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Welcome 
 

Dear Volunteer:  

 

Welcome to The Sanneh Foundation Family. Our organization has a long tradition of providing caring adults and 

mentors for youth, volunteering their time and talent – and upon occasion their treasure – to support the 

important programs and services to the Twin Cities community.  We are so grateful that you have decided to 

become a part of the TSF Volunteer Team.  THANK YOU! 

Volunteers are an indispensable part of our organization.  As a volunteer, we know that you will provide 

invaluable service, allowing us to reach beyond the constraints of staff time and capacity. Regardless of what 

particular volunteer contribution you provide, please know that it is critical to our ongoing operations and the 

success of our organization.   

This Volunteer Handbook was designed to maintain a successful volunteer program.  It is our hope that it will 

effectively communicate our organizational practices and volunteer procedures to better manage and leverage 

our volunteer resources, thereby maximizing our community and programmatic impact.  

If you have any questions about the information in this handbook or your volunteer assignment(s), please reach 

out to your program manager.  I hope that you will find your volunteer experience with The Sanneh Foundation 

to be highly rewarding and satisfying. 

Thank you for your service! 
 

 
 

Tony Sanneh 

CEO 
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Section 1: The Sanneh Foundation Services Overview 
 

1.1 ORGANIZATION BACKGROUND 
Since our founding in 2003, we have served the Twin Cities metro are community in partnership with other 
agencies, businesses and community residents/volunteers. "We believe in giving all children the opportunity to 
learn, grow and succeed.” 
 

1.2 MISSION  
Our mission is to empower youth by supporting and promoting educational attainment through in-school and 

after-school support, improve lives by providing programs that strengthen physical health and social and 

emotional development, and unite communities by advancing diversity, equity, and community well-being. 

 

1.3 SERVICES  
Dreamline 

TSF’s signature program, Dreamline, is an academic intervention program serving low-income, under-performing 
students in public middle schools and high schools.  Dreamline “coaches” partner with students in public schools 
located throughout the Twin Cities and greater Minnesota area to provide services on-site to students identified 
as most in need of intervention, whose teachers and administrators have identified as failing or near failing, and 
whose academic futures are in the greatest jeopardy. Dreamline’s goal is to partner with these students to 
increase their academic performance, improve school connectedness, and to develop leadership and 
relationship skills in order to become positive contributors to their school and community. 
 
Conway Community Center  

Conway is a thriving public space that offers diverse and free youth programming and a safe place for local 
youth to spend out of school time. Many view Conway as their "home away from home" and the staff takes 
pride in knowing all youth by name. Conway is a special place, with over 26 languages spoken and activities 
ranging from sports to dance to girls and boy’s empowerment groups. We also serve over 37,000 free and 
healthy meals each year. 
 
FREE Community Camps 
At The Sanneh Foundation, we partner with local professional sports teams to give thousands of kids a safe, 
healthy and FUN camp experience every summer by offering FREE sports camps throughout Minneapolis, St. 
Paul, and surrounding metro areas.  Camps use sporting curriculum from the professional teams, while 
incorporating The Sanneh Foundation's youth development expertise. 
 
Haitian Initiative 

A collaboration of partners working together to bring sustainable programs to Haiti using soccer as a catalyst to 
combat the cycle of poverty. The program is designed to motivate kids to stay in school. Regular school 
attendance and passing grades are a requirement to participate in the program. Practice and games occur six 
days a week. After every practice the players receive a hot vitamin fortified meal provided by another 
Minnesota based organization known as Feed My Starving Children. For the vast majority of HI participants, this 
meal represents their only meal for the day. 
 
 

http://www.merrickcs.org/services/employment-services
http://www.merrickcs.org/services/senior-services
http://www.merrickcs.org/services/food-shelf
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Kick It Back 

The Kick It Back program started as an effort by Tony Sanneh and MLS to collect soccer shoes and redistribute 

them to individuals in need since its inception in 2009. The program now receives jerseys, shoes, balls and other 

new and gently used sports equipment, allowing Kick It Back beneficiaries to safely participate in sports. 

Equipment is distributed within local communities, nationally and internationally. 

Green Stick Army 

Green Stick Army is dedicated to environmental betterment through education and community outreach.  In 

summer 2018, Green Stick Army became an initiative of The Sanneh Foundation.  Youth at camps cleaned the 

park where they were playing soccer, flag football, and basketball.  In addition, youth at our Conway Community 

Center also clean the park surrounding Conway as part of Green Stick Army on a weekly basis. 

 

College Prep 101 

College Prep 101 (CP 101), free college advising to guide high school student athletes as they pursue their dream 

of earning a college education and participating in collegiate athletics.  CP 101 uses both individual counselling 

and group workshops to educate and support student athletes actively pursuing collegiate athletics as part of 

TSF’s broader effort to promote post-secondary education.  

 

 

 

  

http://www.merrickcs.org/services/family-programs
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Section 2: About Volunteering at The Sanneh Foundation  
 

2.1 Definition of a Volunteer 
A volunteer contributes service in the form of time and energy to The Sanneh Foundation towards 

accomplishing the organization’s mission, and:  

● Does not receive compensation 
● Has a willingness to serve and freely serves without pressure or coercion 
● Does not perform similar types of work while simultaneously being employed at The Sanneh Foundation. A 

volunteer is not an employee of The Sanneh Foundation. 

2.2 Partner in Service  
Volunteers are considered “partners-in-service” and are expected to perform duties as outlined, follow 

instructions from supervisors, work independently, and work cooperatively with other volunteers, employees, 

and clients. All volunteers serve with the supervision of support staff or other experienced volunteer. 

Supervisors will: 

● Give you the respect due a fellow member of the team.  
● Assign you to a needed task, and provide you with helpful “on‐the‐job” instruction.  
● Discuss with you any matters concerning your volunteer assignment and your performance.  

2.3 Personal Belongings  
Please do not leave your personal belongings unattended. Coats, purses, and bags can be left in special 

designated areas in the building arranged by each program. The Sanneh Foundation does not accept 

responsibility for any lost or stolen property.  

2.4 Name Tags  
Name tags will be provided to all volunteers. We ask that you wear yours. Name tags are used to identify you as 

a volunteer. If your name tag is lost or damaged, please contact the Volunteer Coordinator for a replacement.  

2.5 Dress Code  
It is important for volunteers to dress appropriately for the type of activity and service they are providing. For 

example, ripped clothing or shirts with inappropriate images or phrases are unacceptable. Activities like the 

FREE Camps require volunteers to be dressed comfortably because of the type of work required. Volunteers at 

the Front Desk or providing office assistance should dress neatly for the office environment. A volunteer can ask 

their supervisor for guidance on appropriate dress. 

2.6 Accidents and Injuries  
If you or anyone else is injured while on The Sanneh Foundation property or while performing a service for The 

Sanneh Foundation:  

● Seek appropriate care immediately.  
● Contact your supervisor to complete an accident report.  
● Serious injuries or immobilization that requires immediate attention should contact 911 for an ambulance. 

It is important that we are made aware of all accidents and injuries, no matter how minor they may appear.  
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General Safety Rules and Regulations 

All volunteers must be familiar with the following safety rules.  

● No person with boils, sores, infected wounds, or other infections or communicable disease is permitted to 
contact food as defined by Minnesota law. 

● Volunteers must wash hands before handling food. Hands need to be washed before returning to work, after 
using the restroom, smoking, eating, or drinking, or handling contaminated food or trash. 

● Smoking is prohibited within all Sanneh Foundation facilities. 
● Personal protection such as gloves must be worn by volunteers when instructed by the Volunteer 

Coordinator. 
● Fighting, horseplay, throwing objects, and other dangerous behaviors are not allowed. 
● Manual lifting by any individual must be limited to no more than 50 pounds. Any volunteer lifting product 

weighing more than 50 pounds must request and have assistance. Follow safe lifting practices such as 
bending at the knees, back straight, and lifting with the legs. 

● Don’t over-reach. Stretching to reach overhead objects may result in falls or strains. 
● Appropriate footwear must be worn for the area in which you are working. 
● Volunteers will not be asked to operate any machinery or equipment that requires specific licenses or 

accreditations.  
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Section 3: Volunteer Schedule 
 

3.1 Service Logs  
Please complete a service log for the volunteer service you perform. Although each volunteer activity or group 

have different methods for tracking hours, your supervisor will inform you of the way you will need to track your 

hours. Service Logs are used to report volunteer service to funders, the Board of Directors and the community. 

Volunteers are also given recognition for their service based on service logs. Please note that service logs may be 

both digital and/or hand written depending on availability.  

3.2 Absences  
The volunteer service you perform is vital to the organization and the people we serve, so it is essential that you 

are present and on time for all scheduled shifts. If you will not be able to serve on your shift or will be late, 

please contact your supervisor as soon as possible so a replacement can be found. Assist your supervisor with 

finding a replacement if asked to help. If you are ill, such as a cold or flu, on the day that you are scheduled to 

serve, a volunteer is expected to inform his/her supervisor. Please stay home and get rest. Do not worry about 

missing your shift. We want to avoid spreading illness to other volunteers and employees and participants. You 

are important to us and it is important that you are healthy.  So, please take the time necessary to care for 

yourself before returning to volunteer. 

3.3 Holiday and Closure Days 
Please check with the supervisor about holidays and other closure days. Traditionally, The Sanneh Foundation is 

closed on the following holidays:  

New Year’s Eve  New Year’s Day Labor Day  Memorial Day   Thanksgiving Day 

Independence Day Christmas Eve   Christmas Day  

 

3.4 Unscheduled Closings 
In the event of a weather emergency, the agency may close. If you are unsure whether to come in for a 

scheduled shift during severe weather, call your supervisor. Use good judgment with regard to travel conditions 

and stay home if you do not feel safe traveling. Finally, be sure to inform your supervisor of your decision.  

3.5 Exiting Service 
While we hope that you enjoy your time volunteering at The Sanneh Foundation, we do understand that at 

some point you may need to leave your volunteer activity. If you foresee having to leave, either permanently or 

for a long period of time (i.e. wintering out of state), please notify your supervisor as far in advance as possible. 

We also ask all volunteers to complete an exit questionnaire before leaving permanently. The information 

collected in the questionnaire will help us enhance the volunteer experience and improve upon our current 

volunteer program. 

 

Exit Questionnaire  

  

https://docs.google.com/forms/d/e/1FAIpQLSeNSwvXCQ1PgorWOhrIdewnewyflw31Kry35g2xm0otzDx6Fw/viewform?usp=sf_link
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Section 4: Job Descriptions 
 

4.1 Conway Community Center & Special Events: As Needed 
After School Tutoring, Arts and Crafts: A daily commitment, from 3:30pm – 8:00pm Monday 

through Friday, (Commitment remains in perpetuity until volunteer ends their service). Our afterschool 

tutoring, arts and crafts is seeking volunteer groups or individuals to help with supporting and 

promoting educational attainment through after-school support.  Individuals or pairs can sign up for a 

daily, weekly, or monthly student support. Volunteers will assist youth with homework help, arts and 

crafts, service learning, and strengthen physical health and social and emotional development. 

Volunteers must have their own transportation, and must pass a background check.   

 
Community Clean-Up:  Groups help with clean-up yard work at Conway park and the surrounding 

areas. Volunteer groups can range from few to many and can sign up to complete a few hours of yard 

work in a day, helping to clean up the surrounding areas of the Community Center, to ensure that the 

youth have a clean safe place to expand their physical health.  Although the program is equipped with 

some supplies, it would be very helpful if volunteers could bring their own equipment as needed.  

The Sanneh Foundation will gladly supply bags, gloves, and provide Green Stick Army scoopers that are 

designed to remove garbage from the ground. Volunteer opportunities range from ongoing, weekly 

opportunities, as well as special events taking place throughout the year. Volunteers independently 

arrive at the Conway park, sign in, the volunteer supervisor will provide will provide resources for the 

day’s activities and report back to the volunteer supervisor for check out. These efforts allow us to 

continue to provide the best support and a safe environment for our local families. Youth groups, 

employee teams, friends, and church groups enjoy taking on these projects.  Please note that while 

spring and summer clean-up is an ongoing opportunity, winter projects can include shoveling and/or 

other cold activities. 

Food Service:  The Conway Community Center serves naturist meals to youth outside of school time, 

seven days a week. During this time, there are a variety of duties that are needed to help support this 

initiative. These include:  

Food Prep: 

● Stock shelves as needed. 
● Unload and organize boxed and packaged food. 
● Must be able to lift at least 30 pounds. 
● Supporting TSF meal service staff as needed. 
 

Food Distribution 

● Preparing and serving youth during distribution hours. 
● Providing a clean, safe, and friendly environment for youth. 
● Abiding by all Minnesota Department of Health Standards and guidelines. 
● After distribution properly storing and discarding leftover food. 
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Café Monitor: 

● Setting up cafeteria for food services prior to food distribution. 
● Cleaning and sanitizing all equipment and cafeteria amenities prior to distribution. 
● Youth engagement during distribution. 
● Host distribution, clean and break down all tables and chairs and mop floors and dispose of trash. 

 

Hours: 
  *Volunteers are to report prior to start time. Hours may change depending season. 

● Summer Monday - Friday: 10:00am – 11:00pm breakfast; Dinner 4:00 pm - 6:00pm (double check 
● Fall, Winter, Spring: 4:00 pm - 6:00pm 

 

Special Events: 

● Conway hosts many special events such as National Night out that volunteers can request to 
participate in upon request. Below are a list of events Conway hosts with dates. 

October 
● Sort-A-Awesome 
● End of Soccer season celebration 
● Science of Hockey Field Trip  
● Halloween Event 

November 

● Conway Job Fair 

December: 
● Sanneh Foundation Toys for Tots Event 
● Holiday Health Expo 
● Conway Holiday Party 
● Minnesota Vikings Food Truck 

January 

● Martin Luther King Day Event 

● Front Desk assistant: Provide crucial help to families seeking help when they arrive to the 
Conway Community Center. This role is responsible for assisting families when they come 
into the center with programming and finding services for their youth.  

 
4.2 Employment Services 

FREE Summer Camps: Provide much needed support to our camp coaches and staff through 

various services such as: Pre-camp registration, field set up, social media support, photography, 

videographer, verbal promotion of camps, and tabling at parks.  
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4.3 Administrative 
Internships: Build your resume, make professional connections, and gain real‐world experience 

while working and serving with your Saint Paul neighbors. The Sanneh Foundation internships 

provide students with valuable experiences and opportunities to work in the nonprofit sector. 

Students are assigned real work responsibilities from programming and research to marketing, 

communications and administration, and sports education. Internships vary, for more 

information click HERE.  

https://docs.google.com/a/thesannehfoundation.org/forms/d/e/1FAIpQLScjN2-tbzLoz4qIwQIbmUZA4zuGnaZjt9S4zA3p8nfNWN3teg/viewform
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Section 5: Volunteer Conduct 
 

The Sanneh Foundation expects volunteers to conduct themselves professionally, follow all policies and 

procedures, and adhere to the Volunteer Rights and Responsibilities outlined below. The following sections 

provide information that will allow volunteers to maintain the ethics and standards of our organization, create a 

safe working environment, and perform their tasks to the best of their abilities. 

 

5.1 Volunteer Rights and Responsibilities 
The Sanneh Foundation recognizes the right of volunteers to: 

● Be trained by their supervisor in an initial orientation. Every volunteer will receive an orientation familiarizing 
them with our organization, introducing them to the staff member(s) and other volunteers with whom they 
will be working, and explaining the tasks they will perform 

● Know what is expected of them and have a clear job description 
● Have clearly specified lines of support and supervision 
● Be shown appreciation and recognition 
● Have the opportunity to make a difference 
● Have safe working conditions 
● Know their rights and responsibilities, as well as the proper procedures, in case of an accident or conflict 
● Be free from discrimination, harassment and intimidation from staff, other volunteers, and participants 
● Have the opportunity for personal development 
● Provide feedback, positive or negative, and receive a timely response 

 

In return, The Sanneh Foundation expects volunteers to: 

● Be reliable. Please notify your volunteer coordinator when you will not attend a shift you’ve committed to 
● Respect confidentiality of clients, other volunteers, staff and other partners 
● Dress appropriately for the work they will be performing 
● Make the most of training and support opportunities 
● Carry out tasks in a way which reflects the aims and values of the organization 
● Work within agreed guidelines and policies 
● Maintain a safe and respectful working environment in accordance with the policies and procedures in this 

manual, free of harassment; discrimination; violence; drugs, alcohol and tobacco; and offensive or 
inappropriate workplace behavior 

● Report any participant suspected of being subjected to abuse to one’s supervisor – in compliance with 
Mandated Reporting Requirements  
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Section 6: Procedures 
 

What is a Procedure?  

A procedure describes actions. It is a non-board approved operational guideline that provides a clear step-by-

step guide to help people put into practice an organization’s policy on a particular issue. In general, a procedure 

tells people “how” to do something. It sets out what needs to be done, who needs to be involved and the order 

in which different tasks will be completed. A good procedure document should be clear and unambiguous. 

People should be able to understand what they need to do after reading through it the first time.  

 

Procedures Checklist  

We have decided to include the following procedures in our volunteer handbook: 

● Attendance  
● Confidentiality  
● Nondiscrimination and anti-harassment  
● Grievances and conflict resolution  
● Background checks  
● Court-ordered volunteers  
● Drugs and alcohol  
● Anti-theft  
● Electronic communication  
● Resignation, termination and dismissal  
● Personal use of donated items  

 

6.1 Attendance 
The ability of The Sanneh Foundation to meet the needs of our participants is dependent on staff and volunteers 

being present for their scheduled shifts. This procedure provides clarity around the organization’s standards for 

volunteer attendance. We count on volunteers being here every scheduled shift.  Therefore, we must know 

when volunteers will be absent or late. Absences or tardiness that the volunteer’s supervisor has deemed 

excessive, can be detrimental to the program. 

 

Procedure  

1. If a volunteer is going to be late to a shift or be absent, he/she is expected to notify the volunteer coordinator 
as far in advance as possible of the time she/he is scheduled to begin the shift. The volunteer must notify 
his/her supervisor if the volunteer must leave her/his assignment for any reason before the end of the 
scheduled shift.  

2. Continual absence or tardiness, three or more shifts without notice, may result in a temporary suspension 
and/or termination of the volunteer relationship. 

 

6.2 Confidentiality 
During the course of one’s volunteer work at The Sanneh Foundation, a volunteer may be working with 

customer lists, business systems, future plans, and other information that is considered confidential and/or 

privileged. Maintaining confidentiality is both an ethical and legal obligation of staff and volunteers and it is 

important to our position in the community. It is expected that volunteers will protect this information by 
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safeguarding it when in use, filing it properly when not being used and discussing it only with those who have a 

legitimate, professional need to know. 

 

As a volunteer at The Sanneh Foundation, you may learn or be exposed to certain confidential information. Do 

not disclose or discuss such confidential information outside of the supervision of The Sanneh Foundation, 

except in the following circumstances: 

● You learn of behavior or conduct that constitutes past or present serious criminal activity, and you believe 
that disclosing this information will assist in a criminal investigation or avoid possible injury or harm to 
property or others.  

● You learn of physical abuse, neglect, or sexual abuse of a vulnerable adult or other conduct that may be a 
violation of state law concerning vulnerable adults or children.  

● You learn of an individual’s intent to harm himself/herself or others.  
● You are subpoenaed by a court of law to divulge confidential information.  

 

Situations will not be discussed in any public setting and information about the person(s) you come in contact 

with will not be discussed even with other volunteers. If uncertain or in doubt of how to properly handle a 

confidential matter, please seek further direction from your Volunteer Coordinator in a confidential 

environment. No one is permitted to remove or make copies of any Sanneh Foundation records, reports or 

documents without prior approval. Release of confidential information to unauthorized persons could cause 

legal ramifications (including criminal and/or civil prosecution) and result in dismissal from your volunteer 

activity. 

 

6.3 Nondiscrimination and Anti-harassment 
The Sanneh Foundation does not discriminate against anyone for any reason because of age, race, religion, 
color, physical or mental disability, marital status, sex, national origin, ancestry, sexual orientation, pregnancy, 
genetic information, gender identity, gender expression, status with regard to public assistance or veteran’s 
status. It is an expectation that each person, client/participant, volunteer, donor and/or employee that does 
business with The Sanneh Foundation is treated with respect, dignity, and served in a non-judgmental manner. 
Volunteers representing The Sanneh Foundation have a responsibility to the community we serve and to treat 
everyone equitably, with respect, dignity, and in a non-judgmental manner. 
 

The Sanneh Foundation is committed to an environment free of harassment.  Any form of harassment is 

unacceptable and will not be tolerated. Substantiated instances of harassment will be met with disciplinary 

action up to and including termination of the volunteer relationship. Any volunteer who feels that they are a 

victim of harassment in connection with his/her volunteering should bring the matter to the immediate 

attention of the Volunteer Coordinator or CEO. All such reports will be taken seriously and investigated 

promptly. No individual shall be retaliated against for making a good faith report of behavior contrary to this 

policy. 

 

6.4 Grievances and Conflict Resolution 
There may be situations when conflicts involving volunteers arise in the work place. This section provides 

information regarding The Sanneh Foundation’s procedure for addressing grievances and resolving conflicts. The 

Sanneh Foundation believes in open communication and authentic relationships among and between volunteers 

and their supervisors, where informal discussion can resolve problems and questions can be answered as they 
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occur. Initially, any grievances and/or conflicts between individuals (between volunteers or between a volunteer 

and staff) should be addressed as quickly as possible with the involved parties. Timeliness is an important factor 

in achieving a good resolution.  If problems cannot be resolved after informal discussions between the involved 

parties (volunteer and volunteer or volunteer and Sanneh Foundation staff) the following procedure will be 

used: 

 

Procedure  

1. When a volunteer has a concern or grievance s/he should: 

a. Present the case in writing to your Volunteer Coordinator; your Volunteer Coordinator will respond 

in writing to the volunteer within five (5) work days after completing any necessary fact-gathering 

activities. A proposed resolution will be offered at that time.  

b. If the suggested resolution is not accepted and the grievance remains unresolved, the volunteer may 

request a meeting with a member of the Leadership team and the manager of the department for 

which he/she volunteers with the intent of reaching resolution. A written resolution will be offered 

to the volunteer within five (5) work days.  

c. If the previous steps do not yield an acceptable outcome for the volunteer, s/he has the opportunity 

to submit a written complaint to the CEO who will respond, in writing, 14 days from receipt of the 

letter. 

2. When a representative from The Sanneh Foundation has an issue with a volunteer that has not been 

resolved via an informal conversation, the process is as follows: 

a. The Volunteer Coordinator will request a meeting with the volunteer and a representative from the 

Volunteer Coordinator. At that point, the volunteer will be presented with a copy of this procedure 

and given a verbal warning that will be documented in writing. 

b. If this above step does not resolve the issue, Volunteer Services will provide the volunteer with a 

written warning which will include the consequences of additional repeated occurrences. 

i. If the behavior/concern perpetuates, the Volunteer Coordinator or CEO will, at that time, 

officially inform the volunteer that he/she is no longer a volunteer and is no longer allowed 

on TSF property and to do so would be considered trespassing, which could result in the 

authorities being notified for legal follow-up and consequences. 

c. The aforementioned procedures are in place to promote a supportive environment for volunteers. 

However, The Sanneh Foundation acknowledges that in some instances, a grievance or set of 

behaviors warrants immediate termination. Therefore, The Sanneh Foundation does reserve the 

right to dismiss any volunteer, at any time, for any reason. This will be communicated by the 

executive director in writing. 

3. Copies of communications associated with the grievance process will be saved to the volunteer’s file. 

 

6.5 Background Checks for Volunteers  
Criminal history record checks will be conducted for all applicants The Sanneh Foundation will notify volunteers 

that a background check is required to volunteer. We will seek the volunteer’s permission and their signature on 

a written/electronic agreement before performing any background checks. The applicants date of birth and 

name will be required to perform background checks through BCA website and Minnesota courts, as well as 

must provide their Minnesota ID or Driver’s License onsite prior to service. 
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Group/teams of volunteers applying to perform services must have a chaperone or lead contact that must 

confirm that each individual has been properly background checked and must provide their Minnesota ID or 

Driver’s License onsite prior to service. 

 

Individuals are permanently disqualified from holding permanent or volunteer positions that require substantial 

contact with any vulnerable individuals if they have a history of any violent or sexually exploitive behavior. Other 

areas that will permanently disqualify candidates are a history of monetary mismanagement (e.g. 

embezzlement, gambling), reckless driving, identity theft or any other theft-related crimes, and data security 

issues. 

 

6.6 Court-ordered volunteers 
This procedure provides information regarding the convictions that bar court-ordered volunteers from working 

at The Sanneh Foundation, the convictions that TSF considers permissible for volunteering and the special 

restrictions and expectations that apply to court-ordered volunteers. 

Individuals who receive a court order to perform community service will be accepted on a case-by case basis. All 

court-ordered volunteering is by appointment only and requires pre-screening and is dependent upon the 

notification given to the CEO. Volunteers who are performing court-ordered community service must disclose 

the nature of their conviction to Volunteer Coordinator or any other staff member of The Sanneh Foundation. 

Staff members will keep the court-ordered volunteer’s information confidential within the organization, and will 

not share it with other volunteers.  

Although some restrictions may apply to court-ordered volunteers, The Sanneh Foundation celebrates all 

volunteers as an important part of our work and our mission. The Sanneh Foundation pledges to treat approved 

court-ordered volunteers with the same respect, professionalism and recognition as other volunteers.  

Individuals convicted of certain serious charges will not be accepted to volunteer due to potential safety risks for 

other volunteers, staff, clients and partners. The Sanneh Foundation will not accept volunteers who have ever 

been convicted of a: 

● Violent crime 
● Crime of a sexual nature  
● Theft-related felony  
● Felony level or higher (Discretionary)  
● Crime whereby the conviction relates to the volunteer position 

 

The Sanneh Foundation may accept the following types of non-violent offenders: 

● Misdemeanor drug charges 
● Traffic violations 
● Driving while impaired (on a case by case basis)  
● Non-violent misdemeanors  
● Theft-related misdemeanors 
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The Sanneh Foundation also reserves the right to decline any volunteer or to limit which days or hours a 

volunteer can work.  

Court-ordered volunteers may only be allowed to volunteer for shifts at The Sanneh Foundation that may not 

involve direct client contact or exposure to confidential client information. Court-ordered volunteers may not 

ride in or drive a vehicle while completing community service hours. The Sanneh Foundation also reserves the 

right to dismiss a volunteer at any time during their scheduled time, with or without cause. 

1. Court-ordered volunteers interested in performing their community service at The Sanneh Foundation 
should first contact The Sanneh Foundation indicating that they wish to do so. Qualifying volunteers 
must provide a Court-Ordered Community Service form to Volunteer Coordinator for completion.  

2. All Court-Ordered Community Service forms should include a signature from the volunteer’s parole 
officer or county agent who will be asked to verify hours needed, as well as relevant dates, and 
information regarding the volunteer’s criminal history.  

3. The volunteer must present the signed form to The Sanneh Foundation for approval no later than their 
first volunteer shift.  

4. When a volunteer requires more than 30 hours of court-ordered service, The Sanneh Foundation 
reserves the right to:  

a. Require the volunteer to attend a preliminary screening meeting with Volunteer coordinator 
and  

b. Complete a trial-period of 6 hours before being allowed to complete the remaining service 
hours  

5. The Sanneh Foundation requires that all records pertaining to the screening and establishment of a 
relationship with court-ordered volunteers will be documented in the volunteer’s file and shared only on 
a need-to-know basis.  

6. Volunteer Coordinator will record the volunteer’s hours in the volunteer’s file and will provide these 
records at the end of service. If the volunteer needs documentation of hours completed more regularly, 
such as after every shift, they are responsible for recording their hours on a form that is ready for 
Volunteer Coordinator to sign. Volunteer Coordinator will also capture any written records related to 
the volunteer in the volunteer’s file.  

7. Volunteer Coordinator reserves the right to request court-ordered volunteers to sign-in using a 
differentiated process in order to effectively track volunteer arrival and departure times. 

8. The Sanneh Foundation reserves the right to dismiss a court-ordered volunteer at any time for any 
reason. 

 

6.7 Drugs and alcohol 
The Sanneh Foundation has no desire to intrude into the personal lives of its volunteers. However, both on-the-

job and off-the-job involvement with any controlled substances can have an impact on our agency and on our 

ability to achieve its objectives of safety and security. Therefore, volunteers are expected to report to their 

volunteering duty and/or The Sanneh Foundation sponsored event with no controlled substances in their body. 

The possession, sale or use of controlled substances while volunteering shall be a violation of safe volunteer 

practices and will be subject to disciplinary action, including dismissal. Volunteers who show signs or evidence of 

having consumed alcohol and/or drugs will not be permitted entrance to The Sanneh Foundation, be allowed to 

remain on the facility grounds, or participate in any volunteering capacity. Violators will be dismissed from all 

volunteer programs. 
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6.8 Anti-theft 
Theft is taken very seriously at The Sanneh Foundation and is cause for immediate dismissal. Theft includes, but 

is not limited to, taking purchased and/or donated items or agency property for personal use, and unauthorized 

use of agency services or facilities. We are able to provide assistance because of the items that are purchased 

and/or donated by the community and organized by our volunteers. In order to continue to help the community 

and maintain our integrity with our funders and donors, it is important that these items get to the people for 

whom they are intended. 

 

6.9 Electronic communication 
Electronic communications include all forms of technology such as, but not limited to telephone, voicemail, cell 

phones, text messages and instant messages, blogs, social/business/networking sites, PDA’s, computers and 

Internet access. These systems and the tools provided to volunteers have been established to be used for 

business purposes in serving the interests of our funders, donors, and clients/participants in the course of 

normal operations. Hardware and software and other technology provided are the property of The Sanneh 

Foundation. Therefore, all messages composed, sent, or received on these systems are and remain the property 

of The Sanneh Foundation. We have the right to inspect, monitor, and review volunteer use of provided or paid 

for technology (phones, tablets, etc.). 

 

6.10 Resignation, termination, and dismissal 
This procedure is to clarify the volunteer’s and The Sanneh Foundations mutual right to terminate the 

relationship at-will, with or without reason, and to outline grounds and procedures for resignation and dismissal. 

The volunteer may resign from The Sanneh Foundation at any time. A volunteer may be dismissed from their 

service at any time. 

 

Procedure  

1. When a regular volunteer resigns from The Sanneh Foundation, they should provide a reason for their 

decision in writing with as much notice as possible.  

2. Volunteers who do not adhere to the rules and procedures of The Sanneh Foundation or who fail to 

satisfactorily perform their volunteer assignments are subject to dismissal. Possible grounds for 

dismissal may include, but are not limited to the following: gross misconduct or insubordination; being 

under the influence of drugs or alcohol while on duty; theft of property; misuse of The Sanneh 

Foundation equipment, donations or materials; abuse or mistreatment of clients, staff or other 

volunteers; repeated absenteeism or tardiness and a breach of confidentiality.  

3. Volunteer Coordinator will record the reason for dismissal or resignation and any other pertinent 

information in the volunteer’s record. 

 

6.11 Personal use of purchased or donated items 
No volunteer of The Sanneh Foundation is permitted to remove purchased or donated food or any non-food 

items from the building for personal use or consumption. Any volunteer found consuming donated food items 

on the job, or inappropriately removing food or non-food items from the building without approval, may be 

subject to immediate termination. The Sanneh Foundation reserves the right to search personal belongings. This 

may also be considered theft, and therefore, would be subject to prosecution. 
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Section 7: Other Ways to Help 
 

The Sanneh Foundation is grateful to its volunteers, all of whom allow the organization to deliver high quality 

programs and services to the community. Volunteers are important in supporting our work in other ways too. 

Volunteers interested in supporting The Sanneh Foundation beyond their volunteer service, should consider the 

following:  

Raise Awareness  

● Talk about The Sanneh Foundations services in the community with your family and friends. Pass out 
business cards.  

● Follow The Sanneh Foundation on all social media platforms such as LinkedIn, Facebook, Twitter, and 
Instagram 

● Schedule a tour of The Sanneh Foundation for your company, church, or civic group. Or, invite a trained 
speaker from The Sanneh Foundation to speak at your next company, church, and/or civic group meeting. 

● Become a trained speaker for The Sanneh Foundation. 

 

Donate  

● Conduct a food drive.  
● Make a financial contribution to support The Sanneh Foundation programs. Cash, check, credit card, or stock 

gifts of any size are welcomed and appreciated.  Online donations are also accepted HERE.  
● Encourage your company, church, and/or civic group to adopt The Sanneh Foundation as their “Charity of 

Choice”.  
● Check with your company to see if they have a “matching gift” program. Many companies will match their 

employees’ donations AND volunteer hours. Or, check to see if your company has a charitable giving 
program.  

● Send a gift in honor or memory of a family or friend to The Sanneh Foundation on their behalf. 
● Leave a legacy by naming The Sanneh Foundation in your will, estate plan, or life income agreement such as a 

charitable remainder trust or life insurance policy.  
● Attend a Sanneh foundation Fundraising Event, such as the Gala For Goals, Kick It Back Drive, Golf4Goals or 

Burger Battle.  

 

For more information on how to support The Sanneh Foundation financially, contact the The Sanneh Foundation 

at (651)-690-4855 or by e-mail Mkambaki@thesannehfoundation.org.  

 

 

 

 

 

https://thesannehfoundation.org/donate/
mailto:Mkambaki@thesannehfoundation.org
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Waiver, Media Release and Confidentiality Agreement 

I hereby release, indemnify and hold harmless The Sanneh Foundation, its officers, employees, successors, assigns, legal 

representatives, organizer, sponsors, and supervisors of its activities, from any and all claims, causes of actions and liability 

arising from or in any way connected with my volunteer participation.  

I further understand that I am expressly assuming all risk, including but not limited to all risk of injury associated with my 

volunteer participation. I am not considered an employee of The Sanneh Foundation and therefore am not covered The 

Sanneh Foundation Workers’ Compensation policy. 

I understand that The Sanneh Foundation has developed and will be developing and using confidential and proprietary 

information in connection with carrying out its mission. Confidential and proprietary information includes, but is not limited 

to, information about computer programs or systems, donors, volunteers, clients and prospective clients, revenues, 

reimbursements, suppliers, personnel, pricing policies, operational methods, programmatic delivery service models, 

technical processes and other business affairs and methods, plans for future developments and other information which is 

not readily available to the public. I agree that during and after my term of volunteering with The Sanneh Foundation: 

● I shall keep secret all confidential and proprietary information and not reveal or disclose it to anyone outside of 
The Sanneh Foundation 

● I shall keep confidential all information related to volunteers, donors, clients, and employees 
● I shall not make use of any such confidential and/or proprietary information for my own purposes or the benefit of 

anyone other than The Sanneh Foundation. 

Consent to use and waiver of compensation. I further grant permission to The Sanneh Foundation use, without cost or 

approval, any photographs, videos, or audio taken of me while I am volunteering. Additionally, I will not accept any 

remuneration directly or indirectly for services performed while volunteering for The Sanneh Foundation. 

 

_______________________________________  _______________________________________  

Volunteer Name (Printed)    Volunteer Signature 

 

_______________________________________  _______________________________________  

Date       Staff Signature 



 

Volunteer Handbook • 20 

 

 

Acknowledgment of Procedures  
 

The Volunteer Handbook is an important document intended to help you become acquainted with The Sanneh 

Foundation and its procedures. This handbook will act as a guide to your service at The Sanneh Foundation; it is 

not the final word in all cases. Individual circumstances may call for individual attention.  

By signing below, I acknowledge that I have received and read a copy of the Volunteer Handbook and agree to 

serve within these stated procedures. I understand that I may be dismissed from volunteer service for not 

adhering to these procedures.  

 

_______________________________________  _______________________________________  

Volunteer Name (Printed)    Volunteer Signature 

 

_______________________________________   

Date 


