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Iowa State University does not discriminate on the basis of race, color, age, ethnicity, religion, 
national origin, pregnancy, sexual orientation, gender identity, genetic information, sex, marital 

status, disability, or status as a U.S. veteran. 
Inquiries regarding non-discrimination policies may be directed to 

Office of Equal Opportunity, 3410 Beardshear Hall, 515 Morrill Road, Ames, Iowa 50011
Tel. 515 294-7612, Hotline: 515-294-1222, email eooffice@iastate.edu.



Volunteers must fill out a volunteer application before they may begin service.
Volunteers must keep track of their hours and should have access to the most recent 
volunteer handbook.
Volunteers may contribute their time in various departments and do not need to fill an 
hourly quota to remain an active volunteer. Volunteers who do not contribute any hours 
for one entire year will be considered an inactive volunteer and must fill out a new 
volunteer application.
Volunteers must be 16 years of age or older (unless volunteering with a legal guardian).
Volunteers may not participate in generally prohibited services such as:

REIMAN GARDENS' VOLUNTEER PROGRAM 
POLICIES AND PROCEDURES

- Services that involve electrical or maintenance/repair activities that would require 
university lockout/tagout procedures
- Service/maintenance procedures that require an individual to place any part of his 
or her body into an area where an associated danger zone exists
- Any activity that requires the use of fall protection or safety restraints
- Entry into identified confined spaces
- Any activity that is considered inappropriate for employees
- Entry into any contract or making a commitment or expenditure of university 
funds, including access to or use of P-Cards. Individuals who volunteer to ISU may 
not sign a contract on behalf of the university
- Services that involve export controlled materials, information, commodities, 
technology, and software
- Operation of construction-type heavy equipment (e.g., skid loader, backhoes, 
dump trucks, fork trucks, scissor lifts, mechanized farm equipment)
- Handling of hazardous chemical (e.g., pesticides, herbicides, fungicides)

Volunteers must successfully pass a standard background check conducted by the ISU 
Office of Risk Management, which identifies individuals listed on the National Sex 
Offender Registry. An individual who has been convicted of an offense for which he/she 
appears on the National Sex Offender Public Website or for which he/she must register 
with the Iowa Sex Offender Registry as required by Iowa Code Chapter 692A may not 
serve in a volunteer capacity for Iowa State University or affiliated organizations.
Volunteers may have their volunteer service terminated at any time for any lawful reason 
by the Reiman Gardens’ Volunteer Coordinator.



We are so pleased to have you join the Reiman Gardens’ family. We hope your experience 
as a volunteer makes you feel part of an environment that embraces appreciation of the 
natural world and focuses on sharing it with others. Your contributions will be 
appreciated by a large audience, which includes Iowa State University, the Ames 
community, visitors from outside of the area, gardeners, and a wide host of other 
attendees. Public gardens are only able to provide what we offer through the generosity 
of others; your time and skills are generous donations.
 
 
 
 
 

WELCOME TO 
REIMAN GARDENS

VOLUNTEER EXPECTATIONS 
AND RESPONSIBILITIES

Volunteers have responsibilities that include:Volunteer may expect:

To do meaningful and satisfying volunteer 
service
To be carefully assigned to projects which meet 
their interests and needs
To be oriented and trained appropriately for 
volunteer service
To receive supervision and guidance 
throughout the volunteer experience
To show initiative and leadership
To voice their opinions
To be treated as a team member
To have their service hours documented (as 
certificate or letter) upon request

To participate in projects with enthusiasm and 
commitment
To be open and honest about their 
expectations and abilities
To agree to do only what they are qualified to 
competently handle and realistically 
accomplish
To participate in the intake and orientation 
process (background checks, paperwork, 
training, etc.)
To maintain confidentiality and privacy 
concerning information, clients, visitors and 
personnel
To fulfill time and task commitments
To provide timely and constructive feedback, if 
necessary
To be comfortable saying “no”, if necessary
To remember that they represent Reiman 
Gardens and Iowa State University

You will find that the Reiman Gardens’ staff operates as a team. They are steadfastly 
passionate about the Gardens and work hard to elevate it into the ranks of prestige. We 
want you to be proud of your relationship with the Gardens, so we encourage you to 
communicate openly with staff and make it a great experience.
 
Welcome aboard!
 
Sincerely,
Ed Lyon, Director



Reiman Gardens offers the structure and foundation for volunteers to contribute to our 
mission. Volunteers complement, assist, and collaborate with staff in virtually every facet of 
the Gardens operations. We recognize that volunteers provide a resource of talent that is 
unavailable in any other way. We value this contribution and hope to offer a satisfying, 
productive, and rewarding experience. 
 
Volunteers need to have skills and interests, which are relevant to the needs of the Gardens. 
The use of volunteers is determined by the needs of the Gardens at different times and its 
ability to provide adequate training, supervision, and support.
 
We offer opportunities to contribute talents and skills through active participation in 
programs and events; opportunities to collaborate with paid staff in the Gardens’ 
operations; exciting educational resources for further study of the natural world; and 
opportunities to learn and grow both personally and professionally.

VOLUNTEER PURPOSE 
AND ENGAGEMENT

VOLUNTEER BASICS

If you are unable to make it in the day of your scheduled volunteer time, please email the 
Volunteer Coordinator. If you are a Butterfly Wing Docent, please contact the Front Desk at 
515-294-2710.

Please arrive at least 10-15 minutes prior 
to the beginning of your scheduled 
volunteer time.
Wear your name badge, especially with 
the public.
Check your email regularly for 
opportunities and updates.
Please wear appropriate clothing for 
your assignment. If you experience 
uncertainty about acceptable attire for 
your volunteer position, please ask your 
supervisor. No open toe shoes are 
allowed for any gardening or 
horticulture volunteer opportunity.

Accurately maintain your online time 
sheets indicating your volunteer 
service.
Attend all training sessions as required 
by your assignment area.



ONLINE VOLUNTEER 
ACCOUNT

To sign-in and out for time spent volunteering, a touch screen is available at the 
Gardens front desk. It is vital that the Gardens has a record of the amount of time 
contributed by our volunteers. All volunteers need to sign-in and sign-out each time 
they come in to volunteer. We keep track of volunteer hours for many reasons including:

We appreciate your time. We count what we value, so tracking volunteer hours is 
recognition that your time is important.

Through your online account, you can keep your contact information and availability 
updated and sign up directly for volunteer opportunities.

Funders and donors often want to know what resources we receive and from whom. 
Reporting volunteer contributions is essential in securing funding.

It shows the true cost of a project. Funders, donors, and the community want to know if we 
have the people in place to get the project done well.

Documenting volunteer time can help protect our volunteers and the Gardens. Requiring 
our volunteers to log their activity creates a record that may become important evidence in 
defending the Gardens from allegations of misconduct.

For any volunteer who logs 200+ hours in one 
calendar year, they get a free Family membership 
to the Gardens!



VOLUNTEER OPPORTUNITIES

Education and Visitor Engagement volunteers help with various youth, family, and 
adult programming throughout the year. Volunteers also help with general support of 
the Education Department. Opportunities include Adult Education Assistant, Youth 
and Family Education Assistant, Adult Docent, Youth and Family Docent, and 
Education Support Volunteer.

Full assignment descriptions are listed on the online volunteer calendar. Some 
opportunities are only available seasonally.

Volunteers in Entomology assist with the care, maintenance, and education of the 
Christina Reiman Butterfly Wing and Entomology Lab. Volunteers help with both 
front-of-house and behind-the-scenes projects, both at the Gardens and offsite 
throughout the state. Opportunities include Butterfly Wing Docent, Conservation 
Volunteer, Butterfly Content Creator, Entomology Lab Assistant, Iowa Butterfly 
Survey Network Monitor, and Writer.

Volunteers in Events and Facilities help with special events held throughout the 
year. Volunteers also help with general support of the Events and Facilities 
Departments. Volunteer opportunities include Arts and Crafts, Events Activities, Event 
Prep, Events Setup/Cleanup, Hospitality, Plant Sale, and Pumpkin Carving. 

Gardening and Horticulture volunteers assist with the maintenance and care of the 
permanent plantings and rotating displays in the indoor and outdoor gardens. 
Opportunities include Conservatory Change-Out, Garden Cleanup and Prep, Indoor 
Gardening Assistant, Headhouse Assistant, Outdoor Gardening Assistant, Plant 
Collections, and Pot Washing.

Volunteers in Membership and Administration 
perform a range of administrative and office 
support functions to facilitate the efficient 
operation of the Gardens. Opportunities include 
Clerical Support, Communications, Digital Gallery 
and Photography, Membership Assistant, and 
Visitor Experience.

Some of our volunteer opportunities are 
available sporadically throughout the year. 
These opportunities include helping in the 
Gift Shop, with Community Outreach, and 
other Special Projects.



VOLUNTEER ORIENTATION 
AND TRAINING PROGRAMS

Current volunteer training includes:

Onsite Training is offered for the majority of our 
volunteer opportunities. All volunteers interested in 
these positions will receive their onsite training by the 
appropriate staff member before beginning volunteer 
services.

All new volunteers are required to attend orientation that covers emergency training 
and procedures. Orientation includes an overview of this Volunteer Handbook, 
completion of all paperwork, tour of the grounds, and signing in to the volunteer 
calendar. Orientation also includes an overview of applicable University policies, and 
federal or state regulations that apply to the volunteer's service opportunity, including 
but not limited to, those of ethical behavior, confidentiality, financial responsibility, 
substance abuse and use of University technologies.

Training sessions for school programming and 
education tours are available year-round. Volunteers 
start by shadowing current volunteers during school 
programs and tours. Volunteers have opportunities to 
meet with Education staff for feedback and additional 
guidance.

Butterfly Wing Docent Training is held every month. 
All volunteers interested in this position need to 
complete one training session before they may sign up 
for a volunteer commitment on their own. All current 
docents need to complete a refresher-training course 
every April.

Continuing Education is available for volunteers to 
learn more about various aspects of the Gardens. 
Current opportunities include topics relating to 
Entomology and Visitor Engagement.

Training for the Iowa Butterfly Survey Network (IBSN) 
is offered every April. All current IBSN monitors need to 
complete a refresher-training course every April.

Safety Training is offered every spring. All volunteers 
are strongly encouraged to attend. Training includes 
emergency procedures, locations of first aid kits and 
AED machines, and washing stations.



To participate as a volunteer at Reiman Gardens, you must also consent to abide by our 
behavior standards. Failure to abide by these standards could result in immediate 
revocation of your status as a volunteer. We expect all of our volunteers to be positive and 
welcoming to everyone they encounter at the Gardens. Please be sure that you are, at all 
times:

ACCEPTABLE AND 
UNACCEPTABLE BEHAVIOR

Engaging in inappropriate behavior, including discriminatory or harassing behavior
Engaging in bullying, including physical and/or verbal abuse of a visitor, volunteer, or staff 
member
Engaging in theft or other criminal acts or acts of dishonesty
Consuming alcoholic beverages or illegal substances during the performance of service 
activities

Exercising respect for yourself, other volunteers, staff members, and visitors
Exhibiting a positive and welcoming attitude that elicits good will towards others and activities
Communicating honestly and openly, clearly stating what you need and expect of others

We will not tolerate volunteers engaging in unacceptable behavior. Any unacceptable 
behavior could result in revocation of your status as a volunteer. Examples of unacceptable 
behavior include, but are not limited to:

Disregarding confidentiality
Having repeated absences without notification 
to supervisor
Failing to follow directions or verbal coaching
Unwillingness or failure to attend mandatory 
training sessions



SAFETY AND RISK-MANAGEMENT POLICY

Accidents: Any volunteer, staff person, or 
visitor injured while at the Gardens must 
notify staff as soon as possible. A report 
must be filed on any accident in the 
Gardens.

Reiman Gardens expects volunteers to conduct themselves in a manner that prioritizes 
safety, to use good judgment and common sense, to observe all safety rules published and 
posted in various areas, and to follow University policies, and federal and state regulations.
 
If you have a question about or notice a problem at any facility location, please alert an 
available staff member. They can answer your questions or report the problem to the 
appropriate department. Please do not try to fix anything yourself without asking for 
permission from the appropriate staff member first.

Health: First Aid kits are available in the 
Mahlstede Horticulture Learning Center 
Kitchen, the Hunziker House under the 
sink, and Conservatory Complex at the 
Front Desk or in the back office 
kitchenette. There are two defibrillators 
(AED) on site: in the Conservatory by the 
restrooms and in the Hunziker House by 
the restrooms. In addition, all ISU Police 
vehicles are equipped with defibrillator 
devices. If the cabinet for the AED is 
opened, it will automatically send ISU 
Police.

Fire: All buildings are equipped with 
fire alarms and smoke detectors. ISU 
Police are notified when the alarm is 
tripped. Front Desk staff need to 
ensure that all visitors have safely 
exited the building in the event of a 
fire. Most of the fire pull stations 
located throughout the building have a 
plastic cover to prevent most people 
from accidentally pulling the alarms. 
These plastic covers flip open and 
create a loud noise. Close the cover to 
turn off the noise. Opening these 
plastic covers does not call the fire 
department.

Weather: Volunteers should not go 
into the Gardens if a severe 
thunderstorm or other adverse 
weather is in the immediate area. 
Tornado shelter is located in the back 
hallway of the Conservatory Complex 
or in the stairwell down to the 
basement next to the Butterfly Lab. 
There is no official storm shelter in the 
Mahlstede Building and the Hunziker 
House. Occupants of these buildings 
should move to the Conservatory 
Complex.

Bomb threats: In 
the unlikely event 
of a bomb threat, a 
form is available at 
the Front Desk in 
the file drawer. Any 
such threats should 
be immediately 
reported to full-
time staff!

Dial 911 
or

ISU Police 
515-294-4428

Emergency Procedures:



RECOGNITION AND BENEFITS

Receive one Free family membership to 
the Gardens after 200+ annual service 
hours
Earn credits for Iowa Master Gardener 
certification
30% off snacks and drinks on the day of 
volunteer service
Continued opportunity to learn more 
about your community
Be part of a dynamic team and growing 
organization
Help the Gardens grow and be the best it 
can be!

Meet fellow volunteers and enjoy the 
camaraderie of people with similar 
interests
10% off every day in the Gardens Gift 
Shop and 20% off on the day you 
volunteer (must present volunteer badge 
at time of purchase)
Free admission to the Gardens on the day 
of volunteer service
Receive our regular Volunteer Newsletter 
highlighting current opportunities
Free admission to special lectures and 
educational opportunities (i.e. Nature at 
Noon lectures, Behind the Scenes 
program)
Invitations to annual volunteer 
recognition events
Opportunities for field trips and other 
get-togethers

The rewards of volunteering are abundant: the sense of personal achievement, satisfaction of 
helping an organization be successful, the chance to meet and interact with others who have 
similar interests, and the opportunity to help the Gardens meet its goals.

RESIGNATION

Please let us know when you wish to resign as a volunteer. A written letter or email of 
resignation is requested and should be directed to the Volunteer Coordinator, 
rgvolunteer@iastate.edu.

*ALL INFORMATION IS SUBJECT TO CHANGE*
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Iowa State University is pleased that ________________________________ (print name) (“Volunteer”) has decided to 
volunteer their services to Iowa State University (“ISU”) and Reiman Gardens (“the Department”).  ISU 
sincerely thanks you for your valuable contribution to the University.
 
I.   Volunteer Service Arrangements:
 
A.      Volunteer Services. Volunteer understands that they have been authorized to conduct the volunteer 
service defined and described in the Reiman Gardens Volunteer Handbook (“Volunteer Services”). Any 
modifications to the Volunteer Handbook must be done in writing and approved by the Volunteer 
Coordinator and the Department Chair or Unit Director.
 
B.       Designation as Volunteer. Volunteer understands and acknowledges the Volunteer Services are not 
being provided in exchange for any consideration (e.g., no pay, health benefits, or the promise of future 
employment). Further, Volunteer shall not hold themselves out as an employee of ISU or the Department. 
Volunteer also has no authority to enter into contracts on behalf of any ISU division, department, or 
organization.
 
C.       Background Check Requirement.  Volunteers will have a complete background check to include a 
National Sex Offender Registry at a minimum and criminal record check if needed, before Volunteer service 
begins and annually thereafter. If Volunteer is not a U.S. citizen or legal permanent resident, this request is 
reviewed by International Student and Scholars Office to assure appropriate immigration status. Volunteers 
will also have a motor vehicle record (MVR) check if driving a University vehicle.
 
D.      Initial Term. This Agreement shall start on the last date written below and the initial term shall be for 
one (1) calendar year (Initial Term).
 
E.       Renewal Terms. By mutual consent of ISU and Volunteer, this Agreement may automatically renew for 
successive one-year terms (Renewal Terms) for Volunteers who remain active and in good standing.
 
F.       Termination. The Parties have the right to terminate this Agreement at any time and for any lawful 
reason.
 
G.      Automatic Termination. An individual may not serve as an ISU volunteer if they have been or become 
convicted of sexual abuse or any other criminal offense for which an individual must register under Iowa 
Code Chapter 692A. These types of criminal offenses disqualify an individual from serving as an ISU 
Volunteer. If Volunteer is convicted of such a crime during the Term of this Agreement, Volunteer must 
promptly report the conviction to the Volunteer Supervisor below and the Agreement will automatically 
terminate.
 
H.      Return of ISU Property. Upon termination or expiration, of this Agreement, Volunteer shall promptly 
return any and all ISU or Department property to the Volunteer Coordinator identified below.
 
I.         Volunteer Performance Expectations. Volunteer must have the requisite skills and ability to effectively 
communicate and engage in the activities for which they have volunteered and Volunteer agrees to comply 
with the behavioral and conduct expectations or Reiman Gardens, including, in particular, such expectations 
as set forth in the Volunteer Handbook.

IOWA STATE UNIVERSITY 
VOLUNTEER AGREEMENT
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J.      Behavior Expectations. Throughout the Term of this Agreement, Volunteer is expected and required to 
follow the directions and guidance of the Volunteer Coordinator. Volunteer also agrees to follow any 
schedule established in connection with the Volunteer Services. Further, Volunteer is expected and required 
to comply with all applicable:
        1.    All applicable Federal, State, and Local laws;
        2.    ISU policies, rules, and regulations; and
        3.    Policies and standards of Reiman Gardens, together with all related training in general and   
specifically applicable to the volunteer service activities.
 
II.   General Conditions.
A.       Health Insurance Requirements; No Workers’ Compensation Coverage. Volunteer is not entitled to any 
ISU employee benefits. Volunteer is not covered by workers compensation laws in connection with the 
Volunteer Services being provided hereunder. Volunteering at Iowa State University’s Reiman Gardens may 
involve certain risks of physical activity and ISU cannot guarantee that Volunteers will remain free of injury. 
Therefore, ISU Reiman Gardens has purchased a secondary excess accident or medical insurance policy to 
assist their volunteers. Secondary excess coverage means, if a volunteer is injured during the course of their 
volunteer responsibilities the volunteer’s primary healthcare policy will pay out first. Remaining covered 
charges after all primary policies pay out, will be paid out of the excess accident medical policy up to the 
policy limits and subject to the deductible. If the volunteer does not have a primary healthcare policy, this 
policy will act as a primary policy for accident or medical expenses that the Volunteer incurs in the course of 
their volunteer service at Reiman Gardens.
 
If a volunteer is injured during the course of their volunteer responsibilities and the injury results from the 
negligence of the University or its employees, they would have the same legal rights as any visitor to campus 
and could file a tort claim according to the provisions of the Iowa Tort Claims Act (Iowa Code, Chapter 669).
 
B.       Iowa Tort Claims Act. Volunteers for the University are provided personal liability protection by the 
Iowa Tort Claims Act, Iowa Code Chapter 669, and the Federal Volunteer Protection Act, 42 United States 
Code Chapter 139 while acting within the scope of their volunteer duties and responsibilities. The State will 
defend, indemnify, and hold volunteers for the University harmless against a tort claim caused by an act or 
omission of the volunteer unless the act or omission of the volunteer involved intentional or criminal 
misconduct, a knowing violation of the law, or a transaction from which the volunteer derives an improper 
personal benefit.
 
C.       Intellectual Property and Confidentiality. Volunteer agrees that any intellectual property created as 
part of these Volunteer Services shall be owned by ISU, unless a separate written agreement exists. 
Volunteer may be granted access to the research of ISU faculty and students.  Volunteer agrees to protect 
and maintain the confidentiality of the research products of such faculty and students. Volunteer will not 
use data or research of ISU employees and students without permission and appropriate attribution of 
credit.
 

IOWA STATE UNIVERSITY 
VOLUNTEER AGREEMENT (CONT.)
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D.       Driving Privileges. Requests to drive an ISU vehicle, golf cart, or ATV must be approved by the Office of 
Risk Management.
Personally Owned Vehicles; Motor Vehicle Insurance. Traveling in a personally owned automobile in 
conjunction with the Volunteer Services is not covered by ISU for property damage, liability or other 
insurance purposes. The vehicle owner is required to carry motor vehicle liability insurance as required by 
the State of Iowa or as required by the state in which the vehicle is registered. If Volunteer drives a vehicle 
that is not registered in Volunteer’s name, Volunteer must have the vehicle owner’s permission to drive and 
must inform the owner that Volunteer is responsible for property damage and liability. Drivers must have a 
valid U.S. driver’s license. Upon request, Volunteer must provide proof of auto liability insurance.
 
E.       Export Controls Compliance for Non-Citizens. If Volunteer is not a U.S. citizen or legal permanent 
resident, Volunteer Supervisor must complete the ISU Export Control Worksheet available from the Office of 
Research Integrity.
 
 
By signing below, Volunteer attests they are aware of, understand, and accept the terms and conditions of 
this Agreement and that they are signing this Agreement of their own free will. Minors (individuals who are 
under the age of 18) wishing to volunteer are still asked to sign, but the Agreement also requires the 
signature of a parent or legal guardian.
 
Signatures:
 
___________________________________________________                              ___________________
Volunteer (Print)                                                                                                                  Date
 
___________________________________________________
Volunteer (Signed)
 
___________________________________________________                              ___________________
Volunteers who are minors require a legal guardian’s signature                              Date
 
 
 
___________________________________________________                              ___________________
Department Chair / Director                                                                                             Date
 
___________________________________________________                              ___________________
Supervisor of Volunteer                                                                                                     Date
 
 
Volunteer Agreement Record Retention:
Signed original – departmental file for 3 years
Scanned copy – send to orm@iastate.edu
Scanned or paper copy – to volunteer for his/her records

IOWA STATE UNIVERSITY 
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