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1. Introduction 
 

 
 

A. Who We Are: 
 
Walnut Avenue Family & Women’s Center (Walnut Avenue) is a strength-based family center 
dedicated to addressing barriers to families thriving in Santa Cruz County. Our agency utilizes the 
strength-based model in our work with staff, volunteers and participants. 
 
Our History 
 
For over 80 years, the agency has helped adults, children, teens and families lead healthier, happier 
and more productive lives.  Our interactive programs aim to improve the economic, physical, and 
emotional well-being of women, children and teens. Founded as the YWCA in 1933, the agency 
broke from the YWCA in the 1990’s to focus on creating services for “battered women”. At that 
time they renamed the agency, Walnut Avenue Women’s Center. Our Early Childhood 
Education program is our longest running program and has been serving the Santa Cruz 
community for over 40 years. In 2015 we added family in to our name, to better reflect the breadth 
of services we provide. 
 
Our Vision 
 
Walnut Avenue encourages individuals and families to take control of their lives through personal 
action and leadership. Our circle of caring philosophy means participants receive nurturing and 
support and, in turn, are able to utilize their personal strengths to achieve goals they have for their 
lives. Walnut Avenue is dedicated to being a safe place for all individuals, groups and 
communities. We respect the value of each human being and are active in protecting and 
promoting diversity. We provide support to survivors of all genders. Walnut Avenue provides a 
kaleidoscope of programs and services including: Early Childhood Education, Services for 
Children & Youth, Services for Survivors of Domestic Violence, Community Engagement and 
Family Support Services. 
 

 
 



 
 
 

 
 
 

B. Walnut Avenue Mission Statement: 
 

To provide support and services so that women, children and families  
have the opportunities and the skills to thrive. 

 
Although our mission has not truly changed over the last several decades, it has expanded to 
address the changes in survivor’s (of all genders), children’s, and families’ lives. Much of this 
expansion is in response to the evolution of the many forms of our community’s cultural, 
economic, gender, and ethnic diversities. Issues such as child care, parenting, domestic violence, 
teen dating violence, social justice and advocacy are now our primary focus. Walnut Avenue takes 
a proactive stance in reaching underserved populations. Many of the individuals who come to 
Walnut Avenue are from underserved populations due to poverty, early pregnancy, homelessness 
and/or domestic violence.  
 

C. Walnut Avenue Family & Women Center Philosophy: 
 

 
 

We utilize a strength-based model in all of our programs,  
including our work with each other, our volunteers and with our participants.  

 
Strength-based assessment is founded on four assumptions. 
Adapted from information on the website: 
http://cecp.air.org/interact/expertonline/strength/empower/2.asp) 
 
1. Every person, regardless of his/her/their personal and family situation, has strengths that are 
unique to that individual. 
 
2. People are influenced and motivated by the way significant people in their lives respond to 
them. 
 
3. Rather than viewing a person who does not demonstrate a strength as deficient, it is assumed the 
person has not had the opportunities that are essential to learning, developing, and mastering the 
skill. 
 
4. When treatment and service planning are based on strengths, rather than deficiencies and 
pathologies, participants are more likely to become more involved in the services and to use their 
strengths and resources. 

http://cecp.air.org/interact/expertonline/strength/empower/2.asp


 
 
 

 
 
 

 
 

D. Our Purpose: 
 
1. To provide services to children, youth, individuals and families that help to eliminate barriers to 
families thriving. 
 
2. Increase skills and resources in the areas of parenting, healthy relationships, food security and 
financial security that effect individuals in Santa Cruz County. 
 
3. To end family violence and relationship violence. 
 

E. Volunteer Qualities: 
 
Walnut Avenue is looking for volunteers who are;  
 

• Willing to grow and learn  
• Able to accept and return healthy feedback  
• Have a sense of humor and welcoming demeanor   
• Have a passion for supporting others  
• Interested in, and able to, work on self-care issues  
• Dedicated and reliable 
• Able to set and maintain boundaries.  

 
Volunteers are expected to abide by agency policies. For many of our programs there are required 
time commitments. Volunteers are expected to make and maintain a minimum time commitment 
if they select a program that requires a minimum commitment. 
 

F. Nondiscrimination Policy: 
 

It is the policy of Walnut Avenue to provide equal employment and volunteer 
opportunities (EEO) to all persons regardless of age, color, national origin, physical 

disability, race, religion, creed, gender, sex, sexual orientation, gender identity and/or 
expression or any other characteristic protected by federal, state or local law. 

 
Such action shall include, but not be limited to the following: 
 
Recruitment; advertising; layoff or termination; rates of pay or other forms of compensation; and 
selection for training (including apprenticeship); employment, upgrading, demotion, or transfer. 
 

G. Grievance Procedure: 
 
If you feel you have been discriminated against or are experiencing any form of harassment, please 
write up your concerns and ask to speak to the supervisor of the person against whom you are 



 
 
 

 
 
 

complaining (can be completed in English or Spanish).  
• You have the right to present your grievance without the person you are complaining 

against being present. 
• If you speak Spanish, and the person you must go to is not a Spanish speaker, the agency 

will provide a translator.  
• If you are complaining about a policy or procedure, please ask to speak to the Executive 

Director.  
• In your write up, please describe your complaint and tell us what you would like us to do to 

rectify the situation (can be written in English or Spanish).  
• If the problem cannot be resolved by the supervisor of or Executive Director, you will be 

invited to speak about your complaint to the Board of Directors.  
• The decision of the Board of Directors will be final.  
• If the policy or procedures are not clear to you, please feel free to ask your task supervisor 

questions about them. 
 
 
For communication or interpersonal conflict: Walnut Avenue recognizes that interpersonal 
conflicts and communication barriers can occur in the workplace.  Most interpersonal problems 
can be resolved informally through dialogue between volunteers or between a volunteer and their 
task supervisor. If the problem cannot be resolved, the volunteer may write up their grievance and 
submit it to the Community Engagement Coordinator/Volunteer Program Coordinator so they can 
provide support.  
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2. Standards 
 
A. General standards: 
 
Walnut Avenue is an agency that adheres to accepted, professional, clinical and ethical standards; 
and to maintaining an environment that is safe for staff, volunteers and participants.  
 
All categories of volunteers (i.e., Volunteer Advocates, Board of Directors (BOD), Early 
Childhood Education volunteers, office support, etc.) are expected to conduct themselves at all 
times in a professional, ethical and responsible manner. Any concerns regarding the volunteer’s 
behavior will be brought to the attention of that person’s supervisor for consideration of 
appropriate action (i.e., BOD volunteers to the executive committee or to the BOD as a whole, 
any volunteer to the volunteer supervisor or the appropriate program director).   
 
For the purpose of this statement and policies included in this handbook, the term 
“paid staff” refers to employees of Walnut Avenue. The term “volunteer” refers to 

Board of Directors members and all other volunteer positions. The term 
“participant” refers to individuals of all ages that participate in any of our services. 

 
Personal Conduct of Volunteers 
 
Personal appearance of volunteers 
 
Specific “personal appearance” program standards are available in each department so please see 
department managers/Directors for full descriptions. 
 
Procedure/Dress Code: 
Please dress appropriately for representing our organization. If there is any issue with your choice 
of appearance your task supervisor will discuss it with you. 
 
Please, choose shoes and clothing that are comfortable and safe when volunteering at Walnut 
Avenue. If your volunteer position involves lifting you are required to wear sturdy, closed toed 
shoes to protect your feet. Your task supervisor will inform you if you are in a volunteer position 
that requires closed toed shoes.  
 
Clothing with offensive images/words and clothing that promotes drugs/smoking/alcohol are not 
appropriate clothing for volunteering at Walnut Avenue. 
 
Harassment 
 
Policy: 
 
Walnut Avenue is committed to protecting the rights and dignity of each individual it serves and of 



 
 
 

 
 
 

every volunteer who provides those services.  A fair and productive working environment shall be 
maintained, free of unlawful and improper harassment. Offenders are subject to disciplinary 
action. 
 
 
Procedures: 
 
1. Harassment may be defined as unwelcome or unsolicited verbal, physical or sexual conduct 
which: 
 - Is made a term or condition of volunteering; 
 - Is used as the basis for volunteering decisions; 
 - Creates an intimidating, hostile or offensive working environment. 
 
2. Some examples of what may be considered harassment are the following: 

- Verbal harassment- derogatory or vulgar comments regarding a person’s race, sex, 
religion, ethnic heritage or physical appearance. 

 - Distribution of, or displaying in the office of, written or graphic material having the same 
effects. 
 - Physical harassment: hitting, pushing or other aggressive action or threats to take such 
action. 

- Sexual harassment-unwelcome sexual advances or comments, gestures or physical 
conduct of a sexual nature. 
- The use of one’s authority and power to coerce another individual into sexual relations or 
to punish the other for their refusal. 

 
3. Harassment is misconduct, which will not be tolerated. If harassment is personally experienced, 
a supervisor, a Leadership Team Member, Community Engagement Coordinator or the Executive 
Director should be notified immediately. (See Grievance Procedure in section 1 of this 
handbook.) 
 
Smoking in the Workplace 
 
The use of cigarettes/cloves/natural cigarettes/cigars/e-cigarettes, etc. or the possession of chewing 
tobacco/rolling papers/loose tobacco/tobacco smoking pipes all apply to the following policy and 
procedures at Walnut Avenue. 
 
Policy: 
 
Walnut Avenue will comply with state and local laws affecting smoking in the workplace and will 
meet the OSHA requirements for an employment site free of hazards. 
 
 
Procedures: 
 
1. Smoking is prohibited within and around any building or office being used by or for Walnut 
Avenue programs or activities. Smoking is prohibited within sight of any of Walnut Avenue Early 



 
 
 

 
 
 

Childhood Education Centers and/or  children/teens in our programs. 
 
2. Distribution of any type of tobacco product to any persons under the age of 21 is illegal and will 
be reason for immediate termination of a volunteer. 
 
3. The designation of smoking areas for Walnut Avenue premises is an administrative decision. 
Walnut Avenue does not have a designated smoking area. Smoking should not occur within 20 
feet of any Walnut Avenue window or entrance. 
 
 

B. Improper Conduct 
 
Improper conduct during affiliation with Walnut Avenue includes, but is not limited to, the 
following: 
 
1. Encouragement of participants to consume alcohol or drugs  
 
2. Consumption of any amount of non-prescription mind altering substances (including, but 

not limited to: alcohol, illegal drugs, or any other substances that would affect work 
performance) prior to volunteering or during volunteer shifts.   

 
3. Inattention to duty (including, but not limited to: absenteeism, failing to follow procedure 

and policy, excessive cell phone use, inability to follow instructions, failing to keep time 
commitments). Please limit all phone use while volunteering unless it is an emergency call. 
If you need to take a call, please notify your supervisor and step away from your volunteer 
position to take the phone call in private. 

 
4.  Disregard of agency or stated supervisory expectations. 
 
5. Volunteers breaking the personal, clinical/advocacy, or organization confidentiality to an 

individual/s or organizations outside of the agency. (See Code of Conduct & Confidentiality 
agreement) 

 
6. Solicitation of money, goods or services, in the name of Walnut Avenue for purposes other 

than projects approved by the agency and your supervisor. 
 
7. Misuse of, willful, or careless damage to, or theft of organization property. 
 
8. Falsification or omission of pertinent information in the onboarding process. 
 
9. Violation of professional boundaries including paid staff-volunteer, volunteer-participant 

and/or paid staff-participant relationships. 



 
 
 

 
 
 

 
 

C. Boundaries 
 
The establishing and maintenance of boundaries serves two major purposes: 
 
1. Assurance for paid staff/volunteer that they will uphold professional and ethical practices; and 
2. Assurance that participants will experience clarity in their relationships with staff/volunteer. 
 
Maintenance of professional boundaries is the responsibility of paid staff and 
volunteers. All individuals at Walnut Avenue must always keep the strength-based 
model in the forefront of their mind when working with participants. Reasons for 
maintaining professional boundary include: 
 
1. Maintenance of the empowerment efforts 

In order to play an empowering role with participants, paid staff/volunteers must maintain 
their objectivity and be free to assess participant’s needs and behaviors with logic and 
reason.  Becoming “friends” with participants, accepting or giving personal favors, or 
singling clients out for “special” attention, jeopardizes the staff/volunteer’s ability to do this.   

 
2. Avoidance of codependency and/or enabling. 

Although we may sometimes wish to “save” participants from the consequences of their 
behavior, relieve the pain caused them by significant others, or in some way make their life 
less stressful, we must guard against enabling or overstepping healthy boundaries put in 
place to protect participants. Participants’ create their own goals and it is healthy for a 
participant to learn to handle setbacks, frustrations and pain and healthy, autonomous 
ways. We are not really helping them when overstep healthy boundaries meant to 
empower them and encourage them to use their own strengths and resources. 

 
3. Avoidance of establishing a participant as “special”. 

Consciously or unconsciously, many individuals seek to feel “special”. While we recognize 
the individuality of each participant, we do our participants a disservice by encouraging 
“special” status.  
(Ex: Spending more than the usual amount of time with a participant, sharing details of our 
personal lives with them, or bending the rules for them, is not healthy for them or us.)  

 
 



 
 
 

 
 
 

There must always be a clear separation between paid staff/volunteer and participants. Three 
factors make this task particularly difficult. 
 
1. Our relationships with our participants are, by nature, intimate. We are privy to their joys, their 
secrets, their strengths and weaknesses, their successes and failures. 
 
2. Our participants are characteristically in need. Consciously or unconsciously, they may want 
others to fill a variety of roles for them. 
 
3. As people in a helping profession, we may find ourselves wanting to do something extra for 
participants or to spend extra time with a particular participant. We may feel a special connection 
to or identify in a special way with one of them. 
 
Participant-staff/volunteer boundaries and staff-volunteer boundaries need to be maintained. 
Boundaries with participants apply to both current and former participants in order for Walnut 
Avenue services to remain available for future use by former participants, should they ever seek 
them out. It is still imperative that confidentiality be maintained. 
 
The following list of behaviors is meant to serve as a guideline for the maintenance of professional 
healthy boundaries. No list could possibly cover all situations. If you are unsure about a course of 
action, consult with your task supervisor. 
 
Staff/Volunteer may not knowingly create any of the following situations in relation 
to current or former participants as a result of contact through Walnut Avenue: 
 
1. Giving or Receiving Personal Favors or Gifts. 

Examples: Receiving or giving transportation outside of program norms or doing stuff on 
free time; making music tape/CD for or receiving them from participants; making available 
personal belongings for participants; buying items for/or with participants; receiving gifts 
from a participant or making bets with participants. 

 
2. Giving or Receiving Employment outside the Agency. 

Examples: Hiring a participant or former participants to paint your house; accepting part-
time work from a former participant. 

 
3. Giving or Receiving Personal Services. 

Examples: having your hair cut by a participant or former participant (unless the 
participant’s business as such); being paid for volunteering to repair a participant’s car. 

 
4. Spending Time outside of Program Norms. 

Examples: Spending your free time with a participant or former participant; spending 
noticeably more time with one participant more than others. 

 
5. Revealing Confidential Material. 

Examples: giving out one’s own or another’s staff’s home/cell phone number or address to 
a former participant; sharing information about a former participant  with a current 



 
 
 

 
 
 

participant or vice versa; telling participate in “A” about an interview done with participant 
“B”. 

 
6. Knowingly Establishing a Personal or Sexual Relationship with a Participant or Former 

Participant and/or establishing a personal or sexual relationship between a staff member 
and a volunteer. 

 

D. Coaching & Evaluation Procedures 
 
Volunteers will be provided feedback via coaching and evaluations. Evaluations are mandatory for 
all school credit interns. Evaluating a volunteer/intern may also be done upon volunteer/intern 
request for a Letter of Reference. who were on probationary status (see disciplinary procedures) 
may be subject to more frequent evaluations. Types of evaluations include: 
 
Feedback Meeting: 
The volunteer will discuss their performance and goals with the supervisor. If a written evaluation 
is completed for a volunteer, a copy of this form will be kept in their volunteer folder.  
 
Probationary Feedback Meeting: 
When a volunteer is on probationary status (see disciplinary section), an interim evaluation will be 
done to determine their progress in meeting the goals of their probation. This meeting may cover 
retraining of the volunteer, specific steps to resolve issues that led to probation or other issues 
pertaining to the volunteer’s performance. 
 
Volunteer Survey/Exit Interview: 
To collect feedback about our volunteer program an exit survey or interview may be conducted to 
gain volunteer’s suggestions for improving our volunteer program. The task supervisor and 
volunteer will discuss the reasons why the volunteer is leaving, go over any tasks or projects left 
unfinished and whether or not references are requested by the outgoing volunteer. If volunteer 
may complete an exit survey if the volunteer’s task supervisor is not available to conduct an in 
person exit interview. Letters of reference, if applicable and requested in advance, will be provided 
to qualifying volunteers. 
 
F. Disciplinary Procedures 
 
Disciplinary action may be taken for inability to follow procedures and policy. Action may take 
several forms, all of which are designed to help the volunteer work out issues and continue at 
Walnut Avenue where possible. 
For most disciplinary problems, the following course of action will be followed: 
1. Talking to the volunteer about the problem/issue 
2. Verbal warning 
3. Written warning discussed in meeting with the supervisor 
4. Probation area, if appropriate, including additional training, reading, leave of absence or other 
measures which supervisors feel would be helpful to the volunteer in resolving performance issues. 
5. Probationary feedback meeting 



 
 
 

 
 
 

6. Dismissal or disqualification for a particular position or from volunteering at Walnut Avenue in 
any capacity. 
 
The more serious the problem is to the functioning of Walnut Avenue and to our participants, the 
more serious the discipline will be the first time a problem occurs. Sometimes, appropriate steps 
may be combined.  
 
Volunteers will be disqualified or dismissed immediately for breaking confidentiality, for the use of 
drug/alcohol while at or while for presenting Walnut Avenue, or inappropriate behavior or attitude 
while working at Walnut Avenue. Setting and maintaining boundaries around time commitments, 
personal issues, personal space and appropriate relationships with participants, volunteers and paid 
staff is very important at Walnut Avenue. Failure to set and maintain appropriate boundaries or to 
respect others’ boundaries is cause for discipline, disqualification or dismissal. Disqualification 
from one position may not disqualify that person from volunteering at Walnut Avenue in another 
position.  
 
 
G. Termination Procedures 
 
Volunteers are asked to give at least two weeks, preferably a month, notice when they are leaving 
Walnut Avenue. This period is needed to make sure the necessary steps can be taken to fill that 
volunteer’s role. 
 
If Walnut Avenue initiates the termination, the termination will be effective immediately and an 
exit survey should be sent to the volunteer. All Walnut Avenue property, including files and 
paperwork should be returned upon termination. 
 
  

 
 
 
 
 
 
 



 
 
 

 
 
 

 

 
 
3. General Requirements for Volunteers 

 
A. Application 
B. Background Check 
C. Agreement/Code of Conduct 
D. Training 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 

 
 
3. General Requirements of Walnut Avenue Volunteers 
 
It is the policy of Walnut Avenue to provide equal employment and volunteer opportunities 
(EEO) to all persons regardless of age, color, national origin, physical disability, race, religion, 
creed, gender, sex, sexual orientation, gender identity and/or expression or any other characteristic 
protected by federal, state or local law. 
 
Individuals who have received services provided by Walnut Avenue’s  Services  for Children & 
Youth or Services for Survivors of Domestic Violence are asked to wait to apply as a volunteer 
until they have had at least two years of not receiving our services in those programs. If you have 
received services in our Services for Survivors of Domestic Violence or Services for Children & 
Youth Program in the past two years, you are able to volunteer in our Early Childhood Education 
Center only. Please contact the Community Engagement Coordinator/Volunteer Program 
Coordinator if this applies to your situation because you should not attend the regular orientation. 

 
A. Orientation 

• Applicants over the age of 18 must first attend/complete the general Volunteer Orientation. 
At the Volunteer Orientation the applicants will be directed to review the Volunteer 
Handbook complete a LiveScan fingerprinting background check and then must complete 
a volunteer application.  

• A placement interview may be conducted after all volunteer application/paperwork is 
completed to decide which position/positions an applicant is best suited for. 

 
Applicants under the age of 18 may apply to be a volunteer at our Early Childhood Education 
Center. Due to the sensitivity of the work we do out of our main office, minors are not able to 
volunteer in that building. Applicants under the age of 18 (minors) must first get a parental consent 
form signed by their parent or guardian before applying to the agency. Once a parental consent 
form is signed the minor will meet with the Early Childhood Education Center Director. Upon 
interviewing minors, the Early Childhood Education Center Director will determine if the 
applicant is suited for a volunteer position and coordinate any paperwork needed from the minor 
applicant.  
 

B. Background Check 
A background check via fingerprinting/Live Scan will be done on all volunteers over the age of 18 
who will work directly with participants. Each person’s situation will be taken in context and some 
convictions may not necessarily prevent a person from volunteering at Walnut Avenue. Particular 
convictions may disqualify an individual from volunteering at Walnut Avenue.  
These include the following: 

• A conviction for any form of abuse of a child, teen, partner, family member or elderly 
person 

• Recent conviction of theft  
Please request to speak to the department manager/director of the program you are interested in if 



 
 
 

 
 
 

you would like to discuss anything that will come up in your back ground check. 
 
Arrest reports: Once you complete a Live Scan/Fingerprinting for your position at Walnut 
Avenue, our agency will receive an arrest report if you are arrested for any offense you may get. At 
that time your task supervisor will be notified and you will be asked to take a leave of absence until 
your case is complete (conviction or dismissal paperwork should be provided to the agency once 
your case is resolved if you want to return as a volunteer). 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 

 

Did you know 
that 

volunteering is 
good for your 

health! 



 
 
 

 
 
 

 

C.  Code of Conduct 
A copy of the code of conduct is in the volunteer application, will be signed by each volunteer and placed in your 

volunteer file.) 
Walnut Avenue Family & Women’s Center Code of Conduct 

__________________________________________________________________________________ 
 

“Walnut Avenue is dedicated to making a safe place for all individuals, groups and communities.  We respect the 
value of each human being and we are active in protecting and promoting diversity.  Behaviors that perpetuate hate 

will not be tolerated.  We will not know peace until each person is respected.” 
 
Initial all statements. As a volunteer or paid staff member of Walnut Avenue: 
 
_______            I have read the Volunteer Handbook 
 
_______    I agree to uphold Walnut Avenue philosophy as outlined in the Employee Handbook and 

Policies and Procedures  
     
_______    I agree to maintain a professional behavior that promotes a safe and supportive work 

environment; including the appropriate use of language and discussion topics. 
    
   

_______    I agree to uphold Walnut Avenue policy regarding agency property as outlined in the 
Policies and Procedures  

 
_______    I agree to abide by Walnut Avenue Drug-Free Workplace Policy as outlined in the Policies 

and Procedures  
 
_______    I agree to be punctual and call my supervisor and the center if I am going to be more than 

10 minutes late or absent.  
 
_______    I agree to communicate respectfully with others and take responsibility for my own 

emotions and behaviors. 
 
 
 

_______   I agree to use “I” statements and not to make assumptions about others when 
communicating with members of Walnut Avenue. 

 
_______    I agree to communicate verbally in order to resolve conflict.  
   
_______    I agree to work as a team member with all staff and volunteers to ensure services to the 

community. 
   
_______    I agree to promote a positive image of Walnut Avenue within the community. 
                                  
_______    I understand I am always a representative of Walnut Avenue and my actions and behaviors 

reflect upon the agency.                               
       
 
I understand that violations of the code of conduct may lead to disciplinary actions, up to and including 
immediate discharge. 



 
 
 

 
 
 

 
D. Training: 
Some volunteer positions at Walnut Avenue require applicants to complete a mandated training. 
Volunteer Advocates for Survivors of Domestic Violence and Volunteer Youth Advocates must 
complete extensive training covering domestic violence, communication, working with youth & 
children. These trainings are offered annually. Existing volunteers are encouraged to attend 
trainings to refresh and/or improve their knowledge and skills. Other volunteer positions require a 
one-on-one a task supervisor.  
 

 
 
 



 
 
 

 
 
 

 
 

4. Services & Volunteer Programs 
 
A. Program Descriptions 
B. Volunteer Position Descriptions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 

 
4. Walnut Avenue Programs  
 
A. Program Descriptions 

 
Early Childhood Education Program (ECE) 
 

Barriers addressed: access to quality child care and early childhood 
education that prepares children for social and academic success. 

 

 
 
Walnut Avenue provides Early Childhood Education (ECE) services that are carefully designed to 
meet the needs of children and families. Every effort is made to provide seamless services for 
families with children from two weeks old to entering kindergarten.  
 
The mission of this program is to provide a safe, nurturing environment that promotes the social, 
emotional, intellectual and physical development of each child so they reach their full potential. It 
is our goal that every child will enter kindergarten prepared for academic and social success. 
 
Teachers at all of our centers use developmentally appropriate curriculum to support healthy child 
development.  Our ECE Center provides a safe and nurturing environments that promote the 
social, intellectual, physical and emotional development of every child. 
 

o Infant & Toddler Classrooms 
Once children are developmentally ready, they may attend Toddler Center.  
o Downtown Children’s Center/Preschool Classroom 
When children are developmentally ready they may attend the Downtown Children’s 
Center/preschool classroom. It is our goal that every child will enter kindergarten well 
prepared, ultimately increasing their chances for success in their primary and secondary 
education. 

 
The majority of our parents and children are Spanish speaking as is many of our early childhood 
education staff; our teachers are 90% bilingual in Spanish and English. 
 
Infant/ Toddler Center and Downtown Children’s Center are open from 7:30 AM-5:30 PM. 
 
Our developmental philosophy is child centered or “emergent”, meaning curriculum and activities 



 
 
 

 
 
 

are designed and implemented to complement the current interests of the children, not the 
program. For example: When a child brings an orange to the group, we have the unique 
opportunity to create curriculum around that orange 

 
Services for Children & Youth (SCY) 

 
Barriers addressed: teen pregnancy, teen dating violence,  

childhood domestic violence and trauma. 
 

 
 

The services for children & youth program was originally created in response to the increasing 
rates of teen pregnancy in Santa Cruz Count , as well as an overwhelming need among our 
participants for further support for their children. The first program we offered was a pregnancy 
prevention workshop called “I Decide”, a comprehensive sex education workshop for junior high 
school students. Recognizing further need, Walnut Avenue created support groups for at risk 
teens.  
 
The mission of this program is to revolutionize the role of youth in society and raise their 
expectations of respect and safety through role modeling, advocacy and education. Our programs 
are designed to empower at risk children and youth. This program serves youth ages infant ~ 18 
years old. 
 
Teen Groups: 
Support groups for youth that have been impacted by domestic violence or who need a little extra 
support.  
 
Kids Group Program – Provides care for children 0-11 years old while their parent/guardian is 
receiving services. This program uses A Window Between Worlds (AWBW) curriculum. 
AWBW is an art program designed for individuals who have experienced trauma. 
 
Workshops: 
Comprehensive Sex Education: sex education that is inclusive and provides up to date information 
about STI’s and consent 
Healthy Relationships – addresses healthy dating relationships vs. teen dating violence, healthy 
friendships, bullying vs. healthy friendships and healthy communication. 

 
 
 
Services for Survivors of Domestic Violence (SSDV) 



 
 
 

 
 
 

 
Barriers addressed: all forms of domestic violence  

 

 
 

The mission of this program is to break the cycle of violence through safety, healing, individual 
empowerment and social change. We believe Peace begins at home. 
 
Direct Services: All of our support services are provided in English & Spanish. 
 
Crisis intervention via a 24-hour hotline 
Crisis intervention, advocacy, support, resources, referrals and safety planning for survivors & their 
allies. 

 
Walk-in one-on-one peer advocacy  
Trained staff advocates offer a safe environment for participants to talk about their experiences. 
Participants are supported to understand the dynamics of abuse and its’ impact on their lives, 
nurture self-esteem, set healthy boundaries, develop safe coping skills, assess risks and create a 
safety plan to address their emotional, mental, and/or physical safety .  

 
Legal Advocacy 
Staff & volunteer advocates assist with the preparation of restraining order paperwork and provide 
court accompaniment to restraining order hearings and custody mediation at no cost to our 
participants. Advocates may also act as a liaison between participants and members of the criminal 
legal system.  

 
Support groups:  
Staff and volunteer advocates offer several support groups to the community. Our support groups 
provide a safe and confidential environment for survivors to meet others who have faced similar 
challenges and gain tools for empowerment.  
 
Emergency Accommodations 
Off-site accommodations offer short term housing as participants’ transition to a safe living 
environment. 
 
Resources and referrals 
Staff and volunteer advocates give information and referrals to other community agencies; to assist 
participants to meet their needs and reach their goals. 
 
Emergency food and clothing:  Provided through our Family Support Services Program (FSS), this 



 
 
 

 
 
 

program coordinates a food bank and donation room for current Walnut Avenue participants to 
help meet their basic needs.     
 
Community education  
Educational in-services and trainings on domestic violence and how to be an ally are available to 
agencies, businesses, schools and organizations. 
 

Family Support Services (FSS) 
 

Barriers addressed: food insecurity, financial insecurity and basic needs (clothing/school supplies)  
 

 
The mission of this program is to provide support to all other programs at Walnut Avenue by 
growing our resources and ensuring that everyone who enters our doors feels welcomed, 
respected, and cared for.   

Family Support Services includes; 

• Operations management (including front office) 

• Agency campaigns: Back to School, Turkey Drive and Adopt-a-Family  

• Carriage House Donation Room 

• Food Bank 

 

Community Engagement  (CE) 

(This is a support program for other dept. addressing barriers to families thriving.) 

 

This program provides support to all other program as Walnut Avenue by growing our volunteer 
workforce and engaging our community in our agency mission. 

Community Engagement includes; 



 
 
 

 
 
 

• Managing the agency volunteer infrastructure 

• Direct service volunteer recruitment 

• School credit intern program recruitment and supervision 

• Event & agency campaign volunteer recruitment 

• Onboarding of agency volunteers and interns 

 

 
Board of Directors 

 
Description: 

Walnut Avenue Family & Women’s Center is managed by a Board of Directors (Board). The 
Board consists of a diverse group of responsible community members who volunteer their time to 
serve on the agency Board.  The Board, as a governing body, focusses on the organization’s 
mission, strategy, and goals.  

 
 

 



 
 
 

 
 
 

B. Volunteer Job Descriptions  
 
Early Childhood Education (ECE) 
 

 
             Walnut Avenue Family & Women’s Center 
                             Early Childhood Education  
                         Volunteer Position Description 
______________________________________________ 

 
 

The mission of our Early Childhood Education Center (ECE) is to provide a safe, nurturing environment 
that promotes the social, emotional, intellectual and physical development of each child so they reach their 
full potential. It is our goal that every child will enter kindergarten prepared for academic and social success. 
 
Description: 
Provide strength-based, child-centered support to children ages 0 to 5 years and their families. 
 
Job duties include: 

• Interacting with children on-on-one and in groups     
• Supporting teachers by facilitating activities: art, books, circle time, cooking, dramatic play, 

manipulative, sensory and songs 
• Conflict resolution and problem solving with children 
• Interacting with parents to strengthen child’s support systems 
• Helping with snack, lunch preparation and clean up 

 
ECE Volunteer Shifts:  

• Monday-Friday between the hours of 8:30am-5:30pm 
 
Requirements & Qualifications 

• Ability to make a weekly volunteer commitment (at least one shift a week) 
• Ability to make a minimum of 3 consecutive month commitment  
• Completion of Walnut Avenue’s volunteer orientation 
• Completion of one-on-one training with ECE Director 
• fingerprinting/background check (DOJ, FBI and Child Abuse Index check) 
• Cleared/Test showing volunteer is negative for tuberculosis 
• Proof of full immunization  

 
It is the policy of Walnut Avenue to provide equal employment and volunteer 

opportunities (EEO) to all persons regardless of age, color, national origin, physical 
disability, race, religion, creed, gender, sex, sexual orientation, gender identity and/or 

expression or any other characteristic protected by federal, state or local law. 
 



 
 
 

 
 
 

Services for Children & Youth: 
 

 

     Walnut Avenue Family & Women’s Center 
                      Services for Children & Youth 
      Position Description: Kids Group Facilitator 

     ______________________________________________________ 
 

Kids Group’s mission: 
The Kids Group mission is to provide a safe, supportive space for youth ages infancy-11 years old 

while their parent/guardian receives services at Walnut Avenue Family & Women’s Center 
(Walnut Avenue). Our goal is to encourage resiliency factors in at risk children, many of whom 

have experienced domestic violence. 
 

Volunteer Kids Group Facilitator Role & Responsibilities 
 

This is a volunteer position. Under general supervision of the Kids Group Supervisor, Kids Group 
Facilitators will provide care to children ages infancy to 11 years old while their parent or guardian 
is receiving services at Walnut Avenue.  
 

• Provide a safe space and care for children infancy to 11 years old 
• Set up activities for Kids Group children including activities related to the “A Window 

Between Worlds” curriculum 
• Interact with the parent/guardian  
• Interact with children through communication, play or activities during group/care 
• Collect sign-in/out sheets and any other necessary paperwork from parent/guardian 
• Clean up space after group 

 
Requirements & Qualifications 

 
• Please wait at least 2 years after receiving support services at Walnut Avenue to apply as a 

volunteer 
• Complete Walnut Avenue Volunteer Orientation 
• Complete Walnut Avenue’s Kids Group Facilitator Training 
• Criminal background check/fingerprinting and complete application process 
• Commit to intern for 3 consecutive months with Walnut Avenue once training is complete  
• Make a weekly 2-4 hour time commitment to care for children (depends on weekly shift 

selected) 
• Attend weekly 30 minute Kids Group team meetings for ongoing training and supervision 
• Completion of monthly timesheets and submit it along with other internship paperwork 

when due 
• Strong communication skills, welcoming demeanor and the ability to maintain clear 

boundaries 
• Ability to represent the agency with integrity 



 
 
 

 
 
 

• Comfortable supporting participants in crisis  
• Access to internet to communicate via email  
• Passion for working with at-risk children 
• Over the age of 18  
• Bilingual helpful but not required  
• Complete an exit survey upon completion of volunteer program 

 
Knowledge, Skills, & Abilities 

 
• Knowledge of the dynamics of DV, the impact of DV on survivors and their children 
• Utilize the strength-based empowerment model to provide trauma informed services 
• Knowledge of and ability to adhere to agency, program and component protocols 
• Informed on agency programs, community programs and local resources 
• High level of self-awareness 
• Capacity to assess, prioritize and manage multiple tasks simultaneously in a time-sensitive, 

emotionally stressful, fast paced and ever changing environment with minimal supervision  
• Strong professional communication skills: ability to respond to program communications 

within 24-hours 
• Ability to communicate effectively with participants from diverse socio-economic, cultural 

and educational backgrounds to gain rapport, maintain confidence, and obtain confidential 
information in a tactful and courteous manner 

• Ability to establish priorities to meet the needs of participants who may be under stress, in 
crisis, and addressing dangerous circumstances and multiple issues simultaneously 

• Detail oriented and effective organizational skills 
• Capable of working collaboratively and independently 
• Commitment to maintain a mutually respectful & supportive work environment that values 

and empowers team members to collectively accomplish program goals 
• Strong interpersonal skills: commitment to uphold agency Code of Conduct, confidentiality 

and maintain a mutually respectful, professional work environment that values and 
empowers team members. 

 
It is the policy of Walnut Avenue Family & Women’s Center to provide equal 

employment and volunteer opportunities (EEO) to all persons regardless of age, 
color, national origin, physical disability, race, religion, creed, gender, sex, sexual 

orientation, gender identity and/or expression or any other characteristic 
protected by federal, state or local law. 

 
 
 
 
 
 



 
 
 

 
 
 

     Walnut Avenue Family & Women’s Center 
SSDV & SCY Position Description: Workshop Facilitator 
_____________________________________________ 

 
The mission of the Services for Children & Youth program is to revolutionize the role of youth in 

society and raise their expectations of respect and safety through role modeling, advocacy and 
education. Our programs are designed to empower at risk children and youth. 

 
Workshop Facilitator Role & Responsibilities  

 
This is a volunteer position. Under general supervision of the Community Education Lead, 
workshop volunteers will educate and empower our youth to think for themselves. These 
workshops help individuals understand the importance of their voices in society and how they can 
make healthy and sound decisions. Volunteer Workshop Facilitators are responsible for facilitating 
workshops for youth and adults that encompass many different topics including consent, domestic 
violence and sex/gender identities. These workshops are a supportive environment where all 
attendees are free to ask questions and thrive. Workshops include:  
  

 I Decide (Comprehensive Sex Education Program) 
 Healthy Relationships (Communication, Friendship and Teen Dating 

Violence Awareness) 
 
Other workshops you may be trained to facilitate: 

  DV in the Workplace (How to be an ally to survivors in the workplace) 
 Community Education through tabling  at events and/or making mini 

presentations about our agency services  
 
• Planning and preparation (with co-facilitator): Prepare for each workshop, including supply 

gathering and curriculum work 
• Attend practice sessions for each workshop 
• Conduct workshops  
• Provide one-on-one support to workshop attendees as needed 
• Attend debriefing sessions following  workshops,  fill out debriefing paperwork, and turn 

the paperwork into your task supervisor (1 hour per week) 
• Serve as a liaison between the schools/community organization (where you are making the 

presentation) and Walnut Avenue while facilitating  
 

Requirements & Qualifications 
• Please wait at least 2 years after receiving support services at Walnut Avenue to apply as a 

volunteer 
• Complete Walnut Avenue’s General Volunteer Orientation 
• Complete Walnut Avenue’s Certification Training 
• Complete Walnut Avenue’s Workshop Facilitators component Training  
• Commit  to intern for 6 consecutive months with Walnut Avenue once your training is 

complete  



 
 
 

 
 
 

• Attend Workshop facilitator meetings and other required meetings 
• Criminal background check/fingerprinting and complete application process 
• Valid driver’s license or access to public transportation 
• Over the age of 18  
• Bilingual helpful but not required  
• Complete an exit survey upon completion of volunteer program 

 
Knowledge, Skills, & Abilities  

 
• A passion for prevention work and community education 
• Comfortable with public speaking 
• Demonstrate a working knowledge of the skills developed in the certification and 

component trainings 
• Ability to conduct workshops to youth ages 12-18 years old  
• Ability to conduct workshops for adults 
• Knowledge of and ability to adhere to agency, program and program protocols 
• Ability to professionally represent the agency  through appropriate demeanor and attire 
• High level of self-awareness and healthy boundaries with workshop participants 
• Ability to provide culturally competent support: communicate effectively with participants 

from diverse socio-economic, cultural and educational backgrounds to gain rapport, maintain 
confidence, and discuss confidential information in a tactful and courteous manner 

• Strong oral communication skills: must be able to use tone, body language, and words to 
keep workshop participants engaged in conversation, manage group shares, and intervene 
when appropriate  

• Strong written communication skills: ability to write clearly and concisely to accurately 
complete program Timesheets and Workshop paperwork 

• Effective organizational skills: efficient and timely 
• Capable of working well both collaboratively and independently 

 
 

It is the policy of Walnut Avenue Family & Women’s Center to provide equal 
employment and volunteer opportunities (EEO) to all persons regardless of 

age, color, national origin, physical disability, race, religion, creed, gender, sex, 
sexual orientation, gender identity and/or expression or any other 

characteristic protected by federal, state or local law. 
 
 

 
 
 
 
 
 
 



 
 
 

 
 
 

 
 

       Walnut Avenue Family & Women’s Center 
                     Services for Children & Youth 
     Position Description: Teen Group Facilitator   

____________________________________________________ 
 
The mission of the Services for Children & Youth program is to revolutionize the role of youth in 

society and raise their expectations of respect and safety through role modeling, advocacy and 
education. Our programs are designed to empower at risk children and youth. 

 
 
Teen Group Description:  
Teen Group provides a safe space in which adolescents between the ages of 12-18 can discuss 
issues that affect them and obtain an adult perspective on these issues and how to best address 
them if necessary. Teen Group also provides informational sessions on topics like healthy 
relationships, how to get a job as a minor, bullying and cyber bullying, financial literacy and related 
topics, etc. while also having games and other fun activities where the teens can have fun. 
 
Role of Teen Group Facilitators  
This is a volunteer position. Under general supervision from the Teen Group Supervisor, Teen 
Group Facilitators will provide strength-based, trauma-informed crisis intervention, advocacy and 
support to teen participants. Facilitators will work collaboratively with the Teen Group Supervisor 
to develop activities and discussions on topics relevant to the participating teens. Facilitators are 
also expected to take a leadership role and be the main facilitator(s) for some activities and/or 
discussions. Facilitators will also work with the Teen Group Supervisor to develop and practice 
public speaking and presentation skills.  
 
Teen Group Facilitator Responsibilities: 

• Set up activities or presentation materials/tools. Setting out snacks and drinks for the teens.  
• Interact with the teens of the group during check-ins, activities, games, and during check-

outs.  
• Clean up activity and/or presentation materials/tools. Put leftover snacks back into the 

Teen Group Snack Cupboard 
• Must attend Teen Group Team Meetings in order to provide input and feedback on 

activities, discussions, etc. 
• 1 hour of research time will also be required outside of Teen Group and the Team 

Meeting time when developing an activity and or discussion topic for the group. 
• Contribute to the Activity/Discussion Google docs that the Teen Group Supervisor shares 

with all facilitators via email 
• If going away for longer than 1 week, you must make arrangements to conduct research for 

teen group activities/discussions for at least 2 hours per week  
 
Requirements & Qualifications: 

• Please wait at least 2 years after receiving support services at Walnut Avenue to apply as a 
volunteer 



 
 
 

 
 
 

• Complete Walnut Avenue Volunteer Orientation 
• Pass criminal background check/finger printing  and application process 
• Completion of the 40+ hour certification training 
• Commit to volunteer for a minimum of 12 consecutive months once training is complete 
• Attend weekly component meetings 
• Completion of monthly timesheets  
• Strong communication skills, welcoming demeanor and the ability to maintain clear 

boundaries 
• Ability to represent the agency with integrity 
• Comfortable supporting participants in crisis  
• Available on Thursday evenings  
• Access to internet to communicate via email with agency on a regular basis  
• A passion for working with at-risk youth 
• Over the age of 18  
• Bilingual helpful but not required  
• Complete an exit survey upon completion of volunteer program 

 
Knowledge, Skills & Abilities 

• Utilize the strength-based empowerment model to provide trauma informed services  
• Ability to communicate effectively with participants from diverse socio-economic, cultural 

and educational backgrounds to gain rapport, maintain confidence, and obtain confidential 
information in a tactful and courteous manner 

• Ability to establish priorities to meet the needs of participants who may be under stress, in 
crisis, and addressing dangerous circumstances and multiple issues simultaneously 

• Informed on agency programs, community programs and local resources 
• Detail oriented with clear communication skills  
• Capable of working collaboratively and independently 
• Commitment to maintain a mutually respectful & supportive work environment that values 

and empowers team members to collectively accomplish program goals 
• Strong interpersonal skills: commitment to uphold agency Code of Conduct, confidentiality 

and  maintain a mutually respectful, professional work environment 
 

It is the policy of Walnut Avenue Family & Women’s Center to provide equal 
employment and volunteer opportunities (EEO) to all persons regardless of 

age, color, national origin, physical disability, race, religion, creed, gender, sex, 
sexual orientation, gender identity and/or expression or any other 

characteristic protected by federal, state or local law. 
 

 
 
 



 
 
 

 
 
 

Services for Survivors of Domestic Violence: 
 
                  
       Walnut Avenue Family & Women’s Center 
           Services for Survivors of Domestic Violence                                

Position Description: Volunteer Advocate for Survivors of Domestic Violence                                    
___________________________________________________________ 

 
The Walnut Avenue Family & Women’s Center (Walnut Avenue) is a strength-based family 

center. The mission of the Services for Survivors of Domestic Violence program is to break the 
cycle of violence through safety, healing, individual empowerment and social change. We believe 

peace begins at home. 
 
Benefits of being a Volunteer Advocate for Survivors of Domestic Violence 
•  Become a certified Peer Counselor for Survivors of Domestic Violence 
•  Acquire skills to provide strength-based and trauma-informed care  
•  Learn crisis intervention techniques   
•  Develop the foundation for case management, counseling and social work 
•  Gain experience in criminal and civil legal systems    
•  Participate in restorative justice programs 
•  Enhance your resume with a rewarding field experience  
•  Earn school credit and/or hours of experience 
•  Support multicultural /multilingual communities  
•  Create social change  
 
Roles of Volunteer Advocate for Survivors of Domestic Violence 
This is a volunteer position. Under general supervision, provide strength-based, trauma-informed 
crisis intervention, advocacy and support to participants who have experienced domestic violence.   
Job duties vary upon focus of interest & time commitment. Average hours per week commitment 
6-10 hours (depends on selected intern position). 
 
Minimum Internship:  

• Hotline  
 
Internship with component options: 

• Hotline & Intake Advocacy  
• Hotline & Support Group Co-Facilitation 
• Hotline & Court Accompaniment/Legal Advocacy  

 
Requirements & Qualifications: 

• Please wait at least 2 years after receiving support services at Walnut Avenue to apply as a 
volunteer 

• Complete Walnut Avenue Volunteer Orientation 
• Pass criminal background check/finger printing and complete application process 



 
 
 

 
 
 

• Completion of the 40+ hour mandated certification/Advocacy training 
• Commit to volunteer for a minimum of 12 consecutive months once training is complete 
• Attend monthly meeting Professional Development Meetings and weekly Component 

Meetings 
• Completion of monthly timesheets and submit it along with other internship paperwork 

when due 
• Strong communication skills, welcoming demeanor and the ability to maintain clear 

boundaries 
• Ability to represent the agency with integrity 
• Comfortable supporting participants in crisis  
• Access to internet to communicate via email with agency on a regular basis and cell phone 

service at home (if selecting hotline shift hours that are outside the of agency office hours). 
• Over the age of 18  
• Bilingual helpful but not required  
• Complete an exit survey upon completion of volunteer program 

 
Knowledge, Skills & Abilities 

• Utilize the strength-based empowerment model to provide trauma informed services 
• Demonstrate a working knowledge of the principles and practices of advocacy employed by 

Walnut Avenue 
• Knowledge of the dynamics of DV, the impact of DV on survivors, danger assessment, and 

dimensions of safety planning to promote emotional, behavioral, and physical well-being of 
participants who may or may not have PTSD, substance abuse, a history of sexual abuse, 
poverty,  homelessness, oppression, and other additional factors such as the internalized 
effects of racism, sexism, heterosexism, and other marginalizing issues  

• Knowledge of and ability to adhere to agency, program and component protocols 
• Informed on agency programs, community programs and local resources 
• High level of self-awareness 
• Capacity to assess, prioritize and manage multiple tasks simultaneously in a time-sensitive, 

emotionally stressful, fast paced and ever changing environment with minimal supervision  
• Strong professional communication skills: ability to respond to program communications 

within 24-hours 
• Ability to communicate effectively with participants from diverse socio-economic, cultural 

and educational backgrounds to gain rapport, maintain confidence, and obtain confidential 
information in a tactful and courteous manner 

• Ability to establish priorities to meet the needs of participants who may be under stress, in 
crisis, and addressing dangerous circumstances and multiple issues simultaneously 

• Detail oriented and effective organizational skills 
• Capable of working collaboratively and independently 
• Commitment to maintain a mutually respectful & supportive work environment that values 

and empowers team members to collectively accomplish program goals 
• Strong interpersonal skills: commitment to uphold agency Code of Conduct, confidentiality 

and maintain a mutually respectful, professional work environment that values and 
empowers team members. 



 
 
 

 
 
 

 
It is the policy of Walnut Avenue Family & Women’s Center to provide equal 

employment and volunteer opportunities (EEO) to all persons regardless of age, 
color, national origin, physical disability, race, religion, creed, gender, sex, sexual 

orientation, gender identity and/or expression or any other characteristic protected 
by federal, state or local law. 

    
       

FSS Volunteer Positions Description: 
 

 
         Walnut Avenue Family & Women’s Center 
                            Family Support Services 
             Volunteer Position Description 
________________________________________________ 

 
The mission of Family Support Services (FSS)  is to ensure that everyone who enters our doors 

feels welcomed, respected, and cared for. This department provides support to other          
programs at Walnut Avenue. 

 
Description 
 
This is a volunteer position. The mission of Family Support Services is to ensure that everyone 
who enters our doors feels welcomed, respected, and cared for. This department provides support 
to all other programs at Walnut Avenue. Volunteers will have an opportunity to gain experience in 
assisting with the following tasks (specific volunteer focus can be selected); 
 

• Front office support 
• Food Bank & Donation room support 
• FSS campaigns (Back to school, Turkey Drive and Adopt-a-family) 

 
          
 

Requirements & Qualifications 
• Please wait at least 2 years after receiving support services at Walnut Avenue to apply as a 

volunteer 
• Complete Walnut Avenue’s Volunteer Orientation 
• Commit to volunteer for a minimum of 3 consecutive months   
• Weekly shift (shifts are Monday – Friday from 9am to 1pm or from 1pm to 5pm) 
• Pass criminal background check/finger printing   
• Complete and return timesheet on a monthly basis  
• On-going communication with task supervisor 
• Creativity, leadership, and the ability to work independently  



 
 
 

 
 
 

• Strong communication skills, welcoming demeanor and the ability to maintain clear 
boundaries 

• Ability to represent the agency with integrity 
• Comfortable supporting participants in crisis and ability to provide trauma-informed care  
• Spanish speakers are encouraged but not required  

 
 

Knowledge, Skills & Abilities 
• Utilize the strength-based empowerment model to provide trauma informed services  
• Gain skills in Food Pantry Management including supply ordering and inventory 

management (if desired) 
• Gain skills in donations management including building relationships with community 

members and businesses who donate to our Family Resource Center 
• Ability to communicate effectively with participants from diverse socio-economic, cultural 

and educational backgrounds to gain rapport, maintain confidence, and obtain confidential 
information in a tactful and courteous manner 

• Ability to establish priorities to meet the needs of participants who may be under stress, in 
crisis, and addressing dangerous circumstances and multiple issues simultaneously 

• Informed on agency and community programs and resources 
• Detail oriented with clear communication skills  
• Capable of working collaboratively and independently 
• Commitment to maintain a mutually respectful & supportive work environment that values 

and empowers team members to collectively accomplish program goals 
• Strong interpersonal skills: commitment to uphold agency Code of Conduct to maintain a 

mutually respectful, professional work environment 
 

It is the policy of Walnut Avenue to provide equal employment and volunteer 
opportunities (EEO) to all persons regardless of age, color, national origin, physical 

disability, race, religion, creed, gender, sex, sexual orientation, gender identity and/or 
expression or any other characteristic protected by federal, state or local law. 

 
 

 



 
 
 

 
 
 

Board of Directors  
 

Board of Directors Position Description: 
 

 
         Walnut Avenue Family & Women’s Center 
                                       Board of Directors 
                  Volunteer Position Description 
________________________________________________ 

 
Walnut Avenue Family & Women’s Center (Walnut Avenue) is a strength-based family center 

dedicated to addressing barriers to families thriving in Santa Cruz County. Our mission is to 
provide support and services so that women, children and families have the opportunities and the 

skills to thrive. 
 
Description 
 
The Board supports the work of Walnut Avenue and provides mission-based leadership and 
strategic governance. While day-to-day operations are led by the agency Executive Director (ED), 
the Board-ED relationship is a partnership, and the appropriate involvement of the Board is both 
critical and expected. The Board, as a governing body, focusses on the organization’s mission, 
strategy, and goals. Within the Board there may be specialized committee and officer roles. 
 

Requirements & Qualifications 
 

• Complete Board Member Orientation 
• Commit to volunteer for a minimum of 2 years on the Board of Directors (Board) 
• Promote the purpose of Walnut Avenue. 
• Be representative of the community and population served by Walnut Avenue.  
• Periodically review and, if appropriate amend, the policies and programs of Walnut 

Avenue.  It is the responsibility of the Board to ensure that these policies and procedures 
are implemented correctly.   

• Each individual board member shall make an annual financial contribution of a minimum 
of $1,000 to Walnut Avenue.  Financial contributions shall be any combination of cash 
contributions, fundraising efforts and grants (in-kind donations will not serve to contribute 
towards this minimum requirement).     

• Each individual board member shall be an active member of the board and will participate 
in various events and serve on committees when appropriate and as needed.   

• Assume final responsibility for authorizing all contracts and leases.  
• Control operating funds and capital assets for the use and benefit of Walnut Avenue. 
• At least annually, discuss and approve Walnut Avenue’s budget.  
• Periodically evaluate, establish, and implement Walnut Avenue’s fundraising plan. 
• Establish independent audit provisions for annual audits of Walnut Avenue’s financial 

status.  



 
 
 

 
 
 

• Periodically review, establish and implement Walnut Avenue’s goals and objectives. 
• Assume final responsibility for personnel policies and employment of the Executive 

Director of Walnut Avenue.   
• Define the functions of the Executive Director and their relationship to the Board.   
• At a minimum, hold nine meetings per year.  Board members shall be allowed one un-

excused absence per year (excused versus unexcused absences shall be at the Board 
President’s discretion).   

• Make decisions by a vote of the Board of Directors.  A quorum shall be reached with 2/3 
of the active board members present.  A vote can be reached with agreement of 2/3 of the 
members present.   

• At least annually, communicate goals and objectives for Walnut Avenue to the Executive 
Director and openly entertain the Executive Director’s communications to the board.  
 
 

Knowledge, Skills & Abilities 
 

• Passionate about supporting Walnut Avenue and the community-at-large in reducing 
domestic violence (dv) in our county, supporting early education and promoting healthy 
relationships in families 

• Experience in the human service areas of domestic violence, youth development, and/or 
early childhood education appreciated but not required 

• Special skills in business management, human resources, legal services and/or human 
services appreciated but not required 

• Have existing, positive community connections 
• Creative problem solver 
• Interested in, and have the time for, hands-on volunteering 
• Informed on agency and community programs and resources 
• Detail oriented with clear communication skills  
• Capable of working collaboratively and independently 
• Commitment to maintain a mutually respectful & supportive work environment that values 

and empowers team members to collectively accomplish goals 
• Strong interpersonal skills: commitment to uphold agency Code of Conduct to maintain a 

mutually respectful, professional work environment 
 

It is the policy of Walnut Avenue to provide equal employment and volunteer 
opportunities (EEO) to all persons regardless of age, color, national origin, physical 

disability, race, religion, creed, gender, sex, sexual orientation, gender identity and/or 
expression or any other characteristic protected by federal, state or local law 

 
 



 
 
 

 
 
 

 
 
5. Policies 
 
A. Confidentiality Policy 
B. Drug-Free Workplace Policy 
C. Donation Room Policy 
D. Driving Policy 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 
 

 
 
 

5. Policies 
 
A. Confidentiality 

 
(A copy of this form is included in your Volunteer Application) 

Staff & Volunteer Confidentiality Agreement 
 
In order to maintain confidentiality, remember that anything said about or by anyone accessing any 
Walnut Avenue Family & Women’s Center (Walnut Avenue) service is confidential, whether you 
hear it directly or indirectly, on the phone, in person, in a support group or in a meeting. We ask 
that you keep all information confidential for the rest of your life.  
 
Some things you hear or see may be emotionally upsetting to you.  In order to maintain your own 
health, we invite you to talk with your supervisor or with fellow providers in department meetings.   
 
Please do not initiate contact with participants in public. Always follow their lead if you happen to 
see them in public. If they decide to say hello and talk to you, that is fine. Just always allow them to 
make that decision. While you are providing services in our office or at our groups, you may see 
someone that you recognize/know. Out of respect for their confidentiality, please do not initiate 
contact with them. Please also tell your supervisor that you know the individual. We will take steps 
to make sure that you are not the person providing direct support to them to help maintain healthy 
boundaries for you and the participant. 
 
There are three specific exceptions to the rule of confidentiality.  However, action should never be 
taken on these exceptions without the Program and/or Executive Director’s approval. 
 

1. Information about child abuse and/or neglect must be reported. 
2. Suicide calls when the callers life is in imminent danger, must be reported via 911. 
3. Threats of homicide or serious injury to another person must be reported via 911. 

 
Confidentiality is not only about an individual’s privacy, but is potentially a matter of life or death. 
 
For many participants, contacting Walnut Avenue is an extreme act of courage and may be the first 
attempt at reclaiming personal power and seeking support.  Please respect them and their safety by 
upholding our confidentiality policy. 
 
I acknowledge that I have read and agree to adhere to the Confidentiality Policy of Walnut 
Avenue as stated above.  I understand the importance of assuring survivors, children and families 
that any information they share with Walnut Avenue will be kept confidential.  I agree to keep 
confidential any and all information that I may be a party to regarding any and all participants of 
Walnut Avenue.  I understand that if I am found to have violated this confidentiality agreement, I 
may be subject to disciplinary action, possible termination or legal action. 
 
 
 



 
 
 

 
 
 

B. Drug-free Workplace Policy  
 

Walnut Avenue is a drug-free workplace. Volunteers are prohibited from engaging 
in the unlawful manufacture, distribution, dispensation, possession, or use of a 
controlled substance on Walnut Avenue premises and while volunteering offsite. 
Volunteers are also prohibited from using alcohol or other non-prescription mind-
altering substances while on the job.  

  
Exceptions to the use, sale, dispensing, or possession of alcohol on the premises will 
be allowed for Walnut Avenue sponsored events that have been approved at the 
discretion of the Executive Director.   
 
C. Carriage House Donation Room Policy 
 
Walnut Avenue receives generous donations from community members and partnering agencies 
with the purpose of providing a place for Walnut Avenue program participants to select items that 
will ease the burden of their situation. The intention of the Walnut Avenue donation rooms is 
emergency assistance to program participants. Often, items that are donated go directly to a 
program to furnish or provide supplies for Programs, which directly serves the program 
participants and saves the agency money which can then be redirected to direct-services. Because a 
lot of our donations will be passed on to Goodwill Industries Thrift Stores on Monday if we are 
unable to gift it to our participants, it has historically been allowed that Staff/Volunteers can “shop” 
(no money exchanged) in the donation room.  
 
The Leadership Team wishes to convey that if this practice will continue, there are certain 
guidelines staff/volunteers are expected to abide by. 
 
General Guidelines: 

1. Staff/Volunteers are permitted to explore the Carriage House on Friday afternoons 
between 4 pm and 5 pm. 

2. Staff/Volunteers are expected to follow all posted rules in the Carriage house regarding 
number of bags allowed, etc. 

3. Items acquired from the donation room are intended for the person doing the “shopping” 
and/or their immediate family.  

4. It is never OK to re-sell items selected from the donation room for one’s personal gain.* 
Reselling items donated to Walnut Avenue puts the agency at risk of violating its 
agreements with donors and community partners. 

5. Program participants always receive first priority when it comes to all donations that enter 
Walnut Avenue’s doors unless explicitly stated by the donor themselves for a different 
purpose.  

 
Violation of these guidelines by any staff member/volunteer will lead to disciplinary action. 
Reselling items from Walnut Avenue’s donation rooms without explicit permission from the 
donors will be considered stealing from the agency and may be grounds for termination. 



 
 
 

 
 
 

 
D. Driving Policy: 
 
Volunteer Driving Policy: 

Walnut Avenue Family & Women’s Center (Walnut Avenue) does not allow volunteers to drive 
their personal vehicles on behalf of the agency for errands, transportation of participants or any 
other volunteer related tasks. If there is ever an instance where a staff member breaches this policy 
and asks a volunteer to drive their vehicle for an agency related task, please tell the Executive 
Director or your task supervisor immediately. This policy does not relate to a volunteer driving 
themselves to and from volunteer shifts or to and from off-site events. 

 


	Requirements & Qualifications
	______________________________________________________
	Volunteer Kids Group Facilitator Role & Responsibilities
	 Provide a safe space and care for children infancy to 11 years old
	 Set up activities for Kids Group children including activities related to the “A Window Between Worlds” curriculum
	 Interact with the parent/guardian
	 Interact with children through communication, play or activities during group/care
	 Collect sign-in/out sheets and any other necessary paperwork from parent/guardian
	 Clean up space after group
	Requirements & Qualifications
	Requirements & Qualifications:
	 Complete Walnut Avenue Volunteer Orientation
	 Pass criminal background check/finger printing  and application process
	 Completion of the 40+ hour certification training
	 Commit to volunteer for a minimum of 12 consecutive months once training is complete
	 Strong communication skills, welcoming demeanor and the ability to maintain clear boundaries
	 Ability to represent the agency with integrity
	 Comfortable supporting participants in crisis
	 Available on Thursday evenings
	 Access to internet to communicate via email with agency on a regular basis
	 A passion for working with at-risk youth
	 Over the age of 18
	 Bilingual helpful but not required
	 Complete an exit survey upon completion of volunteer program
	Knowledge, Skills & Abilities
	 Utilize the strength-based empowerment model to provide trauma informed services
	 Ability to communicate effectively with participants from diverse socio-economic, cultural and educational backgrounds to gain rapport, maintain confidence, and obtain confidential information in a tactful and courteous manner
	 Ability to establish priorities to meet the needs of participants who may be under stress, in crisis, and addressing dangerous circumstances and multiple issues simultaneously
	 Informed on agency programs, community programs and local resources
	 Detail oriented with clear communication skills
	 Capable of working collaboratively and independently
	 Commitment to maintain a mutually respectful & supportive work environment that values and empowers team members to collectively accomplish program goals
	 Strong interpersonal skills: commitment to uphold agency Code of Conduct, confidentiality and  maintain a mutually respectful, professional work environment
	Requirements & Qualifications:
	 Complete Walnut Avenue Volunteer Orientation
	 Pass criminal background check/finger printing and complete application process
	 Completion of the 40+ hour mandated certification/Advocacy training
	 Commit to volunteer for a minimum of 12 consecutive months once training is complete
	 Attend monthly meeting Professional Development Meetings and weekly Component Meetings
	 Completion of monthly timesheets and submit it along with other internship paperwork when due
	 Strong communication skills, welcoming demeanor and the ability to maintain clear boundaries
	 Ability to represent the agency with integrity
	 Comfortable supporting participants in crisis
	 Access to internet to communicate via email with agency on a regular basis and cell phone service at home (if selecting hotline shift hours that are outside the of agency office hours).
	 Over the age of 18
	 Bilingual helpful but not required
	 Complete an exit survey upon completion of volunteer program
	Knowledge, Skills & Abilities
	 Utilize the strength-based empowerment model to provide trauma informed services
	 Demonstrate a working knowledge of the principles and practices of advocacy employed by Walnut Avenue
	 Informed on agency programs, community programs and local resources
	 Ability to communicate effectively with participants from diverse socio-economic, cultural and educational backgrounds to gain rapport, maintain confidence, and obtain confidential information in a tactful and courteous manner
	 Ability to establish priorities to meet the needs of participants who may be under stress, in crisis, and addressing dangerous circumstances and multiple issues simultaneously
	 Detail oriented and effective organizational skills
	 Capable of working collaboratively and independently
	 Commitment to maintain a mutually respectful & supportive work environment that values and empowers team members to collectively accomplish program goals
	 Strong interpersonal skills: commitment to uphold agency Code of Conduct, confidentiality and maintain a mutually respectful, professional work environment that values and empowers team members.
	It is the policy of Walnut Avenue Family & Women’s Center to provide equal employment and volunteer opportunities (EEO) to all persons regardless of age, color, national origin, physical disability, race, religion, creed, gender, sex, sexual orientati...
	Description
	This is a volunteer position. The mission of Family Support Services is to ensure that everyone who enters our doors feels welcomed, respected, and cared for. This department provides support to all other programs at Walnut Avenue. Volunteers will hav...
	 Front office support
	 Food Bank & Donation room support
	 FSS campaigns (Back to school, Turkey Drive and Adopt-a-family)
	Description
	The Board supports the work of Walnut Avenue and provides mission-based leadership and strategic governance. While day-to-day operations are led by the agency Executive Director (ED), the Board-ED relationship is a partnership, and the appropriate inv...

