Volunteer Handbook
A guide to our Volunteer Program
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WELCOME TO THE NORTH BAY HERITAGE GARDENERS
We are happy to have you join our volunteer team and will do everything we can to
make your experience interesting and enjoyable! This booklet is a guide to our
volunteer services and provides guidelines for volunteer activities. We want to be
sure that you understand your rights and responsibilities so if anything is unclear, or
you have any questions, please ask.

MISSION STATEMENT
“We are dedicated to developing a year-round, community-based,
educational, horticultural, and environmental program whose main focus is
to enhance and beautify the North Bay Waterfront and other approved
locations”

HISTORY
With the support of the City of North Bay staff and the Master Gardeners, during
the spring and summer of 1996, 40 women from the Living Fit Inside/Out program
attempted to make improvements to the beds at the waterfront. It was an
overwhelming task!
Looking for a more effective way to tackle this challenge, in 1997, with the City’s
assistance, the Heritage Gardeners’ program was founded by Hariett Madigan and
Bonnie Cappadocia. Groups of five to ten people were teamed up with a Master
Gardener as their advisor, and the waterfront became a living, learning classroom
for enthusiastic volunteers.
Coordinating so many people became a daunting task for the volunteer executive
with over 300 volunteers registered as Heritage Gardeners yearly and approximately
52 garden beds being cared for at the North Bay Waterfront. Through the helpful
guidance of Jamie Houston, the City of North Bay established an operating budget
for the program that included hiring a part-time coordinator.
In 2004, the Heritage Gardeners joined an umbrella organization called Heritage
North Bay. Other members of Heritage North Bay are the Heritage Carousel and
Railway, the Museum, and the City. Each organization has three members that sit
on the board of this corporation whose purpose is to oversee and manage the
Community Waterfront Park, now and in the future. Over the last ten years, the
Heritage Gardeners have grown to be widely known, admired and respected in the
community. Our future continues to blossom as we move to the next phase of the
Community Waterfront Park, which will include the botanical gardens and Heritage
Gardeners’ Pavilion and greenhouses. The Park is scheduled for completion in 2014.
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VALUES AND PRINCIPLES ON VOLUNTEERING
Volunteerism is a cornerstone in the success of the Heritage Gardeners. It is only
through the active engagement of a substantial group of volunteers, like you, that the
Heritage Gardeners can accomplish its plans and make significant progress towards
fulfilling its mission. Therefore, as a progressive non-profit organization, our
commitment is to offer appropriate tasks and projects to volunteers within the
framework of our mission, and to provide a volunteer service which ensures a
satisfying experience.
3

Values and principles
Recognizes that volunteers are necessary to pursue its mission of developing a
year-round community-based educational, horticultural and environmental
program.
Believes that volunteer involvement is vital in promoting awareness,
responsibility, and participation in the creation of a sustainable community.
Acknowledges that volunteers seek opportunities to enrich their lives to develop
skills and contribute to their community.
Value and respects volunteer contributions and learns from their input.
Provides equal opportunities for volunteer involvement within the range of its
activities.
Provides a safe environment for volunteers, with the understanding that
volunteers will respect risk management procedures developed for their benefit.
Expects volunteers to act responsibly, respectfully, and with integrity in their
dealings with other volunteers, staff, and the general public.

CONTACTS
STAFF
Jade Scognamillo, Executive Director
heritage.gardeners@heritagenorthbay.com
Kayla Gervais, Administrative Intern (Sep 2020 – Sept 2021)
Judy Hendry, Horticultural Coordinator judyhendry442@gmail.com

EXECUTIVE COMMITTEE MEMBERS
Carol-Ann DiBartolomeo
Wanda Wallace
Hariett Madigan
Bonnie Cappadocia
Carol Williams-Boegel

Co-Chair
Co-Chair
Past Chair
Design Team Chair
Advisor
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GET IN TOUCH
You can call the Heritage Gardeners’ office at (705) 825-4118. The office is located at
Suite 112-245 Oak St. E., North Bay, ON. The office is currently closed but staff
answer phone and email at heritage.gardeners@heritagenorthbay.com . Follow us
on social media @NBHGardeners.

ANNUAL EVENTS
There are many events held annually by the Heritage Gardeners. Subscribe to our
newsletter via www.northbayheritagegardeners.com and follow our social media
@NBHGardeners for details on our upcoming events. Unfortunately, the following
events are cancelled due to COVID-19.
Education Nights during the spring and fall months
Heritage Gardeners Annual Symposium in April
Annual Waterfront Cleanup in May
Team Leaders Meeting in May

WHO IS A HERITAGE GARDENER VOLUNTEER?
If you have been accepted by the Heritage Gardeners to do a particular job and you
are not being paid, then you are a volunteer. Volunteers are recruited, selected and
supported by the Heritage Gardeners executive director and horticultural
coordinator.
The Heritage Gardeners horticultural coordinator works closely with teams, team
leaders, the Heritage Gardener executive and office volunteers. Volunteers work in
teams at the waterfront to maintain the garden beds and on other tasks (such as
organizing events, telephoning, archiving, etc).
The Executive Committee is a body of volunteers which establishes its mission, values
and governing policies. The executive relates directly to the executive director. Since
the volunteer executive operates at the level of organizational governance, their
work differs significantly from that of other volunteers. For this reason, the executive
is governed by the Heritage Gardener’s Procedures and Policies Manual. Heritage
North Bay holds both legal and fiduciary responsibilities for the Heritage Gardener
Organization, gives approval to governing policies and employs the Heritage
Gardeners executive director and horticultural coordinator.

RECRUITMENT AND SELECTION
During the recruitment, selection and assignment of volunteers, we seek to match
individuals with the demands and requirements of the assignment in question. The
Heritage Gardeners look for specific skills, or certain types of temperament,
experience or assets to fit each position. If a prospective volunteer is not qualified for
the position for which she or he applied, the Heritage Gardeners will do its best to
find an appropriate position. To ensure a satisfactory volunteer experience,
volunteers are not generally accepted without a specific assignment in mind.
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The Heritage Gardeners will not discriminate against a volunteer because of their
gender, sexual orientation, race, ethnic origin, nationality (within current legislation),
disability, marital status, caring or parental responsibilities, age, or beliefs.
All Heritage Gardener volunteers and staff have a right to an environment in which
their dignity is respected, and which is free from discrimination, prejudice,
intimidation and all forms of harassment.
The volunteer selection process includes the completion of an application form,
interviews, and reference checks (if applicable) and helps to determine which position
would suit a particular volunteer and vice versa.
Heritage Gardeners volunteers are responsible to ensure that they are not in a
position of conflict of interest, and therefore will not receive a personal benefit from
their involvement with the Heritage Gardeners.
New volunteers meet with the Heritage Gardeners executive director and horticultural
coordinator, to review their task assignment and to assign them to a garden team.
They then sign a volunteer agreement which sets out these agreed-upon tasks and
time commitment. The agreement also includes a waiver of liability.
You will be provided with a clear job description. If you think that you will request a
reference from the Heritage Gardeners in the future, this job description will become
a basis for subsequent evaluations. If changes are made in the position, the job
description is reviewed by staff and a volunteer. Job descriptions are kept in your file.
The staff supervisor may establish an appropriate probationary period for the
volunteer(s) with whom they work. This allows both staff and volunteer to assess the
suitability of the position, the individual’s skills, and the organization in relation to
staff/volunteer expectations. A meeting between the volunteer and the Heritage
Gardeners executive director (or appropriate staff person) at the end of the probation
period will allow for evaluation and feedback.

ORIENTATION AND TRAINING
All new volunteers receive a general orientation to the Heritage Gardeners during
which they learn about the Heritage Gardeners. If possible, this will also include
introductions to other volunteers.
The orientation will include:
The Heritage Gardeners mission, history and future plans.
An overview of the Volunteer Program and Handbook.
Information on Heritage Gardener activities, organization and programs.
An introduction to their Team Leader.
Volunteers who will perform office or technical duties will receive any training
materials that they need from the Heritage Gardeners executive director. Orientation
and training sessions are important and all volunteers are encouraged to attend as
early as possible in their volunteer term. These sessions are delivered when sufficient
(at least four) volunteers are recruited. If there are particular difficulties, we can adapt
orientation and training to accommodate the needs of individual volunteers.
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SAFETY GUIDELINES
SAFETY FIRST! Gardening at the waterfront requires that safety is always on the
mind.
The following safety guidelines will help make your gardening experience successful.
Your cooperation with these safety guidelines will ensure that everyone has a safe
season.
1. Leave tools in the garden bed when not in use, putting the sharp or pointy side
into
the soil. Tools left on the walkway could injure you or the public.
2. Keep hoses in a straight line close to the curb and avoid crossing pathways. A
minimum of three orange safety cones (available from the Heritage Gardeners’
shed) must be used to mark hose across the walkway and have someone warn
walkers of the hazard. Hoses are NEVER to cross the Kate Pace Way. The garden
beds have a watering system, thus reducing the need to use hoses except at planting
time.
3. DO NOT DRINK WATER OBTAINED FROM THE HOSES! Water from the hoses is not
potable as the system uses water from the lake (there are signs on the hose boxes).
4. Take care when watering your garden bed to avoid soaking park users.
5. Check to see if anyone is walking on the path, and then step forward out of your
bed,
not backwards.
6. Ask dog owners for permission before petting their dog.
7. Place garden debris into paper leaf bags to a maximum of 25 lbs. Place bags
beside
the walkway without blocking the path. The bags can be obtained from the Heritage
Gardener shed. Garden debris will be collected by the City Parks staff for composting
at the Merrick Landfill site.
8. PLEASE, ABSOLUTELY NO GARDEN WASTE IN THE GARBAGE CANS AND
RECEPTACLES AT THE WATERFRONT.
9. Leave tree limbs to be pruned by City staff.
10. Move slowly and carefully when pushing a wheelbarrow.
11. Wear sun protection – a wide-brimmed hat, sunscreen, and long sleeves when
needed, as well as gloves to protect your hands (remember stinging nettle!). Drink
water regularly to prevent heat exhaustion and dehydration.
12. Stop gardening and seek shelter when a thunderstorm is imminent.
13. Report any hazards and/or incidents to your Team Leader.
City policy states that the following must not be brought to the waterfront when
performing gardening tasks:
Gas-powered equipment
Chainsaws
Tractors
Other motorized vehicles
Herbicides/pesticides
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TIME COMMITMENT
When you sign your volunteer agreement, you agree to volunteer on a regular basis
with your gardening team. Your volunteer time can include time spent at the
waterfront and helping out with any other Heritage Gardener activities and
functions, horticultural and environmental educational sessions and includes gettogethers with your team to discuss gardening activities. Please communicate with
your team leader anytime you will be away during the gardening season.

TIMEKEEPING
The Heritage Gardeners will do everything possible to honour the preferences of the
Volunteer in scheduling tasks and appointments. In your turn, you are expected to
meet the time and scheduling commitments made and give as much notice as
possible to your team leader when you are unable to fulfil your responsibilities. If
you are unable to participate in your volunteer tasks, please contact the executive
director regarding a reassignment of tasks.
The Heritage Gardeners receives funding for particular projects (for example the
Chippewa Creek Eco Path). Sometimes these funders require the Heritage Gardeners
to submit a record of volunteer hours as part of the Heritage Gardener in-kind
contribution to the project. Volunteers are therefore requested to record their
hours on a regular basis and hand this record in to the Heritage executive director
on an annual basis. Timekeeping will be on an honour system.

IDENTIFICATION
Heritage Gardeners volunteers and staff should be readily recognizable as such to
the general public when they are undertaking their activities for the Heritage
Gardeners. Volunteers are encouraged to wear their cobbler apron proudly while
working at the waterfront. A cobbler apron is provided to each registered Heritage
Gardener volunteer. Nametags or other identification will be issued as needed.
When available, sweat-shirts are available for purchase at the gift shop of the North
Bay Museum.

VOLUNTEER RECORDS AND DATA PROTECTION
Paper and electronic files are created for each new volunteer which contain
information regarding volunteer activity and contact information.
This file contains:
Their application form and/or resume.
Notes regarding the interview and reference checks (if applicable).
Record of volunteer activity (time logs).
In some cases, evaluation sheets filled out by supervising staff and the
volunteer.
All information kept on volunteers is managed by the Heritage Gardeners executive
director with proper safeguards for confidentiality and will only be released with the
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volunteer’s permission. Files are kept for at least three years after the volunteer has
left the service of the Heritage Gardeners.
Personal information collected from a volunteer may be used for one or more of the
following purposes:
Processing a membership or donation, including issuing of receipt.
Contacting the individual to renew membership, to inform them about a Heritage
Gardener campaign, or to involve them in an event.
Providing them with Heritage Gardner information updates by mail or email.
Requesting feedback and surveying their needs in connection with the services
and programs offered.
Providing an employment reference, if requested by the volunteer.
Under no circumstances is personal information provided to a third party (except for
an employment reference) or sold to other organizations.

REPRESENTATION OF THE HERITAGE GARDENERS
Public representation of the Heritage Gardeners shall not be made by any volunteer,
except in cases where this has been specifically discussed with and approved by the
Heritage Gardener Executive. This includes but is not limited to: public statements,
statements to the media, coalition efforts with other organizations, lobbying actions
and agreements involving contractual or financial obligations. If a volunteer is
approached for the above reasons, s/he must immediately contact Heritage Gardeners
executive director and follow staff’s judgement and instruction.

GRIEVANCES
A grievance is a formal complaint regarding working conditions or failure to abide by
policies and procedures, therefore, may be made by a volunteer regarding their
treatment by the Heritage Gardeners, its staff or its volunteers. The Heritage
Gardeners executive director is responsible for ensuring that the volunteer’s complaint
is heard, acknowledged promptly, and directed to the appropriate person for
immediate resolution. Every effort is made to ensure conflicts and complaints are
resolved through dialogue and negotiation to ensure a mutually agreeable solution.

Here is how the grievance process works
If you have a disagreement with a peer, you are encouraged to approach him or
her and resolve the conflict outside of the authority of the Heritage Gardeners.
If no resolution can be reached this way, or if you have a complaint about student
staff, you should approach Heritage Gardeners executive director, who will
attempt to mediate a solution.
If no resolution is arrived at, you may submit a completed grievance form to a
member of the Heritage Gardeners executive committee and must verbally notify
the Heritage Gardeners executive director that you have done this.
An executive member will acknowledge the complaint within one week.
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A meeting with Heritage Gardeners executive will be held to discuss the grievance
and options for everyone involved. Reassignment or dismissal of one or all parties
may be considered.
If you have a complaint about the Heritage Gardeners executive director, the
horticultural coordinator or another member of staff, you should contact a
member of the Heritage Gardeners executive.

VOLUNTARY TERMINATION
You may end your service at any time with one week’s notice. We strongly
recommend that an exit interview takes place to ensure that you have an opportunity
to provide feedback on your experience, and that we, as an organization, are
providing adequate support to all volunteers.

LIABILITY/INSURANCE
Any volunteer who uses a personal or rental vehicle in the course of his/her work for
the Heritage Gardeners is responsible for ensuring that the vehicle is properly insured,
maintained and operated, according to legal requirements.

VOLUNTEERS WHO ARE MINORS
The Heritage Gardeners welcomes volunteers of all ages who are willing to work and
learn! If you are a minor (that is, you are aged less than 18 years), we will provide you
with a consent form that must be signed by your parent/guardian. It is ideal if you
have a parent, grandparent or other family member to guide your volunteer work. You
cannot begin your volunteer assignment until this form is signed and returned to the
Heritage Gardeners. You will be assigned a team and must report to your team leader.
You must not perform any volunteer duties at the waterfront unless you are
supervised by your team leader or their designate. We will gladly provide you with a
letter for your high school volunteer requirement if necessary.

PROFESSIONAL SERVICES
The Heritage Gardeners often requires the services of those who are certified in a
trade or professional skill, such as lawyers or accountants. In these cases, the
individual must possess the legally required licensing/certificates of their trade or
profession. Copies of these qualifications will be kept in the volunteer’s file.

SUPERVISION AND EVALUATION
We encourage continuous, two-way communication between staff and volunteers at
all times. Formal evaluation is only carried out if a volunteer requests it; you may, for
instance, wish to use your experience with the Heritage Gardeners in subsequent job
applications. In this case, an Evaluation of Volunteer Experience form is completed by
both you and your supervisor at least once a year or during the exit interview if you
volunteer for less than one year. Completed evaluation forms are kept in your file for
at least three years—this allows for an
informed reference letter to be written, even if staff changes mean that your
supervisor is no longer with the Heritage Gardeners.
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COMPLAINTS
A complaint regarding a volunteer’s behaviour is rare, but may be initiated by staff, or
volunteer of the Heritage Gardeners. Responsive action is at the supervisor’s
discretion and may include further training, a warning, reassignment or dismissal.
Examples of unacceptable behaviour or performance for which such action might be
taken include, but are not limited to:
falsification of volunteer information,
inefficiency, incompetence, or negligence in the performance of duties,
careless, negligent, or improper use of the Heritage Gardeners property, facilities,
or equipment,
discourteous treatment of other volunteers, staff or the public,
violation of rules, procedures, or regulations,
participation in any action that seriously disrupts or disturbs the morale,
efficiency, safety or normal operation of the organization,
harassment of other volunteers, staff or donors (including sexual harassment); and
acting outside the authority granted by the Heritage Gardeners.
If possible, any problem of unacceptable behaviour or performance should be resolved
informally, between the individuals concerned. If this is not possible, a complaint
should be directed to the Heritage Gardeners executive director.
At this point, the volunteer is invited to share their version of the event; this is noted
in writing and signed by both the volunteer and the Heritage executive director. The
complainant is notified and, if not satisfied, a further meeting is arranged between
both parties and the Heritage Gardeners executive director.
Depending on the results of this meeting, a volunteer may continue as before, be
reassigned or be terminated. All complaint records are kept confidential in the
volunteer’s file.

REASSIGNMENT
Reassignment may be requested by a volunteer or may be recommended by his or her
team deader, executive director or horticultural coordinator.
If you wish to be reassigned, make a request to your team leader or the executive
director or horticultural coordinator, who will find out whether alternate
arrangements may be made. It may be that your team leader or the coordinator will
suggest that you be reassigned—this could be because there is insufficient work for
you, or because of technical requirements.

DISMISSAL
Situations that warrant the dismissal of a volunteer are very rare.
Reasons include, but are not limited to:
Serious breaches of policy or confidentiality,
Illegal activity,
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Any behaviour or action which is detrimental to the health, safety or reputation of
the Heritage Gardeners personnel, members, volunteers, or the organization
itself.

COMMUNICATIONS
We want to be sure that all volunteers have an on-going sense of connection to the
Heritage Gardeners and its mission, and there are several ways that we encourage
this.
Volunteers are contacted at least twice a year (sometimes more often, depending on
the type of task they are involved in) by the Heritage executive director and/or
horticultural coordinator, to make sure that they are satisfied with their experience
and wish to continue.
You will receive a seasonal newsletter if you included an email on your registration
form and are encouraged to contribute to it. You will receive invitations to appropriate
Heritage Gardeners events, fundraisers, annual general meeting and symposium. A
volunteer section is maintained on our website, profiling volunteer efforts and
providing up-to-date information about the volunteer program.
You are encouraged to send us your personal volunteering stories for inclusion on the
volunteer section of the Heritage Gardeners website.
If you wish to withdraw from a specific communications distribution, you should
contact the Heritage Gardeners executive director.

RISK MANAGEMENT
We are committed to creating a safe and secure environment for everyone involved in
the Heritage Gardeners. The Heritage Gardeners and all its volunteers should
recognize the risk inherent in any organization’s activities. Although the Heritage
Gardeners attempts to identify and minimize risks, we are unable to guarantee safety
at all times.
Volunteers are required to act in a safe manner.
When signing the Volunteer Agreement, volunteers affirm that they are capable of
participating in the Heritage Gardeners activities they are volunteering for and accept
the personal risk and consequences of such participation. A volunteer may, at any
time, opt out of any activity which causes them concern for their health or safety, for
any reason.

EXPENSES
The Heritage Gardeners does not ordinarily reimburse volunteers for personal
expenses associated with their volunteerism (such as travel, accommodations or meals
for Heritage Gardeners organized trips). If a volunteer expects to incur expenses for
which they wish to request reimbursement on an exceptional basis, they should
submit a formal request to the Heritage Gardeners executive director in advance.
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Expenses must be pre-approved and will then be reimbursed to the volunteer upon
presentation of receipts to the executive director.

MOBILITY INTO STAFF POSITIONS
Heritage Gardeners employment positions are posted via the regular channels
(media, website, job banks, etc.) and you are welcome to apply if you wish. The
Heritage Gardeners is an equal opportunity employer and does not give priority to any
particular group.

RECOGNITION AND APPRECIATION
We at the Heritage Gardeners recognize your generous gift of time and effort and
want to be sure that you feel appreciated! Here are some of the ways in which we
make that happen:
New volunteers will be welcomed in the newsletter.
Each newsletter contains a volunteer appreciation piece, including what volunteer
work has allowed the Heritage Gardeners to achieve.
Our website highlights individual volunteer profiles, as initiated by volunteers.
You will receive invitations to appropriate special events.
Volunteers are publicly recognized and individually thanked during the Annual
General Meeting/symposium.
An annual event is held specifically to celebrate volunteers; and
Volunteers receive milestone recognition after five, ten, fifteen and twenty or
more years of service.

The

HERITAGE GARDENER TEAM LEADERS
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THE IMPORTANCE OF VOLUNTEERS TO THE HERITAGE GARDENERS
CAN SCARCELY BE EXAGGERATED.
IT WOULD BE IMPOSSIBLE TO ACHIEVE THE RESULTS THAT WE DO
WITHOUT A GROUP OF COMMITTED INDIVIDUALS WHO ARE
WILLING TO CONTRIBUTE THEIR ENERGIES IN A VARIETY OF WAYS.
THANK YOU FOR DOING YOUR BIT TOWARDS
KEEPING NORTH BAY BEAUTIFUL!
CONTACT THE NORTH BAY HERITAGE GARDENERS
M: 100 FERGUSON ST., NORTH BAY, ON P1B 1W8
OFFICE: 112-245 OAK ST. E., NORTH BAY, ON P1B 8P8
W: www.northbayheritagegardeners.com
E: heritage.gardeners@heritagenorthbay.com
T: (705) 825-4118
Follow us on Facebook, Instagram and Twitter @NBHGardeners
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