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INTRODUCTION
Thank you for your interest in serving as a volunteer for Upshur County. These
policies are written to provide overall guidance and direction to volunteers. These policies
do not constitute, either implicitly or explicitly, a binding contractual or personnel
agreement. This manual does not contain all the information you may need during the
course of your time as a volunteer. This manual is provided as a reference and guide
only. Volunteers should realize that the elected official or supervisor they are working for
might have additional rules, regulations and/or policies concerning volunteers and their
duties. Any item in the Volunteer Manual that is, or may become, in conflict with state
and/or federal statutes will be considered null and void, however, all other areas will
remain effective. Specific questions should be directed to your supervisor.
This Volunteer Manual is not intended to create any contractual rights in
favor of the volunteer. Nor does this Volunteer Manual alter the “AT WILL” nature
of the volunteer relationship between Upshur County and its volunteers, which
means that the volunteer may resign at any time and the Upshur County
Commission may terminate the volunteer relationship at any time with or without
cause.
The Upshur County Policy Board consists of the County Commission President,
County Clerk, Circuit Clerk, Sheriff, Assessor, Prosecuting Attorney and two county
employee representatives. The two remaining County Commissioners may serve in an
advisory capacity and have no voting privileges. The Upshur County Policy Board
reserves the right to modify, revoke or change any or all of the guidelines set forth, in
whole or in part, at any time. The Upshur County Commission will consider revisions,
modifications and/or changes for final approval after adoption by a majority vote of the
Upshur County Policy Board. The Upshur County Commission has final authority on the
interpretation and/or intent of any and all policies and procedures contained in this
document. An opportunity for discussion with elected officials will be scheduled prior to
the decision or interpretation by the Upshur County Commission.
DEFINITION
For purposes of this Volunteer Manual, a “volunteer” is anyone who, without
compensation or expectation of compensation, performs a task at the direction of and on
behalf of the agency. A “volunteer” shall be subject to a background check and is only
considered a “volunteer” after being officially approved by the Upshur County
Commission and while activated by a Supervisor or elected official and performing tasks
within the scope of their duties as a volunteer. Volunteers shall not be considered as
“employees” of the agency.
For the purpose of clarity, (1) interns are considered volunteers that would be subject to
the contents of this manual and (2) a spontaneous volunteer who appears during the time
of an emergency to help for a period of less than 36 hours would not be considered a
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volunteer subject to this manual. Spontaneous volunteers shall report to the Citizens
Corp Council.

PRODUCTIVE WORK ENVIRONMENT POLICY
1. Background
The Upshur County Commission is dedicated to ensuring that the citizens of Upshur
County receive the best quality public services and support from the volunteers of the
County. The Commission believes that the opportunity to render this public service is a
privilege, and that every volunteer of the County must be provided with a happy and
productive working environment.
2. Gender Based Harassment / Sexual Harassment
Both Federal and West Virginia law classify sexual harassment as an unlawful
practice. Sexual harassment is defined as any kind of directed or general gender-based
harassment including, but not limited to, unwelcome sexual advances, requests for sexual
favors, lewd or suggestive comments or sounds, proliferation of pornographic
materials/objects, threats or intimidations, and other verbal and/or physical conduct of a
sexual nature when:
a. Consent to or toleration of such conduct is made either explicitly or implicitly
as a term or condition of an individual’s volunteering; and/or
b. Submission to or rejection of such conduct by an individual is used as the
basis for volunteer opportunities affecting such individual; and/or
c. Such conduct has the purpose or effect of unreasonably interfering with an
individual’s performance or creating an intimidating, hostile, or offensive
work environment.

The conduct described above is prohibited between Supervisors and subordinates,
including volunteers. It is not necessary that there be a supervisory relationship between
employees or volunteers to sustain a sexual harassment charge. Furthermore, the
Commission will not tolerate any non-employee third party harassment involving a
volunteer of the County Commission.

3. Harassment Based Upon Race, Religion, National Origin, Disability, Age, or Any
Other Protected Actual or Perceived Characteristic
This unlawful harassment is best described as conduct or words directed towards a
volunteer or other person that has the intent or effect of poking fun, using slurs, name
calling or making derogatory jokes or comments based upon race, religion, national origin,
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disability, age or any other protected actual or perceived characteristic. This conduct may
have the purpose or effect of:
a. Unreasonably interfering with an individual’s work performance; or
b. Creating an intimidating, hostile, or offensive work environment.
This behavior, which discriminates and/or creates a hostile work environment,
should not be suffered by a volunteer and will not be tolerated by the Commission.
Policy
It is the policy of the Upshur County Commission that every volunteer of
Upshur County be treated with consideration and respect. The Commission views
the respectful treatment as the absence of all forms of harassment in the work
place, whether based upon actual or perceived sex, gender, race, age, disability,
national origin, color, religion, or any other personal characteristic. Because the
Upshur County Commission is dedicated to providing volunteers a work place free
from any form of unlawful harassment or discriminatory behavior, harassment for
any reason, and in any manner or form, is expressly prohibited. All volunteers must
avoid any action or conduct which could be viewed as unlawful harassment, and
all volunteers are responsible for the administration of this policy and the
promotion of a safe and productive workplace.
All alleged claims of harassment, as described herein, will be promptly, fairly, and
thoroughly investigated and corrective action will be taken if warranted by the results of
the investigation. Such action may include disciplinary measures up to and including
immediate termination of the volunteer relationship.
This policy also expressly prohibits retaliation of any kind against any volunteer
bringing a complaint or assisting in the investigation of a complaint. Such volunteers may
not be adversely affected in any manner related to their volunteer relationship.
Such retaliation is also illegal under the laws of the United States and the State of
West Virginia.
Any volunteer who feels that he or she has suffered / is suffering harassment
prohibited by this policy shall clearly inform the harasser that the behavior is offensive,
unwelcome, and prohibited and request that the behavior stop. If the behavior continues,
the volunteer shall immediately report the incident to his/her immediate supervisor. If the
immediate supervisor is involved in the harassing activity, the alleged violation may be
reported to the supervising department head, the County Administrator, or any member
of the County Commission.
All complaints will be promptly, thoroughly, and fairly investigated by the
Commission or its designated employee/agent. Investigations will be conducted to the
fullest extent possible to protect the privacy of all parties concerned. Disciplinary and
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corrective action will be taken as appropriate, as determined by the County Commission.

ATTENDANCE
Volunteers are expected to meet their commitments to their scheduled service
hours. Supervisors must be notified of any absences in advance or as soon as possible.
After 180 consecutive days of not reporting to volunteer, the volunteer will be determined
to be “inactive” and the Upshur County Commission reserves the right to terminate the
volunteer relationship. With regards to CERT members, failing to report for two call-outs
will cause the CERT member to be “inactive” and the Upshur County Commission
reserves the right to terminate the volunteer relationship.
All volunteers must sign-in and out when reporting for service. Failure to do so and
illegible handwriting will result in service hours not being recorded.
ACCESS
For security reasons, volunteers are not permitted to have access to facility keys.
Access to a building that is not open to the public during regular business hours is to be
gained through Upshur County Commission Staff. During a state of emergency declared
by the Upshur County Commission President, an elected official and/or supervisor may
waive the requirements and/or restrictions of this policy. Waiving of this policy must be
documented and signed by both the volunteer and the elected official or supervisor.

DRUG & ALCOHOL FREE WORKPLACE
Upshur County is committed to the principle of keeping illegal drug use out of the
workplace and society in general. The use of alcohol and drugs endangers employees,
fellow volunteers, workers and public safety. Upshur County has implemented this policy
in accordance with the Drug Free Workplace Act of 1988 to help ensure and maintain a
drug-free, safe and secure working environment. For the purpose of this policy, the
definition of a “drug” includes alcoholic beverages, inhalants and any illegal drugs.
The unlawful manufacture, distribution, dispensation, possession or use of a drug
on County property or vehicles is absolutely prohibited. Violations of this policy will result
in disciplinary action up to and including immediate termination of the volunteer
relationship. Depending on the circumstances, other action, including notification of
appropriate law enforcement agencies, may be taken against any volunteer that violates
this policy.
As a condition of volunteerism, county volunteers must notify Upshur County
officials within five (5) days of the conviction for any criminal drug violation occurring in
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the workplace. Failure to do so will result in immediate termination of the volunteer
relationship. Please note that the volunteer relationship may be terminated as per above
paragraph.

WORKERS’ COMPENSATION
Volunteers who are injured are not eligible for workers’ compensation coverage.
LIABILITY INSURANCE COVERAGE
Volunteers of Upshur County are covered via the County’s Volunteer Accident
Medical coverage only while under the direction and control of the commission, an elected
official or other designated county employee assigned to supervise and only while
performing tasks within the scope of their duties as a volunteer. Having coverage under
certain activities does not ensure coverage for all activities performed throughout the day.
In the event that you are injured while volunteering for the county your direct supervisor
must be contacted and made aware of the injury immediately, or within 24 hours. Injuries
that occur outside of the scope of the volunteer relationship will not be covered.
Coverage Provided:
Accident Medical Limits
Deductible Limits
Accident Death Benefit
Single Dismemberment Benefit
Double Dismemberment Benefit
Coverage Type

$25,000
$100
$10,000
$5,000
$10,000
Full Excess

The volunteer is responsible for paying any deductible that is incurred.

SAFETY
Volunteers need to exercise good judgment and caution in the performance of
his/her work. Upshur County expects all volunteers to be safety minded for themselves,
fellow workers and the public. The existence of a safe place to work, a work environment
conducive to safe practices and policies is of major concern to Upshur County officials.
The County believes that performance geared toward safety is always more efficient and
that inherent in every operation there must be a need and a desire to perform that work
safely. The County realizes that the avoidance of accidents and injuries is of critical
importance to all parties. The objective is to avoid all injuries or illnesses.

5

WEAPONS
No person other than law enforcement personnel may possess or carry any
dangerous and/or deadly weapon, concealed or open, on county owned property.

USE OF COUNTY VEHICLE
An individual serving as a volunteer, board member, intern or such are not
authorized to operate county owned vehicles. A reserve deputy authorized to assist law
enforcement personnel may be authorized by the Upshur County Sheriff to assist in the
operation of a county owned vehicle in the transportation or extradition of individuals or
other related functions. The Office of the Upshur County Sheriff shall request and review
a Motor Vehicle Record (MVR) on the reserve deputy and provide necessary driver
information to the insurance carrier of Upshur County before authorizing such assistance.
There are to be no individuals not employed by Upshur County as passengers in
a county owned vehicle unless the individuals are being transported by an official and/or
employee in the completion of their job related functions, or they are assisting an official
and/or employee in completion of their volunteer related functions.
County vehicles are the only vehicles to be used to tow trailers or any other
property of the Upshur County Commission.
During a state of emergency declared by the Upshur County Commission
President, an elected official and/or supervisor may waive the requirements and/or
restrictions of this policy. Waiving of this policy must be documented and signed by both
the volunteer and the elected official or supervisor.

TOBACCO / SMOKE FREE POLICY
The Upshur County Commission has designated the courthouse, annex, and all
other county owned buildings and vehicles as tobacco / smoke free in accordance with
the Upshur County Clean Indoor Air Regulation. Elected officials employees, volunteers,
as well as the public, are to observe this policy and refrain from the use of any tobacco
products, as well as electronic cigarettes, while inside county owned facilities and vehicles
or within fifteen (15) feet of an entrance and/or exit.

COST CONSCIOUSNESS
The County operates on public funds. Using equipment improperly, excessive
ordering, and wasting supplies are all examples of inefficiency. Volunteers should be
cost conscious to promote the most efficient operation of the County government.
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TELEPHONE USAGE
A volunteer may have telephone contacts with other departments or the public as
a part of his/her duties. Answer all calls as promptly as possible. The County expects
and appreciates your cooperation in limiting the use of the county telephone system for
personal calls to those that are absolutely necessary. The County’s telephone system
must not be utilized for any long distance calls that are personal in nature.
COMPUTER / EMAIL / INTERNET USAGE
As a volunteer for Upshur County, you may have access to an email account,
worldwide web and/or the Internet. These systems are paid for by Upshur County and
provided to volunteers so that they may be better able to perform necessary and expected
services for the citizens of Upshur County. Volunteers may not utilize these types of
communication / information systems for harassing, discriminatory, fraudulent or other
illegal purpose(s) or to obtain offensive material. This would include prohibitions against
disseminating confidential information over the Internet or downloading copyrighted
materials from the Internet.
Volunteers are not authorized to speak on behalf of the Upshur County
Commission or entities without expressed permission from Upshur County Elected
Officials and Supervisors. If a volunteer has permission to discuss current and potential
business activities, the following guidelines must be followed:
1. Identification: Identify yourself. Include your name, and when appropriate, state
your volunteer role or title.
2. Disclaimer: Use a disclaimer that the views you express on the particular
website, email, etc. are yours alone and do not represent the views of the
Upshur County Commission.
3. Proof: Support any statements made online with factual evidence. Also, let
your supervisor know about the content you plan to publish.
Social Media use shall not interfere with volunteers responsibilities. Upshur
County’s computer systems are to be used for business purposes only. When using
Upshur County’s computer systems use of social media for business purposes is allowed,
but personal use of social media networks or personal blogging of online content is
discouraged and could result in disciplinary action.
In order to insure compliance with these requirements and to avoid legal liabilities,
Upshur County Elected Officials and Supervisors reserve the right to routinely monitor,
review, print and/or investigate volunteers’ email transmissions, receptions and/or
Internet usage. Therefore, due to the fact that Upshur County sponsors and incurs
charges for these type of systems (email, web and/or Internet), volunteers should be
aware that there is no expectation of privacy when utilizing County sponsored email, web
and/or Internet access.
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SOCIAL MEDIA
As volunteers of the County you represent Upshur County in your public
appearances including your social media presence. This policy provides guidance for
volunteer use of social media, which should be broadly understood for purposes of this
policy to include blogs, wikis, microblogs, message boards, chat rooms, electronic
newsletters, online forums, social networking sites, and other sites and services that
permit users to share information with others in a contemporaneous manner. Volunteers
should be aware that the Upshur County Commission may observe content and
information made available by employees through social media. Employees should use
their best judgment in posting material that is either inappropriate or harmful to the Upshur
County Commission, elected officials, supervisors, employees, volunteers or
constituents. Some specific examples of prohibited social media conduct include posting
commentary, content, or images that are defamatory, pornographic, proprietary,
harassing, slanderous, or that can create a hostile work environment. Volunteers shall
not publish, post or release any information that is considered confidential or not public.
Social media networks, blogs and other types of online content sometimes generate press
and media attention or legal questions. Volunteers should refer these inquiries to the
county administrator. Any breach of this policy may lead to disciplinary action, up to and
including termination of the volunteer relationship.

PUBLIC RELATIONS
Every volunteer of Upshur County represents the County government and shares
responsibility for building good public relations. By efficiently and accurately performing
daily work, each volunteer contributes to the County’s success. By exercising courtesy
and alertness in all direct dealings with the public, volunteers can influence the County’s
prestige and uphold its goal of service to the community.
DRESS CODE
Volunteers are required to demonstrate a neat and responsible standard of dress.
There may be occasions when certain attire and/or shoes will be required. Particular
departments may set standards of dress according to office functions.
Elected Officials and Supervisors reserve the right to raise the issue of dress with
individual volunteers when considered necessary.

POLITICAL ACTIVITY
Volunteers for the County shall serve all residents and visitors equally. The
political opinions or affiliations of any resident will in no way affect the amount or quality
of service received from the County. Volunteers shall not, directly or indirectly, give,
render, pay, offer, solicit or accept any money, service or other valuable consideration of
or on account of any appointment, promotion or proposed promotion to a position in
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Upshur County.
Volunteers of the County will not solicit any assessment or subscription intended
for any political purpose from elected officials, supervisors, employees, other volunteers
or from the general public during work time or on work premises. Volunteers shall not be
required to contribute money to any candidate or any political party.

CONFIDENTIALITY
Volunteers are responsible for maintaining the confidentiality of all proprietary or
privileged information to which they are exposed while serving as a volunteer, whether
this information involves a single staff, volunteer, constituent, or other person or involves
overall county business. Failure to maintain confidentiality may result in termination of the
volunteer's relationship with the agency or other corrective action.
All records, documents and other papers or electronic images, together with any
copies or extracts thereof, made or acquired by volunteers in the course of their role with
the Upshur County Commission must remain on premises.
THEFT
Theft, misappropriation, embezzlement, unauthorized possession or removal of
county property or the property of employees and/or co-volunteers shall not be tolerated
by any supervisor or elected official. In the event that this unacceptable behavior occurs
a volunteer shall be subject to disciplinary action, up to and including termination of the
volunteer relationship.
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Release and Authorization
DISCLOSURE: A CONSUMER REPORT MAY BE PROCURED FOR EMPLOYMENT PURPOSES.
In accordance with the Fair Credit Reporting Act, and any and all other state or regional laws, a consumer report or investigation consumer
report including information about your general reputation, character, or personal characteristics may be obtained. Upon written request, you
will be provided with information regarding the nature and scope of the report, should it include information about your general reputation,
character, or personal characteristics, and a summary of your rights

RELEASE AND AUTHORIZATION
I voluntarily and knowingly authorize for employment purposes only, any law enforcement agency, state agency, federal agency, and consumer
Reporting agency, personal reference, and/or other person, to give records or information they may have concerning my criminal history, motor
vehicle history, and general reputation, character, or any other information requested by Credential Research, LLC. and/or its agents or
representatives. I voluntarily and knowingly unconditionally release any named or unnamed informant from any and all liability resulting from
the furnishing of this information. The authorization shall be valid one year from the date signed and a photographic or faxed copy of the
authorization shall be as valid as the original. In compliance with the 1990 Americans with Disabilities Act, a worker compensation search may
only be requested when a conditional job offer exists.
_X____________________________________________________________________
___________________________________

Signature
Date
_____________________________________________________________________________________________
Full Name (Type or Print Legibly)
_____________________________________________________________________________________________
Current Address
Other Names Used (Maiden, Divorced, Alias, Etc.)
1.

_________________________

2. _________________________ 3. _________________________

______________________________
Social Security Number

_________
Sex

______________________________
Driver’s License Number

____________
State of Issue

_____________
Race

_____________________
Date of Birth

Have you been convicted of any Crime?
If yes, Charge: ___________________________________
City __________________ State: ______________

Disposition: _________________________
County: ___________

Date: _________

Are there any Criminal Charges currently pending against you?
If yes, Charge: ___________________________________
City __________________ State: ______________

Disposition: _________________________
County: ___________ Date: _____________

Form: CR 803-2016
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Supplemental Data Sheet
Please provide us with your home addresses for the past 7 years.
City
State
Zip
Dates
1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________
5. _____________________________________________________________
I certify that the information on the application is true and correct and I understand that
falsification is grounds for dismissal.
__________________________________________
Signature

________________________________
Date

___________________________________________
Print Full Name

________________________________
Social Security Number

Other Names Used (Maiden, Divorced, Alias, Etc.)

Form: CR 804-2016

13

