
 

 
 

Volunteer Orientation Handbook 
 
This booklet has been created to help make your volunteer experience go more smoothly and to 
answer any questions you may have as a new volunteer.  We will briefly cover LEEP as an 
organization, explain programs that are offered and review expectations as a volunteer. For the 
continuing success of LEEP, we rely on the support from our volunteers. 

 
 
 

 
 

 

 

 

 

 
 

 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

LEEP Administration Team 
 

Executive Director:  
Mandy Hunecke 
director@mankatoleep.org 
 

Outreach and Development Director: 
Gabby Nelson 
outreach@mankatoleep.org 
 
Program Coordinator:  
Kathryn Van Duynhoven 
programs@mankatoleep.org 
 

Athletics Coordinator:  
Kristy Rotchadl 
athletics@mankatoleep.org 
 

Find Us At… 
 
929 North 4th Street 
Mankato, MN 56001 
(507) 387-5122 
info@mankatoleep.org 
 

www.mankatoleep.org 
 

“The whole organization has been 
great to volunteer for, and the athletes 
have been so receptive to all the 
training and coaching.”  

 
--Ethan (Special Olympics Coach) 

 

“I learned I can be comfortable with 
myself and around others. I also 
learned not to hesitate for be fearful 
when there are differences”  

 
--Ryan (Program Volunteer) 

 



What is LEEP? 
LEEP was established in 1978 and is a non-profit, United Way agency that provides recreational 
opportunities for people with developmental disabilities in the greater Mankato area. LEEP provides 
recreation and leisure opportunities in an effort to enhance our participants’ quality of life, teach lifelong 
leisure skills, and assist with inclusion into existing community programs, building awareness of the abilities 
of all people. 
 
One thing which is often lacking in the lives of people with disabilities is the opportunity for close, mutual 
and on-going relationships with other people. We at LEEP feel recreation is a vital part of anyone’s life and 
friendship development and maintenance is essential to a sense of belonging. Recreation gives 
opportunities for socialization, personal growth, a feeling of being valued, and an overall enriched quality of 
life. By participating in enjoyable recreation activities, a person learns new skills, increases self-esteem, 
becomes involved with the community and has fun.  Recreation has many benefits and should be available 
for everyone! 
 
Who are LEEP Participants? 
LEEP participants have some form of mental or physical disabilities 
and/or mental illness. LEEP serves individuals with developmental 
disabilities over the age of eight years, however the agency’s largest 
population are adults. Clients may live independently, in a group 
home, an adult foster care setting, with family members, or in a 
supervised living situation. There are approximately over 800 people 
who participate in LEEP programs throughout the year, many who 
participate on a weekly basis. 
 
What are the benefits of volunteering with LEEP? 
When you volunteer with LEEP, you are getting a valuable work experience, as well as gaining 
exposure to a fun and exciting diverse group of individuals. The biggest benefit is that you will have 
improved the quality of life for someone else, if even for an hour. And we hope that you learn 
something about yourself that you can use in other aspects of life. 
 
Program Opportunities: 
 Classes:  Each class is offered once a week for a 3-4 week period. During this time, participants focus on 

learning new skills required for the class or improving skills they have already developed. Possible classes 
may include: Reading Club, Pool and Darts, Cooking, Ceramics, Scrapbooking, Sculpting, Painting, and 
Drawing. 

 Night Activities: These activities are held Monday through Friday evenings and are loosely structured 
activities promoting appropriate social skills in a fun environment.  Activities range from crafts, movies, 
parties, karaoke and educational tours.  

 Special Olympics:  LEEP does have over 15 different sporting opportunities, so we depend on volunteers 
to help coach our teams. If you are interested in volunteering with a Special Olympics Team, there is 
another application and training process you must go through. Please email athletics@mankatoleep.org 
with any questions.  

 Special Events, Vacations, Youth Programming and Fundraisers: These types of events are open for 
volunteers; however, priority is given to volunteers with over 1 year experience or 60 consecutive hours. 
These programs are also seasonal or are irregularly scheduled. 

 
Time Commitment: 
Because LEEP has such a strong relationship with local schools, we ask that volunteers spend at least 15 
hours per semester volunteering with preferably the same programs. This allows for the opportunity to 
become comfortable with the programs and to build relationships with the participants.  We ask that you let 
us know up front how many hours you would like to volunteer and we will then work with you to fit your 
needs. 
 
 
 



What is my role as a volunteer? 
Depending on the program for which you volunteer, your duties and 
responsibilities vary. As a volunteer, your role is to be a friendly, supportive 
figure to the participants by encouraging positive social interactions 
between all participants.  Some duties may include setting up/getting 
supplies ready for the program, working one- to-one or in a small group 
with LEEP participants, leading an activity (if comfortable), cleaning up after 
programs, etc. LEEP staff will assist you with each program. The most 
important thing is for both the participants and the volunteers to have an 
enjoyable experience that benefits all.  
 
Will I be solely in charge of groups or individuals? 
No.  Staff will be at each activity to supervise clients and assist volunteers 
with any concerns they have. If you are ever in an uncomfortable situation, 
let staff know right away.  There is the opportunity to demonstrate or teach any special talents and skills 
that you may have especially regarding Special Olympics, Night-Activities, etc. 
 
How should I act when working with participants? 
Every participant is different, just like everyone you know is different.  Some just need someone to hang 
out with and talk to, some need more one-to-one care, and some need a little of both. There is no one right 
way to act. Just be yourself and realize that the participants are people who have the same needs and 
wants as all of us. 
 
Confidentiality: 
We ask that any information you learn about a participant remain confidential. Even data as simple as a 
client’s name is sensitive information and should not be shared with others.  Trust is established with 
participants when they feel safe to share freely. This relates to information about fellow volunteers and staff 
members as well. Help us maintain a safe, trusting environment. 
 
We discourage volunteers from giving out personal information to participants, such as phone numbers or 
addresses. If this becomes a concern, please talk to LEEP staff about it. We also encourage volunteers not 
to accept or exchange gifts with participants. Often these seem harmless, but we have found that future 
problems are avoided by maintaining boundaries. 
 
Behavior/Injury/Incident Reports: 
How do I deal with a behavior incident?      
As a volunteer, you will never be alone with the participants.  If a participant is not following directions or is 
creating a disruption please let the LEEP staff know immediately and they will deal with the situation. We 
want our volunteers to have the best possible experience and would prefer our staff to deal with disciplinary 
actions. 
 
What if a participant gets hurt during an activity? 
Again, please let the LEEP staff know immediately and they will attend to the injury. LEEP’s policy is that 
we only do basic first aid procedures.  If a participant needs more care than we can provide, we will call 
their staff/guardian or 911 for an ambulance depending on the immediate need. 
 
For both the behavior incident and the accident, LEEP has a form that will need to be completed by the 
LEEP staff.  When they complete these forms, they may ask for more information from our volunteers.   
 

What if I am unsure of how to handle a situation?       
If you ever have a question or don’t know how to handle a certain situation that may arise, please ask the 
LEEP Program Staff.  If you don’t feel comfortable asking the Program Staff, please feel free to call the 
Executive Director at the LEEP Office at 507-387-5122.   
 
LEEP Event Policies and Shift Procedures: 
Where are LEEP events held? 
Most LEEP Night Activities and Classes are held at the LEEP building in the LEEP Rec Center.  Please check 
the newsletter or website for each event’s location.  



 

What time should I arrive for LEEP events? 
Volunteers should be at events at least 15 minutes early. Check in with the LEEP staff as soon as you arrive 
so they know you are there. They will have jobs for you and this will help you all know who is here to volunteer.  
 

What is LEEP’s cell phone policy? 
As with most businesses it is against LEEP’s policy to use cell 
phones while working with our participants. We would encourage 
our volunteers to either leave your cell phones in your vehicle or 
are on silent to ensure you are not interrupting the activity.  
 

What is LEEP’s dress code? 
LEEP asks that you dress appropriately for the activity for which 
you are volunteering. Special Olympics volunteers should wear 
clothing you would work out in (tennis shoes, t-shirts, 
shorts/sweats) and your name tag. 
 

How do I sign up to volunteer with LEEP? 
There is a limited number of volunteers that we can accept for each event so please register with the Program 
and Volunteer Coordinator before the event to ensure that you are able to volunteer.  After each monthly 
newsletter has been published each volunteer will receive an email of the newsletter and can register for hours 
by completing the following steps. 

1. Look at the LEEP newsletter on LEEP’s website: www.mankatoleep.org for descriptions of 
events. 

2. Check your email account for our online sign-up sheet invitation from SignUpGenius.com 
3. Click the Sign Up link provided. 
4. Enter the ACCESS CODE (provided to you within your invitation email) 
5. Decide what hours and shifts work best for you and register! 
6. Miss the email? Signups will be sent in the LEEP Volunteer E-News each month, “In-the-Loop 

with LEEP” 
If you have troubles, please email outreach@mankatoleep.org. **An email confirmation will be sent to remind 
you of your requested shifts. If any program cancellations occur, you will be notified by the Outreach 
Coordinator. Hint: Check our Facebook page for updates/last minute needs! 

 

Attendance/Cancellation Policies: 
While we understand everyone has busy schedules, we do ask that our volunteers continue to be 
committed to our program. With that said, we have implemented a 2 strike policy. The first no call/no 
show will result in 1 strike, with a warning email sent to both the volunteer and their professor. If there is a 
second no call/no show we will ask that the volunteer turn in their timecard and evaluation (optional) and 
the student will only receive credit for hours completed up to that point. This will be relayed to the 
professor and will be noted on the student’s volunteer evaluation.    
 
Cancellations… 
In case of inclement weather, LEEP is very cautious. Should we cancel any event, we will leave a message on 
the voicemail announcing any changes or cancellations (387-9996) and also try to contact our volunteers. If 
you are ever in question, please give LEEP a call at 507-387-5122. 
 
If you are scheduled to volunteer and are unable to attend, please call and give us as much notice as 
possible. This allows us to find someone else to help out or gives us time to adapt our program if needed. 
Watch for Facebook and/or email for last minute openings! 
 
Will I need to keep track of my volunteer hours? 
YES! LEEP asks every volunteer to complete a volunteer time card. LEEP Staff will sign their card 
after every activity. Once a volunteer has completed their volunteer experience, they should 
return their signed time card to LEEP.  Because LEEP receives community funding, it is very 
important for us to track volunteer hours with these time cards.  Also, once you have completed your 



volunteer experience, LEEP will ask you to complete an evaluation form. We value feedback from our 
volunteers and will use the information gathered to improve our future volunteer experiences. 
 
What if I lose my time card? 
As a volunteer you are responsible to keep track of   your hours. If you lose or need another timecard, 
you can get another copy from the LEEP website: Go to www.mankatoleep.org and click on “Get 
Involved”, the forms will be under the Volunteer tab. 
 
How do I get my paperwork filled out for class? 
At the end of each semester the Outreach Coordinator will conduct short 10 minute appointments for 
students to turn in their completed time card, LEEP Evaluation, and pick up any 
evaluations/paperwork for classes. Each volunteer is responsible for scheduling these meetings but 
will be reminded to do so with approximately 1 month left in the semester.  These appointments 
MUST be scheduled with the Outreach Coordinator prior to the end of your Service Learning hour 
completion.  

 
Tips for working in Human Services… 
Communication 
 Believe that you can communicate. You may not be an expert but you can gesture, write a note, read body language.  
 It is OK to ask most questions regarding a person’s disability as long as it has to do with you serving them better. Ex. 

“It would be helpful for me to know what type of vision problems you have. Would you mind telling me what they are?” 
 Be yourself.  This means talking, laughing, and giving positive/negative feedback about behaviors and actions just as 

you would with anyone else. 
 When talking to a person with a disability, talk directly to that individual, not the parent or interpreter who may be 

present. Treat adults as adults. Speak of the person first, then the disability.   
 Listen closely when talking to people who have difficulty speaking and wait for them to finish. Ask questions and 

clarify until you understand. Rephrase a question with different words when necessary and ask questions that require 
short answers or a nod. Repeat what you have heard to make sure you understand. Don’t pretend to understand if 
you don’t. 

 If talking with a person using a wheelchair for any length of time, try to place yourself at their eye level. This will avoid 
stiff necks and “talking down” to the person. 

 When greeting someone with a visual disability, identify yourself and those who may be accompanying you.  When 
ending a conversation, let them know you are leaving, don’t just walk away. 

Respect 
 Honor each person with unconditional positive regard. This means that no matter whom they are, you respect them 

and believe in their right to life and leisure.  Avoid being overprotective or overly helpful. Avoid pity. 
 Establish a friendly environment where people value each other. Acceptance by the instructor first, is often a 

prerequisite to acceptance by other participants.  Be a role model. 
Assistance 
 Model appropriate behavior and positive interactions. 
 Do not hesitate to offer assistance, however don’t automatically give help unless the person clearly needs and wants help. If 

you offer assistance, wait until the offer is accepted. Respect the person’s right to do as much as possible independently. 
 Don’t move a wheelchair, crutches or other assistive devices out of the reach of a person who uses them. Also, don’t push 

someone in a wheelchair without getting prior approval. Never distract or pet a guide dog without the owner’s permission. 
 When walking with people who are visually impaired, allow them to take your arm and give verbal directions if appropriate. 

When giving assistance on stairs or seating, guide their hand to the banister or arm of the chair. 
 Allow participants the right to choose activities and participate as independently as possible.   
Adaptations 
 Explain directions in multiple ways. Use verbal explanation, model the desired behavior, do hand over hand instructions 

when necessary, and/or re-explain and break down directions into smaller steps. 
 Value both full and partial participation. Don’t expect perfect finished projects or performance. Participating in the group is 

often an accomplishment in itself for the participant. 
 Behavior is not limited but redirected. Think of it as not doing “more”, but doing “different”. 
 Place the participant with higher needs (easily distracted) in the center of the group. When placed at the end or outer edge, 

the individual tends to withdraw themselves, become distracted or wander away. When placed in the middle of the group, 
the participant will be more attentive and observe other participants modeling appropriate behavior. 

 Whenever in doubt, ask the participant with the disability how they would like to be treated. They know themselves better 
than anybody else and will tell what they want. 

 Make adaptations to games/programs by making minor changes in the rules or procedures for the individual or the group, so 
success can be achieved by all.  This may mean that participants can double dribble during a basketball game, etc.  An 
option would also be to make individual projects, group/team projects. 


