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The mission of Santa Clara County Parks & Recreation Department is:  
“To provide, protect & preserve regional parklands for the enjoyment, education & inspiration of this 
and future generations.” 

 

The mission of Santa Clara County Parks Volunteer Program is: 

“To create opportunities for community service, in partnership with Park Staff, that support successful 
completion of projects and programs that protect park resources and provide visitors with safe, 
educational, and enjoyable experiences.” 

National River Cleanup Day at Hellyer County Park, 2015 
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USING THE VOLUNTEER PROGRAM GUIDELINES 
 
This handbook is designed to assist Santa Clara County Park staff with the management of volunteers 
and volunteer events. Specifically, those who develop and implement volunteer programs in their parks 
should refer to these policies and procedures for guidance.  To ensure expectations for all parties are 
consistent, volunteers are also responsible for being familiar with these guidelines. 
 
The Volunteer Program Guidelines are divided into four sections: 
 
SECTION 1: Introduction describes the Volunteer Program and places citizen involvement in park 
operations in historical, legal, qualitative and quantitative perspectives. 
 
SECTION 2: Managing a Volunteer Program offers guidance and suggestions on establishing a program, 
including recruiting, selecting, training and acknowledging volunteers. 
 
SECTION 3: Program Policies explains County Parks’ policies, guidelines and legal requirements for 
managing volunteer programs.  
 
SECTION 4: Appendices contain samples of required and optional forms, and other reference materials 
that may be helpful to Volunteer Managers. 
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Santa Clara County Parks & Recreation Volunteer Program 
 
The Santa Clara County Parks Volunteer Program aims to foster a spirit of citizen and voluntary action among 
business, industries and individual citizens in the community, as well as identify untapped human, technical, and 
material resources that can be mobilized for the public good through citizen initiative and voluntary action.   The 
goal is to recruit, accept, and train volunteers who will augment, but not replace, staff. 
 

In this light, all volunteers are required to adhere to Department guidelines and policies contained in 
this document and the appendices. No person shall undertake any action within any park property or identify 
him/herself as a volunteer of the Santa Clara County Parks & Recreation Department for any purpose without 
first successfully completing the County application/screening process to become a volunteer and in no 
circumstances without the prior approval from the appropriate: 

• Senior Park Ranger 
• Senior Park Maintenance Worker 
• Supervisor 
• Program Manager 
• Deputy Director or Director 

 For these guidelines, the above list will be referred to as “Park Managers”. 
 
The following chapters detail Volunteer Program guidelines as developed in accordance with County 

policies. 
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SECTION 1: INTRODUCTION 

 
Historical Background of Volunteer Service 
Santa Clara County Park Volunteers date back to 1924 when 
Stevens Creek County Park was established with the help of the 
community who gave their time and talents to help make Santa 
Clara County Parks a special place to visit.  
  
The roots of organized volunteerism in Santa Clara County Parks 
can be traced to a group of dedicated citizens, who in 1978 
helped create the Trails and Pathways Master Plan for Santa 
Clara County.  This plan was developed to provide the people of 
Santa Clara County the opportunity to reach the County’s natural 
areas and recreational facilities without total dependency on the 
automobile.  
 
A brief history of Santa Clara County Parks & Recreation 
Department Volunteer Program is found in Appendix A: General 
Information. 
  
Today, volunteers are an integral part of Santa Clara County Parks & Recreation Department. Since its inception 
in 1990, the Volunteer Program has grown to an average of approximately 35,000 hours of service donated 
annually to a variety of projects and programs. 
 
The Value of Volunteers 
The reasons people volunteer for Santa Clara County Parks & Recreation Department are as numerous as the 
types of work they do. Some thrive on interacting with people, while others seek solitude in nature. 
Volunteering provides many individuals the opportunity to engage in favorite activities or to learn something 
new. People often volunteer their career-related skills, while others prefer doing work entirely different from 
their everyday job. Whatever the reasons behind volunteering, a common motivation is the satisfaction of 
performing a needed job and doing it well. They want to see the change as much as be the change.  
 
Enabling the community to be actively involved with Santa Clara County Parks Programs increases public support 
for County Parks and helps individuals better understand management decisions. Volunteers can enhance 
existing programs or begin new projects at a minimal cost to taxpayers. They can provide service on a temporary 
or intermittent basis, or through long-term assignments. Volunteers come from a variety of backgrounds and 
often bring abilities and expertise that may not otherwise be available to County Parks. 
 
Groups of volunteers may be recruited for projects that relate to their specific, organizational goals and 
interests. For example, volunteer projects can be designed to fulfill requirements for school credit or scout merit 
badges. Short-term projects requiring large numbers of people, such as trail restoration and maintenance, or 
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assisting with special events, are best accomplished with assistance from volunteer groups. In addition to 
providing large numbers of volunteers; groups have their own leadership and infrastructure, and often maintain 
their own worker’s compensation and liability insurance. 

 
In 2016, hundreds of volunteers gave nearly 40,000 hours of their time, talents and energy to Santa Clara County 
Parks. Volunteers provided an equivalent value of over $1,130,000 in support of programs and projects in 
County Parks, based on Independent Sector’s volunteer hour equivalent of $28.46 per hour in 2016.1 A chart 
highlighting the number of volunteers and the hours they contributed to County Parks since 2004 can be found 
in Appendix A: A History of the Santa Clara County Parks Volunteer Program. The commitment of time and 
service that volunteers give to Santa Clara County enriches the visitor experience and is a source of personal 
value to the volunteers themselves. 
 
Diversity of Parks in Santa Clara County 
Santa Clara County prides itself not only in that it has a great selection of parks, but that every park is unique 
and provides the visitor with an enjoyable and memorable experience. Below are the County Parks located in 
Santa Clara County2: 
 

Almaden-Quicksilver Field Sports Rancho San Antonio 
Alviso Marina Hellyer Sanborn 
Anderson Lake Joseph D. Grant Santa Teresa 
Calero Lexington Reservoir Stevens Creek 
Chesbro Reservoir Los Gatos Creek Sunnyvale Baylands 
Chitactac-Adams Martial Cottle Upper Stevens Creek  
Coyote Creek Parkway Motorcycle Uvas Canyon/Reservoir 
Coyote Lake-Harvey Bear Ranch Mt. Madonna Vasona Lake 
Ed R. Levin Penitencia Creek Villa Montalvo 

 
Definition of a Santa Clara County Parks Volunteer 
A Santa Clara County Parks volunteer is an individual under the direction of County personnel who offers to 
perform work or services for the County of Santa Clara Parks and Recreation Department for civic, charitable, or 
humanitarian reasons, without promise, expectation, or receipt of any compensation for work performed or 
services rendered and who offers his or her services and work freely, without pressure or coercion, direct or 
implied, from the County of Santa Clara, or any of its employees, agents or representatives.  Because volunteers 
cannot be paid or compensated for the volunteer work they perform, under no circumstances may a volunteer 
receive any alternative form of payment such as temporary housing, park use or other contributions. 
 

                                                             
1 More information regarding National volunteer service statistics can be found at: 
http://independentsector.org/volunteer_time 
2 More information regarding specific parks can be found at:  
http://www.sccgov.org/sites/parks/parkfinder/Pages/parkfinder.aspx 
 

http://independentsector.org/volunteer_time
http://www.sccgov.org/sites/parks/parkfinder/Pages/parkfinder.aspx
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Volunteers are not considered County employees and do not have the same rights or benefits as County 
employees. The County of Santa Clara Volunteer Policy can be found in Appendix A: Santa Clara County 
Volunteer Policy.  
 
Other Terms and Definitions Used Within These Guidelines: 

Liaison – A designated park employee that acts as a conduit of communication between the Volunteer 
Program office and the individual volunteer or volunteer group. 
 
Park Manager – Designated senior park employee. Includes Senior Park Rangers, Senior Park 
Maintenance Workers, Park Ranger Supervisors, Park Maintenance Supervisors, Program Managers, 
Deputy Directors or Director. 
 
Program Manager – the Program Manager serves as the County Parks Department administrator of the 
Volunteer Program. 
 
Park staff – Any paid park employee including permanent employees or extra help (seasonal) 
employees. 
 
Park Unit Volunteer Program – Park staff assigned to a park or to a program may establish projects, 
recognitions, trainings and/or enrichment opportunities for an assigned park or program utilizing 
volunteers to accomplish these projects or programs. Park staff will work in concert with the Volunteer 
Program office to manage recruitment, rosters, training criteria and other activities. 
 
Project Lead – A person who is one of the park staff, a volunteer, or a park partner that has 
responsibility over an individual approved volunteer project or project team. 
 
Volunteer Program – The Santa Clara County Parks Volunteer Program, provides support, guidance, 
expertise and training to park staff assigned to a park or program for volunteer recruitment, training, 
documentation, hours tracking, recognition and event logistics and support.  The Volunteer Program 
establishes best practices and guidelines in working within individual park units and programs.   
 
Volunteer Program Coordinator -- The Volunteer Program Coordinator serves as a department-wide 
subject matter expert pertaining to volunteers. The Volunteer Program Coordinator has specialized 
knowledge of Parks and Recreation programs, services, facilities, rules, regulations, and governing 
legislation. 
 
Volunteer Program Office Specialist -- The Volunteer Program Office Specialist provides administrative 
support to the Volunteer Program. 
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Types of Volunteers:  

Long-term Volunteer – A volunteer that serves in an ongoing capacity over time, such as an 
interpretive docent.  Requires a volunteer to register as a volunteer, complete a Volunteer 
Release and Waiver and undergo a background check. 

 
Short-term Volunteer – A volunteer that serves for a single event, such as Fantasy of Lights. 
Requires a volunteer to complete a Volunteer Release and Waiver.  

 
Volunteer Group – A group of volunteers that serve under a singular identity such as a company 
or non-profit.  All hours served are calculated as part of the group’s lifetime service hours.  
 
Volunteers Working with Children -- Volunteers who may have supervisory or disciplinary 
authority over a minor or direct contact with minors must be fingerprinted and pass the Live 
Scan© criminal background screening process.  Volunteers teaching or training children in a 
classroom setting or handling food may also be required to be screened for tuberculosis.  

 
Volunteer Code of Conduct 
The following represents the Volunteer Code of Conduct or standards of conduct that all volunteers must abide 
by while performing tasks as volunteers: 

1. Professionalism: Volunteers are expected to treat visitors and staff in a courteous, professional manner. 
Volunteers should make every effort to be well-informed and helpful, and never knowingly give false or 
misleading information to the public. Volunteers should direct all complaints and questions they cannot 
adequately answer to Park Staff.  Certain complaints (e.g., child abuse or theft) must, in all instances, be 
immediately directed to Parks Staff. 

2. Behavior: Drug and alcohol use is prohibited while on duty, and volunteers shall not be under the 
influence of drugs or alcohol under any circumstances while on duty. 

3. Punctuality: It is essential for volunteers to arrive at their assignment on time and be ready to work. 
Volunteers should always communicate directly with park staff coordinating the program in advance to 
confirm their arrival time, meeting location, and ensure that necessary resources are available.  

4. Dependability: Volunteers must complete all required training and fulfill time commitments so that a 
reliable schedule may be established. Volunteers should contact park staff if any unforeseen 
emergencies arise.  

5. Appearance: It is necessary for volunteers to be neat and clean in appearance. Volunteers will be 
expected to wear a department-issued uniform and nametag when volunteering at a park site, if their 
volunteer opportunity description requires it or if directed to do so by a Park Manager.  

6. Authority: Volunteers must be familiar with and obey all park policies, procedures, rules, regulations, 
and ordinances. Volunteers should document and report all witnessed violations of laws or park 
ordinances to a Park Ranger or other available park staff. For the volunteer’s safety, a volunteer should 
not get involved in any conflicts or questionable situations with park visitors.  

7. County Property: County-owned vehicles, computers, tools, and other equipment are for official County 
business only. Some volunteers, depending on work locations and assignments, may be permitted to 
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drive County vehicles or operate/utilize other County equipment after attending an official County 
training and providing necessary documentation. Operation of all power tools and vehicles requires 
specific training and authorization (see Section 9.2).  

8. Confidentiality: 
Data Security and Ownership. 
a. Definitions and Use. 
“County Confidential Information”, as used here, means collectively and singularly all confidential or 
proprietary information and documentation of County, whether or not marked as such, including but is 
not limited to all of County’s attorney work product and County’s attorney-client information; all data, 
documents, communications and information potentially accessible by volunteer  or provided to 
volunteer by or on behalf of County; all health or medical records pertaining to patients, persons and/or 
entities receiving County services including PHI as defined herein below (regardless of whether County 
provided these services directly); all County patient, customer, client and employee personally 
identifiable information (“PII”) (e.g., name, address, email, phone number, social security number, driver 
license number), and all County Intellectual Property (as defined herein below). 
County Confidential Information does not include: (i) information independently developed by a 
volunteer without the benefit, knowledge or use of any of the County Confidential Information; or (ii) 
information received from a third party not under a confidentiality obligation to County or to any of 
County’s agents, representatives, contractors or employees (“County Representatives”).   
“County Intellectual Property”, as used here, means, collectively and singularly, any information, 
programming, object code, security code or system, material, website, publication, source code, 
document, technology, metadata, data, device, or other asset of any kind that is or is treated by County 
as if it is County’s intellectual property, including but not limited to all copyrights, trade names, trade 
dress, domain names, patents, trade secrets, moral rights, termination rights, ownership rights, rights of 
authorship, goodwill, any other proprietary rights of County or information or materials relating thereto, 
and all rights necessary for any or all local, national, or worldwide development, manufacture, 
modification, enhancement, sale, licensing, use, reproduction, publication or display. 
“Protected Health Information” or “PHI”, as used here, has the same meaning provided by the Standards 
for Privacy of Individually Identifiable Health Information, 45 C.F.R. Part 160 and Subparts A and E of 
Part 164 (the “Privacy Standards”) as promulgated by the Department of Health and Human Services 
(“HHS”) pursuant to the Health Insurance Portability and Accountability Act of 1996 (“HIPAA”) (42 U.S.C. 
Section 1320d, et seq.), California Civil Code Section 56.20 et seq. and other applicable California laws 
(each and collectively, the “HIPAA Laws”).  All PHI is County Confidential Information.    
b. Use of County Confidential Information.   
Volunteer shall not use, copy, sell, transfer, publish, disclose, display, or otherwise make any of the 
County Confidential Information available to any third party without the prior written consent of 
County.  Volunteer shall hold the County Confidential Information in strict confidence and not disclose 
or use such County Confidential Information other than for the purposes contemplated or allowed by 
County in writing, and in no event less than a reasonable standard of care, including the utilization of 
security devices or procedures designed to prevent unauthorized access to such materials.  Volunteer 
shall not attempt to circumvent any such security procedures and devices.   
c. County Intellectual Property.    
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By becoming a volunteer, a volunteer warrants, represents and agrees that (1) he/she has not and  will 
not grant or give permission or license to use County Intellectual Property, nor allow others to do so, for 
advertising or for any purpose without County’s prior written consent; (2) County is and shall remain the 
sole and exclusive owner of all right, title and interest in and to County Intellectual Property, including 
the right to grant permission to use the County Intellectual Property; (3) volunteer’s use of the County 
Intellectual Property, and all goodwill associated with the County Intellectual Property, shall inure to the 
sole and exclusive benefit of County; and, (4) nothing in these Volunteer Guidelines or any related 
document shall be construed to give Volunteer any legal or beneficial ownership interest in or title to 
the County Intellectual Property.  Notwithstanding the foregoing, in the event that a volunteer is 
deemed to own any rights in the County Intellectual Property, the volunteer (by agreeing to become a 
volunteer) permanently and unconditionally assigns all such rights to County.  By agreeing to become a 
volunteer, a volunteer represents, warrants and agrees that he/she has not and shall not (i) change or 
modify the County Intellectual Property unless expressly directed to do so by an authorized 
representative of the County in connection with the specific performance of volunteer activities 
performed on behalf of the County, or (ii) create any design variation of the County Intellectual Property 
without the prior written consent of County; a volunteer SHALL NOT join any name, mark or logo with 
any of the County Intellectual Property so as to form a composite trade name or mark, without 
obtaining the prior written consent of County; a volunteer shall refrain from using any other name or 
mark that is confusingly similar to the County Intellectual Property; and, a volunteer will not directly or 
indirectly do anything to compromise the County Intellectual Property.   A volunteer shall notify County 
immediately if he or she becomes aware of any actual, suspected or threatened infringement, misuse, 
imitation, dilution, misappropriation or other unauthorized use, access or conduct in derogation of the 
County Intellectual Property.  County shall have the sole right to bring any action to remedy the 
foregoing, and volunteer shall cooperate with County in exercising such right.  Any and all recoveries 
resulting from such actions initiated by County shall be retained by County.  EXCEPT AS EXPRESSLY 
PROVIDED FOR HEREIN, COUNTY DISCLAIMS ALL WARRANTIES REGARDING THE COUNTY INTELLECTUAL 
PROPERTY AND ANY OTHER INFORMATION OR ASSISTANCE PROVIDED INCLUDING WARRANTIES OF 
NON-INFRINGEMENT.  IN NO EVENT SHALL COUNTY BE LIABLE TO ANY VOLUNTEERS OR OTHERS FOR 
ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, CONSEQUENTIAL, COLLATERAL OR PUNITIVE DAMAGES 
OR LOST PROFITS OR FAILURE TO REALIZE EXPECTED SAVINGS OR OTHER COMMERCIAL OR ECONOMIC 
LOSS OF ANY KIND, ARISING FROM, OUT OF OR RELATED TO (1) COUNTY INTELLECTUAL PROPERTY OR 
THIRD PARTY INTELLECTUAL PROPERTY, (2) VOLUNTEER’S USE OF OR RELIANCE ON THE COUNTY 
INTELLECTUAL PROPERTY OR ANY THIRD PARTY INTELLECTUAL PROPERTY OR (3) ANY INFORMATION OR 
ASSISTANCE PROVIDED TO VOLUNTEER BY OR ON BEHALF OF COUNTY. 
d. Notice of Health Insurance Portability and Accountability (HIPAA) and Patient Privacy Law 
Compliance.   
While accessing County real or personal property, a volunteer may have direct or incidental access to 
“Protected Health Information” or “PHI” or contact with patients.   
County will endeavor to implement reasonable safeguards to protect the PHI from any intentional or 
unintentional disclosure to third parties in violation of County privacy standards by implementing 
appropriate administrative, technical, and physical safeguards to protect the privacy of PHI, and will 
endeavor to implement appropriate administrative, technical and physical safeguards to limit incidental 
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disclosures of PHI, including disclosures to volunteer. However, volunteer shall not access, use or 
disclose any PHI and shall comply fully with all County administrative, technical and physical safeguards.  
In the event, however, PHI is disclosed to volunteer, either directly or indirectly and regardless of 
whether the disclosure is inadvertent or otherwise, volunteer will maintain the privacy and 
confidentiality of such PHI, will not remove the PHI from County property, and will immediately inform 
the County upon learning of any disclosure of PHI.  
e. Third Party Intellectual Property.   
By agreeing to become a volunteer, volunteer warrants, represents and agrees to save, defend, hold 
harmless and indemnify the County and the County Representatives from, for and against any and all 
claims, fees, losses, damages, injuries, fines, penalties, costs (including court costs and attorneys’ fees), 
charges, liability, and/or exposure, however caused, for or on account of any software, metadata, 
system, hardware, design, device, material, program, trademark, trade name, trade dress, copyright, 
patented or unpatented invention, process or article (collectively and each the “Third Party Intellectual 
Property”) manufactured, supplied, or provided by volunteer in relation to the volunteer services.  If 
volunteer uses or relies upon any such Third Party Intellectual Property covered by, subject to or 
claimed to be the intellectual property of another, then, without exception, all litigation costs, 
attorney’s fees, royalties and other fees (including licensing, service and maintenance fees) owed or 
claimed for the use of such Third Party Intellectual Property shall be solely and exclusively paid by 
volunteer. 

9. Live Scan©/Background Check: Depending on the opportunity type, a volunteer may be required to 
undergo a Live Scan© criminal background check by providing their fingerprints to Santa Clara County 
Sheriff’s Office at no cost to the volunteer. Criminal history background checks, including fingerprinting, 
are required for all ongoing volunteer opportunities where interaction with the public and/or children is 
part of the volunteer opportunity. 

10. Limitations: Volunteers should not expect special privileges regarding park use or use of park facilities. 
Volunteers are not allowed to accept any gifts or gratuities or use County property or equipment for 
personal benefit. Recognition gifts issued by County Parks may be the exception, but no volunteer is 
assured receipt of any such recognition and County is under no obligation to provide any.  

11. Resignation: If a situation arises resulting in a volunteer no longer being able to make his/her 
commitment, a written resignation letter is requested, and the volunteer is required to return all Park 
property (uniform items, books, etc.). 

12. Minor Safety: Volunteers must follow the “Rule of 3” policy. At no time may an adult volunteer and a 
minor (a person under the age of 18 who is a park user, volunteer or program participant) be alone 
together. There must always be either an additional minor, or preferably, an additional adult (another 
volunteer or park staff). This is to ensure the safety and well-being of both minors and adults. 

13. Failure to comply: Volunteers may be asked to perform other volunteer tasks related to the ongoing 
needs of County parks. Failure to comply with any requirements listed here, including violation of any 
Volunteer Program Guidelines, Park policies, or County policies may result in release from the Volunteer 
Program.  

14. Samaritan Software: Reference to “Samaritan” or “Samaritan Software” in these Volunteer Guidelines 
means the County’s volunteer management software system known as Samaritan Technologies ™.  This 
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software program is the system adopted by Santa Clara County beginning in 2017 to use as a volunteer 
management tool for Santa Clara County Parks and Santa Clara County, in general. 

 
Recruitment Policy and Volunteer Eligibility  
No Discrimination:  Volunteer recruitment adheres to County Parks’ Equal Opportunity Employment Policy and 
the County Volunteer Policy.  Generally, what this means is that Santa Clara County Parks will provide a 
discrimination-free work place by recruiting and retaining qualified volunteers without regard to: race, color, 
creed, national origin, ethnicity, ancestry, sex, marital status, disability, religious or political affiliation, age, 
gender identity or sexual orientation, among other things. 
 
Volunteer Selection:  The County is under no obligation to accept all volunteer services offered to the County, 
nor is County under any obligation to continue to use any volunteer services currently provided.  If a volunteer is 
asked to assist the County, then the volunteer will be given a specific, identified task and the volunteer will be 
expected to be ready, willing and able to perform the task safely and adequately. Supportive interaction and 
communication among volunteers, and between staff and volunteers, contribute to a healthy and active 
volunteer program. 
 
In summary, these criteria determine the volunteer eligibility: 

• Volunteers are recruited and placed without regard to race, color, creed, national origin, ethnicity, 
ancestry, sex, marital status, disability, religious or political affiliation, age, gender identity or sexual 
orientation. 

• Volunteers must be able to physically perform their accepted assignment(s) safely and adequately.  
• Volunteers must be United States citizens, have a Permanent Resident Card or a permanent worker visa.  
• Volunteers in the following core opportunities must be 18 years or older due to the responsibilities of 

the opportunity: 
• Docents and Visitor Center Hosts 
• Trail Watch 
• Camp and Site Host 
• Trail Crew and Trail Crew Lead 
• Volunteer Lead / Park Ambassador 
• Land Steward / Maintenance 
• Natural Resource Monitors 
• Archives and Collections 

Minors may participate in most other volunteer events and programs at the discretion of a Park 
Manager or their designee, if the volunteer policies pertaining to minors are followed and the minor 
holds the necessary skills to perform the volunteer services contemplated.  

• The Fair Labor Standards Act prohibits County Park employees from volunteering to do the same 
activities that they are normally paid to do. County Park employees may, however, perform activities 
not significantly related to their paid positions.  

• Volunteer assignments must be outside the full scope of regular County employee duties. Volunteers 
may support and assist staff with their responsibilities. 
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• Volunteers are subject to the same standards of conduct expected of paid employees under the Santa 
Clara County Board Policy 3.32: Code of Ethical Conduct.  

 
Volunteer Opportunities 
Santa Clara County Volunteers perform a variety of tasks that assist staff and enhance services. Traditionally, 
volunteers are associated with an individual park or program unit, providing a variety of visitor-related services 
under the guidance of park staff. Volunteers may assist with many activities throughout the County Parks 
system, including: 

• Visitor services such as camp hosting or hosting visitor centers 
• Educational programs for school and community groups 
• Trail Watch patrols 
• Trail construction and maintenance 
• Land stewardship and park beautification projects   
• Native plant and wildlife enhancements or monitoring 
• Marketing 
• Recreation classes 
• Other support services  
• Special event support 
• Parks advocacy 
• And much, much more! 

 
Roles and Responsibilities of the Volunteer Program 
The County Parks Volunteer Program is responsible for many 
tasks, including establishing Volunteer Program guidelines and 
assisting department staff in implementing the guidelines. 
Along with training staff in volunteer management, the Volunteer Program helps park staff recruit, train, retain, 
coach, discipline, and recognize volunteers. The Volunteer Program also acts as the primary contact for 
Volunteer Liaisons and provides a way for staff and volunteers to keep track of hours donated, and projects 
completed. The Volunteer Program also administers the online volunteer management software system called 
Samaritan Technologies ™, used throughout these guidelines as “Samaritan” or “Samaritan Software”. This 
software program is the system adopted by Santa Clara County beginning in 2017 to use as a volunteer 
management tool for Santa Clara County Parks.
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SECTION 2: MANAGING A VOLUNTEER PROGRAM 
 

Chapter 1: Starting a Volunteer Program at Your Park 
 

This chapter offers practical advice and 
guidance on how Park Units can create, 
organize and maintain a Volunteer Program    
and explains the organizational and 
reporting structure within County Parks, as  
it relates to Volunteer Management.  
 
The role of the Department’s Volunteer 
Program is to organize and support the 
Department’s efforts to recruit, train, equip, 
recognize and manage volunteers. It  
is the administrative umbrella and 
foundational support for the department’s 
efforts to administer volunteer donations of 
time and skills. As such it sets administrative policy for  
the Department by working in concert with executive management and park staff, the office of county counsel 
and existing volunteers. It provides expertise regarding the coordination, supervision and recognition of 
volunteers, and it is equipped with a budget to support various park or program needs such as issuance of 
uniform items, coordination of background checks on potential volunteers, and tracking and distribution of 
recognition items, such as park passes, benchmark awards, and the like.  
 
The Volunteer Program’s goals are to provide the Department with supplemental labor and to ensure that local 
citizens and park visitors can engage with our parks and programs to gain a deeper understanding of the 
Department’s mission, vision, goals, and objectives.  
 
The role of park staff is to work with the Volunteer Program as they administer park and program initiatives. 
While the Volunteer Program provides the framework for the supervision and management of volunteer staff; 
park staff are tasked with determining the volunteer needs of a park or program; communicating those needs to 
the Volunteer Program and initiating and implementing an onsite volunteer program.  
 
To this end, each Park Manager (or designee) overseeing a Park Unit Volunteer or Program is expected to assign 
a staff person, or existing lead park volunteer, to act as the liaison between the Park Unit Volunteer Program 
and the Volunteer Program. This ensures there is a single point of contact between the two programs thus 
improving coordination and communication and placing a high priority on supporting volunteers both in the field 
and through administrative efforts. 
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1.1 Staff Support 
 
Support from park staff in all park functions – visitor services, maintenance, operations and administration – is 
essential to the success of a well-managed and cost-effective Park Unit Volunteer Program. 
 
Park Managers have the role of encouraging park staff to be aware of the associated demands and great 
potential of a successful Park Unit Volunteer Program. 
 
Park staff assigned to each park unit is responsible for: 

• Improving public service 
• Protecting resources 
• Increasing public awareness of the importance of County Parks to society, the economy, and the 

environment.  
 

Park staff should define their needs and then recruit volunteers based on their needs. Park staff should make 
the volunteers feel welcomed and help ensure resources are available for volunteers to complete their assigned 
tasks. Park staff members should also have an active role in thanking and recognizing volunteers for their 
contributions to Parks.  
 
1.2 Needs Assessment 
 
A needs assessment is an analysis of park needs, how volunteers can serve a park, and what types of volunteer 
skills are needed. When conducting a needs assessment for a park or program, all park staff should be included. 
A needs assessment can be part of an ongoing evaluation of a Park Unit Volunteer Program. A well-managed 
Park Unit Volunteer Program has the potential to increase the effectiveness of public services, as well as to 
foresee unanticipated demands upon staff time and funding. 
 
Park staff should work with Park Managers to improve upon the Park Unit’s Collaborative Park Management 
Plan1 processes to identify appropriate volunteer tasks, roles, and projects within their assigned park or program 
and collaborate with park staff, volunteer program staff and other park program leads to facilitate recruitment, 
training and deployment of volunteers to fulfill those identified needs. 
 
Volunteer Program staff can help other park staff assigned to a park or program develop and analyze a needs 
assessment if one is desired.  
 
 
 
 
 
 
                                                             
1 Collaborative Park Management Plans - Home 

https://connect.sccgov.org/teams/parks/cpmp/SitePages/Home.aspx
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1.3 Volunteer Opportunity Descriptions 
 
Volunteer opportunity descriptions are an important next step in clarifying volunteer responsibilities and 
requirements and manage expectations for both volunteers and staff. Park Managers or their designee shall 
develop clear and concise volunteer opportunity descriptions for each volunteer opportunity or function. The 
volunteer opportunity descriptions must outline specific volunteer responsibilities, performance standards, and 
supervisory chain of command. All volunteer opportunity descriptions must be reviewed by the Program 
Manager prior to publishing and/or recruitment. Volunteer Program staff can assist in providing volunteer 
opportunity descriptions for use by Park Managers and other park staff.  
 
A well-written volunteer opportunity description should 
include the following items: 

1. Title 
2. Purpose 
3. Duties/Responsibilities 
4. Skills/Qualifications 
5. Time commitment 
6. Training 
7. Who the volunteer directly reports to 
8. How the volunteer can benefit 
9. How the project or position will benefit the park 

and/or the community 
 
A standard volunteer opportunity description may be written when several volunteers are needed for a specific 
opportunity. For example, a standard volunteer opportunity description could be used to detail the 
responsibilities, the supervisory chain of command, and the performance standards for Trail Watch at all parks 
within a region, if the volunteer tasks and standards are the same at each park.  It is important to remember 
that volunteers are not intended to replace or fill in for County employee positions or do the work normally 
performed by County employees. 
 
Existing volunteer opportunity descriptions are included in Appendix D. 

 

1.4 Work Environment 
 
A positive work environment helps create a feeling of cooperation and mutual respect between volunteers and 
park staff.  County park staff can create and maintain a good working environment by: 

• Being friendly; 
• Greeting volunteers by name; 
• Thanking them; and, most importantly, 
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• Treating them with respect. 
 

Each volunteer should be made to feel comfortable and aware of any written and unwritten ground rules. Park 
staff should share and rotate monotonous assignments among volunteers, so individuals won’t become bored 
with their tasks. 
Provide information about, if possible, the following amenities for volunteers2:  

1. Break room (which may be shared with staff) including access to a First Aid Station for personal use 
while performing volunteer duties 

2. Place where volunteers can store valuables such as purses and jackets 
3. Parking spaces 
4. Best practices for working park events or at park facilities 
5. Emergency protocols and safety practices  

 
 
1.5 Organizational and Reporting Structure 
 
The organization and management of volunteers is a shared responsibility. Overall policy and guidelines are 
developed and maintained under the guidance of the Program Manager. The diversity of Volunteer Programs, 
along with unit-wide geographic locations, requires management and supervision of volunteers at the park level 
and throughout the Department. 
 
VOLUNTEER PROGRAM MANAGER 
The Program Manager serves as the County Parks Department administrator of the Volunteer Program. 
 
The Program Manager is responsible for: 

• Planning, organizing, and directing the County Volunteer Program; 
• Establishing program priorities and developing strategies to achieve objectives; 
• Formulating and implementing policies, plans and procedures for carrying out functions of the program; 
• Providing assistance and guidance to advisory and planning boards, commissions, task forces and other 

special groups as required; 
• Determining budgetary requirements to maintain the program; 
• Selecting and hiring staff and ensuring the orientation, training and development of program staff; 
• Leading from the front, by being visible to field/program staff and providing hands-on, active 

participation in park/program events.  
 
 
 
 
 

                                                             
2 Some volunteers might feel uncomfortable asking for such conveniences, so it is better to provide information about 
these services during initial orientation. 
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VOLUNTEER PROGRAM COORDINATOR 
The Volunteer Program Coordinator serves as a department-wide 
subject matter expert pertaining to volunteers. The Volunteer Program 
Coordinator has specialized knowledge of Parks and Recreation 
programs, services, facilities, rules, regulations, and governing 
legislation. 
 
The Volunteer Program Coordinator is responsible for:  

• Department-wide recruitment of core volunteers, camp hosts, 
one-time park event volunteers, scouts, and higher education 
interns 

• Intake of volunteer applications, recommendation of 
placement to park unit liaisons for meeting and interviewing, 
training and recognition of volunteers for projects and 
programs; 

• Formal processing of volunteers with additional training needs and prerequisite requirements once 
approved and confirmed by field staff 

• Coordinating volunteer roles and responsibilities for Department-wide events such as dedications, 
festivals, groundbreakings and fund-raisers; 

• Defining volunteer expectations in advance and providing hands-on assistance to encourage, support, 
supplement and track all volunteers and their volunteer tasks in support of volunteer events and 
programs; 

• Providing training for volunteers and ensuring training meets the current needs of the program and park 
staff;  

• Maintaining accurate dates, records and files of County Parks volunteers;  
• Planning and organizing the annual volunteer recognition event 

 
VOLUNTEER PROGRAM OFFICE SPECIALIST III 
The Volunteer Program Office Specialist provides 
administrative support to the Volunteer Program. 
 
The Office Specialist is responsible for: 

• Providing volunteers and park staff with 
information by searching for and extracting data, 
giving explanations on policies or procedures, 
composing routine letters, and responding to 
inquiries via electronic mail; 

• Assisting volunteers and staff regarding events, 
meeting locations and logistics; 

• Preparing a variety of correspondence, memoranda, resolutions, minutes of meetings or hearings; 
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• Performing a variety of clerical tasks, including copying and assembling materials, collecting and 
distributing mail, answering phones, taking messages, and other related tasks; 

• Maintaining a database for tracking hours served and preserving volunteer records; 
• Procuring goods for the program and coordinating billing, accounts payable and inventory; and 

maintaining records of such. 
 

PARK MANAGERS 
For these guidelines, Park Manager refers to Senior Park Rangers, Senior Park Maintenance Workers, 
Supervisors, Program Managers, Deputy Director or Director. Volunteers shall undertake no actions within any 
park property or identify themselves as representatives of the Santa Clara County Parks & Recreation 
Department without prior approval from the appropriate Park Manager. 
 
The Park Manager is responsible for: 

• Planning, directing and overseeing regional and Park Unit Volunteer Programs;  
• Coordinating Park Unit Volunteer Program activities, including recruitment, screening, and required 

training of volunteers; 
• Performing supervisory-specific jobs such as coaching, mentoring and/or disciplining volunteers; 
• Informing the Program Manager of all program activities, relevant problems and volunteer issues. 
• Designating the Park Unit Volunteer Liaison to manage and supervise volunteer projects and activities at 

the regional/park levels, and specify the volunteer tasks for each opportunity. 
• Approving proposed volunteer opportunity descriptions.  

 
 
PARK UNIT VOLUNTEER LIAISONS 
As delegated by Park Managers, Park Unit Volunteer Liaisons often have the lead responsibility for volunteer 
recruitment, orientation, training, scheduling, data entry, record keeping, performance evaluation and 
recognition within their unit or program.  
 
The Park Unit Volunteer Liaison is responsible for:  

• Maintaining a close working relationship with the Volunteer Program Coordinator; 
• Meeting, screening, placing, and orienting new volunteers; 
• Periodic review of volunteer performance;   
• Ensuring that all volunteers complete the required administrative forms; 
• Preparing volunteer opportunity descriptions for approval by a Park Manager; 
• Ensuring volunteers understand the importance of self-reporting their hours in Samaritan; 
• Regularly monitoring and approving volunteer log book hours entries in Samaritan; 
• Providing daily and/or periodic recognition of individual one-time and ongoing volunteers; 
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• Maintaining volunteer records and statistics to be reported to the Volunteer Program Coordinator 
annually or as required.
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Chapter 2: Recruitment 
 
Volunteers are an asset to the County. The knowledge, skills and abilities volunteers possess aid in providing 
more diverse experiences to County Park visitors. In some cases, volunteers offer specialized skills that provide 
County Parks a unique way to connect with the communities of Santa Clara County. In turn, County Parks 
receives support and exposure from a wide array of constituencies. Volunteers are a “force multiplier” in a 
variety of ways. 
 
2.1 Finding the Right Volunteers 
 
It is recommended to delay recruitment 
until the preliminary structure of the Park 
Unit Volunteer Program is completed, 
including the following: 

• Volunteer opportunity 
descriptions are prepared 

• Volunteer facilities and 
assignments are designated 

• Program supplies are obtained 
• Training needs are identified 

 
Once park staff begin recruiting, they should be patient and persistent, particularly in the initial stages. As time 
goes on, the volunteers themselves will spread the word and become some of the park unit’s best resources. 
There are many effective methods to use in recruiting new volunteers. Which method(s) to use will depend on a 
variety of factors, including the type of volunteer(s) needed, the age and skills required, the location of the 
opportunity and the type of media used to recruit.   
 
**The most effective way to recruit volunteers is by simply asking them through personal contact. Nationwide, 
the number one reason people do not volunteer? “No one asked me.” 
 
Other ways to reach a great number of people include: 

• Local community volunteer centers, which specialize in locating and placing volunteers 
• Community club meetings 
• Social or community gatherings and professional societies 
• Senior citizen groups 
• Local high schools and colleges 
• Local conferences and fairs 
• Social media (use of social media requires compliance with the County’s social media policy1) 

                                                             
1 https://connect.sccgov.org/sites/policies/FormsrelatedtoPolicies/SCC-Social-Media-Policy.pdf 

https://connect.sccgov.org/sites/policies/FormsrelatedtoPolicies/SCC-Social-Media-Policy.pdf
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• Internet sites such as Volunteer Match, Volunteer Centers of America, Hands On Network, Take 
Pride in America, All for Good, United We Stand, Serve.gov, etc. (please involve Human Resources 
and/or Office of County Counsel, regarding use of these sites).  If any of these entities require 
signature on any terms or conditions of use, please coordinate with the Office of County Counsel 
before signing anything. 

• Media outlets, including local talk shows, public service announcements in newsletters, local 
newspapers and radio/TV stations, etc. (please involve Office of Public Relations regarding use of 
these media outlets). 

• Volunteer programs run by private businesses, industries, or state and federal agencies (certain 
requirements may apply).  If any of these entities require signature on any terms or conditions of 
use, please coordinate with the Office of County Counsel before signing anything. 

 
It’s important to consider what specific tasks potential volunteers need to complete and recruitment efforts 
should be based on these needs for the park or program to find the most appropriate individuals. What will 
make the service or program stand out from similar services or programs offered by others? 
 
In general, retirees, the self-employed and stay-at-home parents have the most flexible schedules and highest 
degree of availability; however, everyone is a potential volunteer. If there is a need for tasks which a volunteer 
can complete at home (e.g. writing a park newsletter) virtually anyone can volunteer.   
 
Students and youth are excellent volunteers. Clubs, student unions, college websites and social networks, 
college newspapers, and job placement centers are great resources to find volunteers. Contact professors who 
teach courses in natural resources, archaeology, history, recreation, anthropology and other park-related 
subjects. High school and elementary-school-age volunteers can be found through teachers, principals, guidance 
counselors and clubs. Reach special-interest groups, such as off-highway vehicle clubs, local hiking clubs, Boys 
and Girls Clubs and scouting troops through active members, websites, and social media.  If any website, 
organization or social media site require agreement to any terms, conditions or requirements or require a 
signature, please coordinate with the Office of County Counsel before agreeing to any such terms.  These terms 
and conditions create contractual relationships that need to be reviewed and approved by the Office of County 
Counsel first. 
 
 
 
 
 
 
 
 
 
 



Santa Clara County Parks & Recreation Volunteer Program Guidelines      
 

19 
Section 2: Managing a Volunteer Program 
Chapter 2: Recruitment 

The Santa Clara County Parks & Recreation Volunteer Program is available to provide park staff with guidance or 
training in the best practices of volunteer recruitment upon request. The Volunteer Program also has funds to 
recruit new volunteers including paying to publish recruitment notices in large-scale publications. 

 
In all communication with prospective volunteers, make 
sure to include a specific contact person, telephone 
number, and internet and/or email address. 
 
Note: General information about volunteer opportunities 
in Santa Clara County Parks, including a schedule of 
current volunteer events and opportunities, can be found 
on the Volunteer tab via the County Parks’ home page 
www.parkhere.org. The Parks Volunteer Program can 
assist by publishing volunteer opportunities for park units 
and programs on the Parks website. 
 

2.2 Screening Volunteer Applicants 
 
The following section can be used as a reference tool by Park Managers and/or Liaisons when selecting 
volunteers. The first step in becoming a volunteer is to register online at https://scc.samaritan.com.  If online 
registration is unavailable a person may also submit a Volunteer Application (Appendix C). The Volunteer 
Application will help the park staff to obtain information on a volunteer so that the best use can be made of the 
volunteer’s experience and talents. Screening and placement of volunteers are essential to program success. 
The County strives to find appropriate placements for individuals interested in volunteering as long as the 
placement meets the needs of the individual and the Department.  Park staff must screen all potential 
volunteers properly to ensure that their impact is positive for Santa Clara County Parks and the public. This 
includes communicating volunteer responsibilities upfront to the volunteer to manage volunteer expectations. 
The County Parks Volunteer Application provides the basic data needed to begin the process of assessing and 
selecting volunteers. The County Parks Volunteer Application is integrated into the Volunteer Program’s online 
software management system, known as Samaritan.  Samaritan is the primary portal for volunteer recruitment, 
sign-ups, hours tracking, and all other aspects of volunteer management. Additional information and training 
tools on the use of Samaritan Software are included in Appendix B. 
 
Note: It is County policy that screening shall not be based on the applicant’s race, color, creed, national origin, 
ethnicity, ancestry, sex, marital status, disability, gender identity, religious or political affiliation, age, or sexual 
orientation. For more information visit the Equal Opportunity Division website at: 
https://connect.sccgov.org/sites/esa/ 
 

http://www.parkhere.org/
https://scc.samaritan.com/
https://connect.sccgov.org/sites/esa/Equal%20Opportunity/Pages/home.aspx
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2.3 The Assessment Process 
 
The objective of the assessment process is to match 
the volunteer’s interests and skills to the needs of the 
Park Unit or program. The assessor must plan very 
carefully to conduct a meeting that elicits the 
information needed to judge each candidate’s 
qualifications for specific assignments. Every meeting 
has the following stages: 
 
Preparing the Assessment Questions 
When developing questions, consider two very 
important questions: 

1. Will the question elicit an answer that could screen out minorities or members of one gender, or 
disqualify a significantly larger percentage of one group over any other group? 

2. Is the information being requested really needed to evaluate the applicant’s competence or 
qualifications for a specific assignment? 

Assessment questions can be either of two types: open-ended or closed ended/restricted 
1. Open-ended questions are designed to encourage the applicant to provide additional information about 

a certain subject. They might include the following: 
• Tell me, how would you…? 
• What did you like best about…? 
• Why are you interested in being a volunteer? 

2. Closed-ended/Restricted questions tend to elicit short answers: yes, no, or a brief response: 
• Can you work the required two days per month? 
• Are you available to work on Tuesday afternoons? 
• Do you have computer experience? 

Using a combination of question types is generally the best way to conduct an assessment. 
 
Pre-Assessment 
Before the meeting, take time to review the questions that will be asked, the volunteer opportunity description, 
and the potential volunteer’s application form. Remember to relax. Give the volunteer an opportunity to review 
the volunteer opportunity description. Choose a location for the meeting that is comfortable and free from 
interruptions. Remember, this is just a conversation designed to get to know the potential volunteer and place 
them in an appropriate assignment.  
 
Opening the Meeting 
Make every attempt to establish rapport with the volunteer and make him or her feel at ease. Welcome the 
volunteer, introduce everyone present, and provide a brief overview of the Park Unit Volunteer Program and the 
volunteer opportunity they are interested in. 
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Conducting the Meeting 
A critical issue is listening to what the candidate has to say. Allow the volunteer to answer questions free from 
interruption. This is a two-way meeting. Invite questions, comments, and concerns so both parties will have the 
information needed to decide whether the volunteer is right for the opportunity and the opportunity is right for 
the volunteer. Be sure to ask the same questions of all volunteers who sign up for a specific opportunity. 
Additional questions may be asked of specific individuals to clarify or amplify a point. Give the potential 
volunteer a chance to ask questions and make sure he/she is comfortable with and willing to perform the 
assignment(s). 
 
Closing the Meeting 
Being concise and upbeat is an important part of closing the meeting. Explain to the potential volunteer what 
the next steps will be and thank the applicant for his or her interest and effort. 
 
Reference Checks 
Ask for references and be sure to check them particularly if the work the volunteer will be doing is sensitive, 
such as working with money, certain administrative documents, or with children. 
 
Placement 
Placement of a volunteer should be based on the information gathered in the screening, meeting, and reference 
check processes. Placement must be done with the consensus of both the volunteer and the supervisor. Also 
included in the placement of a volunteer is registering them in Samaritan Software or having them complete the 
Volunteer Application, processing their background check/Live Scan©, park orientation and other required 
training for the position, and issuance of uniforms or other supplies necessary to complete tasks. These are 
specified within each individual volunteer position description and in the volunteer opportunity description in 
Samaritan. Registration of accepted volunteers is talked about in greater detail in Chapter 3: Registering 
Volunteers. 
 
Notification 
Be sure to follow up with prospects who were not selected for volunteer opportunities. If possible and 
appropriate, find another volunteer opportunity for them to consider. For assistance with obtaining resources 
such as providing alternate service opportunities or a sample regret letter, staff may contact park staff at the 
Parks Volunteer Program office.
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Chapter 3: Registering Volunteers 
 

 
3.1 Types and Eligibility of Volunteers 
 
 The charts listed on the following pages provide an outline of specifications and procedures for the following 
categories of volunteers engaged by Santa Clara County Parks. 
 

 
 
 
 
 
 
 
 
 

 Volunteer 
Status 

Definition Registration/Management Additional Information 

 Short-term 
Volunteer  

Volunteers who serve 
intermittently at single-day 
events and without a lasting 
commitment, such as Trail 
Days, Park Beautification 
Days and Special Events.  

Short-term volunteer is 
registered through Samaritan 
and must complete an online 
Volunteer Release and 
Waiver.  

Alternate option if volunteer arrives to 
an event without already completing the 
online Volunteer Release and Waiver 
through Samaritan is to have them 
register as a volunteer through 
Samaritan from a mobile device such as 
a Smart Phone or tablet and have them 
complete a hard-copy Volunteer Release 
and Waiver form which is then 
forwarded to the Volunteer Program 
Office. An interview and criminal 
background check may be required if 
children will be supervised or managed 
by the volunteer. 

 Short-term volunteers 
 Long-term volunteers 
 Active Volunteer 
 Inactive Volunteer 
 Minor 
 Emancipated Minor 
 Student Intern 
 Group Volunteers 
 Camp and Site Hosts 
 County Employees 
 Former County Employees 
 Family Members of County Employees 
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 Volunteer 
Status 

Definition Registration/Management Additional Information 

 Long-term 
Volunteer 

Volunteers who want to 
serve on an ongoing basis 
rather than on an individual 
event or project basis per 
year.  The average 
commitment is 20-50 hours 
or 6-12 months, depending 
on the role. They are 
opportunity-based and will 
be registered as an active 
volunteer in Samaritan.   

Long-term volunteer is 
registered through Samaritan 
and must complete an online 
Volunteer Release and 
Waiver.  Volunteer must be 
interviewed by the 
opportunity coordinator and 
complete a Live Scan © 
background check, and any 
required training upon 
placement into the position.  

Additional trainings may be offered or 
required upon placement depending on 
the requirements and benefits of the 
individual position description. An 
interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed. 

 Active 
Volunteer 

Has met the minimum 
requirements for active 
status, as determined by the 
volunteer opportunity 
description or Park Unit.  

Designated unit liaison or 
park representative shall be 
responsible for approving 
volunteer status and 
approving volunteer hours 
entries in online logbooks in 
Samaritan and ensuring that 
individuals are recording 
their hours.  

Generally, 4 – 8 hours per month is a 
reasonable minimum time commitment, 
however, park managers will establish 
their own requirements based on the 
Park Unit Volunteer Program and these 
guidelines.  
Hourly requirement also depends on the 
volunteer role and availability. 

 Inactive 
Volunteer 

A volunteer who has not 
met the minimum 
requirements for active 
status, including hours 
worked or training needed.  
Volunteers will be placed on 
inactive status following two 
full years of no excused 
absence of activity. 
 

If return to active status is 
approved, all registration 
documents shall be reviewed 
and updated as needed. 
Reorientation or training may 
also be necessary.  

Return to active status is not guaranteed 
in future.  

 Minor 
Volunteer 

Must be between the ages 
of 12 and 18. Except for 
emancipated minors, a 
parental release is required. 
15 and younger requires 
parent or guardian 
accompanying while 
performing volunteer 
duties. Minors aged 11 and 

Minors may serve as 
volunteers provided a Youth 
Volunteer Release and 
Waiver Form has been signed 
by the youth and by the 
volunteer’s parent or 
guardian.  

The number of hours minors may work 
during the school year is based upon 
age.   
Age 12 & 13: Only during holidays, 
school vacations and weekends.  8 hours 
per day/40 hours per week. Only 
between 7:00am and 7:00pm. 
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 Volunteer 
Status 

Definition Registration/Management Additional Information 

under cannot 
volunteer.  However, a 
parent or legal guardian 
who is a registered 
volunteer performing 
approved volunteer services 
may be accompanied by 
their children who are 
between the ages of 9 and 
11, provided the parent or 
legal guardian are present at 
all times and assume full 
responsibility for the safety 
and welfare of said children. 
Participation by youth under 
the age of 9 may be 
considered on a case by 
case basis.  

Age 14 & 15: 3 hours per school day 
(after school hours); 18 hours per week 
OR 8 hours per day/40 hours per week 
on non-school days.  Only between 
7:00am and 7:00pm. 
 
Age 16 & 17: 4 hours per school day 
(after school hours); 8 hours per day/40 
hours per week on non-school days. 
Only between 5:00am and 10:00pm 
(except where local curfews apply). 
 
Potentially hazardous work is prohibited 
(e.g. operating a motor vehicle, working 
on railroad equipment, on or around 
machinery, or with hazardous 
chemicals). 

 Emancipated 
Minor 
Volunteer 

Under the age of 18 and has 
entered into a valid 
marriage, whether the 
marriage has been dissolved 
or not; or on active duty 
with the US armed forces; or 
has received a declaration of 
emancipation of California 
Family Code 7122. 

An Emancipated Minor 
Volunteer is registered and 
processed as an adult 
volunteer. 

An interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed.  

 International 
Volunteer 

Adult or student volunteers 
who are citizens of countries 
other than the United 
States.  

Volunteers must complete 
the International Volunteer 
section on the online 
Volunteer Application. 

Volunteers are required to have a 
current and valid work visa to volunteer 
at Santa Clara County Parks.  A person 
with only a non-immigrant visa, 
including a visitor visa or student visa, 
do not qualify as a Santa Clara County 
volunteer.  
 
An interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed. 
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 Volunteer 
Status 

Definition Registration/Management Additional Information 

 Student 
Interns 

High school or college 
students. Internships often 
directly align with academic 
studies.  

Paid interns are managed as 
seasonal employees. 

Additional paperwork may be required, 
depending on the student and/or 
university requirements. 

 Group 
Volunteers 

Formal or informal groups 
who volunteer together 

A group must apply using the 
online Volunteer Release and 
Waiver and designate their 
group affiliation in their 
personal profile. 

An interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed. 

 Camp and 
Site Hosts 

Volunteers who reside 
temporarily in a designated 
campsite while assisting 
Park staff in providing 
services to park visitors.  

Hosts must register through 
Samaritan and must 
complete an online Volunteer 
Release and Waiver. 

Hosts will be subject to an interview and 
criminal background checks, including 
Live Scan© fingerprinting. 
This position requires a minimum 
amount of service hours to maintain 
placement. 

 County  
Employees 

County employees may 
volunteer their services for 
work not related to their 
paid employment.  
Volunteer services cannot 
occur during normal work 
hours.  No compensation 
will be offered or provided 
for such services.   

Volunteer assignments must 
be outside the scope of 
regular County employee 
duties.   The Program 
Manager shall determine 
whether to accept volunteer 
services of a County 
employee.   

An interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed.  
 
May be required to fill out additional 
forms before volunteering for any 
activities (e.g. County Outside 
Employment/Incompatible Activity 
Form).  The employee should confirm 
with his/her management and with 
Human Resources Department.   

 Former 
County 
Employees 

Former employees may 
provide volunteer services 
under specific conditions 
established by the County. 
See Section 3.11 for more 
detail. 

The Program Manager shall 
determine whether to accept 
volunteer services of a 
former employee. 

See section 3.11 for more details. An 
interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed. 

 Family 
Members of 
County 
Employees 

Family members of 
employees may perform 
volunteer services for the 
County provided they follow 
established guidelines. 
 

A County Parks employee 
should not sign the Volunteer 
Agreement nor direct the 
work of their immediate 
family members.  

An interview and criminal background 
check may be necessary depending 
upon the type of volunteer tasks 
performed. 
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3.2 Designated County Parks Representative 
 
Park Managers or their designees (i.e. Unit Volunteer Liaison) – must register applicants prior to service. Proper 
screening, meeting, and placement of volunteers are essential program elements.  
 
3.3 Volunteer Application  
 
The online Volunteer Application process and online Volunteer Release and Waiver are the standard registration 
documents used for long-term volunteers. It addresses the following issues: 
 It must be mutually acceptable and may be cancelled at any time by the volunteer or by the County, 

with or without cause. 
 All volunteer workers shall be informed that they are NOT covered by the County’s workers’ 

compensation benefits. However, if a volunteer worker is injured while performing authorized volunteer 
duties and the volunteer worker does not have sufficient insurance to cover medical costs for treatment 
of such an injury, the volunteer worker may be eligible for limited medical cost reimbursement provided 
by the County of up to a limit of $5,000.  Upon being notified that a volunteer worker has been injured 
while performing volunteer-related duties, the department must notify the Employee Services Agency 
(ESA), Liability and Property Claims Department6.  

 Tort liability issues are to be referred immediately to the Office of County Counsel. 
 Intellectual property created by a volunteer while acting as a County volunteer will belong to the 

County, including all photographs, digital imaging and art work. 
 

It is not necessary to complete the Volunteer Application and Volunteer Release and Waiver annually; however, 
information on the volunteer’s online profile in Samaritan shall be kept current.  Any long-term volunteer must 
notify the Volunteer Program office within 30 days of any changes to their volunteer status, driving status (if 
they hold a County Driver’s permit) or with any updates to their mailing address, telephone number or other 
contact information.  
 
3.4 Processing Confidential Information  
 
Confidential information may include a person’s date of birth, driver’s license or identification number, phone 
number, address, email, education, or similar information that is sensitive in nature.  
 
Personal information collected by the County from volunteer applicants is subject to County Ordinance Code, 
Board Policy, the California Public Records Act and other applicable state and federal laws. In general, certain 
personal information may be considered confidential and may be protected to the same extent as similar 
information contained in County personnel records for employees and job applicants, unless disclosure or other 
handling is required by the applicable laws. 
 

                                                             
6 https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-
Reimbursement.aspx 

https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-Reimbursement.aspx
https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-Reimbursement.aspx
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Access to confidential information, including, where applicable, personal information of volunteers, is based on 
a need to know basis and in accordance with an employee’s job function.  If you are unsure of what you should 
do with such information, please work with your supervisor for direction on how best to proceed.   
 
3.5 ADA Compliance 
 
The Santa Clara County Parks and Recreation Department works continuously to develop accessible and 
inclusive facilities, programs and services in compliance with the requirements of Title II of the Americans with 
Disabilities Act of 1990 (“ADA”). The Department will not discriminate against qualified individuals with 
disabilities based on inaccessibility to services, programs or activities.   The Department will make reasonable 
modifications to policies and programs to ensure that people with a disability have an equal opportunity to 
enjoy our programs, services and activities. 
 
If an accommodation is needed because of a disability, please contact the Program Manager at (408) 918-4930 
or (408) 993-8287 (TDD), to discuss your request.   
 
3.6 Adult Volunteers 
 
A volunteer is registered and managed as an adult if he/she has reached the age of 18 or is a legally recognized 

emancipated minor. 
 
They may serve in either a short-term or long-term 
capacity.  
 
Short-Term Adult Volunteers 
Short-term adult volunteers serve intermittently at 
single-day events and without a lasting commitment, 
such as Trail Days, Park Beautification Days and Special 
Events. These volunteers must register online through 
the Samaritan Software system, including completion 
of a signed Parks Short Term Volunteer Release and 
Waiver Form. (Appendix C) 

 
For adult volunteers that have appropriately completed their online registration in Samaritan Software prior to 
the event (as indicated on the roster as having been completed or waiver status OK): 
 Check volunteer’s name on the event roster indicating they are present 

For adult volunteers that have NOT completed their online registration in Samaritan Software prior to the event: 
 Have the adult register from a mobile device such as a laptop computer, tablet or smart phone and 

complete the necessary documentation in Samaritan’s eRecruiter. This includes registering as a 
participant and completing the electronic Parks Short Term Volunteer Release and Waiver Form via the 
integrated DocuSign feature 

If internet access is unavailable or the adult volunteer is otherwise unable to register online, do the following 
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 Have the adult volunteer complete a hard-copy of the Volunteer Event Release and Roster Form in the 
field. 

 Project lead should instruct the volunteer to read the release completely, and provide their name, 
signature and contact information. 

 Address questions from participants. 
 Forward all documentation to the Volunteer Program Office immediately following the event. 

 
Long-Term Adult Volunteers 
Long-term volunteers serve on an ongoing basis with a lasting commitment, typically lasting a minimum of 20-50 
hours or 6-12 months, depending on the role. They are opportunity-based and must complete a Volunteer 
Application and Parks Long Term Volunteer Release and Waiver. A criminal history/Live Scan © check is required 
for most long-term volunteer positions and or positions where a volunteer works with minors or handles County 
funds. 
Long-term volunteers are not limited to one park or one program, if they fulfill the minimum responsibilities as 
described in their volunteer position description. Scheduling and other details of shared service should be 
arranged cooperatively between units or programs and the volunteer. 
 
County Parks adheres to the County-wide Volunteer Policy (Appendix A). Per County policy, additional training 
may be required depending on the opportunity; see Chapter 5 for opportunity-based trainings.  
 
The following procedures shall be used to register long-term 
individual volunteers: 

1. The volunteer shall be referred to the County Parks 
website; Samaritan online; and/or the Volunteer 
Program Office to obtain and electronically complete 
a Volunteer Application and Volunteer Release and 
Waiver (Appendix C) to serve in a long-term volunteer 
opportunity.  

2. Once the volunteer has completed their online 
application, they will be vetted by the Volunteer 
Program Office and/or opportunity coordinator for 
referral and/or placement into a desired opportunity. 
The volunteer will then meet with the Park Unit Manager or Liaison for an initial interview. 

3. Once a volunteer is placed in a long-term opportunity their assigned roles and responsibilities may 
additionally require a background check, driver’s authorization (if needed), and/or other County 
training as required. If applicable, the volunteer will receive further instructions from the Volunteer 
Program Office to complete their background check or County driver’s training. Refer to Chapter 6, 
“Background Checks.”  

4. The volunteer may immediately begin training/shadowing/orientation as directed by their Park 
Manager or Liaison.  
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3.7 Minor Volunteers  
 
Minors are defined as individuals under the age of 18, 
except for emancipated minors who register and serve as 
adult volunteers. They may register and become volunteers 
if they provide written consent from a parent or guardian. 
County must comply with all applicable requirements of 
child labor laws. Santa Clara County Parks and Recreation 
reserves the right to accept or deny any minor volunteer’s 
application based on: 

1) Program/operation needs, 
2) The applicant’s maturity and knowledge, 
3) The applicant’s demonstrated interest in County programs, and 
4) The availability of adult supervision. 

Minor volunteers must be assigned an adult supervisor. Arrangements for this supervision must be approved by 
Santa Clara County Parks and Recreation. Both short-term and long-term minor volunteers are registered in the 
same manner as adult volunteers except that, for minors, a signature of a parent or legal guardian is required on 
the Parks Youth Volunteer Parental Release Form.  

Registration 
Both short-term and long-term minor volunteers are registered by electronically completing a Parks Youth 
Volunteer Parental Release Form signed by their parent or legal guardian via the Samaritan system’s integrated 
DocuSign feature. 
 
• Note: Each minor must be registered separately, even if they are siblings. 
 
For minors under the age of 13, parental consent must be given prior to them registering in Samaritan. These 
individuals will need to be processed directly through the Volunteer Program office or complete a hard copy of 
the appropriate Waiver and Release form in person signed by the parent or guardian. 

 
For minor volunteers that have appropriately completed their online registration in Samaritan Software prior to 
the event (as indicated on the roster as having been completed or waiver status OK): 
 Place a check mark next to the volunteer’s name on the event roster indicating they are present 

For minor volunteers that have NOT completed their online registration in Samaritan Software prior to the event 
 Have the minor register from a mobile device such as a laptop computer, tablet or smart phone and 

complete the necessary documentation in Samaritan’s eRecruiter. This includes registering as a 
participant and having their parent or guardian complete the electronic Parks Youth Volunteer Parental 
Release Form via the integrated DocuSign feature 
 

If internet access is unavailable or the minor volunteer and/or parent or legal guardian is otherwise unable to 
register online, do the following: 
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 Have the minor volunteer and his/her parent or legal guardian complete a hard-copy of the Parks Youth 
Volunteer Parental Release Form in the field.  Check appropriate ID’s/documentation to confirm the 
status of the parent or legal guardian. 

 Instruct the volunteer to fill out the top section completely, read the Agreement, Waiver and Release of 
Claims section, and have his/her parent or legal guardian initial sections 2 and 5 and sign and date the 
bottom of the form 

 Address questions from the minor volunteer and his/her parent or legal guardian. 
 Forward all documentation to the Volunteer Program Office immediately following the event. 
 

See Section 3.9: “Groups of Volunteers” for more details on registering volunteer groups. 
 
Parental/Guardian Permission and/or Supervision  
The Park Managers shall determine minimum age requirements for specific tasks, hours of service and when a 
parent or guardian presence is required. Unless otherwise established by Park Managers, volunteers aged 15 
and under must be accompanied and supervised by a parent or legal guardian.  A Park Manager or Unit 
Volunteer Liaison must approve the placement of a Youth Volunteer into an opportunity. 
 
Adult supervision must be provided throughout the time in which a minor volunteer is performing his/her 
service. It is recommended that the adult supervisor be a Park staff member or experienced docent/volunteer. 
Park staff and docent/volunteers grasp the County’s mission, policies and procedures and have the skills and 
training needed to respond to any issues that may arise during the minor volunteer’s time of service. Depending 
on the nature of the event and age of the minor, the parent or legal guardian may need to remain on site to 
ensure adequate supervision.  
 
In the case of organized groups of minor volunteers (i.e. school groups, service organizations, Boy/Girl Scouts, 
etc.), supervision typically includes Park staff as well as any chaperones accompanying the group. However, 
parents, family members, or other designated adults are encouraged to accompany their minor volunteers to 
County Park events. 
 
Adult Volunteers Serving Alongside Minors  
A “Rule of 3” policy must be followed for minor volunteers. At no time may a park staff member or adult 
volunteer and a minor volunteer be alone together. There must always be either an additional minor, or 
preferably, an additional adult (volunteer or staff). This is to ensure the safety and well-being of both minors and 
adults.  

Anyone who is considered a “mandated reporter” as defined in section 11165.7 of the California Penal Code is 
required to report suspected child abuse.  A mandated reporter includes, but is not limited to:   

• an administrator of a public or private day camp;  
• an administrator or employee of a public or private youth center, youth recreation program, or youth 

organization;  
• an instructional aide; or,  
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• an employee of a public or private organization whose duties require direct contact and supervision of 
children.   

However, volunteers of public or private organizations whose duties require direct contact with and supervision 
of children ARE NOT “mandated reporters” but are encouraged to obtain training in the identification and 
reporting of child abuse and neglect and are further encouraged to report known or suspected instances of child 
abuse or neglect to an agency specified in Section 11165.9 of the Penal Code.   

Furthermore, in accordance with Section 11166 of the California Penal Code, the County cannot utilize the 
services of any volunteer who has been convicted for any of the following:   A violation or attempted violation of 
Section 220, 261.5, 262, 273a, 273d, or 273.5 of the Penal Code, or a sex offense listed in Section 290 of the 
Penal Code, except for the offense specified in subdivision (d) of Section 243.4 of the Penal Code. 

Volunteers whose services are for a school, preschool or day care operation should be screened for tuberculosis, 
depending on the individual site and/or program needs.   

Note: Background checks (i.e. Live Scan© screenings) may also be required for volunteers. For more information 
on background checks, view Chapter 6: Background Checks.  
 
 Limitations 
Minors may not participate in activities that may require a background check. This list of activities includes but is 
not limited to: 
  

• Camp and Site Host, Visitor Center Host, 
Interpretive Docent, or Park Lead. 

• Positions requiring supervision or exclusive control 
over other minors.  

• Having independent access to security systems, 
warehouses, master keys, locked offices, gift shops, 
interpretive collections or expensive equipment.  

• Working with purchase documents or large sums of 
money.  

• Handling or operating firearms 
 
3.8 Students 
 
Students from primary through higher education are among the many individuals who volunteer in Santa Clara 
County Parks. The reasons for volunteering and length of service may vary, but in every case, student volunteers 
are a valuable source of support for County Parks. 
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Community Service 
High school students are often required to complete community service hours as part of their graduation 
requirements. The individual school or school district sets the number of hours and the area of focus (i.e. 
environmental, arts, literacy, mentoring, etc.). County Parks offers many opportunities for students to complete 
their community service hours, including Park Beautification Days, Trail Days, Creek Cleanups, and special events 
like Fantasy of Lights and the like. Students fulfilling community service hours generally are managed as short-
term volunteers. 
 
Extracurricular/Independent 
Students also volunteer as part of a youth, church, or service group, or independently based on personal interest 
in a park or cause. For management of groups refer to Section 3.8, “Groups of Volunteers.” 
 
Student Interns 
Internships provide an opportunity for college and high school students to complement academic studies with 
career-related work experience.  
 
Paid student interns are managed as seasonal employees, not as volunteers.7   
 
 
3.9 Groups of Volunteers 
 
Group team building projects can vary widely, but could involve 
something like graffiti removal projects, Park Beautification Days, 
and planting or invasive plant removal projects. Volunteer groups 
may participate in scheduled service opportunities or they may 
contact the Parks Volunteer Program to arrange a service project 
for their group. When registering in the online Samaritan system, 
the designated Group leader will register as the primary contact 
and all participating members will sign up as individuals with an 
affiliation for that group in their individual Samaritan profile. 
 
3.10 International Volunteers 
 
International volunteers are required to have a current and valid 
work visa to volunteer for County Parks. 
 
Once accepted into the County Parks Volunteer Program, International volunteers are governed by the same 
policies and procedures as other volunteers. 
 
 

                                                             
7 Student Internship Program - For Managers - Employee Services Agency - County of Santa Clara 

https://www.sccgov.org/sites/esa/employment/internship/Pages/sip.aspx
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3.11 Active and Inactive Status 
 
Each Park Unit will establish formal standards for the minimum number of hours that a volunteer must work to 
remain on active long-term status. In most cases, 6 to 8 hours per month is an acceptable minimum time 
requirement.  
 
Once a standard for active status is determined, the designated County Parks representative will inform each 
volunteer of the minimum time requirement during the initial meeting process, and will include the requirement 
in the volunteer opportunity description as well. Setting a minimum time up front is important as it establishes 
the expectation for the commitment required by volunteers. The greater understanding volunteers have of the 
requirements expected of them, the longer County Parks can expect to retain them. 
 
The County Parks Volunteer Program, at the request of the Unit Volunteer Liaison or Park Manager, may place a 
volunteer on inactive status for a predetermined length of time if the volunteer fails to meet the established 
time requirement for active status. A volunteer may also request to be placed on inactive status. The volunteer 
is responsible for communicating their leave to their Unit Volunteer Liaison or Park Manager and the Parks 
Volunteer Program. Please see Chapter 13 for more information on volunteer separation.  When a volunteer 
requests a return to active status, he/she may be required to attend a refresher training and update records. 
Any volunteer who does not report to a Park Unit for over 2 years from the last recorded date of service will be 
placed on inactive status. Any change in status is subject to review by the Volunteer Program. 
 
3.12 County Park Employees and Family Members 
 
County Park Employees as Volunteers 
County Park employees may volunteer their services, but are prohibited from participating in duties they are 
paid to perform within the scope of their employment. The County Volunteer Policy states that volunteer 
assignments must be outside the scope of regular County Park employee duties.  Volunteer work shall not occur 
during employee work hours. 
 
Former County Park Employees as Volunteers 
A former County Park employee may provide volunteer services under the following conditions: 

1. The services provided are consistent with those stated in this policy. 
2. The former employee has been clearly separated from the County for at least one full pay period. 
3. The former employee shall not, to the extent possible, be assigned to volunteer tasks that they 

previously performed or could have performed while employed by the County. 
4. No County employee, supervisor or manager shall coerce or pressure any former employee to provide 

volunteer services. Staff who accept volunteer services from a former employee shall inform the former 
employee that the County may not provide preferential treatment in any decisions. 

5. Volunteers, whether former employees or new hires, shall cease providing volunteer services one full 
pay period prior to commencement of permanent employment with the County. 
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Family Members of County Parks Employees as Volunteers 
Family members of employees may perform volunteer services for County Parks, provided they follow all 
established County Parks guidelines and other County policies and requirements. County Park employees shall 
not act as designated representatives in signing the Volunteer Application and Volunteer Agreement for 
volunteer services to be provided by their family members, shall not oversee or be involved in the screening of 
such volunteers (including background checks and Live Scan) and may not supervise members of their own 
families. 
 
3.13 Conditional Volunteer Appointments 
 
Processing of criminal history checks may take from less than one week to one month to complete.   Training 
may begin immediately pending clearance.   
 
The Chief Park Ranger will notify the volunteer program office once a volunteer has cleared their background 
check.  The volunteer program office will then notify the Park Manager, the Unit Volunteer Liaison and the 
individual volunteer when they have received their clearance and are approved to begin duties as a solo 
volunteer. The Park Manager or Unit Volunteer Liaison shall inform the volunteer that if their background check 
is not approved, the volunteer’s service to the County will not be approved and will immediately cease. 
If a background check is to be done, the designated County Parks representative shall not approve the 
volunteer’s placement in an opportunity until the prospective background checks are complete.  
For more information on background checks, view Chapter 6: Background Checks. 
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Chapter 4: Managing Volunteers and Keeping the Program Running Smoothly 
 

4.1 Staff Expectations 
 
During volunteer events and while supervising volunteers, staff act as the face of the Department. It is important 
for staff managing volunteers and volunteer events to meet the following general expectations (the 5 “Ps”):  

• Be Prepared. Have meaningful tasks planned and materials ready (paperwork, park literature, 
supplies/tools, gloves, water, etc.). Have a backup plan in place in case resources or conditions change. 

• Be Prompt. Respond to volunteer inquiries at your park in a timely manner. At events, arrive early to set 
up. Volunteers are eager to help. 

• Be Present. Check-in with volunteers frequently to make sure they are safe, on target, have necessary 
resources, and are having fun. 

• Be Professional. Set a good example and commit to safety. Make sure volunteers can identify potential 
hazards, have the appropriate personal protective equipment (PPE) and tools and are performing their 
work safely. 

• Be Positive. Volunteers will pick up on your demeanor and enthusiasm. It’s contagious! 
• Be Pleased. Thank your volunteers often. 

 
Volunteer Management Training is offered by the Volunteer Program periodically. To register for a training, or 
suggest a volunteer training topic, please contact the Parks Volunteer Program. 

For Events 

A great resource on volunteer management at events is the Successful Volunteer Event Checklist, located in 
Appendix B. A summary is below. 

At the beginning of the event: 

1. Ensure volunteers are registered and have 
completed their Event Release and Waiver in 
Samaritan via an event roster; along with 
appropriate paperwork to handle in the field 
if not 

2. Give a welcome and introduction to the 
project 

3. Provide appropriate service learning 
4. Address safety concerns 
5. Cover any natural resource areas of concern 
6. Demonstrate skills/ provide training 
7. Distribute materials/tools 
8. Send volunteers to their assignment 
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During the event: 

a) Manage by walking about 
b) Answer questions 
c) Be available 
d) Allow volunteers to self-correct where applicable 

While it is understood that it may not be possible for staff to work alongside volunteers for the entirety of the 
event, it is crucial that staff check-in frequently with volunteers during the event. Staff need to ensure the 
project is being completed safely, correctly and that volunteers understand what they’re doing and why. Staff 
may encourage and educate volunteers to keep them engaged. It may work best to rotate the tasks when 
volunteers are losing interest. When staff must leave the event, they should ensure volunteers know how to 
reach staff in the event of an emergency or question and should give the volunteers an estimated time of return. 

At the end of the event: 

a) Thank volunteers 
b) Recap project accomplishments 
c) Collect materials/tools 

 
4.2 Orientation 
 
Proper orientation will help volunteers feel welcome 
and gain the most from their volunteer experience. 
Orientation is not training and should not be used to 
teach skills or provide volunteers the depth of 
knowledge they may need to do their work. Instead, 
orientation should address the “where,” “what,” 
“when,” “why,” and “how” for the volunteer’s first 
assignment, as well as letting the volunteer know 
where to go for help.  
   
Orientation of a new volunteer is made easier for the 
immediate supervisor when a “formal” orientation 
session is held. Ideally, the orientation should be used to: 

• Introduce Santa Clara County Parks and its mission; the history of the organization, and its programs and 
services 

• Welcome a volunteer to the park and introduce them to park staff and other volunteers and co-workers 
• Provide a detailed outline of the volunteer’s assignment 
• Perform an orientation and/or tour of the facilities or park location where the volunteers will be working 
• Acknowledge volunteer performance standards and the organization’s philosophy on volunteerism  
• Familiarize volunteer with ADA policies and with accessible facilities and features of the park 
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• Inform the volunteer how to report injuries or accidents to their supervisors and/or respond to 
emergencies. 

 
The orientation should be completed between the volunteer and their supervisor. The County Parks Orientation 
Checklist (Appendix B) should be completed and sent to the volunteer program office where it can be kept in the 
volunteer’s file. 
 
4.3 Training 
 
Taking time to train volunteers is an important investment. A well-trained volunteer results in greater program 
efficiency and increased satisfaction. In addition, a well-trained volunteer can assist Park staff efficiently and  
effectively. A little training time upfront pays huge dividends down the road. Research shows that organizations 
interested in increasing retention of volunteers should focus on providing training and professional 
development.  
 
Volunteer training is an ongoing process consisting of initial onsite training and periodic refresher training.  
 
When planning volunteer training, consider the following: 

• Be as precise as possible in identifying the skills 
and knowledge to be learned or refined; 

• Be as task-specific as possible; 
• Be realistic about what can be accomplished 

during training sessions; 
• Involve experienced volunteers and staff; 
• Draw on the skills and experiences of all who 

participate in the training; and 
• Look for opportunities to train volunteers and 

staff together. 
 
Volunteer training at County Parks may be given by Park 
Managers, Unit Volunteer Liaisons, or the Parks Volunteer Program. 
 
4.4 Assessment and Review 
 
It is helpful for volunteers to know when they are successful or need improvement in completing their 
assignments. Evaluations of volunteers can be used to address concerns and to reward accomplishments during 
a volunteer’s term of service. 
 
Periodic review of volunteer performance provides vital two-way communication between volunteers and their 
supervisor(s). Frequent, informal evaluations furnish volunteers with feedback on the quality of their work and 
provide opportunities for open communication between staff and volunteers. Such evaluations also enable 
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supervisors to recognize potential program-wide problem areas that may need to be addressed with additional 
training or other actions. 
 
The Unit Volunteer Liaison should conduct informal evaluations with new volunteers after the first four to six 
weeks and at least annually after that. These evaluations can be used as a reference for identifying needed 
training for current and future volunteers and assignments. Unit Volunteer Liaisons should give a written copy of 
all evaluations to the volunteer and provide a copy to the volunteer program office.  A sample of a volunteer 
performance evaluation can be found in Appendix B.                    
 
The following policies shall apply to evaluation of volunteers: 

• Park Managers should develop a plan for assigning responsibility for and the frequency of evaluating 
volunteers using the Volunteer Performance Evaluation form (Appendix B) and the volunteer’s 
opportunity description as criteria. Volunteers shall have the opportunity to do a self-evaluation as well. 

• A copy of all Evaluation Forms should be kept with the unit or program level and at the Volunteer 
Program office. 

 
Evaluation is a two-way street 
 Volunteers shall have opportunities to evaluate the program; they can tell what is good and what needs to be 
improved—things the program may not necessarily see while working on the “inside.” These volunteer 
evaluations can occur informally (for example, a suggestion box) or formally (such as during an exit meeting or 
through a survey). 
 
4.5 Problem Solving 
 
The Unit Volunteer Liaison should strive to resolve volunteer conflicts or concerns at the lowest supervisory 
level possible and as quickly as possible. If problem-solving measures do not improve the situation, and the 
volunteer cannot be assigned to another project or task without a repeat of the problem, it may be necessary to 
discontinue use of a volunteer. Before discontinuing the use of a volunteer, approval from the Maintenance or 
Park Ranger Supervisor is required.  The Volunteer Program staff can provide guidance in this process where 
necessary. 
 
4.6 Recognition and Motivation 
While volunteers receive no financial gain for their work, their 
satisfaction comes from feeling accomplished, productive and 
recognized. Volunteer recognition is a strong motivational tool 
that helps increase volunteer productivity and retention rates. 
There are many ways to motivate volunteers. The following is a 
partial list of actions park units or programs may want to 
incorporate into their volunteer programs: 
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• Give positive feedback to volunteers about their work, and show how their work helps County Parks 
achieve its goals. 

• Provide opportunities for volunteers to give feedback about the park and program. Solicit volunteers’ 
ideas by using a suggestion box and follow their advice where appropriate.  

• Have an open-door policy with volunteers and/or schedule monthly “office hours” where volunteers 
know they can have access to their park staff representatives. Invite them to drop by and chat, air 
concerns, or discuss their work. 

• Give volunteers opportunities for increased responsibilities (in other words, leadership opportunities 
within the organization). 

• Invite volunteers to non-confidential staff meetings and encourage them to actively participate. 
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Chapter 5: Volunteer Opportunities and Programs 
  
Opportunities 
 
5.1 Trail Watch  
 
Trail Watch volunteers provide a uniformed presence on park trails with the goal to increase trail safety, by 
patrolling trails on foot, bike, horseback or off-highway vehicles. These long-term Trail Watch volunteers provide 
information and assistance to park staff and visitors, help ensure compliance with park regulations, and once 
properly trained, may provide first aid and emergency assistance. They also report unsafe conditions on the 
trails directly to park staff. 
 
Requirements include:  

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan©/background check 
• Trail Watch Academy (offered by Volunteer Program) 
• Radio Operations (either by park unit staff or as part of TW Academy) 
• 1st Aid/CPR Training (offered by Volunteer Program) 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 

 
See Appendix C for a copy of the Trail Watch Guidelines 
See Appendix D for a copy of the Trail Watch Volunteer Description 
 
5.2 Trail Crew  
 
Trail Crew volunteers assist County Parks by building, maintaining, repairing and restoring trails at various parks. 
Trail days are scheduled throughout the year; however, Trail Crew Volunteers may also work independently on 
the trails. 
 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Basic Trails Maintenance training (by Trails Specialist staff) 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 
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See Appendix D for a copy of the Trail Crew Volunteer Description 
 
5.3 Trail Crew Lead 
 
Volunteers looking to become highly skilled trail crew members should consider becoming Trail Crew Lead 
Volunteers. Trail Crew Leads are provided with in-depth trail-building and maintenance training to assist park 
staff with major trail projects. Trail Crew Leads may also oversee Adopt-a-Trail groups and Trail Day events. 
 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Basic Trails Maintenance training (by Trails Specialist staff) 
• Trail Crew Lead training (by Trails Specialist staff) 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 

  
See Appendix D for a copy of the Trail Crew Lead Volunteer Description 
 
 
5.4 Camp and Site Hosts 
 
Overview of Volunteer Tasks  
Camp and Site Hosts work under a specific 
Volunteer Agreement and follow specific 
volunteer opportunity descriptions. They must 
also pass a Live Scan© screening and complete a 
Camp and Site Host agreement. Orientation and 
training is provided by the Senior Park Ranger and 
Senior Maintenance Worker, who oversee Camp 
and Site Host volunteers. Hosts receive a host site 
or camp site with all available amenities in 
exchange for volunteer service. 

Hosts are recruited to be visible representatives of County Parks at campgrounds, day-use areas, and other 
County Parks sites that may require additional human presence and supervision.  Volunteer tasks include 
providing information and assistance to park visitors, conducting campground checks, performing basic 
maintenance tasks, and assisting with interpretive programs and visitor center staffing. Hosts must also be able 
to activate emergency medical response and may assist park staff in the event of an emergency. Hosts must not 
perform any law enforcement duties.  
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Each park has unique facilities, features and needs and therefore Host tasks at each park may vary slightly. Prior 
to assignment, prospective hosts will meet with park unit staff to ensure hosts can meet expectations.  

Requirements 
Hosts agree to provide a minimum of 20 hours per week of volunteer service. Additional service hours may be 
desirable for sites that have a greater need or for site hosts that have two occupants willing to contribute service 
hours. Most sites require that hosts commit to 6 to 12 months of service, but shorter appointments may be 
available. Camp and Site Hosts wishing to serve Santa Clara County Parks for more than 12 consecutive months 
must rotate to another park site. (Exceptions may be granted with approval from Park Supervisors.)  

Hosts must track their volunteer hours each week within their Samaritan profile as directed by the Senior Park 
Ranger or Senior Park Maintenance Worker. All hours entered into their volunteer profile in Samaritan must be 
approved by park staff. 
 
Hosts must possess and maintain a valid and current State-issued Class A driver’s license, current vehicle 
registration, and current vehicle insurance that meets the minimum insurance requirements set forth by the 
State of California. Additional insurance and vehicle requirements may apply, as solely determined by County. 
 
Registration and Training Requirements 
Hosts must follow the same registration steps as long-term volunteers. They must also be familiar and comply 
with the Camp and Site Host Manual as well as the Camp and Site Host volunteer opportunity description. The 
following are additional registration and training requirements for camp and site hosts: 
 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• County Driver’s Training (provided by Volunteer Program for campground parks only) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 

 
Hosts must complete the following training within 4 months of placement: 

• Adult and Pediatric First Aid/CPR/AED Certification (provided by Volunteer Program office) 
 
Hosts may also complete these optional trainings: 

• Radio Operations (either by park unit staff or as part of TW Academy) 
• Informal Interpretation Training (provided by Interpretive and Volunteer Program staff) 

 

Other Requirements May Apply 
Camp and Site Hosts may be required to sign additional agreements before volunteering and must be over the 
age of 18 years.  
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Hosts are prohibited from conducting any non-park related business or solicitation of business within the park. 

For full requirements of Camp and Site Hosts, a copy of the Camp and Site Host Manual may be found on the 
County’s website. 
 
See Appendix C for a copy of the Camp & Site Host Guidelines 
See Appendix D for a copy of the Camp & Site Host Volunteer Description 
 
 
5.5 Visitor Services Hosts and Docents 
 
Visitor Services Hosts and Docents are volunteers who assist park staff in providing a variety of visitor services 
and developing and conducting educational and recreational programs in County Parks. Hosts and Docents work 
in parks, facilities and visitor centers to help explore and interpret the cultural, natural, and recreational 
resources within the County Park system and provide materials and information to enhance the visitor’s 
experience. Individuals who participate in host and docent programs receive the opportunity for additional 
training related to customer service and interpretive techniques to help them provide outstanding visitor 
experiences to the park visitors they encounter. To that foundation, the docent is encouraged to add his or her 
unique, individual approach and experiences. One of the more rewarding aspects of being a visitor services host 
or docent is the opportunity for ongoing education and enrichment opportunities. Visitor Services Hosts and 
Docents are overseen by the appropriate program or park staff as specified in the volunteer opportunity 
description.  Because the volunteer may be working around or near children, Santa Clara County Parks may 
require fingerprinting (Live Scan©) and/or Tb testing depending on the nature of the volunteer tasks. 
 
The following are several examples of Host and Docent opportunities: 
 
Visitor Center Hosts: Visitor Center Hosts work directly with park staff to provide services to the public looking 
for information about trails, wildlife, history, scenic places, fishing locations, group reservations, etc. Visitor 
Center Hosts help assist visitors during the hours the facility is open to the public and maintain Visitor Center 
exhibits and amenities.  Visitor Center Hosts may assist park staff with school groups, group tours, campfire 
programs, hikes, special events, special projects, and more. 
 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Informal Interpretation Training (provided by Interpretive and Volunteer Program staff) 
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Interpretive Docents: Interpretive Docents assist park staff in 
providing more formal interpretive programming to the public and 
offer educational experiences and information about the nature, 
history and culture of Santa Clara County Parks. They may be 
involved with school field trips, public programs, special events and 
visitor center operations. 
 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Informal Interpretation Training (provided by Interpretive and Volunteer Program staff) 
• Formal Interpretation Training (provided by Interpretive and Volunteer Program staff) 
• Department-issued designated uniform 

 
See Appendix D for a copy of the Interpretive Docent Volunteer Description 
 
To view the Interpretive Docent Guidelines, please view: 
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Interpretive%20Docen
t%20Guidelines.pdf 
 
Interpretive Docents can volunteer with the following County Parks programs and interpretive sites: 
 

Casa Grande/New Almaden Quicksilver Mining Museum: Dedicated to the history, geology and mining 
communities of New Almaden, a visit to Casa Grande provides a glimpse of life in Santa Clara County 150 
years ago. Docents may assist with school tours, public tours, hiking tours, special events, activities, archives 
and miscellaneous projects.  
 
Santa Teresa’s Historic Bernal Ranch: Docents volunteering at Santa Teresa’s Bernal-Gulnac-Joice Ranch help 
with many special events at the ranch, including Wash Days, Old Time Games, and movie nights. 
 
Chitactac-Adams Heritage County Park: This scenic four-acre park features the beautiful Uvas Creek and 
unique insights to the Ohlone Native American culture before the arrival of the Spanish. Docents help lead 
activities and tours for school groups and assist staff with special events.  
 
Martial Cottle Park: This newest County Park highlights the area’s farming heritage with over 180-acres of 
organically farmed land, and visitor center exhibits that illustrate our agricultural heritage as the “Valley of 
the Heart’s Delight.” Docents may assist with school tours, public tours, special events, and special projects. 
 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Interpretive%20Docent%20Guidelines.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Interpretive%20Docent%20Guidelines.pdf
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Paddle Program: Paddle Program Docents assist staff in leading groups of participants on a leisurely two-
hour night-time paddle while interpreting the cultural and natural history of a park under the light of the full 
moon. Docents must be able to maneuver a paddle craft, teach paddling techniques to participants, and 
maintain group cohesiveness. Specialized paddle training and certification is required. 
 
 

Outdoor Recreation Docents: Outdoor Recreation Docents provide opportunities to learn and develop outdoor 
recreation skills, cultivate memorable experiences that promote an enjoyment of the outdoors and foster good 
health and wellness. Examples of outdoor recreation activities provided by Outdoor Recreation Docents include: 

• Geocaching: Docents lead adventures using GPS coordinates and technology to find hidden objects 
throughout parks. 

• Family-friendly walks and hikes: Docents lead families of all ages on walks and hikes to explore and 
experience the great outdoors. Examples include moonlight hikes, bird-watching, nature walks, and 
wildflower hikes. 

• Health and fitness classes: Docents provide various classes that help build skills and improve fitness 
levels. Examples include Hula Hoop Fitness and Yoga in the Park.  

• Kayaking and Rowing: Docents teach basic kayaking and rowing skills and techniques and provide 
information about these popular water sports. 

• Outdoor Photography: Docents provide tips and techniques for taking outdoor photos and demonstrate 
various cameras and photography accessories. 

• South Bay Fishing in the City: In a structured youth fishing clinic for ages 5-15, Docents teach children to 
fish and give them the skills and tools they need to fish on their own. 

 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 

 
5.6 Volunteer Lead / Park Ambassador 
 
The prestigious opportunity of Volunteer Park Lead is for volunteers who want to take on additional 
responsibilities in the County Parks Volunteer Program. Volunteer Park Leads work under the direction and 
supervision of park staff and the Parks Volunteer Program to provide lead support at volunteer events in areas 
related to volunteer registration, event record keeping, documentation, roll call and other assignments as 
directed by park staff. Park Leads can be assigned to specific park locations or events. Fingerprinting for this 
opportunity is required.  Additional training may also be required for certain roles and responsibilities as 
determined by Park Managers and/or the Volunteer Program. 
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Requirements include: 
• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site/Program Orientation Training (provided by unit/program staff) 
• Department-issued designated uniform 

 
See Appendix D for a copy of the Volunteer Lead / Park Ambassador Position Description 
 
5.7 Additional Opportunities  
 
Land Steward/Maintenance Volunteer: Maintenance Volunteers serve the Maintenance Division and work 
under the direction of Senior Park Maintenance Workers and Park Maintenance Supervisors to help keep Santa 
Clara County Parks safe and beautiful. This service opportunity is a great way for individuals to stay active, learn 
new skills, and contribute to the parks’ longevity.  
 
Maintenance Volunteers may assist with park cleanup, simple repairs or other projects. Service hours and 
schedule are flexible.  
 
Requirements include: 

• Minimum age of 18 
• Interview (with park unit/program staff) 
• Live Scan ©/background check 
• Sexual Harassment Prevention Training (online class through Learning Development) 
• Park Site Orientation Training (provided by unit/program staff) 
• May complete County Driver’s Training (provided by Volunteer Program) 
• Department-issued designated uniform 

 
See Appendix D for additional Volunteer Position Descriptions 
 
Natural Resource Monitor: Volunteers under the direction and supervision of Park Rangers and or Natural 
Resource Management Coordinators or their staff.  Natural Resource Monitor Volunteers provide general 
assistance in monitoring various natural resources in County Parks. Service hours are flexible and will be 
discussed with the Senior Park Maintenance Worker. 
 
Requirements include:  

• Must apply and register as a long-term volunteer 
• Must be 18 years of age or older 
• Must participate in an informal interview  
• Must submit and successfully pass a Live Scan fingerprinting background check 
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• Must Complete Sexual Harassment Training Online 
• Attend orientation and complete any required training courses 
• Department-issued designated uniform 

 
Archives and Collections: Volunteers under the direction and supervision of park staff in maintaining archival 
and artifact collections and databases. Objective is to properly care for historical collections held by County 
Parks, so they are available for research and exhibit for this and future generations. 
 
Requirements include: 

• Must apply and register as a long-term volunteer 
• Must participate in an informal interview  
• Must be 18 years of age or older 
• Must Complete Sexual Harassment Training Online 
• Must submit and successfully pass a Live Scan fingerprinting background check 
• Ability to properly handle collections and archives items 
• Ability to perform repetitive tasks while detail oriented 
• Ability to take direction and follow instructions 
• Attend orientation and complete any required training courses 
• Department-issued designated uniform 

 
This is not a full list of opportunities available to County Park volunteers. Other types of long-term volunteer 
opportunities may be found online. To view a full list of opportunities or specific volunteer opportunity 
descriptions, please visit www.parkhere.org or scc.samaritan.com 
 
Programs: 
 
5.8 Adopt-A-Trail 
 
Adopt-a-Trail Volunteers, after completing appropriate training, will take care of a trail, or section of a trail, 
within a County Park. Volunteers can adopt a trail either individually or as a group. If in a group, the group must 
designate a Group Liaison to County Parks who is responsible for ensuring all members are registered in 
Samaritan and entering their service hours. Adopt-a-Trail volunteers are responsible for many tasks, including 
brushing/pruning, litter/debris removal, routine trail tread/damage repair and major trail problem reporting. 
Participants who agree to adopt-a-trail for one year will have their commitment announced 
via the posting of an Adopt-A-Trail sign at the nearest trailhead entrance information board.  
 
See Appendix C for a copy of the Adopt-A-Trial Guidelines 
 
 
 
 

http://www.parkhere.org/
https://scc.samaritan.com/custom/502/#/volunteer_home
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5.9 Friends Group Volunteers 
 
Friends Group volunteers are individuals who want to volunteer as an organized group. 
 
Friends Groups are organized groups that assist the Parks and Recreation Department in protecting, enhancing, 
maintaining and restoring County Parks through Parks staff-approved activities that promote community and/or 
volunteer involvement and park preservation.  
 
All Friends Group volunteers must register as volunteers according to Chapter 3, either as short-term or long-
term volunteers. It is not required for County Parks volunteers to be members of a Friends group.  

See Appendix C for a copy of the Friends Group Guidelines 
 
 
VOLUNTEER PROJECTS: 
 
5.10 Major Volunteer Projects 
 
Santa Clara County Parks welcomes volunteers who wish to dedicate their time and/or resources to making 
improvements in County Parks. Eagle Scouts and Friends Group volunteers have made many lasting 
contributions throughout the park system, including construction and installation of outdoor museums, 
interpretive signs, park benches, bat houses and much more.  

The steps to request a major volunteer project proposal within Santa Clara County Parks are as follows: 

• Volunteer should first work with park staff at the unit of their choice to identify the type and scope of 
potential project elements and determine availability of resources for its successful completion 

• Volunteer must submit a “Propose a Project” request after registering as a volunteer in Samaritan’s 
online recruiter (eRecruiter) 

• Volunteer should attach any maps, drawings, photos, cost estimates, or other supporting 
documentation to the project proposal 

• Park Managers will make initial determination of the project’s viability, and if viability is determined, will 
provide the necessary approval in Samaritan’s online coordinator (eCoordinator). If Park Managers 
determine the project is not viable, they will contact the volunteer and offer them guidance on what the 
project is lacking and/or why it is not viable and offer suggestions on how to remedy.  If this is not 
possible, the project will be denied 

• If project viability is determined, Park Managers will route additional approval requests to the 
appropriate Department staff  

• Park Managers will follow up with any restrictions, comments or requirements from the additional 
approvers and once again determine the viability of the project 

• Park Managers will inform the volunteer of project status (approved, modified or rejected). 
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• Park Managers and the volunteer will help ensure all hours related to the project are reported to the 
Volunteer Program 
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SECTION 3: PROGRAM POLICIES 
 

CHAPTER 6: Background Checks 
 
6.1 Criminal History 
 
Volunteers assigned to an opportunity that has or may have supervisory or disciplinary authority over a minor or 
direct contact with minors must be fingerprinted and pass the Live Scan© process and may additionally be 
required to be screened for tuberculosis.  
 
If Live Scan© is required, the Volunteer Program will provide the volunteer with the necessary instructions to 
complete the process. No fees will be incurred by volunteers making an appointment for Live Scan© Services 
with the Santa Clara County Sheriff’s Office. 
 
Criminal history background checks, including fingerprinting, are required for all volunteer opportunities where 
interaction with the general public and/or children is part of the volunteer opportunity. 
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Chapter 7: Injuries and Illnesses 
 
 
No work is so important that it should be 
undertaken in an unsafe manner where 
injury may result. Besides the obvious 
pain, disruption and lost productivity, 
such incidents can result in costly 
expenses.  
 
Volunteers must report all accidents and 
injuries to their volunteer supervisor 
immediately, or, where otherwise 
appropriate, within 24 hours after the 
incident occurs. The supervisor must 
report the accident or injuries to the 
Volunteer Program Coordinator, and fill 
out the Accident Report Form 1673 
(Appendix B) with the volunteer. Next, 
the supervisor must send the form to ESA and a copy to the Volunteer Program office.  
 
7.1 Workers’ Compensation 
 
The County does not provide Worker’s compensation to volunteers, as they are not considered County 
employees. Volunteers properly registered and approved may be reimbursed up to $5,000.00 toward medical 
bills if no personal medical coverage is available.  
 
For more information on the Volunteer Workers' Limited Medical Cost Reimbursement Policy, go to: 
https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-
Reimbursement.aspx or contact the volunteer program office or ESA. 

 
7.2 Liability and Property Claims  
 
Volunteers with questions about filing a claim, insurance coverage or requesting reimbursement of medical 
expenses should be directed to the Volunteer Program Coordinator, who may then refer the volunteer to ESA. 
 
 
 
 

https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-Reimbursement.aspx
https://connect.sccgov.org/sites/policies/policypages/Pages/Volunteer-Workers-Limited-Medical-Cost-Reimbursement.aspx
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Chapter 8: Reimbursement 

 
8.1 General Reimbursement Requests 

 
Reimbursement for volunteer expenses directly incurred in performing work at County parks, where such 
expenses have been authorized in advance by the Volunteer Program Coordinator or Park Manager, may, at the 
discretion of the County, be reimbursed provided such expenditures and requests comply with County’s travel 
and reimbursement policies, as applicable. 
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Chapter 9: Use of Firearms, Vehicles and Equipment 
 

9.1 Firearms and Ammunition 
 
Volunteers are not authorized to possess, carry, or handle any type of firearm, weapon or personal protective 
items like Mace or Pepper spray while on duty, with two exceptions: 

1) Volunteers who work at the Field Sports Park; and have the approval of the Range Master and who 
otherwise qualify to possess, carry and handle a firearm in accordance with all applicable local, state and 
federal laws, and Park policies. 

2) For any Interpretive Programs that might involve the use of or presentation of replica or antique 
weapons or black powder provided he/she qualifies to possess, carry and handle a firearm in accordance 
with all applicable local, state and federal laws, and Park policies. 

 
9.2 Use of County Vehicles 
 
Volunteers may operate County motor vehicles and equipment on County business when authorized by 
Supervisors/Managers/Unit Volunteer Liaisons. Volunteers are subject to the same legal and administrative 
requirements as County employees and must obtain a County Driver’s Authorization prior to operating a County 
vehicle. 
 
The following is the process for a volunteer to receive their County Driver’s Authorization: 

i. Park Manager identifies the need for a Volunteer to drive. 
ii. Park Manager has the volunteer submit the following forms and complete all requisite training 

1. Request for County Driver Authorization – Form 6049  
2. Authorization for Release of Driver Record Information – DMV 1101. If out-of-

state, use DMV form INF 1102.  
3. Driver’s Responsibility Form – Form 6648 (only if volunteer intends to use 

personal vehicle while on official County Business).  
iii. Volunteer Program office asks the volunteer to provide:  

• Current DMV print out 
• Copy of driver’s license 

iv. The Volunteer completes the online training course through the Countys online training portal or 
schedules an appointment wih the Volunteer Program to complete the video training in person. To 
schedule in-person training, the volunteer should contact the Parks Volunteer Program Monday 
through Friday, from 8 a.m. to 5 p.m., by phone (408) 918-4930 or email volunteer@prk.sccgov.org 

v. Completion certification is kept in the Volunteer’s online training record in Samaritan and a copy 
sent to ESA. 

 
For more information regarding the Use of County Vehicles or the Comprehensive Vehicle Policy – Board Policy 
3.52, please access the link below from a County computer or by requesting it from County staff: 

mailto:volunteer@prk.sccgov.org
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https://connect.sccgov.org/sites/policies/PublishedPolicies/Board-Policy-3.52-Comprehensive-Vehicle-Policy.pdf 
 
For more information regarding the County Driver Permit Policy, please access the link below from a County 
computer or by requesting it from County staff: 
http://www.sccgov.org/sites/osec/SafetyResources/Illness%20Prevention%20Plan/Chapter08.pdf 
 
9.3 Use of Privately Owned Vehicles 
 
Volunteers may use their privately-owned vehicles on County business if authorized in advance by the 
Department designee. A valid California driver’s license is required if driving on official County business along 
with proof of insurance. Private vehicles are not allowed on trails or in areas designated for County Park vehicles 
unless expressly approved by Park Managers. 
 
9.4 Reporting Motor Vehicle Accidents 
 
All motor vehicle accidents involving a County-owned vehicle, or any motor vehicle being used on authorized 
County business must be reported immediately, following the same protocols as employees. Refer to Appendix 
B to find a copy of the Vehicle Accident/Incident Report. 
 
9.5 Use of County Equipment 
 
The use of power equipment by volunteers is restricted to those individuals who are assessed and authorized by 
qualified park staff in the proper use of that specific equipment, and where certification or training is required, 
such requirements must be met first. Volunteers must demonstrate, to the satisfaction of the Park Manager, 
proficiency in the safe operation and care of the equipment or machinery and a thorough understanding of all 
applicable safety measures. This authorization must be submitted by the authorizing park staff person and 
tracked in the volunteer’s training record in their Samaritan profile using the equipment training record found in 
Appendix B. Volunteers must be age 18 or older to operate any power equipment.  
 
Volunteers shall be provided appropriate training and personal protective equipment prior to the use of any 
piece of power equipment or to drive any County vehicles. 
 
9.6 Use of Personal Property 
 
Volunteers are discouraged from using personal property or equipment while conducting County business. 
Should any personal property such as vehicles, computers, binoculars, cameras, flashlights, or bicycles, be lost, 
damaged or stolen while being used on County business the County cannot be held liable. 
 
Volunteers shall not borrow County equipment for personal use. Such unauthorized use of County-owned 
equipment may result in a volunteer’s dismissal and criminal charges. 
 
 

https://connect.sccgov.org/sites/policies/PublishedPolicies/Board-Policy-3.52-Comprehensive-Vehicle-Policy.pdf
http://www.sccgov.org/sites/osec/SafetyResources/Illness%20Prevention%20Plan/Chapter08.pdf
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9.7 Safety 
 
These safety protocols apply to both volunteers and staff. Other safety and health standards may apply. 
Prevention is key. 

• Safe work practices and potential hazard identification must be addressed prior to commencing any 
assignment. 

• All volunteers must be properly trained prior to commencing any assignment. 
• All work-related injuries/illnesses must be immediately documented and analyzed per County, Cal-OSHA 

and USA-OSHA policy. 
• Qualified staff will document the training and use of motor vehicles or power equipment by volunteers. 

(See Record of Volunteer Training Form in Appendix B.) 
• Minors are not authorized to use any motor vehicles or power equipment. 
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Chapter 10: Volunteer Uniforms 
 
As representatives of Santa Clara County Parks & Recreation, volunteers are responsible for presenting a 
favorable image to visitors. All long-term volunteers will be issued an official uniform and will be expected to 
wear a volunteer uniform whenever they are on duty, so they may be easily recognized as official Santa Clara    
County Park representatives. 
  
10.1 Basic Uniform 
 
Long-term volunteers will be issued an official 
County Parks volunteer name tag and polo shirt, 
docent vest, or T-shirt with the volunteer logo or 
patch. Park Managers may approve uniform pants 
or shorts if required by the volunteer opportunity. 
Alternative acceptable bottoms include pants, 
shorts or skirts that are khaki, dark green, black or 
denim in good condition. Volunteers may 
additionally choose to wear a solid color white, tan, 
dark green or black long-sleeve shirt under their 
volunteer T-shirt when the weather is cool to 
provide additional layering.   Volunteers may also 
wear bucket hats or ball caps with the County logo and Volunteer insignia on it and/or attach a volunteer patch 
to other personal outerwear items as approved in advance by Park Managers so that they may still be 
recognizable to the public while wearing personal rain or inclement weather protection. 
 
10.2 Volunteer Patch 
 
The approved volunteer patch will be sewn onto any 
volunteer polo shirts or docent vests issued to long-
term volunteers. It is similar in design to the official 
Santa Clara County Parks & Recreation Department 
uniform shoulder patch, with the addition of the word 
“VOLUNTEER” at the bottom of the patch.  

Individual patches may be requested by volunteers and 
distributed at the discretion of the Parks Volunteer 
Program. 
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10.3 Vests 
 
Long-term volunteers, including Interpretive Docents, Outdoor 
Recreation Docents and Visitor Center Hosts may wear a volunteer 
vest designated by their program or unit. Vests may be worn as an 
alternative to the official volunteer polo shirt. 
 
10.4 Outerwear 
 
Outerwear pieces such as fleece vests or windbreakers bearing the 
volunteer patch may be available at each Park Unit for volunteers to 
wear while on duty. They must be returned to the Park Unit’s office 
at the end of the volunteer’s shift. Volunteers may purchase their 
own fleece vest or windbreaker with the volunteer patch by 
contacting the Parks Volunteer Program or may receive outerwear 
uniform items as part of the recognition program (see Chapter 11). 
 
10.5 Volunteer Hats 

 
Upon request, long-term volunteers will be issued either a 
baseball cap or a bucket hat to be worn as a uniform item. 
They bear the County Parks logo and identify the wearer 
as a volunteer. 
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CHAPTER 11: Volunteer Recognition 
 

Santa Clara County Parks is grateful for the contributions all volunteers make in our community, and meaningful 
recognition is a vital element to retaining valuable volunteers and to ensuring quality programs. 
 
11.1 Types of Volunteer Recognition 
 

• Annual Recognition Event: Volunteers 
who maintain active status and contribute 
minimum hours are invited to the Annual 
Volunteer Recognition Event 
• Annual Recognition Item: Volunteers 
who attend the Annual Recognition Event 
may, at County’s discretion, receive a 
recognition item in acknowledgement and 
appreciation of their contributions 
• Parking Passes: Volunteers who donate 
more than 100 volunteer service hours in a 
calendar year may, at County’s discretion, 
receive an annual Venture Pass issued by 
the Volunteer Program. See “Ch. 12: 
Volunteer Parking Passes” for details. 
 

11.2 Milestone Recognitions 
 
The volunteer program may, at the County’s discretion, provide recognition awards, benchmark service pins, 
certificates of achievement and/or special thank-you gifts annually to volunteers when they meet a new 
cumulative milestone for lifetime hours served. Park staff should help make sure that all volunteers are 
recognized for their achievements. Awards and recognition items are subject to available funding. 
 
The cumulative hours benchmarks for lifetime service are: 
 

Lifetime Hours Benchmarks 
50 hours  100 hours 200 hours 250 hours 500 hours 1000 hours 
1500 hours 2000 hours 2500 hours 3000 hours 3500 hours 4000 hours 
4500 hours 5000 hours *Benchmarks continue upward in increments of 500 hours 
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Chapter 12: Volunteer Parking Passes 
 
 
12.1 Complementary Park Passes 
 
Santa Clara County Parks may offer three types of complimentary park passes for active volunteers in the 
Volunteer Program: A Volunteer Day Pass, a Temporary Volunteer Parking Pass, and the Annual Venture Pass.  
 
Volunteer Day Pass 
Day passes may be given to short-term volunteers upon request as a way of ensuring free and convenient access 
into the County Park when and where they are volunteering. The pass allows the volunteer free day-use access.  
 
Temporary Volunteer Parking Pass 
Temporary Parking Passes (pictured at right) may 
be issued to long-term volunteers as a way of 
ensuring free and convenient access into the 
County Park where they are volunteering. The pass 
may be made available to all volunteers who meet 
the minimum work requirements for maintaining 
active volunteer status, as established by the 
volunteer opportunity description. The pass allows 
the volunteer free-use access for the duration of 
their volunteer assignment up to a full year in the 
park where they are stationed. The pass must be 
surrendered if the volunteer becomes inactive. 
 
Venture Pass 
For volunteers who contribute a minimum of 100 hours in a calendar year (January 1 through December 31) a 
County Parks day-use Venture Pass may, at the County’s discretion, be awarded the following year to thank 
them for their work and to encourage their further exploration of the County Park system. Service time cannot 
be accrued over different years and hours must be reported by January 15th for the preceding year. The annual 
Venture Pass is valid for one calendar year from the date of issuance. The pass allows the volunteer day-use 
access to all County Parks and are not transferrable. 
 
No awards or other recognition shall be given in advance of hours or services contributed. 
 
When a volunteer becomes inactive, they must return their Temporary Volunteer Parking Pass. An inactive 
volunteer’s Venture Pass earned for the previous year’s work will remain valid through the current calendar year 
and shall be retained by the volunteer. 
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12.2 Ordering and Issuing Volunteer Passes 
 
Ordering Day and Temporary Volunteer Passes 
Day Passes and Temporary Parking Passes must 
be documented and accounted for. Day and 
Temporary Volunteer Parking Passes are 
ordered and issued by the County Parks 
Volunteer Program Coordinator. For auditing 
purposes, the County Parks Volunteer Program 
shall maintain a list of volunteers who are issued 
Day and Temporary Volunteer Parking Passes in 
their volunteer profile. Volunteer Day Passes 
and Temporary Volunteer Parking Passes will be 
issued upon request. 
 
Issuing Venture Passes to Volunteers 
The County Parks Volunteer Program may issue an annual Santa Clara County Parks Venture Pass to volunteers 
that have accumulated at least 100 service hours during the previous calendar year and which have been 
recorded in their online logbook by January 15th of the current calendar year. Unit and/or program staff is 
responsible for verifying volunteer hours and confirming records with the Volunteer Program before January 
15th. Only one 100-hour County Parks Venture Pass may be issued per calendar year even if the volunteer’s total 
hours worked for the year exceeds 100 hours.  
 
 
12.3 Volunteer Use of Parking Passes 
 
Volunteer passes are not transferable. When a volunteer presents his or her pass upon entering any County Park 
Unit, a valid form of identification may be requested by the kiosk attendant. In those County Park Units with 
unstaffed kiosks, the pass should be displayed in plain view on the vehicle’s dashboard. 
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Chapter 13: Separation Procedures and Documentation 
 
 
13.1 Separation 
 
Volunteers may decide to end their service for a wide range of reasons, including the completion of a specific 
project, relocation to another area, personal or family obligations or a career/job change. A notation 
summarizing the reasons for separation, and any letter of resignation, should be noted in the volunteer’s 
Samaritan profile. 
 
 
13.2 Dismissal 
 
Either County Parks or the volunteer may terminate the volunteer relationship at any time and without cause. 
County Parks is not required to accept or retain any person who volunteers his or her services. It remains both 
the prerogative and the responsibility of the Park Managers to determine whether a specific volunteer or 
volunteer group is appropriate for the needs and requirements of County Parks. If necessary, staff may 
terminate an agreement if the volunteer repeatedly fails to fulfill his or her responsibilities as specified in their 
opportunity description or if he/she is not performing satisfactorily. Dismissing a volunteer is not done lightly 
and requires the approval of the Park Ranger or Maintenance Supervisor. The Volunteer Program must be 
included in the discussion prior to a volunteer being released for service and the volunteer status updated upon 
termination in their Samaritan profile.  Parks staff shall not discriminate in any decision to end a volunteer 
relationship or to discontinue the use of any volunteer services.   
 
 
13.3 Documentation and Records Retention 
 
Upon notification, the Park Manager or Unit 
Volunteer Liaison will complete the 
separation in the volunteer’s profile in 
Samaritan to document the separation. The 
volunteer records and any related 
documentation must be retained indefinitely 
following a volunteer’s separation. It is the 
Park Manager and/or Unit Volunteer 
Liaison’s responsibility to notify the 
Volunteer Program upon the separation of a 
volunteer. 
 
If the volunteer intends to use his or her 
work experience as a means of qualifying for a job either in or outside Santa Clara County Parks, the volunteer 
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may request, and the supervisor may provide, a letter verifying the type of work performed. A copy of this letter 
should be kept in the volunteer’s Samaritan profile. 
 
 
13.4 Returning Uniforms and 
Volunteer Parking Passes 
 
A volunteer must return their 
Temporary Volunteer Parking Pass 
and uniform items upon separation. 
 
13.5 Exit Meeting 
 
An exit meeting can be helpful to 
both the volunteer and Volunteer 
Program when an individual ends 
their service. (See Appendix B for 
suggested Exit Interview form.) 
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SECTION 4: APPENDICES 
 
Appendix A: General Information 
1. History of the Santa Clara County Parks Volunteer Program 
2. Santa Clara County Volunteer Policy (Coming Soon) 
3. Tax Benefits of Volunteerism 

 
Appendix B: Staff Resources 
1. Request for County Driver Authorization 
2. Authorization for Driver Record Release 
3. Driver Responsibility Statement 
4. Vehicle Accident/ Incident Report 
5. Supervisor’s Review of Employee’s Motor Vehicle Accident 
6. Injury Accident Report Form 
7. Volunteer Power Tool Training Record  
8. Successful Volunteer Event Checklist 
9. Long-Term Volunteer Position / Training Requirements Matrix 
10. Volunteer Orientation Checklist 
11. Volunteer Performance Evaluation 
12. Volunteer Exit Interview 
13. Samaritan Use Guidelines and Training Resources 

 
Appendix C: Volunteer Forms and Resources 
1. Volunteer Application  
2. Volunteer Event Release and Roster 
3. Adult Long-Term Release and Waiver 
4. Adult Short-Term Release and Waiver  
5. Youth Volunteer Parental Release Form 
6. Adopt- A-Trail Guidelines  
7. Friends Group Guidelines 
8. Camp Host Guidelines 
9. Interpretive Docent Guidelines 

 
Appendix D: Volunteer Opportunity Descriptions  
VP 101 – Trail Watch 
VP 102a – Trail Crew 
VP 102b – Trail Crew Lead 
VP 103 – Camp & Site Host 
VP 104 – Interpretive Docent 
VP 105a – Outdoor Recreation Docent 
VP 105b – Paddle Program Volunteer 
VP 106 – Visitor Center Host 
VP 107 – Volunteer Lead / Park Ambassador 
VP 108 – Land Steward / Maintenance Volunteer 
VP 109 – Natural Resources Monitor 
VP 110 – Archives and Collections 
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Appendix A: General Information 
 
History of the Santa Clara County Parks Volunteer Program 

Beginnings 

The roots of organized volunteerism in Santa Clara County Parks can be traced to a group of dedicated 
citizens. In 1978 the Trails and Pathways Master Plan for Santa Clara County was developed to provide 
the people of Santa Clara County the opportunity to reach the County’s natural areas and recreational 
facilities without total dependency on the automobile.  Local equestrians, many who were members of 
the San Martin Horseman’s Association, participated in the trails planning process. 

Joan Throgmorton, a longtime member of the Horseman’s Association, recalls several group members 
were inspired to begin an organized volunteer program in County Parks by visits to other parks across 
the region and nationwide.  “We realized that if they can do this in other places, why can’t we here?” 
Joan said. 

As a result, the Santa Clara County Department of Parks and Recreation Equestrian Volunteers were 
formally organized and in 1983 Supervising Park Ranger Milan Wasick, a staunch advocate of the 
mounted patrol concept, coordinated the program’s initiation at Mt. Madonna Park.  

Martial Cottle Program Manager Eric Goodrich was a seasonal Park Ranger at Mt. Madonna Park when 
the program began. “At the time, equestrians were charged to ride either daily for $2, or on an annual 
pass for $20. The volunteers did not have to pay (fees) and we issued them maps, and blue vests with 
our round (department) patch and a rocker patch identifying them as volunteers. I vividly recall Chere 
Barger, Marilyn Orlando and Joan Throgmorton patrolling on a regular basis.”  

The New Almaden Quicksilver County Park Association (NAQCPA) also began at about this same 
time and continue to play a vital role to this day. This was the first Friends Group at County Parks. 

Regional Park Manager Ray Garcia was a huge proponent of parks volunteers, and Ray implemented a 
formal, department wide program in 1990, relying on interns, an extra help employee and assistance 
from field staff.  In 1993, while Senior Ranger at Hellyer-Santa Teresa County Park, Eric Goodrich met 
Mike and Dorene Boulland, a local couple who were passionate about their regional parks. Eric assisted 
the Boulland’s in forming the Friends of Santa Teresa County Park.  “We did a lot of trail work back 
then, including building the Rocky Ridge and Fortini Trails,” Eric said. Today, the Friends of Santa 
Teresa remain one of the program’s most active Friends Groups. 

In 1993, Senior Park Ranger Chris Crockett began to serve as Volunteer Coordinator, and in 1995 Chris 
assumed the role as the Department’s first fulltime Volunteer Coordinator. Chris developed and 
launched the Trail Watch Program in 1994, and in 1995 the department began its long-standing 
participation with South Bay Fishing in the City. In partnership with the California Department of Fish 
& Game, the City of San Jose, and local Rotary International clubs, this hugely successful program 
teaches fishing to urban children largely with the assistance of dedicated County Parks volunteers. 
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The Volunteer Program continued to branch out to include larger events, including California Coastal 
Cleanup Day beginning in 1996, and National River Cleanup Day in 1998. Both events continue to 
thrive in Santa Clara County, and the Volunteer Program plays a key role in these efforts both as a co-
sponsor and as a host for cleanup sites.  

Under the leadership of Chief Park Rangers Bill Ventura and Matt Anderson, with Volunteer 
Coordinators Crockett, John Heenan, Sabine Sander, Heidi McFarland and John George, the program 
continued its expansion into the 21st Century.  As existing programs grew, and new programs and 
events were added, volunteers were increasingly recognized department-wide as an invaluable 
resource to help keep County Parks a clean, safe and friendly environment.   

Gloria Gill became the first Volunteer Program Manager in 2008, and with Gloria’s guidance the 
program expanded its presence into the local business community, increased recruitment for Friends 
Groups and the Adopt-a-Trail program, and added a variety of regularly scheduled events such as 
cleanup days, non-native plant species mitigation, and trail building and maintenance. In 2012, the 
Volunteer Program began a partnership with AmeriCorps NCCC and in 2013 teamed up with the 
Probation department to provide skill building and community service through the Teaching 
Adolescents Skills in the Community Program (TASC). 
 
Volunteers now serve an average of about 40,000 hours per year for County Parks – an equivalent to 
about 24 fulltime workers -- assisting park staff to achieve goals that might otherwise be compromised 
or unrealized. Today volunteers are involved with all aspects of County Parks including trail 
operations, natural resources, maintenance, visitor centers, museums, interpretation and outdoor 
recreation.    
 
The chart below highlights the numbers of volunteers and the hours they contributed to County Parks 
over the past 10 years. 

 Santa Clara County Parks Volunteers, Year 2004 – 2016 
 

Calendar Year Total Volunteers / Groups 
Hours 

Contributed 
CA Independent 

Sector Value 
Economic Value 

2004 Unknown 32,286 $19.74 $637,325.64 
2005 Unknown 34,337 $20.36 $699,101.32 
2006 Unknown 38,039 $21.14 $804,144.46 
2007 Unknown  33,714 $21.96 $740,359.44 
2008 2,445 34,271 $22.62 $775,210.02 
2009 1,961 51,099 $23.42 $1,196,738.58 
2010 1,298 48,164 $24.18 $1,164,605.52 
2011 775 63,838 $24.75 $1,579,990.50 
2012 435 77,317 $26.01 $2,011,015.17 
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2013 493 94,201 $26.34 $2,481,254.34 
2014 311 65,491 $26.87 $1,759,743.17 
2015 271 35,196 $27.59 $971,057.64 
2016 260 39,733 $28.46 $1,130,801.18 

Notes on above data: 
2008 – Transition to new Volunteer Reporter Software database 
2017 – Transition to Samaritan Software database 
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Santa Clara County Volunteer Policy (Coming Soon) 
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Tax Benefits of Volunteerism 

Those added expenses that go along with donating your time and services as a volunteer for County Parks might 
be deductible when filing your taxes, if you keep a good written record.  Generally, out-of-pocket expenses 
accumulated while serving as a volunteer with a “qualified organization,” such as a government agency or a non-
profit organization, can be deducted as charitable contributions.  The amounts must not be reimbursed, and the 
expenses incurred must be directly the result of the services given.  They cannot be personal, living, or family 
expenses.  Although we value your time and efforts, the monetary value of your time and services is not a 
deductible charitable contribution.  The following is a summary of charitable contributions, as stated in IRS 
Publication 526, that may be deducted on your next tax return (Note: This summary was prepared by park staff 
for informational purposes only.  This information should be discussed with a qualified tax preparer, CPA, or 
attorney to evaluate its applicability to every individual’s case): 
 
*Uniforms:  The cost and upkeep of uniforms not suitable for everyday use and that must be worn while 
performing donated services can be deducted. 
 
*Car Expenses:  Out-of-pocket expenses (the cost of gas and oil) directly related to the use of your car in giving 
services to a charitable organization may be deducted.  If you don’t want to deduct your actual expenses, you 
can use a standard mileage rate for the given tax year to figure your contribution.  Parking fees and tolls may 
also be deducted.  Reliable written records of your car expenses are a must! 
 
*Travel Expenses:  Travel expenses incurred while you are away from home performing services for a charitable 
organization can be deducted if there is not significant element of personal pleasure, recreation, or vacation in 
the travel.  Travel expenses include the cost of air, rail, bus, car, taxi, lodging, and meals.  
 
*Conventions:  As a chosen representative at a convention given by a qualified organization, you may deduct 
actual unreimbursed expenses, of a reasonable amount, for transportation, meals, and lodging for yourself. 
 
For a more complete discussion regarding charitable deductions, contact the IRS: 
 Free Publications and Forms:  1-800-tax-form (1-800-829-3676) 
 Tax Questions & Information:  1-800-829-1040 or www.irs.gov  
 
The three publications used to develop this summary are available free of charge from the IRS: 
 Your Federal Income Tax, Publication 17 
 Charitable Contributions, Publication 526 
 Instructions for Form 8283: Non-cash Charitable Contributions 
 
 
 

 
 

http://www.irs.gov/
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Appendix B: Staff Resources 
Request for County Driver Authorization 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Driver%20Authorization%20form%206409.pdf
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Authorization for Driver Record Release 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/dmv%201101.pdf
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Driver Responsibility Statement 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Driver%20Responsibility%20Statement_%20private%20vehicles%20form%206448.pdf
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County Vehicle Accident Report 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/sites/forms/esa/LiabilityandPropertyInsuranceCountywideForms/VehicleAccidentIncidentReport.pdf
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Supervisor's Review of Employee's Motor Vehicle Incident 

https://connect.sccgov.org/sites/parks/Forms/_layouts/15/WopiFrame.aspx?sourcedoc=%2Fsites%2Fparks%2FForms%2FParkForms%2FSupervisor%27s%20Review%20of%20Employee%27s%20Motor%20Vehicle%20Incident%2Edocx&action=view&source=https%3A%2F%2Fconnect%2Esccgov%2Eorg%2Fsites%2Fparks%2FForms%2FParkForms%2FForms%2FAllItems%2Easpx%23InplviewHash0a4232ba%2D7d3e%2D4427%2D9cb3%2D803e5345a53f%3D
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 Accident Report Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/sites/policies/FormsrelatedtoPolicies/1673-Accident-Report-Form.pdf
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Volunteer Power Tool Training Record 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Power%20Tool%20Training%20Record.pdf


Santa Clara County Parks & Recreation Volunteer Program Guidelines      
 

77 
Section 4: Appendices 
Appendix B: Staff Resources 

Successful Volunteer Event Checklist 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Successful%20Volunteer%20Event%20Checklist.pdf
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Long-Term Volunteer Position Requirements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Long-Term%20Volunteer%20Position%20Requirements.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Long-Term%20Volunteer%20Position%20Requirements.pdf
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Volunteer Orientation Checklist 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Orientation%20Checklist.pdf
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Volunteer Performance Evaluation 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Performance%20Evaluation.pdf
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Volunteer Exit Interview 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Exit%20Interview.pdf
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Samaritan Use Guidelines and Training Resources 

 

All Samaritan training resources are available on Parks Connect on the Volunteer Program page… 

 

Buildings Grids and Filters 

Using Logbooks and Running Reports 

Building New Opportunities and Schedule Slots 

Registering in eRecruiter and Searching for Opportunities 

Building a New Email Inside eCoordinator 

Building Prerequisites and Attaching Surveys 

 

Please contact the Volunteer Program Office staff for additional support with Samaritan Software 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Building%20Grids%20and%20Filters.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Logbooks%20and%20Building%20Reports.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Registeering%20a%20New%20Opportunity%20and%20Bulding%20a%20Schedule%20Slot.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Registering%20as%20a%20New%20Volunteer.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Building%20a%20New%20Email.pdf
https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Samaritan%20Software%20Training%20Tools/Basic%20Step%20by%20Step-Building%20a%20New%20Prerequisite.pdf
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Volunteer Application  

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Application.pdf
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Volunteer Event Release and Roster 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/3%20Volunteer%20Event%20Release%20and%20Roster.pdf
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Adult Long-Term Release and Waiver (DocuSign Only) 
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Adult Short-Term Volunteer Event Release and Waiver (DocuSign Only) 
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Youth Volunteer Parental Release Form 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Youth%20Volunteer%20Parental%20Release%20Form.pdf
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Adopt-A-Trail Guidelines 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.sccgov.org/sites/parks/Volunteer/Documents/Adopt-a-Trail_Guidelines.pdf
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Friends Group Guidelines 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.sccgov.org/sites/parks/Volunteer/Documents/Friends_Group_Guidelines.pdf
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Camp and Site Host Guidelines 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Camp%20Host%20Guidelines.pdf
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Interpretive Docent Guidelines 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Interpretive%20Docent%20Guidelines.pdf
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Appendix D: Volunteer Opportunity Descriptions 
Trail Watch  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20101%20Trail%20Watch.pdf
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Trail Crew 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20102a%20Trail%20Crew.pdf
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Trail Crew Lead 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20102b%20Trail%20Crew%20Lead.pdf
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Camp and Site Host 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20103%20Camp%20and%20Site%20Host.pdf
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Interpretive Docent 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20104%20Interpretive%20Docent.pdf
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Outdoor Recreation Docent 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20105a%20Outdoor%20Recreation%20Docent.pdf
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Paddle Program Docent 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20105b%20Paddle%20Program%20Docent.pdf
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Visitor Center Host 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20106%20Visitor%20Center%20Host.pdf
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Volunteer Lead / Park Ambassador 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20107%20Volunteer%20Lead%20and%20Park%20Ambassador.pdf
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Land Steward / Maintenance Volunteer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20108%20Land%20Stewardand%20Maintenance.pdf
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Natural Resource Monitor 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20109%20Natural%20Resource%20Monitor.pdf
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Archives and Collections 

https://connect.sccgov.org/teams/parks/partnerships/volunteers/Shared%20Documents/Volunteer%20Position%20Descriptions/Volunteer%20Position%20Description%20110%20Archives%20and%20Collections.pdf
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	In the case of organized groups of minor volunteers (i.e. school groups, service organizations, Boy/Girl Scouts, etc.), supervision typically includes Park staff as well as any chaperones accompanying the group. However,
	High school students are often required to complete community service hours as part of their graduation requirements. The individual school or school district sets the number of hours and the area of focus (i.e. environmental, arts, literacy, mentorin...
	Each Park Unit will establish formal standards for the minimum number of hours that a volunteer must work to remain on active long-term status. In most cases, 6 to 8 hours per month is an acceptable minimum time
	See Appendix D for a copy of the Trail Crew Lead Volunteer Description
	Visitor Services Hosts and Docents are volunteers who assist park staff in providing a variety of visitor services and developing and conducting educational and recreational programs in County Parks. Hosts and Docents work in parks, facilities and vis...
	Adopt-a-Trail Volunteers, after completing appropriate training, will take care of a trail, or section of a trail, within a County Park. Volunteers can adopt a trail either individually or as a group. If in a group, the group must designate a Group Li...
	Volunteers with questions about filing a claim, insurance coverage or requesting reimbursement of medical expenses should be directed to the Volunteer Program Coordinator, who may then refer the volunteer to ESA.
	 Qualified staff will document the training and use of motor vehicles or power equipment by volunteers. (See Record of Volunteer Training Form in Appendix B.)
	 Minors are not authorized to use any motor vehicles or power equipment.
	No awards or other recognition shall be given in advance of hours or services contributed.
	When a volunteer becomes inactive, they must return their Temporary Volunteer Parking Pass. An inactive volunteer’s Venture Pass earned for the previous year’s work will remain valid through the current calendar year and shall be retained by the volun...

