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VOLUNTEER POLICY 

 
1. Confidentiality 

a. Purpose 
i. To facilitate the maintenance of the confidentiality of personal 

information of individuals who engage with Ontario Cycling. 
b. Statement 

i. Ontario Cycling collects personal information from volunteers, staff, 
participants, vendors, and community members for clearly identified 
purposes only, in accordance with applicable federal and provincial 
privacy legislation. 

 
ii. Volunteers may interact with and become aware of personal information 

obtained through their role with Ontario Cycling and must keep such 
information confidential unless disclosure is required by law or 
organizational duty. This information is to remain Confidential and must 
not be divulged externally unless it is deemed necessary for the 
volunteer’s position. Certain information may need to be shared with 
staff when appropriate for and included in the role description. 

c. Definitions 
i. “Confidential” means intended to be kept secret or kept in confidence to 

a specific individual. 
ii. “Personal Information” means any information relating to someone’s 

person including, but not limited to name, legal name, birthdate, home 
address, office address, phone number, e-mail address, emergency 
contact name and contact, medical records, health conditions, education, 
and work experience. 

d. Responsibilities 
i. It is the responsibility of volunteers to maintain the Confidentiality of 

information seen, observed, or worked with, especially that of Ontario 
Cycling participants. Volunteers must be aware of accidental ways in 
which it is possible to breach Confidentiality, such as talking about 
volunteer work outside of their role.  

2. Dress Code  
a. Purpose 

i. To facilitate volunteers feeling confident and that they will not be 
reprimanded for their choice of clothing, hairstyles, or jewellery, 
provided that those choices are reasonable for individual volunteer roles, 
as deemed by the volunteer’s supervisor. The dress code for Ontario 
Cycling volunteers differs from the dress code from Ontario Cycling staff 
members. 

b. Statement 
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i. As volunteer dress codes vary and are dependent on the requirements of 
individual roles, Ontario Cycling implements a Casual dress code for 
volunteers. Ontario Cycling may request reasonable adjustments to the 
casual dress code (e.g., safety vests, steel‑toed footwear or 
weather‑appropriate gear) for specific events or roles. Volunteers will be 
notified in advance and may decline that assignment without penalty. 
Volunteers may decline that shift with no negative impact on their 
volunteer record.  

 
c. Definitions 

i. “Casual” dress code means volunteers may wear: 
1. Jeans without rips or tears 
2. T-shirts 
3. Sweaters 
4. Shoes, boots, clean running shoes and closed toe shoes. 
5. Ontario Cycling t-shirt (will be provided and only required for 

certain roles & activities) 
 

3. Feedback 
a. Purpose 

i. This policy facilitates volunteers receiving thorough and consistent 
feedback regarding their performance and having the opportunity to 
provide feedback to improve the volunteer program. 

b. Statement 
i. Volunteers of Ontario Cycling have the right to receive feedback from 

their supervisor regarding their performance on a regular basis through a 
variety of means and at different intervals during their engagements. 
Volunteers may provide feedback to their supervisor at any time and will 
be offered an exit interview at the conclusion of their engagement. 
Volunteers are invited to provide feedback via an exit interview when 
they leave the organization. 

 
4. Incidents & Accidents 

a. Purpose 
i. To provide a process for volunteers to follow in the case of incidents and 

accidents. 

b. Statement 
i. Volunteers must follow the incident‑reporting process set out in the 

Volunteer Handbook, including completion of the digital Sport Injury 
Report Form via the QR code which is provided at the events. Depending 
on the seriousness of the incident or accident, reports must be made 
immediately or at most within 24 hours of the occurrence. Ontario 
Cycling staff and senior management will respond to the occurrence 
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accordingly based on the severity and impact of the incident or accident. 
Emergency services will be contacted in the case of an accident 
threatening harm. 

 
c. Responsibilities 

i. Volunteer Responsibilities 
1. It is the responsibility of volunteers to inform their supervisors of 

an occurrence as soon as possible using whatever contact means 
necessary. If the incident or accident occurs off-site, volunteers 
must follow the facility protocol as well, including potential 
additional incident reporting. In the case of a life-threatening 
accident, volunteers must contact 911 before reaching their 
supervisor or other staff. Volunteers may report an incident in any 
format they wish, if they provide the date, time, location, name(s) 
and details. 

ii. Staff Responsibilities 
1. It is the responsibility of volunteer supervisors and staff to be 

aware of incident and accident response protocol. In the event of 
an emergency, staff should contact 911 as soon as possible and 
provide as many details as is necessary. 

5. Recognition 
a. Purpose 

i. To facilitate volunteers being continually celebrated and recognized for 
the work that they do in an ongoing and equitable way. 
 

b. Statement 
i. To celebrate the volunteers who support Ontario Cycling, recognition will 

take place through a variety of means during different parts of the year, 
including National Volunteer Week and an annual OC Volunteer of the 
Year Award, presented at the end of the fiscal year.  Other specific 
recognition means will be coordinated by individual volunteer 
supervisors. 
 

6. Volunteer Travel Reimbursement 
a. Purpose 

i. To facilitate volunteers being aware of travel reimbursement 
entitlements based on the work and location of their volunteer role. 
 

b. Statement 
i. Ontario Cycling is willing and able to provide volunteers with 

reimbursements depending on their volunteer position and the event.  
Please contact Ontario Cycling Events Team at 
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events.team@ontariocycling.org directly with any questions regarding 
reimbursements. 

 
7. Resignation 

a. Purpose 
i. To facilitate clear and reasonable notice being provided to Ontario 

Cycling by volunteers voluntarily ending their engagement.  

b. Statement 
i. Ontario Cycling requires volunteers to provide their supervisor with 

notice of their resignation. It is expected that volunteers will give a 
minimum of one (1) week notice (preference for three weeks’ notice). 
Volunteers are not obligated to provide a reason for resignation. Ontario 
Cycling appreciates as much notice as volunteers can reasonably provide. 
Failure to provide notice without extenuating circumstances may affect 
eligibility for future roles, subject to review by the organization.Staff 
supervisors will acknowledge in writing receipt of resignation letters that 
are provided via email.  
 

8. Dismissal 
a. Purpose and Statement 

i. To facilitate dismissal of volunteers in a manner which is fair, equitable 
and reasonable based on the process outlined in this policy and the 
expectations, responsibilities, and consequences of volunteer actions. 

b. Responsibilities 
i. Volunteer Responsibilities 

1. It is the responsibility of volunteers to understand their 
expectations and be aware of the Dismissal portion of this policy. 

ii. Staff Responsibilities 
1. Volunteer supervisors and/or Ontario Cycling staff will determine 

the responsibilities of each volunteer role – along with any 
associated expectations, boundaries, duties, and rules that are 
appropriate. Every volunteer supervisor will facilitate volunteers 
being aware of their expectations and responsibilities, and all 
possible consequences for failing to meet these expectations, 
breaching a boundary, or inappropriate behaviour.  

c. Procedures 
i. The following are considered grounds for immediate dismissal: 

1. Illegal, violent and/or unsafe acts. 
2. Theft of property or misuse of Ontario Cycling funds, equipment, 

participant information or materials. 

mailto:events.team@ontariocycling.org
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3. Being under the influence of alcohol or drugs while performing 
volunteer duties. 

4. Any action or behaviour that causes harm to participants. 
5. Breaches in the Ontario Cycling Code of Conduct & Ethics. 

ii. Any instance of failure to meet the requirements of the role will be 
documented in the volunteer’s file. Each occurrence will be shared and 
followed up with the volunteer. A plan will be created to improve 
behaviour so that instances aren’t repeated. 

iii. If such occurrences are repetitive or frequent, the volunteer will be given 
a warning in person and in writing. This warning will be recorded in the 
volunteer’s file. 

iv. Volunteers will be given a set period during which they should improve 
their behaviour. This period will be noted in the written warning. 

v. Volunteers may be dismissed if improvements are not demonstrated 
after two (2) documented warnings in accordance with the Volunteer 
Incident Report process (see Volunteer Handbook). Volunteer supervisors 
are responsible for determining whether improvements made are 
sufficient. 

vi. An appointment will be scheduled to inform the volunteer of the decision 
to dismiss them in person. The volunteer, their supervisor and one other 
member of Ontario Cycling staff will be present in this meeting. The 
volunteer is invited to bring to the meeting another volunteer or any 
other person for support purposes.  

vii. The volunteer will be supplied with a confirmation of their dismissal in 
the form of a dismissal letter, signed by their supervisor and the 
President & CEO in physical and/or digital formats. 

viii. Details of the dismissal will be recorded in the volunteer’s file and may 
impact future opportunities to volunteer with the organization. However, 
the volunteer may apply for another role at any time. 

9. Accessibility & Accommodations  
a. Ontario Cycling is committed to providing accessible volunteer opportunities in 

compliance with the Accessibility for Ontarians with Disabilities Act (AODA). 
Volunteers requiring accommodations should contact their supervisor as early as 
possible. 

 
 
 

https://ontariocycling.org/wp-content/uploads/2022/08/code-of-conduct-and-ethics-20220518.pdf
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10. Volunteer Orientation  
a. All volunteers must complete a general orientation and review the role‑specific 

guidance in the OC Volunteer Handbook before undertaking their first 
assignment. Certain roles (e.g., Caravan Drivers) require certification or online 
training modules. 

 
11. Workplace Violence and Harassment Policy 

a. Volunteer recruitment, engagement and activities shall comply with Ontario 
Cycling’s Workplace Violence and Harassment Policy. 

b. Ontario Cycling is committed to providing a safe and respectful work 
environment. All workers are entitled to work free from workplace 
discrimination, harassment, and violence. Ontario Cycling will take the steps that 
are reasonable in the circumstances to prevent workplace discrimination and 
harassment and to protect our workers from workplace violence from any 
source, be it from members, clients, colleagues, service providers, or strangers.   

 
c. This policy applies to all activities that occur while on the Ontario Cycling’s 

premises or while engaging in the Ontario Cycling’s business, activities, or social 
events.  

 
d. Everyone in the workplace is responsible for complying with this policy and 

working together to prevent workplace discrimination, harassment, and 
violence. Failure to comply with this policy may lead to discipline, up to and 
including termination of employment for cause. 

 
e. Definitions 

i. Discrimination means any form of unequal treatment based on a ground 
protected by applicable human rights legislation, whether imposing extra 
burdens or denying benefits. It may be intentional or unintentional. It 
may involve direct actions that are discriminatory on their face, or it may 
involve rules, practices or procedures that appear neutral, but 
disadvantage certain groups of people. Discrimination may take obvious 
forms, or it may happen in very subtle ways. Even if there are many 
factors affecting a decision or action, if discrimination is one factor, that 
is a violation of this policy. 

 
ii. Workplace Harassment means engaging in a course of vexatious 

comment or conduct against a worker in a workplace that is known, or 
ought reasonably to be known, to be unwelcome. Harassment includes, 
but is not limited to, sexual harassment, psychological harassment and 
harassment based on age, sex, race, colour, sexual orientation, religion, 
creed, political belief, record of offences, place of origin, ancestry, ethnic 
origin, citizenship, marital status, family status, disability, source of 
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income or any other prohibited ground of discrimination. A poisoned or 
hostile environment is also a form of harassment and prohibited by law. 

 
iii. Workplace Sexual Harassment means engaging in a course of vexatious 

comment or conduct against a worker in a workplace because of sex, 
sexual orientation, gender identity or gender expression, where the 
course of comment or conduct is known or ought reasonably to be 
known to be unwelcome, or making a sexual solicitation or advance 
where the person making the solicitation or advance is in a position to 
confer, grant or deny a benefit or advancement to the worker and the 
person knows or ought reasonably to know that the solicitation or 
advance is unwelcome. 

 
iv. Workplace Violence means the attempted or actual exercise of physical 

force against a worker in the workplace that causes or is likely to cause 
physical injury to the worker; or a statement or behaviour that it is 
reasonable for a worker to interpret as a threat to exercise physical force 
against the worker in a workplace that could cause physical injury to the 
worker. Workplace violence includes domestic violence that occurs in the 
workplace. 

 
f. Right to a Safe Workplace 

i. In accordance with the Ontario Occupational Health and Safety Act and 
the Human Rights Code, Ontario Cycling prohibits discrimination, 
harassment (including sexual harassment), and violence in the workplace. 

 
ii. Every employee has the right, under law, to freedom from harassment 

and violence in the workplace of the OC, a member or client of the OC or 
by another employee, including harassment because of race, ancestry, 
place of origin, colour, ethnic origin, citizenship, creed, sex, sexual 
orientation, gender identity, gender expression, age, record of offences, 
marital status, family status or disability. 

 
iii. All employees have the right to make a complaint or enforce their rights 

under this policy without reprisal or threat of reprisal.   
 

iv. Workers who engage in workplace discrimination, harassment, or 
violence, as defined above, may be subject to disciplinary action, up to 
and including termination of employment for cause. Workers may also be 
prohibited from entering our premises and may be subject to criminal 
prosecution in accordance with applicable law. 

 
g. Procedures 
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i. Minimizing the Risk of Workplace Violence: Ontario Cycling will take all 
reasonable and practical steps to prevent violence in the workplace, 
including conducting a risk assessment to identify possible sources of 
violence and implementing a violence prevention program to eliminate 
or minimize the risk of violence. 

 
ii. Summoning Immediate Assistance in the Event of a Violent Incident: If an 

incident of workplace violence occurs, workers should remove 
themselves from the situation (if possible). The first priority is to make 
the workplace safe, and then to notify relevant internal and external 
authorities, including calling the police (911) if necessary.   

 
iii. Reporting and Investigation: Ontario Cycling will investigate all incidents 

and complaints of workplace discrimination, harassment, or violence in 
an objective and timely manner, take any necessary action to respond to 
those incidents, and provide reasonable support for complainants. 

 
iv. In response to an incident or complaint of workplace discrimination, 

harassment, or violence: 
 

1. Where possible, and if the worker is comfortable doing so, a 
worker who has experienced discrimination or harassment may 
make it known to the individual engaged in the discrimination or 
harassment, in clear terms, that her or his behavior is unwelcome 
and will not be tolerated. 

 
2. The worker alleging workplace discrimination, harassment or 

violence should make a complaint to the Ontario Cycling’s 
Business Manager. 

 
v. Workers can report incidents or complaints of workplace discrimination, 

harassment, or violence verbally or in writing. The worker reporting the 
incident or the person receiving the complaint should record the 
following information:  

1. Name(s) of the worker who has allegedly experienced workplace 
violence or harassment and contact information. 

2. Name(s), position(s) and contact information (if known) of the 
persons involved in the incident.  

3. Names of the witness(es) (if any) or other person(s) with relevant 
information to provide about the incident (if any) and contact 
information (if known). 

4. Details of what happened including date(s), frequency, and 
location(s) of the alleged incident(s). 
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5. Any supporting documents the worker may have in his/her 
possession that are relevant to the complaint.  

 
vi. The person to whom a complaint has been made may determine the 

method of investigation or action required to resolve the issue or that 
person may ask their manager to make that determination.  The person 
to whom a complaint has been made will advise the manager(s) 
concerned of the complaint, the method of investigation and/or 
resolution, and the results of the investigation. Investigation and 
resolution may include participation by a third-party person or resource.  

 
vii. The formality and scope of the investigation will be determined by the 

specific circumstances of each complaint.  
 

viii. The worker who has allegedly experienced workplace discrimination, 
violence or harassment and the individual(s) allegedly engaging in the 
workplace discrimination, violence, or harassment, if she or he is a 
worker of OC, will be informed of the results of the investigation and of 
any corrective action that has been taken or that will be taken because of 
the investigation. 

 
h. Confidentiality 

i. The investigation of each complaint will be handled in as confidential a 
manner as possible. While the investigation is on-going, the complainant, 
the individual(s) allegedly engaging in the workplace violence or 
harassment, and any witnesses will be instructed not to discuss the 
complaint, incident or the investigation with other workers or witnesses 
unless necessary to obtain advice about their rights. 

 
ii. Information obtained about an incident or complaint of workplace 

harassment, including identifying information about any persons 
involved, will not be disclosed unless the disclosure is necessary for the 
purposes of conducting a full and fair investigation or taking corrective 
action with respect to the incident or complaint, or is otherwise required 
by law. All records of the investigation will be kept confidential. 

 
iii. Please refer to Ontario Cycling’s Code of Conduct & Ethics for further 

information regarding the duties of Ontario Cycling members, including 
Board/committee members, coaches, athletes, commissionaires, 
volunteers, and spectators.   

 
12. Privacy 

a. Volunteer recruitment, engagement and activities shall comply with Ontario 
Cycling’s Privacy Policy. 

https://ontariocycling.org/wp-content/uploads/2025/01/code-of-conduct-and-ethics-20220518.pdf
https://ontariocycling.org/wp-content/uploads/2025/01/OC-Privacy-Policy-1.pdf
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13. Screening 
a. Volunteer recruitment shall comply with Ontario Cycling’s Screening Policy. 

14. Safe Sport 
a. Volunteer engagement and activities shall comply with Ontario Cycling’s Safe 

Sport Policy. 

15. Code of Conduct and Ethics 
a. Volunteer recruitment, engagement and activities shall comply with Ontario 

Cycling’s Code of Conduct and Ethics Policy. 

16. Person in Authority Guidelines 
a. Volunteer recruitment, engagement and activities shall comply with Ontario 

Cycling’s Person in Authority Guidelines. 

17. Social Media 
a. Volunteer recruitment, engagement and activities shall comply with Ontario 

Cycling’s Social Media Policy. 

 

https://ontariocycling.org/wp-content/uploads/2025/05/screening-policy-april-24th-2019-20190424.pdf
https://ontariocycling.org/wp-content/uploads/2023/03/OC-Safe-Sport-Policy-.pdf
https://ontariocycling.org/wp-content/uploads/2023/03/OC-Safe-Sport-Policy-.pdf
https://ontariocycling.org/wp-content/uploads/2025/05/code-of-conduct-and-ethics-20220518.pdf
https://ontariocycling.org/wp-content/uploads/2025/05/OC-Person-in-Authority-Expectations-Guidelines.pdf
https://ontariocycling.org/wp-content/uploads/2025/06/OC-Social-Media-Policy.pdf
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