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CARE Program Policy Manual

Statement of Purpose: This policy manual will help guide the CARE program as well as set standards and outline requirements for all volunteers and trained CARE Advocates. 

1) Recruitment 

a. Coordinator starts recruiting for CARE Training at least 3 months in advance.
b. Training information is sent out via UNLV Rave, UNLV Today, and JNWC Social Media outlets. Marketing posters are displayed throughout campus and SUES reservations are utilized for banner and plasma screen marketing. 

c. Personalized emails are sent to particular UNLV departments (Gender & Sexuality Studies, Sociology, Marriage & Family Therapy, Counseling, Psychology).
d. Announcements during CARE Presentations count towards the overall recruitment process.
e. Active CARE Advocates help recruit friends and peers for training. 

2) Application

a. To become a CARE Advocate you must submit an application prior to the semester deadline.  Due dates: Summer Training- May 15th Winter Training- October 31st by  5pm.
b. Applications are available in the Women’s Center and on our webpage. 
c. Applications are accepted from any current UNLV student, faculty or staff member.
3) Interview 

a. Interviews are required for all applying for CARE Training. 

b. Interviews will be scheduled at least one month prior to the training.
c. Interview will consist of questions determined by the CARE Coordinator. 

d. The applicant will be given an information sheet explaining all CARE Advocate requirements.
e. An interview must take place before the start of training.
4) Acceptance 

a. Acceptance into CARE Training will depends on: 
i. Application & Interview completion
ii. Availability to attend every session of training 
1. Make up work is available for up to 6 missed hours 
iii. Background check through the Office of Student Conduct and criminal check
5) Training

a. CARE Training is scheduled for 35 hours. 

b. If you miss more than 6 hours of training, the training must be repeated. 
c. If you miss 1-6 hours of training, make up assignments will be available as determined by the CARE Coordinator.
d. Post exam score must be above 80% to pass the class 

i. If score is lower than the requirement, the student will have the opportunity to retake the exam until their score improves 

e. Every student in training must facilitate one 5-10 minute presentation on a topic of their choice during the training course.  

f. Following training volunteers are required to do practice calls (minimum of 2) to determine when they are ready to provide advocacy services. Volunteer will be classified as “pending” until final decision is determined by the CARE Coordinator.  
g. Following training the volunteer has up to 6 months to shadow/practice with an experienced Advocate to become comfortable before being moved to inactive status (removed from providing services),. 
h. Once a volunteer has been place on inactive status they will be required to schedule an in person meeting with the CARE Coordinator before returning to the CARE program. 

6) Eligibility of Volunteer Service 

a. Current UNLV affiliated students, faculty, and staff are all eligible to become a CARE Advocate. 

b. Volunteer is defined as a non-paid fully trained individual. 
c. Employees of the Jean Nidetch Women’s Center may volunteer with the CARE Advocates provided their volunteer work does not conflict with their paid position. Please see Director for more details. 
d. Once an Advocate graduates from UNLV, they will be presented with options to continue in their role as an advocate in the Las Vegas community. The advocate will have 3 months post graduation or withdrawal to secure an advocacy position with a community agency before being removed from the CARE Advocate roster.  
e. Volunteers are not considered employees for any purposes other than workers’ compensation and general liability protection. Therefore, they are not eligible for retirement and health benefits, other than workers’ compensation, as a result of their volunteer status. (adapted from NSHE Volunteer Policy) 

7) Advocacy
a. Requirements- For one semester  
i. Advocacy: 6 hours per week on hotline and/or in-office

ii. Education/Awareness: Facilitate at least 1 presentation per semester 

iii. Alternate requirements may be determined by the CARE Coordinator based on Advocate’s participation. 

b. Advocate should not violate advocate/client boundaries. (i.e. transporting victim, giving personal phone number, providing money, etc.) 

c. Individual advocacy schedules will be updated each semester or at the request of the CARE Advocate. 

i. If an Advocate needs to change their hotline schedule the Advocate must find a replacement to ensure coverage for the hours. If a replacement cannot be found, the Advocate should contact the Coordinator for instructions. 

1. Hotline advocacy schedule changes must be presented to the Coordinator within 24 hours of the proposed change. 

ii. When making a change to the in-office advocacy schedule, the Advocate must notify the Coordinator and/or Administrative Assistant within 2 hours of their shift. 

d. If an Advocate misses a hotline call 
i. 1st  Call Missed: Written warning

ii. 2nd Call Missed: Removed from the hotline for two weeks. Must make up advocacy requirements through in-office advocacy. 

iii. 3rd Call Missed: Removal from hotline for one year. In-office advocacy is the only option and 6 hour weekly requirement stands. 

iv. If an Advocate fails to complete these consequences, they will be placed on inactive status. 

e. We encourage all advocates to practice self care and speak to the Coordinator or other Women’s Center staff if they need to debrief or are having a difficult time coping after a case or at any time. 
8) CARE Presentations
a. Advocates facilitating presentations must pick up a presentation folder prior to the engagement. Folder contains CARE Awareness materials, student evaluations, and education report. 

b. Following the facilitation of a presentation the CARE Advocate must return presentation folder to the Women’s Center “Inbox” mailbox no later than 5pm the next business day. 
c. Advocates should wear their CARE shirt to facilitate presentations or be dressed in business casual attire with a CARE Lanyard (both provided by JNWC). Remember you are representing the CARE Advocates and the Women’s Center so appropriate dress is required. 
9) Advocate Conduct 
a. Volunteers are expected to abide by university policies and regulations that govern their actions, including but not limited to those of ethical behavior, confidentiality, financial responsibility, and alcohol and drug use. (adapted from NSHE Volunteer Policy) 

b. CARE Advocates are considered leaders at UNLV. You represent the Jean Nidetch Women’s Center and UNLV. The CARE Advocates promote a culture of respect and cultural humility. 
i. This may include but is not limited to: 

1. Relationships with clients (advocacy) 

2. Interactions with fellow advocates

3. Outreach and awareness events

4. CARE Presentations
5. Social Media

c. Advocate evaluations will be conducted twice a year in December and May. These evaluations will check requirements, discuss improvements, and highlight successes. Advocates will also be able to provide feedback on the program, peers, and Coordinator. 
d. If there is an alleged violation of interpersonal violence against a CARE Advocate, the Advocate will be put on temporary suspension of their duties until the issue is resolved. If the Advocate is found responsible they will no longer be a CARE Advocate. 

e. Conflict of Interest: All advocates must disclose if they are volunteering with other interpersonal violence organizations because of confidentiality. Advocates must not share clients between organizations and must make necessary referrals if a victim is a client of multiple organizations. 

f. Dual Relationships 

i. If a CARE Advocate realizes that they know the client/victim/survivor in some other role, they should use discretion and contact the CARE Coordinator if they wish to discuss how the situation could be handled. 
ii. It is prohibited for a CARE Advocate to engage in an intimate relationship (romantic or friendship) with a client/victim/survivor that is actively receiving advocacy services. 

g. The CARE Coordinator can dismiss a CARE Advocate for any conduct violations. 

h. CARE Advocates will be released from the program when they are no longer a UNLV student, faculty or staff. We encourage Advocates to continue their advocacy work with community agencies. 
i. Attend monthly mandatory CARE meetings and yearly CARE retreat

10) Complaints and Grievances 
a. Both the Coordinator and Advocate share the responsibility of addressing problems which may occur during the course of the Advocate’s volunteer time. If a CARE Advocate has a concern or grievance that they would like to file, follow the procedures below. 

i. If you have concerns with the any of the following individuals please contact the CARE Coordinator

1. fellow CARE Advocate

2. professor/staff regarding a CARE Presentation, outreach event, or student organization

3. staff member or UNLV department regarding a referral 

4. community agency or organization regarding a referral 

ii. If you have concerns with the any of the following individuals please contact the Director of the Jean Nidetch Women’s Center

1. CARE Coordinator

2. JNWC Office Staff 

iii. If you have concerns with the following individual please contact the AVP for Student Wellness, Jamie Davidson. He can be reached by contacted his Assistant, Erin Azua, at 702-895-0136 or erin.azua@unlv.edu. 
1. Women’s Center Director

b. Once a concern or grievance has been submitted, you will receive a response within 14 business days. 
11) These policies are guidelines only and are subject to change as the CARE Coordinator and JNWC Director deem appropriate and necessary. You may receive notice of new or modified policies or procedures at any time. 
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Acknowledgement of CARE Program Policy Manual 
The CARE Program Policy Manual contains important information pertaining to my commitment to the CARE Advocate program and the Jean Nidetch Women’s Center. I understand that I should consult the CARE Coordinator if I have any questions about the information contained in the Policy Manual. 

Since the information, policies, and procedures described in the Policy Manual are subject to change, I acknowledge that revisions to the Policy Manual may occur. All changes will be communicated through official notices. I understand that revised information may supersede, modify, or eliminated existing policies. 

A copy of this Policy Manual has been given to me to retain for future reference and/or I have been provided with access to the Policy Manual via the CARE Drop Box, where I can obtain an electronic copy of the Policy Manual. 
Furthermore, I acknowledge that this Policy Manual is neither a contract of employment nor a legal document. I understand this Manual is not intended to cover every situation that may arise during my volunteer time, but is simply a general guide to the practices, policies, and expectations of the CARE Program. 
I have received the CARE Policy Manual and I understand that it is my responsibility to read and comply with the policies contained in this Manual and any revisions made to it. 

Advocate’s Name (printed): _________________________________________________

Signature:__________________________________  Date: ________________________
