
WEST VIRGINIA UNIVERSITY EXTENSION SERVICE PROCEDURES 
FOR DEALING WITH VOLUNTEER ISSUES

Purposes: The purpose of the West Virginia University Extension Service procedures regarding volunteer issues are:

	 1.	To	provide	consistent	notification	to	WVUES	volunteers	of	consequences	relative	to	inappropriate	conduct;

	 2.	To	provide	assistance	and	guidance	to	WVUES	faculty	and	staff	members	when	dealing	with	misconduct	of	volunteers	at	WVU-sponsored		 	
	 	 and	WVUES-authorized	activities	and	events.

Misconduct Definitions:

 • Major misconduct	is	defined	as	any	flagrant	violation	of	Rule	1.7,	‘Children	on	Campus',	WVU	Rule	1.6,	WVUES	Above	Suspicion	Policy,	 
	 	 Best	Money	Management	Practices	and/or	other	policies	and	procedures	stipulated	by	West	Virginia	University,	WVUES	or	felonious	violation	 
	 	 of	state	or	federal	law.	The	violation	may	cause	physical	or	mental	harm	to	a	WVUES	program	participant,	their	parents	and	families,	 
  professionals and volunteers.

 • Minor misconduct	is	a	violation	that	does	not	cause	harm	physically	or	mentally	to	a	WVUES	program	participant,	their	parents	and	families,		 	
  professionals and volunteers.

Procedures:

These	procedures	apply	to	all	WVUES	units	and	volunteers	serving	with	WVUES	in	WVU-sponsored	programs.

 4-H	YOUTH	DEVELOPMENT: 
	 	 •	 4-H	volunteers,	including	camp	staff,	etc. 
  • Energy Express volunteers 
	 	 •	 Any	individual	serving	in	any	youth	development	capacity	under	the	direction	of	this	unit

	 FAMILY	AND	COMMUNITY	DEVELOPMENT: 
	 	 •	 Fire	Service	Extension	volunteers, 
	 	 •	 CEOS	volunteers 
	 	 •	 Any	individual	serving	as	a	volunteer	under	the	direction	of	this	unit

	 AGRICULTURE	AND	NATURAL	RESOURCES:		 
	 	 •	 Master	Gardener	volunteers, 
	 	 •	 Any	individual	serving	as	a	volunteer	under	the	direction	of	this	unit

	 JACKSON'S	MILL: 
	 	 •	 Any	volunteers	serving	in	any	area	of	WVU	Jackson’s	Mill,	including	the	kitchen,	on	grounds,	Historic	area,	etc.

MINOR MISCONDUCT:

After	an	issue	is	brought	forward,	the	following	procedures	are	in	effect:

	 •	Specific	Program	Unit	Director	and	WVUES	Dean	and	Director	are	notified	of	the	incident.

	 •	The	Youth	Protection	and	Compliance	Specialist	shall	investigate	the	issue(s)	and	meet	with	the	volunteer	and	county	faculty	member.	 
	 	 Depending	on	the	issue,	the	volunteer	may	be	suspended	until	the	investigation	is	completed.

	 •	An	improvement	plan	is	developed	and	implemented	with	a	specified	period	of	time	given	to	the	volunteer	to	complete	the	plan.

	 •	A	letter	is	written	to	the	volunteer	with	the	faculty	member,	Program	Unit	Director	and	WVUES	Dean	and	Director	copied.

	 •	The	next	steps,	if	any,	are	determined	by	the	volunteer’s	compliance	with	the	plan.

	 –	If	the	volunteer	complies	with	the	plan,	the	issue	is	deemed	closed.

	 –	If	the	volunteer	fails	to	comply,	the	volunteer	is	suspended	until	in	compliance.

	 –	The	volunteer	may	be	dismissed	after	six	months	if	compliance	is	not	received.

MAJOR MISCONDUCT:

After	an	issue	is	brought	forward,	the	following	procedures	are	in	effect:

	 •	The	specific	Program	Unit	Director,	WVUES	Dean	and	Director	and	WVU	Legal	are	notified	of	the	incident.	(If	the	issue	is	a	Rule	1.6	violation,		 	
	 	 WVU	Diversity,	Equity	and	Inclusion	are	notified	with	all	procedures	of	the	U.S.	Office	of	Civil	Rights	followed.)

	 •	Depending	on	the	severity	of	the	situation	either	a	suspension	or	dismissal	letter	is	written	by	the	Youth	Protection	and	Compliance	Specialist	 
	 	 to	the	volunteer	and	approved	by	the	Program	Unit	Director,	WVUES	Dean	and	Director	and	WVU	Legal	before	sending.

	 •	A	letter	is	sent	via	certified	mail	to	the	volunteer	specifying	the	violation(s).

	 •	If	necessitated,	the	Youth	Protection	and	Compliance	Specialist	will	investigate	the	incident(s)	in	a	timely	manner	and	report	the	results	 
	 	 of	the	investigation	to	the	Program	Unit	Director,	WVUES	Dean	and	Director	and	WVU	Legal.	
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	 •	Based	on	the	investigative	findings,	a	panel	to	include	the	Youth	Protection	and	Compliance	Specialist,	Program	Unit	Director,	WVUES	Dean	 
	 	 and	Director,	and	the	Extension	faculty	member	in	place	when/where	the	issue	occurred	or,	if	at	a	state	event,	the	faculty	member	camp	or	event		 	
	 	 director	will	determine	the	follow-up	measures.

	 •	These	measures	may	include:

	 	 –	 The	volunteer	may	be	reinstated	with	an	improvement	plan. 
	 	 –	 The	volunteer	will	be	contacted	for	a	meeting	to	gather	more	information	and	facts. 
	 	 –	 In	cases	where	merited,	the	Youth	Protection	and	Compliance	Specialist	and	Program	Unit	Director	will	meet	with	the	volunteer	to	disclose	 
	 	 	 next	steps	or	to	gather	more	information	and	facts. 
	 	 –	 If	an	arrest	or	legal	case	is	involved,	the	volunteer	will	be	suspended	until	the	case	is	deposed. 
	 	 –	 The	WVUES	Dean	and	Director	will	always	be	apprised	of	the	situation.	 
	 	 –	 If	dismissal	from	the	program	is	warranted,	a	letter	will	be	written	and	mailed	certified	to	the	volunteer. 
   0	Copies	of	the	dismissal	will	be	sent	to	the	faculty	member	in	charge	of	the	situation,	the	Program	Unit	Director	and	WVUES	Dean	and	Director. 
   0	 If	a	follow-up	meeting	is	requested	this	will	be	initiated	by	WVUES	Dean	and	Director’s	office.		In	attendance	at	the	meeting	will	be	the		 	
	 	 	 	 Volunteer,	Youth	Protection	and	Compliance	Specialist,	Program	Unit	Director	and	WVUES	Dean	and	Director. 
   0	The	WVUES	Dean	and	Director	in	consultation	with	the	Youth	Protection	and	Compliance	Specialist	and	Program	Unit	Director	will	make	 
	 	 	 	 the		final	determination	of	dismissal	based	on	the	outcome	of	the	meeting. 
	 	 –	 The	volunteer,	as	well	as	the	faculty	member	in	charge	of	the	event	and	WVU	Legal,	will	be	notified	of	the	final	decision.	 	  
	 	 –	 If	at	any	time	during	this	process	the	volunteer	states	that	an	attorney	has	been	secured,	all	communications	between	WVUES	and	the	individual		
	 	 	 ceases	and	the	communication	is	between	the	legal	representatives.	

If the issue is a Rule 1.6 (Title IX) violation, WVU Diversity, Equity and Inclusion are notified by utilizing the Title IX reporting system  
@https://wvuequityassurance.wufoo.com/forms/m1d8uf521kt83yo/. 

  – Procedures as outlined by the WVU Board of Governor’s Rule 1.6 and Rule 1.7 will be strictly followed.  A Title IX Investigator   
   will investigate the incident.

WVU is an EEO/Affirmative Action Employer. Underrepresented class members are encouraged to apply. This includes: minorities, females, individuals with disabilities and veterans. 

The WVU Board of Governors is the governing body of WVU. The Higher Education Policy Commission in West Virginia is responsible for developing, establishing and overseeing the implementation 
of public four-year colleges and universities.

Reasonable accommodations will be made to provide this content in alternate formats upon request. Contact the WVU Extension Service Office of Communications at 304-293-4222.
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