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This Volunteer Handbook Belongs To Our Very Special Volunteer  

 

_______________________________________________ 

 

Issued On: ____________________ 

 

For Volunteering Information: Go to www.safdl.org 

Like us on Facebook    Call 920/923-8220 

Visit MyVolunteerpage.com, search Fond du Lac 

http://www.safdl.org/


2 
 

 

 

 

TABLE OF CONTENTS 

WELCOME 

 
OVERVIEW 

How The Salvation Army Began 
Organization & Structure 

Mission 

 
THE SALVATION ARMY OF FOND DU LAC COUNTY 

Our Vision 
Our Leadership 

Our Work 
Importance of Our Volunteer Army 

 
VOLUNTEERING WITH US 

Rights 
Responsibilities 

GENERAL CORPS INFORMATION 

 
Hours of Operation 
Inclement Weather 

Telephone, Email and Internet Use 

 
SAFETY, PRIVACY & WELFARE 

Incident and Accident Reporting 
Emergency Procedure 
Harassment & Bullying 

Gifts, Money & Transporting Clients 
Liability Insurance 

Valuables 
Confidentiality/Signing Legal Documents 

Corrective Processes & Dismissal 

 
VOLUNTEER APPRECIATION 



3 
 

 

WELCOME 

Welcome to The Salvation Army of Fond du Lac County. We are extremely grateful and excited to have 
you on board with us. 
 
This manual is to help you understand more about our organization, to gain an understanding of 
expectations and to keep you safe while you volunteer. We’ll also help you understand what to do if 
you have suggestions or concerns. 
 
We truly hope that your time volunteering with us is enjoyable and worthwhile experience.  Thank you 
again for choosing to be involved. 
 

OVERVIEW 

How The Salvation Army (TSA) Began 

In 1865, former English Methodist preacher William Booth looked around at the paupers and 
prostitutes of East London and asked himself, “How can someone hear the good news of Jesus Christ if 
they can’t hear us above the growling of their stomachs?”. William Booth started what was then known 
as The Christian Mission. 

“Soup, soap and salvation!” became Booth’s motto.  His war cry as he launched social programs, 
offering clothes, a bath, a meal, a cup of coffee – a chance at a better life.  In 1878, Booth adopted the 
name “The Salvation Army “.  

Organization & Structure 

The Salvation Army has grown into an international Christian and charitable movement and one of the 
world’s largest Christian social welfare organizations, ministering in 127 countries.  The Salvation Army 
of Fond du Lac County is part of the Wisconsin Upper Michigan Division and the U.S. Central Territory.  

The Salvation Army is organized in a military pattern.  The international leader is a General, each 
community has a local Corps Officer that oversees the work of The Salvation Army in that community.  
Corps Officers are ordained ministers and given a rank based on seniority and merit. Women hold 
equal rank with men. 
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Mission Statement: “The Salvation Army, an international movement, is an evangelical part of the 
universal Christian Church.  Its message is based on the Bible.  Its ministry is motivated by the love of 
God. Its mission is to preach the gospel of Jesus Christ and meet human needs in His name without 
discrimination.”  

 
Services offered in The Salvation Army Corps units differ, depending on the needs of the community 
and the resources available within each community for The Salvation Army to draw on.  Services range 
from orphanages, schools, hospitals, feeding programs, child care, drug and alcohol rehabilitation, 
services to abused children, community centers, shelters, and services to handicapped children and 
much more. 
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THE SALVATION ARMY OF FOND DU LAC COUNTY 

Our Vision 

At The Fond du Lac Salvation Army Corps, we are a people united by the love of Christ; serving our 
community faithfully through practical acts of kindness; growing closer to God and closer as a 
community based on love, we are a small church with a big heart.  

Our Leadership  

Local leadership comes from the Corps Officers, members of the Advisory Board (community members 
who can serve up to two, 3 years terms; offering guidance, leadership, assistance in fundraising, and 
acting as spokespeople) and a Corps Council made up of local Salvation Army congregation members. 

Our Work 

We serve Fond du Lac County except for Ripon and the immediate surrounding area who are served by 
a Salvation Army Extension Office. Our services are holistic in nature, aimed at meeting physical, social 
and spiritual needs. We provide worship, social services and a thrift store. 

Worship 

The Salvation Army hosts regular worship services, Sunday school classes, and fellowship 
opportunities. We also offer weekly children’s character building programs during the school year and 
summer camps. 

Social Services 

Our Director of Social Services oversees a team of staff and volunteers  to ensure people in need can 
turn to the Corps for food, financial assistance, shelter, clothing, disaster relief and programs like 
Pathway of Hope which help attain self -sufficiency. Our corps officers also offer pastoral care for our 
clients.  

Thrift Store 

Located at 79 W. Pioneer Rd., the thrift store resells and recycles home furniture, clothing, and 
household items and offers a pick - up service for large donations. 

The thrift store manager and assistant manager oversee staff and volunteers.  The store accepts gently 
used donations including working flat screen TVs and computers, (we will double check at drop off).  
We do not accept old TVs and computers; mattresses and box springs, medical supplies (walkers, 
crutches, bathtub chairs, wheelchair, etc.) and non-working large appliances.  The impact of the thrift 
store: 1. Proceeds from the thrift store become resources for our local social service outreach. 2. 
Donations are priced and resold at a huge financial savings for each customer. 3. Every donation to the 
thrift store saves on landfill space.  
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The Impact of our Volunteer Army  

 Volunteers fuel our ability to serve. Together annually, on average, volunteers help us collect and 

share: 

● food  and personal care products for 24,000+ through our food pantry; 
● 13,000 free Brown Bag Lunches in summer; 
● 3600 Christmas gifts, Thanksgiving & Christmas dinners; 
● 1800 coats, hats, gloves & 900 pair of shoes; 
● 150 nights of winter shelter for 90+ homeless, along with 2000 meals, and 1100 loads of 

laundry. 
These are tremendous accomplishments. 
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All we do together makes a tremendous impact on those we serve. 

 

 

 

VOLUNTEERING WITH US 
As a Salvation Army Volunteer, you represent the organization in the community and therefore, we ask 
that you conduct yourself in a manner consistent with The Salvation Army Code of Conduct.  We value 
Human Dignity, Hope, Compassion, Community, Trust & Respect. 

Remember each time you make or receive a phone call, deal with a walk in client, chat with a visitor or 
prospective donor, receive a donation, you are representing The Salvation Army.  The impression you 
create of yourself, of the Army, is a lasting one.  The old adage, “Treat others as you would have them 
treat you” is a good rule of thumb. 
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Your Rights.   As a volunteer, you have the right to: 

● Be given a clear understanding of your main tasks and responsibilities  

● Be provided with orientation and training 

● Be engaged; given opportunity to contribute ideas & offer suggestions 

● Volunteer in a healthy and safe environment 

● Be provided with opportunity to review  your role and receive appropriate feedback 

● Have your confidential and personal information protected  

● Be informed of relevant changes in policy and procedure 

● Be recognized and appreciated for your contribution 

 

Your Responsibilities.  We ask and expect that you: 
● Treat all people with respect, sensitivity and consideration 

● Refrain from behaviors that would reflect poorly on TSA 

● Comply with TSA code of conduct, policies, procedures, instructions and rules 

● Respect the privacy and confidentiality of clients, volunteers, staff, and members of the 

community 

● Maintain professional working relationships and boundaries with clients (please do not offer to 

give rides to or from TSA programs), fellow volunteers, staff and the public 

● Work as a team member; comply with all reasonable instructions to protect your health and 

safety and that of those around you 

● Document all your volunteer hours; ask the team leader for the appropriate method 

● Give and receive constructive feedback and suggestions 

● Remain impartial  

● Be willing to attend appropriate training; and seek assistance and help as often as you need 

● Dress appropriately for your position.  While volunteering, you represent and reflect The 
Salvation Army.  One of our service goals is offering an environment where everyone feels 
comfortable.  To prevent embarrassment and ensure a wholesome environment,  please 
remember: 

-hemlines (skirts, shorts) must be at least fingertip length when standing; 
-pants must be pulled up so underwear does not show; 
-necklines must be kept modest (no cleavage showing); 
-halter tops are not permitted; 
-shoes must be worn at all times.    

● Respect and adhere to TSA’ s NO SMOKING, NO DRUGS, NO ALCOHOL (neither use nor 

purchase for clients to use while on volunteer “duty”), NO FIREARMS(No weapons, even if you 

have a license to carry), NO GAMBLING policies.   
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● Refer any media inquiries to your team leader.  Please do not speak on behalf of The Salvation 
Army without permission.  

● Report all incidents and accidents to your team leader. 

● For each volunteer shift: 

● Be prompt. 

● Before you begin your shift, locate the Volunteer Log, sign your name and note your 

arrival time. 

● Let your team leader know you’ve arrived. 

● Get instructions from your team leader on anything new that needs to be accomplished. 

● Have questions?  Please ask. 

● Remain at your post for the agreed time, unless you’ve made prior arrangements with 

your team leader. 

● If you need to be absent, please place a courtesy call to your team leader. 

● When your shift ends, log out.  Do not log anyone else out. 

● Leave knowing you have made a tremendous difference! 

 

GENERAL FOND DU LAC COUNTY CORPS INFORMATION 

Hours of Operation 

The Salvation Army Social Services and Administration is open from 9 am – 4 pm Monday through 
Friday ;  the food pantry is open Monday, Tuesday, Thursday and Friday 9 am to 12:30 pm and 
Wednesday 9 am to 11:30 am and 12:30 – 5 pm year-round EXCEPT for: 

● Holidays: New Year’s Day, Martin Luther King Day, Presidents Day, Good Friday, Memorial Day, 
Independence Day, Labor Day, Thanksgiving Day, Christmas Day 

● Summer Hours:  Fridays from Memorial Day through Labor Day, Social Services and 
Administration closes at 12:30 pm. 

Thrift Store Hours: Monday-Saturday 10am-6pm 

Inclement Weather   

In case of inclement weather, stay tuned to local radio and Facebook for updates, the corps officers 
will monitor the weather and road conditions to determine hours of operation. 
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Telephone, Email and Internet Use 

When answering the phone, identify TSA and then yourself:  “Hello, The Salvation Army, Gertrude 
speaking, how may I help you?” When taking a message, politely ask for the caller’s name, phone 
number and reason for calling.  Then either route the caller through or promptly relay the message to 
voicemail.  

Remember that telephone, Email and internet use may only be used for the purposes of The Salvation 
Army unless prior permission is granted.  Inappropriate use of the IT system and computer leaves us 
vulnerable to risk of losing sensitive information and viruses.  

SAFETY, PRIVACY & WELFARE 

Incident & Accident Reporting   

Should an accident or injury occur, inform your team leader immediately and provide as many details 
as possible as an Incident Report or Hazard Report must be filed. 
 
Emergency Procedure   
Please make sure you know all emergency procedures for the area you are volunteering in.  Your team 
leader should review them; if not, then please ask. 

Familiarize yourself with: 
Emergency building evacuation 
What to do in case of fire 
What to do in case an armed intruder enters the building 
Emergency telephone numbers 
First Aid Procedure 

Harassment & Bullying 

Bullying, harassment and discrimination are not tolerated.  If you have seen, heard or been involved in 
inappropriate behavior, bring it to the attention of your team leader. 

Gifts/Money 

Volunteers should not accept any gift where there might be even the perception of a conflict of 
interest of duty.  Under no circumstances is money to be accepted from a client nor given to any client.  
Notify your team leader if you are offered a gift. 

Valuables  

Please do not bring valuables to your volunteer location as there is no way of ensuring their safety. The 
Salvation Army is not responsible for any damage or loss to volunteers’ personal property.  Regular 
accessories containing valuables (such as briefcases or purses) or valuables that could not be left at 
home should be stored in an area determined relatively safe by the team leader. 
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Confidentiality/Signing Legal Documents 

Confidentiality is a right guaranteed to our volunteers and our clients.  It is important that the 
community has confidence any information acquired by The Salvation Army is only used for the 
purpose for which it was collected.  Volunteer applications, evaluation and other information will also 
be kept completely confidential. 

As a volunteer at The Salvation Army, we ask that you respect the rights of families and individuals who 
utilize our services and help us preserve their right to privacy.  Clients’ needs, concerns and personal 
problems are not to be discussed with anyone other than the program team leader or staff that the 
team leader deems appropriate. Please do not discuss or release any sensitive or confidential 
information relating to The Salvation Army and/or operations unless permission is granted.  

Please do not sign any legal documents for clients on behalf of The Salvation Army.  Refer these 
requests to your team leader. 

Corrective Processes and Dismissals 

Dismissal of a volunteer may take place if the volunteer fails to adhere to the policies and procedures 
of The Salvation Army. We believe in resolving behavior and performance issues in the most positive 
way possible and will give all the help we can to correct behavior.  If such efforts to correct the 
volunteer’s negative behavior are unsuccessful, the volunteer will be released from service. 

VOLUNTEER APPRECIATION 

 Meals are served for volunteers for specific projects.  Please inquire and we’ll tell you. 

Recognition for your work comes in different ways throughout the year.  We recognize volunteers at 
our annual Report to Community (Civic Lunch).   A selection team chooses exemplary volunteer 
accomplishments and participation and presents awards for their achievements at that time. 

Volunteers are often asked to be part of press photos and radio in conjunction with their role at The 
Salvation Army of FdL County. 

References are gladly provided for volunteers on request based on performance. 

 

* Join the volunteer text club for important updates. Text HELPFDL to 51555 * 

 

 

  

 


