PERSONNEL MEMORANDUM

SUBJECT:

VOLUNTEER STAFF - Documentation
NUMBER:

PO 94-11

DISTRIBUTION:

ADMINISTRATIVE ASSISTANT; Attendance Clerks


DATE ISSUED:

October 17, 1994


EXPIRES:

INDEFINITE

Supersedes

February 4, 1992



The purpose of this memorandum is to give Department of General Services (DGS) Offices and Client Agencies current information to document their volunteer staff.

Volunteers are not civil service employees since they do no hold positions in the State civil service.  Government Code Section 18526 defines an employee as a “person legally holding a position in the State civil service.”  Therefore, volunteers may not receive civil service appointments for their volunteer services.

Volunteers who subsequently become paid civil service employees may not receive State service or seniority credit for time worked as a volunteer.  Volunteers ARE NOT entitled to other civil service related benefits such as but not limited to: state service credit, sick leave, vacation/annual leave, or nonindustrial disability leave.

Duty statements and attendance records must be maintained on volunteers who assume formal duties so that:

· This experience maybe used to meet entrance requirements for examinations,

· For purposes of workers’ compensation, and

· Travel expense claim reimbursements.

DOCUMENTS REQUIRED

The following documents are required for each new assigned volunteer:

· Request for Personnel Action (RPA), form GS 904.  On the RPA, item seven “Class Title,” enter “Volunteer” and the appropriate civil service title (if any).

· Current organizational chart.

· Volunteer Record and Service agreement, form GS 79.  The form GS 79 has a space to enter the volunteer’s duties, or you may attach a duty statement.  In addition, the GS 79 has the Oath of Allegiance printed on the reverse side.

· Emergency Information/Physician Designation, form GS 20.

The RPA will be reviewed and approved by the Personnel analyst.  Volunteers are not to be used to replace civil service personnel.

TRAVEL EXPENSES

For reimbursement of travel expenses, an “Oath of allegiance ”must be on file with the department and the travel expense must be accompanied by a statement from the Office/Client Agency identifying the employee as a volunteer and explaining the nature of the services being performed for the State when the expenses were incurred.

LIABILITY AND WORKERS’ COMPENSATION

As unpaid volunteers are not “employees,” they ARE NOT entitled to workers’ compensation benefits unless the department that they work for elects to provide these benefits.  Section 3633.5 of the Labor Code allows public agencies to provide workers’ compensation benefits to volunteers but it does not require that they do so.  DGS Offices have elected to provide workers’ compensation benefits to volunteers.  Client Agencies who elect to provide compensation benefits to volunteers should make arrangements with the State Compensation Insurance Fund.

If workers’ compensation benefits are not provided, injured volunteers may make “tort” claims against the State.  These claims are based upon the State’s negligence in causing the injuries and first must be filed, by the injured person, with the State Board of control.  After that, if necessary, the injured person may bring suit against the State.

If workers’ compensation benefits are provided, injured volunteers may not make a “tort” claim against the State since they will receive workers’ compensation benefits.  To verify the State’s liability for a volunteer and to determine if they are covered under Workers’ Compensation Insurance, the State Compensation Insurance Fund adjusting office must be contacted.

SEPARATION OF VOLUNTEERS

Upon the separation of a volunteer, a “Separation Document Checklist,” GS 71 must be completed.  Under “Separation Type” enter “Volunteer Resignation.”  Attach a copy of the hours the volunteer worked, and send both documents to the Personnel Transactions Unit.

FORM ORDERING

The GS 20, GS 79, and GS 904 are available from:


Department of General Services


Office of Information Services


Forms Management


1325 J Street, Suite 116


Sacramento, CA  95814

If you have any additional questions regarding volunteers, please contact your assigned Personnel analyst.

EINER P. CHRISTENSEN

Personnel Manager

EPC:BJO

cc:
Personnel Analysts


Personnel Transactions Unit Staff

