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To the newest member of our family,  
 
Thank you for choosing to volunteer with the Alachua County Office of 
Waste Alternatives (OWA).  Volunteers have been vital to the success of 
our program since 1995.   We hope you will find volunteering with us to 
be a pleasant, enriching experience.  As a volunteer, you are part of a 
team committed to the successful dissemination of valuable 
information and services to our community.  
 
This handbook was produced to introduce you to our program, its 
history and its mission.  Inside 
you will also find guidelines, 
policies and information on how 
your role on our team will benefit 
you,  our  p rog ram and  our 
community.  This handbook is a 
valuable resource meant to assist 
you in your volunteer duties.  
  
We are a family at the Office of 
Waste Alternatives and are happy 
to welcome you aboard.  We are 
h e r e  t o  h e l p  m a k e  y o u r 
experience enjoyable, productive 
and rewarding.  Should you have any questions or concerns, or should 
you run into any problems, do not hesitate to stop by our office in 
Hague or to call us at (352) 374-5245 x 296.   
 
Sincerely, 
 
 
Jennifer A. Seitz 
Waste Alternatives Education Coordinator  
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M ISSION  STATEMENT  
 
Alachua County is a value driven organization dedicated to responsive, respectful 
and courteous customer service.  Alachua County is viewed as an innovative and 
progressive leader in the provision of effective and efficient County Services, 
recognizing the needs of its diverse community. 
 
The County provides an environment that encourages mutual respect, open 
communication and sharing of ideas in the decision-making process.  This process 
includes partnerships with public and private organizations, neighborhoods and 
employees of Alachua County.  Alachua County Government works with the 
community to effectively plan for growth, with the goal to balance environmental, 
social and community development needs. 
 

CORE  VALUES  
 
In congruence with our mission statement, Alachua County has adopted seven core 
values that permeate every level of our organization. 
 

Integrity:    We adhere to the standards of ethical conduct. 

 
Innovation:  We are  commit ted to  the cons idera t ion  and 

implementation of new ideas. 

 
Respect:  We are responsive, compassionate and courteous in all 

our interactions.  

 
Accountability:  We are accountable for our behavior and the quality of 

work performed individually and in teams.  

 
Diversity:  We embrace the value and power of diversity in our 

community.  

 
Communication:  We encourage open communication and the sharing of 

ideas to enhance the decision-making process. 

 
Honesty:  We are truthful, fair and open with our fellow employees 

and the people we serve. 
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SOLID  W ASTE  M ANAGEMENT  H ISTORY  IN  ALACHUA  COUNTY  
 
In 1972, four regional landfills were located in Alachua County, roughly, at the four 
corners of the county.  In 1982, the county closed three of those landfills, leaving 
only the Southwest Landfill near Archer open.  This landfill accepted household and 
construction waste, tires, asbestos and tree debris on its 232 acres. 
 
The Florida Solid Waste Management Act passed in 1988 requiring all county 
governments to implement recycling programs.  The successful implementation of 
these programs actually helped extend the life of the Southwest Landfill an 
additional four years.  It closed in 1997 when it reached capacity. 
 
In the early 1990ôs, Alachua County addressed the need to close the Southwest 
Landfill by planning to place a new landfill outside of Melrose called Site Echo (now 
Balu Forest).  A local residential group known as the Santa Fe Lake Dwellers formed 
a Not In My Back Yard campaign to protest.  As a result, the county determined that 
the best course of action would be to transport our garbage 35 miles north to the 
New River Landfill in Union County.  
 
 

 
 

 
 
 
 
 
 
 

 
In 1997, a private contractor 
was h i red to  bu i ld  the 

Leveda Brown Transfer Station outside of Gainesville just off of Waldo Road.  
Construction began in February of 1998, and was completed in December of the 
same year.  A Household Hazardous Waste Facility under the operation of the 
Florida Department of Environmental Protection opened at the end of 1999.  In 
2001, both a Recovered Materials Processing Facility and a pilot project organic 
composting operation were opened. 
 
The county now hauls between 400-800 tons of waste a day to the New River 
Landfill.  Our recycling program currently removes 32% of recyclable waste from 
the landfill.  The national average is 25%. 
 

The Leveda Brown 
Environmental Park 
and Transfer Station, 
opened in 1998.  
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VOLUNTEERS  IN  OUR PROGRAM  
 
Volunteers assist us in special events such as the Great American Cleanup and 
America Recycles Day.  Others participate in after -school sessions or through our 
Tools for Schools program.  Our volunteer newsletter was even designed and 
written by a volunteer!  
 
So, when you peruse our opportunities later on in this handbook, keep in mind that 
we are open to new things.  If you know of some way that you could assist our 
program that is not specifically listed, let us know.  We appreciate any input that 
will benefit our program and the citizens of Alachua County.  
 

ELIGIBILITY  

 
A l l  OW A v o l u n t e e r s  a r e 
protected under Federal Equal 
Employment  Oppor tuni ty 
Laws.  Al l  volunteers are 
selected without regard to 
gender ,  race,  age,  c reed, 
handicap or national origin.  
T h e r e  a r e  n o  f i n a n c i a l , 
educat ional or exper ience 
requirements to volunteer 
within our department.  
 
Ho w ev e r ,  w e  do  r eq u i r e 
prospect ive volunteers to 
provide a personal reference, 
who will be contacted.  Certain 
assignments could warrant a 
background check, with the 
volunteerôs permission.  All 
v o l u n t e e r s  w h o  w i s h  t o 
part icipate in after -school 
programs will be cross-checked 
through the Florida Department of Law Enforcement sexual predator website.  This 
is to comply with state law and maximize the safety of our students. 
 
Remember, the most important qualifications to becoming a volunteer are the 
willingness to serve, an open mind and a love of our environment and our citizens. 
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RECOGNITION  
 
The primary rewards of volunteering oneôs time are not physical in nature.  The 
majority of volunteers offer their time because they want to contribute to a cause 
greater than themselves.  Volunteering promotes a heightened sense of self and 
community, and offers opportunities for personal growth.  Sometimes just seeing 
the smile on a childôs face is enough to raise oneôs spirits for weeks. 
 
However, it is important that individuals and groups be recognized for their efforts.  
All OWA volunteers who donate 10 or more hours of their time will receive 
recognition from our department in the form of letters of appreciation.  Forms 
stating the type of service done and number of hours worked are available if 
desired, or necessary for community service or work-release related recordkeeping.   
 
Also, once a year we will hold an event for our volunteers to offer face-to face 
recognition and an opportunity to meet others who have shared their time and 
knowledge with our community.  
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EXPECTATIONS  

 
What You Can Expect From Us  
Volunteers do not generally replace the paid staff of an agency.  They do, however, 
offer assistance that allows the agency to provide services more effectively and 
efficiently.  Following are some things you should expect from OWA: 
 

All proper orientations and training will be provided free of charge to our 
volunteers.  We will give you all the tools necessary to properly perform any 
assigned tasks. 

Our scheduling for tasks is flexibleðto a point.  Certain events and tasks are 
set, such as special events or after-school programs.  We will do our best 
work around your schedule. 

We will inform you regularly about any changes in schedules or locations of 
events. 

We offer a variety of volunteer opportunities.  If you would like to switch, or 
to participate in multiple events, just ask.  

Periodically, we will review your progress and offer suggestions for 
improvement, if need be.  Reviews can be requested by the department or the 
volunteer. 

We offer surveys of our volunteer operation at regular intervals or upon 
request.  We appreciate honest feedback from our volunteers. 

We want to foster an environment of openness and community with our 
volunteers.  We want our volunteers to feel important and appreciated. 
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What We Expect From Our Volunteers  
The relationship between an organization and its volunteers is an organic, ever-
changing entity.  While we do try to provide a relaxed, open environment, certain 
policies must be implemented and enforced.  As a volunteer for our organization, 
you are our public face.  Anything you do while volunteering is a reflection of our 
department, and the county in general.  The following list lays out what we expect 
from our volunteers:  

 

To perform all tasks to the best of their abilities, skills and level of 
responsibility.  

To actively seek guidance from staff to improve performance. 

To arrive at all assignments on time. 

To keep accurate records of volunteered time. 

To dress in a fashion that creates a favorable image of our department and 
the county. 

To demonstrate a considerate, amicable appearance to the public, other 
volunteers and our staff. 

To promote a safe working environment and report any hazards to the 
volunteer supervisor. 

To respect facilities, equipment and other county property.  

To work effectively in a team environment.  

To represent our department in a professional manner at all times. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 11 2009 ï2010  

ADDITIONAL  POLICIES  
 

Use of Personal Vehicles  
Volunteers who use their vehicle while participating in a volunteer activity for the 
County (not including transport to/from) will be asked to provide permission to 
check their driving records.  Such volunteers shall also be required to carry auto 
liability insurance, as specified by state law.  Volunteers will not be permitted to 
drive county vehicles. 
 
Timesheets  
Proper documentation of time volunteered is a necessity for any volunteer program.  
It is important for each volunteer to keep accurate track of time spent performing 
tasks for OWA.  Time worked is rounded to the nearest quarter hour.  Official time 
sheets can be obtained from the OWA Volunteer Supervisor.   
 
Time sheets include dates, hours worked, and the activities undertaken.  Sheets are 
turned in monthly to the OWA Volunteer Supervisor.  
 
Accident Reports  
In the event of an accident that results in personal injury or property damage while 
volunteering, the volunteer must notify OWA as soon possible at (352) 374-5245 x 
296.  Even minor injuries and accidents need to be reported 
 
Identification  
We hope that you will be proud to be identified as a volunteer with our department.  
We will provide you with a name badge and/or an official t -shirt to wear while 
volunteering.  Long-term volunteers will be provided with a county picture ID.  
 
Reimbursement  
Unfortunately, due to budgetary constraints, we are unable to reimburse volunteers 
for costs incurred during volunteering.  Travel and meal expenses must be paid out 
of pocket by our volunteers. 
 
Volunteers Under the Age of 18  
All volunteers under the age of 18 will be required to submit an Alachua County 
OWA Parental Permission, Consent for Emergency Treatment and 
Release and Hold Harmless for Volunteers Under the Age of 18 form 
prior to volunteer orientation.  Forms are available from OWA.  
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Communication  
Communication is an important part of any relationship, be it personal or 
professional.  We hope to foster an environment where our volunteers feel 
comfortable enough to come to us with any ideas about how to improve the 
program.  If you have anything you wish to discuss with us, or if you wish to express 
a complaint, please let the volunteer supervisor know and we will do our best to 
accommodate you. 
  
Also, we ask you to keep us posted if you have a situation that will prevent you from 
attending an event, be it transportation problems, illnesses or scheduling conflicts.  
Please let us know as soon as you can about any extenuating circumstances. 
 
Drug Free Workplace  
The use of alcohol or illegal drugs while volunteering with OWA is strictly 
prohibited, as is reporting for duty while under the influence of drugs or alcohol.   
 
The legal use of prescribed drugs is permitted during volunteer service only if it 
does not impair the volunteerôs ability to perform the essential functions of their 
job.  Please advise the volunteer supervisor if you are taking prescription or over-
the-counter drugs that could cause a safety risk. 
 
Sexual Harassment  
We are committed to providing volunteers with an environment free from unlawful 
harassment.  Harassment is a form of employee misconduct which undermines the 
integrity of the employment relationship.  We will not tolerate any conduct or 
behavior which interferes with the reasonable expectations of our employees to a 
workplace that is free from rude, offensive intolerant or otherwise inappropriate 
comments, actions or material. 
 
We encourage volunteers to bring any incidents of sexual harassment to the 
immediate attention of a direct supervisor, or the Alachua County Human 
Resources Department. 

 
Emergency Treatment  
While we all keep safety as a main requirement while participating in events 
unexpected occurrences happen.  In case of an emergency while volunteering, all 
volunteers age 18 and older will be required to submit an Alachua County OWA  
Consent for Emergency Treatment and Release and Hold Harmless for 
Volunteers form prior to volunteer orientation.  Forms are available from OWA.  
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VOLUNTEER  OPPORTUNITIES  
 
Generally speaking, all positions involve some level of interaction with the public.    
We ask that all volunteers maintain a high level of professional courtesy at all times.  
Remember, you are not only representing yourself and our program, but also 
Alachua County. 
 
Special Events  
OWA participates in many special events every year.  Responsibilities vary from 
event to event.  Volunteers at special events assist with set-up and breakdown of 
materials, man informational kiosks, play educational games with children and 
perform a variety of other tasks as needed. 

 
Tools For Schools  
Tools For Schools is a free reusable 
resource center for Alachua County 
Public School teachers.  Local 
businesses and citizens donate new 
or used classroom materials that 
are made available to teachers at no 
cost.  Tools For Schools volunteers 
accept donations, organize and 
clean the store and assist teachers 
who shop with us.  Tools For 
Schools volunteers may be required 
to lift 10ï40 lbs.   
 
S . M . A . R . T .  S h o p p e r 
Program  
Periodically, OWA conducts a 
S.M.A.R.T. (Save Money And 
Reduce Trash) Shopper Program in 
local stores.  This program teaches 
local residents how to reduce their 
ecological footprint by buying in 
bulk, avoiding single-use items and 
bringing reusable bags to the 
grocery store, among other things. 
 
S.M.A.R.T. Shopper volunteers pass out cloth grocery bags to shoppers and 
encourage them to examine their shopping habits. 
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School Programs  
OWA coordinates multiple educational programs in local schools throughout 
Alachua County.  Certain programs take place during regular school hours, while 
some operate in tandem with after-school programs. 
 
Volunteers who choose to participate in these programs join OWA staff in educating 
school-age children on waste reduction.  The volunteers travel to the schools and 
bring costumed characters, games and other fun materials appropriate to the 
particular lesson plan.  

 
Costumed Characters  
We have four costumed 
characters at OWA: Big 
B l u e ,  L i t t e r  P a l ,  T h e 
Compost  K id  and  The 
Waste Watcher.  There are 
scripts for three of the 
characters, but they are not 
set in stone.  Volunteers 
who act as the characters 
w i l l  be  t ra ined in  the 
scripts, but adjustments are 
allowed, so long as the basic 
message is st il l  gett ing 
across. 
 
Volunteers who participate 
as costumed characters 
must be able to keep the attention of young children while teaching them about 
various programs.  It is important to reach children with ideas about recycling and 
waste reduction.  If we introduce these ideas to young children they are more likely 
to make them a permanent part of their life.  
 
Tours  
As part of the division of Solid Waste Management, OWA gives tours of different 
county facilities.  The tours involve students ranging from kindergarten to UF 
graduate students.  The tours vary with grade level, but all involve an orientation 
and either a walking or driving tour of the facility.  
 
Tour Volunteers must have a working knowledge of the history of Solid Waste 
Management in Alachua County and be able to describe the purpose of each area of 
the facility.  Also, the volunteer must be able to answer relevant questions from 
students. 
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Office Help  
At the OWA office in Hague, we handle a good deal of the printing, copy-writing 
and editing of our print publications and public outreach documents.  Volunteers 
interested in participating in any aspect of public relations are encouraged to see 
what we have to offer.  Scheduling is very flexible, as are the opportunities that we 
are willing to make available. 
 
Photographer  
We constantly require fresh photographs featuring our programs for use in 
upcoming brochures and press packets.  Volunteer photographers travel with OWA 
staff and other volunteers to events and document their efforts.  We will provide a 
digital camera if necessary. 
 
Please keep in mind that while these are our only official programs, there are many 
other ways to help.  We can always use extra hands at our OWA office in Hague.  If 
you have an idea outside of what you see here, let the volunteer supervisor know.  
We are always open to suggestions!
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Alachua County  
Public Works Department  

Waste Management Division  
Office of Waste Alternatives  

 

 

 
Volunteer Handbook  

(Volunteer Copy)  
 

 

This is to acknowledge that I have received a copy of the Office of Waste 
Alternatives Volunteer Handbook.  I understand that it is my 
responsibility to read the handbook.  I understand that my assignment 
is for no definite period of time, and I may terminate my volunteering 
at any time without notice or cause.  I also understand that the Office of 
Waste Alternatives may relieve or modify the relationship at any time 
without notice or cause. 
 
I understand that this manual is not a contract of employment and that 
no express or implied promise or guarantee with regard to the duration 
or terms of volunteering is contained in the Volunteer Handbook.  This 
manual is subject to change at the sole discretion of the Office of Waste 
Alternatives.  
 
Any questions or concerns that I may have regarding the manual can be 
directed to the Waste Alternative Education Coordinator by phone at 
(352) 374-5245 x 296. 
 
 
________________________  __________________  
Volunteer      Date 
 

 




