
Code of Ethics for Pascack Valley Meals on Wheels
Introduction
Pascack Valley Meals on Wheels (PVMOW) provides an important service to the public.  Its board, staff, and volunteers embrace fairness, inclusiveness, diversity, innovation, and integrity and work to advance PVMOW(s mission.

As a nonprofit organization dedicated to the public good, PVMOW is accountable to the public, transparent in its operations, responsible in its stewardship of resources, and committed to excellence.

This Code of Ethics applies to PVMOW(s board of directors, staff, and volunteers.  The board of directors is elected by the PVMOW membership. Staff members include those who are employed by the organization on a full‑time, part‑time, permanent or temporary basis. 

Volunteers include the elected members of Executive Board, the Board of Trustees, and our volunteer Drivers, and any individual appointed to serve on a PVMOW committee, task force, or working group on behalf of the organization.

PVMOW is actively committed to informing board, staff, and volunteers about the code of ethics and its application; evaluating the code regularly, and creating policies and procedures that reflect its values.

Mission
The organization's mission, approved by its board of directors, is to provide meals to people who are unable to shop or cook for themselves due to age or disability and to provide a daily well check.

Legal Compliance
PVMOW(s board, staff and volunteers comply with all applicable laws, regulations, and international conventions.

Personal and Professional Conduct
In their dealings as representatives of the organization. PVMOW(s staff, board, and volunteers act professionally with honesty, integrity, and openness.  They treat each other and PVMOW constituents fairly and with respect.  Staff, board members, and volunteers are responsible for being aware of and complying with PVMOW policies that address their conduct.

Conflict of Interest
PVMOW staff, board members, and volunteers act in the best interest of the organization rather than in furtherance of personal interests or the interests of third parties, such as friends and family.  Decisions about the association and the use or disposition of its assets are made solely in terms of the benefits to PVMOW and are neither influenced nor appear to be influenced, by any private profit, personal gain, or outside benefit for staff, board members, and volunteers; their friends and family members; or the organizations with which they are affiliated.

Board of Directors
PVMOW has an active board of directors that sets the organization(s mission, strategic direction, and policies; and has oversight of its finances and operations.  The board ensures that its members and the staff act for the benefit of PVMOW and its public purpose with integrity and honesty; that PVMOW(s resources are responsibly and prudently managed; and that PVMOW has the capacity to carry out its programs effectively. The board also supervises, evaluates, and determines appropriate compensation for the Director and ensures that PVMOW is fair and inclusive in its employment policies.

Staff
All staff members are responsible for understanding the duties of their positions and executing those duties to the best of their abilities.  The organization promotes a working environment that values respect, fairness, and integrity.  Its human resource policies are fair, establish clear expectations, and provide for meaningful and effective performance evaluation.  Open communication among staff is highly valued.

To help all staff meet their potential and to sustain the organization and encourage its growth, the senior staff model professional conduct and provide leadership, clarity, and respect for individuals and for diverse points of view. 

Volunteers
The organization's many volunteers are in direct contact with clients in the field on a daily basis and often are the face of PVMOW to their peers and the public.  When acting on behalf of PVMOW, volunteers understand their duties and execute them to the best of their abilities.  They convey the mission and goals of PVMOW, and as its representatives, refrain from promoting their own institutions or businesses.

Integrity
PVMOW responds to the needs of senior citizens and the disabled and is committed to improving its organizational effectiveness, programs, products, and services.  It strives to provide the field, the media, policy makers, and the public with content that is accurate, clear, and informed.

Inclusiveness and Diversity
To enhance its effectiveness, PVMOW promotes inclusiveness, and its staff, board, and volunteers strive to ensure that the diversity of clients and volunteers is reflected in its programs and committees.  PVMOW promotes diversity in its hiring, retention, promotion, and board recruitment efforts and in the programs it develops for its constituencies. 

PVMOW manages its funds responsibly and prudently by:

· drawing from its funds consistent with donor intent

· ensuring that all spending practices and policies are fair, reasonable, and appropriate to fulfill its mission

· generating financial reports and annual independent audits that are accurate, complete, and accessible in all material respects.

Fund‑Raising and Business Practices

PVMOW is truthful in its fund‑raising solicitation materials.  It handles information about donations with confidentiality to the extent provided by the law, expends funds consistent with donor intent, provides appropriate acknowledgment and recognition.  PVMOW discloses whether those seeking donations are PVMOW board members, volunteers, employees, or hired solicitors.

In all cases, and for the protection of the good name of the association and its members, PVMOW may only enter into agreements with reputable organizations whose image, product, and services do not conflict with its mission or values. 

Disclosure
PVMOW provides comprehensive information about the organization and responds in a timely manner to reasonable requests for information.  Basic data about PVMOW operations(such as the Form 990, annual reports, audited financial statements, program reports, and policies(are available to the public. 

Confidentiality
PVMOW staff, board, and volunteers may have access to confidential and privileged information about our clients. Loyalty to the organization and to the field requires that individuals with access to such information comply with privacy and confidentiality policies and treat all information responsibly and appropriately.

Use of this Code of Ethics
The Code of Ethics of Pascack Valley Meals on Wheels is a living document, designed to be disseminated, used, and updated.  The PVMOW Board of Trustees will establish a schedule for regular review of the code and its dissemination.  PVMOW staff will:

· incorporate the code into its staff handbook and board and committee orientation materials

· review the code during new employee orientations, 

· disseminate the code to all PVMOW volunteers via the appropriate vehicles

Approved by the PVMOW Board of Trustees, June 13, 2006
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                       Going Away?                                   [image: image2.wmf]
Schedules are prepared bi-monthly by your route Coordinator.

                 By December 15th for January and February

                 By February 15th for March and April

                 By April 15th for May and June

                By June 15th for July and August

                By August 15th for September and October

                By October 15th for November and December

If you know in advance of a conflict in your “usual” delivery day (vacation, appointments, classes, etc.) please let your coordinator know prior to these dates.

         [image: image3.wmf]   Can’t deliver on the date you are scheduled?       [image: image4.wmf]
Try to switch with another driver on your route and then notify your route coordinator of the switch.  If you are unable to make a switch, or an emergency arises, please call your route coordinator and he/she will handle it.   Call Jeanne ONLY if you are unable to contact your route coordinator directly.

[image: image5.wmf]        Snow…

[image: image1.wmf]In the event of snow, please call the office 201-358-0050 – There will be a message on the machine if we will be delivering or not.


Pascack Valley Meals on Wheels, Inc.

100 Madison Avenue, Suite 3 • Westwood, NJ 07675

(201) 358-0050 • Fax: (201) 358-0010 • pvmealsonwheels.org
_________________________________________________ has applied to us for a position as a volunteer and your name was given as a reference. I assure you that any information you supply about this applicant will be held in strict confidence. If there is ever an opportunity for me to reciprocate, I will be pleased to do so. Thank you.







Sincerely,







Jeanne E. Martin







Director

____________________________________________________________________________

1. How long have you known the applicant? ___________________________

2. In what capacity have you known the applicant?  ______________________________ 

_______________________________________________________________________

3. Please indicate applicant’s aptitude and skills: __________________________________ 

_____________________________________________________________

4. How would you rate her overall competence? (Check one.)
Outstanding ______  Good ______  Average ______  Fair ______  Poor ______

5. Please state briefly what you believe to be her greatest strengths and weaknesses (if any):

a. Strengths __________________________________________________________

b. Weaknesses ________________________________________________________ 

Signature______________________________________Date:____________________

MEALS ON WHEELS

NEEDS Volunteers!

Northern Bergen County

Mahwah/Ramsey
VOLUNTEER 2 hours a MONTH

 DELIVERING MEALS TO SHUT-INS   

Hours - Monday - Friday 

Starting  between 10-11 A.M.
CALL (201)  358-0050 
   Pascack Valley 

    Meals on Wheels

    201-358-0050

   Pascack Valley 

    Meals on Wheels

    201-358-0050

   Pascack Valley 

    Meals on Wheels

    201-358-0050

   Pascack Valley 

    Meals on Wheels

    201-358-0050

Volunteers Prayer
O, God,

Today I will be with those who are suffering, frightened and alone.  Some will have no one to talk to today, Lord, but me.

May my arms be strong to give someone a hug, my hands comforting and warm to hold another(s hand, and through my eyes and smile, may someone know I care.  

But most of all, Lord, give my heart the compassion that will calm another(s fears, dry a tear, and give strength to face what lies ahead.

I am only one person, Lord, but you know and I know one person can and will make a difference in another(s life.  

And if I can do that for somebody today, when my head lies upon my pillow tonight, and my eyes close, I will be at peace.

Lois Clark Suddath

From: ( Chicken Soup For The Volunteers Soul(



“We are never really happy until we try to brighten the lives of others.” 


                                                                                     Helen Keller (1880-1968)








