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1. Policy Statement 

 
1.1. To manage volunteers and their services with Grande Prairie Regional College, “GPRC” or “the 

Institution”, including the associated risks and liabilities inherent in volunteer activities. 
 

2. Background 

 

2.1. Volunteer contributions are critical in helping GPRC carry out its Vision, Mission, and Values.  

 

3. Policy Objective 

 
3.1. The purpose of this policy is to:  

 
3.1.1. Manage GPRC volunteers activities 
 
3.1.2. Outline the roles and responsibilities of volunteers and their supervisors 
 
3.1.3. Outline the safety processes for documenting injuries associated with GPRC volunteers. 

 

4. Scope  

 
4.1. This policy applies to all volunteers and their supervisors participating in a GPRC approved 

activity. This policy does not apply to volunteers with the GPRC Students’ Association, including 
student clubs. 

 

5. Definitions 

 

5.1. “Volunteers” refers to individuals who provide services or assistance to the Institution without 

payment of fees, wages or salary and without any expectation of any kind of compensation. An 

employee who is providing unpaid services outside of their normal employee duties and working 

hours are considered volunteers.  
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6. Guiding Principles 
 

6.1. Volunteers support the Institution’s programs, events, and activities.  The department utilizing 
volunteers will track the number of hours of services provided by volunteers and the Institution 
will assign a fair market value to those hours. The value of the services will be included in the 
insurable earnings information submitted to WCB.   
 

6.2. Security Record Checks may be required for certain volunteer positions.  Please refer to the 
Recruitment and Selection Policy. 

 
6.3. The volunteer’s supervisor must: 

 
6.3.1. Provide access to all applicable policies for the volunteer’s duties, 
 
6.3.2. Review all relevant information, 
 
6.3.3. Explain duties and responsibilities to the volunteers, and 
 
6.3.4. Ensure the volunteer has received adequate training, including required safety training. 

 
6.4. All Volunteers must complete the Volunteer Registration Agreement and Waiver of Liability and 

thereby agree to abide by this policy. The Volunteer Registration Agreement and Waiver of 
Liability must reference the vision, mission and values of GPRC and that volunteer behavior is 
expected to be in compliance. 

 

6.5. Volunteers are not entering into an employment relations with GPRC and are not entitled to 
receive a salary or compensation or benefits. 

 

6.6. GPRC and the volunteer may terminate their volunteer relationship at any time without notice. 
 

6.7. There is an obligation for volunteers to respect the confidentiality of any sensitive information 
or dealings, which may relate to volunteering with GPRC, and volunteers are not to disclose 
any information without the prior written authorization of GPRC. This obligation of confidentiality 
continues into perpetuity. 

 
6.8. The volunteer is solely responsible to select and purchase their own medical/health insurance. 

No medical/health insurance will be provided by GPRC, beyond coverage provided by the 
Institutions’ WCB coverage. In the event of a medical/health problem, GPRC accepts no 
responsibility for any costs associated with a medical/health problem nor will the Institution pay 
for any medical/health expenses that may be incurred by the volunteer.  

 
6.9. GPRC does not provide insurance coverage for personal vehicles used by the volunteer. 

Volunteers who will be driving their own personal vehicles to and from an event and during the 
event, are responsible for providing their own insurance. 

 
6.9.1. Volunteers are not allowed to transport in their personal vehicles participants (children, 

students or adults) under the care of the Institution’s program, event or activity. 
 

6.10. Once a program, event, or activity has completed, the Supervisor responsible for the program, 
event, or activity will forward a description of the activity and the number of hours the volunteers 
worked to the Director, Financial Services and Payroll Officer for inclusion in GPRC’s WCB 
insurable earnings information submitted for its’ employees.  This information must be submitted 
no later than the beginning of January each year for the preceding year (e.g. January 2020 for 
the 2019 volunteer time sheets). 
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6.11. The original Volunteer Sign In/Time Sheet is to be kept on file by the originating department for 

a minimum of five years. Copies can be provided to the volunteer if they request them. 
 

6.12. Gifts issued to volunteers should be in accordance with the Hospitality and Community 
Stewardship Expenditures Policy.  

7. Roles and Responsibilities 

Stakeholder  Responsibilities 

Executive Council  Approve and formally support this policy. 

Enterprise Risk 

Management Unit 

 Notify WCB by sending them an updated Deeming Order Application – 
A632 once a year.  

 Follow up with reports on any incidents, injuries, work related illnesses, near 
misses, and send claims in to WCB as required. 

Supervisors  Manage volunteers as per policy 

 Liaise with appropriate Institution departments to determine if coverage is 
required for volunteers. 

 Ensure that all incidents are reported to the Enterprise Risk Management 
Unit, and take action to prevent a recurrence where it is within their authority 
to do so. 

 Maintain the Volunteer Registration Agreement and Waiver of Liability, and 
the Volunteer Sign In/Time Sheets, and submit required information to 
Finance at the conclusion of the voluntary activity  

Volunteers  Abide by this and all other applicable GPRC policies. 

 Accurately complete the Volunteer Registration Agreement and Waiver of 
Liability, and all Volunteer Sign In/Time Sheets 

Financial Services  Include volunteer hours and value of service when documenting insurable 
earning information submitted for its employees to WCB. 

8. Exceptions to the Policy: 

8.1. Exceptions to the guiding principles in this policy must be documented and formally approved 

by the Vice-President, Administration. Policy exceptions must describe: 

8.1.1. The nature of the exception 

8.1.2. A reasonable explanation for why the policy exception is required 

8.1.3. Any risks created by the policy exception 

8.1.4. Evidence of approval by Vice-President Administration 

9. Inquiries: 

9.1. Inquiries regarding this policy can be directed to the Manager, Enterprise Risk. 

10. Amendments (Revision History): 

10.1. Amendments to this policy will be published from time to time and circulated to the Institution 

community. 
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Appendix 1 – Volunteer Registration Agreement and Waiver of Liability* 
*Volunteer Registration Agreement and Waiver of Liability Form can be found on the GPRC SharePoint site under Health 

and Safety Programs & Forms > FORMS – SAFETY > Volunteer Agreement and Time Sheet 
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Appendix 2 – Volunteer Sign In/Time Sheet* 
*Volunteer Sign In/Time Sheet can be found on the GPRC SharePoint site under Health and Safety Programs & Forms > 

FORMS – SAFETY > Volunteer Agreement and Time Sheet 
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