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Volunteer Orientation 
Tips for using this document

• To view complete policies or forms, click on the highlighted links.

• Click on the back arrow to return from policy/form to training slide. 

• Click on the forward arrow to advance to the next page of the 
policy.  

• Your volunteer supervisor can provide policies and forms in paper or 
electronic copies as needed.

Request this information in an alternative format or language at 
wdfw.wa.gov/accessibility/requests-accommodation, 833-855-1012, 
TTY (711), or CivilRightsTeam@dfw.wa.gov. 

Revised 10/2023

http://wdfw.wa.gov/accessibility/requests-accommodation
mailto:CivilRightsTeam@dfw.wa.gov
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The mission of the 
Washington Department of 
Fish and Wildlife (WDFW) is 
to preserve, protect, and 
perpetuate fish, wildlife and 
ecosystems while providing 
sustainable fish and wildlife 
recreational and commercial 
opportunities.  

Volunteer Orientation 
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To achieve our mission, we focus on 
four strategies:

1. Proactively address conservation 
challenges

2. Engage communities through 
recreation and stewardship

3. Deliver science that informs 
Washington’s most pressing fish 
and wildlife questions

4. Model operational and 
environmental excellence

WDFW 25-Year Strategic Plan: A Path to an 
Improved Era for Fish, Wildlife, and People

Volunteer Orientation 

https://wdfw.wa.gov/publications/02149
https://wdfw.wa.gov/publications/02149
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With so many programs 
working to meet their goals 
and objectives, as well as 
those of the Department, 
it’s critical that we have 
policies and procedures to 
guide employees and 
volunteers.
Please review this 
information that is key to 
our goal of a safe, effective, 
and respectful work 
environment for staff and 
volunteers. 

Volunteer Orientation 
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Policies & Procedures

WDFW Policy (POL) and/or Procedures (PRO) 
• All volunteers are required to comply with WDFW policies and 

procedures.

• This orientation will introduce you to basic policies and procedures 
that apply to all Department employees and volunteers.

• Your WDFW volunteer supervisor will communicate with you 
regarding any additional policies and procedures specific to your 
assignments.

Policy 1001
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Volunteers need to
• Be registered in CERVIS (preferred) 

or on a paper form.

• Report volunteer hours

• Only do authorized duties that 
have been approved by WDFW 
staff.

Policy 4018

Volunteers under the age of 18 have 
restrictions and limitations on what 
volunteer tasks they can perform. 
Please contact your volunteer 
supervisor for details. 

Policies & Procedures
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Policies & Procedures

Establishing Reasonable 
Accommodation 
When appropriate, and if resources 
allow, WDFW will make modifications 
or adjustments to accommodate 
volunteers with disabilities. 

Policy 4001
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Policies & Procedures

Field Communication
Volunteers and field supervisors 
and/or point of contact will establish 
check-in and check-out procedures for 
employees working alone or at remote 
locations. 

Policy 2001



Department of Fish and Wildlife 10

Policies & Procedures

Providing Safety & Health 
Programs 
• WDFW is committed to providing a 

safe and healthy workplace.

• The Safety Program Manual is 
required by state law. Your 
volunteer supervisor can provide 
you with a copy.

Policy 2005
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Policies & Procedures
Personal Flotation Device (PFD) 
requirements when working on, in, or 
near water:
• Required viewing of volunteer-specific 

PFD training video.
• Your volunteer supervisor will provide this if 

required for volunteer work. 

• Your volunteer supervisor will provide 
the appropriate PFD based on assigned 
tasks.
• Volunteers may not provide their own PFD.

• Sign attestation form stating that you 
have watched training video and will 
wear the PFD as required.
• Your volunteer supervisor will provide this 

form. 
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Policies & Procedures

Snorkeling Safety
• All WDFW employees and 

volunteers must be registered as 
WDFW snorkelers prior to any 
snorkeling activities. 

• WDFW employees and volunteers 
must comply with all procedures in 
the WDFW Snorkeling Safety 
Procedures Manual.

Policy 2008
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Policies & Procedures

Accident Reporting 
• Report all accidents and near misses 

immediately to your WDFW volunteer 
supervisor or other staff member 
overseeing your work. 

• You are required to contact your volunteer 
supervisor to coordinate submission of a 
Safety/Security Incident Report form no 
later than the following day of the incident. 

• If you seek medical treatment, inform your  
health care provider that it is a WDFW 
volunteer work related injury/illness.



Department of Fish and Wildlife 14

Policies & Procedures

Conflict of Interest & Ethics
All employees and volunteers are to 
avoid any actions that might create an 
appearance of using their position or 
volunteer status for personal gain or 
private benefit. 

Conflict of Interest/Ethics: Policy M1214
Use of State Resources: Policy M1217
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Policies & Procedures

Property & Equipment 
Assigned to Employees & 
Volunteers
Volunteers are accountable for the 
proper use and care of all property 
and equipment used in the conduct of 
their official duties.

Policy M1404 & Accountability List
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Policies & Procedures

Smoking in Agency Vehicles 
& Facilities 
Smoking is prohibited in agency 
vehicles and facilities. 

Policy 4004
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Policies & Procedures
Ensuring a Drug & Alcohol-Free Workplace

It is illegal for anyone to possess, deliver, dispense, distribute, 
manufacture, or sell drugs in state vehicles, on WDFW 
premises, or when completing assigned tasks or representing 
the Department as a volunteer. 

Volunteers are required to:

• Remain unimpaired by alcohol or drugs when completing 
all assigned tasks and representing the Department as a 
volunteer. 

• Inform your volunteer supervisor if you are taking 
physician prescribed or over-the-counter medications that 
might affect job safety due to the side effects. 

Policy 2002
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Policies & Procedures

Preventing Sexual Harassment
WDFW has a zero-tolerance sexual harassment 
policy. Offensive verbal or physical conduct of 
a sexual nature will not be tolerated.

If you believe that you are being sexually 
harassed, report it to your volunteer supervisor 
or another WDFW staff member. 

Policy 3001

Anonymous reports can be made via Red Flag 
Reporting (WDFW Ethics and Reporting 
Hotline)

https://portal3.redflagreporting.com/wdfw-landing-page/
https://portal3.redflagreporting.com/wdfw-landing-page/
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Policies & Procedures

Preventing & Responding to 
Workplace Violence
WDFW does not tolerate violence in the workplace by 
employees or others.

• If you witness or experience violence in the 
workplace you are required to immediately report 
the incident to your WDFW volunteer supervisor.

• Each facility has an Emergency Action Plan that can 
be obtained from your volunteer supervisor. 

Policy 4011
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Congratulations! 

You have completed the WDFW new volunteer orientation. 

Next steps:

• Register as a volunteer and update your profile to show you 
completed the orientation for new volunteers. 

• Sign up for volunteer opportunities. 

https://wdfw.wa.gov/get-involved/volunteer
https://wdfw.wa.gov/get-involved/volunteer
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Questions?

Contact your volunteer supervisor or email 
VolunteerDFW@dfw.wa.gov

mailto:volunteerDFW@dfw.wa.gov
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Policies and Forms

Department of Fish and Wildlife 21
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