
 

Volunteer Packet Checklist 

 

Submission Instruc�ons: 
All items can be completed and signed online (on a computer) and then emailed to 
PossAbili�esPlus@gmail.com. Alterna�vely, they can be delivered by hand or mailed to: 

PossAbili�es Plus 
1079 Atlan�c Blvd 
Atlan�c Beach, FL 32233 

Please be sure to include the following with your volunteer applica�on: 

� Completed Volunteer Applica�on Form 

� Completed Emergency Contact Form 

� Color photocopy of your Driver’s License or State-Issued ID 

� Completed Photo Release Form 

� Copy of HIPAA Cer�ficate 

� Completed Handbook Acknowledgement Form 

 



VOLUNTEER APPLICATION FORM 
(Please print or complete using a computer) 

Applicant Name:___________________________________________________ 

Address:__________________________________________ City:____________________ Zip:_____________ 

Phone:______________________________________ E-Mail:_____________________________ 

Are you currently a student? __No __Yes If so, where?______________________________________________ 

Current occupation (Please list previous occupation if retired/not employed): _____________________________________________ 

Please describe any volunteer experience you have:__________________________________________________________________ 

____________________________________________________________________________________________________________ 

What skills do you have that you feel would benefit PossAbilites Plus? ___________________________________________________ 

____________________________________________________________________________________________________________ 

What area of PossAbilities Plus would you be MOST interested in volunteering? 

____Thrift Store (open 10-5 Tuesday, Wednesday, Thursday, Friday, Saturday) 

[ ] Donations/Sorting Room/Pricing                [ ] Cash Register                  [ ] Sales and Organization           [ ] Where needed 

____SociAbilities (7pm-9pm Saturdays)   ____Garden  ____Mentoring with Students (crafts, classes, teaching) 

____Tearoom (open 10:30-2:30 Tuesday, Thursday, Friday, Saturday    ____Other _________________________________________ 

What days would you like to volunteer? 

[ ] Tues    [ ] Wed  [ ] Thurs  [ ] Fri  [ ] Sat  [ ] Open to wherever the need is greatest 

What times of day would you prefer? 

[ ] Morning (any time before noon)  [ ] Afternoon (any time after noon)   [ ] Open to any/all times 

How many hours per week are you interested in committing to PossAbilities Plus? _____ 

Will you require accommodations to perform the duties of volunteering with PossAbilities Plus? __ No __Yes - please describe: 

____________________________________________________________________________________________________________ 

Please list at least two personal or professional references that we can speak with regarding your background and qualifications 
(please do not list a family member). 

Name:_______________________________ Phone:_______________________ Email:____________________________________ 

Relationship to you:__________________________________ How long have you known this person? __________________ 

Name:_______________________________ Phone:_______________________ Email:____________________________________ 

Relationship to you:__________________________________ How long have you known this person? __________________ 



Date that you wish to start: ________________ 

Please be aware that employees and volunteers are required to undergo a background check which may include being required to 
fingerprint through VECHS (Volunteer & Employee Criminal History System). This process may involve verifying or reviewing 
relevant information, including criminal convictions and pending criminal charges. Additionally, all volunteers must complete the 
mandatory HIPAA training course before performing any duties with PossAbilities Plus. 

By signing this application, I affirm that all my responses and statements are accurate and complete to the best of my 
understanding. I understand that providing false or misleading information may result in the rejection of my application or 
termination of my volunteer status with this company. 

Name: ________________________________Signature: __________________________Date: ___________ 
     Print 

PossAbilites Plus Staff only 

Application received: __________________________ Reviewed by:__________________________  

Call References/Notes:__________________________________________________________________________________________ 

___________________________________________________________________________________________________________

Date of Interview and notes by Susan Peters: _______________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

Hire: ___YES ___NO ___MAYBE (why)_____________________________________________________________________________ 

Date sent to Internal Affairs:_____________________ 

Acceptance call and orientation scheduled: ________________________________________________________________________ 

Please provide your birth date (Month/day only) Month_____________ Day__________

Please return your completed application via email to PossAbilitiesPlus@gmail.com or 1079 Atlantic Blvd #1, Atlantic Beach, FL 

32233 

Thank you for your interest in working with PossAbilities Plus. We are delighted to have your application. We will follow up with 
you as soon as we can. We look forward to seeing you again. 



Background Check 
At PossAbilities Plus, both volunteers and employees are obligated to undergo background screening. Given the vulnerable 
population we serve, volunteers may need to complete additional screening.

Please be aware that background screenings are mandatory and may involve a nominal fee. If you need financial assistance, do not 
hesitate to contact us.

Thank you for your commitment to our mission!

Please provide a photo copy of your Drivers License or Stated issued ID in order for the background check process to initiate. 

This typically takes 24-48 hours to process so the earlier you provide your identification, the sooner you can be cleared to 
volunteer. If you do not have a driver's license or state ID, please email your full name, date of birth, and assigned gender at birth 
to PossAbilities Plus 1079 Atlantic Blvd, Atlantic Beach, FL 32233 or email PossAbilitiesPlus@gmail. 



 

 

 
 

Emergency Contact Form 
 

Employee/Volunteer Name _______________________________________________________ 

 

Address:_______________________________________________________________________ 

 

Phone:__________________________ Email:_________________________________________ 

 

Medical or allergy concerns 
 

 

______________________________________________________________________________ 
 

______________________________________________________________________________ 
 

______________________________________________________________________________ 

 

Emergency Contact/s 
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Introduction 

 

We’re thrilled to have you join the PossAbilities Plus team and hope your experience with us will be both 
engaging and inspiring. 
 
PossAbilities Plus, Inc. was founded by Susan Peters, a dedicated mother of three, including two sons on the 
autism spectrum. Her passion for supporting children with diverse learning abilities led her to become the 
Executive Director. 

 
Susan Peters, with 14 years of teaching special needs students and a Master’s Degree in Special Education, has 
developed innovative approaches that motivate students to reach their potential. Her teaching included 
incorporating peer mentors and real-life activities into her curriculum, which significantly boosted students' 
confidence. One notable project was a classroom coffee shop that not only served the school community but 
also enhanced students' social, math, and organizational skills. 

 
Unlike traditional transition and training centers for teens and adults, PossAbilities Plus, Inc. focuses on 
practical skill-building, such as self-advocacy, resume writing, and job readiness. Our programs are flexible and 
customized to meet individual needs, with opportunities to earn certifications in areas like food safety, first 
aid, and childcare. Participants are prepared to become valuable contributors to society and effective team 
players in the workforce. 

 
Our on-site training opportunities include: 

 
• Cup of Dreams: A charming tearoom offering tea, coffee, soups, salads, sandwiches, and desserts on 

vintage chinaware. 
 

• Unique Boutique: A high-quality resale shop featuring clothing for all ages, toys, housewares, books, 
CDs, albums, sewing supplies, and small furniture. 
 

• The Secret Garden: An outdoor learning space where participants connect with nature and each other 
through hands-on activities. 
 

• SociAbilities: An inclusive social program that provides a safe, enjoyable environment for young adults 
and community members to engage in recreational activities. 

 
As participants’ skills advance, we provide tailored guidance to explore local community opportunities for 
shadowing, internships, or employment. 

 
PossAbilities Plus is committed to building a supportive community for participants and their families, offering 
programs like Building Better Job Skills through Music Therapy, Educational Drama Club for Enhancing Social 
Skills, Growing in the Secret Garden, Parent and Family Support, Resource Group, and Bible Club. 
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Our Mission 

PossAbilities Plus serves and advocates for individuals with intellectual and developmental differences 
to achieve their full potential and to participate in community life. 
 

 
 

Our Vision 
 
Individuals of all abilities enrich their communities and have quality options on how they live, learn, 
work, and play. 
 
 

Value Statement 
 
PossAbilities Plus will provide opportunities to work and train in the community while building dignity and 
respect. We will empower employers to hire employees with special needs.  
 
 
 
 
 

Terms to Note: 
For the purposes of this handbook, the term "staff" encompasses paid employees, contractors and volunteers. 
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.Disability Awareness: Understanding Intellectual Development 
and Developmental Disabilities 
Intellectual disabilities occur before the age of 18 and present significant limitations in both the intellectual 
functioning and adaptive behavior of an individual.  
 
Adaptive Behavior Categories 
 
Conceptual Skills 

• Receptive and Expressive Language: Understanding and using spoken and written language effectively. 
• Reading and Writing: Skills for interpreting written text and producing written communication. 
• Money Concepts: Understanding and managing financial transactions, budgeting, and money-related 

decisions. 
• Self-Direction: The ability to set goals, make plans, and manage oneself in various situations. 

 
Social Skills 

• Interpersonal Skills: Engaging with others in a socially appropriate manner. 
• Responsibility: Demonstrating reliability and accountability in interactions and tasks. 
• Self-Esteem: Maintaining a healthy self-image and confidence in social situations. 
• Following Rules: Adhering to societal norms and regulations. 
• Obeying Laws: Understanding and complying with legal requirements. 
• Not Gullible: Being cautious and discerning to avoid being easily deceived. 
• Avoiding Victimization: Recognizing and protecting oneself from exploitation or harm. 

 
Practical Skills 

• Personal Activities of Daily Living: Essential daily tasks such as eating, dressing, mobility, and toileting. 
• Instrumental Activities of Daily Living: Tasks that support independent living, including preparing 

meals, managing medication, using the telephone, handling money, using transportation, and 
performing household chores. 

• Occupational Skills: Abilities required for work-related tasks and responsibilities. 
• Maintaining a Safe Environment: Ensuring a safe living and working environment by following safety 

protocols and practices. 
 
These categories collectively encompass the range of skills needed for effective daily functioning, interaction, 
and self-management. 
 
Developmental disabilities are a broad term and are categorized as lifelong disabilities attributed to 
mental and/or physical impairments which manifest before the age of 22 and are likely to continue 
indefinitely. It results in substantial limited functional limitations in three or more of the following areas 
of major life activity: (i) self-care, (ii) receptive and expressive language, (iii) learning, (iv) mobility, (v) 
self-direction, (vi) capacity for independent living, and (vii) economic self-sufficiency. 
 
Florida defines a developmental disability as being diagnosed prior to age 18 with one of the following 
diagnoses: Autism, Cerebral Palsy, Down Syndrome, Spinal Bifida, Prader-Willi Syndrome, Phelan-
McDermid Syndrome, or Intellectual Disability. 
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Say This…Not This… 
 
The term "mental retardation" was once used to describe individuals with intellectual disabilities. However, 
the R-word has become a derogatory term that dehumanizes those with intellectual and developmental 
disabilities (I/DD). In 2010, President Barack Obama signed into law Bill S.2781, known as Rosa’s Law, named 
after a nine-year-old disability advocate with Down syndrome. This legislation replaced the terms "mentally 
retarded" and "mental retardation" with "individual with an intellectual disability" and "intellectual disability" 
in federal health, labor, and education policies. This shift in terminology promotes a culture of respect and 
understanding towards the I/DD community. 
 
PossAbilities Plus does not condone the use of the term "mental retardation". Please help us to advocate a 
culture of respect and understanding towards the I/DD community by using inclusive language. 

People First Language Empowers 
Say this… Not this… 
People with disabilities The handicapped, the disabled 
He has an intellectual disability. He's retarded. 
She uses a wheelchair. She is wheelchair bound. 
People without disabilities. Normal people. 
She needs/ uses She has a problem with... 

 
People First Language emphasizes that individuals with disabilities are, first and foremost, people. By using 
People First Language, we help challenge and eliminate the negative stereotypes often associated with 
disabilities. This approach prioritizes the person over their condition, fostering respect and understanding.
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A Guide to Etiquette 
Don’t Assume:  

• If you’re unsure about how to proceed, what language to use, or what assistance to offer, simply ask. 
Always speak directly to the person with the disability rather than through their support staff. 

 
Ask:  

• If someone appears to be struggling, inquire if they need help. Respect their right to decline assistance. 
Just because a task may be challenging for you doesn’t mean they need help. 

 
Appreciate Abilities:  

• Remember that difficulties often arise from societal biases rather than the disability itself. Focus on 
empowering the person rather than assuming limitations. 

 
Alter Without Patronizing:  

• You may need to adjust your communication style—such as speaking more slowly or maintaining eye 
contact—but avoid coming across as condescending. People with disabilities are adults, not children. 

 
Don’t Pretend:  

• If you have trouble understanding someone, ask them to repeat themselves. Offer genuine attention 
and respect, rather than pretending to understand. 

 
Be Patient:  

• Everyone is unique. Take time to understand each person’s individual personality, behavior, and mood 
to communicate more effectively. 

 
Respect Personal Space:  

• It’s okay to politely address if someone is encroaching on your personal space. Be firm but courteous in 
your explanation. 

 
Set Limits:  

• Know your own boundaries and communicate them clearly. If you’re uncomfortable with a situation, 
it’s okay to express that. 
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Safety Policy 
PossAbilities Plus is committed to ensuring safe and healthy working conditions for all employees and 
volunteers. We expect everyone to perform their tasks safely and efficiently, in compliance with local, state, 
and federal safety regulations, as well as PossAbilities Plus policies and procedures. 

Reporting Unsafe Conditions or Practices 

If you notice an unsafe condition, take immediate action to correct the problem or alert others if possible. 
Report the issue to your supervisor or volunteer coordinator as soon as possible. If an employee or volunteer 
reports an unsafe practice to you, acknowledge their concern and make necessary adjustments. 

Maintaining a Safe Work Site 

All employees and volunteers are responsible for maintaining a safe work environment. This includes: 

• Properly lifting and lowering heavy objects to avoid injury. 
• Following established safety procedures at all times. 
• Keeping walkways clear of debris to prevent accidents. 
• Using provided safety equipment as required. 
• Avoiding the use of chairs or other unapproved devices for reaching high places. 

Safety equipment and devices will be provided as needed. Failure to use safety equipment properly may result 
in disciplinary action, up to and including termination or employment or volunteer status. 

Reporting an Injury or Illness Exposure 

PossAbilities Plus provides insurance in accordance with Florida Worker's Compensation law. Employees and 
volunteers must report any injury, illness exposure, or accident immediately to their supervisor. Minor injuries 
will be treated on-site, while more serious incidents will be addressed appropriately. 

Care of Equipment and Supplies 

Volunteers are responsible for the proper care of all equipment and supplies. Any unsafe or malfunctioning 
equipment should be reported to a supervisor immediately. Office equipment is to be used solely for official 
PossAbilities Plus business. Costs related to personal use of equipment may be charged to the volunteer. 
Neglect, theft, or destruction of assigned materials may result in disciplinary action, including separation 
and/or legal action. 
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Sexual Harassment Policy 
Purpose:  
PossAbilities Plus is committed to providing a safe and respectful work environment free from sexual 
harassment. This policy outlines our commitment to prevent and address sexual harassment in the workplace. 
 
Scope:  
This policy applies to all volunteers, employees, including managers, supervisors, and non-supervisory 
employees, contractors, vendors, clients, visitors, and any other individuals working at or with PossAbilities 
Plus. 
 
Policy Statement:  
Sexual harassment is a form of misconduct that undermines the integrity of the employment relationship. 
PossAbilities Plus prohibits any form of sexual harassment and will take appropriate action against any 
individual found to have engaged in such conduct. 
 
Definition of Sexual Harassment:  
Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, and 
other verbal, physical, or visual conduct of a sexual nature when: 

• Creates a hostile, intimidating, or offensive work environment. 
• Affects an individual’s employment, performance, or opportunities for advancement. 
• Interferes with an individual’s work performance or creates an intimidating, hostile, or offensive work 

environment. 
 
Examples of sexual harassment may include, but are not limited to: 

• Unwanted sexual advances or propositions. 
• Inappropriate touching or physical contact. 
• Displaying sexually suggestive objects, pictures, or cartoons. 
• Making sexual or lewd comments, jokes, or gestures. 
• Sending sexually explicit emails or messages. 

 
Reporting Procedure: 

• Immediate Reporting: Employees who experience or witness sexual harassment should report the 
incident immediately to their supervisor or the company administrator. 

• Written Complaint: Employees are encouraged to provide a written complaint detailing the incident, 
including the names of the individuals involved, the nature of the harassment, and any witnesses. 

• Confidentiality: All complaints will be treated with the utmost confidentiality to the extent possible, 
consistent with the need to conduct a thorough investigation. 

 
Disciplinary Action: 

• Consequences: If the investigation confirms that sexual harassment has occurred, PossAbilities Plus 
will take appropriate disciplinary action, up to and including termination of employment. 

• False Accusations: Making false accusations of sexual harassment in bad faith is also a serious offense 
and will be subject to disciplinary action. 
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Equal Employment Opportunity (EEO) Policy 
 
Purpose: 
The purpose of this policy is to ensure that all employees and applicants of PossAbilities Plus are provided with 
equal opportunities in all aspects of employment and to create a work environment that promotes fairness, 
respect, and inclusion. 
 
Policy Statement: 
PossAbilities Plus is committed to providing equal employment opportunities (EEO) to all employees and 
applicants for employment. PossAbilities Plus complies with all laws prohibiting discrimination against 
employees and applicants based on race, color, religion, sex, sexual orientation, gender identity, gender 
expression, age, national origin, citizenship status, disability, genetic information, or veteran status. 
 
Scope: 
This policy applies to all aspects of employment at PossAbilities Plus, including but not limited to: 
 

• Recruitment and hiring 
• Compensation and benefits 
• Training and development 
• Promotion and advancement 
• Disciplinary actions 
• Termination 

 
Responsibilities of all employees (including managers): 

• Foster an inclusive workplace culture. 
• Treat all colleagues with respect and dignity. 
• Report any incidents of discrimination or harassment to HR or a designated EEO officer. 
• Cooperate with investigations of alleged discrimination or harassment. 

 
Reporting Discrimination or Harassment: 

• Employees who believe they have experienced or witnessed discrimination or harassment should 
report the incident to their supervisor or the designated administrative employee. 

• Reports can be made verbally or in writing. 
 
Resolution: 

• If discrimination or harassment is found to have occurred, appropriate corrective action will be taken, 
up to and including termination of employment. 

• Retaliation against individuals who report discrimination or harassment or who participate in an 
investigation is strictly prohibited and will result in disciplinary action. 
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Workplace Violence and Harassment Policy 
 
Purpose:  
The purpose of this policy is to establish guidelines to promote a safe and respectful work environment at 
PossAbilities Plus by addressing and preventing workplace violence and harassment. PossAbilities Plus is 
committed to ensuring the safety and well-being of all employees, contractors, visitors, and clients. 
 
Scope: 
This policy applies to all employees, contractors, visitors, and clients of PossAbilities Plus, whether on 
company premises or off-site while conducting company business. 
 
Policy Statement:  
PossAbilities Plus has a zero-tolerance policy for workplace violence and harassment. Any form of violence, 
threat, harassment, intimidation, or other disruptive behavior will not be tolerated and will be dealt with 
promptly and effectively. 
 
Definitions: 

• Workplace Violence: Any act or threat of physical violence, harassment, intimidation, or other 
threatening disruptive behavior that occurs at the work site. This includes but is not limited to physical 
assaults, threats, verbal abuse, and any form of harassment. 

• Threat: An expression of intent to cause harm, regardless of whether the person communicating the 
threat has the capability to carry it out and whether the threat is conditional or unconditional. 

• Harassment: Unwanted, unwelcome, and uninvited behavior that demeans, threatens, or offends the 
victim and results in a hostile work environment. 

 
Responsibilities: 

• All employees are responsible for maintaining a safe and respectful work environment. Employees 
must immediately report any acts of workplace violence, threats, harassment, or suspicious behavior 
to their supervisor or the company administrator. 

 
Procedures: 

• Employees must immediately report any acts of workplace violence, threats, harassment, or suspicious 
behavior to their supervisor or the company administrator. 

• Reports can be made verbally or in writing. If preferred, employees may submit anonymous reports. 
 

Investigation: 
• All reported incidents of workplace violence or harassment will be promptly and thoroughly 

investigated. 
• Confidentiality will be maintained to the fullest extent possible while ensuring a thorough 

investigation. 
 
Disciplinary Action: 

• Any employee found to have engaged in workplace violence or harassment will be subject to 
disciplinary action, up to and including termination of employment. 

• Contractors, visitors, or clients found to have engaged in workplace violence or harassment may be 
banned from company premises and reported to law enforcement if necessary. 
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Progressive Discipline Policy 
 
Purpose:  
The purpose of this policy is to establish a structured and fair approach to address employee performance and 
behavioral issues. The goal of the Progressive Discipline Policy at PossAbilities Plus is to provide employees 
and volunteers with opportunities to correct their actions and to promote a positive and productive work 
environment. 
 
Scope: 
This policy applies to all volunteers and employees of PossAbilities Plus, including full-time, part-time, 
temporary, and contract employees. 

Procedure: 

Verbal Warning: 
• Circumstances: Involving minor misconduct or performance issues 
• Purpose: To inform the employee of a problem and allow them to improve.  
• Process: The supervisor will discuss the issue with the employee, providing specific examples and 

expectations for improvement. The conversation will be documented in the employee’s file. 
 
Written Warning: 
• Circumstances: If the employee's behavior or performance does not improve following the verbal warning, 

the supervisor may issue a written warning. 
• Purpose: To formally document the issue and the need for improvement. 
• Process: If the issue persists after a verbal warning, the supervisor will provide a written warning detailing 

the problem, previous discussions, and the steps needed for improvement. The employee will be asked to 
sign the warning to acknowledge receipt, and a copy will be placed in their file. 

 
Suspension: 
• Circumstances: If the employee's behavior or performance does not improve following the written 

warning, the supervisor may issue a suspension. 
• Purpose: To give the employee a final opportunity to correct their behavior while emphasizing the severity 

of the situation. 
• Process: If the behavior or performance does not improve following the final written warning, the 

employee may be suspended without pay for a specified period. The suspension will be documented, and 
the employee will be informed that failure to improve may result in termination. 

 
Termination: 
• Circumstances: When an employee’s behavior or performance does not improve despite previous 

warnings, including suspension. 
• Purpose: To conclude the employment relationship when an employee fails to meet performance or 

behavioral expectations despite previous warnings. 
• Process: If there is no significant improvement after the suspension, the employee will be terminated. The 

termination will be documented, and the employee will be informed of the reasons for termination and 
the effective date. 
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Attendance Policy  
 
Purpose:  
The purpose of this policy is to establish guidelines for working start and end times to ensure operational 
efficiency, productivity, and consistency in scheduling across PossAbilities Plus. Reporting for Duty, Overtime, 
Absences and Tardiness 
 
Scope:  
This policy applies to all volunteers and employees of PossAbilities Plus, including full-time, part-time, and 
temporary employees, unless otherwise specified in individual employment agreements. 
 
Policy Statement:  
PossAbilities Plus is committed to maintaining regular working hours that align with business needs while 
providing flexibility when feasible to accommodate employees' personal circumstances. This policy establishes 
the standard working start and end times and outlines procedures for requesting modifications to the 
schedule. 
 
Standard Working Hours: 
• Employees are expected to arrive at their designated workstations and be ready to begin work promptly at 

the designated start time. 
• Employees are expected to complete their assigned tasks and remain at their designated workstations 

until the designated end time, unless authorized to leave early by their supervisor. 
 
Reporting Absences: 
• Volunteers and employees who are unable to report to work as scheduled must notify their immediate 

supervisor or department head as soon as possible, preferably before the start of their scheduled shift. 
• Notification should be made by phone call.  
 
Reporting Tardiness: 
• Volunteers and employees who anticipate being late for work must notify their supervisor or department 

head as soon as possible, preferably before their scheduled start time.  
• Notification should include the reason for tardiness and an estimated arrival time, if known. 
• Employees should make every effort to minimize the impact of their tardiness on team or departmental 

operations. 
 
Compliance: 
• Volunteers and employees are expected to adhere to the standard working start and end times unless 

authorized to modify their schedule through the approved process. 
• Failure to comply with the established working hours may result in disciplinary action, up to and including 

termination of volunteer duties or employment. 
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Resignation Policy 
Purpose:  
The purpose of this policy is to outline the procedures for volunteers and employees who wish to resign from 
their positions at PossAbilities Plus. This policy ensures a smooth transition for both the employee and the 
company when resigning and ensures a professional and respectful transition. 
 

Separating from the Volunteer Program 
Even though we hope your volunteer experiences with us will be satisfying and beneficial, we also recognize 
that volunteers are free to leave at any time. If you decide to stop participation in our volunteer program at 
PossAbilities Plus, we ask that you give us a notice based on the time commitment of your specific duties. 
 
Resignation Procedure: 

Notification: 
• Volunteers and employees who intend to resign from their positions are requested to provide written 

notice to their immediate supervisor, providing a 2-week notice is appreciated.   
 
Employees Final Paycheck: 

• Timing of Final Paycheck: Employees will receive their final paycheck on the next scheduled pay day in 
accordance with Florida state law. 

• Deductions: Failure to return all company property, including laptops, keys, cell phones, and any other 
company-owned equipment, may result in deductions from the employee’s final paycheck, as permitted 
by law. 

Non-Disparagement: 
• PossAbilities Plus expects employees to refrain from making disparaging remarks or engaging in behavior 

that could harm the company's reputation after their resignation. 
 

Requesting an Evaluation or Letter of Recommendation 
After you complete 50 hours of volunteer service with PossAbilities Plus you are invited to submit a written 
request for a formal evaluation or letter of recommendation. Requests should be emailed to the volunteer 
coordinator at possabilitiesplus@gmail.com 
 

 

 

 

 

 

 

 

mailto:possabilitiesplus@gmail.com
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Termination Policy 
 
Purpose:  
The purpose of this policy is to outline the procedures and guidelines for termination of a volunteer position 
or employment at PossAbilities Plus. This policy ensures that terminations are conducted fairly, transparently, 
and in compliance with applicable laws and regulations. 
 
 
Policy Statement:  
PossAbilities Plus is committed to maintaining a productive and positive work environment. However, there 
may be circumstances that necessitate the termination of employment. PossAbilities Plus will implement 
terminations in a manner that is respectful, consistent, and compliant with company policies and legal 
requirements. PossAbilities Plus has the right to terminate an employee at any time, without needing to 
establish “just cause” for the termination.  
 
Termination Procedure: 
 
Notification: 
• Volunteers and employees who are being terminated will be notified in person by their immediate 

supervisor or the company administrator.   
 

Exit Process: 
• The company administrator will conduct an exit meeting with the terminated employee to discuss the 

termination process, including the return of company property and the final paycheck. 
• The terminated employee will be provided with information on their rights and benefits following 

termination, including the continuation of health insurance coverage, if applicable.  
 
Return of Company Property: 
• Terminated employees must return all company property, including laptops, keys, access cards, and any 

other company-owned equipment, on their last day of work. 
• Failure to return company property may result in deductions from the employee's final paycheck. 
 
Final Paycheck: 

• Timing of Final Paycheck: Employees will receive their final paycheck on the next scheduled pay day in 
accordance with Florida state law. 

• Deductions: Failure to return all company property, including laptops, keys, cell phones, and any other 
company-owned equipment, may result in deductions from the employee’s final paycheck, as permitted 
by law. 

 
Non-Disparagement: 
• PossAbilities Plus expects terminated employees to refrain from making disparaging remarks or engaging 

in behavior that could harm the company's reputation after their termination. 
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Individual Rights and Confidentiality 
 
At PossAbilities Plus, we recognize that individuals with disabilities have valuable contributions to make to 
society. Our commitment is to support the personal decisions of individuals with intellectual and 
developmental disabilities, as well as their families, to achieve their desired life choices. We are dedicated to 
fostering inclusion and ensuring that every individual is an active participant in the community. 
We pledge to honor and protect each individual's fundamental human rights, including confidentiality, privacy, 
and freedom from harm. Our volunteers are expected to work collaboratively with families, valuing their 
contributions and suggestions for care while maintaining open and respectful communication. It is essential 
that we uphold the individual's right to privacy at all times. 
 
Confidentiality of Company, Customer, and Supplier Information 
Throughout your duties, you may encounter sensitive information about PossAbilities Plus, the individuals we 
serve, donors, suppliers, and other employees. Such information should be considered confidential unless it is 
publicly known. Volunteers are required to maintain the confidentiality of this information and must not 
disclose it to other employees, volunteers, coworkers, suppliers, or the public without explicit consent or 
direction from a supervisor or senior official of PossAbilities Plus. Ensure that any materials containing 
sensitive information are securely filed and/or locked before leaving your work area each day. During the 
workday, do not leave confidential information unattended. For any questions regarding confidentiality, 
please consult with the volunteer coordinator. 
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Volunteers: Essential to Our Mission 
Volunteers play a crucial role in the success of nonprofit organizations, bringing essential support, community 
resources, and diverse perspectives. They are instrumental in ensuring the availability of programs and 
services that benefit individuals with intellectual and developmental disabilities. 
 
Non-Client Contact: These volunteers provide valuable behind-the-scenes support for various departments. 
Their tasks may include preparing mailings, assembling packets, and performing general clerical or 
administrative duties. 
 
Supervised Contact: Volunteers in this category work in close proximity to clients while always being under 
the supervision of a staff member. Responsibilities may include reading to adults, assisting with computer 
tasks, or supporting staff in workshops or recreational programs. 
 
Service Groups: Service groups, such as those from churches, schools, sororities, philanthropic organizations, 
or community outreach programs, engage in one-time projects that benefit the organization. These projects 
can include spring clean-ups, special events, or letter-writing campaigns. We collaborate with these groups to 
create projects that align with both their objectives and the needs of PossAbilities Plus. 
 
Your Responsibilities: 
• Be Realistic and Candid: Choose assignments that align with your interests, skills, and availability, while 

considering the needs of the agency. 
• Learn Your Assignment: Complete all required training and orientations, ask questions as needed, and 

maintain communication with the Volunteer Coordinator. 
• Be Reliable and Dependable: Perform your duties consistently and work collaboratively with employees. 
• Follow Policies and Procedures: Adhere to PossAbilities Plus policies, maintain confidentiality, and engage 

in appropriate public behavior at all times. 
• Provide Feedback: Share your experiences and constructive suggestions with the Volunteer Coordinator to 

help improve the program. 
• Develop Your Skills: Take advantage of training and development opportunities to enhance your 

volunteering experience. 
• Respect Privacy: Comply with HIPAA regulations by not taking or sharing photographs or audio recordings 

of clients or residents. The Marketing Department will handle any official photography. 
 

What You Can Expect from PossAbilities Plus: 
• Recognition: Receive a letter of recommendation and/or appreciation after completing 80 hours of 

volunteer service in a professional manner. 
• Suitable Assignment: Be matched with a role that fits your interests, skills, and availability, as well as the 

agency’s needs. 
• Orientation and Training: Get the necessary training and resources to perform your role effectively. 
• Team Experience: Work as part of a team to support the community and people with disabilities, and be 

acknowledged for your contributions. 
• Support: Access necessary equipment, supplies, and helpful supervision to perform your duties. 
• Feedback Opportunity: Receive feedback on your volunteer experience and provide your own insights. 
• Growth and Development: Engage in other agency activities, special training events, and meetings to 

expand your volunteer experience. 
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HIPPA Certification 
 
 

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) is a federal law that required 
the creation of national standards to protect sensitive patient health information from being disclosed 
without the patient's consent or knowledge. 
 
 
All volunteers and employees are required to complete the HIPAA training.  
 
Visit: https://compliancy-group.com/free-hipaa-training/register/ to complete this requirement.  

Once completed, download your results and send a copy of your certificate to 
possabilitiesplus@gmail.com 

 

 

 

 

 

 

 

 

 

 

 

 

https://compliancy-group.com/free-hipaa-training/register/
mailto:possabilitiesplus@gmail.com
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Handbook Acknowledgement Form 
I acknowledge that I have received a copy of the PossAbilities Volunteer and Employee Handbook. I understand that it 
contains important information regarding the company's policies, procedures, and benefits, and it is my responsibility to 
read and comply with the policies contained in the handbook and any revisions made to it. 

By signing below, I agree to the following: 

Receipt of Handbook: 
• I have received a copy of the PossAbilities Plus Volunteer/Employee Handbook, either in physical or electronic 

form, and I understand that it is my responsibility to familiarize myself with its contents. 
At-Will Employment: 

• I understand that my volunteer service/employment with PossAbilities Plus is at-will, meaning that either I or 
PossAbilities Plus can terminate the volunteer service/employment relationship at any time, with or without 
cause or notice, except as otherwise provided by law. 

Policy Compliance: 
• I agree to read and comply with the policies, procedures, and guidelines outlined in the handbook. I understand 

that failure to adhere to these policies may result in disciplinary action, up to and including termination of 
employment. 

Policy Updates: 
• I acknowledge that PossAbilities Plus reserves the right to modify, suspend, or terminate any of the policies, 

procedures, or benefits described in the handbook at any time, with or without notice. I understand that any 
changes to the handbook will be communicated to employees through official channels. 

No Contractual Obligation: 
• I understand that the handbook is not a contract of employment and does not create any contractual obligations 

between PossAbilities Plus and its volunteers/employees. The policies and procedures described in the 
handbook are guidelines for the company’s operations. 

Reporting Violations: 
• I agree to promptly report any violations of the policies outlined in the handbook to my supervisor or the 

company administrator. 
Acknowledgment of Understanding: 

• I acknowledge that I have had the opportunity to ask questions about the policies and procedures contained in 
the handbook and that any questions I have asked have been answered to my satisfaction. 

Volunteer or Employee Information: 

 

Name (Printed): ________________________  Date: ________________________ 

 

Signature:___________________________________________________________  
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