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Fortress Volunteers, 
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Thank you for taking the time to volunteer with us! Fortress could not fulfill its mission of 

igniting the lives of urban youth in our neighborhood without your commitment to our 

programs. While we strive to keep our staff-to-student ratios as low as possible, it is 

only through our volunteers that we can truly be relational and meet the needs of every 

student and family that comes through our door. Whether you are a first time volunteer 

or have been with us for several years, you are a light that shines brightly for all to see 

through your service in our organization. 

 

This manual is filled with important policies and procedures about our volunteer 

program and is required reading for every volunteer. Some of the information will apply 

to all volunteer positions while other information may only be pertinent to ongoing, 

weekly volunteers. Any variance in procedures for one-time event or project volunteers 

will be noted on that group’s position description. At the end of this manual, you will sign 

that you understand the content and agree to adhere to the policies found therein. If you 

have any questions about anything related to our volunteer program, please don’t 

hesitate to reach out to me. I am always happy to talk with you. I will include my office 

phone, cell phone and email address and can be reached in any of these ways. Once 

again, thank you for committing to volunteer with us at Fortress! 

 

Sincerely, 

 

Ethan Weber 

Volunteer Coordinator 

Office: (817) 335-1007 Ext. 104 

Cell: (402) 450-7507 

Email: ethan@fortressydc.org 
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Organization Mission Statement 

Fortress Youth Development Center exists to ignite a brighter future for urban youth by 

engaging them today and equipping them for tomorrow. 
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Our Strategy 

Our name was inspired by Psalm 18:2, which says “The Lord is my rock, my fortress, and my 

deliverer.” Fortress exists to provide a safe, fun, nurturing place for children in our 

neighborhood, but it’s much more than that. Our programs are very intentionally designed to 

bring hope to the lives of at-risk youth by providing resources that will help them break the cycle 

of generational poverty. Our goal is to IGNITE spiritually, ENGAGE relationally, and EQUIP 

academically. 

 

Our History 

Fortress Youth Development Center’s earliest programs began in 1996 as Fortress Ministries - 

a church providing Historic Southside’s families with basic needs such as meals, clothing and 

spiritual support. Building on the after school program the church established, Fortress Youth 

Development Center incorporated as an independent 501(c)(3) nonprofit organization in 2005. 

Though the structure has changed through the years, the foundation of what we do has 

remained the same: a faith-based approach to providing hope and resources for children and 

their families. 

 

Our Programs     

Fortress Early Learning Center is a full-time, licensed preschool which provides creative play, 

early literacy training, and school readiness for children ages 18 months - 4 years. 

       

Fortress After School provides programming for students who attend Van Zandt-Guinn 

Elementary School. It features math and reading labs, Bible and enrichment classes, homework 

help, outside play time and dinner. 

       

Ignite matches every 1-5th grade After School student with an adult mentor whose goal is to 

develop a meaningful relationship which fosters trust, hope and success. Mentors and their 

mentees spend an hour together each week playing games, doing projects, setting goals and 

having fun. 

       

Summer at Fortress is a daily Bible-focused program which keeps children engaged in a fun, 

safe environment while encouraging academic and spiritual growth. It employs the gifts & 

resources of visiting youth groups from across the country. 

       

Equip provides parent engagement opportunities and classes designed to encourage, empower 

and engage the parents of children enrolled in our programs. Participation is required for re-

enrollment in Fortress programs.    

 

 

Volunteer Philosophy Statement 

Volunteers are essential to Fortress achieving its mission by: 

● becoming educated about the cycle of generational poverty for urban families 

● completing projects for our programs 

● providing academic, spiritual and relational resources for our clients. 
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Volunteer Position Descriptions   

Every volunteer will be provided a job description that will outline the purpose of their position, 

who the volunteer reports to, the desired outcome of the position, what the volunteer is 

responsible for in their position, what qualifications or skills are necessary for the position, what 

training and orientation the volunteer will need to complete before beginning their position and 

information about the time commitment for their position. The volunteer program coordinator will 

go over this description and answer any questions with the volunteer before they start their 

position. 

 

Volunteer Code of Ethics      

I will not discriminate against or refuse services to anyone on the basis of race, color, age, sex, 

religion, nationality or disability. 

 

I will evidence a genuine interest in all persons served, and do hereby dedicate myself to their 

best interest and help them help themselves. 

 

I will respect the privacy of persons served and hold in confidence all information obtained in the 

course of my volunteer position. 

 

I will respect the rights and views of my fellow volunteers and treat them with fairness, courtesy 

and good faith. 

 

I will not engage in, or condone, any form of harassment or discrimination. 

 

I will respect the confidences of my fellow volunteers. 

 

I will extend respect and cooperation to colleagues of all professions. 

 

I will accurately represent my education, training, experience and competence as they relate to 

my position. 

 

I will abide by Fortress Youth Development Center policies. 

 

I pledge total commitment to provide the highest quality of service to those whom I serve. 

 

I will continually assess my personal strengths, limitations, biases, and effectiveness and strive 

to become and remain proficient in all my duties. 

 

I will act with integrity in all aspects of my volunteer position with Fortress Youth Development 

Center. 

 

I will seek assistance for any problem that impairs my performance. 
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I will respect the rights of persons served to have information and participate in the services and 

care they will receive. 

 

I will respect the rights of persons served to refuse to participate in any clinical studies or other 

research. 

 

I will abide by the Fortress Youth Development Center Code of Ethics and all professional code 

of ethics under which I may be currently licensed, certified or bound. 

 

I understand that violation of this code may be grounds for dismissal. 

 

Volunteer Code of Conduct 

1. Smoking or using tobacco products in the presence of children or youth is prohibited. 

2. Using or being under the influence of alcohol or illegal drugs will not be tolerated. 

3. Fortress Youth Development Center volunteers shall not abuse children, youth or adults 

including the following behavior: 

● Any direct observations or evidence of sexual misconduct in the presence of or in 

association with a child, youth or adult; 

● Any display or demonstration of sexual activity, abuse, insinuation of abuse or 

evidence of abusive conduct towards a child or youth; 

● Sexual advances or sexual activity of any kind between any person and a child or 

youth; 

● Infliction of physically abusive behavior or bodily injury to a child, youth or adult;  

● The presence, possession or being under the influence of any illegal drugs 

● The consumption of or being under the influence of alcohol while leading or 

participating in a function of Fortress Youth Development Center. 

4.  Fortress Youth Development Center volunteers must treat children, youth and adults of 

all races, religions and  cultures with respect and consideration. 

5.  Fortress Youth Development Center volunteers shall not use or tolerate profanity in the 

presence of children or youth. 

6.  Personal use of Fortress Youth Development Center facilities and/or equipment without 

permission is prohibited.     

 

Dress Code 

For the purpose of our program, we believe that all volunteers are serving and honoring God. 

We require that your dress be a reflection of this. The dress code will be strictly enforced. 

Please read the dress code carefully when deciding what to wear to your volunteer shift. 

● Skirts and shorts must meet the mid-thigh (halfway between the top of the leg and the 

top of the knee). 

● Spandex or similar skin-tight clothing may not be worn as outerwear. 

● No sagging. 

● No midriff is to be shown, either by length of shirt or when bending over. 

● Shirts must not show cleavage or be thin enough to see through. 

● Men must wear shirts at all times. 
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● Clothing with wording or illustrations which are obscene or profane as defined by the 

majority of our society are not permitted. Clothing advocating the use of drugs or alcohol 

will also not be permitted. 

 

Volunteer Attendance 

Because volunteers are essential to our organization’s mission it is important that volunteers are 

consistent in their attendance when scheduled. 

● If you have a planned absence (due to a vacation/important event etc.) please inform the 

volunteer coordinator one week prior to the planned absence by email. We will attempt 

to reschedule you if possible. 

● If you have an unplanned absence (due to sickness, sudden emergency, etc.) please 

inform the volunteer coordinator as soon as possible by phone call or text message. 

● Please refrain from missing more than 3 scheduled sessions per semester. More than 

three missed sessions may result in a reassignment or dismissal from Fortress’s 

volunteer program. An absence without informing the volunteer coordinator may also 

result in immediate dismissal. 

 

Volunteer Benefits 

As a valued member of Fortress Youth Development Center’s volunteer program, you receive 

special services and benefits: 

 

● Knowing that your gift of time, talent and energy makes a difference in the lives of 

children and families 

● Broadened community relationships 

● Invitations to special volunteer only events 

● Educational training and workshops offered throughout the year 

● An official record of hours served for scholarship, National Honor Society, etc. 

 

Communicating with Fortress 

Calls, text messages and emails are all effective ways to communicate with the volunteer 

coordinator regarding questions, concerns or scheduling changes. They will strive to respond to 

you as soon as possible. You are also always welcome to talk to them before or after your 

scheduled volunteer shift or set up an appointment to meet at another time. 

 

 

 

Training Requirements 

As a volunteer at Fortress you are required to complete an initial orientation and poverty training 

before you begin your position in addition to the sexual abuse awareness training that is a part 

of the volunteer screening process. Knowledge of these topics will be assessed for ongoing 

volunteers through a quiz that will be sent to your email. Additional training may be required for 

certain volunteer positions and will be noted on the volunteer’s position description. 

 

Behavior Management 
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Fortress volunteers are not responsible for dealing with student discipline issues. Discipline is 

the responsibility of Fortress staff who have been trained in specific discipline techniques 

through Conscious Discipline. If a major discipline problem arises in your interaction with a 

student, please bring it to the attention of the staff supervising your area. Fortress students are 

expected to: 

● Use kind and respectful language; 

● Stay in their assigned area under the supervision of a Fortress caregiver 

● Refrain from fighting, bullying or name-calling; 

● Treat all Fortress property with care and respect 

 

If a student is having a minor problem in one of these areas, you can reinforce the expected 

behavior while you are with him/her. 

 

 

Check-In/Out Procedures for On-Going Volunteers 

1. Check-in will be done at the desk of the volunteer coordinator by signing in with your 

number on the sign-in/out computer. Numbers will be assigned on arrival at your first 

volunteer shift. 

2. Go to your designated room and check in with the supervising caregiver for that area 

a. For mentors, your student will be called from their classroom down to the main 

mentor room 

3. When your shift is over, make sure to clean up whatever supplies were used. Wipe down 

or sweep your area if necessary. 

4. Check out with the supervising caregiver before leaving your assigned area. 

a. For mentors, walk your student back to their classroom. 

5. Check out with your assigned number at the volunteer coordinator’s desk before you 

leave. 

 

 

 

 

 

 

 

Mentor Procedures 

Once your mentee arrives in the mentor area from their class, you will be expected to: 

 

1. Ask your mentee if they have homework. If homework is incomplete, help them complete 

it. If it is complete, ask if you can check it for them. 

2. Complete an activity of you and your mentee’s choosing. 

a. You may choose to provide a structure for your mentoring time. For example, 

some mentors will designate the first 15 minutes to academic work, goal-setting, 

or a team-building activity. 
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3. Spend AT LEAST 15 minutes one session a month doing a devotional or a goal-setting 

activity with your mentee. Devotional and goal-setting worksheets and books will be 

available for check out at the volunteer coordinator’s desk. 

4. When it is time to leave, clean up and return the supplies and games that were used. 

Make sure the area used by you and your mentee is as clean as when you arrived. It is 

your responsibility to wipe down tables and sweep any mess left under or around your 

area. 

5. Any gifts, snacks, crafts etc. that remain at the time of your departure need to be 

checked in with the volunteer coordinator before your mentee is returned to class. These 

items will be given to your mentee when they leave at the end of the day. 

 

Mentor Areas 

1. Mentor Room - located downstairs in the common area. This area contains all the 

activities permitted for mentor use. Xbox games will be checked out from the volunteer 

coordinator. 

○ Note: The area with the TV will close at 6:00 pm every day. Mentors arriving at 

5:30 pm should use that space first before moving to other activities. 

2. Kitchen - located in the back room through the double doors. This area is equipped with 

a convection oven and microwave, and includes a sink suitable for washing food 

materials. If you would like to cook or bake, please be prepared to bring your own 

materials (including pans and dishes) and do all of the prep work in the mentor room. 

Please check in with the volunteer coordinator before going to the kitchen area. Due to 

licensing rules and classroom management needs, any food prepared must be 

consumed by you and your mentee and then checked in with the volunteer coordinator 

at the end of your session; it may not be shared in your mentee’s classroom. 

3. Outdoor Playground - is located through the back door. This area is equipped with play 

equipment, basketball hoops, picnic benches, a soccer field and plenty of chalkboard 

space. The outdoor play area is available only at supervised times. For this school year 

the available times for mentors to be outside are: 

 

○ 3:45 - 4:45 pm 

○ 5:00 - 5:30 pm 

○ 6:00 - 6:30 pm 

Mentors are not allowed to be outside at any other time during the program day due to a 

lack of adequate supervision by Fortress staff members. You will need to check in with 

the volunteer coordinator before heading outside with your mentee. 

 

4.  IMPORTANT: all other places in the building are used as classroom space and are 

off-limits for mentor/mentee interactions. Please do not go into other classrooms 

without the permission of the volunteer coordinator. 

 

Mentor Supplies 

● Games, art supplies and other tools can be found in the Mentor Room. These are all 

available for you and your mentee to use. Any games or supplies that you and your 
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mentee use must be returned to where you found them. You will be expected to clean up 

after any craft activity. 

● If you or your mentee complete a craft that needs to dry, please check it in at the 

volunteer coordinator’s desk. Clearly mark your mentee’s name and the date on or near 

the craft. Crafts will be taken up by the volunteer coordinator and then given out to 

students when they leave at the end of the day. 

● Outside balls and equipment will be checked out and returned to the volunteer 

coordinator, mentors are NOT to use supplies already found outdoors as those supplies 

are for classroom use. 

● Video games, controllers, and batteries may be checked out from the volunteer 

coordinator and should be returned at the end of your mentoring time. 

● The downstairs bathrooms should be used to clean any paintbrushes or supplies. Please 

do not leave supplies out, and do not return any paint brushes or other supplies that 

have not been thoroughly cleaned. 

● If you use all of a certain supply, please let the volunteer coordinator know. 

● If you need supplies not found in the mentor room, please ask the volunteer coordinator 

for assistance. 

● Five minutes before you leave, please make sure you put away any supplies you had 

out and wipe down your table. If you are outside, bring any balls or games that you 

checked out back to the volunteer coordinator before you leave. 

 

Spending Time with Your Mentee 

● Your mentee looks forward to seeing you every week. It is one of the highlights of their 

week at Fortress. When you are with your mentee, do not let other students be with you. 

Please direct any students who are not your mentee to return to the classroom they are 

supposed to be in. If you feel uncomfortable doing this, see the volunteer coordinator to 

direct the student for you. 

● The exceptions to this rule are if you are hanging out with another mentor/mentee pair or 

if you are outside playing a game with a group of students. 

● For the safety and well-being of your mentee, you should always be together during your 

mentoring time. Do not let them go anywhere where you cannot see them but ALSO 

never follow them into a place where no Fortress caregiver can see them (the obvious 

exception being the restroom). If your mentee walks into a room that is not open for 

mentors, or that is not being supervised by a Fortress caregiver, please find the 

volunteer coordinator IMMEDIATELY. 

● Please accompany your mentee back to their classroom before checking out with the 

volunteer coordinator. Your mentee must be returned to the care of a Fortress caregiver 

before you can leave. 

● Please refrain from being on your phone an excessive amount during your mentor time. 

Your mentee cherishes one-on-one time with you and deserves your undivided attention. 

Also, please refrain from allowing your mentee to spend a lot of time playing on your 

phone. 

 

Spiritual Mentoring 
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We encourage you to spiritually engage with your mentee often. This year you will be required 

to do a devotional or goal-setting activity with your mentee at least once a month. We will have 

activities available for you to do to engage your mentee in these activities. Some suggestions 

for you to do on your own would be: reading through a devotional series geared towards 

children, memorize Scripture together, share your personal testimony, and review the Bible 

stories that your mentee learned in Bible class.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fortress YDC Organizational Info 

 

Chain of Command 

The Board of Directors of Fortress Youth Development Center is responsible for setting policies 

for staff and volunteers. The Board employs the Executive Director, to whom it delegates 

responsibility for the administration of the organization. The Director manages the staff, using 

policies approved by the Board of Directors. 

 

Discipline Philosophy 

Fortress Youth Development Center adheres to the following discipline philosophy in dealing 

with those they serve: 

 

“We believe discipline is about constructively guiding young people to learn through developing 

an awareness of their power and responsibility to make healthy, discerning choices.” 
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It is the policy of Fortress Youth Development Center that under no circumstances is physical 

punishment ever to be administered to persons served. 

 

Conflict of Interest 

Fortress Youth Development Center expects that the primary interest of staff members and 

volunteers should be the people we serve. A conflict of interest occurs when the actions of staff 

or volunteers actually or potentially affect Fortress Youth Development Center in a negative 

way. A potential conflict of interest may arise in the following areas: 

 

Relatives - A conflict of interest may occur if a volunteer is able to influence a decision 

that may result in a personal gain for themself or a relative as a result of Fortress Youth 

Development Center’s business dealings. A relative is any person who is related by 

blood or marriage, or whose relationship with the volunteer is similar to that of persons 

who are related by blood or marriage. 

 

Personal Gain - Personal gain may result in cases where a board member, volunteer or 

relative has significant ownership in a firm with which Fortress Youth Development 

Center does business. Personal gain may also result when a board member, volunteer, 

or relative receives a kickback, bribe, substantial gift, or special consideration as a result 

of any transaction of business dealings involving Fortress Youth Development Center. 

 

Intellectual Property - The materials, products, designs, plans, ideas, and data of 

Fortress Youth Development Center are the intellectual property of Fortress Youth 

Development Center and should never be given to an outside firm or individual except 

through normal channels and with appropriate authorization. Any improper transfer of 

material or disclosure of information, even though it is not apparent that an employee or 

volunteer has personally gained by such action, constitutes unacceptable conduct. Any 

employee or volunteer who participates in such a practice shall be subject to disciplinary 

action, up to and including discharge. 

 

Client Privacy Policy 

Volunteers will, to be the best of their ability, ensure confidentiality and privacy in regard to 

history, records and discussions about the people we serve. 

 

Release of Information forms will be explained and completed in the presence of the person 

about whom any information may be released, before it is released. 

 

Internet Usage Agreement 

The use of Fortress Youth Development Center’s internet system is a privilege, not a right. The 

Fortress Youth Development Center email and internet system is NOT to be used to: 

 

● Transmit confidential material 

● For political reasons 
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● Download or transmit material that is offensive, obscene, vulgar, or threatening; material 

that deals with sexual implications, race, sexual orientation, age discrimination, national 

origin, or disability; or any transmission that may be considered objectionable by the 

recipient 

● To send or receive copyrighted materials, proprietary information, or any similar 

materials without permission 

● Play games 

 

Violators of the Internet Policy are subject to disciplinary action up and including termination. 

 

Illegal Items 

The use, possession, concealment, transportation, storage, promotion, or sale of the items 

listed below are strictly prohibited on Fortress Youth Development Center premises or on any 

other work site, facility or equipment used for the organizations purpose. 

 

● Illegal drugs 

● Controlled substances 

● Alcohol 

● Drug paraphernalia 

 

Arrest or Conviction under Criminal Statutes 

Volunteers must notify their immediate supervisor within one day of any arrest or conviction of a 

criminal or alcohol statute. 

 

 

 

Social Media Policy 

This policy governs the publication of and commentary on social media by employees and 

volunteers of Fortress Youth Development Center, Inc. (“Fortress Youth Development Center”). 

For the purposes of this policy, social media means any facility for online publication and 

commentary, including blogs, wiki’s, social networking sites such as Facebook, LinkedIn, 

Twitter, Flickr, SnapChat, and YouTube. This policy is in addition to and complements any 

existing or future policies regarding the use of technology, computers, e-mail and the internet. 

 

All uses of social media must follow the same Code of Ethics that Fortress Youth Development 

Center employees and volunteers must otherwise follow. 

 

Setting Up Social Media - Social media identities, login ID’s and user names may not 

use Fortress Youth Development Center’s name or logo without prior approval from the 

Director of Communications. 

 

Don’t Tell Secrets - It’s perfectly acceptable to talk about your work and have a dialog 

with the community, but it’s not okay to publish confidential information. Confidential 

information includes things such as: 
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● Clients’ Last Names 

● Test Scores & Grades 

● Family Situations 

● Disciplinary Issues 

● Other Topics of a Sensitive Nature 

 

Consider the content carefully and be cautious about disclosing personal details. We 

must uphold the integrity of Fortress Youth Development Center, its programs, and its 

clients. 

 

Respect copyright laws - It is critical that you show proper respect for the laws 

governing copyright and fair use or fair use dealing of copyrighted material owned by 

others, including Fortress Youth Development Center’s own copyrights and brands. You 

should never quote more than short excerpts of someone else’s work, and always 

attribute such work to the original author/source. It is good general practice to link to 

others’ work rather than reproduce it. 

 

Respect your audience, Fortress Youth Development Center, and your fellow 

volunteers - The public in general, and Fortress Youth Development Center’s 

employees and clients, reflect a diverse set of customs, values and points of view. Don’t 

say anything contradictory or in conflict with the Fortress Youth Development Center 

website (www.fortressydc.org). Don’t be afraid to be yourself, but do so respectfully. This 

includes not only the obvious (no ethnic slurs, offensive comments, defamatory 

comments, personal insults, obscenity, etc.) but also proper consideration of privacy and 

of topics that may be considered objectionable or inflammatory - such as politics and 

religion. Use your best judgement and be sure to make it clear that the views and 

opinions expressed are yours alone and do not represent the official views of Fortress 

Youth Development Center. 

 

Protect Fortress Youth Development Center clients, community partners and 

donors - Clients, volunteers, and donors should not be cited or obviously referenced 

without their approval. Never identify a client, volunteer of donor without permission and 

never discuss confidential details of a customer engagement. It is acceptable to discuss 

general details about kinds of projects and to use non-identifying pseudonyms for a 

client (e.g., Callie S. or longtime volunteer) so long as the information provided does not 

violate any non-disclosure agreements that may be in place with the client or make it 

easy for someone to identify the client. Social media is not the place to “conduct 

business” with a client. 

 

Controversial Issues - If you see a misrepresentation made about Fortress Youth 

Development Center in the media, you may point that out. Always do so with respect 

and with the facts. If you speak about others, make sure what you say is factual and that 

it does not disparage that party. Avoid arguments. Brawls may earn traffic, but nobody 

http://www.fortressydc.org/
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wins in the end. Don’t try to settle scores or goad competitors or others into inflammatory 

debates. Make sure what you are saying is factually correct. 

 

Be the first to respond to your own mistakes - If you make an error, be up front about 

your mistake and correct if quickly. If you choose to modify an earlier post, make it clear 

that you have done so. If someone accuses you of posting something improper (such as 

copyrighted material or a defamatory comment about them), deal with it quickly - better 

to remove it immediately to lessen the possibility of a legal action. 

 

Think About Consequences - For example, consider what might happen if a Fortress 

Youth Development Center employee is in a meeting with a prospective donor or 

vendor, and someone on the donor’s side pulls out a print-out of your Facebook and 

says “This person at Fortress Youth Development Center says that our product sucks.” 

 

Saying “Product X needs to have an easier learning curve for the first-time user” is fine; 

saying “Product X sucks” is risky, unsubtle and amateurish. 

 

Once again, it’s all about judgement: using social media to trash or embarrass Fortress 

Youth Development Center, our customers, employees or your fellow volunteers, is 

dangerous and ill-advised. 

 

Enforcement - Policy violations will be subject to disciplinary action, up to and including 

termination from volunteer position. 


