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SECTION 1.0: POLICY STATEMENT

Africa Initiative Development Foundation (AIDF) recognizes volunteerism as a powerful force for
sustainable community transformation and inclusive development. Volunteers serve as
ambassadors of social change, contributing their time, skills, and commitment to advancing public
health, education, environmental sustainability, youth empowerment, and support to vulnerable
populations.

AIDF is committed to establishing a st
management system that promotes excelle
Management Policy provides a comprehengf¥s
supervision, development, and retention of ‘

further strengthens institutional accountability, enhances service delivery, and promotes the safety
and well-being of volunteers and communities served.

Volunteerism at AIDF is rooted in compassion, professionalism, teamwork, and service to

humanity. Volunteers are recognized as strategic partners in delivering integrated, community-
driven solutions for sustainable development.
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SECTION 2.0: PURPOSE OF THE POLICY

The purpose of this Volunteer Management Policy is to establish clear standards, procedures, and
guidelines governing the engagement of volunteers within AIDF.

This policy aims to:
2.1 Strengthen Institutional Governance

To provide a structured framework for managing volunteers in a transparent, professional, and
accountable manner.

2.2 Promote Quality Service Delivery

To ensure volunteers contribute effectively to the getagyementQf AIDF’s mission, vision, and
strategic goals.

P. O. Box 46343
OONGO/R/9189
TEL:+255623000158

To safeguard the rights, dignity, safety, and well-R¢&jt

2.3 Protect Volunteers and Beneficiaries

2.4 Enhance Volunteer Performance

To provide guidance on recruitment, training, supervision, and performance evaluation of
volunteers.

2.5 Promote Professionalism and Discipline
To establish ethical standards and codes of conduct expected of all volunteers.
2.6 Support Capacity Building

To enhance volunteers’ knowledge, skills, and leadership abilities through structured training and
mentorship.

2.7 Ensure Legal and Institutional Compliance

To align volunteer management practices with national regulations governing non-governmental
organizations and internationally recognized volunteer management standards.
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SECTION 3.0: SCOPE OF APPLICATION

This policy applies to all individuals engaged as volunteers under Africa Initiative Development
Foundation (AIDF), regardless of their location, role, or level of responsibility.

The policy covers:

o Community Volunteers

e Student Volunteers

e Event Volunteers

e Technical Volunteers

e Project Volunteers

Leadership Volunteers

Regional Volunteers

National-Level Volunteers

Temporary and Long-Term Volunteers

This policy also applies to all AIDF staff members, coordinators, and supervisors responsible for
overseeing volunteer activities.

All volunteers shall operate within the framework of this policy while participating in
organizational programs across all thematic areas.

SECTION 4.0: GUIDING PRINCIPLES OF VOLUNTEER MANAGEMENT

4.1 Volunteerism and Community Service
P. O. Box 46343
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Volunteerism shall be promoted as a spirit of selfless service, civic\tg
to community development.

4.2 Professionalism and Excellence

Volunteers shall uphold the highest standards of professionalism, integrity, and accountability in
all assignments.

4.3 Inclusiveness and Equal Opportunity

AIDF shall provide equal opportunities for volunteer participation regardless of gender, age,
disability, ethnicity, religion, or social background.

4.4 Safety and Well-being

The safety, dignity, and well-being of volunteers and beneficiaries shall remain a top priority.
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4.5 Accountability and Transparency

Volunteer operations shall be conducted with transparency, ethical conduct, and responsible use
of resources.

4.6 Capacity Building and Continuous Learning

AIDF shall provide opportunities for volunteers to acquire knowledge, skills, and leadership
competencies.

4.7 Community-Centered Approach
Volunteer programs shall be designed to respond to real community needs and priorities.
4.8 Alignment with Organizational Mission

All volunteer activities shall support the mission of delivering integrated, community-driven
solutions for sustainable development.

SECTION 5.0: DEFINITION OF A VOLUNTEER
For the purposes of this policy, a volunteer is defined as:
An individual who freely offers their time, skills, knowledge, and effort to support the

programs and initiatives of Africa Initiative Development Foundation (AIDF) without
expectation of a salary or formal employment benefits.

A volunteer shall not be considered an employee of A& in volunteer activities

does not create an employer-employee relationship. P. 0. Box 46343
OONGO/R/9189
Volunteers contribute to organizational goals through

participation.

Sghgagement, and project

5.1 Categories of Volunteers
Volunteers within AIDF may fall under the following categories:

i.  Community Volunteers
ii.  Student Volunteers
iii.  Event Volunteers
iv.  Project Volunteers
v.  Technical Volunteers
vi.  Leadership Volunteers
vii.  Regional Volunteers
viii.  National Volunteers
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Each category shall operate under defined responsibilities and reporting structures.
SECTION 6.0: VOLUNTEER ELIGIBILITY CRITERIA

To ensure responsible engagement and effective participation, individuals must meet the following
eligibility criteria:

6.1 Minimum Age Requirements

The minimum age requirements for volunteer participation shall be:
General Volunteers

Minimum Age: 16 Years

Individuals aged 16—17 years must provide:

=  Written parental or guardian consent
= Proof of age documentation

Leadership Volunteers
Minimum Age: 18 Years

Leadership positions shall only be assigned to individuals who demonstrate maturity,
responsibility, and leadership capacity.

6.2 General Eligibility Conditions

All volunteers must:

= Demonstrate commitment to communit
Uphold the values and mission of AIDF
Maintain discipline and professionalism
Be willing to participate in assigned programs

Adhere to organizational policies and procedures

6.3 Participation Across Programs

Volunteers shall be eligible to participate in all organizational programs, based on institutional
needs and assignment requirements.
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Volunteers may be deployed across program areas including:

= Public Health Programs

= Blood Donation Mobilization

* Youth Capacity Building

= School Outreach Programs

= Environmental and Climate Campaigns
* Community Awareness Programs

= Support to Vulnerable Groups

= National and Community Events

Deployment shall be determined based on:

Volunteer skills
Availability

Training level

= Organizational priorities

SECTION 7.0: VOLUNTEER RECRUITMENT AND SELECTION PROCESS
Africa Initiative Development Foundation (AIDF) shall implement a structured, transparent, and
merit-based recruitment system to ensure that competent, motivated, and responsible individuals

are selected to serve as volunteers.

Volunteer recruitment shall be conducted periodically based on organizational needs, program
demands, and community priorities.

7.1 Volunteer Recruitment Methods
Volunteer recruitment may be conducted through:

= Public announcements through social media platfory
= Community outreach campaigns

=  Partnerships with community organizations
= Public events and awareness campaigns
= Referrals from existing volunteers

Recruitment shall promote equal opportunity and inclusiveness.7.2 Volunteer Application
Process
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All interested individuals shall be required to:

Complete an official AIDF Volunteer Application Form

Submit basic identification details

Provide parental/guardian consent (for volunteers aged 1617 years)
Declare areas of interest and skills

Agree to comply with AIDF policies and code of conduct

Nk W=

Applications shall be reviewed by designated coordinators.
7.3 Screening and Selection
Volunteer selection shall be based on:

= Demonstrated interest in community service
= Availability and commitment

= Relevant skills and competencies

* Good conduct and discipline

= Alignment with AIDF values

For leadership positions, additional screening procedures shall apply.

7.4 Volunteer Induction

All newly recruited volunteers shall undergo a mandatory induction program covering:
= Organizational background and values
= Volunteer responsibilities
= Code of conduct

= Safety and safeguarding guidelines
* Program orientation

SECTION 8.0: VOLUNTEER CATEGORIES

To enhance operational effectiveness and role clarity, AIDF shall categorize volunteers based on
responsibilities, engagement type, and functional roles.

8.1 Community Volunteers
These volunteers operate at grassroots level supporting:

= Community awareness campaigns
* Public health initiatives
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= Blood donation mobilization
= Environmental campaigns
= Social outreach activities

Community Volunteers form the backbone of AIDF operations.
8.2 Student Volunteers
Student Volunteers are individuals enrolled in:
= Secondary schools
= Colleges
=  Universities
= Vocational institutions
They support:
= School-based programs
* Youth campaigns

=  Peer education initiatives
= Leadership and awareness programs

Student volunteering promotes early leadership and civic responsibility.
8.3 Event-Based Volunteers
These volunteers participate in short-term assignments such as:
= Blood donation drives
= Health campaigns
= Awareness events
* Community outreach programs
= National campaigns
Engagement duration depends on the event.
8.4 Technical Volunteers
Technical Volunteers provide specialized expertise including:
= Health education
* Training facilitation

= Research support
*  Program design
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= Monitoring and evaluation
= [T and communication support

These volunteers strengthen program quality.
8.5 Project Volunteers
Project Volunteers support specific projects within defined timelines and deliverables.
They may be assigned to:

= Health programs

= Education initiatives

= Environmental projects

* Youth capacity-building activitje

8.6 Leadership Volunteers

Eligibility: 18 years and above
Leadership Volunteers shall demonstrate:
= Leadership capacity
= Responsibility
* Good communication skills
= Commitment to service

SECTION 9.0: LEADERSHIP VOLUNTEER FRAMEWORK

AIDF recognizes leadership volunteers as key drivers of operational success and community
mobilization.

Leadership positions shall be assigned based on merit, performance, and demonstrated leadership
qualities.

9.1 Leadership Volunteer Structure
Leadership roles may include:
Team Leader Volunteer

Responsible for:
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= Supervising volunteer teams

= Coordinating assigned activities

= Ensuring attendance and participation

= Reporting progress to coordinators

= Maintaining discipline among volunteers

Regional Volunteer Leader

Responsible for:
= (Coordinating volunteers within assigned regions
= Supporting project implementation

* Monitoring volunteer performancg
* Liaising with AIDF managemeg ,\&o

National Leadership Volunteer
Responsible for:

= Supporting national campaigns
* Providing leadership mentorship

= (Coordinating major initiatives

= Assisting with strategic volunteer mobilization

9.2 Leadership Appointment Criteria
Leadership positions shall be based on:

* Proven commitment

= Demonstrated leadership ability
Performance record
Communication skills
Discipline and professionalism

Leadership roles are not permanent and shall be subject to periodic review.
SECTION 10.0: VOLUNTEER DEPLOYMENT STRUCTURE

AIDF shall deploy volunteers across all organizational programs based on needs, priorities, and
available resources.

Volunteer deployment shall ensure effective use of human resources and alignment with
institutional goals.
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10.1 Program Deployment
Volunteers may be assigned to:

= Public Health Programs

= Blood Donation Campaigns

= Youth Development Programs

= Educational Outreach Activities

= Environmental Campaigns

* Community Awareness Programs
= Social Support Initiatives

= Special National Events

Deployment shall be flexible and responsive to program demands.
10.2 Flexible Assignment Policy

AIDF reserves the right to assign volunteers to any relevant program where their services are
required, provided safety and competence requirements are me

10.3 Deployment Duration
Volunteer engagement may include:

= Full-time service

= Part-time service

= Event-based participation
Duration shall depend on program requirements.

SECTION 11.0: RIGHTS OF VOLUNTEERS

Africa Initiative Development Foundation recognizes the importance of protecting the dignity,
safety, and welfare of volunteers.

All volunteers shall be entitled to the following rights:

11.1 Right to Respect and Dignity

Volunteers shall be treated with fairness, respect, and dignity at all times.
11.2 Right to Safe Working Conditions

Volunteers shall operate in environments that promote safety and well-being.
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Protective measures shall be provided where necessary.

11.3 Right to Training and Orientation

Volunteers shall receive adequate training to perform assigned duties effectively.
Training shall include:

* Program orientation
= Safety training

= Skills development

11.4 Right to Recognition

Certificates

Awards

Public recognition
Leadership opportunities

11.5 Right to Information
Volunteers shall be informed about:

= Assigned roles

= Responsibilities

= Expected conduct
11.6 Right to Fair Treatment
Volunteers shall be free from discrimination, harassment, or exploitation.

SECTION 12.0: RESPONSIBILITIES OF VOLUNTEERS

Volunteers shall uphold professionalism and discipline while performing assigned duties.
12.1 Commitment to Service
Volunteers shall:

= Participate actively in assigned programs

= Fulfill responsibilities with dedication
* Maintain punctuality and attendance
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12.2 Compliance with Policies
Volunteers must adhere to:

= AIDF policies

= Code of conduct

= Safety procedures
12.3 Professional Conduct
Volunteers shall:

* Maintain discipline

=  Demonstrate teamwork
= Uphold ethical behavior

They shall not engage in activities that damage institutional credibility.
12.5 Confidentiality
Volunteers shall protect confidential information related to:

= Beneficiaries

= Programs

=  Organizational operations

Unauthorized disclosure is strictly prohibited

SECTION 13.0: CODE OF CONDUCT FOR VOLUNTEERS

Africa Initiative Development Foundation (AIDF) expects all volunteers to maintain the highest
standards of ethical behavior, discipline, and professionalism while performing their duties.

The Code of Conduct provides clear expectations to guide volunteer behavior and ensure the
safety, dignity, and trust of communities served.

Failure to comply with this Code of Conduct may result in disciplinary action.
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13.1 Professional Behavior

Volunteers shall:
= Demonstrate professionalism in all assignments
= Respect organizational leadership and authority
= Maintain discipline and punctuality
= Perform duties responsibly and diligently

* Maintain appropriate dress and personal conduct

Professional conduct shall be maintained both during and outside official assignments when
representing AIDF.

13.2 Respect for Communities

Volunteers shall:

= Treat all individuals with dignity and respect
= Respect cultural, social, and religious differenqes/ P. 0. Box 46343

1 dicorimi . OONGO/R/9189
= Avoid dlgcrlmlpatory language or actions e cr3000158
* Promote inclusiveness and equality

13.3 Prohibition of Misconduct
Volunteers are strictly prohibited from:

= Engaging in harassment or abusive behavior
Using offensive or discriminatory language
= Participating in violence or harmful practices
=  Misusing organizational authority

= Engaging in corruption or unethical practices

Any form of misconduct shall be subject to disciplinary action.
13.4 Confidentiality and Information Protection
Volunteers shall:

= Protect confidential information

= Avoid unauthorized sharing of sensitive data

= Maintain privacy of beneficiaries
= Respect organizational confidentiality protocols
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Confidentiality shall remain in effect even after volunteer service ends.
13.5 Responsible Representation of AIDF

Volunteers shall:

Represent AIDF positively

Avoid public actions that damage institutional reputation

Use official communication channels responsibly
Avoid making unauthorized statements on behalf of AIDF

SECTION 14.0: SAFEGUARDING AND PROTECTION POLICY

Africa Initiative Development Foundation (AIDF) is committed to safeguarding the rights, dignity,
and safety of all individuals, particularly vulnerable populations.

Safeguarding shall remain a priority in all volunteer engagements.
14.1 Protection of Children and Vulnerable Groups
Volunteers shall:

Respect the rights of children

Avoid harmful interactions

Ensure child safety during programs
Report suspected abuse immediately

This includes protection of:

Children

Youth

Women

Persons with disabilities
Elderly individuals
Vulnerable populations

14.2 Prevention of Harassment and Abuse
Volunteers shall not engage in:

Sexual harassment

Physical abuse

Emotional abuse
Exploitation of beneficiaries
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Zero tolerance shall apply to harassment and abuse.
14.3 Mandatory Reporting
Volunteers must report:

= Abuse incidents

= Safety threats

=  Suspicious behavior
Reports shall be submitted to:

= Team Leaders

= Coordinators
= AIDF Management

Immediate reporting protects lives and institutional credibility.
SECTION 15.0: VOLUNTEER TRAINING AND CAPACITY BUILDING

AIDF recognizes training as a critical component in ensuring effective volunteer service and
professional growth.

All volunteers shall participate in structured capacity-building activities.
15.1 Mandatory Volunteer Training
Training shall include:

= Organizational orientation

= Volunteer roles and responsibilities

= Communication skills

= Leadership development

= Community engagement techniques

= Safety and safeguarding awareness
No volunteer shall perform duties without receiving orientation training.
15.2 Continuous Capacity Building
AIDF shall provide:

= Refresher training sessions

= Leadership workshops
= Professional development sessions
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Training enhances performance and personal development.
15.3 Leadership Development Programs
Leadership Volunteers shall receive:

» Advanced leadership training

=  Mentorship opportunities
* Project management training

Leadership training strengthens institutional sustainability.

SECTION 16.0: VOLUNTEER SUPERVISION STRUCTURE
Effective supervision ensures accountability, coordination, and performance monitoring.
AIDF shall maintain a structured supervision framework.

16.1 Supervision Hierarchy

AIDF ORGANIZATIONAL STRUCTURE

[ FOUNDER |
I
| BOARD OF DIRECTORS |

|
| GOVERNANCE / ADVISORY COUNCIL |

CEO / EXECUTIVE DIRECTOR

coo CPO CAO CFO CRM
(Operations) (Programs) (Administration) (Finance) (Resource Mobilization)

EXECUTIVE OFFICE
(Direct to CEO)

Executive Assistant ‘ Regional Coordi ’ | Program Management Unit ] -I Admin Assistant l | Finance g | H v bil
nager
Communication & PR Officer l | District Coordinators I o':f;eﬁzzgn l —‘ - Accountant | Grants Officer
- & Logistics
Project Officers Fundraising Officer
Field Operations Officer : -
Charity Program - Security Donor Relations Officer
Monitoring & Evaluation Unit

MEMBERSHIP & VOLUNTEER NETWORK

Registered Members Volunteers Community Beneficiaries
(Paying Members) (Program-Based)
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Clear reporting lines shall be maintained at all times.
16.2 Role of Supervisors
Supervisors shall:

Provide guidance to volunteers
Monitor performance

Address challenges

Ensure policy compliance
Facilitate communication

Supervision promotes discipline and accountability.
SECTION 17.0: VOLUNTEER IDENTIFICATION POLICY

All volunteers shall be issued official identification to ensure recognition, accountability, and
security.

17.1 Volunteer Identification Card
All volunteers shall receive:
g= Official AIDF Volunteer ID Card

The ID shall include:

Volunteer Name
Volunteer Number
Photograph
Role/Category
Validity Period
Organizational Brandi

P. O. Box 46343
OONGO/R/9189

S\ TEL:+255623000158
17.2 Volunteer ID Fee

TZS 10,000 (Administrative Fee)
This fee supports administrative processing and printing costs.
17.3 Mandatory Use of ID

Volunteers must:
“Community Voice. Change Starts Here”
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Wear ID during official assignments

Present ID upon request
Protect ID from misuse

Lost IDs must be reported immediately.
SECTION 18.0: VOLUNTEER UNIFORM POLICY

Volunteer uniforms enhance identification, professionalism, and visibility during activities.

18.1 Uniform Requirements

Volunteers may be required to wear:

= Branded AIDF T-Shirts

Uniform use shall depend on:

= Type of project
= Nature of activity
= Event requirements

S

Uniform use shall not be mandatory for all assignm
S

l_~§'
=/ P.0.Box 46343
<( 0ONGO/R/9189
=
A

18.2 Uniform Cost Responsibility
TEL:+255623000158

Volunteers shall be responsible for:

+» Covering the cost of their own project or even

Uniforms shall be produced based on:

= Specific projects

=  Campaign needs
= Event activities

18.3 Proper Use of Uniform

Volunteers shall:

Wear uniforms appropriately
Maintain cleanliness and good condition

Avoid misuse of branded materials

Uniform misuse may result in disciplinary action.
“Community Voice. Change Starts Here”
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SECTION 19.0: VOLUNTEER BENEFITS AND VALUE PROPOSITION
Africa Initiative Development Foundation (AIDF) recognizes that volunteerism provides
significant value not only to communities but also to the volunteers themselves. While volunteer
service is primarily voluntary and non-salaried, AIDF is committed to providing meaningful

benefits that support personal, academic, and professional growth.

Volunteer benefits shall be structured to promote motivation, retention, and long-term
engagement.

19.1 Career Development Benefits
Volunteers shall benefit from opportunities that enhance their professional journey.
These benefits include:

= Acquisition of practical work experience

= Strengthening of professional resumes (CVs)

= Exposure to real-life project implementation

= Access to recommendation letters upon successful service
. Opportunltles to participate in national and institutional programs

Volunteer service at AIDF shall serve as a stepping stofe \;v%r(é pg%t;% s\#oNal development and
0X

career growth. OONGO/R/9189

TEL:+255623000158

19.2 Skills Development Benefits
Volunteers shall gain valuable transferable skills including:

= Leadership skills
Communication skills

= Public speaking skills

= Teamwork and collaboration

* Problem-solving abilities

= Project coordination skills

= Community mobilization skills
= Event management skills

= Conflict resolution skills

These skills enhance employability and leadership readiness.

19.3 Networking Opportunities
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Volunteers shall have opportunities to build professional networks through engagement with:

* Community leaders

=  Government stakeholders
Development partners
Educational institutions
Healthcare professionals
Civil society organizations

Networking enhances career exposure and collaboration opportunities.
19.4 Leadership Development Opportunities
Outstanding volunteers may be selected for leadership roles such as:

= Team Leaders

= Regional Coordinators

= Project Leaders

= Mentorship roles
Leadership opportunities shall be based on merit, discipline, and commitment.
19.5 Training and Capacity Building
Volunteers shall benefit from:

= Structured training sessions

*  Workshops and seminars

= Leadership development programs

= Professional mentoring opportunities
= Continuous learning experiences

Training strengthens both institutional and individual capacity.
19.6 Recognition and Certification
Volunteers who complete assigned service shall receive:

= Certificates of Participation

Certificates of Leadership (where applicable)
Letters of Appreciation

= Recommendation Letters (based on performance

Certificates shall be issued upon completion of volunteer service.
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19.7 Personal Development Benefits
Volunteer participation shall contribute to:

= Increased self-confidence

Improved social responsibility

Enhanced discipline

Development of civic responsibility
Strengthened patriotism and community spirit

Volunteerism supports responsible citizenship.
SECTION 20.0: VOLUNTEER PERFORMANCE MANAGEMENT AND EVALUATION
Performance monitoring ensures accountability and service quality.
All volunteers shall be subject to structured performance evaluation processes.
20.1 Performance Monitoring
Volunteer performance shall be monitored through:
= Attendance records
= Participation levels
= Task completion
P. 0. Box 46343

= Behavioral conduct OONGO/R/9189
= Commitment to assigned duties TEL:+255623000158

20.2 Periodic Evaluation

Volunteers shall undergo performance reviews:
Every Six (6) Months

Evaluation criteria shall include:

= Participation consistency

= Discipline and conduct

= Teamwork

= Leadership potential

= Contribution to program success

Performance records shall be maintained.
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20.3 Performance Feedback
Volunteers shall receive:

=  (Constructive feedback
= Guidance for improvement
=  Performance recommendations

Feedback supports growth and improvement.
SECTION 21.0: DISCIPLINARY PROCEDURES
AIDF shall maintain discipline and professionalism through structured disciplinary measures.
Disciplinary procedures ensure accountability and organizational integrity.
21.1 Grounds for Disciplinary Action
Disciplinary action may result from:

= Violation of organizational policies
=  Misconduct or unethical behavior
= Absenteeism without notice

= Disrespect toward supervisors

= Misuse of organizational property
= Harassment or discrimination

* Unauthorized use of AT iGoRIS

% i

P. O. Box 46343
OONGO/R/9189
TEL:+255623000158

Level 1: Verbal Warning
Issued for minor misconduct.
Level 2: Written Warning
Issued for repeated or moderate misconduct.
Level 3: Suspension

Temporary removal from volunteer activities.
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Level 4: Termination
Permanent removal from volunteer service.
Termination shall apply in cases of serious misconduct.
21.3 Right to Fair Hearing
Volunteers shall be given:

= Opportunity to explain their actions

= Fair review of allegations

= Transparent decision-making process
Fairness shall be maintained.

SECTION 22.0: VOLUNTEER EXIT PROCEDURES

Volunteer exit procedures ensure proper closure of service.
Exit processes shall be conducted professionally.
22.1 Types of Volunteer Exit
Volunteer exit may occur through:

= Completion of service period

* Voluntary resignation

= Termination due to misconduct
= Completion of project assignment

22.2 Exit Notification

Volunteers intending to leave shall:

%% Provide at least 14 Days Notice

Written notification shall be submitted to supervisors.
22.3 Clearance Procedures

Before exit, volunteers shall:

= Return organizational materials
= Return identification cards (if required)
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= Complete clearance process

Clearance ensures accountability.
22.4 Issuance of Certificates
Upon successful completion of service:

= Certificates shall be issued

= Recommendation letters may be provided

=  Leadership recognition may be granted
Certificates reflect service achievement.

SECTION 23.0: VOLUNTEER RENEWAL AND CONTINUITY

AIDF recognizes the value of experienced volunteers and encourages continued participation.
Volunteer service may be renewed based on performance and organizational needs.

23.1 Standard Volunteer Service Period

Standard Volunteer Term: ) (5 T ]

OONGO/R/9189

7% 12 Months (1 Year)

This shall be the official service duration.

23.2 Renewal Eligibility
Volunteers may qualify for renewal based on:

= Positive performance record

* Good conduct

= Continued interest in service

* Organizational requirements
Renewal shall be approved by designated supervisors.
23.3 Leadership Advancement

Outstanding volunteers may:

T Be promoted to leadership roles
T Receive additional responsibilities
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1 Participate in advanced programs
Leadership advancement strengthens organizational growth.
SECTION 24.0: VOLUNTEER RECOGNITION AND REWARD SYSTEM

Recognition strengthens motivation and loyalty among volunteers.
AIDF shall implement structured recognition programs.
24.1 Recognition Methods
Recognition may include:

= Certificates of Achievement

= Letters of Appreciation

* Public Recognition

» Leadership Opportunities

» Special Awards
Recognition may be conducted during:

= Annual events

= Volunteer appreciation days

= Special campaigns

24.2 Outstanding Volunteer Awards

Special awards may be issued to:

= Most Active Volunteer

= Best Team Leader

= Qutstanding Regional Volunteer
=  Community Impact Champion

Awards promote excellence.
24.3 Non-Financial Rewards
Rewards may include:

= Training opportunities

= Leadership opportunities
= Professional exposure
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= Mentorship access
These incentives support volunteer motivation.

SECTION 25.0: CONFIDENTIALITY AND DATA PROTECTION

Africa Initiative Development Foundation (AIDF) recognizes the importance of confidentiality,
privacy, and responsible data management in protecting individuals, communities, and
institutional integrity.

All volunteers shall maintain confidentiality and comply with data protection requirements while
handling organizational or beneficiary information.

25.1 Confidentiality Obligations
Volunteers shall:

= Protect confidential information obtained during s enf/ics

. . . .. P. O. Box 46343
= Maintain privacy of beneficiaries and staff OONGO/R/9189
* Avoid unauthorized sharing of sensitive data TEL:+255623000158
= Respect confidentiality agreements
= Maintain confidentiality even after completion of volun{&e servi

Confidential information may include:

=  Personal details of beneficiaries

= Medical or health-related information
= Organizational records

= Project data and reports

= Internal communications

Unauthorized disclosure of confidential information shall be treated as misconduct.
25.2 Data Protection Responsibilities
Volunteers handling data shall:

= Use information only for official purposes

= Protect personal data from misuse

= Avoid unauthorized duplication or distribution

= Store data securely

= Report data breaches immediately

Data protection practices shall comply with applicable national regulations and institutional
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25.3 Digital Communication Responsibility
Volunteers shall:
o Use official communication channels responsibly
e Avoid sharing sensitive information through unauthorized platforms
o Protect passwords and login credentials
e Maintain professionalism in digital communication
Digital responsibility protects both individuals and institutions.

SECTION 26.0: ETHICAL COMPLIANCE AND INSTITUTIONAL STANDARDS

Africa Initiative Development Foundation (AIDF) is committed to maintaining high ethical
standards in all volunteer activities.

26.1 Ethical Conduct
Volunteers shall:

= Act honestly and responsibly
= Avoid conflicts of interest

* Maintain integrity in all actions

= Respect organizational authority

= Uphold institutional values
Ethical behavior strengthens trust and credibility.
26.2 Anti-Corruption and Integrity

Volunteers shall not:

= Accept bribes or unauthorized payments
= Misuse organizational resources

= Engage in fraudulent activities
= Exploit beneficiaries

Any form of corruption shall result in disciplinary action.

26.3 Alignment with National and Global Standards
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Volunteer operations shall align with:

National NGO regulations
= Organizational governance policies
International volunteer management practices

Sustainable development and community empowerment principles
This alignment ensures institutional credibility and global compatibility.

SECTION 27.0: POLICY REVIEW AND AMENDMENT

27.1 Policy Review Timeline

This policy shall be reviewed:
Every Two (2) Years
OR when necessary, due to:

* Organizational changes

= Legal updates

* Program expansion

= Institutional restructuring

Regular review ensures relevance and effectiveness.
27.2 Policy Amendment Process
Policy amendments may be proposed by:

=  Board of Directors
= Chief Executive Officer

=  Management Team

= Authorized Committees
= All amendments shall:

= Be documented

= Be reviewed formally

= Receive official approval
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Amendments shall be communicated to all volunteers.
27.3 Policy Dissemination
After approval:
= Policy shall be shared with all volunteers
= Copies shall be made available to staff
= Volunteers shall acknowledge receipt of policy
Policy awareness promotes compliance.

SECTION 28.0: APPROVAL AND AUTHORIZATION

This Volunteer Management Policy shall become effective upon approval by the governing
authority of Africa Initiative Development Foundation (AIDF).

The policy shall serve as the official guiding framework governing volunteer engagement across
all organizational programs.

28.1 Policy Approval
Approved by:

Africa Initiative Development Foundation (AIDF)
Board of Directors

28.2 Authorization

Authorized by:

Mr. Joel Temba
Chief Executive Officer & Managing Director
Africa Initiative Development Foundation (AIDF)
28.3 Effective Date

Effective Date: 01 April 2026
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