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Welcome!

Thank you for bringing your time and talent to SMART Reading! Volunteers and
children are, together, the center of SMART Reading’s work. Our program would not
be possible without you.

This guide provides general information for all SMART Reading volunteers (from
Volunteer Readers to Board Members), and aims to provide a point of reference and
clarification around some of the often-unspoken assumptions about your role,
rights, and responsibilities as a volunteer. We hope that it will support the safety
and effectiveness of all SMART Reading volunteers.

This may look like a lot of “legalese,” or a long discussion of basic behavior you take
for granted. However, people’s expectations vary, so please review this to ensure
that your expectations match SMART Reading’s.

Please refer to this document and use it as a guide when you have questions.

SMART Reading reserves the right to change the policies in this guide without
notice. The organization recognizes its responsibility to keep volunteers informed of
changes that may affect them and intends to provide updates to keep information
current. This guide replaces all other policies and procedures previously in effect for
SMART Reading volunteers. This document is merely a guide and is not a promise
of specific treatment in specific situations; it is intended to be clear about our
expectations in most common situations.

SMART Reading in 2021-22
At SMART Reading, our mission is to spark joy and opportunity through the magic of a
shared book. Although the 2021-22 school year will bring new challenges, we’re
committed to continuing to deliver on our mission at a time when Oregon families
need support more than ever. We’re poised to continue partnering with educators in
order to boost literacy rates and inspire excited, confident young readers with our
proven formula of providing 1) access to books for students to keep and 2) reading
engagement.

Precautions and considerations related to COVID-19 have dramatically changed how
our program is delivered. Our statewide team has been planning and preparing for the
year ahead, knowing many accommodations will be necessary to keep our students,
staff and volunteers safe and healthy.
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Programming in 2021-22

Our aim for 2021-22 is to be flexible and meet the needs of our communities and site
partners. We are offering three fully virtual program models, and we’re also assessing a
return to in-person service to begin as early as the fall for those site partners for whom
that’s the right fit. Our virtual reading engagement alternatives, which pair with  book
distribution, are as follows:

● Virtual SMART: The closest to our traditional in-person model, Virtual SMART is a
personalized reading experience that connects one student with two volunteers
for weekly sessions on Zoom or Google Meet to read together using our Virtual
Storyroom. Virtual SMART is the only new adaptation that will be adopted as a
permanent delivery model.

● Classroom Read-Alouds: In order to provide reading support to as many kids as
possible, our Classroom Read-Aloud model pairs volunteers with a classroom for
regular group read-alouds using a virtual meeting platform.

● Pen Pal: The relationships that form between SMART Reading students and
their volunteers are one of the most valuable aspects of our work. Our Pen Pal
program provides an opportunity for kids and volunteers to connect by
exchanging letters about what they are reading.

Book distribution also includes access to SMART Storytime, an online video library of
some of our favorite books read by SMART Reading volunteers.

Volunteer Engagement: Volunteers have always been the lifeblood of SMART Reading,
and we’re working to ensure there are more opportunities for volunteers to stay
engaged with us over the course of the next year. Potential volunteer roles in 2021-22
include:

● Participate as a Reader in a pre-recorded or live read-aloud session
● Participate as a Reader in virtual student-volunteer reading sessions
● Take part in the SMART Pen Pal program by writing a notes to students
● Participate as a Site Coordinator in overseeing and supporting SMART Reading

programs virtually and on site
● Become a Digital Ambassador and help support fundraising and

awareness-building efforts

Family Engagement: Engaging families in our work represents an extension of SMART
Reading’s mission; by engaging parents, caregivers and children at home, we can
multiply our impact by forming a circle of support around our students. We are
developing a number of new activities in 2021-22 to engage families (both those we
serve and in general) by providing useful and accessible literacy resources.
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To learn more about our offerings in 2021-22, please visit
https://smartreading.org/update-from-smart-reading-covid-19/.

* We anticipate our plans will continue to evolve as the school year begins and we
adapt to our changing circumstances.

SMART Reading Volunteer Overview and
Experience

Throughout this guide, the term “supervisor” is used to indicate the individual who
oversees and supports volunteers during their particular assignments. Supervisor
may refer to any and all of the following: Program/Area Manager, Program
Administrator, Volunteer Site Coordinator, SMART Reading staff, Leadership  Council
or Board Member, or any other individual serving in this capacity.

Volunteers come to SMART Reading with varied backgrounds, experiences, goals,
perceptions, and values. Such diversity makes for a rich environment, giving SMART
Reading access to the wonderful skills represented within Oregon communities.

SMART Reading’s continued success in local educational communities is due, in
large part, to the dedication and enthusiasm of its volunteers. SMART Reading
makes every effort to match volunteers to a suitable and worthwhile volunteer
assignment that best fits individual interests and skills.

As a volunteer, you can expect:
● to be treated as a respected member of the team.
● that your time will be valued.
● an assignment that is meaningful and satisfying.
● professional and courteous communication.
● accurate information about SMART Reading, and quality training, assistance

and support.
● a friendly, welcoming atmosphere.
● exposure to opportunities to learn and grow.
● regular expressions of appreciation.
● opportunities to voice ideas and concerns.

In return, SMART Reading asks that you:
● understand, support, and adhere to SMART Reading’s mission, goals, policies

and procedures, including all record-keeping and confidentiality
requirements (see below).
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● act as a good ambassador of the SMART Reading program.
● perform your role conscientiously, to the best of your ability, and within the

bounds of specific position descriptions and requirements.
● respect the individual differences you encounter during your time with

SMART Reading.
● inform your supervisor promptly if you will be absent or are unable to

perform any of your volunteer responsibilities.
● provide program feedback when requested.
● maintain timely and regular communication with your supervisor.

If you have any questions or concerns about your experience at SMART Reading, here’s
who to contact:

● (Volunteer Readers only) – Volunteer Site Coordinator for your site

● Your local SMART Reading office – for a list of offices and contact information, see
http://www.smartreading.org/about-smart/local-offices and choose your local area

● Director of Finance and Administration – 971-634-1602 or
SMART@SMARTReading.org

● Communications Director – 971-634-1605 or SMART@SMARTReading.org

Confidentiality
Some of the things you will learn about or see during your volunteer experience are
confidential. All pages, forms, information, designs, documents, printed matter,
policies and procedures, conversation, messages (received or transmitted),
resources, contracts, email lists, e-mail messages, client, staff, or public information
is confidential and the sole property of SMART Reading. This also includes, but is
not limited to, any information of, or relating to, our staff, site partners, students,
volunteers, clients, operations, and activities. This privilege extends to all forms and
formats in which the information is maintained and stored, including, but not
limited to hardcopy, photocopy, microform, automated and/or electronic form. By
agreeing to abide by the Volunteer Policy and Procedure guide, you agree not to
publish or disclose any confidential or business information to anyone outside of
SMART Reading. This includes:

● All data, materials, knowledge, and information generated through,
originating from, and/or having to do with SMART Reading or persons
associated with our activities, including contractors, are to be considered
privileged and confidential and are not to be disclosed to any third party
before, during, or after a volunteer assignment with SMART Reading, except
with SMART’s written permission.
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● Photos or videos of SMART Reading students are allowed only when
approved by the supervisor and the site partner, and the parent or guardian
has provided written consent.

● The volunteer application is to be secured and protected at all times, and
passed along to the area office as quickly as possible. It is never copied. The
potential volunteer’s privacy must always be respected.

● As in most professional relationships, volunteers are not to share anyone’s
personal contact information without prior permission. Any and all materials
containing personal contact information should be secured and then
shredded when no longer needed.

● Contact information, HR records (including performance information), and
donation history for volunteers, donors, and/or staff are not to be shared
outside of SMART Reading.

● Volunteers who serve as Board Members, Leadership Council, or Volunteer
Site Coordinators may, on rare occasion, learn sensitive information about
other volunteers or SMART Reading staff, such as performance concerns,
legal concerns, or concerns regarding interactions with children or school
personnel. This information should be kept confidential. For example, if an
individual is not permitted to volunteer, SMART Reading does not generally
release the reasons.

● Regarding suspected child abuse or neglect situations, please see the
“Ensuring the Safety of SMART Reading Students” section of this guide.

● You may learn sensitive information about the children and families we serve.
For example, as a Volunteer Reader, you may learn about a child’s reading
level or learning disability. In addition, children sometimes share sensitive
family information such as pending divorce, parental health, financial
difficulties , or sibling issues. This information is to be kept confidential,
unless you learn something that raises concerns about the child’s safety, in
which case you should report it to the Volunteer Site Coordinator
immediately.

● In all cases, you should only use first names when discussing SMART Reading
students outside of the program. This prevents people outside of SMART
Reading from learning confidential information about specific students.

If you’re not sure, ASK!
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SMART Reading Volunteering: Beginning to End

Getting Involved
If you’re reading this guide, chances are you’ve already applied to become a SMART
Reading volunteer. If you have questions about the opportunities in your area,
contact your local SMART Reading office, or email SMART@SMARTReading.org. If
anyone you know is interested in being a SMART Reading volunteer, encourage
them to apply online at https://smartreading.org/volunteer/. All volunteers must
pass a background check prior to volunteering with SMART Reading.

*SMART Reading volunteer opportunities are open to adults and students in ninth
grade and above. Students in seventh and eighth grade may be allowed to volunteer if
accompanied by a parent/guardian or district employee at all times. Volunteer Readers
below the age of 18 must complete a Minor Reader Volunteer Application with a parent
or guardian and return it, along with a Minor Reader Reference Form.

Volunteer Training
All volunteers receive an orientation and training specific to the volunteer position
and location. Volunteer training ensures program consistency and integrity.
Volunteer training is provided through a variety of both formal and informal
formats. All volunteers are required to complete the volunteer training program for
their positions before they begin their role.

If at any point your volunteer role is unclear, ask! We value your time and expertise,
and are here to help you best use your talents on behalf of SMART Reading.

Performance Feedback
SMART Reading staff and Volunteer Site Coordinators aim to create an environment
in which volunteers understand their roles, receive guidance as needed, and feel
appreciated for doing meaningful work. This policy describes our general process
for providing feedback to volunteers. It is not a lock-step process and all volunteers
serve “at-will,” meaning that SMART Reading or the volunteer can choose to end
the relationship at any time and for any lawful reason.

Staff and Volunteer Site Coordinators
Except in situations involving child safety concerns (in which case, action will be
swift to remove a volunteer), if a volunteer is not satisfactorily performing the
expected duties and is in need of clearer direction, the supervisor is encouraged to
view this as a teaching or coaching moment. Outside of the group setting, discuss
the ineffective or problematic behavior with the volunteer, and offer suggestions for
more effective or preferred behavior.

8

mailto:SMART@getsmartoregon.org
https://smartreading.org/volunteer/


If the volunteer’s performance does not improve, use the steps described below to
work with the volunteer on performance improvement. Any of the steps below may
be accompanied by a written notification. Some steps may be omitted, and, for
particularly problematic behavior, a volunteer may be asked to leave SMART
Reading immediately; however, asking a volunteer to leave is generally a last resort.

Performance Improvement Steps
● Provide verbal cautions and coaching on more appropriate or effective

behavior.
● Repeat the verbal notice, as appropriate.
● Provide verbal warning that additional problems will result in termination of

volunteer assignment.

Voluntarily Leaving SMART Reading
SMART Reading appreciates any and all time that volunteers give. If you find you
are unable to continue your volunteer commitment for any reason, please let your
supervisor know as soon as possible.

Volunteers must return all SMART Reading and/or site property in their possession
on their last day of service.

SMART Reading’s Commitment to a Positive
Volunteer Experience

SMART Reading is about more than running effective programs; we want to ensure
that we provide a wonderful environment in which our volunteers can work and
thrive. Accordingly, we abide by the following policies and processes for resolutions
of concerns.

Americans with Disabilities
SMART Reading will make reasonable accommodations for physical or mental
disabilities of a qualified volunteer, unless doing so creates an undue hardship for
SMART Reading. Volunteers requiring accommodations should contact their
supervisor to request accommodation. Information about disabilities is kept
confidential, to the extent possible and consistent with SMART Reading’s
obligations under the law.

Anti-discrimination
The core qualification for a volunteer is the ability to fulfill responsibilities on behalf
of SMART Reading as described in the applicable volunteer position description.
SMART Reading welcomes qualified volunteers without regard to age, race, sex,
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gender identity and expression, sexual orientation, national origin, marital status,
religion, veteran status, mental or physical disability, or any other status protected
under federal, state, or local law.

Anti-harassment
SMART Reading prohibits conduct by any employee or volunteer that harasses,
disrupts or interferes with another's performance; or which creates a hostile,
intimidating, or offensive environment; or which adversely affects an individual’s
opportunities.

Sexual harassment is prohibited. It is defined as unwelcome sexual advances,
requests for sexual favors, and/or other verbal or physical conduct of a sexual nature
that may create a hostile, intimidating, or offensive environment.

Each supervisor has the responsibility to maintain an environment free from any
form of harassment. This policy covers conduct in the volunteer site, workplace, at
social functions sponsored by SMART Reading (e.g., dinners, picnics, sporting
events), and at business functions (e.g., conferences, meetings).

All SMART Reading volunteers have the responsibility to immediately report to their
supervisor any actions or words by a supervisor, employee, volunteer, vendor, or
other individual that are believed to be unwelcome harassment or to be
discriminatory. If the complaint involves the supervisor, the volunteer should report
the incident to the next level of supervision or the Director of Finance and
Administration (see page 6), as applicable.

No Retaliation
SMART Reading does not retaliate against volunteers for filing a complaint in good
faith or cooperating in an investigation. All complaints are investigated promptly,
impartially, and as confidentially as possible. To ensure impartiality to the greatest
extent possible, SMART Reading may, at its sole discretion, choose to use an outside
party to conduct necessary proceedings.

Dispute Resolution
SMART Reading adheres to the following dispute resolution procedure:

● The first step in any dispute is to communicate with those involved. If you are
concerned about someone’s behavior or language, you are encouraged to
talk to that person directly. If that level of directness is uncomfortable, if the
complaint or grievance remains unresolved, or if you think it requires a
supervisor’s attention, you should inform your supervisor. If the dispute is
with the supervisor, you should inform the Director of Finance and
Administration, by phone or in writing, as soon as possible.
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● Every effort will be made to solve problems cooperatively and informally at
the lowest levels of supervision, before presenting them in writing as a formal
grievance.

Compliance with Laws Not Stated Above
SMART Reading maintains compliance with all applicable laws and regulations. If
you become aware of a violation of law or regulation applicable to SMART Reading,
please contact the Director of Finance and Administration (see page 6).

Routine Operations

Absences
From absent Volunteer Readers to tardy committee members, it’s difficult for
SMART Reading to function if volunteers are unexpectedly late or absent.

If you are going to be late to or absent from a SMART Reading commitment, please
let your supervisor know as soon as possible. Whenever possible, Volunteer Readers
should find their own approved substitute. If you frequently have conflicts with your
SMART Reading commitment, talk to your supervisor about alternate volunteer
opportunities.

Background Checks
SMART Reading prioritizes the safety of children and volunteers, as well as the
confidentiality of any sensitive information. Therefore, each potential volunteer (e.g.,
office volunteer, intern, Board/Leadership Council member) must pass a national
criminal background check as part of the application process. Individuals who
refuse to comply with this request are not allowed to volunteer.

Anyone with a conviction, plea of guilty, no contest or nolo contendere of certain
felonies and misdemeanors (those listed in ORS. 342.143), will be precluded from
volunteering. Other than these offenses, arrests and convictions will be evaluated by
SMART Reading depending upon a variety of factors including how long ago the
incident occurred, rehabilitation efforts, the nature of the crime or alleged crime,
the nature of the position in which the volunteer seeks to serve, and other lawful
considerations.

Each volunteer’s background check is repeated every three years.
Volunteers are required to report the following to SMART Reading immediately:

● Any conviction for a crime or violation involving children
● Any conviction for a crime or violation involving violence, threats of violence,

or domestic violence at which children were present
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● Any conviction, plea of guilty, no contest or nolo contendere in connection
with a crime or violation involving children or violence

● Any conviction for a crime or violation listed in ORS. 342.143

In addition, school principals, Head Start/PreK site directors, or partner organization
site supervisors have the final say over which volunteers are allowed at a site. Some
sites may have additional or different guidelines than SMART Reading.

Many schools require a separate background check, in addition to the background
check conducted through SMART Reading. Volunteers assigned to these sites must
also comply with the background check requirements of the school, school district,
or community partner in order to volunteer.

Conflict of Interest
You may not use your volunteer position with SMART Reading or use the
organization’s assets or influence for personal advantage or the advantage of other
people or organizations.

SMART Reading volunteers are often active participants in their communities,
offering support to a vast array of personal activities, organizations and causes.
Volunteers may not, however, use their SMART Reading affiliation to further any
causes, partisan politics, religious matters, or community issues. Contact your
supervisor or the Director of Finance and Administration with questions, (see page
6).

You must disclose any business, commercial, or financial interest where such
interest might be construed as being in real, potential, or apparent conflict with
your volunteer responsibilities at SMART Reading.

Emergency Closure
SMART Reading follows local site and school district schedules for delays or closure
due to weather or natural disasters. If the SMART Reading activity is taking place
despite the weather, and you do not feel safe traveling or taking part (e.g., icy
conditions), you should inform your supervisor that you cannot attend the activity.

Safety
Report accidents, injuries, thefts, or anything else that threatens the safety and
security of children, volunteers, or staff to your supervisor as soon as possible. If the
incident requires immediate medical attention, call 911. If the incident occurs at a
SMART Reading site, also report it to the principal or site director, or partner
organization site supervisor.
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If any serious incident occurs, Volunteer Site Coordinators should fill out an Incident
Report form, and submit it to the local SMART Reading office. SMART Reading staff
should forward it to their supervisor and the Director of Finance and
Administration. “Serious incidents” include safety issues, major complaints,
accidents, unusual behavior, and/or other unusual incidents.

SMART Reading carries insurance that is secondary coverage to the volunteer’s
primary health insurance and covers medical care for injuries suffered by volunteers
while they are at a SMART Reading site for the purpose of participating as a
volunteer in SMART Reading-related activities. This means that your personal
insurance, if any, will be required to pay before SMART Reading’s insurance would
apply. If you are injured while in a SMART Reading-related activity or while at a
SMART Reading site, contact your supervisor immediately.

SMART Reading has a “zero tolerance” policy for any actions, verbal or physical, that
threaten its staff, children, volunteers, and donors. Volunteers are encouraged to
raise any concerns about violence with their supervisor.

For your safety and the safety of the children, you must be aware of your site’s
security and emergency procedures, and be prepared to follow them.

You are encouraged to leave valuables at home. SMART Reading is not responsible
for any loss incurred.

Ensuring the Safety of SMART Reading Students
The safety of SMART Reading students and volunteers is always our highest priority.
All SMART Reading volunteers must follow these safety policies:

● Do not take children outside or away from the school.
● Volunteers are prohibited from outside contact with SMART Reading

students and their families unless they have an established relationship with
the child’s parent or guardian that predated their volunteering for SMART
Reading.

● All reading pairs must remain in the designated SMART Reading space as
determined by the Site Coordinator, and always be in view of other adults
while at a SMART Reading site.

● At the SMART Reading site, sign in and wear a SMART Reading name tag.
● Do not allow a child to sit on your lap or allow other inappropriate contact,

and do not initiate physical contact.
● Do not allow an adult (including site staff, parent, etc.) to pick up a child from

SMART Reading without both the volunteer and the adult first checking in
with the Volunteer Site Coordinator.
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● If you notice or hear something concerning from a child, it is the Volunteer
Reader’s responsibility to report this information to the Volunteer Site
Coordinator. The Volunteer Site Coordinator will notify the appropriate school
personnel. This information should remain confidential.

● Giving gifts to the children is prohibited.
● If you have concerns about the behaviors of other volunteers, immediately

notify your Volunteer Site Coordinator or local SMART Reading office.
● To report discrimination, contact your local or statewide SMART Reading

office.

Concerns Regarding Child Safety
Any volunteer with concerns regarding possible child abuse, child neglect, child
sexual abuse, or other child safety concerns should immediately report the matter.
Volunteer Readers should report the issue to the Volunteer Site Coordinator. Other
volunteers should report the matter to the SMART Reading staff person at their
local area office. This policy does not preclude an individual from reporting
appropriate matters to law enforcement personnel or child welfare authorities.
SMART Reading volunteers should cooperate with any investigation by
governmental or law enforcement agencies regarding such matters. Although
SMART Reading encourages cooperation with authorized investigations of child
safety matters, in order to protect innocent individuals, gossip and speculation
among volunteers regarding unfounded accusations or matters of which the
volunteer does not have personal knowledge is discouraged.

Volunteer Anti-Violence Policy
SMART Reading is deeply committed to providing a safe, pleasant and secure volunteer
experience for all volunteers. Along with our statewide family of volunteers, we all play a
role in ensuring a safe volunteer experience. If you have a concern about volunteer safety
affecting you, other volunteers, SMART Reading employees, or students, please contact
your Site Coordinator or SMART Reading Program Manager immediately.

To support a safe workplace, SMART Reading prohibits the carrying and/or possession of
firearms or weapons of any kind during volunteer engagements at any partner site,
SMART Reading offices, or at any events hosted by SMART Reading. Additionally,
volunteers are prohibited from carrying firearms or weapons of any kind while carrying
out any volunteer errands or duties on behalf of SMART Reading.

Conduct that threatens, intimidates, or coerces another volunteer, a student, a teacher or
other school official, a SMART Reading employee, or a member of the public will not be
tolerated. This prohibition includes, but is not limited to, all acts of harassment, including
harassment that is based on an individual’s sex, race, age, or any characteristic protected
by federal, state, or local law.
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All threats of violence or acts of violence, both direct and indirect, should be reported as
soon as possible to your SMART Reading Site Coordinator and SMART Reading staff
person. This includes threats by employees, as well as threats by any other individual
you’re interacting with as part of your volunteer engagement with SMART Reading. When
reporting a threat of violence, the volunteer should be as specific and detailed as possible.
After receiving a report of an act or threat of violence, Site Coordinators are responsible for
completing a SMART Reading Incident Report and following the standard protocol around
incident reports.

All suspicious individuals or activities should also be reported as soon as possible to a
SMART Reading Site Coordinator or Program Manager. If you see or hear violent behavior
or threats near your workstation, do not place yourself in danger by trying to intercede or
see what is happening. Use your best judgment in protecting yourself. If it would not put
you at greater risk, alert others to the danger of violence.

SMART Reading will promptly and thoroughly investigate all reports of threats of violence,
acts of violence, and suspicious individuals or activities. The identity of the SMART Reading
individual making a report will be protected as much as is practical. In order to maintain
volunteer safety and the integrity of its investigation, SMART Reading may suspend any
involved volunteers pending investigation.

Anyone determined to be responsible for threats of violence, acts of violence or other
conduct that is in violation of these guidelines will be subject to prompt disciplinary action
up to and including termination of volunteer engagement. Additionally, acts or threats of
violence to yourself or others may result in SMART Reading taking appropriate action with
local authorities.

Representing SMART Reading
Volunteers are the heart of our statewide literacy efforts. SMART Reading asks all its
volunteers to present a positive, professional image while representing SMART
Reading. Volunteers may represent themselves only within the extent of their
volunteer positions, and only as volunteers with the organization. Volunteers are
expected to dress in a professional manner and maintain good personal hygiene.

No smoking is allowed in any SMART Reading facility or SMART Reading-related
gathering. If you are a smoker, please ensure that neither your breath nor your
clothing smell of smoke while at a SMART Reading site or event.

SMART Reading reserves the right to accept or reject volunteers in its sole
discretion, for any reason or no reason.
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Use of Drugs (Including Medicine) and Alcohol
While volunteering for SMART Reading, you are prohibited from being under the
influence of, possessing, abusing, selling or being involved with illegal drugs or
marijuana; abusing alcohol; or abusive use of controlled substances.

Please exercise good judgment and moderation if you drink alcohol at a SMART
Reading-sponsored social event.

You are also responsible for ensuring that your ability to volunteer safely is not
affected by any legal over-the-counter or prescription medication you may be
taking. If you are unable to volunteer due to medication, you should inform your
supervisor as soon as possible. You are encouraged to discuss any concerns with
your supervisor.

Cell Phones and Smartphones
Be respectful of your time with your SMART Reading student, and refrain from
using your cell phones or mobile devices, except in an emergency. If you are
attending a SMART Reading meeting, please silence your cell phone. The use of cell
phones to take photos or videos of SMART Reading students is allowed only when
approved by the supervisor, the site and the parent or guardian has provided
written consent.

Photos/Videos
Ask your supervisor before photographing SMART Reading participants or site
activities. As stated above, photos or videos of SMART Reading students are  allowed
only when approved by the supervisor, the site and the parent or guardian has
provided written consent.

Social Media
SMART Reading is committed to using social media as a means for connecting with
our communities and building positive, authentic online relationships. These
guidelines help the SMART Reading community (including SMART Reading staff,
Volunteer Readers, Volunteer Site Coordinators, Board Members, and all other
volunteers) achieve that goal and comply with SMART Reading’s policies when
engaging in, creating or contributing to blogs, social networks, virtual worlds, or any
other kind of social media or online forum. As a member of the SMART Reading
community, your engagement with online conversations related to the
organization should be thoughtful and transparent. We encourage all of our
community members to positively represent themselves and SMART Reading at all
times. Below are guidelines for SMART Reading community members engaging
online:

16



● Individuals engaging on behalf of or related to SMART Reading on social
media must follow SMART Reading policies. All policies included within the
Volunteer Policy and Procedure Guide apply in the online sphere.

● Be transparent and honest. When discussing SMART Reading, always
disclose your affiliation with SMART Reading. Identify views and opinions as
your own.

● Be respectful. Online it pays to be respectful, courteous, and kind to others. If
you should decide to post complaints or criticism, avoid using statements,
photographs, video, or audio that could be viewed as malicious, obscene, and
threatening or intimidating, that disparage constituents, suppliers or
beneficiaries, or that might constitute harassment or intimidation.

● Do not assume anonymity. Anything you publish on the web may ultimately
be attributed to you, even if posted anonymously. In addition, once you put
something online, it can be forwarded endlessly, even if you initially intended
to only share it among friends.

● Avoid inflammatory or inappropriate discussions about SMART Reading or
other organizations. If you feel these discussions need a response from
SMART Reading, please notify the Communications Director (see page 6).

● Maintain the confidentiality of internal information. Do not publicly post or
relay information shared internally via email, shared files, or other
information resources.

● Maintain the confidentiality of SMART Reading students and their families by
refraining from sharing names, personal information or photos unless
specifically given approval by SMART Reading to do so. Photos or videos of
SMART Reading students are allowed only when approved by the supervisor,
the site and the parent or guardian have provided written consent.

● Any engagement with news media about SMART Reading should occur
through the SMART Reading Communications Department. If a member of
the news media approaches you through your social media account, please
refer them to the Communications Director (see page 6).

In addition to the policy intended for all SMART Reading community members,
SMART Reading Volunteers are subject to these additional guidelines:

● Be mindful of privacy settings on all social media profiles. Take care to learn
who has access to your online postings. Review privacy settings regularly.

● If you choose to list your SMART Reading affiliation in your profile, accurately
reflect your role (e.g., Volunteer Site Coordinator, Volunteer Reader, office
volunteer) and update as necessary.

If you have any questions regarding the SMART Reading Social Media Policy, please
contact the Communications Director (see page 6). SMART Reading will continually

17



update and develop these policies as new technologies and social networking tools
emerge.

Use of SMART Reading Logo and Materials
Any public use of the SMART Reading logo, SMART Reading documents and/or
promotional materials must follow SMART Reading guidelines, and be approved by
SMART Reading’s Communications Director (see page 6).

SMART Reading’s printed and web-based materials – from Volunteer Orientation
and videos to Gala fundraising brochures – are designed to support staff and
volunteer efforts to fulfill SMART Reading’s mission. They are SMART Reading’s
intellectual property, and may not be shared with other organizations without
permission from SMART Reading. For questions, contact the Communications
Director (see page 6).

Thank you for helping Oregon kids realize
their full potential through reading!
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Volunteer Policy & Procedure Guide
2021-22 COVID-19 Addendum

The safety of SMART Reading staff, volunteers and student readers is our top
priority. In light of COVID-19, physical distancing requirements and limitations on
non-essential volunteers in school buildings has made in-person reading and other
aspects of our traditional delivery model challenging. Beyond the virtual
programming volunteer opportunities outlined above, we don’t expect to be able to
engage all of our volunteers in in-person activities broadly in 2021-22. The COVID-19
environment is changing rapidly, and we are responding to these changes as
quickly as possible. We’re continually evaluating the circumstances to assess when
a return to in-person service will be safe and feasible.

Any volunteer participating in any in-person volunteer opportunities for the 2021-22
program year must:

● Assume and acknowledge risk of volunteering in person in the COVID-19
environment.

● Comply with all State of Oregon guidelines regarding vaccinations.
○ The State of Oregon has issued a vaccine mandate for all K-12 schools

in Oregon, meaning that any in person volunteer must be vaccinated
and show proof of vaccine to be on the premises of a SMART Reading
Site.

● Comply with the vaccine, mask and social distancing policies of volunteer site
locations.

○ The State of Oregon has issued a mask mandate for all K-12 schools in
Oregon, meaning that any in person volunteer must wear a mask at all
times while on the premises of a SMART Reading Site.

○ Masks are mandatory at SMART Reading Office Locations at this time.
○ If you are experiencing any fever or COVID-19 symptoms, do not show

up to volunteer in person.
● Practice good hand and respiratory hygiene. Be sure to cough or sneeze into a

tissue or your elbow, not your hands.
● Wash your hands frequently throughout the day for a minimum of 20

seconds. Use soap and water or an alcohol-based hand sanitizer. We will have
hand sanitizing stations and bathrooms available for hand washing.

● Avoid touching your eyes, nose, or mouth with unwashed hands.
● Use the hand sanitizing stations frequently; however, this should not replace

handwashing.
● Maintain a distance of at least six feet as your normal practice during volunteer
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shifts.
● Avoid close contact with others such as handshaking, hugs, etc.
● Disinfect your work area regularly throughout your shift, including common

surfaces. Sanitizing wipes will be provided.

SMART Reading takes the health and safety of our volunteers very seriously. We will
do everything we can to ensure a safe and sanitary volunteer environment,
including enforcing the rules above and maintaining a rigorous office sanitization
schedule.

SMART Reading will follow all United States Centers for Disease Control (CDC) and
Oregon Health Authority guidelines for COVID-19 safety. We ask that any volunteer
who has attended an in-person volunteer session at a SMART office or partner site
who experiences any COVID-19 symptoms adhere to the following protocol:

Protocol for volunteers who are feeling ill or are experiencing COVID-19:

● DO NOT COME TO YOUR VOLUNTEER SHIFT IF YOU ARE SICK.
● If you have contracted COVID-19, or fear that you might have contracted

COVID-19:
○ Go home immediately if you are at a SMART Reading area office
○ Avoid all physical contact with others.
○ Report your illness to Your Volunteer Manager. Your Volunteer

Manager will assign you a point of contact at SMART Reading who will
handle all correspondence related to your illness.

○ Provide a list of all SMART Reading employees, volunteers and/or
students that you have come into physical contact with (even
socially-distanced physical contact) within the last two weeks.

○ Seek medical care right away, schedule a doctor’s appointment.
○ Provide updates to your point of contact at SMART Reading on the

prognosis of your condition.
● SMART Reading volunteers will be asked to follow CDC Guidelines for

returning to volunteer.
○ You may continue to volunteer remotely if you feel that you are able to

do so, and if that opportunity exists.
● If a volunteer of SMART Reading is diagnosed with COVID-19:

○ SMART Reading will be required to contact the CDC and local health
department immediately to report any confirmed cases of COVID-19
that have been on the premises at any SMART Reading area office.

○ We will have to follow any and all guidance that the CDC and local
health department implement as a result of a SMART Reading
employee contracting COVID-19.
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○ While we will do everything in our power to protect the privacy of any
individuals who have contracted COVID-19, we will be required to let
anyone know who has come into contact with a person who has
contracted COVID-19, or occupied the same space as a person who has
contracted COVID-19.

● In the event that a person has come into contact with a person who has
contracted COVID-19, the CDC recommends that they self-quarantine for 14
days.

● If you are sick, but not exhibiting any COVID-19 related symptoms, please stay
home.
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Volunteer Policy & Procedure Guide
2021-22 Virtual Volunteering Addendum

In light of COVID-19, physical distancing requirements and limitations on
non-essential volunteers in school buildings has made in-person reading and other
aspects of our traditional delivery model challenging. However, until it is safe to
resume in-person programming, volunteers will have a few opportunities to
volunteer remotely, or virtually, including:

● Participate in a pre-recorded or live read-aloud session
● Engage in virtual student-volunteer reading sessions
● Become a pen pal with a SMART Reading student
● Become a digital ambassador and help support fundraising and

awareness-building efforts

Any SMART Reading volunteer appearing on recorded video must sign a release
waiver.

Any SMART Reading volunteer who participates in virtual reading sessions must:
● Abide by the “Rule of 3”

○ There must always be two adults present during virtual reading
sessions with a SMART student, or a ratio of two adults to one child.
This is to ensure student safety.

○ The second adult may be a SMART Reading staff member, volunteer
Reader, Site Coordinator or the student’s teacher.

● Perform your volunteer reading in an area that is quiet and free from
distractions.

● Utilize only the authorized virtual technology that has been made available
to you to perform your virtual reading duties. This technology may only be
used for SMART Reading engagements.

● In order to respect and uphold the right to privacy of SMART Reading
students and families, under no circumstances should a volunteer reader
record or photograph the virtual reading session. Violation of this policy will
result in immediate punitive action.

● When utilizing virtual technology, ensure that areas visible to students are
appropriate for young children and free of any commercial branding, violent
images, nudity or political views.
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● You are expected to have internet connectivity while participating in virtual
reading engagements. Ensure your home network is secure to protect
organizational and volunteer privacy.

● Equipment supplied by you must be maintained by you. SMART Reading
accepts no responsibility for damage or repairs to volunteer-owned
equipment. Equipment supplied by SMART Reading is to be used exclusively
by the volunteer for the purpose of volunteering. Limited personal use is
acceptable. You agree to take appropriate action to protect the items from
damage or theft. Equipment supplied by SMART Reading will be maintained
by SMART Reading. If any equipment provided by SMART Reading is not
working properly or is damaged, notify your supervisor immediately.

● Your supervisor will work with you to troubleshoot any technical issues you're
having or any concerns around virtual volunteering
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