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INFORMATION PACKET

Created Sep. 2016

MISSION STATEMENT To

inspire and enable all young people,
especially those who need us most,
to realize their full potential as
productive, caring, and responsible
citizens.

VISION STATEMENT To

give every child access to a safe,
nurturing, educational environment,
that positively impacts their lives.

INTRODUCTION
Welcome to the Boys & Girls Clubs of Central Wyoming. On behalf of all of us here, thank you so much
for investing in the lives of young people. We are truly excited to have you here! It is our hope that this
experience will be as fulfilling and beneficial for you as it is for our members.
We have compiled this information packet to help introduce you to the Clubs, and your important role as
volunteer and mentor. It is our goal to make you feel welcome and useful here. Above all, we hope that your
specific skills, talents, and passions are being maximized. Bottom line, you are making a difference, and we
want you to see it!
This information packet presents the policies and practices in effect for volunteers at the Boys & Girls
Clubs of Central Wyoming. As a volunteer at any of our facilities or by accompanying Club members as a
chaperone, you are held to the same standards of professionalism as a staff member and are expected to
hold the safety and needs of our members as the greatest importance.
Thank you again for your time and care with our members; at the Club you truly influence the future!

Contact Volunteer Coordinator
Jessica Baxter
307-235-4079
jbaxter@bgccw.org
1701 E. K Street, Casper, WY 82601
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Safe and Positive Environment, Fun, Supportive
Relationships, Opportunities and Expectations,
& Recognition

OPPORTUNITIES
Make a difference in the life of a Boys & Girls Club Member. Whether you’re an individual, have a group
of friends who want to help or you want to rally your coworkers or church group, there’s always work to be
done. Volunteer opportunities are available for individuals, small groups, and large groups of 10 or more.

Sports Leagues
Sports leagues volunteers will have the opportunity to coach, referee or run scoreboards for the following
sports: basketball, flag football, volleyball, T-ball, coach pitch and indoor soccer.

Homework Help
Tutor a youth after school during our Power Hour! Assist members in reading and understanding
homework assignments and foster the love of learning.

Mentoring
Whether you’re a college student, a business professional or someone who just wants to help kids
in Wyoming, there is an opportunity for you to help. Make a difference by reading books, providing
homework help, assisting staff on Club field trips or simply by spending time with our kids.

Financial Literacy Center
Lessons in free enterprise and economics come to life in Young AmeriTowne: WyoTowne in a partnership
with the Natrona County School District. Students in grades 4-6 see the direct impact their actions and
decisions have on themselves, their businesses, and the overall community.
Volunteers are invited to assist fifth-grade teachers in student interviews for their day in “Towne,” be a
guest speaker in the classroom for specific subjects related to the curriculum, or assist students the day
they attend Ameritowne: WyoTowne. Must be 18+
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EXPECTATIONS
•
•
•
•
•
•
•
•
•
•
•

Are at least 16 years old
Submit an application and background release form (if 18 years or older)
Attend an orientation with the Branch Director.
Sign an agreement form verifying that they understand the procedures and what is expected of
them.
Set a regular work schedule with the Branch Director and adhere to that schedule.
Phone or email the Branch Director should they be unable to maintain their scheduled attendance
due to illness or unforeseen circumstances.
Adhere to the established policies, procedures, and regulations of the Boys & Girls Clubs of
Central Wyoming.
Log their time in and out each time they begin and end their service day to accurately track
volunteer hours.
Abide by the Club’s dress code, norms, and rules.
Ensure the safety and security of Club members at all times.
Fill out a volunteer exit survey at the conclusion of volunteer service.

VOLUNTEER PROGRAM GUIDELINES
Background Check
All potential volunteers over the age of 18 who will have direct contact with the Club members will
be required to authorize a background check inquiry. The Club will incur all expenses related to this
procedure. The result of an inquiry is viewed and accepted before the assignment of a volunteer.

Placement
After a volunteer has submitted an application and cleared the background check, they will attend an
orientation on the policies and procedures of the Boys & Girls Clubs of Central Wyoming and the Volunteer
Program. Afterwards, the volunteer will be placed in the area where they are best suited.

Sign-In/Recording Hours
When a volunteer arrives, they must sign in before entering the Club. They will be issued a volunteer
badge which they will wear at all times while volunteering. At the end of each volunteer session, the badge
will be returned when they sign out.

Attendance
Volunteers become friends, role models, and confidantes to our members; therefore, it is essential that
volunteers strive to be wholly committed to the role they will be in at the Club. In case of any planned or
unexpected absence, volunteers should notify the Branch Director as soon as possible.

Support
The volunteer’s immediate support and supervisor is the Director or Youth Development Professional who
runs the particular area in which they are serving. All observations, concerns, problems, criticisms, and
suggestions should be brought to that staff member. If concerns are not heard and treated respectfully and
fairly, please notify the Branch Director.
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Discipline
It is the responsibility of the Club staff to discipline members. If a volunteer sees a member engaging in an
act which endangers him/herself or others, they should notify the appropriate staff immediately. Note: Do not
directly discipline a child.

Resignations
A few weeks notice of intent to resign is appreciated and should be given to the Branch Director. Upon
resignation, all Club property should be returned.

Confidentiality
Information regarding Club members, paid staff, and volunteers, both verbal and written, is privileged and
confidential. Personal information is not to be released without written consent of the individual(s) involved.

Controversial Issues
Volunteers must not give the impression that their views on social, economic, religious, and political issues
are those of the Club, Boys & Girls Clubs of America, or their coworkers.

Injuries
All injuries or accidents must be reported to the Branch Director immediately.

Personal Belongings
The Club is not responsible for the loss of personal funds or belongings, nor is it covered by insurance for
such loss. It is the responsibility of volunteers to adequately safeguard their personal belongings.

Cell Phones
Use of cell phones during volunteer hours is prohibited. If there is a specific need please notify the Branch
Director and the Club Staff in designated area.

Volunteerism “At-Will”
Every volunteer has an at-will relationship with the Club. Volunteers are free to resign their position at any
time. The Club is free to terminate a volunteer for any reason at any time.

63% of Club Members say

they feel safer at the Club
than at other places in their
lives.
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STAFF POLICIES
As stated in the Policies and Procedures Handbook:
•
•
•

•

•
•
•
•
•
•
•
•
•

Only Adult Staff are allowed to be in charge of activities at the Club. Adult volunteers, volunteers,
and staff must be accompanied by an adult staff.
There must be at least two adult staff in the building during operating hours and for any member left
after closing.
Staff and volunteers must have a second adult staff or adult volunteer with them in any situation
where a staff person is interacting with only one member (i.e. helping in the restroom). Also,
members must not follow staff/volunteer to areas where the staff/volunteer is going alone.
Inappropriate touch or contact with youth by staff or volunteers is prohibited. We will not pick up a
child or allow them to sit on our laps. When hugging a child, turn your hip so that the hug is from the
side.
Staff and volunteers must never have a member in their personal vehicle.
Staff and volunteers are not to have relationships with Club members outside of the Club. Members
are not allowed in staff/volunteer person’s homes.
Staff and volunteers should never use physical punishment with the members.
Staff and volunteers should never use name-calling when talking with a child.
Staff and volunteers should never use intimidation when talking to a child.
If you are unsure how to handle a situation with a member, find your supervisor.
Report inappropriate behavior from other staff or volunteers to the Branch Director or Site
Coordinator.
If an area is not in use, lock the doors to the area, or use closed signs. If you cannot lock an area,
check it periodically.
Adult staff must use three methods of attendance for field trips: role call, head counts, and the
buddy system.

REMEMBER: These policies are in place to protect our members and our volunteers. Please
report any issues to a staff person.
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WORK ENVIRONMENT POLICIES
The Boys & Girls Clubs of Central Wyoming strive to create a positive and inclusive work environment.
We expect:

A Harassment-Free Work Environment
The Club will not tolerate any harassment by any volunteer relating to race, color, sex, religion, national
origin, age, or disability. Harassment includes but is not limited to: slurs, jokes, or other verbal, graphic
or physical conduct relating to an individual’s race, color, sex, religion, national origin, age, or disability.
The Club will not tolerate unwelcome sexual advances, requests of sexual favors, or any other conduct
of a sexual nature by a female or a male. These actions constitute harassment when submission to or
rejection of such conduct is either explicitly or implicitly made a condition of voluntarism; becomes the
basis for a placement decision regarding the volunteer; or creates a hostile, offensive or fearful work
environment.
Harassment of any nature is a serious offense. Retaliation against a volunteer who makes charges of
harassment is also serious and will not be tolerated. Harassment or retaliation will result in action up to
and including discharge.
Any volunteer who believes s/he has been a victim of harassment should speak to the Volunteer
Coordinator or Branch Director of the Club.

A Drug-Free Work Environment
The Club maintains a drug-free workplace. The possession, use, or distribution of illegal drugs and/
or alcohol is prohibited within our workplace environment. All volunteers are prohibited from entering
the workplace under the influence of illegal substances and/or alcohol. In addition, use of tobacco is
prohibited in Club vehicles and on Club property. All volunteers, staff, and consultants are required to
inform appropriate supervisors of policy violations.

Persons violating this policy will be subjected to disciplinary action, which may include
dismissal.
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NATRONA COUNTY

TEEN CENTERS

Greater Casper (Main)
Open 3-8 p.m.
Summer: 7:30-5:30 p.m.
1701 E. K Street Casper,
WY 82601 (307) 234-2456

Teen Club Main
Open 3-8 p.m.
Summer: 7:30 a.m.-5:30 p.m.
1701 E. K Street
Casper, WY 82601
(307) 234-2456

Lincoln
Open 3:30-6 p.m.
945 N. Jane Street
Casper, WY 82601 (307)
441-4434
Journey
Open 7:30-8:30 a.m. and
3:30-6 p.m.
420 2nd Street
Mills, WY 82644
(307) 253-3783
Paradise Valley
Open 3-7 p.m.
Summer: 7:30-5:30 p.m.
22 Magnolia Street
Casper, WY 82604
(307) 267-1435
Verda James
Open 3-6 p.m.
Summer: 7:30-5:30 p.m.
701 Carriage Lane
Casper, WY 82609
(307) 253-1151

Dean Morgan
Open 3-6 p.m.
1440 S Elm St.
Casper, WY 82601
(307) 234-2456
JOHNSON COUNTY
Buffalo
Open 3:30-6 p.m.
Summer: 7:30 a.m.-5:30 p.m.
Bomber Mountain Civic Center
58 North Adams Avenue Buffalo,
WY 82834
(307) 684-9908
Kaycee
Open Mon.-Thurs. 3:30-6 p.m.
Summer: 7:30 a.m.-5:30 p.m.
Located at Kaycee Elementary
235 Holt Street
Kaycee, WY 82639
(307) 738-2323 ext. 2024

Glenrock
Open 3-6 p.m.
Summer: 7:30-5:30 p.m.
412 S. 4th Street
Glenrock, WY 82637
(307) 436-2466

8

BGCCW VOLUNTEER HANDBOOK

SIGNATURE PAGE
I have received a copy of the Boys & Girls Clubs of Central Wyoming’s Volunteer Information
Packet. I have read and understand the policies presented. By signing below, I certify that I will
abide by all the rules and regulations of the Boys & Girls Clubs of Central Wyoming. I understand
that failure to comply with these rules and regulations will result in my termination as a volunteer of
the Boys & Girls Clubs of Central Wyoming.

Volunteer’s Signature			

Date

Branch Director

Date

Volunteer Coordinator			

Date

