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Introduction
The following is a resource guide that provides information on engaging volunteers and hiring
employees for summer camps. Individuals may not begin working or volunteering in any
capacity at EKU prior to receiving clearance from EKU Human Resources. This is an effort to
keep the University in compliance with state and federal employment laws.
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Quick Tips

A background check is required for all volunteers and employees
Paperwork is required for employment and volunteering prior to starting
A volunteer may not have the same responsibilities as a paid EKU employee
An employee must be compensated for all time worked
Minimum Wage is $7.25 per hour
All minors must be included in the camp’s staff/child ratio and supervised at all times

Additional Information
https://hr.eku.edu/employment
https://hr.eku.edu/volunteer-program
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VOLUNTEER PROGRAM GUIDELINES
To qualify as an EKU volunteer, an individual must be at least 14 years old and willing and
able to provide services according to the terms of this guideline.
Purpose
Volunteers provide an important resource for Eastern Kentucky University (“EKU”) in carrying
out its educational mission. The purpose of this program is to enable EKU to effectively manage
its engagement and use of volunteers, reduce possible risks associated with the use of volunteers,
and otherwise serve the best interests of EKU and our community.
Volunteer Definition
A volunteer is an unpaid individual who freely performs assigned and authorized duties for and
directly related to the business of EKU without compensation for a limited period of time.
Additionally, a volunteer is an individual who does not currently and did not previously hold a
position performing services that are the same as those for which he or she is volunteering, does
not displace a current EKU employee, and does not provide services that are substantially similar
to those performed by a paid position within that department or unit.
Internships and Co-ops
If an individual is receiving academic class credit from EKU or another institution, this person is
likely better categorized as an intern or a co-op and not a volunteer. Please contact EKU’s Center
for Career & Cooperative Education for more information about internships and co-ops.

General Rules for Volunteers
EKU Volunteer Status and Responsibilities
EKU volunteers must abide by all EKU personnel policies and procedures, including but not
limited to those relating to ethical behavior, safety, confidentiality, student records, harassment
and discrimination, computer use, and drug and alcohol use. Nevertheless, EKU volunteers are
not covered by the Fair Labor Standards Act and are not considered employees for any purpose.
Therefore, EKU volunteers are not eligible for wages or benefits as a result of their volunteer
service except for workers’ compensation, which may be provided upon a volunteer’s agreement
to be bound by all laws and limitations governing workers’ compensation in the Commonwealth
of Kentucky.
Who May Volunteer
Anyone, including retirees, students, alumni, and others may provide volunteer services for
EKU, provided the requirements of this policy are met. The following restrictions apply to all
volunteers:
 Individuals under the age of 14 may not serve as EKU volunteers.
 Prior to performing volunteer services, a department must complete the “Volunteer
Eligibility Qualification and Checklist”, the individual must sign the “Volunteer Service
Agreement”, and all forms must be approved by the Human Resources Office.
 Prior to performing volunteer services, a criminal background check may be required if the
volunteer applicant has not worked or volunteered for the university for 1 year.
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Individuals under the age of 18 must complete the “Under 18 Volunteer Agreement” and are
not required to complete a criminal background check.
Current employees may not serve as volunteers at EKU in any capacity in which they are
employed at the University, or which is essentially similar to or related to their regular work
at the University.
A current employee may only volunteer for special events.
An individual performing volunteer services understands and agrees that EKU may terminate
service as a volunteer for any reason, at any time, without prior notice or cause.
An individual performing volunteer services may not displace a current employee, replace a
past employee or position, or impair the employment of an employee holding a position at
EKU. An individual serving as a volunteer may not perform functions traditionally handled
by an EKU employee, and may not provide services that are substantially the same as those
provided by an employee in a paid position within the department they are volunteering. All
EKU departments and units are prohibited from permitting a volunteer to perform such
functions or provide such services.
No volunteer shall be permitted into a department where a supervisory relationship would
exist between two relatives unless that volunteer is under the age of 18.

Prohibited Activities
EKU volunteers are prohibited from performing the following activities at EKU:
 Operating heavy equipment owned or used by EKU, including EKU vehicles;
 Working with stored energy (e.g. steam, electricity, hydraulics);
 Conducting any activity considered inappropriate for any EKU employee; and
 Entering or purporting to enter into any contract, or otherwise creating or purporting to
create any kind of binding obligation, on behalf of EKU.

Procedure for Engaging Volunteers

New Volunteers
The responsibility for proper screening and engagement of new volunteers rests with the head
of the department or unit or his/her designee. The following procedures must be followed prior
to an individual beginning service as a volunteer at EKU:
1. Departments wishing to engage a volunteer must provide the Human Resources Department with
completed copies of the EKU Volunteer Eligibility Qualification and Checklist form, the EKU
Volunteer Service Agreement, and a written description of the duties, services, and physical
requirements to be performed by the volunteer. Original documentation should be kept by the
department or unit and should be readily available for review.
2. The Human Resources Department will review the application to determine if it is complete. Any
job-related questions regarding whether the applicant may serve as a volunteer at EKU will be
investigated by the Human Resources Department. The HR Department may include the applicant’s
anticipated supervisor and other members of the relevant department in the investigation as
appropriate.
3. If the Human Resources Department and the relevant department agree to engage the applicant as
a volunteer, the Human Resources Department shall conduct a criminal background check, which
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shall include a review of state and federal records. Convictions, guilty pleas and Alford/"no contest"
pleas reasonably related to the applicant’s anticipated volunteer duties and responsibilities will be
grounds for denial of volunteer service at EKU. Individuals under the age of 18 are not required to
complete a background check.
4. Upon completion of all the steps outlined above, the Human Resources Department will contact
the relevant department with a final clearance for the volunteer applicant. If successful, thereafter,
the volunteer may begin performing assigned and authorized volunteer duties at EKU.
The above process must be completed in any of the following circumstances:
 Prior to an individual providing services as a volunteer for the first time.
 For returning volunteers, after a break in service of more than one year.
 When a current volunteer’s duties are materially changed.1

1 In this circumstance, please contact Human Resources as some steps in the above process may not be applicable.

Returning Volunteers
The responsibility for proper verification and engagement of returning volunteers rests with the
head of the department or unit or his/her designee. The following procedures must be followed
prior to an individual renewing their service as a volunteer at EKU:
1. Departments wishing to renew a volunteer must provide the Human Resources Department a
completed copy of the EKU Volunteer Renewal Service Agreement, and a written description of
any duties, services and physical requirements to be performed by the volunteer that may have
changed. Original documentation should be kept by the department or unit and should be readily
available for review.
2. The Human Resources Department will review the application to determine if it is complete. Any
job-related questions regarding whether the applicant may serve as a volunteer at EKU will be
investigated by the Human Resources Department. The HR Department may include the applicant’s
anticipated supervisor and other members of the relevant department in the investigation as
appropriate.
3. The Human Resources department will verify if the volunteer requires a background check.
Background checks are not required for any returning volunteer who has not had a one year gap in
their volunteer service. If a gap of 1 year or longer exists, the applicant must complete all forms as
if a new volunteer.
4. Upon completion of all the steps outlined above, the Human Resources Department will contact the
relevant department with a final clearance for the volunteer applicant. If successful, thereafter, the
volunteer may begin performing assigned and authorized volunteer duties at EKU.
The Human Resources Department will maintain a file for each EKU volunteer containing the
relevant description of duties, service time, and physical requirements; the volunteer’s application;
the results of the volunteer’s background check; the volunteer’s signed volunteer agreement. The
hiring department will maintain documentation of receipt of appropriate training by the volunteer,
and any other documentation deemed necessary or required by state records retention policy.
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EASTERN KENTUCKY UNIVERSITY
VOLUNTEER SERVICE AGREEMENT

We are pleased that you have decided to volunteer your services to Eastern Kentucky University
(“EKU”), Department of
. By signing where indicated below, you
agree to and acknowledge the following:
1. I understand and agree that my volunteer service is in no way an offer of employment
by EKU and that I shall not receive nor be entitled to receive any compensation,
remuneration, or benefits for my service as a volunteer except as may be expressly stated
in this agreement. I further agree to release EKU from any and all claims to
compensation or remuneration related to my volunteer service. I also understand and
agree that at no time will I be considered or deemed to be an agent, servant or employee
of EKU.
2. I agree to act appropriately and in a professional and courteous manner during my
volunteer service.
3. I understand and acknowledge there is no right to serve as a volunteer at EKU, that EKU
may terminate my volunteer service at any time and for any reason or no reason at all,
with or without notice.
4. My

volunteer

activity

will
be
immediately
supervised
by
(“Supervisor”) or his/her successor(s). It is anticipated,
but not guaranteed, that my volunteer service will begin on
and
end on
.

5. I agree that I will provide the services and/or duties described on my Volunteer Service
Application and/or attached to this agreement.
6. I agree to abide by all applicable laws, rules, regulations, policies, and requirements of
EKU at all times, including obligations regarding the confidentiality of student records.
I further agree to follow the guidelines of the Department and my Supervisor and
conduct myself in a manner so as to prevent damage to property or injury to myself or
others.
7. I understand that I have no authority, actual or implied, to bind or represent EKU with
regard to any third parties. Moreover, I agree that I will not give the impression that I
have any authority to bind or represent EKU with regard to third parties. Accordingly, I
will not sign or enter into any agreements or binding obligations on behalf of EKU.
8. I understand all the requirements of the duties and/or services, detailed in provided
description of tasks and duties, which I will perform as a volunteer, including physical
requirements, and I represent that I am willing and able and have the training and skills
to provide those duties and/or services.
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9. I recognize there are dangers, risks, and possible injuries to myself that are inherent in
and may result from participating in the volunteer activity. In consideration for allowing
my participation as a volunteer, I fully and finally release and hold harmless EKU, its
regents, and employees from any and all liability, cost or damages should any damage
occur to my property, or due to an injury, illness or even death which may occur to me
while participating in my volunteer activity or which may in any way arise from or relate
to my volunteer activity, including that which may arise from any negligence of EKU
or its employees.
10. I agree to indemnify and reimburse EKU for any and all liability, cost, or damages that
EKU may incur arising out of any unauthorized conduct on my part while serving as a
Volunteer at EKU. I understand and acknowledge that, in the event of a conflict between
that policy and this agreement, the policy will control.
11. I have read and agree to abide by the terms of EKU's policy regarding volunteers which
I acknowledge is subject to change from time to time with or without notice.
12. The terms of this Volunteer Service Agreement shall be governed by the laws of the
Commonwealth of Kentucky.
AGREED AND ACCEPTED
Volunteer:
Printed Name

Signature

Date

Signature

Date

Signature

Date

EKU Supervisor:
Printed Name

EKU Human Resources:
Printed Name
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Under 18 Volunteer Agreement Form
Hours of volunteer service for minors under 18 years of age

Age

May
Not
Work
Before

May Not Work
After

Maximum Hours When School is
in Session

Maximum
Hours When
School is Not in
Session

14 & 15
Years

7:00
A.M.

7:00 P.M.
(9:00 P.M. June 1
through Labor Day)

3 Hours per day on a school day;
8 Hours per day on a non-school day;
18 Hours per week

8 Hours per day;
40 Hours per
week

16 & 17
Years

6:00
A.M.

10:30 P.M. preceding
6 Hours per day on a school day;
a school day;
NO
8 Hours per day on a non-school day;
1:00 A.M. preceding
RESTRICTIONS
30 Hours per week
a non-school day
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PLEASE READ THIS DOCUMENT CAREFULLY BEFORE SIGNING. THIS IS A LEGALLY
BINDING DOCUMENT. THIS FULLY SIGNED FORM MUST BE SUBMITTED BY A PARENT
OR LEGAL GUARDIAN BEFORE ANY CHILD IS ALLOWED TO PARTICIPATE IN THE
ABOVE REFERENCED VOLUNTEER PROGRAM.
I, the undersigned, wish for my Child (hereafter “Child”) to participate in the above-referenced
volunteer program (hereafter “Program”) on the date(s) and location(s) indicated above and, in
consideration of my Child’s participation, I hereby agree as follows:
I acknowledge, understand, and appreciate that as part of my Child’s participation in the Program there
are dangers, hazards, and inherent risks to which my Child may be exposed, including the risk of serious
physical injury, temporary or permanent disability, and death, as well as economic and property loss. I
further realize that participating in the youth program may involve risks and dangers, both known and
unknown, and have elected to allow my child to take part in the Program. Therefore I, on behalf of my
Child, voluntarily accept and assume all risk of injury, loss of life, or damage to property arising out of
training, preparing, participating, and traveling to or from the Program.
I, on behalf of my Child, hereby release Eastern Kentucky University, its Board of Regents,
Administration, Faculty, Staff, Student Leaders, the Program Staff, and all other officers, directors,
employees, volunteers, and agents (hereafter “EKU”) from any and all liability as to any right of action
that may accrue to my heirs or representatives for any injury to my Child or loss that my Child may suffer
while training, preparing, participating and/or traveling to or from the Program. This agreement is binding
on my heirs and assigns.
I, on behalf of my Child, furthermore release, indemnify and hold harmless EKU from and against any
and all liability, actions, debts, claims, and demands of every kind whatsoever, specifically including,
but not limited to, any claim for negligence or negligent acts or omissions and any present or future
claim, loss or liability for injury to person or property that my Child may suffer, for which my Child
may be liable to any other person, that may or does arise out of my Child’s participation in the Program.
I understand that EKU accepts no responsibility for my Child’s personal property.
In the event of an accident or serious illness, I hereby authorize representatives of EKU to obtain medical
treatment for my child on my behalf. I hereby hold harmless and agree to indemnify EKU from any
claims, causes of action, damages, and/or liabilities, arising out of or resulting from said medical
treatment. I further agree to accept full responsibility for any and all expenses, including medical
expenses that may derive from any injuries to my Child that may occur during his/her participation in the
Program.
In consideration of my child’s participation in the above-captioned event, I, the undersigned
parent/guardian of the minor child indicated below, hereby grant to EKU the right to reproduce, use,
exhibit, display, broadcast, distribute, exploit, modify, adapt, and create derivative works of photographs,
videotaped images or video/audio recordings of my child (“Materials”) by incorporating them into
publications, catalogs, brochures, books, magazines, photo exhibits, motion picture films, videos,
electronic media, web sites, and/or other media, or commercial, informational, educational, advertising, or
promotional materials or publications related thereto (“Works”). It is agreed that the Works will be used
in connection with University business, the activities of the University, or for promoting, publicizing, or
explaining University activities or events.
Materials may appear in any of the wide variety of formats and media now available to the University and
that may be available in the future, including but not limited to print, broadcast, videotape, CD-ROM, and
electronic/online media.
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I waive my right to inspect or approve any Works that may be created by the University using the
Materials and waive any claim with respect to the eventual use to which Materials may be applied.
I understand and agree that the University is and shall be the exclusive owner of all rights, title, and
interest, including copyright, in the Works, and any commercial, informational, educational, advertising,
or promotional materials containing the Materials. All electronic or non-electronic negatives, positives,
and prints are owned by the University. I also understand that neither I nor my child will receive
compensation in connection with the use of my child's image.
This RELEASE shall be governed by and construed under the laws of Kentucky. I agree that any legal
action or proceeding relating to this RELEASE, or arising out of any injury, death, damage, or loss as
a result of my Child’s participation in any part of the Program, shall be brought only in Madison
County, Kentucky.
This RELEASE contains the entire agreement between the parties to this agreement and the terms
of this RELEASE are contractual and not a mere recital. The information I have provided is
disclosed accurately and truthfully. I have been given ample opportunity to read this document and
I understand and agree to all of its terms and conditions. I understand that I am giving up
substantial rights (including my right to sue), and acknowledge that I am signing this document
freely and voluntarily, and intend by my signature to provide a complete and unconditional release
of all liability to the greatest extent allowed by law. My signature on this document is intended to
bind not only myself and my Child but also the successors, heirs, representatives, administrators,
and assigns of myself and my Child.
Participant

Parent/Guardian

Name:

Name:

Signature:

Signature:

Date:

Date:

A PARENT OR GUARDIAN MUST SIGN THIS FORM FOR A MINOR UNDER THE AGE OF
18 TO VOLUNTEER AT EASTERN KENTUCKY UNIVERSITY.
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Student Employment Information
EKU Student Eligibility
 A student must be enrolled at Eastern Kentucky University to be eligible for student
employment.
 Student(s) must be enrolled for summer during the term in which they are applying to
work and/or enrolled full-time in the following fall semester (minimum of 12 credit
hours undergraduate or 9 credit hours graduate). If the student is not enrolled in a
summer course, then they must be enrolled in the fall full-time.
EKU Departmental Budget
Departments must check their Institutional Work-Study budget before requesting to post a
position to hire student employees for the summer. If your department does not have an
Institutional Work-Study funding, please verify and receive approval to use your department’s
M&O funds from your department head.
Work Schedule
 Students may work up to 20 hours per week if they are enrolled in summer courses
during the term in which they are working.
 Students may work up to 29 hours per week if they are not enrolled in summer courses
during the term in which they are working AND are enrolled in the fall full-time.
Student Employment Form
 PENGUIN is an electronic system for all student employment services. The electronic
form serves as an agreement between the supervisor, the student, and the Human
Resources office for employment in a specific department.
 Use the PENGUIN system to submit the student employment form after you have
received an email from Human Resources that the candidate’s background check is
cleared.
 Once the student has been set up for employment, the supervisor and the student will
receive an automatic email once the employee is cleared to begin working.
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Camp Supervisors
Camp supervisors are responsible for supervising their camper’s activities at all times.
Please give extra attention to check-in and check-out times to ensure campers’ safety.
Group sizes are determined in the chart below and must be followed for all camps at all times.

Staff-to-Camper Ratios






Age

Ratio

Maximum Group Size

6 to 8 Years

1 Staff to 6 Campers

6

9 to 14 Years

1 Staff to 8 Campers

8

15 to 18 Years

1 Staff to 10 Campers

10

Supervisors/Staff members must be age 18 or older.
The age of the youngest child will determine the number of qualified staff/counselors
needed and the number of children in a group.
All minors should be included in the staff/child ratio.
Any dependents of the staff/counselor that is attending the camp should also be included
in the ratio.
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https://hr.eku.edu/people

Employment & Volunteer Services
HR Contacts
Caleb Adams

Human Resources Generalist II
Office: Jones Building, Room 203
Mailing Address: CPO 24A
Email: Caleb.Adams@eku.edu
Phone: 859-622-7232

Krista Caudill

Human Resources Generalist II
Office: Jones Building, Room 203
Mailing Address: CPO 24A
Email: Krista.Caudill@eku.edu
Phone: 859-622-3467

Haylee Connelly

Human Resources Generalist
Office: Jones Building, Room 203
Mailing Address: CPO 24A
Email: Haylee.Connelly@eku.edu
Phone: 859-622-5093
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