
Volunteer Policies/Code of Conduct 
 

The Japanese Friendship Garden of Phoenix (JFG) - RoHoEn strives to operate in an ethical manner, committed to values                   
such as honesty, integrity, and trust. Our volunteer policies and code of conduct ensure that JFG's values are shared and                    
upheld by all members of the organization. This document is designed to acquaint volunteers with information about the                  
policies and procedures involved with volunteering at JFG. It is not all-inclusive but rather, is intended to provide volunteers                   
with a summary of JFG’s guidelines. 
 
Please sign the Acknowledgement form provided at the end of the policies. If there is anything you do not understand or if                      
you require further clarification, please contact your volunteer supervisor. 
 
Equal Opportunity/Harassment Policy 
JFG prohibits unlawful discrimination against volunteers based on age, race, sex, color, religion, national origin, disability,                
genetic information, or any other applicable status protected by state or local law. Unlawful harassment includes verbal or                  
physical conduct that has the purpose or effect of substantially interfering with an individual’s performance or creating an                  
intimidating, hostile, or offensive environment.  Prohibited behavior may include but is not limited to the following: 

● Written form such as cartoons, e-mails, posters, drawings, or photographs. 
● Verbal conduct such as epithets, derogatory comments, slurs, or jokes. 
● Physical conduct such as assault, or blocking an individual’s movements. 

Sexual Harassment Policy 
JFG strongly opposes sexual harassment and inappropriate sexual conduct. Sexual harassment is defined as unwelcome               
sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature. Conduct which may                   
violate this policy includes, but is not limited to, sexually implicit or explicit communications whether in: 

● Written form, such as cartoons, posters, calendars, notes, letters, e-mail. 
● Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, gossiping, or questions about 

another’s sex life or repeated unwanted requests for dates. 
● Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, fondling, kissing, 

massaging, and brushing up against another’s body. 

ADA and Religious Accommodation Policy 
JFG will make reasonable accommodation for qualified individuals with known disabilities and volunteers whƒose work               
requirements interfere with a religious belief unless doing so would result in an undue hardship to JFG or a direct threat. 

 
Complaint Procedure  
If you believe there has been a violation of the EO policy or harassment based on the protected classes outlined in this                      
policy, including sexual harassment, please use the following complaint procedure. Report the incident to your supervisor                
who will investigate the matter and take corrective action.  Your complaint will be kept as confidential as practicable. 
 
Complaint Resolution Procedure  

If a situation persists that you believe is detrimental to you or to JFG, you should follow the process outlined in the Equal                       
Opportunity/Harassment policy above. If your complaint relates to day-to-day operations, such as work hours/environment,              
uniform issues, etc., please discuss these with your volunteer supervisor. 
 
Drug-Free Workplace Policy 

To ensure a safe and productive work environment JFG prohibits the use, sale, dispensation, manufacture, distribution, or                 
possession of alcohol, drugs, controlled substances, or drug paraphernalia on any JFG Garden or Office areas. Any                 
violation of this policy will result in disciplinary action up to and including volunteer position termination. 

 
Electronic Equipment Policy 



To ensure that the use of electronic and telephonic communications systems and business equipment is consistent with JFG                  
legitimate business interests, authorized representatives of JFG may monitor the use of such equipment from time to time. 
 
The following behaviors and activities are prohibited and considered improper use of the Internet, E-mail or voicemail                 
systems provided by JFG: viewing pornography, obscene or offensive materials, copying, pirating or downloading software               
and electronic files without permission, sending or posting discriminatory, harassing, or threatening messages that defame               
or slander other individuals, etc. These examples are provided as guidelines only and are not all-inclusive. 
 
Safety and Health Policy 

JFG is committed to providing a safe and healthy working environment. In this connection, JFG makes every effort to comply                    
with relevant federal and state occupational health and safety laws and to develop the best feasible operations, procedures,                  
technologies, and programs conducive to such an environment. 
 
If you witness an accident involving a volunteer, employee, or guest, notify your Supervisor immediately. Likewise, if you                  
sustain any accidental injury at work, you must report the accident to your Supervisor or a member of management                   
immediately.  The responsibility of all volunteers of JFG in this regard include: 

● Exercising maximum care and good judgment at all times to prevent accidents and injuries; 
● Wash thoroughly after handling any chemical substance; 
● Immediately reporting to Supervisors and seeking first-aid for all injuries; 
● Immediately reporting unsafe conditions, equipment, or practices to Supervisory personnel; 
● When required, using safety equipment provided by JFG; Observing conscientiously all safety rules and              

regulations at all times; 
● Notifying their Supervisors, before the beginning of each shift, of any medication they are taking, that may cause                  

drowsiness or other side effects that could lead to injury to themselves, other volunteers, guests, or employees. 

Workplace Violence Policy 

JFG also will not condone any acts or threats of violence against JFG volunteers, employees, clients, vendors, suppliers,                  
chartered clubs, or visitors on JFG premises at any time or while they are engaged in business with or on behalf of JFG, in                        
the Garden or the office. 
 
JFG is committed to taking prompt and appropriate action up to and including termination, against any volunteer who                  
engages in any threatening behavior or acts of violence or who uses any obscene, abusive, or threatening language or                   
gestures. Such action may include notifying the police or other law enforcement personnel and prosecuting violators of this                  
policy to the maximum extent of the law. 
 
Attendance,  punctuality, and absence without notice 
Volunteers are expected to be regular and punctual in attendance. If you know you will be late, please contact the volunteer                     
coordinator. If for any reason you must cancel your shift, please use the volunteer portal to cancel or, if for any reason you                       
are unable to use the portal, please call or email the volunteer coordinator to notify them of your cancellation. This allows                     
JFG to arrange for coverage of your duties and helps others continue to work in your absence. If a volunteer is not present                       
for their shift and JFG is not notified for a total of 3 shifts, the volunteer’s access to the scheduling software may be                       
suspended until further notice. 
 
Voluntary or involuntary removal 
Volunteers who do not adhere to the rules and procedures of JFG are subject to dismissal. Possible grounds for dismissal                    
may include but are not limited to: gross misconduct or insubordination, theft of property or misuse of organization materials,                   
abuse or mistreatment of guests, staff or other volunteers, failure to abide by organization policies and procedures, and                  
failure to satisfactorily perform assigned duties. 
 
1. JFG  may at any time, for whatever reason, decide to terminate the volunteer's relationship with the agency. 
2. The volunteer may at any time, for whatever reason, decide to sever their relationship with JFG. 
3. Notice of such a decision should be communicated as soon as possible. 


