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CNIB Volunteer Code
Disclaimer
© 2024 Canadian National Institute for the Blind. All rights reserved. This material is protected by copyright laws. Permission to use this publication is granted strictly for to licensed trainers of CNIB. No part of this publication may be modified, translated, reproduced, publicly displayed, stored in a retrieval system, uploaded to a website, or be distributed or transmitted in any form by any means whatsoever, whether electronic, mechanical, recording, or otherwise, without the explicit written authorization of the Canadian National Institute for the Blind. Modification, translation, reproduction, public display, transmission, or distribution of this publication, in whole or part, is a violation of copyright and may result in legal action.
This is what CNIB asks of you:
1. [bookmark: _Toc164433976][bookmark: _Toc529201115][bookmark: _Toc160118025]Confidentiality
a. Strict client and organizational confidentiality must be maintained, including (but not limited to): not disclosing information about clients, employees, donors, volunteers, finances, suppliers and costs, board policy and fundraising strategy. Your obligation to maintain client and organizational confidentiality does not end when you leave CNIB.
b. If you access and use the personal information of clients, other volunteers and/or staff, do so in accordance with CNIB’s Privacy Policy and practices as outlined in your training. When you are no longer required to access personal information (i.e. when the task is complete or you leave the organization) securely dispose of this information by shredding and/or deleting it from personal devices.  
2. [bookmark: _Toc164433977]Anti-Harassment and Anti-Violence
a. CNIB has a zero-tolerance policy for any kind of discrimination, violence, or harassment, including based on race, ancestry, place of origin, colour, ethnic origin, citizenship, creed/religion, sex, gender expression. gender identity, sexual orientation, age, record of offences, marital or family status, disability or any other characteristic protected under human rights legislation.
b. CNIB expects volunteers to abide by national and regional Human Rights Legislation. Any breach of these legislations will result in an investigation. Pending completion of an investigation, appropriate measures will be taken to ensure that the workplace is free from harassment. Such measures may include a volunteer alleged to have engaged in harassing conduct being transferred to another work location, re-assigned duties, or suspended. Results of the investigation may be grounds for dismissal.
c. CNIB is committed to eliminating oppressive and discriminatory spaces, structures, and barriers. Any discriminatory practices should be reported to your supervisor. CNIB has also established an anonymous and confidential third-party reporting system called ClearView Connects. You may choose to report an incident through ClearView's secure website at www.clearviewconnects.com, through ClearView's dedicated CNIB toll-free number 1-844-779-6844, or by post to ClearView Connects, P.O. Box 11017, Toronto, Ontario, M1E 1N0.
3. [bookmark: _Toc164433978]Media and Equipment Use
a. If you use CNIB equipment and/or software for electronic media, read and sign off on the Electronic Media Policy (provided by your supervisor as needed).
b. Use CNIB equipment and/or vehicles for business use only; follow all laws when driving CNIB vehicles.
4. [bookmark: _Toc164433979]Virtual Media Use
a. While volunteering virtually in either an event-based or one-on-one capacity, volunteers should act with integrity and respect, including:
i. Ensuring you are speaking only when it is your turn and using the mute feature when another speaker is presenting.
ii. Respecting the privacy of speakers, other attendees, and their information.
iii. Following accessibility best practices and ensuring virtual events are made as accessible and inclusive as possible for all participants. 
5. [bookmark: _Toc164433980]Intellectual Property
a. Any intellectual property a volunteer creates during the course of their volunteering, such as graphics, newsletters, and advocacy materials, belongs to CNIB.
6. [bookmark: _Toc164433981]Alcohol and Drug Use
a. CNIB can require volunteers who show signs of an alcohol or drug abuse problem to seek appropriate treatment and may reassign or relieve them of their work responsibilities. Volunteers who need job accommodation for this reason must inform their manager. Providing, buying, selling, using, and/or being in possession of alcohol, cannabis illegal drugs and/or drugs not taken for medical reasons on CNIB premises or in CNIB vehicles is prohibited. Note: There are approved CNIB special functions, where appropriate licenses have been obtained, where the serving of alcohol is permitted. Volunteers are expected to exercise good judgment and must refrain from becoming intoxicated at CNIB special functions. 
b. Volunteers should abstain from using or being under the influence of alcohol, cannabis, non-prescription medication, or illegal substances while volunteering. All volunteers should show up to volunteer non-intoxicated to ensure the safety of participants and uphold the reputation of CNIB.
7. [bookmark: _Toc164433982]Conflicts of Interest
a. Conflicts of interest – using the authority or knowledge of your position for personal benefit or for the benefit of another – must be avoided. If you find yourself in this situation, or in a potential conflict of interest, disclose it to your supervisor.
b. Do not accept monetary remuneration (cash, tips, honoraria, etc.) for providing volunteer service.
c. We do not accept gifts, favours, or hospitality if the possibility, or even the appearance of improper influence exists. Neither do we give to others what would be improper for us to receive. It is impossible to establish guidelines or rules governing every situation. Rather, we expect our volunteers to exercise good judgment and to seek guidance from a supervisor, when necessary, for their own conduct. We avoid actions that might be regarded as questionable or that might set improper examples for others. There is a need to always respect a common courtesy and normal social interaction. If a client has made a special effort to say thank you and brings in a small gift (cookies, a box of tea, flowers), a volunteer can graciously accept this gift. We reiterate that a volunteer is expected to use good judgment, as even small gifts may become unacceptable if they are offered repeatedly.
8. [bookmark: _Toc164433983]Client Boundaries
a. Volunteer–client relationships can be friendly, caring, and supportive, but must always remain as a professional relationship between a volunteer and a client. If you believe that the nature of a relationship is moving from professional to personal, notify your supervisor.
b. Do not borrow from, or lend money to, a CNIB client. 
c. Do not handle clients’ cash, nor perform debit or credit transactions on their behalf, unless in an authorized context. You may act as a sighted assistant without handling cash, debit, or credit cards.
d. CNIB provides trusted resources on sight loss and blindness. As such, volunteers should avoid providing medical advice or input to participants and recognize the unique nature of every participant’s medical history and journey.
9. [bookmark: _Toc164433984]Protect the Interests of CNIB
a. To believe in our values: Empowerment, Passion, Innovation, Integrity, Inclusiveness, collaboration. 
b. To be a positive ambassador for CNIB; to be proud of your affiliation with this organization and our cause.
c. To bring your unique energy, skills, enthusiasm, and knowledge to your volunteer role.
10. [bookmark: _Toc164433985]Political and Public Participation
a. Refrain from any activity that would harm CNIB, attract negative attention or cause CNIB unnecessary costs or delays.
b. To not engage in defamatory, injurious to reputation, slanderous or libelous comments that seek to damage the reputation of CNIB, or any CNIB staff or volunteers, in any media (verbal, broadcast, print, online, etc).
c. Volunteers have the right to participate in the democratic processes in Canada, in your province or territory and in your municipality. In doing so, volunteers must always be clear that that they are acting personally and not as a representative of CNIB. Volunteers are prohibited from using information to which they have access as a CNIB volunteer for political purposes. Volunteers who become involved in political campaigns must be careful to keep their political affiliations separate from their volunteer responsibilities.
11. [bookmark: _Toc164433986]Social Media	
a. All volunteers are encouraged to participate in the organization’s social media activities and help promote events, activities, and stories to their own social media audiences. 
b. Those who identify themselves as a volunteer of the organization on social media must include a disclaimer in their profile, and/or, as part of posts related to organizational activities, indicate that views shared through their profile are their own and not those of the organization.
c. Volunteers may not create social media accounts that claim to speak on behalf of the organization or that use the organization’s name or property (photos logos, etc.) in the avatar, account information, or posts. Only authorized spokespeople may speak on behalf of the organization. 
12. [bookmark: _Toc164433987]Volunteer Etiquette
a. To be reliable; to honour your commitments and, when you are unavailable or running late, to provide as much notice as possible. 
b. To help us meet our obligation (to funders and stakeholders) to report on all volunteer hours contributed. 
c. To provide honest and constructive feedback to help us improve our programs, services and/or the volunteer program.
[bookmark: _Toc158964865][bookmark: _Toc160118026]
The Volunteer Code of Conduct Agreement Form (if not signed digitally)
By signing this form, you are confirming that you: 
· Commit to honouring the CNIB Volunteer Code of Conduct.
· Commit to abiding by CNIB’s Organizational Policy Statements and Volunteer Engagement Policy Statements as provided in the Volunteer Handbook.
· Understand that your supervisor has accountability as well. If you feel your supervisor is not maintaining their commitment to the Code, your options are to provide constructive feedback directly to your supervisor or to raise your concern with the Program Lead or a Manager. We will work with you to determine how we can re-establish our commitment to you. 

Your CNIB supervisor is confirming: 
· Their commitment to our values and goals for volunteer engagement
· Their commitment to honouring this agreement with you. 
· Their responsibility to act should they feel you are not maintaining your commitment to the Code. Their options include: 
· Performance management – for example, providing constructive feedback, revising the task description, providing additional training, reassignment.
· Progressive discipline – written warning, suspension, dismissal.  
· In the case of a significant breach, immediate dismissal for just cause.
[bookmark: Check1]|_| I have read and understand the CNIB volunteer code and will uphold all terms and conditions.
	Volunteer Name

	

	Volunteer Signature

	

	Date

	



	CNIB Guide Dogs Representative Name
	

	CNIB Guide Dogs Representative Signature
	

	Date
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