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Dear Volunteers, 

Welcome! The City of Fort Collins Natural Areas Department’s diverse group of 
volunteers and staff is happy that you have joined our team.  You are joining 
dedicated and passionate volunteers and staff that deeply care about natural 
areas and our community.  We hope you will feel at home here and find the 
perfect niche for your skills and talents. 

You can be proud because you are a part of Fort Collins’ accomplishments in 
land conservation, stewardship, visitor services and education, which include 
conserving over 35,000 acres, protecting 41 natural areas and providing over 
100 miles of trail.  These accomplishments are not possible without community 
support and volunteerism.  Voters initiated and supported sales tax ballot 
measures that make land conservation and everything else the Natural Areas 
Department does, possible.  Volunteers, like you, extend and leverage that 
support by donating their time and talents.  YOU are key to the City of Fort 
Collins Natural Areas Department’s success!  Your work benefits wildlife, plants, 
conserved lands and our entire community.  Thank you. 

You hold the key to future successes as well.  Volunteers are often “the face” of 
the natural areas to the public.  As a volunteer, you represent the natural areas 
and the City of Fort Collins Natural Areas Department.  We take your 
commitment seriously, so we have created this Policy and Procedures Manual.  
The manual spells out the expectations and benefits that you can expect from us 
and what we expect from you.  Please read this manual carefully and let us know 
of any questions that you have.  Volunteers must follow these policies and 
procedures for your own safety and the safety of visitors.  Volunteers are 
expected to continue to earn the trust of the community on behalf of the natural 
areas and the City of Fort Collins Natural Areas Department. 

In whatever capacity you are serving, it is a honor that you have chosen to 
devote your time and energy to natural areas and our department, we sincerely 
thank you. 

Sincerely, 

Zoe Shark 
Community Relations Manager 
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MISSION STATEMENT 

The Natural Areas Department’s mission is to conserve and enhance lands with existing 
or potential natural area values, lands that serve as community separators, agricultural 
lands, and lands with scenic values. Conservation of natural habitats and features is the 
highest priority while providing education and recreation for the Fort Collins community. 

HISTORY OF THE NATURAL AREAS DEPARTMENT  

The citizens of Fort Collins have created a legacy of natural resource conservation. In 
1992, Fort Collins citizens overwhelmingly decided to tax themselves to establish the 
Natural Areas Program (changed to “Department” in 2012). The funds made possible 
land conservation, public amenities like trails and parking lots, educational opportunities 
and other related projects.  Additional sales taxes to fund natural areas were initiated 
and passed by voters in 1995, 1997, 1999 and 2002. These extend the revenues from 
the County Help Preserve Open Space sales tax to 2018 and the revenues from the City 
sales tax to 2030.  The citizens of Fort Collins make natural areas possible--thank you! 

A COMMITMENT TO VOLUNTEERISM 

As a volunteer with the Natural Areas Department you are joining a long history of citizen 
commitment to conservation.  Since its inception, the Natural Areas Department has 
utilized volunteers on every level, from education to stewardship.  Volunteers have 
helped to extend outreach and strengthen community involvement.  The Natural Areas 
Department believes strongly that volunteers are a valuable resource to be nurtured and 
treasured. 
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PURPOSE OF VOLUNTEER POLICIES 

In any relationship it is important to have a clear understanding of the roles each party 
plays.  The Natural Areas Department (NAD) values our relationship with volunteers and 
we want everyone to have clear expectations and responsibilities.   The purpose of 
these policies is to provide overall guidance and direction to staff and volunteers 
engaged in volunteer activities. It is the NAD’s hope that having clearly established 
guidelines for everyone will help you feel your time is well spent with a friendly and 
professional organization. 

The NAD reserves the exclusive right to change any of these policies at any time and 
will inform all parties of these changes.  Areas not specifically covered by these policies 
shall be determined by the Volunteer Coordinator. 

 DEFINITION OF “VOLUNTEER” 

A “volunteer” is anyone who, without compensation or expectation of compensation 
beyond approved reimbursement, performs a task at the direction of and on behalf of the 
City of Fort Collins Natural Areas Department (NAD). A volunteer must be officially 
accepted and enrolled by the NAD before performing any task. 

OUR SERVICE AGREEMENT WITH YOU 

Volunteers serve “at will” which means that, while the Natural Areas Department hopes 
you have a long and fulfilling relationship with us, you are free to discontinue it at any 
time.  In the same vein, the NAD reserves the right to change or terminate volunteer 
relationships for any reason that management feels is appropriate.  Any changes in 
volunteer status should be communicated to the Volunteer Coordinator. 

WHAT YOU CAN EXPECT FROM US 

Volunteers are viewed as a valuable resource to the Natural Areas Department, its staff, 
the natural areas, visitors and citizens. As a volunteer, you can expect to receive 
meaningful assignments, effective supervision, full involvement and participation as 
deemed appropriate, and recognition for work well done.   

As a valued member of our team you can also expect that: 

• NAD staff will provide you with all the tools and supplies needed to complete 
tasks. 

• NAD provides all mandatory uniform items at no charge to the volunteer.  
Additional comfort items may be sold at cost to the volunteer. 

• NAD provides all necessary training and continuing education. 
• NAD provides you with an accurate Job Description  
• Placement in a volunteer position will meet your needs, interests and capabilities. 
• NAD provides you with opportunities for continuing education and professional 

growth.   
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Continuing Education and Career Development 

Just as it is expected of staff, volunteers are encouraged to improve their level of skill 
during their terms of service. Additional training and educational opportunities are made 
available to you during your connection with the NAD. This continuing education may 
include additional information on performance of your current volunteer assignment as 
well as more general information, and might be provided either by the NAD or by other 
groups.  Some volunteer positions require participation in continuing education. 

Volunteers may be encouraged to participate in new volunteer trainings or asked to take 
on leadership roles as part of their professional development. We support peer training 
and mentoring but do not require it.  Conferences, continuing education and job 
opportunities will be announced to all volunteers as they become available. 

WHAT WE EXPECT OF YOU 
 
You are an ambassador 

Prior to any action or statement which might affect or obligate the NAD, volunteers 
should consult with and get approval from appropriate staff. These actions may include 
public statements to the press, coalition or lobbying efforts with other organizations, or 
any agreements involving contractual or other financial obligations. Volunteers are 
authorized to act as representatives of the NAD only as specifically indicated within their 
job descriptions and to the extent of such written specifications.  Remember, you are an 
ambassador for the Natural Areas Department and are expected to represent the 
Natural Areas Department positively.  All volunteers are expected to effectively 
communicate the City’s goals, management philosophy and key messages. 

You maintain confidentiality 

Volunteers are responsible for maintaining the confidentiality of all proprietary or 
privileged information to which they are exposed while serving as a volunteer.  Failure to 
maintain confidentiality may result in termination of the volunteer’s relationship with the 
NAD or other corrective action. 

Your dress is appropriate 

As representatives of the NAD you are responsible for presenting a good image to 
visitors and to the community. Volunteers shall dress appropriately for the conditions and 
performance of their duties.  The NAD will provide you with appropriate uniforms. 

Uniforms should not be altered in any way.  Please return or destroy your uniform if you 
decide to discontinue your volunteer service.   

You help us keep accurate records 

Individual volunteers are responsible for the accurate completion and timely submission 
of timesheets to the Volunteer Coordinator whether electronically or in paper form.   



 7 

POLICIES 

NAD Regulations 

No person who has been cited for violation of NAD regulations within the last year will be 
allowed to volunteer. 

Conflict of Interest 
 
No person who has a conflict of interest with any activity or program of the NAD, whether 
personal, philosophical, or financial shall be accepted or serve as a volunteer with the 
department.  A conflict of interest shall be decided upon by the Volunteer Program staff. 
 
Criminal & Motor Vehicle Records Check 
 
As appropriate for the protection of visitors, staff, and the general public, volunteers in 
certain assignments will be asked to submit to a criminal and/or motor vehicle 
background check. Volunteers who do not agree to the background or motor vehicle 
check may be refused assignment.  (Reference City of Fort Collins Personnel Policy and 
Procedure 3.2.7) 
 
Volunteer Selection and Retention Criteria 
 
A person shall not be eligible for a volunteer position that is a “position of trust” as 
identified pursuant to section 3.2.7 of the City of Fort Collins Personnel Policies and 
Procedures, if such person has ever been convicted of or received a deferred sentence 
for any of the following offenses: 

1. sexual assault; 
2. offenses involving child pornography; 
3. murder; 
4. kidnapping; or 
5. attempt to commit any of the above offenses. 

 
(Reference City of Fort Collins Personnel Policies and Procedures Section 3.2.8) 
 
Certificate of Ability 
 
Any potential volunteer who indicates that they are under the care of a physician for 
either physical or psychological treatment may be asked to present a certificate from the 
physician as to their ability to satisfactorily and safely perform their volunteer duties. 
Volunteers under a course of treatment which might affect their volunteer work will not 
be accepted without written verification of suitability from their physician. 

Any volunteer who, after acceptance and assignment by the NAD, enters a course of 
treatment which might adversely impact upon the performance of their volunteer duties 
should consult with the Volunteer Coordinator. 

The NAD does not discriminate against qualified individuals with disabilities in its 
services, programs, or activities, and will make reasonable modifications to its polices, 
practices, and procedures in order to avoid discrimination  
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Absenteeism 
 
Volunteers are expected to perform their duties on a regular schedule and timely basis. 
If you need to be absent from a scheduled duty, please inform your staff supervisor as 
far in advance as possible so that alternative arrangements may be made. Continual 
absenteeism may result in a review of your work assignment or terms of service. 
 
Reimbursement of Expenses 
 
Volunteers are not paid and may incur expenses as part of their volunteer duties.  The 
only expenses that will be reimbursed are costs that have been specifically identified as 
reimbursable by the NAD.  Prior approval must be obtained for any expense for which 
you plan to seek reimbursement.  Please seek advice from a professional about tax 
deductions that may be available in association with volunteer service. 
 
Insurance 
 
1 .Medical Benefit Coverage: 
Volunteers are not covered by the City's workers' compensation insurance 
policy. The City of Fort Collins has purchased a volunteer accident insurance 
policy from Hartford Insurance for volunteers who are officially registered with 
the City department they are providing services to. The following is a brief 
summary of the coverage provided to volunteers with this volunteer accident 
insurance policy. 
 

This policy provides excess, accident medical insurance coverage. "Excess" 
means that if the volunteer has other medical insurance, such as Medicare or 
a policy of their own, the other insurance policy would be primary and would 
pay bills first. If the primary policy limits are exhausted, the City's volunteer 
accident policy would then pay outstanding bills. If a volunteer has no 
medical insurance of any type, the City's volunteer accident insurance would 
be primary. 
 
There are limits associated with this policy in the following amounts: 

Medical Coverage - $10,000 
Dental Care - $500 
Accidental Death - $2,500 
Accidental 
Dismemberment - 

$2,500 

There are some exclusions in the policy you should be aware of such as: 
 
1. Participating in any organized sports activity. 
2. Involvement in any building, remodeling or construction activity. 
3. Performing any volunteer activities at the volunteer's residence. 
 
There are many more policy provisions, including definitions and exclusions 
that are not discussed in this memo. If a volunteer would like to see a 
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complete copy of the policy, it can be provided by City of Fort Collins Risk 
Management staff. The volunteer should call 970-221-6708 for a copy of the 
policy. 
 
If a volunteer needs to file a claim under this policy, please call Risk 
Management at 970-221-6708 to report the injury. Claims must be filed in 
writing within 30 days after a covered loss begins. The insurance carrier 
will send the volunteer the necessary claim forms that need to be completed. 
 
2.  What protection does a volunteer have from clai ms or lawsuits? 

"Authorized volunteers" are considered employees of a public entity under 
Section 2410-103(4)(a) of the Colorado Governmental Immunity Act. This 
section states: 
 
"Public employee" means any officer, employee, servant, or authorized 
volunteer of the public entity, whether or not compensated, elected, or 
appointed, but does not include an independent contractor or any person who 
is sentenced to participate in any type of useful public service. For the 
purposes of this subsection (4), "authorized volunteer" means a person who 
performs an act for the benefit of a public entity at the request of and subject 
to the control of such public entity. 
 
Since authorized volunteers are considered to be employees under this Act, 
they are covered by Sections 2-610 through 2-614 of the City of Fort Collins 
Municipal Code. In general, these Code provisions require the City to defend 
and indemnify a City employee (authorized volunteer) who is named in a tort 
claim occurring during the performance of the volunteer's duties and within the 
scope of the volunteer's assignment with the City, provided that the volunteer's 
conduct in question was not willful and wanton.  
 
For a copy of the code sections providing this protection to authorized 
volunteers please contact the Natural Areas Volunteer Coordinator. 

SAFETY 

The NAD has established a “Safety Team” with the objective of improving safety 
throughout the department.  We want our volunteers to be safe as well as provide a safe 
environment for participants.   

Goals of the Safety Team:  

• Maintain and increase the safety  of staff, volunteers and program 
participants.   

• Consider safety at all times  including in office, when preparing for programs, 
traveling to natural areas, and at natural area sites.   

• Prevent and prepare for safety  and emergencies by minimizing hazards, 
creating/ sharing information about emergency procedures and 
understanding incident reporting.   
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• Provide safety support  for staff and volunteers including training, materials 
and equipment, reminders, incentives and other support. 

 
 
 
Safety Resources:   
For a complete and up-to-date list of safety resources please visit 
http://www.fcgov.com/naturalareas/vol-safety.php 
 
 
Safety Message:   
The NAD Safety Team has crafted the following message for the public: 
The activities and events offered by the NAD often take place in natural areas where you 
are responsible for your own safety.  Outdoor activities include the potential for serious 
injury, death and property loss.  Please choose activities that match your abilities and be 
prepared for site and weather conditions. 

Staff and Master Naturalists should be delivering some variation of this message 
to the public prior to heading out for a program.  Wording can be changed to be 
more personal or to fit the group. If you are a group leader, you must point out 
potential hazards to your participants at the beginning of your outing. 

 

 

 

 

 

 

 

 



 11

VOLUNTEER CODE OF CONDUCT 

As a volunteer for the Fort Collins Natural Areas D epartment I understand that I 
am an ambassador for the Department and its mission  and goals.   

As a volunteer, I will: 

PERSONAL RESPONSIBILITY 

• Recognize that I have a responsibility to adhere to the rules and procedures of 
the department.  Failure to do so or failure to satisfactorily perform my volunteer 
assignment may cause me to be dismissed.  

• Be dependable, recognizing the commitment and responsibility to my volunteer 
goals. 

• Accept volunteer duties consistent with my interest, abilities, and available time. 
• Accept feedback from my supervisor in order to do the best job possible. 
• Avoid conflict of interest situations and refrain from actions that may be perceived 

as such.  Volunteers should reveal any potential or actual conflicts of interest as 
they arise.   

• Not accept tips, request meals to be paid for, or otherwise accept payment for my 
volunteer work. 

• Not use my volunteer position to get special treatment.  
• Address ethical concerns by speaking directly with the colleague with whom I 

have the concern; and when necessary, report such to my leader in the defined 
chain of command. 

 

RESPECT 

• Treat all individuals with a sense of dignity, respect, and worth. Make a personal 
commitment to be nonjudgmental about cultural differences, living conditions and 
the lifestyle of each person with whom I make contacts. 

• Avoid profane and abusive language and disruptive behavior that is dangerous to 
myself and others.  

• Not represent the Natural Areas Department while in uniform by posting photos 
or video on social media. 

• Respect all confidential information.   
• Not pressure anyone to accept my political, cultural, or religious beliefs. 
• Comply with mandated reporting in cases of suspected child and vulnerable adult 

abuse or neglect. 
• Respect and use all equipment appropriately and as required for my assignment. 

Abstain from the use of City equipment/resources for personal use. 
 

 

 

SAFETY  
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• Not use, possess, or be under the influence of alcohol or illegal drugs (including 
medical or recreational marijuana) at any time while serving as a volunteer for 
the City of Fort Collins. 

• Abstain from all illegal activity.  
• Wear required identification and clothing, not wear a uniform when not on duty. 
• Follow safe workplace practices, including participation in applicable education 

sessions, using appropriate personal safety equipment and reporting accidents, 
injuries, and unsafe situations. 

• Report suspicious activities to my supervisor and rangers. 
 

___________________________________                        ___________________ 

Volunteer Signature        Date 
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RECOGNITION 

The NAD makes recognition a high priority for our volunteers.  In addition to informal 
recognition, two formal events are planned each year—an Awards Dinner in the winter 
and a Volunteer Appreciation Picnic in the summer.  While the picnic is informal, the 
Awards Dinner will recognize volunteers for their service milestones and for special 
service.  Awards are given based on volunteer hours recorded on the previous calendar 
year. 

CORRECTIVE ACTION PROCEDURE FOR VOLUNTEERS 

The NAD wants you to understand our three-step policy to correcting the actions 
of problem volunteers 

1. If a staff person has an issue with a volunteer’s performance they should first talk with 
the volunteer in private, document the effects of the volunteer’s actions and remind them 
of their commitment to the cause and the people it serves as well as the need for the 
program to function at the highest level of effectiveness.  Volunteers also have the 
opportunity to respond. 

2. At a second meeting with those volunteers who say they are willing to work on 
correcting their actions, the staff person will review goals agreed to in meeting one and 
document progress. If none has been made, staff will ask why and what would help them 
move toward the adjustments needed. Staff will reconstruct, or agree on a new goal for 
specific changes in behavior by putting the new agreement in writing, document specific 
problems and results and the consequence of dismissal. Staff and the volunteer should 
agree to meet in a short time-approximately  10 days. 

3. At the third meeting, if the goals are not met, the volunteer will be asked to resign their 
position.   

 

 

 

 

 

 

 

 

 


