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Project Hospitality

Volunteer Guide

“AN INTERFAITH EFFORT SHELTERING THE HOMELESS, FEEDING THE HUNGRY, 

AND CARING FOR PEOPLE WITH HIV/AIDS”

Thank you for choosing to volunteer with Project Hospitality.  This Volunteer Guide is designed to give you a better understanding of the agency as a whole, and your specific role in it as a volunteer.  We desire to help you become the most effective volunteer possible by setting up appropriate guidelines and procedures to be followed.  Please bring any questions or concerns to the Coordinator of Volunteer Services.

Mission Statement
It is the mission of Project Hospitality, Inc., to reach out to the community members who are hungry, homeless, or otherwise in need in order to work with them to achieve their self-sufficiency -- thereby enhancing the quality of life for our Staten Island community.

Project Hospitality seeks to realize its mission both by advocating for those in need and by establishing a comprehensive continuum of care that begins with the provision of food, clothing and shelter and extends to other services which include health care, mental health, alcohol and substance abuse treatment, HIV Care, education, vocational training, legal assistance and transitional and permanent housing.









        By Laws, November 1995

An Early History

Founded in 1982 as an interfaith effort at the Brighton Heights Reformed Church, Project Hospitality began as an outreach effort in and around the St. George Ferry Terminal offering assistance to the many homeless men and women who had begun to seek refuge there.  Our founder, the Reverend Roland Ratmeyer, then pastor of the church, along with volunteers from the congregation and community, distributed coffee and sandwiches out of the back of his station wagon at the ferry terminal.  A food pantry and soup kitchen at the church were soon to follow.  
Realizing that his church alone could not do all that needed to be done, Reverend Ratmeyer recruited members of Staten Island’s larger faith community to open the first shelter for homeless men in the Brighton Heights Church basement:  the Staten Island Council of Churches, the Salvation Army, Rabbi Marcus Kramer of Temple Israel, and Bishop Patrick Ahern, then Episcopal Vicar of the Staten Island Roman Catholic community.  The first women’s shelter opened soon afterward at First Presbyterian Church.  The first year-round shelter for the homeless opened in the winter of 1984 at the Immaculate Conception Roman Catholic Church.  It was named Carpenter Shelter in memory of John Carpenter, a homeless Vietnam veteran who froze to death sleeping across the street from the White House earlier that year.  Additional volunteer church-based shelters that opened from 1984-1987 included:  Our Saviour Lutheran Church, Olivet Presbyterian Church, St. Mary’s of the Assumption Roman Catholic Church, and Summerfield United Methodist Church.  
During these early years, PH was an entirely volunteer-staffed effort, with one full time volunteer supported by the Reformed Church in America and the Reverend Ratmeyer as the volunteer director of the project.  In February 1985, under the auspices of the Partnership for the Homeless, an outreach trailer known as the “Hospitality Center” was opened in the parking lot of the old Coast Guard base near the ferry terminal.  With the trailer came our first city contract and six paid staff positions.  That outreach program moved to the basement of the Brighton Heights Church in June 1986 and became known as the “Project Hospitality Outreach Center.”  Showers, hot food, and clothing became available for any homeless person on Staten Island.  And these were our humble beginnings…
Our Commitment to Volunteers

Volunteers are essential to Project Hospitality’s mission and vision.  It is our policy to treat each volunteer associated with PH fairly and with respect.  We strive to provide fulfilling work and a safe, healthful, pleasant work environment.  We welcome constructive criticism and suggestions from our volunteers.

Expected Volunteer Qualities
· Sensitivity

· Reliability

· Commitment

· Integrity

Volunteers should bear in mind that when they present themselves as a PH volunteer, they are also representing the agency.  Treating clients, PH staff, and other volunteers with courtesy, respect, and dignity is of utmost importance.  Professionalism and integrity are expected of all our volunteers.  We also need to know that we can depend on you.
Confidentiality
The welfare of those we serve is of paramount importance.  Volunteers must respect the confidentiality and privacy of all clients; this includes not revealing to others that a person is even a client at all.  Do not talk about clients to others.  All volunteers will carefully read and sign a confidentiality statement.
All information that is not considered common knowledge is regarded as privileged, and is not to be disclosed under any circumstances.  The State of New York laws bind us to maintain this confidentiality, particularly with regard to a person’s HIV status.  When in doubt, please consult with the Coordinator of Volunteer Services.
Also, taking photos of clients, especially children, is not generally acceptable.  Please check with the site supervisor before taking any pictures and make sure that permission is expressly given by the client (or parent if client is a minor).  Otherwise, you may take pictures of facilities and of volunteers and staff as they go about their activities.
Fraternization
Volunteers shall not fraternize with staff, other volunteers, or clients.  This includes forming relationships or commitments that conflict with the best interests of clients.  If a client makes an inappropriate advance to a volunteer, the incident must be reported to the site supervisor immediately.  It is not good practice to exchange phone numbers or addresses with clients.  Also, do not offer rides to clients in your personal vehicle if you are not doing so as part of an authorized activity.
Proper Attire

It is important to dress appropriately for the volunteer task you will perform.  It is a good idea to wear close-toed shoes at all sites, and those involved in food service must do so.  Modest attire is recommended.  Also PH cannot assume responsibility for any of your personal property.  Please leave expensive jewelry, electronics, etc. at home.  Ask your direct supervisor for the best place to store items such as coats or purses; there is a secure location at each site.

Safety
Volunteers are expected to be in a proper mental and physical condition before coming to work.  Please stay home whenever you contract a contagious disease and take a break when you need one!  This is for your own well-being, but also because many of our clients are in fragile health and should not be needlessly exposed.  If possible, notify the appropriate PH staff of your expected absence, either the direct supervisor or the Coordinator of Volunteer Services.

Universal precautions must be taken in regard to all health and safety procedures.  Always use gloves when coming into contact with blood or other body fluids, and contact your immediate PH supervisor if such contact does occur.  Volunteers must also wash their hands and use gloves before handling any food being prepared or served.  Gloves should be changed if they are ripped, torn, or contaminated.  Hair nets or caps and aprons are also required for food service.  These precautions are in place to protect the health of both volunteers and clients.
PH is committed to supporting the recovery of persons addicted to alcohol or drugs.  Volunteers may not, in any circumstances, use these substances while on-site.  All smoking of cigarettes must take place outside agency buildings in designated areas. 

The Press
From time to time, the press may come to visit a PH site.  In these cases all questions or requests from the press should be directed to the immediate supervisor unless prior consent has been given in each instance.  Volunteers should not be photographed or interviewed on-site without the consent of both the individual and PH.  

Managing Concerns
Immediate and/or emergency concerns that occur on-site should be taken to the direct PH supervisor.  All other matters should be brought to the attention of the Coordinator of Volunteer Services (718-448-1544, ext. 165) right away.  If there is a situation which cannot be discussed with this person, the Director of Communications & Community Outreach (718-448-1544, ext. 115) may be consulted.  
Scheduling

If at any time during your volunteer experience you would like to try a different placement or schedule, do not hesitate to call the Coordinator of Volunteer Services.  If friends or family would like to join you in volunteering at PH, this must be cleared and coordinated through the Volunteer Department beforehand.
Driving

On occasion volunteers may be asked to drive agency vehicles, in these circumstances a copy of the volunteer’s driver’s license will be needed for our records and a driver authorization form completed.  Please be advised that, due to insurance requirements, a driving record check is performed on behalf of the agency for anyone driving an agency vehicle.  Anyone with a suspended or revoked license shall not drive an agency vehicle.  If there is an accident, no matter how small, or a ticket received while driving an agency vehicle, please notify the immediate PH supervisor at once.
Mandatory Community Service
If you are completing hours of volunteer work for PH to fulfill either a school or court-mandated requirement, this must be brought to the attention of the Coordinator of Volunteer Services immediately.  For court-mandated service background checks may be needed and/or paper work must be obtained for our files.  Appropriate documentation of hours served may require the volunteer to punch a timecard.  The Coordinator of Volunteer Services is able to provide letters of completion and/or recommendation when needed.

RSVP/SERVE Volunteers
Those over 55 years old who serve at least twice a month may be eligible to enroll in the RSVP/SERVE program.  Benefits include travel reimbursement and an annual recognition dinner.  Please inquire of the Coordinator of Volunteer Services about enrollment in RSVP/SERVE.
All volunteers are expected to behave in a manner consistent with the policies 
and guidelines given above.  If this cannot be upheld, the volunteer may be 

asked to find a volunteer placement elsewhere.
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Thank you for choosing to be an active part of an organization that is helping our community!
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The Reverend Terry Troia
Executive Director

Father Jack Ryan
Director of Communications & Community Outreach

Aaron Jackson
Coordinator of Volunteer Services

100 Park Avenue ● Staten Island NY 10302
Telephone:  (718) 448-1544, ext. 115

Fax:  (718) 720-5476

Website:  www.projecthospitality.org
“Share your bread with the hungry, and bring the homeless poor into your house.” – Isaiah 58:7
Project Hospitality is a not-for-profit 501-C-3 organization.
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