth to have regular contact with at least one adult;
 have a unique value, as they give up their free time at no cost because they truly want to make a difference in
the lives of youth;
 are the best resource for recruiting more volunteers; and
 enable us to expand the quantity and quality of the services we offer.
D. We Care Contract
As a tangible reminder of our commitment to the children and youth in our care and our desire to make a difference
among the families in our community, each staff member signs a copy of the We Care Contract. While volunteers are not
required to sign this document, it does serve as a reminder of why the Ponoka Youth Centre/Boys and Girls Clubs of Wolf
Creek exists. This contract encourages volunteers to consider the atmosphere we desire to create at the agency, and to
commit to doing all that we can to assist in developing that atmosphere through each action that is taken. We hope that
you will consider the intent as you interact with the children and youth who attend the programs.
A copy of the We Care Contract may be seen in Appendix C.
E. Rights and Responsibilities of Volunteers and the Agency
In a non-profit organization, volunteers and staff have both rights and responsibilities.
Volunteers have the right to:
 be treated as a colleague – not just free help;
 be assigned to an appropriate placement suitable to their skills and experience;
 be informed about the agency and its policies;
 thoughtfully planned and effectively presented training;
 continuing “on the job” education;
 sound guidance, direction and support by agency staff members;
 a comfortable space in which to work;
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opportunity for promotion and involvement in a variety of activities;
contribute ideas and opinions; and
recognition of their contributions.

Volunteers are responsible for:
 recognizing and respecting boundaries;
 knowing and following agency policies;
 working as a team member;
 offering constructive feedback to staff members;
 following through with their commitments;
 asking for clarification if something is not clear;
 using their time wisely and productively;
 respecting staff and participants; and
 acting as a good role model.
The agency has the right to:
 decline any volunteer thought to be unsuitable;
 expect volunteers to complete their assignments;
 give volunteers guidelines and instructions;
 expect a reasonable standard of performance;
 schedule volunteers based on agency needs; and
 be respected.
The agency is responsible for:
 informing volunteers of qualifications and expectations of their positions;
 providing volunteers with adequate notice for assignments;
 ensuring that volunteers understand work expectations;
 setting and maintaining standards of performance to volunteers;
 evaluating and providing constructive feedback;
 recognizing good work;
 communicating with the program director regarding a volunteer’s issues and progress;
 making each volunteer feel welcomed and respected as a capable team member; and
 not generalizing from one volunteer to the next.

7. BECOMING A VOLUNTEER
When interest is expressed in becoming a volunteer with our agency, individuals move through the following process.
A. Volunteer Application
You will need to complete and submit an application form, which will be reviewed by the executive director and/or
program director. This form includes such things as:
 personal and contact information;
 the area in which you desire to volunteer;
 scheduling preferences;
 relevant experience;
 special skills, interests, hobbies; and
 references.
B. Oath of Confidentiality
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek respects and protects the privacy of the children and
families involved in our programs. As such, an Oath of Confidentiality shall be signed by volunteers upon commencement
of volunteer involvement.
C. Criminal Record Check/Vulnerable Sector Search
All volunteers in our programs are required to undergo a Criminal Record Check/Vulnerable Sector Search. We will supply
you with a request letter that may be given to the RCMP for this purpose.
In the event of an unclear Criminal Record Check/Vulnerable Sector Search, the potential volunteer will be provided with
the opportunity to meet with the executive director and explain the nature of their criminal record. A final decision
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regarding the acceptance/denial of the volunteer will be made at the discretion of the executive director, always in the
best interests of the children and youth in our care.
D. Release of Information
Due to the Freedom of Information and Protection of Privacy Act (FOIPP), the Ponoka Youth Centre/Boys and Girls Clubs
of Wolf Creek requires written permission to release your name and/or telephone number in certain situations or to use
your photos or name on promotional materials. This permission may be given or declined, which will be noted on the
FOIPP Consent Form.
E. Interview
Prior to your acceptance as a volunteer with the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, an interview
will be conducted. A copy of the interview will be kept in your volunteer file.
F. Orientation
When you have successfully completed all necessary parts of the application process and have been accepted as a
volunteer with the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, you will complete an orientation as outlined
on the Volunteer Orientation Checklist. This is provided to assist all new volunteers in familiarizing themselves with the
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek and transitioning into our organization as smoothly as possible.

8. YOUTH VOLUNTEERS
Building into the lives of children and youth in a long-term manner is important to us. We, therefore, encourage youth to
volunteer in different capacities within our agency.
A. Transitional Youth Volunteers
We desire to see our young members recognize the opportunities that they have had at the agency and continue to “pay
it forward” by giving of their time and energy as they grow up, mature and move through our programs. Therefore, we
have created the Transitional Youth Volunteer Program. The Transitional Youth Volunteer Program allows youth
(beginning at age 12) who have attended our programs to begin volunteering their time in select areas under the direct
supervision of mature staff members. Transitional Youth Volunteers move through the same application process as adult
volunteers, with the addition of having a parent/guardian sign a Waiver Form.
B. Volunteers Under the Age of 18 (Minors)
We also have opportunities for youth under the age of 18 to volunteer, who have not necessarily been members of the
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek. Interested youth of this age may begin volunteering their time
in select areas under the direct supervision of mature staff members. Volunteers under the age of 18 move through the
same application process as adult volunteers, with the addition of having a parent/guardian sign a Waiver Form.
If you are interested in becoming a Transitional Youth Volunteer or are a youth under the age of 18 who would like to
volunteer, please ask for more information at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek office.

9. VOLUNTEER OPPORTUNITIES
We have many opportunities available for you to become involved with our agencies. These volunteer opportunities
include, but are not limited to:
 volunteering at the Ponoka youth Drop In Centre
(Thursday and Friday nights from 6:00-10:00 p.m. September-June and Thursday nights from 6:00-10:00 p.m.
July-August)
 volunteering in the Ponoka After School Program
(Monday-Thursday 3:00-5:30 p.m.)
 tutoring in the Ponoka Raise the Grade Program (Tuesday-Thursday 3:00-5:30 p.m.)
 volunteering in the Rimbey programs (please contact the office directly for time and location of these programs)
 volunteering in specific programs (i.e. Dungeons and Dragons, Dinner and Drop In, etc.)
 accompanying off-site excursions
 assisting with programming activities or events
 teaching a skill
 sharing a talent
 sharing something unique about your culture
 assisting with fundraising initiatives
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joining the board of directors
joining a committee
- Fund Development Committee
- Parent Advisory Committee
- Youth Justice Committee
participating in workdays
- spring/fall cleaning, painting, maintenance, etc.
providing suggestions and feedback through surveys and informal discussions

Please contact us for more information if any of these opportunities seem interesting to you!

10. PROGRAMMING INFORMATION
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek offers many programs for children and youth ages 5-17
throughout the year. Some of the programs are seasonal, some are sessional; however, we strive for excellence, quality
and relevance in offering each one.
Please see Appendix A (Program Descriptions) at the back of this handbook for a detailed description of each
program, as you consider where your interests and skills might best be suited.

11. JOB DESCRIPTIONS
Job descriptions are in place for some volunteer positions at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek.
For those positions with a job description:
 a copy of the job description will be kept in each volunteer’s file; and
 the job description will be provided to the volunteer prior to beginning their volunteer activities to ensure that
both the volunteer and the agency are clear and in agreement as to the role and responsibility of the volunteer.
Volunteers are invited to offer suggestions and feedback regarding volunteer positions.

12. TRAINING
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek is responsible for training volunteers to ensure that they can
perform their duties as assigned. We want to provide every opportunity for our volunteers to succeed by adequately
preparing them for the position they are filling.
As well, the agency occasionally offers training on a wide variety of topics that may be of interest to our volunteers.
These short training opportunities may include, but are not limited to, drug awareness, conflict resolution, suicide
prevention, self-defense, etc.

13. CODE OF CONDUCT
Volunteers at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek must agree to abide by a Code of Conduct
compatible with the high standards we endeavour to uphold at the agency. We are to use with integrity our knowledge,
experience and skills in the best interests of those we serve. Therefore, staff/volunteers must agree to undertake certain
professional obligations, as well as avoid certain acts of unprofessional conduct. Sound judgment and common sense may
serve as helpful guidelines in this area.
The agency’s volunteer Code of Conduct may include, but is not limited to, the following as outlined in Policy 4-A-2 (D14) of the Policy Manual of the agency. Any breeches to the Code of Conduct will be discussed immediately with the
volunteer.
 Volunteers agree to conduct themselves in a manner consistent with their position as a positive role model to a
child/youth, and as a representative of the agency.
 Volunteers will follow agency guidelines around the safety of the child and not engage in any behaviour that may
be perceived as being sexual and/or abusive with a youth or any member of a youth’s family.
 As an agency that is encouraging healthier lifestyles for the children and youth we serve, volunteers of the
agency are discouraged from smoking/vaping while on outings with the children and youth.
 The consumption of alcoholic beverages or any illegal drugs while volunteering is strictly prohibited.
 Volunteers agree to respect the privacy and dignity of youth and their families by not divulging confidential
information without consent, except where required by law as in the case of suspected child abuse.
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14. SUPERVISION
Volunteers will have a clearly-identified supervisor who will be responsible for day-to-day consultation, support and
direction. The agency staff member will provide the volunteer with notice of any problems or concerns and offer input
regarding the volunteer’s work performance on an ongoing basis. If the volunteer has any concerns regarding their staff
supervisor, they may bring this to the attention of the program director or executive director.

15. EVALUATION
Volunteers will be evaluated annually, or as needed, by their staff supervisor. The purpose of the evaluation will be to
assess volunteer satisfaction, as well as consider areas for improvement.

16. COMMUNICATION
Effective and positive lines of communication are essential to the operation of quality programs and services. Staff and
volunteers will make every effort to effectively communicate information among all involved parties and will be jointly
responsible for maintaining effective levels of communication. The supervising staff member is responsible to ensure that
volunteers receive all relevant information necessary to fulfilling their roles as expected.

17. VOLUNTEER RECORDS
All volunteers will have a file that includes:
 the completed application;
 all reference communication;
 the Criminal Record Check/Vulnerable Sector Search;
 the signed Oath of Confidentiality;
 job descriptions, if available; and
 the Release of Information form.

18. PUNCTUALITY AND ABSENTEEISM
In order to provide reliable services, please ensure that you arrive promptly for all programs to which you have
committed and call in advance if you are unable to attend. We understand that things may come up from time to time
that are unexpected. However, we appreciate having as much advance notification as possible to enable adjustments to
be made, if needed. Each day is very busy, and we need to be able to rely on everyone, both volunteers and staff
members. Some of our events and fundraisers, in fact, require a minimum number of volunteers and the Ponoka Youth
Centre/Boys and Girls Clubs of Wolf Creek could be penalized for not meeting this requirement. Simply put, we need and
depend on each person fulfilling their roles to enable everyone else to fulfill theirs.

19. CONCERN AND COMPLAINT PROTOCOL
Team work is essential for the successful operation of all Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
programs. It is important to maintain a healthy and pleasant working relationship among our staff members, volunteers
and families. We all need to work together, learn from each other and engage in behaviours that are respectful of fellow
volunteers, staff members, children, youth and/or parents. In the event of disagreements or concerns, there are
predefined steps you may take towards obtaining a mutually agreeable solution.
If you have a concern or complaint regarding your involvement with some aspect of the program, please proceed through
the following steps.
 Contact the program coordinator immediately to discuss the situation and work towards a resolution that is
mutually agreeable to all parties involved.
 If you are not satisfied with how your concern was addressed, you may then contact the program director for
further discussion.
 If you feel that there is still no resolution, then the executive director and board of directors will become involved
in the situation in providing mediation.
 A Complaint Form is available from the office for you to access in documenting concerns and complaints.

20. DISCIPLINE AND/OR DISMISSAL OF VOLUNTEERS
At the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, volunteers must be mindful of their position as leaders
and examples to all those with whom they interact. They must also respect and cooperate with agency procedures and
rules, as well as with children, families, staff members, fellow volunteers and the community, at large.
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We believe in fairness and openness and will, therefore, attempt to respectfully resolve conflict or problem situations.
However, our priorities are the safety and well-being of our children, youth, volunteers and staff, as well as the integrity
of the organization.
Please reference Appendix F (Volunteer Policies 4-A-2-C-14) for a more detailed explanation.

21. VOLUNTEER HEALTH, SAFETY AND WELLNESS
The safety of our children, youth, volunteers and staff members is of the utmost importance at the Ponoka Youth
Centre/Boys and Girls Clubs of Wolf Creek. All are entitled to work and play in a healthy and safe environment. Please
refer to the following regarding the health, safety and wellness of our volunteers.
 Volunteers shall report any concerns about health and safety to their direct supervisor.
 Volunteers have the right to refuse unsafe work.
 If physically threatened, volunteers are asked to remove themselves from the situation, report the incident to the
immediate supervisor or executive director as soon as possible, and record the occurrence on an Incident Report.
 Volunteers facing health or disability issues will have their situations considered on an individual basis as to their
ability to carry out volunteer duties.

22. DISCRIMINATION AND HARASSMENT
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek is a safe and positive place for staff, children, youth,
volunteers, families and all who walk through our doors. As a volunteer of the Ponoka Youth Centre/Boys and Girls Clubs
of Wolf Creek, you can expect a positive working atmosphere free from any kind of discrimination or harassment based
on race, ancestry, place of origin, color, ethnic origin, citizenship, religion, sex, sexual orientation, age, record of offences,
marital status, family status, receipt of public assistance, mental or physical handicap.

23. REPORTING PROCEDURE FOR SUSPECTED ABUSE
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek holds as its primary responsibility the physical and
emotional well-being of and effective delivery of service to children and youth in our care. We have a responsibility to
report alleged instances of abuse to the appropriate authorities, whereby specific agencies that are already in place will
investigate and address the consequences of abuse, including criminal action and counseling of the victims. Staff
members and volunteers are not in a position to deliver these services and must make appropriate referrals, as required
by law and sound professional practice.
Please reference Appendix G (Child Safety Training) for more detailed information.

24. ACCIDENT AND INCIDENT REPORTS
All accidents/incidents that occur during activities at which you are volunteering should be reported immediately to the
supervising staff member and then documented by way of an Incident Report.
A. Accidents
While safety is of the utmost importance to us, accidents can and do happen.
 If an accident occurs, the first thing to remember is to STAY CALM.
 If the accident is of a minor nature, attempt to deal with it, so as not to interrupt the program and create more
disturbance.
 There are First Aid Kits available in each program area. Ensure that you know where they are or ask a staff
member.
 If the accident is of a more serious nature, it should be handled by the staff member in the area.
B. Incidents
Behaviour incidents occur daily, ranging from minor to very serious.
 We encourage our volunteers to deal with minor incidents directly, to gain the respect of our youth.
 For behaviour incidents of a more serious nature, we ask that our volunteers enlist the help and advice of our
staff members in dealing with the situation.
 Please remember to fill out the appropriate Incident Reports and do not hesitate to ask for help regarding any
situation.
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25. ALCOHOL AND SUBSTANCE ABUSE
If any volunteer attends a Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek event under the influence of alcohol
or any illegal substance, or with the odor of either on their person, it will be deemed a very serious occurrence and will be
dealt with immediately by the executive director.

26. SMOKING/VAPING
In our efforts to set a positive example of a healthy lifestyle to the children and youth with whom we interact, the Ponoka
Youth Centre/Boys and Girls Clubs of Wolf Creek property is a smoke-free environment.
 The agency shall provide volunteers with a smoke-free environment; therefore, smoking/vaping is prohibited
inside the premises of the agency and within five meters of any doorway, air intake or window.
 Volunteers who smoke/vape will limit smoking/vaping to designated outdoor areas on their own breaks.
 Volunteers will not smoke/vape in areas that are visible to program participants.
 At no time are volunteers permitted to smoke/vape in front of youth.
 At no time are volunteers permitted to purchase tobacco products for children or families associated with the
agency.

27. OFFENSIVE LANGUAGE
Offensive/foul/discriminatory language is strictly prohibited at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf
Creek by any person – staff, volunteer or otherwise. As well, adult conversations shall not be held in front of children,
youth or younger employees. Behaviors of this nature will be deemed a very serious occurrence and will be dealt with
immediately by the executive director.

28. APPROPRIATE DRESS
As a volunteer of the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, you are expected to be an appropriate
role model. Proper attire and grooming habits are important aspects of this role. As such, you are encouraged to use
sound judgment regarding the clothing that you wear to volunteer either at the Ponoka Youth Centre/Boys and Girls
Clubs of Wolf Creek or at any activities organized by our organization. As well, we would welcome your support in
demonstrating proper personal hygiene and grooming habits.
We ask




that you:
dress modestly in clothes that are not revealing (e.g. avoid short shorts, tight shorts, tank tops, low shirts, etc.);
avoid clothing with writing on the bum;
avoid clothing with offensive or suggestive slogans (e.g. beer/alcohol shirts, crude humour shirts/caps, any other
kind of mature clothing, etc.);
 wear one-piece bathing suits when swimming; and
 always wear the name tag provided by the agency when volunteering.

29. PHONE AND TECHNOLOGY
Cell phone usage should be kept to a minimum during those times when you are volunteering, so that you are able to
focus on the children and youth with whom you are interacting or the task with which you are involved.
Access to the internet is provided by the agency. When using the internet at the agency, volunteers must be aware that
they are representative of the agency. As such, volunteers must use the computers and internet in a legal, professional,
and responsible manner to uphold the reputation of the agency.

30. SOCIAL MEDIA
The agency supports social media as professional and personal tools, but with the expectation that all volunteers are
mindful of how their actions on social media networks might reflect on the agency. Guidelines for functioning in an
electronic world are the same as the values, code of conduct and confidentiality policies volunteers are expected to live by
every day. Social media best practices and guidelines will be clearly laid out for the purposes of direct and indirect
communications.
 All users of social media must follow the same ethical standards that agency volunteers must otherwise follow.
Use of social media should reflect and respect the community in which the agency serves, reflect an accurate
and balanced perspective, add value to the agency and the brand image and enhance program sustainability and
viability in the community.
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Social media identities, login ID’s and user names shall not utilize the agency’s name or logo without prior
approval from the executive director or designate.
Volunteers shall refrain from creating a social media profile or alias that includes the agency’s brand or any other
intellectual property without written approval, in advance, from the executive director.
Volunteers shall only share public information about the agency. Matters such as proprietary or non-public
information, such as financial records, donor information or other internal, sensitive information are not to be
shared.
Volunteers who choose to disclose their position or affiliation with the agency on their profile are bound by the
agency ethical codes of conduct and confidentiality. They must ensure that anything posted would be reflective
of the mission and values of the agency. Volunteers are asked to ensure their profile and related content is
consistent with how they wish to present themselves to colleagues, parents and volunteers, as well as agency
funders and community supporters.
Agency volunteers are personally responsible for any content that they publish on any social media site, blogs,
wikis or any other form of user-generated media. Be mindful that anything published will be public for a long
time.
All persons posting are asked to respect the audience and potential audience. Show proper consideration for
others’ privacy and for topics that might be considered objectionable or inflammatory. Disparaging or malicious
posts about agency clients, volunteers or other colleagues will be dealt with by the employee’s supervisor.
Wrongful conduct in a social media environment may result in the same legal consequences as wrongful conduct
in the real world.

31. PUBLIC RELATIONS – CONDUCT IN THE COMMUNITY
As a volunteer at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, we hope that you will conduct yourself
with the utmost integrity whether at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, during off-site
excursions, during agency-sponsored events or in the community, at large. We operate in a small community and need to
be aware of the positive and healthy image we are attempting to portray.
Whenever you encounter members of the general public, whether at the Ponoka Youth Centre/Boys and Girls Clubs of
Wolf Creek or out in the community, always treat them with courtesy and their questions or concerns with respect.
Should you encounter a situation which you feel you are unable to handle, record the name and telephone number of the
person involved and immediately refer the matter to your immediate supervisor.

32. MEDIA RELATIONS
The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek has designated spokespersons for all media relations
regarding issues that may arise that are of interest to the media and/or general public. Should you find yourself in a
position where the media is requesting your opinion, please direct their inquiries to staff members with whom you are
working, your supervisor or the executive director.

33. TRANSPORTATION
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek volunteers, either on or off duty, shall not provide transportation
to any youth under any circumstances, except for planned field trips.

34. RECORDING OF VOLUNTEER TIME
We ask our volunteers to sign in and out in the Volunteer Log Book located in the program area in which you are
working. This provides both the volunteer and our organization with a clear record of volunteer hours being contributed
which is used for Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek statistics.

35. RULES AND EXPECTATIONS OF BEHAVIOUR
To ensure the safety and respect of each person at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek, we have
general behaviour expectations that have been put in place. These serve as a basic guideline for volunteers and staff in
their interactions with children and youth, as to which behaviours are acceptable and which are not. Copies of these
expectations are posted in various locations around the building.
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In addition, there are various behaviour guidelines in place for each program area, such as the gym, the Drop In, the
playground, etc. which have been created for the safety and well-being of each person at the Ponoka Youth Centre/Boys
and Girls Clubs of Wolf Creek. The staff member in each area will explain these guidelines to you, as needed.
Remember that every child and each situation is different, and no two behaviour incidents are the same. It is important to
treat each situation individually, fairly and consistently. If you are unsure as to how to handle any type of problem, do not
hesitate to ask a staff member.
Please see Appendix D (Expectations of Behaviour for Teen Programs) that specifically relates to our youth
programs. All teens and their parents/guardians must read and sign a form indicating their understanding of these rules
and expectations prior to becoming a member of the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek. Please
also reference the attached Child Guidance Policy (6-A-2) that refers to interactions with younger program
participants.

36. FACILITY ORGANIZATION
A clean and neat facility portrays a professional atmosphere, is pleasing to the eye and is more enjoyable and effective to
work in than an untidy one.
 Please have respect and consideration for others by cleaning up after yourself and doing your part to keep our
facility organized.
 Always leave an area tidy for the next person.
 Individual thoughtfulness helps to improve overall efficiency and contributes to staff and volunteer unity.

37. INSURANCE
Liability and accident insurance have been purchased for all volunteers engaged in activity for the Ponoka Youth
Centre/Boys and Girls Clubs of Wolf Creek; however, this does not guarantee that coverage will be applicable or sufficient
in all situations. Volunteers may wish to contact the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek or their own
personal insurance carrier for further information.

38. REIMBURSEMENT
From time to time, you may incur expenses for a program with which you are assisting at the Ponoka Youth Centre/Boys
and Girls Clubs of Wolf Creek. These expenses must be pre-authorized and a receipt for the expenses must be presented
to your supervisor in order to be reimbursed.

39. VOLUNTEER APPRECIATION
We appreciate you and we want you to know it! We are very thankful for the enthusiasm, commitment and skills you
bring to the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek. You lighten our loads and brighten our days! To
show our appreciation and gratitude, we organize a yearly volunteer appreciation event to which all our special volunteers
are invited.

Welcome to the
Ponoka Youth Centre/
Boys and Girls Clubs of Wolf Creek!
We look forward to getting to know you,
as we work together in providing excellence
in child and youth programming
in our community!
CREATED: 2013 REVISED: 2014,2016, 2019
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APPENDIX A
Ponoka Youth Centre/Boys & Girls Clubs of Wolf Creek
Program Descriptions
PONOKA LOCATION
NAME OF PROGRAM
Ages 5-11 Programs
After School Program
Daily
3:15p.m. - 5:30p.m.
S.O.D. (School’s Out Day)
Program
Professional Development Days
8:30a.m. - 5:30p.m.
Summer Program
Monday - Friday
8:30a.m. - 5:30p.m.
Torch Club
Monday
3:15p.m. - 4:15p.m.
Under 10/Over 10
Friday
4:00p.m. - 5:00p.m.
Grades 7-12 Programs
Drop In Centre
Thursday & Friday
(September - June)
Thursday
(July - August)
6:00p.m. - 10:00p.m.
Fusion
Tuesday
3:30p.m. - 5:30p.m.

Dinner and Drop In
Thursday
3:30p.m. - 5:30p.m.
Keystone Club
Wednesday
3:30p.m. - 5:30p.m.
All Shook Up
Tuesday & Thursday
8:00 - 8:30a.m.

PROGRAM DESCRIPTION
The After School Program operates during the school year and includes
life-skills instruction, leadership training, recreation, other planned
activities and a nutritional snack.
The S.O.D. Program provides the same kind of programming as the
After School Program but operates during Professional Development
Days and In Lieu Days for schools.
This is a full-day program that is provided during the summer months of
July and August and offers the same type of programming as the After
School Program.
The Torch Club is a junior leadership program that focuses on five core
elements: service to club and community, teamwork, healthy choices,
leadership and learning. Youth are encouraged to get involved and give
back to their community while learning valuable leadership skills. The
club meets once a week and is mentored by an adult staff member.
Under 10/Over 10 is designed to offer the older group of children in the
After School Program the option of participating in a variety of more
age-related activities that will assist them in transitioning into the
Grades 7-12 programs.
The teen Drop In Centre offers youth a safe and supervised place to
spend time with their friends. Youth may participate in special events
that are planned each night or simply come to the facility and play a
variety of games, watch movies, play pool, access the canteen, play
foosball or visit, while interacting with adult volunteers who provide
positive mentoring relationships.
Fusion is a program that offers youth opportunities to experience lifeskills, personal growth and self-empowerment. The program reaches
out to youth who struggle in social settings, such as school, the Ponoka
Youth Centre/Boys and Girls Clubs of Wolf Creek and/or the community,
in general. Each month a new topic is covered, such as self-esteem,
communication skills, cooking, teambuilding, etc.
Dinner and Drop In is a program that offers a family-style supper that
encourages youth to sit around tables with adult mentors and learn
about healthy eating while discussing daily life issues in a positive
manner. The youth are then encouraged to remain for the Drop In
Program.
The Keystone Club is a leadership program that focuses on five core
elements: service to club and community, teamwork, healthy choices,
leadership and learning. Youth are encouraged to get involved and give
back to their community while learning valuable leadership skills. The
club meets once a week and is mentored by an adult staff member.
All Shook Up is a breakfast smoothie program offered to high school
students at both the Ponoka Secondary Campus and Ponoka Outreach
School. This program provides youth with a nutritious start to the day,
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9:30 - 10:30a.m.

iLunch
Monday - Thursday
Lunch Hour
Raise the Grade
Tuesday, Wednesday & Thursday
3:30 - 5:30p.m.
Kick Start
Monday
3:30p.m. - 5:30p.m.

Youth Justice Committee

On-Site Counselling Program

as well as an opportunity to connect and develop relationships with
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek staff members.
iLunch is a recreational program offered during school lunch hours, that
also allows Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
staff members the opportunity to build relationships. This program is
delivered both on and off-site as staff visit the schools and host events,
while also hosting youth at the Drop In at the Ponoka Youth Centre,
depending on the day.
Raise the Grade is an interactive after school program that allows youth
in Grades 7-12 to explore their personal interests, receive homework
support, connect with mentors and/or tutors, interact with peers,
increase digital literacy and plan for post-secondary education.
Kick Start is a safe and supervised drop in program for junior high youth
only. Youth may spend time with their peers, as well as familiarize
themselves and become more comfortable with the teen drop in
program at a time when older teens are not in attendance. A portion of
each programming day has an educational component that is delivered
by an adult mentor.
This program provides first time young offenders with an alternative to
the formal court process by resolving legal conflicts through alternative
measures, community service and meeting with victims and community
members.
The On-Site Counselling Program provides children, youth and families
with access to the services of a licensed child and family counsellor
located on-site at the Ponoka Youth Centre. This service is provided at
no cost to program participants.

RIMBEY LOCATION
NAME OF PROGRAM
Ages 5-11 Programs
After School Program
Tuesday - Thursday
3:15p.m. - 5:30p.m.
Funtastic Friday
Professional Development Days
8:30a.m. - 4:30p.m.
Summer Program
Tuesday-Thursday
8:30a.m. - 4:30p.m.

PROGRAM DESCRIPTION
The After School Program operates during the school year and includes
life-skills instruction, leadership training, recreation, other planned
activities and a nutritional snack.
The Funtastic Friday Program provides the same kind of programming
as the After School Program, but operates during Professional
Development Days and In Lieu Days for schools.
This is a full-day program that is provided during the summer months of
July and August and offers the same type of programming as the After
School Program.
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APPENDIX B
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Hours of Operation
Hours of operation at the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek remain quite consistent throughout the
year, although there are minor changes in times between the school year and the summer months. Please see our hours
of operation as outlined below.
A. Office Hours
1. 9:30 a.m. – 5:30 p.m.
 Monday to Friday
 September - June
2. 8:30 a.m. – 5:30 p.m.
 Monday to Friday
 July - August
B. Drop In Centre Hours
1. 6:00 – 10:00 p.m.
 Thursday and Friday evenings (September - June)
 Thursday evenings (July - August)
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APPENDIX C
WE CARE CONTRACT
As staff members and volunteers of Ponoka Youth Centre/Boys and Girls
Clubs of Wolf Creek, we commit to showing love, acceptance, respect and
care to every youth who enters our doors by:
 believing that each youth is valuable
 being “intentional” about each and every part of our job, whether it is
administrative, cleaning or interacting with youth
 showing each individual youth that we believe they are important to us
 supporting youth with their hopes and dreams
 encouraging youth in making healthy decisions
 making relationships with youth the first priority in our jobs

We commit to the kids of Ponoka!
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APPENDIX D
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Expectations of Behavior for Teen Programs
BEHAVIORS

CONSEQUENCES

Individuals are not allowed to bring TOBACCO into or
on the property of the Ponoka Youth Center/Boys and
Girls Clubs of Wolf Creek.

- Individuals in possession of tobacco will be required to give
the tobacco to a staff member of the Ponoka Youth Centre/Boys
and Girls Clubs of Wolf Creek. They will be asked to leave the
premises and a call will be placed to their parent/guardian
explaining their dismissal.
- The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
reserves the right to access RCMP involvement in situations
involving tobacco at their discretion, if deemed necessary.
- A suspension or expulsion will be given to the individual based
on the severity of the incident.
- Individuals in possession of drugs or alcohol will be required
to give the substance to a staff member of the Ponoka Youth
Centre/Boys and Girls Clubs of Wolf Creek. They will be asked
to leave the premises and a call will be placed to their
parent/guardian explaining their dismissal.
- The RCMP will be notified of the incident and further action
will be taken, as required by law.
- A suspension or expulsion will be given to the individual based
on the severity of the incident.
- Individuals under the influence of drugs and/or alcohol will be
required to leave the Ponoka Youth Centre/Boys and Girls Clubs
of Wolf Creek immediately and a call will be placed to their
parent/guardian explaining their dismissal.
- If the individual is deemed to be at risk to him/herself or
others or refuses to cooperate, parents/guardians, RCMP
and/or medical personnel may be called to escort the individual
from the Ponoka Youth Centre/Boys and Girls Clubs of Wolf
Creek.
- A suspension or expulsion will be given to the individual based
on the severity of the incident.
- Individuals who disrespect or abuse an individual or property
of the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
will be asked to leave. Depending on the severity of the
incident, the parent/guardian will be called.
- The Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
reserves the right to access RCMP involvement in situations
involving abuse of any kind at their discretion, if deemed
necessary.
- A suspension or expulsion will be given to the individual based
on the severity of the incident.
- Individuals who engage in this type of activity will be asked to
alter their behavior.
- If individuals refuse to cooperate, they will be asked to leave
the Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek.
- A suspension or expulsion will be given to the individual based
on the severity of the incident.

Individuals are not allowed to bring DRUGS OR
ALCOHOL into or on the property of the Ponoka Youth
Centre/Boys and Girls Clubs of Wolf Creek.

Individuals are not allowed access to the Ponoka
Youth Centre/Boys and Girls Clubs of Wolf Creek if
they are UNDER THE INFLUENCE OF EITHER DRUGS OR

ALCOHOL.

Individuals will respect the staff, volunteers, fellow
youth and property of the Ponoka Youth Centre/Boys
and Girls Clubs of Wolf Creek. VERBAL, PHYSICAL AND/OR
SEXUAL HARASSMENT/ABUSE will not be tolerated.

Individuals are expected to refrain from PUBLIC
DISPLAYS OF AFFECTION (i.e. hugging, kissing, handholding, lap-sitting, etc.) while attending the Ponoka
Youth Centre/Boys and Girls Clubs of Wolf Creek.
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Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Child Guidance Policy (6-A-2)
Ponoka Youth Centre/
Boys and Girls Clubs of Wolf Creek
Policy Manual
Policy Name: Child Guidance

Policy Number: 6-A-2

Policy Statement:
The Ponoka Youth Centre/BGCWC staff members are responsible for ensuring a safe, fun and respectful
environment for all children who attend the programs. This will be accomplished by guiding children to engage
in safe and respectful behaviors, which will enable all children to feel valued, secure and accepted.
Procedure:
The agency celebrates children and their development, as they learn to interact with each other and the world
around them in a positive manner. As children move through various stages of development and maturity,
they are gently guided and encouraged to be all that they can be. The importance of safety, fun and respect
at all programs is emphasized and modeled by staff in their interactions with both children and their families,
as they display an attitude of respect for each person as a unique and valued individual. The following
guidelines assist in ensuring that child guidance is undertaken thoughtfully and consistently.
A. Introduction
The Child Guidance Policy provides a framework within which interactions are directed among the children who
attend the agency programs. It will:
1. ensure that each member of the agency feels valued, safe and respected;
2. ensure that all disciplinary actions taken are reasonable to the circumstance;
3. encourage all members of the agency to interact and work together in an environment that is happy,
safe and secure, where the building of good relationships is based on mutual respect and consideration
for others;
4. help children grow and develop in a safe, happy and secure environment and become positive,
responsible and independent members of the community;
5. encourage the use of positive reinforcement for good behavior;
6. provide opportunities to stimulate and support individual interests and growth in celebrating the
uniqueness of all children;
7. ensure that children are treated fairly by applying the Child Guidance Policy in a consistent manner;
8. ensure that children are aware of the rules and policies of the agency;
9. encourage those values and attitudes, as well as knowledge and skills, that promote responsible
behavior, self-discipline and respect for self, others and the community; and
10. be made available to any parent upon request, as well as be posted in the programming room.
B. Preventative Guidance
The agency desires children to become intrinsically-controlled, considerate of others and responsible members
of their community. Staff will encourage appropriate and respectful behavior among children through
preventative guidance. This involves foresight and prevention of potential problems by:
1. creating an appropriate environment and schedule with predictability, flexibility and each child’s needs
and capabilities in mind;
2. setting reasonable and basic limits to ensure safety and respect;
3. modeling appropriate and respectful behaviors;
4. offering choices that are age-appropriate;
5. providing reasonable and age-appropriate explanations;
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6. repeating instructions, as needed, to ensure understanding;
7. reinforcing positive and desired behaviors; and
8. overlooking negative “attention-seeking” behaviors, if possible.
C. Behavioral Guidance
The agency will ensure that children who attend the programs have a clear understanding of behavioral
expectations, as well as the consequences that will occur should a choice be made to engage in inappropriate
behavior.
D. Acceptable Behaviors
Acceptable behaviors are encouraged using awareness and positive reinforcement.
1. Acceptable and expected behaviors are reviewed on a regular basis, with input provided by the children
who attend the agency programs.
2. These collectively agreed-upon and respectful behaviors are then posted in a visible place where
children can frequently view them.
3. Behavior expectations revolve around basic issues of kindness, respect and safety for self, others and
property.
E. Unacceptable Behaviors
Unacceptable behaviors are managed using a three warnings approach.
1. If unacceptable behavior is displayed, staff members explain to the child why the behavior is
inappropriate.
2. If the behavior continues, the child is directed to another activity.
3. A child continuing to have difficulty is issued a warning.
a. A warning is issued when a child deliberately and repeatedly breaks one of the rules or displays
inappropriate behavior.
b. Each time a child receives a warning, he/she is removed from the activity and seated at another
location under the supervision of a staff member.
c. During this time apart from the group, the child is given the opportunity to complete a Make Better
Choices Work Sheet.
- This sheet is used as a tool to give the child an opportunity to regain his/her self-control, reflect
on the negative behavior choice that has been made and consider positive alternatives for
future behavior choices.
- Upon completion of this work sheet, staff members spend time with the child to discuss the
inappropriate behavior and consider positive behavior choices that could have been made.
d. Staff members then assist the child in rejoining the activities in a respectful and positive manner.
4. If a child receives three warnings in one day, the child’s parent/guardian is called, and they are
requested to take the child home.
a. If the parent/guardian is not able to pick up the child, the child is seated in the main office under
staff supervision until someone is available to come for them.
5. Any staff member may issue a warning, but it must be reported to and documented by the program
director/coordinator.
6. Withdrawal of privileges may be applied i.e. exclusion from an activity or outing. These will be
reasonable and appropriate to the situation and the age of the child.
a. Parents will be informed of the withdrawal of privileges, if deemed necessary, according to the
severity of the misbehavior and resulting consequence.
7. The following are regarded as valid reasons for receiving a warning and, in severe instances,
suspension or expulsion:
a. persistent and deliberate noncompliance with the agency rules;
b. persistent bullying;
c. physical or verbal abuse of another child or staff member;
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d. persistent disruptive behavior during activities and games;
e. deliberate and persistent infringements of relatively minor rules;
f. significant damage to the property of the agency, staff or children, either inside or outside the
building;
g. stealing from the agency, staff or children, either inside or outside the building; and
h. substance or alcohol abuse on the agency premises.
8. A very serious situation may result in normal procedures being necessarily set aside under the direction
of the executive director/program director and a parent/guardian being called to pick up their child
immediately.
F. Permissible Methods of Guidance
The agency will engage in the following methods to guide behavior.
1. Child guidance will be individualized and related to each child’s specific misbehavior.
2. Child guidance will be consistent, reasonable, fair, age-appropriate and developmentally-appropriate.
3. Staff members will be familiar with and apply the three warnings approach in a fair and consistent
manner.
4. The child will be told that his/her behavior is unacceptable, as well as why it is unacceptable.
5. The child will then be given the opportunity to discuss the situation in a respectful way and will be
encouraged to consider positive ways to modify their behavior.
6. If there is a conflict between two children, a staff member will act as a mediator and lead them
through resolving the conflict in a positive way.
7. The staff will use this time to teach problem-solving skills and strategies to resolve conflict.
G. Non-Permissible Methods of Guidance
The agency will not engage in the following methods to guide behavior. Consequences shall not:
1. cause verbal, physical or emotional degradation;
2. deny, or threaten to deny, a child of any basic necessity;
3. involve physical aggression, confinement or isolation; and
4. involve withholding the opportunity to observe cultural or spiritual practices.
H. Right of Refusal
The agency is not able to provide programming for children who display chronically disruptive behaviour.
1. Chronically disruptive behaviour is defined as verbal or physical activity which may include, but is not
limited to:
a. behavior requiring constant one-on-one attention from staff members;
b. behavior inflicting physical, mental or emotional harm on self, other children or staff; and
c. behavior showing blatant and persistent disregard for and disobedience of rules.
2. If a child is not able to adjust to the program parameters despite all reasonable efforts to assist the
child in this adjustment or is unable to conduct themselves according to the expected behaviours, the
child may not be able to return to the program at the discretion of the executive director.
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APPENDIX E
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Volunteer Job Description
Volunteer Job Description
Position Title:
Department:
Report To:
Objective:

Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek Volunteer
All positions
Program Coordinator and Program Director
The volunteer will enhance the quality and delivery of programs and services as well
as play an important role in fundraising activities to support the work being done in
the agencies.

Primary Responsibilities






Assist agency staff with programming or event
Provide appropriate leadership and positive role modeling at all times to program participants
Assist staff with set up and/or take down of activities
Assist staff with overall supervision of youth to ensure a safe and fun environment is maintained
Be familiar with and deliver programs according to the policies and procedures of the agency

Primary Knowledge and Skills
 Interact and communicate with staff, parents, children/youth, fellow volunteers and the community,
at large, in a positive and professional manner
 Conduct self in a manner befitting the positive image that the Ponoka Youth Centre/Boys and Girls of
Wolf Creek endeavours to convey in the community, whether at work or on personal time
 Exert sound judgment and discretion, while preserving confidentiality, as outlined in the
agency Oath of Confidentiality
 Be reliable in attendance at programs, as scheduled
 Exhibit effective communication skills in listening and talking to youth, as well as communicating
with agency staff regarding concerns with youth

Commitment



Commit to a minimum of one year of volunteer involvement
Commit to one Drop In shift/month (for Drop In volunteers)

Qualifications
 Be over 18 years of age, unless applying as a Transitional Youth Volunteer
 Complete the Volunteer Application form
 Provide a Criminal Record Check, including a Vulnerable Sector Search, which is no older than six months (a new
Criminal Record Check, including a Vulnerable Sector Search, must be submitted every three years after the
:
initial
acceptance date)
 Provide three reference checks

Volunteer Acknowledgment
I have read and reviewed this job description and have received a copy for my own personal records. I agree to carry out
the primary responsibilities and perform each responsibility to the highest of standards.

__________________________________
:
Volunteer Signature

Created February 2016 Revised April 2019

___________________________________
Date

22

APPENDIX F
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Volunteer Policies
Policies
Please see the attached policies that pertain to volunteers.
a. Policy 4-A-1 (Agency Standards for Volunteer Involvement)
b. Policy 4-A-2 (Volunteer Management)
c. Policy 4-A-3 (Volunteer Criminal Record Checks)

Ponoka Youth Centre/
Boys and Girls Clubs of Wolf Creek
Policy Manual
Policy Name: Agency Standards for Volunteer Involvement
Policy Number: 4-A-1
Policy Statement:
The Ponoka Youth Centre/BGCWC acknowledges and supports the vital role of volunteers in achieving the
organization’s mission and mandate.
Procedure:
The agency functions as the sum of its parts, with various stakeholders fulfilling important and necessary
functions in accomplishing the work of the agency in delivering services to children, youth and families.
Volunteers are one such group who are highly valued, as they contribute time, effort, talents and commitment
to the agency. The following guidelines apply to this role.
A. Agency Standards
The following are agency standards and expectations developed to ensure that volunteer involvement is a
positive experience for the agency, the clients and the volunteer.
1. Policies and procedures are adopted by the agency to provide a framework that defines and supports
the involvement of volunteers.
2. A clearly communicated screening process is consistently applied.
3. Volunteer responsibilities address the purpose of the agency and involve volunteers in meaningful
ways – reflecting their various abilities, needs and backgrounds.
4. Volunteer recruitment and selection reaches out to diverse sources of individuals.
5. Volunteers receive an orientation to the agency, its policies and procedures, and training for their
volunteer duties.
6. Volunteers receive appropriate levels of supervision, according to their task, and are given regular
opportunities to receive and give feedback.
7. Volunteers are welcomed and treated as valuable and integral members of the agency’s human
resources.
8. The contributions of volunteers are regularly acknowledged with formal and informal recognition
methods.
B. Volunteer Eligibility
The agency welcomes a broad section of individuals in filling voluntary roles. However, the following
guidelines apply regarding those who will be accepted as volunteers in the organization.
1. Unacceptable Volunteers
The following persons are not acceptable as volunteers:
a. persons who are practicing alcoholics or are unlawful drug users;
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b. persons diagnosed with severe emotional or psychological problems;
c. persons who have been convicted of a summary offence within the two years previous to their
application or convicted of an indictable offence within five years previous to their application (refer
to Relevant Offense Guidelines document);
d. persons who have been convicted, or have outstanding charges of a sexual assault or any form of
child abuse; and
e. persons who misrepresent themselves or refuse to cooperate during the screening and approval
process.
2. Acceptable Volunteers
All other persons will be considered on an individual basis, bearing in mind their ability to provide a
stable, responsible, healthy role model to a child in the opinion of the agency. This will be evaluated
based on the following criteria.
a. The applicant must be a minimum of 18 years old, or younger in programs where appropriate
supervision takes place.
b. The applicant can make a commitment consistent with program requirements.
c. The applicant must have lived in the community for more than six months. If they have not, then
the agency must document evidence that the applicant’s life situation is stable enough to fulfill the
minimum length of service required.
3. Human Rights Code
Subject to the foregoing, the agency, in approving volunteers, will not deny approval on any grounds
outlined as discriminatory in the Human Rights Code.

Ponoka Youth Centre/
Boys and Girls Clubs of Wolf Creek
Policy Manual
Policy Name: Volunteer Management

Policy Number: 4-A-2

Policy Statement:
The Ponoka Youth Centre/BGCWC relies on the efforts of volunteers to deliver its services and support its
mandate. Volunteers have a right to be treated respectfully and with sensitivity to their unique strengths,
capabilities, limitations and needs.
Procedure:
The agency understands the intrinsic value that a committed group of volunteers brings to the organization.
Their involvement in a wide range of areas is highly regarded and their work is deeply appreciated, as they
support and enhance the work that is being accomplished in the community. To ensure a positive, safe and
healthy experience for both the volunteer and the agency, the following guidelines apply.
A. Volunteer Philosophy
A volunteer is someone who chooses to give their time to an organization and performs services without pay.
Volunteers are integral to supporting and enhancing the quality and delivery of programs and services, as well
as playing an important role in fundraising activities. In all cases, volunteers have the right to be given
meaningful assignments, to be treated with the same respect as paid staff, and to receive appropriate training,
ongoing support, supervision, and recognition for their efforts.
B. Benefits of Volunteering
The benefits of becoming a volunteer at the agency include:
1. an enhanced self-image because of positive volunteer experiences;
2. new and increased abilities that are transferrable to other areas, such as communication, organization,
interpersonal and mentoring skills;
3. an increased knowledge of community;
4. an opportunity to meet new people and make new friends; and
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5. a wider variety of experiences and the potential acquisition of references that may enhance a resume
and are useful in employment and educational pursuits.
C. Volunteer Management
The following will be considered in ensuring a positive volunteer experience.
1. Recruitment
a. Volunteer recruitment efforts will primarily target community members who have a desire to work
with children and youth to fulfill the mission and mandate of the agency.
b. Volunteers will be recruited without prejudice.
c. Recruitment campaigns will be done based upon the volunteer needs of the agency.
2. Screening
a. Application
i. Candidates applying for a volunteer position will complete and submit an application that will be
reviewed by the program director or executive director.
ii. A Volunteer Permission and Release Agreement must be submitted with the application.
b. Eligibility
i. Eligibility of a volunteer will be determined by the agency Standards for Volunteer Involvement
Policy.
c. Interview
i. An interview will be conducted by agency staff.
ii. The executive director or program director hold the right to interview the candidate personally, if
deemed necessary.
iii. A copy of the interview will be documented and kept in the Volunteer File.
d. References
i. All potential volunteers are required to submit three references as part of the application form
process prior to acceptance as a volunteer.
ii. Responses of the references will be documented and kept in the Volunteer File.
e. Criminal Record Check
i. All volunteers must submit a Criminal Record Check, including a Vulnerable Sector Search, prior
to volunteering.
ii. Please refer to the Volunteer Criminal Record Check Policy for more detail.
f. Parental Consent (if under 18 years of age)
i. Youth and parents are asked to complete a Transitional Youth Volunteer Waiver Form.
g. Change of Volunteer Position
i. Volunteers wishing to transfer from one program to another within the agency may be required
to undergo additional screening measures.
3. Orientation
a. All volunteers will receive a personal orientation to the agency.
b. The orientation process will follow the guidelines as set out in the Orientation Checklist.
i. A copy of the Orientation Checklist will be kept in the Volunteer File.
c. The orientation will include, but not be limited to, the following:
i. receiving a copy of and discussing the Volunteer Handbook;
ii. receiving a copy of and discussing the volunteer job description;
iii. discussing the volunteer policies;
iv. touring the facility; and
v. receiving training in child abuse recognition and reporting.
4. Certification of Qualification
a. If the designated volunteer role is of a professional nature, or if special skills are required, potential
volunteers will be required to provide proof of qualifications.
b. The agency will request a copy and it will be kept in their Volunteer File.
c. Failure to present the required documentation may result in the volunteer not being accepted in
that role.
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5. Job Description
a. Volunteer job descriptions will be provided prior to each volunteer beginning their duties.
b. The agency will keep copies of volunteer job descriptions in each Volunteer File.
6. Acceptance
a. When the screening process, as outlined by the agency, has been satisfactorily concluded, the
volunteer will be notified of official acceptance.
7. Training
a. The agency has the responsibility to train volunteers to enable them to perform their volunteer
duties as assigned. It is essential that volunteers be given every opportunity for success by
knowing that they are adequately prepared for the volunteer position.
b. Volunteers will be trained in the details of their direct responsibilities at a time mutually agreeable
to the direct supervisor and the volunteer.
c. Specialized training will be offered, as required, to volunteers in specific roles (i.e. child
development, child safety and/or first-aid training).
8. Supervision
a. Every volunteer will have a clearly-identified supervisor who will be responsible for day-to-day
consultation, support and direction.
b. Following acceptance as a volunteer with the agency, the volunteer will be introduced to his/her
immediate supervisor.
c. The agency staff will provide the volunteer with notice of any problems or concerns, and input
regarding the volunteer’s work performance on an ongoing basis.
d. If the volunteer has any concerns regarding their staff supervisor, they may bring this to the
attention of the program director or executive director.
9. Volunteer Unsuitability
a. The agency practices a fair and respectful selection process. Volunteers are assessed on their
suitability for a placement within the organization.
b. The agency reserves the right to decline a volunteer's services if there is not a suitable placement.
c. If a volunteer is not suitable for a placement within the organization, the executive director or
program director will call or send a letter indicating that the organization does not have a position
available.
10. Volunteer Files
a. Volunteers will have a file that includes all pertinent information such as, but not limited to, the
following:
i. completed application;
ii. interview notes;
iii. completed reference checks;
iv. completed Orientation Checklist;
v. up-to-date copy of a Criminal Record Check;
vi. record of any disciplinary actions undertaken;
vii. Volunteer Permission and Release Agreement; and
viii. Oath of Confidentiality.
b. Volunteer files will be kept for three years following termination of duties.
11. Communication Between Staff and Volunteers
a. Effective and positive lines of communication are essential to the operation of quality programs and
services.
b. Staff and volunteers will make every effort to effectively communicate information among all
involved parties and will be jointly responsible for maintaining effective levels of communication.
c. Open lines of communication are encouraged between staff members and volunteers on a formal
and informal basis.
d. Volunteers shall be invited to, and included in, meetings and have access to all materials relevant to
their volunteer placement.
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e. The supervisor is responsible to ensure that volunteers receive all relevant information necessary to
fulfilling their roles as expected.
f. Volunteers shall be consulted regarding decisions that substantially affect their volunteer task.
12. Evaluation
a. Volunteers will be evaluated annually, or as needed, by their staff supervisor.
b. The purpose of the evaluation will be to assess volunteer satisfaction, as well as consider areas for
improvement.
13. Recognition and Retention
a. The agency recognizes that volunteers are an essential part of the organization, and that their time
and efforts should be acknowledged.
b. Staff members working with volunteers are encouraged to give verbal and written recognition when
warranted.
c. Volunteer recognition will be done on an ongoing basis through verbal acknowledgements,
birthdays, newsletter articles, and other appropriate opportunities.
d. A yearly appreciation event will be organized to express gratitude to the agency volunteers.
14. Volunteer Dismissal
a. Volunteers who fail to adhere to the policies and procedures of the organization may face
disciplinary action, including dismissal.
b. The agency values a collaborative work environment and will attempt to respectfully resolve
conflict or problem situations. However, priorities are the safety and well-being of participants,
volunteers and staff and the integrity of the organization.
c. If a volunteer commits a dangerous or harmful act, he/she may be dismissed immediately and
without warning.
d. If dismissal is required, every effort will be made to ensure that this takes place only after
consultation between the volunteer, the staff supervisor, the executive director and/or the
program director.
e. Grounds for immediate dismissal may include, but are not limited to:
i.
gross misconduct or insubordination;
ii.
committing a criminal offence (i.e. theft, assault, vandalism, etc.);
iii.
acts of abuse, mistreatment or violence; and
iv.
being under the influence of alcohol or drugs.
f. If the situation does not warrant grounds for immediate dismissal, the staff supervisor will closely
monitor the volunteer’s performance.
g. Should a situation continue, a series of responses may be undertaken. The sequence of steps is as
follows.
i.
A verbal warning may be given, which will be documented by the staff supervisor.
ii.
A written warning may be given, which will be provided by the staff supervisor and program
director.
iii.
Disciplinary suspension may be undertaken, which will be approved by the executive
director.
iv.
Dismissal may take place.
h. If a volunteer disagrees with the decision regarding their dismissal, they have the right to appeal
the decision through the following steps.
i. They may express their disagreement by writing to the chairperson of the board of directors
within seven days of the dismissal.
ii. The chairperson of the board of directors will review the situation and decide based on careful
reconsideration of the issues.
iii. If the volunteer is not satisfied with the decision of the chairperson of the board of directors,
he/she may appeal in writing to the agency board of directors, as a whole, within seven days
of the agency staff member’s decision on appeal.
iv. The board of directors will consult with the executive director and decide within 30 days.
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v. The decision of the board of directors is final.
D. Volunteer Rights and Responsibilities
1. Recording of Volunteer Time
a. Volunteers will keep track of all volunteer time. This provides the volunteer and the organization
with a clear record of the contribution being made.
2. Confidentiality
a. Volunteers will be expected to maintain the strictest confidentiality of all information to which they
are exposed while serving as a volunteer with the agency, whether this information involves staff
members, volunteers, clients or overall agency business. Failure to do so may result in immediate
dismissal.
b. All volunteers shall sign an Oath Confidentiality at the time of commencement of volunteer activity.
Original signed forms are maintained in the official Volunteer File.
c. All volunteers are responsible for reporting any breach of confidentiality to their staff supervisor or
any disclosure or suspected disclosure of personal information to a third party made, whether
intentionally or inadvertently:
i. without the consent of the individual whom the information is about;
ii. in opposition to the express wishes of the person the information is about; and
iii. unless that disclosure is permitted or required by an enactment of Alberta or Canada legislation.
d. Any persons breaching privacy and confidentiality may be subject to disciplinary actions up to, and
including, termination of volunteer services.
3. Insurance
a. Liability and accident insurance will be supplied for all volunteers engaged in activity for the
agency.
b. The agency does not guarantee that coverage will be applicable or sufficient in all situations.
c. Volunteers may desire to contact the agency or their personal insurance carrier for further
information.
4. Punctuality
a. To provide reliable services, volunteers are expected to be dependable and punctual.
b. Some events and fundraisers require a minimum number of volunteers and the agency could be
penalized for not meeting this requirement.
c. Volunteers are to inform their staff supervisor if they are unable to work their scheduled time or
attend a specific volunteer event.
d. Volunteers are to phone during hours of operation (i.e. 9:30 a.m. - 5:30 p.m.), giving 24 hours
notification, if they are unable to work their scheduled time.
e. If the staff supervisor is unavailable, the volunteer must leave a message.
5. Reimbursement
a. Volunteers shall not incur expenses requiring reimbursement on behalf of the agency without prior
authorization from their staff supervisor.
b. Volunteers wishing to purchase supplies for their program are required to present their request to
their staff supervisor.
c. If a volunteer acquires program expenses without prior approval, they may not be reimbursed from
the agency funds.
6. Health and Safety
a. Volunteers are entitled to work in a healthy and safe environment.
b. Volunteers shall report any concerns about health or safety to their staff supervisor.
c. Volunteers have the right to refuse unsafe work.
7. Wellness
a. The agency acknowledges its obligation to provide a safe environment for all volunteers,
participants and staff members.
b. A volunteer who cannot carry out regular duties effectively or safely may be (temporarily)
reassigned until other work is available or (temporarily) suspended from his/her volunteer duties.
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c. The agency recognizes that persons with an illness (chronic) or disability may wish to engage in as
many pursuits as their condition allows, including volunteer work. If these volunteers can meet the
organization’s performance standards, and medical evidence indicates that their condition is not a
threat to themselves and others, these volunteers are welcome in the organization.
d. The agency will treat all health information confidentially and will only disclose information about a
volunteer's health status where there is informed consent from the volunteer or a legal obligation to
do so.
e. Prior to acceptance as a volunteer, or thereafter if required, volunteers may be requested to submit
a written medical statement acceptable to the agency attesting to their ability to carry out their
volunteer duties.
8. Smoking/Vaping
 The agency shall provide volunteers with a smoke-free environment; therefore, smoking/vaping is
prohibited inside the premises of the agency and within five meters of any doorway, air intake or
window.
 Volunteers who smoke/vape will limit smoking/vaping to designated outdoor areas on their own
breaks.
 Volunteers will not smoke/vape in areas that are visible to program participants.
 At no time are volunteers permitted to smoke/vape in front of youth.
 At no time are volunteers permitted to purchase tobacco products for children or families
associated with the agency.
9. Accident Reporting
a. All accidents shall be reported immediately to the staff supervisor.
b. The information will then be submitted to the executive director, who will decide if the agency
insurance company will be notified.
c. Incidents include violence, theft, inappropriate behaviour, abuse or any (potentially) unsafe
situation.
10. Harassment
a. Harassment in any form will not be tolerated.
b. Volunteers who harass another individual may be asked to leave the agency premises.
c. Depending on the incident, the individual may face a temporary or permanent suspension from the
agency.
d. The executive director will investigate all harassment complaints and will administer a confidential
complaint procedure.
11. Grievance or Complaint Procedure
a. Volunteers will have the right to follow a grievance procedure that is based on the fundamental
values of respect and fairness.
b. All complaints will be listened to, documented and appropriate action will be taken.
c. The purpose of the grievance procedure is to provide an orderly method of dealing with volunteer
grievances and complaints.
d. Volunteers wishing to file a grievance can do so verbally or in writing through the following chain.
Each person shall be contacted before going on to the next person in the chain.
i. on call supervisor
ii. program director
iii. executive director
e. Refer to the agency Complaint Policy for further details.
12. Minors
a. Volunteers under the age of 18 may be permitted to volunteer if the following criteria are met.
i. They are in grade 10-12 (exceptions may be permitted for specific placements).
ii. Their parent/guardian signs the Transitional Youth Volunteer Waiver Form prior to undergoing
the volunteer screening and enrollment process.
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iii. They provide a Criminal Record Check, including a Vulnerable Sector Search.
iv. They complete the full screening and enrollment process as outlined by agency policies.
v. Appropriate supervision takes place.
13. Transportation
a. Volunteers will not provide transportation to agency youth unless it is for an agency-sponsored
event, in which case the Driver Safety Policy must be adhered to.
14. Code of Conduct
a. The agency’s volunteer Code of Conduct may include, but is not limited to, the following.
 Volunteers agree to conduct themselves in a manner consistent with their position as a positive
role model to a child/youth, and as a representative of the agency.
 Volunteers will follow agency guidelines around the safety of the child and not engage in any
behaviour that may be perceived as being sexual and/or abusive with a youth or any member
of a youth’s family.
 As an agency that is encouraging healthier lifestyles for the children and youth we serve,
volunteers of the agency are discouraged from smoking/vaping while on outings with the
children and youth.
 The consumption of alcoholic beverages or any illegal drugs while volunteering is strictly
prohibited.
 Volunteers agree to respect the privacy and dignity of youth and their families by not divulging
confidential information without consent, except where required by law as in the case of
suspected child abuse.
b. Any breeches to the Code of Conduct must be discussed immediately with the volunteer.
15. Conflict of Interest
a. Volunteers will not be involved in any business, commercial or financial interests which might be
construed as being a real, potential or apparent conflict with their official duties with the agency.
b. Volunteers must not use their positions to obtain for themselves or for their family members
employment or financial gain within the agency.
c. Volunteers must not be related to agency staff in such a way that it compromises the integrity of
the agency in actuality or in the perception of the community.
d. In the event of a potential conflict of interest, any volunteer must, on recognition of an actual
conflict of interest scenario or on recognition of a potential conflict of interest scenario, advise their
staff supervisor.
e. The program director or executive director will be notified and will determine if the conflict of
interest is valid or not.
E. Grandparenting of New Measures
New policies, or amendments to existing policies, may be introduced that will affect all volunteers. Current
volunteers will be informed of any changes in policies and given an explanation as to how to comply with
the new policies.
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Ponoka Youth Centre/
Boys and Girls Clubs of Wolf Creek
Policy Manual
Policy Name: Volunteer Criminal Record Check
Policy Number: 4-A-3
Policy Statement:
The Ponoka Youth Centre/BGCWC requires a Criminal Record Check for potential volunteers.
Procedure:
Safety is paramount in the delivery of agency services. As such, the agency must show all reasonable efforts
have been taken in ensuring that those involved with the leadership of agency programs have been chosen
carefully and with due diligence. While a criminal record is not necessarily a barrier to volunteer involvement, it is
a factor which must be carefully reviewed, assessed and documented. The guidelines below must be followed in
these situations.
A. Criminal Record Checks
The following guidelines apply to Criminal Record Checks.
1. Volunteer Applications
a. All potential volunteers are required to provide a current Criminal Record Check, including a
Vulnerable Sector Search (dated within six months of the application date), as part of the volunteer
application process.
2. Previous Criminal Record
a. If the Criminal Record Check indicates that a potential volunteer has a criminal record, the following
protocol must be followed.
i. Persons who have been convicted of a summary offence within the two years prior to their
application or convicted of an indictable offence within five years prior to their application (refer
to Relevant Offense Guidelines document) will not be eligible to volunteer.
ii. Volunteers who have been convicted or have outstanding charges of sexual assault or any form
of child abuse will not be eligible to volunteer.
iii. For all other circumstances, the executive director or program director will interview the applicant
to obtain a detailed description of the circumstances surrounding the offence and related events
that have occurred since.
iv. The applicant must provide at least two supervisory or professional references who can
objectively address any questions or issues concerning the applicant’s personality and behaviour
related to the offence. These references must have known the applicant for at least three years.
v. If the executive director decides to commence with the applicant, he/she should submit a memo
to the chairperson of the board of directors, documenting the information gathered and reasons
for making this decision. The applicant’s file should also accompany this memo.
vi. The approval of the board of directors is required prior to commencing any volunteer with a
criminal record.
3. New Criminal Offence
a. Should a volunteer be charged with a criminal offence, while serving with the agency, they are
obliged to inform the agency. Failure to do so will result in disciplinary action up to, and including,
termination.
4. Declining a Volunteer Application
a. When deciding on the suitability of a volunteer, the primary principle is the best interest of the clients.
b. The executive director may, but is not required to, accept a volunteer application notwithstanding a
criminal record, provided the executive director is reasonably satisfied that the volunteer applicant’s
record does not give rise to concern for clients’ well-being.
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APPENDIX G
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Child Safety Training
Child Safety Training is an important component of the information that volunteers need in order to embark on their roles
with confidence and knowledge. Volunteers will have opportunity to discuss this information with a staff member to
ensure understanding and clarity.
The purpose of Child Safety Training is to highlight signs and symptoms of different types of child abuse. Please note that
the following signs and symptoms are not to be seen as exhaustive but are examples or indicators of child abuse and
neglect. It is possible for a child to experience more than one form of abuse at a time.
Child abuse includes the physical, emotional or sexual mistreatment or neglect of a child by a parent, guardian or other
caregiver that may result in a physical injury or emotional and psychological harm to the child. There are many different
families in our community from several different cultural backgrounds. Keep in mind that what has been tolerated in one
country may be defined as abuse in Canada.
Many children who are not abused or neglected may show one or more of these signs and symptoms from time to time;
this does not necessarily mean that they are being abused. It is the combination, frequency and duration of indicators
that should alert you to a problem. Take note of any changes in usual behaviour and extreme differences in behaviours
from one interaction to another.
A. Physical Abuse
Physical abuse is the deliberate use of force on a child’s body that may result in an injury. Physical abuse can be
connected to punishment or confused with a method of discipline.
Signs










that a child may have experienced physical abuse include the following:
unexplained bruises, welts, lacerations or abrasions on the face, torso, back, buttocks and backs of the legs
unexplained small circular burns (cigarette burns) on the soles of the feet and palms of the hands
unwillingness to tell you how an injury occurred
serious physical injuries that are left untreated
extreme behaviours (from extreme aggressiveness to extreme withdrawal)
lack of trust and fear of physical contact with adults
unwillingness to have you talk to his or her teacher about an injury
having parents who give an unlikely explanation for an injury or who blame it on another person
wearing clothes that cover arms and legs, even in hot weather; child resists changing clothing for any reason

B. Neglect
Neglect consists of omission on the part of the parents or caregiver to provide the basic necessities to a child. Examples
of this include lack of sufficient food, clothing, shelter, adequate medical care or adequate supervision to prevent injury.
Neglect may be identified by looking at the overall emotional and physical well-being of a child.
Signs that a child may have experienced neglect include the following:
 appears hungry, listless and tired, has poor personal hygiene and frequently unattended physical or medical
needs (hair, teeth, eyes and ears)
 gets inadequate supervision or childcare arrangements (places the child at risk) or is left at home without any
supervision
 frequently misses school
 has parent(s) or guardian(s) who miss appointments and do not follow through on school requests, or easily
allow others to assume this responsibility
 craves physical contact with others
 “fails to thrive” despite lack of disease or abnormality
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C. Emotional Abuse
Emotional abuse is the persistent attack on a child’s sense of self. Examples include humiliation, isolation, rejection,
intimidation and name‑calling. Emotional abuse destroys a child’s self‑image. A child who has been emotionally abused
will often say “I can’t” and gets overly upset if they make a mistake. The child may be afraid of new situations and
changes and may have the inability to trust others.
Signs








that a child may have experienced emotional abuse include the following:
acts older or younger than appropriate stage of development
displays a range of behaviours from aggressiveness and being out of control to being withdrawn and depressed
states they are being blamed or belittled on a regular basis by parent(s) or guardian(s)
seeks constant approval and has an unusual need to please adults
feels responsible for parent’s difficulties and/or disappointments
arrives early for school and makes excuses why they cannot go home
has unusual fear of consequences of actions - often leads to lying

D. Sexual Abuse
Sexual abuse includes any sexual exploitation of a child, whether or not it is consented to. It includes behaviour of a
sexual nature towards a child by another child or adult. Sexual abuse is often difficult to identify because the children are
often abused by a parent, relative or trusted adult figure in the child’s life who has threatened the child “not to tell” and
to “keep the secret.”
Signs










that a child may have experienced sexual abuse include the following:
complains of pain or itching in the genital area
has detailed knowledge of sexual behaviour inappropriate for the child’s age
exhibits sexually precocious behaviour, or creates artwork involving sexually explicit body parts or sexually
abusive details
dresses inappropriately (wears clothing that covers their arms and legs even in hot weather or wears provocative
clothing)
receives unexplained gifts or money
seems sad or unhappy, and has poor self‑esteem
runs away from home often or talks about wanting to run away
is discouraged from having contact with others and has poor peer relationships
is reluctant to go to a particular place or be with a particular person

How a Volunteer Should Talk with a Child Who Discloses Abuse
The agency holds as its primary responsibility the physical and emotional well-being of and effective delivery of service to
children in our care. We have a responsibility to report alleged instances of abuse to the appropriate authorities, whereby
specific agencies that are already in place will investigate and address the consequences of abuse, including criminal
action and counseling of the victims. Staff members and volunteers are not able to deliver these services and must make
appropriate referrals, as required by law and sound professional practice.
If you suspect that a child is involved in an abusive situation, please do the following.
 Report it immediately to your direct supervisor.
 Always listen to the child if he/she chooses to disclose to you. Try not to interrupt and always show interest in
what the child is saying.
 Never doubt the child. They often think that no one will believe them, so you need to be positive in your
response.
 Reassure the child, but never make promises that you cannot keep. Remember it takes a lot of courage and trust
for a child to share his/her experience with you. If you break this trust, the child may never get help.
 Stay calm. Do not show anger or disgust in front of the child.
 Do not take notes in front of the child, but record everything exactly as you remember it as soon as the child
leaves.
 Let the child know that this is not their fault.
 Do not investigate the situation yourself.
If you suspect child abuse or neglect, it must be brought directly to the attention of your supervisor.
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APPENDIX H
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek
Child and Youth Development Training Manual
A. Goal of Training
Ponoka Youth Centre/Boys and Girls Clubs of Wolf Creek will develop programs and services that are
developmentally appropriate and meet the needs of children and youth. Staff and volunteers will understand
how our programs and services can support a child or youth’s ages and stages of development.
B. Expected Outcomes of Training
Staff and volunteers will understand:
1. the ages and stages of child and youth development;
2. the factors that contribute to healthy, positive child and youth development; and
3. the agency’s role in having a positive impact on a child and/or youth’s healthy development.
C. Ages and Stages of Child and Youth Development
Children and youth progress through childhood into adulthood in a predictable manner. As children and youth
grow, there are specific stages of development that they will experience and some characteristics to all
children and youth at each age level. Although children and youth differ in the rate at which they develop, the
order of the stages does not vary. While it is extremely important to remember that every child is unique and
special in their own right, some needs and interests are universal to all children and youth to ensure successful
development.
Children and youth develop at their own pace, and all characteristics will not be observed in all children and
youth at the same age or at the same stage of development. Keep in mind the following basic principles.
1. Age
Age is not a perfect predictor of maturity. Most children and youth go through a predictable order, but
ages at which they do will vary enormously. An activity well within the capability of one child may be
too difficult for another child exactly the same age. Providing a choice of activities or providing multiple
levels of difficulty within one activity is the ideal.
2. Growth
Growth may proceed at different rates in various developmental areas within an individual child or
youth. A child who is advanced physically may be average in terms of mental ability and below average
in terms of emotional and social growth. A child may need different experiences in each of these areas
to reach his or her own full potential.
The table below looks at the ages and stages of child and youth development and where the agency can offer
opportunities to support growth.
D. Theories Regarding the Promotion of Positive Healthy Development of Children and Youth
1. Developmental Assets Theory
Developmental Assets Theory believes that there are factors that provide all children and youth,
regardless of their level of risk, with the critical elements needed for successful development. These
developmental assets are often referred to as building blocks of positive youth development. It is
believed that the more assets a person has upon which to draw, the higher the chance they will
“bounce back” after a negative experience.
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Reflection Questions
1. How can we identify when a child or youth’s chronological age does not match the corresponding
developmental stage?
2. Identify the current activities, strategies or approaches that are offered at our agency that support
healthy child and youth development as they move through the ages and stages.
3. How do we adapt our services to meet a child and youth’s needs as they move through the ages and
stages of child and youth development?
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2. Resiliency Theory
Resiliency has been defined as the ability of individuals to withstand the stressors of life and
challenges to healthy development (Rutter, 1985). In other words, resiliency is when an individual
continues to develop in a positive way despite facing adversity. Some examples of adversity (risk
factors) may include death or divorce of parents, poverty, drugs/alcohol and natural disasters.
a. Protective Factors
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Research on resiliency has provided evidence on protective factors that act as buffers for young
people against adverse experiences.
 Protective factors can reduce the exposure to risk and/or increase the positive experiences.
 Protective factors may be found in a young person’s external environments, such as their
family, school, community, or within social programs and interventions.
 Protective factors may also be found internal to the individual, such as their own personal
attributes and skills that support healthy development.
Considering the above, it is evident that the Ponoka Youth Centre/Boys and Girls Clubs of Wolf
Creek has a significant role in creating protective factors in a member’s life (internal and external).
Our agency provides an environment that fosters:
 respect and a sense of belonging;
 safety;
 opportunity to engage in creative and stimulating activities;
 caring relationships;
 accessibility and affordability to programs; and
 high expectations.
Through meaningful participation in program environments and activities, our children and
youth can acquire:
 empathy;
 social competence;
 self-awareness;
 problem-solving skills;
 self-confidence; and
 self-efficacy.
E. Other Factors of Healthy Child and Youth Development
1. Self-awareness, Self-confidence and Self-esteem
The development of a sense of self and self-esteem begins simplistically at birth with an infant
smiling at itself in a mirror and increases in complexity by adolescence with questions around sexual
identity, beliefs, attitudes, personality, interests, and ethnicity. Self-awareness, self-confidence and
self-esteem are important factors in healthy positive development.
a. Self-awareness
One’s basic “sense of self;” the answer to “Who am I?” This does not include whether one likes
oneself.
b. Self-confidence
One’s assuredness about oneself and conviction to try hard “no matter what.”
c. Self-esteem
One’s assessment and feelings about oneself (liking oneself); self-evaluation.
2. Social and Peer Relationships
Social developmental stages of children and youth include the following.
a. Early Childhood (5-8 years)
 have a concept of “friend,” but do not really have them yet
 engage in parallel play
 beginning to share and take turns, learning concept of fair play
 interested in group pretend play
41










not ready for competitive play because hates to lose
enjoy simple board games based on chance, not strategy
want to structure world as home is structured
see all adults as parents
like to play roles of family members
are captivated by community and events that happen there
prefer group activities
need to learn how to make and keep friends

b. Middle Childhood (9-11 years)
 can imagine world beyond own neighborhood
 have a desire to “fit in”
 will form cliques with others
 may begin experimenting with pressure from peers
 are interested in other cultures, food, customs
 experience many and short friendships, based on similar interests
 form same sex friendships predominately
c. Early Adolescence (12-14 years)
 seek more independence and autonomy often (pre-teens)
 do fewer things together outside the home
 less physical touching with parents
 begin to have a “best friend”
 gravitate to groups that reflect their personal qualities and achievements and whose views on
important issues resemble their own
 experience small, but intense friendship groups
d. Middle Adolescence (15-18 years)
 cement friendships of childhood and change in level of intimacy
 influenced less by parents, more influenced by peers
 need and demand more freedom and privacy
 engage in selection of role models
 develop romantic relationships
 have communication problems often
As a child develops, there is an increasing emphasis on engagement with others (family, friends, and
mentors) and the need to have personal relationships with people who care about them, talk to them, and
help them with problems. In addition, as they get older, they become increasingly influenced by their peers
and susceptible to peer influence. Given this basic developmental path, role-modeling and personal
engagement have become important in promoting positive youth development. Relationship-based
programming places a greater emphasis on the ability to build and solidify a healthy relationship between an
adult and a child or youth than on the activity itself. Caring staff characterize successful programs. They
provide members with a sense of belonging, acceptance, empowerment, and connection. They also balance
encouragements with clear and consistent rules, structures, boundaries, and expectations that reinforce
positive, appropriate, responsible behaviours.
A caring supportive relationship with another person is identified in many studies as the most important
protective factor. Therefore, it is no surprise that program leadership is one of the most important factors in
determining the impact of a program on a child and youth.
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Reflective Questions
1. How do you provide opportunities for children and youth to experience positive interactions?
2. How do we support children and youth to make positive choices when faced with negative peer
pressure?
3. How do we facilitate appropriate peer relationships in our agency?
4. Give examples of ways to build relationships with children and youth.
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