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 I.  POLICY SUMMARY 
A. This section of the Policy and Procedure Manual (PPM) for the University of 

California (UC) Agriculture and Natural Resources (ANR) sets forth official 
operational procedures for the participation of people as volunteers in the educational 
and research programs conducted by UC ANR. Nothing contained in these 
implementing procedures should be read or interpreted to contradict any relevant UC 
policy. If any provision should contradict UC policy, the UC policy shall prevail. 

B. In addition to this section of the PPM certain UC ANR programs have Policy 
Manuals created specifically for their volunteer organizations (e.g., the UC 4-H 
Youth Development Program, the UC Master Gardener Program, etc.). Those 
Manuals should be consulted for program-specific information on volunteers 
(see Section VI, Related Information below for links to those Manuals). 

C. The information presented here is general, and cannot address all of the unique 
concerns that may arise regarding volunteers within UC ANR. Questions regarding 
specific situations should be directed to the applicable Vice Provost whose contact 
information appears on Page 1 above. 

D. UC ANR highly values volunteers for their assistance in public outreach, fundraising, 
and other aspects of support for UC ANR’s mission. At the same time, as a public 
trust and as the beneficiary of these outreach and fundraising activities, UC ANR is 
obligated to assure that volunteer conduct exemplifies UC’s core values and is 
congruent with all applicable UC policies. This procedure is intended to help promote 
a productive, safe and mutually beneficial environment for volunteers and for UC 
ANR by setting appropriate expectations and clarifying roles and responsibilities for 
both volunteers and their sponsoring unit. This procedure applies to all individuals 
assisting all UC ANR units on a volunteer basis. 

II.  DEFINITIONS 
A. Unit head: UC Cooperative Extension County Directors, Research and Extension 

Center Directors and Statewide Program/Institute Directors. 
B. Volunteer: Anyone 18 years of age or older who agrees to provide a service or 

conduct an activity, on a non-wage earning basis, that supports the goals of a UC 
ANR-sponsored program. 
There are two types of volunteers: 
1. Casual volunteer: One who offers, on an informal basis, to perform a specific 

task for a specific period, apart from an organized volunteer program. 
2. Formal volunteer: One who is specifically recruited, oriented, trained, and 

certified (by annual acknowledgement letter of active volunteer status) as part of 
an organized volunteer program undertaken to achieve specific programmatic 
objectives. 
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 III.  POLICY TEXT 
A. Type of Volunteers 

1. "Formal" volunteers, as evidenced by annual letter acknowledgement of active 
volunteer status, are designated as agents of UC. As agents of UC, they are 
accorded all rights, privileges, and protection inherent in the volunteer position. In 
addition, as agents of UC, formal volunteers are subject to all laws, policies, and 
regulations that govern UC ANR operations. 

2. "Casual" volunteer involvement does occur but does not result in the issuance of 
an annual letter acknowledgement or the granting the designation as an agent of 
UC. Such involvement may include, but is not necessarily limited to, the following 
activities: 
a. Support for program or office operations. 
b. Participation on advisory committees. 
c. Response to questionnaires or surveys undertaken by UC ANR. 

3. Casual volunteers may not give out technical advice. In all instances, the 
designation as an agent of UC shall be reserved for persons with a current letter 
designation as an active volunteer associated with a UC ANR program. The unit 
head should be informed by the responsible advisor or staff person of the number, 
status, and role of casual volunteers for whom they are responsible. 

B. Initiating Volunteer Positions/Programs 
1. Volunteer services may be used to support UC ANR to further its mission of 

research and public service, and to provide valuable experience to volunteers. 
Volunteer services are utilized at the sole discretion of the unit for which the 
volunteer provides assistance. Unit heads (often the County Director in 
partnership with the Statewide Program Director) must approve formal volunteer 
programs before recruitment. The advisor responsible for developing formal 
volunteer programs should provide the unit head with a written justification that 
identifies the needs, benefits, and costs of conducting the program, the number 
and type of volunteers to be recruited, the training to be provided, and the 
measures to be used to evaluate the volunteers and the overall program. 
a. For formal volunteers, a basic written description should be developed to set 

forth duties and responsibilities of the volunteers, the organizational 
relationships, affirmative action concerns, and the required and desired 
qualifications. 

b. People accepting appointments as formal UC ANR volunteers must read and 
sign the UC ANR Adult Volunteer Code of Conduct (see Item VI, Related 
Information below for a link to this document). A copy of the Code of Conduct 
should be given to the volunteer and a signed copy placed in the program 
files. 
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 C. Volunteer Identification, Selection, Orientation and Training 
1. Selection of a person as a casual or formal volunteer should be based on 

program need, ability to perform the required tasks, and willingness to act in 
accordance with UC ANR policy. In all cases, selection should take into account 
the affirmative action goals and program policies. 

2. When possible, a selection committee should be established to help ensure a 
balanced review of the strengths and weaknesses of each applicant and overall 
program needs. 

3. Both casual and formal volunteers should be provided with an orientation to the 
organization, an explanation of supervisory relationships, procedures for 
evaluation, information on reappointment or termination, and complaint 
procedures. 

4. Formal volunteers should be given a detailed orientation, emphasizing structure, 
goals, funding, duties and responsibilities, legal and organizational concerns, 
opportunities for involvement and further training, and specific expectations 
regarding performance. 

5. Staff are responsible for ensuring that volunteers receive sufficient training to 
enable them to conduct the activities or provide the services the program has 
been designed to deliver and as specified in the relevant Policy Manual. Staff 
should: 
a. Develop the content of training programs before recruitment. 
b. Establish procedures for determining minimum levels of proficiency. 
c. Provide additional in-service training when feasible. 

6. Periodic evaluation of the overall volunteer program should be conducted to 
determine impact, effectiveness, and continued justification. 

D. Additional Requirements 
1. General 

Volunteers must adhere to all UC ANR policies and procedures and comply with 
all applicable local, state and federal laws. 

2. Materials for Publication and Dissemination 
Volunteers may be involved in preparing press releases, other media materials, or 
informal publications for use in UC ANR programs. When they are, the following 
requirements will be observed. 
a. All material must be reviewed by the appropriate advisor to assure accuracy of 

information. 
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 b. Recommendations on the use of pesticides or other controlled chemicals must 
be reviewed and approved by the Office of Pesticide Information and 
Coordination before publication. 

3. Use of University Equipment 
Volunteers may use UC ANR equipment for official UC ANR activities. When 
equipment is used away from the UC ANR offices, formal check-out procedures 
must be followed. 

4. Use of Facilities 
Volunteers responsible for organizing UC ANR program events may have to 
obtain authorization to use a facility owned by a private party or public entity. If a 
signed agreement is required, it must be entered into in the name of "The 
Regents of the University of California." Procedures set forth in PPM Section 208 
should be followed. 

5. Commitment of Funds, Expenditures and Reimbursement 
Volunteers have no authority to commit UC ANR funds, to accept gifts and/or to 
sign contracts of any kind on behalf of UC ANR. Volunteers are not authorized to 
commit UC ANR to expenditures. Any necessary purchases must be approved in 
advance by the unit head or designee. Gift acceptance and/or acknowledgement 
is the responsibility of the unit head as further described in PPM Section 206. 

6. Conflict of Interest 
In compliance with the University’s Conflict of Interest Code, volunteers shall 
disqualify themselves from making, or in any way attempting to use their positions 
to influence a decision in which they have or would have a financial interest. 

7. Nondiscrimination, Harassment and Affirmative Action 
Volunteers shall comply with the University’s policy on Discrimination, 
Harassment, and Affirmative Action in the Workplace. 

8. UC ANR Principles of Community. 
 Volunteers shall comply with UC ANR’s Principles of Community. 
9. Use of University Name 

Volunteers are not authorized to use the UC ANR name except when involved in 
an approved ANR activity. 

E. Insurance 
1. UC ANR units considering utilization of volunteers should contact Risk Services to 

assess and minimize risks. Unit heads should also consider the responsibility of 
the subject Statewide Program Director to coordinate and maintain a separate 
insurance program for formal volunteers. 

2. See also PPM Section 210, Insurance. 
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 IV.  COMPLIANCE / RESPONSIBILITIES 
A. UC ANR Vice President (Vice President) 

The Vice President is responsible for the overall implementation of this policy and the 
decision of the Vice President regarding matters of this policy is final. 

B. UC ANR Associate Vice President (Associate Vice President) 
The Vice President has re-delegated the overall responsibility for implementation of 
this policy to the Associate Vice President. The Associate Vice President is 
responsible to oversee the work of the Vice Provosts as necessary in their 
implementation of the policy. 

C. UC ANR Vice Provosts (Vice Provost) 
The Vice Provosts are responsible, in collaboration with the unit heads, for the 
resolution of exceptional issues that may arise in the implementation of this policy. 

D. Unit Heads 
Unit heads (e.g., Cooperative Extension County Directors, Research and Extension 
Center Directors and Statewide Program/Institute Directors) are responsible for the 
day-to-day implementation of this policy in their local environments. The unit head is 
responsible for all activities conducted within their program, including the use of 
volunteers. In the case of statewide programs delivered through local UCCE offices, 
this is a partnership between County Directors and Statewide Program Directors. 

E. Staff 
In all instances, staff are responsible for ensuring that volunteer involvement in UC 
ANR programs is conducted in accordance with stated missions and objectives of UC 
ANR as well as in accordance with all appropriate laws, policies, and regulations. 

F. Advisors 
Advisors are responsible for the academic integrity of the training and utilization of 
formal volunteers.   

V. PROCEDURES 
A. Appointment and Reappointment 

1. Unit heads have the authority to appoint and reappoint volunteers. 
a. The term of a formal appointment, which should not exceed 12 months, should 

be specified at the time of the appointment. 
b. The active status designation letter will be issued at the time of appointment.  

2. Volunteers may be reappointed for additional terms as follows: 
a. Reappointments should be made according to program needs and an 

evaluation of the volunteer's performance based on the volunteer's adherence 
to the UC ANR Adult Volunteer Code of Conduct. 
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 b. Reappointment may require recertification of subject-matter competency. 
3. Unit heads may decline to reappoint a volunteer if their services are no longer 

needed. 
B. Limitation, Suspension and Termination 

1. Unit heads have the responsibility and authority to limit, suspend or terminate the 
services of volunteers based upon their professional judgment and in consultation 
with their staff. The unit head may execute such a limitation, suspension or 
termination at any time. If appropriate, the unit head may limit or suspend the 
volunteer from program participation in part or in full during a period of review. 
The unit head may specify the parameters of the limitation or suspension as they 
deem appropriate (partial suspension). In the event of a decision to limit, suspend 
or terminate the services of a volunteer, the unit head will first consult with the 
applicable Vice Provost. The unit head’s decision to limit, suspend or terminate 
the volunteer will be final. Conflict resolution shall be guided by the UC ANR 
Volunteer Conflict Resolution Manual (see Section VI, Related Information below 
for a link to the Manual).  
a. If necessary in the sole judgment of the unit head, they may unilaterally and 

immediately limit, suspend or terminate a volunteer’s services if doing so is in 
the best interest of the program. This would apply in situations of a threat to 
public safety, receipt of notice that the volunteer is the subject of a criminal 
investigation, and/or other conditions that cannot be remedied with corrective 
action. In these cases, the UC ANR Barrier Offense List shall be utilized as 
appropriate. 

2. The following are causes for limitation, suspension or termination. 
a. Failure to demonstrate a supportive and cooperative relationship with program 

participants, volunteer peers, clientele, other program stakeholders, and/or UC 
ANR staff. 

b. Failure to adhere to the programmatic goals established by the UC ANR 
program. 

c. Violation of the UC ANR Adult Volunteer Code of Conduct. 
d. Performance of an act that violates UC policy and/or State or Federal law. 
e. Failure to meet the responsibilities of the volunteer position description. 
f. Falsification of information provided in the volunteer appointment process. 
g. Failure to complete required training. 

C. Complaint Procedure 
The volunteer complaint procedure is described in detail in the UC ANR Volunteer 
Complaint Resolution Manual (see below section VI, Related Information for a link to 
this document.) 
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 VI.  RELATED INFORMATION 
• UC Office of the President Policy on Discrimination, Harassment and Affirmative 

Action in the Workplace 

• UC Office of the President Compendium of Conflict of Interest and Integrity Policies - 
Guidance 

• UC ANR 4-H Youth Development Program Policies 

• UC ANR Master Gardener Program Policy Manual 

• UC ANR Office of Pesticide Information and Coordination 

• UC ANR Risk Services 

• UC ANR Policy and Procedure Manual Section 206, Gifts to UC ANR 

• UC ANR Policy and Procedure Manual Section 208, License Agreements for Real 
Property 

• UC ANR Policy and Procedure Manual Section 210, Insurance 

• UC ANR Principles of Community 

• UC ANR Volunteer Complaint Resolution Manual 

• UC ANR Adult Volunteer Code of Conduct 

VII.  FREQUENTLY ASKED QUESTIONS 
Not used. 

VIII.  REVISION HISTORY 
November 2017: 
Format updated. 
September 2020: 
Content updated, titles corrected, and links added. 

https://policy.ucop.edu/doc/4000376/DiscHarassAffirmAction
https://policy.ucop.edu/doc/4000376/DiscHarassAffirmAction
https://policy.ucop.edu/doc/1200679/CompendiumCOIPoliciesGuidance
https://policy.ucop.edu/doc/1200679/CompendiumCOIPoliciesGuidance
http://4h.ucanr.edu/Resources/Policies/
https://ucanr.edu/sites/anrstaff/files/1194.pdf
https://ucanr.edu/sites/OPIC/
https://ucanr.edu/sites/risk/
https://ucanr.edu/sites/anrstaff/files/291694.pdf
https://ucanr.edu/sites/anrstaff/files/294008.pdf
https://ucanr.edu/sites/anrstaff/files/294008.pdf
https://ucanr.edu/sites/anrstaff/files/80471.pdf
https://ucanr.edu/sites/ucanr/About_ANR/Principles_of_Community/
https://ucanr.edu/sites/anrstaff/files/259522.pdf
https://ucanr.edu/sites/anrstaff/files/1200.pdf
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