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of dedicated volunteers, enhances program and service delivery through teamwork, community 
Program

large. 
 

PHILOSOPHY
VOLUNTEER

NATIONAL



Roles and Responsibilities

Volunteer Opportunity Manager/Assignment Supervisor

National Volunteer Program Office

National Volunteer Program Office are:

 

 •

 • Follow the CFMWS policies and procedures (as applicable to CFMWS employees).

 • Provide a volunteer role description and a clear explanation 
of what is expected of the volunteer(s).

 • Identify themselves to the volunteer(s) as the volunteer opportunity 
manager or supervisor for the volunteer opportunity. 

 • Provide guidance, consultation, assistance, supervision, 
coaching, and mentoring to the volunteer(s).

 • Support and encourage the role of the volunteer(s).

 • Treat the volunteer(s) as you would all other team members. 

 •

 • Provide day-to-day management/supervision and guidance for volunteers.

 • May provide letters of reference to the volunteer(s) if requested.

 
(Headquarters-Ottawa)

 • Manage, develop, oversee and guide the National Volunteer Management Policy
for CFMWS employees.

 • Provide tools, training and resources for CFMWS employees that enhance volunteer
engagement and experience.
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Volunteer

1. Complete all volunteer intake forms, and update forms when requested by your volunteer
opportunity manager/assignment supervisor.

 

2. 

3. Maintain an open line of communication with your volunteer opportunity manager/
assignment supervisor for your volunteer role. If you are not sure who to connect with, 
please liaise with National Volunteer Program Office volunteer@cfmws.com.

4. Follow the guidance of the CFMWS National Volunteer Handbook and all 
policies/procedures that are related to your volunteer role and/or CFMWS division.

5. Provide a current Public Works and Government Services Canada (PWGSC) security record, 
Criminal Record Police check or Vulnerable Sector check, and a Ministry of Transportation 
record check, as/when required for your volunteer role. 

 
Please note that each volunteer opportunity could have varying requirements 
(refer back to the volunteer opportunity posting, or check with your 
volunteer opportunity manager/assignment supervisor).

8

6. 
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Diversity and Inclusion

Our success depends on our ability to work together, share common objectives, celebrate our 
differences, and welcome innovative ideas. Diversity, Equity and Inclusion is a fundamental part 
of who we are. We work hard at creating a healthy, safe, and respectful workplace where all 
volunteers are free from discrimination and are provided equal opportunities. We value and are 
committed to a culture that prioritizes our most valuable resource, our volunteers. Diverse 
volunteers will help us better serve our increasingly diverse clients.

Safety

to identify unsafe conditions or environmental hazards and report them to the Volunteer 
All efforts will be made to provide a safe environment for volunteers. We encourage volunteers

 

TO VOLUNTEERS
COMMITMENT
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Privacy

Personal information is used for the administration of the CFMWS National Volunteer Policy and the 
management of volunteers within Non-Public Property (NPP) organizations. Personal information is 
protected, and is only used and disclosed in accordance with the provision of the Privacy Act and as 
described in personal information bank Volunteers – CFMWS PPU 100. Under the Act, individuals 
have rights of access to and correction of their personal information, and the right to file a complaint 
to the Privacy Commissioner of Canada regarding the institution’s handling of personal information.

As a volunteer, you will receive a general orientation to CFMWS and training that is specific to the 
program/division and volunteer role that you are supporting.

Orientation and Training 

Benefits of Volunteering

 • Contribute to the quality of programs and services offered to the CAF Community

Be part of a team of dedicated peers

Expand your network

Refine valuable soft skills

Bolster your resume

Learn new skills

Discover new career ideas

And so much more!

 •

 •

 •

 •

 •

 •

 •

Enriching Opportunities

Efforts will be made, when possible, to match skills and interests with the volunteer roles available.
If any volunteer discovers that the current volunteer position doesn't suit them well, they are
encouraged to have a discussion with their Volunteer Opportunity Manager/Assignment Supervisor.
Together, they can explore alternative volunteer opportunities that may be a better match.
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All volunteers must be aware of and comply with the National Volunteer Guidelines
found below.

Behaviours that do not follow the guidelines below will not be tolerated and may
result in a release from volunteer duties.

Disclosure

Volunteers have an obligation to report potential or actual breach of volunteer guidelines.

Harassment

Volunteers must maintain a harassment-free environment and advise any Manager/Supervisor
if they become aware of such behaviours.

GUIDELINES
VOLUNTEER 

NATIONAL



Substance Use

Volunteers must abide by applicable laws and regulations governing the possession or use of 
alcohol, drugs or other substances.

Incident/Accident (OHS) Reporting

Volunteers must report any and all incidents/accidents to their volunteer manager/supervisor
as soon as possible.

Use of Property and CFMWS Assets

Volunteers shall not use any property, assets or other resources of CFMWS without explicit 
permission and/or authorization. 

Protection and Security of Information

All information collected, produced or obtained by volunteers must be accurate. Volunteers agree
to protect information from illegal, unauthorized or inadvertent use and disclosure.

Intellectual Property

Volunteers shall not use, share, or duplicate any brands, logos, phrases as trademarked 
with CFMWS. 

Gifts and Entertainment 

 
Political and Community Activity

Volunteers must be, and appear to be, both personally impartial and free of undue 
political influence. 

Family/Personal Relationships

Volunteers shall not give preferential treatment to relatives, friends, or organizations in which 
they have an interest. 
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Outside Business Activity 

activities, key messaging and branding. 

Fraud/Theft

party to any fraudulent activity. 

Use of Telephone/Mobile devices 

Volunteers are to refrain from using their personal mobile devices during their scheduled activity, 
unless it pertains to the volunteer role. Mobile devices are to be used on scheduled break 
times and for emergencies. If an exception needs to be made, please speak with your Volunteer 

Media and Public Relations 

general enquiries are to be directed to 1-855-245-0330 or cf1fc@cfmws.com.

National Volunteer Intake Process and Forms

It is the responsibility of the volunteer to complete the following forms and submit them to 

1. National Volunteer Intake Form 
2. National Volunteer Parental/Legal Guardian Consent Form (as it applies)

 3.
 
 



responsibility of the volunteer to provide this document. 

vulnerable), PWGSC clearance, and/or Ministry of Transportation drivers’ abstract/records for 
based on the volunteer role requirements. 

If you do not have a current police records check, you will need to consult with your local police 
department for steps in obtaining one.  

If your volunteer role requires a Vulnerable Sector Records check, please consult with your local 
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Please note: If you are under the age of 18, you will not be eligible for a police records check 
and must therefore submit the National Volunteer Parental/Legal Guardian Consent Form with your 
National Volunteer Intake Form. 

Attendance/Signing In and Out/Volunteer Hours

When you arrive for your volunteer role, you will be asked to sign in/out to aid in the tracking of 
your commitment hours. This process will be discussed in your Orientation and Training session. 

Shift Cancellations

Dress Code

while volunteering. 

Be prepared for all types of weather, stay hydrated, and use appropriate seasonal attire. If you 
are unsure of your dress code, please clarify with your Volunteer Opportunity Manager/

Release

In certain circumstances, a volunteer may choose to end their experience with CFMWS. In this 

consistent manner. 

Those wishing to resign as a volunteer from CFMWS must advise their Volunteer Opportunity 

Involuntary Release: Dismissal from a Volunteer Role

CFMWS does not take the decision to release volunteers lightly and is committed to considering 

Supervisors considering the release of a volunteer may consult with the National Volunteer
Program Office

 
 

 •
required standards of the volunteer opportunity. 

 



 •
its clients, employees, volunteers, or damages the assets of the organization. 

If a volunteer is released for fraud, theft, vandalism, violence and or other willful misconduct, 

formal intervention.

Ministry of Education Volunteer Hours for Secondary Students

Many secondary schools across Canada require a minimum of 40 volunteer hours to meet 
eligibility criteria to graduate.

Students must bring their volunteer hours form for signature and validation by their Volunteer 

Students and youth between the ages of 14 to 18 are required to have a Parental/Legal Guardian 
consent form completed and submitted with the Volunteer Intake Form prior to any  
volunteer opportunity. 

 
youth under the age of 18 years old. 

 While Volunteering

 •

 •

 • Sign-in upon arrival and sign-out upon departure at your volunteer assignment. 

 •

 • Track hours and approved out-of-pocket expenses (if applicable to your volunteer role).

 •

 •

 •

 •
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Advise employees/Assignment Supervisor when leaving the volunteer/role area.

Park in designated areas/ specified in training for specific event or activity.



Volunteers contribute to the strength of the military 
community at both the individual and community levels. 

Thank you for choosing to volunteer with CFMWS!
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GIVE BACK, GET INVOLVED!

4210 Labelle Street
Ottawa, Ontario K1A 0K2


