Get involved at the C.A.R.T. House!
Name:________________________________________________________
Address:____________________________________ Social Security Number:_______________________

City:_________________________State:______________Zip: _____________ Date of Birth: ___________
Phone: ________________________________________Cell: _____________________________________
Email: _________________________________________________________________________________
Notify in Case of Emergency: _____________________________________Phone: ____________________
What areas are you interested in? (Please see website for volunteer opportunities) _____________________
______________________________________________________________________________________
Social Security Number & Date Of Birth _______________________________________________________
Education:

Work Experience:

Volunteer Experience:

What motivates you to volunteer with the C.A.R.T. House?

Do you know someone who has experienced child abuse? Yes
No
Have you been convicted of any charges other than minor traffic violations? Yes
If yes, please explain:

No

Please list three references including telephone numbers and relationship:
1. _____________________________________________________________________________________
2. _____________________________________________________________________________________
3. _____________________________________________________________________________________
I agree that any information I gain as a result of participating in a C.A.R.T. House program or activity will be held
in strict confidence and in connection with my volunteer application. I hereby authorize release to the C.A.R.T.
House any and all information concerning my criminal history, personal background and any other information
which may be beneficial in determining my qualifications and fitness for the volunteer position for which I am
applying. Any information you submit will be kept confidential.

Signed:________________________________________________________Date: ____________________

____________________________________________________________________________________________________________

Confidentiality Agreement for C.A.R.T. House Volunteers and Other Associates
It is vital that all representatives of the C.A.R.T. House, including volunteers, interns, Board
members, independent contractors, and other miscellaneous persons affiliated with the
C.A.R.T House, understand the importance of respecting confidentiality of agency business.
While you are free to talk in general about your position and the work of the C.A.R.T House,
you are not permitted to communicate confidential internal agency business; to discuss contact
with clients, vendors and partners; or to identify case details in a way that would make identities
known. The very fact that an individual is served by the C.A.R.T House may not be
disclosed. However, this Agreement is not intended to prevent any disclosure that may be
required by law.
Confidential information includes, but is not limited to, the following:
•

•
•
•

Any reports, policies, procedures, marketing and financial information, internal or interorganizational planning, research and related information that have not previously been
released to the public at large or to the individual in question by a duly authorized
representative of the NCAC.
Client reports or records generated by the C.A.R.T House and those sent by other agencies
to the C.A.R.T House. This excludes reports of a general or statistical nature that do not
identify individual clients or families.
Client information dealing with specific clients including medical, psychological and any
other personal information that is disclosed during interviews, assessments, home visits,
group activities, surveys or any other interaction.
Personal data about or pertaining to employees, volunteers and other associates.

By signing this Confidentiality Agreement, I acknowledge that:
I must comply with Oklahoma’s law regarding mandatory reporting of suspected child
abuse and neglect and with any additional related department procedures for any
situations that arise while conducting C.A.R.T House business.
• I will only seek information that is necessary for my role, and I will take care that
unauthorized individuals do not overhear or have access to confidential information.
• I will not discuss with the public any information gained as a result of participating in
confidential C.A.R.T House business.
• Violation of this policy is grounds for disciplinary action, up to and including immediate
termination of my relationship/contact with the C.A.R.T House. Violation of this policy
may also warrant contact with the agency/organization I represent, if other than the
C.A.R.T House, in order to report the breach in confidentiality.
• Unauthorized release of confidential information may also result in personal, civil and/or
criminal liability and legal penalties.
• This confidentiality obligation shall continue indefinitely even after I leave the C.A.R.T
House.
___________________________
______________________________
____________
Signature (or guardian if under 18) Print Name (or guardian if under 18)
Date
•
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Volunteer Policies
Volunteers are a valuable resource who help the C.A.R.T. House fulfill its mission. Within the
boundaries defined by the confidential nature of much of the work at the C.A.R.T. House,
volunteers are engaged on multiple levels in short-term, periodic and long-term projects,
according to individual interest/skills and the daily needs of the agency. The time and talents
volunteers contribute enhance community awareness of child abuse issues, increase both the
quality and quantity of services to families, and allow the C.A.R.T. Houseto more efficiently
utilize staff and financial resources.
Volunteers are expected to uphold a high level of professionalism and the moral standards
containted in the C.A.R.T. House Code of Ethics. Just as it is a privilege for the C.A.R.T. House
to work with individuals who volunteer their time and energies to the organization, a volunteer’s
involvement with the C.A.R.T. House is a privilege and a responsibility, not a right. Volunteers
must function within the guidelines in the C.A.R.T. House Volunteer Policies.

Intake and Screening Process
The C.A.R.T. House recruits and assigns volunteers on a non-discriminatory basis.
All volunteers are required to complete a volunteer application and a confidentiality agreement.
The application will include three references from the potential volunteer. Any of these three
people may be contacted by the to disclose any needed information. Volunteers are also required
to disclose any criminal convictions on the application.
The application requires that all volunteers give the C.A.R.T. House permission to run a
background check. ALL volunteers are screened through the National Crime Information Center
(NCIC). Volunteers who handle legal documents, work directly with children, have any access
to clients, or other enhanced responsibilities may be subject to more rigorous standards. These
may include more comprehensive background checks, additional trainings, increased
supervision, additional information requirements, and other measures. All volunteers with direct
or indirect access to children and/or other clients will be subject to a comprehensive criminal
background check.
Failure to satisfactorily complete ANY of these steps may disqualify an individual from
volunteering with the C.A.R.T. House, without requiring a specific explanation to the potential
volunteer. Individuals with a record of committing crimes against children or other recent crimes
which indicate a lack of maturity and/or trustworthiness are not eligible to volunteer at the
C.A.R.T. House.

Responsibilities and Rights for Volunteers
Conflicts of lnterest: No person who has a conflict of interest with any activity or program of
the C.A.R.T. House -whether financial, personal, or philosophical-shall serve as a volunteer for
the agency.
Volunteers as Representatives: Before making any action or statement that might affect or
obligate the C.A.R.T. House, volunteers should seek prior consultation and approval from the
Executive Director.
Confidentiality: Volunteers are responsible for maintaining the confidentiality of all privileged
information to which they are exposed while serving the C.A.R.T. House. This may involve
information about C.A.R.T. House staff, operations, clients, or partners. Failure to maintain
confidentiality will result in loss of volunteer privileges.
Professional Conduct: All volunteers are expected to perform given assignments to the best of
their abilities, and to be on-time. If a volunteer must miss or be tardy for an assignment, he/she
should make confirmed contact with as much advance notice as possible. Repeated unreliability
may result in loss of volunteer privileges. Volunteers will dress and conduct themselves
appropriately for the conditions and performance of their duties, requesting clarification from
C.A.R.T. House staff if necessary.
Harassment Policy: The C.A.R.T. House is committed to providing a work environment that is
free from all forms of discrimination and conduct that can be considered harassing, coercive, or
disruptive, including sexual harassment. Actions, words, jokes, or comments based on an
individual's sex, race, color, national origin, age, religion, disability, or any other legally
protected characteristic will not be tolerated. If a volunteer should experience, or witness, sexual
or other unlawful harassment at the C.A.R.T. House, he/she should report it immediately to the
Executive Director. Failure to comply with this policy may result in loss of volunteer privileges.
Supervision: Each volunteer will have a clearly identified supervisor who is responsible for
direct management of that volunteer during an assignment. This supervisor shall be responsible
for day-to-day management and guidance of the work of the volunteer and shall be available to
the volunteer for consultation and assistance. If the designated supervisor is not available during
the time a volunteer is at the C.A.R.T. House, another designated staff member must provide
adequate supervision. Volunteers should not be at the C.A.R.T. House during unscheduled
times, or without appropriate, designated supervision.
Volunteer Files: Volunteer applications and completed clearance forms are kept on file in the
Executive Director's office. Copies of these applications may be shared with other staff in order
to facilitate placement of a volunteer. To ensure files are up-to-date and correct, volunteers
should submit updates when the need arises, including change of address or availability status.
Volunteers who would like a record of their hours are asked to keep a personal log of their
activities and have the Executive Director initial their hours at the completion of each project.

Volunteer/Employee Relations: Volunteers and C.A.R.T. House employees are partners in
implementing the mission and programs of the C.A.R.T. House. Volunteers shall be extended
the right to be given meaningful assignments, to be treated as equal coworkers, to be provided
effective supervision, and shall agree to actively perform their duties to the best of their abilities
and remain loyal to the goals and procedures of the C.A.R.T. House. C.A.R.T. House volunteers
shall not harass, openly criticize, threaten, or otherwise undermine C.A.R.T. House employees,
and shall not be harassed, openly criticized, threatened, or otherwise undermined by C.A.R.T.
House employees. Breaches of this policy should be immediately reported to the Executive
Director.
Evaluation, Discipline, and Dismissal: Volunteers and staff members are encouraged to give
timely feedback to the Executive Director regarding specific experiences, including suggestions
on ways to improve volunteer involvement. Verbal feedback is permissible for minor
complaints. Isolated or minor complaints will be taken into context, and generally do not result
in a written record in the volunteer's file. However, repeated complaints (3 or more in a short
period of time) or complaints regarding substantive issues (confidentiality, inappropriate
behavior, failure to show, etc.) will result in a written note in the volunteer's file. This
information will be used for decisions concerning future placement, as well as the
appropriateness of corrective actions. These may include the requirement of additional training,
reassignment to a new position, suspension, or dismissal from service. A record of inappropriate
conduct and corrective actions taken will be kept in the volunteer's file.
Volunteers are also afforded the opportunity to give feedback and express grievances to the
Executive Director. Informal or verbal complaints are permissible for minor grievances and may
be used to help C.A.R.T. House staff improve future volunteer interaction. Volunteers will be
asked to complete a written Grievance From on substantive issues (such as harassment.) These
grievances may result in changes to volunteer management practices and/or disciplinary action
toward the offending staff member, which may be added to their record.
Intellectual Property: Creative or intellectual products developed during service to C.A.R.T.
House are the property of the agency. If a volunteer leaves the agency, the products they created,
or played a role in creating, remain the property of the C.A.R.T. House.
Search and Seizure of Private Property: Offices, desks and other storage spaces may be
provided for the convenience of volunteers, but remain the sole property of the C.A.R.T. House.
Accordingly, they, as well as any articles found within them, may be inspected at any time.
Though such measures must be available in order to ensure the safety and security of the
C.A.R.T. House and its resources, they are not used frivolously. The search and/or seizure of
property will occur only under the authority of the Executive Director. Although advance notice
will not be provided, the affected individual will be provided with a written notice stating the
reason for the search/seizure upon its commencement. To ensure that the volunteer's rights are
not violated, there will be at least one witness present.
THE UNDERSIGNED HEREBY ACKNOWLEDGES THAT HE/SHE HAS READ THE VOLUNTEER
POLICIES.
VOLUNTEER’S SIGNATURE ____________________________________________DATE________
PRINT NAME________________________________________________________________________

Notification and Authorization to Release Criminal Information
Notification
The C.A.R.T. House requires that all volunteers give the C.A.R.T. House permission to perform a
criminal background check. ALL volunteers are screened through the National Crime Information
Center (NCIC). This check includes the following: Criminal history reference searches for felony
and misdemeanor convictions at the county and federal levels of every jurisdiction where I
currently reside or where I have resided during the past 7 years; and sex offender registry
searches at the county and federal levels in every jurisdiction where I currently reside or where I
have resided.
Authorization
I hereby authorize the C.A.R.T. House to conduct the criminal background check described
above.
Please print (for identification purposes):
Full Legal Name:

First

Middle

Last

Other Names You Have Used in Past Seven Years:
Current Address:
Previous Address (most recent):
City/State of residence(s) 7 years prior to completing this authorization:

Phone Number:

Alternate Phone Number:

Date of Birth:

Gender: Female

Month/Day/Year

Male

Social Security Number:
Driver’s License #

State of Driver’s License

Have you ever been convicted of a criminal *offense or have any pending criminal* charges
against you?
*This refers only to felonies and misdemeanors; you do not need to include non-criminal traffic
violations or municipal ordinance violations.
Yes

(provide detail on next page) No

To the best of my knowledge, the information provided in this Notice and Authorization and any
attachments thereto is true and complete. I understand that any falsification or omission of
information may disqualify me for involvement with the C.A.R.T. House. By signing below I
hereby provide my authorization to the C.A.R.T. House to conduct a criminal background check.
In addition to those rights, I understand that I have a right to appeal an adverse decision made
by the C.A.R.T. House based on my background check information within three business days of
receipt of such notice and that a determination on my appeal will be made in seven working days
from the C.A.R.T. House receipt of such appeal.

Signature

Date

