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Welcome to Outside2Inside! 

Thank you for choosing to volunteer with our Outside2Inside 501(c)(3) Non-Profit Organization! 

Outside2Inside was founded in 2017, but its parent organization has been doing similar efforts and much 

more for the community since 2010. Our mission is to reduce food waste by bringing awareness about the 

problem of food waste to the community and kids, recover wonky produce, and recycle food waste 

through organic composting and animal feed. Our vision is to bring balance in our local community using 

existing discarded waste to create a clean, peaceful and healthy environment. 

Whatever department or role you are volunteering with at Outside2Inside; you are helping to continue the 

organization’s mission of reducing food waste. Our volunteers are at the heart of the organization – your 

contribution of time provides us with the skills and opportunity to do so much more than would otherwise 

be possible. We want to make sure that you get the most out of your time with the organization, and this 

handbook will provide you with a general overview of volunteering with us. Along with this handbook, 

you will learn more about the organization through our volunteer orientation. 

If you have questions about your role, please speak to your reporting manager who will be able to provide 

more information, or you can get in touch the human resource manager. We hope that you enjoy your 

volunteering role in Outside2Inside and we look forward to hearing about your experiences! 

 

Kind regards, 

 

Vijay Gurusamy 

Founder, Outside2Inside 
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Purpose of the Handbook & How to Use It 

This handbook will give you essential information about the policies and expectations of 

Outside2Inside (“O2I”) and will help you better understand how to be a great volunteer. The 

handbook has been organized by topic to help you easily find the information you need. You are 

also encouraged to talk with your supervisor or coordinator if you have questions about the 

content of this handbook.  

 

We hope you find volunteering with Outside2Inside a positive and rewarding experience.   
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Organizational Information 

History of Outside2Inside: 

Outside2Inside is a non-profit organization focused on reducing food waste through prevention, 

recovery, and recycling through various creative programs. We prevent food waste through 

awareness programs that bring food waste realization to the community and kids. Our 

Farm2School program recovers the unattractive but otherwise nutritious produce from local 

partners and serves the deprived and needy in our society. Our recycling program converts food 

waste into organic compost and animal feed, serving both urban households & local farms. 

Outside2Inside is formed by a group of spirited individuals with the aim to reduce waste, hunger 

and create a clean, peaceful, healthy environment. This organization is based in the Bay area. 

Our Mission: 

Our mission is to reduce food waste by bringing awareness about food waste among community 

and kids, recover wonky produce, and recycle food waste through organic composting and 

animal feed. 

Our Vision: 

Our vision is to bring balance to our local community using existing discarded waste to create a 

clean, peaceful and healthy environment.  

Our Core Values: 

1. Creating awareness about food waste, its impact on the environment, and ways to prevent 

it, by bringing knowledge to your doorsteps through local schools and community 

partnerships for a better tomorrow. 

2. Reducing hunger by recovering wonky produce at low cost and sharing with the needy 

and underprivileged people in Santa Clara County. 
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3. Providing a clean and pollution-free environment by recycling food waste into organic 

compost in densely populated urban households and reducing landfills. 

4. Provide low-cost animal care at local farms by recycling food waste into animal feed and 

reducing wastage of resources. 

 

Volunteer Information 

Mission, Vision, and Goals for Volunteer Involvement: 

● Be realistic and candid in accepting your assignment, taking into consideration your 

interests, skills, and availability, as well as the needs of Outside2Inside. 

● Learn your volunteer assignment as well as you can by completing all of the required 

training, asking questions, and staying in touch with your supervisor. 

● Contribute to Outside2Inside by being reliable and dependable in completing your tasks 

and working with your coworkers. 

● Develop your skills as a volunteer by participating in training and development 

opportunities. 

● Learn as much as you can to do the best job possible. 

What YOU can expect from US: 

● We will always treat you with respect, consideration, and appreciation. 

● We will ensure you have a clear idea of your responsibilities, including the length of time 

we’d like you to be involved in given a project. 

● We will give you information about the training and support available to help you carry 

out your role within Outside2Inside. 

● We will provide you with support through regular meetings and/or discussions (the 

format will depend on your role). 

● We will offer you fair, honest, and timely feedback on your work. 

● We will update you on how your work and involvement has made a difference. 
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What WE expect from YOU: 

● Always treat Outside2Inside staff, supporters, and fellow volunteers with respect, 

consideration, and appreciation. 

● Act in a professional manner whenever you represent Outside2Inside in public. 

● Act in a way that doesn’t discriminate against or exclude anyone. 

● Provide as much notice as possible if you are unable to fulfill your volunteering 

commitment, or if you no longer wish to be involved in a project. 

● If you don’t fully understand your role and responsibilities, please ask your 

Outside2Inside contact for guidance. 

 

 

Nuts and Bolts of the Organization 

Hierarchy of the organization 
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Workplace Guidelines 

Record Management  

The Volunteer Management Office maintains records on each volunteer throughout the 
organization. Records include dates of volunteer service, positions held, duties performed, and 
evaluations of volunteer performance, training attended, and awards and/or recognitions 
received. Volunteer records, including application, reference checks, and background checks, 
are confidential. Volunteers are responsible for submitting and updating the information 
contained in their files to the Volunteer Management Office. 

Attendance and Time 

Volunteer attendance is important to the operation of each program. Volunteers should notify 

their supervisor in advance if they are unable to be present on their scheduled day or 

presentation. Volunteers are responsible for completing and submitting their volunteer time 

through the on-line database (https://outside2inside.com/volunteer-time-tracking/). Time not 

accounted for is the responsibility of the volunteer. All Volunteers are expected to arrive on 

time and ready to work every day they are scheduled to work. Notification via voicemail and 

e-mail messages is not acceptable except in certain emergency circumstances. Excessive 

absenteeism or tardiness will result in discipline up to and including termination. If a volunteer 

fails to report for their scheduled time or call in to inform the reporting manager of the absence 

for 3 consecutive days or more, the employee will be considered to have voluntarily resigned 

from participation with the organization. 

Volunteer Performance 

Communication between volunteers and supervisors and/or managers is very important. 
Discussions regarding volunteer performance are ongoing and often informal. Volunteers 
should initiate conversations with their supervisors if they feel additional ongoing feedback is 
needed. 

Service Requirement 

Volunteers agree to commit to a minimum number of hours of service over a week. At the end 

of a service term, volunteers may elect to renew their volunteer service agreement with O2I. 

The number of service hours requested is approximately 25 hours each week. However, this 

service requirement varies with opportunity. 

Leave of Absence  

Leaves of absence can be very disruptive to O2I projects.  Volunteers may request a leave of 

absence with the approval of their supervisor.  In some cases, O2I may have to replace the 

volunteer for the sake of the project. O2I will make reasonable efforts to work with volunteers 
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to put them back on the same project upon the volunteer’s return.  Due to the disruptive 

nature of that taking a leave of absence causes, if volunteers make a habit of taking leaves of 

absence, O2I may decide to not allow the volunteer to return. 

Volunteer Time-off Policy 

The volunteers are entitled to the following.  

 

To avail the volunteer time-off, sick leave, and emergency leave, the volunteer needs to send 

the request to the O2I board via the leave management system at least two weeks prior to 

taking time off. Upon receiving the approval from the O2I board, the volunteer becomes 

eligible to take the time off. 

The volunteer login credentials for the leave management system will be provided after being 

hired. Volunteer Login Link: https://outside2inside.com/wp-login.php 

 

Holidays observed by O2I 

The following days are observed as holidays.  

Holiday 

New Year’s Day 

Birthday of Martin Luther King, Jr Day 

Memorial Day 

Independence Day 

Labor Day 

Columbus Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas Eve 

Christmas Day 

https://outside2inside.com/wp-login.php
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Training  

Volunteers receive training as part of their volunteer service with O2I. All volunteers must 

complete an orientation, on-the-job or program training, and participate in continuing 

education classes. 

Volunteer Orientation provides an overview of O2I, its mission, history, and goals. Each 

volunteer will participate in a scheduled orientation within the first month of beginning their 

service. The orientation is designed to provide a framework for volunteering. 

Volunteer Assignment or Program Training is provided by the supervisor or trainer for a 

particular placement. The training details the skills and knowledge necessary to perform their 

volunteer assignment. 

Youth Volunteer and/or Service Learning Volunteers 

Under 18, must have written consent of a parent or guardian before volunteering. Students 

volunteering for service learning credit hours for their school must submit school name and 

contact information before volunteering. 

Evaluation 

Volunteers receive periodic evaluations to review their performance. The evaluations allow for 

a volunteer and supervisor to suggest changes, seek suggestions and enhance the relationship 

between the volunteer, staff, and O2I. The evaluation is a discussion period, and both the 

supervisor and volunteer should establish an open line of communication. 

Recognition 

O2I frequently recognizes volunteers and highlights their contributions to the organization. 

Continuing recognition of volunteers is vital and will occur every month of the year. 

Conduct  

Volunteers are expected to follow rules of conduct that will protect the interest and safety of all 

O2I volunteers, staff, community, and O2I’s reputation. The following are only some examples 

of inappropriate conduct which could lead to dismissal:  

• Theft or inappropriate removal or possession of O2I property, or theft or inappropriate 

removal or possession of the property of any O2I volunteer, staff, agent, or visitor. 

Additionally, volunteers must cooperate fully in any O2I investigation regarding such 

activity.  

• Falsifying time records or other key documents.  

• Willful or negligent violation of safety or security rules. 



 

       Prevent, Recover & Recycle Food Waste                         12 | Page 

 

• Discriminatory acts towards other volunteers, hiring candidates, O2I staff, and/or 

community members. 

• Inappropriately altering O2I reports or other records. 

• Volunteering while under the influence of alcohol or any illegal drugs and/or illegal or 

unauthorized possession, distribution, sale, transfer, or use of alcohol or illegal drugs in 

the volunteer environment.  

• Creating a disturbance on O2I premises, at sponsored activities or in areas which could 

jeopardize the safety of others or the reputation of O2I.  

• Violation of O2I, Federal, State, or Local safety and health rules.  

• Inappropriate use of O2I equipment, including, but not limited to: telephones, computer 

equipment or electronic systems, mail, e-mail, facsimile machines, or other O2I-owned 

equipment. 

• Unauthorized disclosure of O2I proprietary or confidential information.  

• Unsatisfactory performance or conduct.  

• Improper use of O2I’s property or property owned by any other individual or 

organization.  

• Lack of cooperation, or other disrespectful conduct. 

Voluntary Resignation 

O2I follows an industry practice of a minimum of 2 weeks’ notice in case of voluntary resignation. The 

Volunteer shall send an e-mail stating his/her resignation to the Volunteer’s manager, HR and O2I 

Board. The expectation is the volunteer completes the project/task in hand and provides the properly 

written pass down before leaving. 

Exit Interview  

Volunteers are requested to attend an exit interview. The purpose of this interview is to 

accomplish the following:  

• Bring closure to the volunteer/organization relationship.  

• Obtain feedback about the overall volunteer experience for the purpose of ongoing 

volunteer program development.  

• Obtain feedback about the specific program in which the person has been volunteering, 

for the purpose of the ongoing development of that program.  

Participation and Confidentiality  

Volunteers are responsible for participating in the exit interview process on a voluntary 

basis. If a volunteer chooses to participate in an exit interview, he/she will be encouraged to 

be honest, candid, and constructive in their responses. The information received through 

Exit Interviews will be confidential.  
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Smoke-Free Workplace 

O2I intends to provide a safe and healthy environment. Smoking is not allowed in O2I buildings 

or volunteer/event/work areas at any time except in outside locations specifically designated as 

smoking areas. “Smoking” includes the use of any tobacco products (including chewing 

tobacco), electronic smoking devices, and e-cigarettes. For information regarding the location 

of smoking areas, consult with your supervisor. 

Drug-Free and Alcohol-Free Workplace 

O2I provides a drug-free, healthy, and safe environment. And it is the policy of O2I to maintain 

a drug- and alcohol-free work environment that is safe and productive for all volunteers who 

are working with the organization. While on O2I premises and while conducting O2I-related 

activities off O2I premises, a volunteer may not use, possess, distribute, sell or be under the 

influence of alcohol or illegal drugs.  

The legal use of prescribed drugs is permitted during volunteer service only if it does not impair 

a volunteer’s ability to perform the essential functions of the volunteer position effectively and 

in a safe manner that does not endanger other individuals in the workplace.  

Safety and Liability 

O2I aims to provide a safe and healthy environment for all volunteers. All volunteers have the 

opportunity and responsibility to contribute to a safe environment by using common sense 

rules and safe practices, and by notifying O2I staff and supervisors when any health or safety 

issues are present.  If a volunteer is injured in the course of the volunteer’s service, it is 

important that the volunteer notify his or her supervisor immediately. Volunteers should also 

complete an incident report and submit the report to the volunteer’s supervisor.  

Emergency Closings 

O2I strives to ensure the safety of all volunteers. In the event of inclement weather, volunteers 

will be responsible for contacting their volunteer site to inform their supervisor if they will not 

be performing their scheduled service. If an O2I office should close, the Volunteer Management 

Office will notify the volunteers that were scheduled to perform volunteer services via phone of 

the closing. 

Safety and Security at Volunteer Sites and O2I Offices 

O2I desires to provide a safe volunteer environment. Volunteers are responsible for using the 

following common-sense suggestions to help ensure a safe environment.  

• Be aware of any unknown person who comes into your area and is not accompanied by 

a staff member.  
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• Never leave your purse, wallet, or other valuable items on or under your station. Keep 

these items out of sight. Keep your wallet or purse with you at all times or keep them in 

a secure drawer or cabinet. Avoid carrying large sums of money. Desks, lockers, and 

other storage devices may be provided for a volunteer’s convenience but remains the 

sole property of O2I.  

• O2I is not responsible for lost or stolen personal property. O2I will not reimburse a 

volunteer for any personal property which disappears from a volunteer site.  

• O2I reserves the right to inspect all belongings of employees on its premises, including 

packages, briefcases, purses and handbags, gym bags, and personal vehicles on O2I 

property.  In addition, O2I may inspect the contents of any O2I lockers, storage areas, 

file cabinets, desks, and work stations at any time and may remove all O2I property and 

other items that are in violation of O2I rules and policies.   

Workplace Violence Prevention 

O2I is committed to providing a safe and violence-free workplace for our volunteers. Due to this 
commitment, we discourage volunteers from engaging in any physical confrontation with a 
violent or potentially violent individual, or from behaving in a threatening or violent manner.  

• Threats, threatening language, or any other acts of aggression or violence made toward 
or by any volunteer will not be tolerated. A threat may include any verbal or physical 
harassment or abuse, attempts to intimidate others, menacing gestures, stalking, or 
any other hostile, aggressive, and/or destructive actions taken for the purposes of 
intimidation. This policy covers any violent or potentially violent behavior that occurs in 
the O2I Offices or at any O2I events or functions. 

• Any volunteer who witnesses or is the recipient of violent behavior should promptly 
inform their supervisor, manager, or other O2I staff. All threats will be promptly 
investigated. No volunteer will be subject to retaliation, intimidation, or discipline as a 
result of reporting a threat in good faith under this guideline. 

• Any individual engaging in violence against O2I, its volunteers, or its property will be 
prosecuted to the full extent of the law. All acts will be investigated, and the 
appropriate action will be taken. Any such act or threatening behavior may result in 
disciplinary action up to and including termination of the volunteer relationship.  

O2I prohibits the possession of weapons on its property at all times, including our parking lots 
or O2I vehicles. Additionally, while on duty, volunteers may not carry a weapon of any type.  

• Weapons include, but are not limited to, handguns, rifles, automatic weapons, and 
knives that can be used as weapons (excluding pocketknives, utility knives, and other 
instruments that are used to open packages, cut string, and for other miscellaneous 
tasks), martial arts paraphernalia, stun guns, and tear gas. Any volunteer violating this 
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policy is subject to discipline up to and including termination of the volunteer 
relationship for the first offense. 

Sexual Harassment  

O2I is committed to providing volunteers with an environment that is free from discrimination 

and unlawful harassment. Actions, words, jokes, or comments based on an individual’s sex, 

race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated. 

O2I encourages volunteers to bring any incidents of sexual harassment to the immediate 

attention of a direct supervisor or Human Resources. 

Use of Outside2Inside’s Equipment 

Any equipment, machines, tools, or vehicles which appear to be damaged, defective, or in need 

of repair should be reported to the volunteer’s supervisor. Prompt reporting of damages, 

defects, and the need for repairs could prevent deterioration of equipment and possible injury 

to others. An individual’s supervisor can answer any questions about the volunteer’s 

responsibility for maintenance and care of equipment or vehicles used during a volunteer 

assignment. O2I owned or leased equipment and vehicles are to be used for O2I’s business 

purposes only and may not be borrowed or otherwise used for personal use.  

Telephones and Mail Services  

Telephones are for O2I’s volunteer and community business purposes only. When permitted, 

personal phone calls should be kept to a minimum and should not interfere with volunteer 

service. In addition, long distance charges resulting from a volunteer’s personal use of an O2I 

telephone must be reimbursed to O2I. The use of O2I paid postage for personal 

correspondence is prohibited by Federal law.  

Computer Usage 

O2I provides computers, e-mail, and Internet access to assist volunteers in performing their 

duties. Computers, e-mail, and Internet access should be used for O2I’s volunteer and 

community business-related purposes. The personal business should not be conducted during 

volunteer time. 

Return of Property  

Volunteers are responsible for O2I property which includes all materials, files, keys, passwords 

or any other written or electronic information issued to volunteers or in volunteer’s possession 

or control. All O2I property must be returned on or before your last day. O2I may take all 

actions deemed appropriate to recover or protect its property. 
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Conflict of Interest  

O2I is judged, in large part, by the individual and collective performance of its volunteers. 

Volunteers must recognize the importance of a volunteer’s duty to O2I, and to its members and 

supporters, to act in a manner that merits public trust and confidence. Each volunteer must act 

in all matters in a manner that will safeguard the reputation and integrity of O2I and will 

preserve and strengthen public confidence in O2I activities. Likewise, volunteers must refrain 

from engaging in any transaction in which personal interests conflict, potentially conflict or 

appear to conflict with those of O2I. An actual or potential conflict of interest occurs when a 

volunteer is in a position to influence a decision that may result in a personal gain for you or for 

a relative as a result of O2I’s business dealings. For the purposes of this policy, a relative is a 

person who is related by blood or marriage, or whose relationship with the volunteer is similar 

to that of persons who are related by blood or marriage. Participation in any activity prohibited 

by this Policy can result in the termination of volunteer service.  If a volunteer has any 

questions or concerns about this issue, they should bring their concerns to their supervisor to 

discuss further, and help to relieve them of the conflict of interest.  

Some conflict of interest situations is easily identifiable, whereas others are more subtle. Some 

of the more common situations pertaining to volunteers rise to the potential conflicts set out 

below. This list is illustrative only and should not be regarded as all-inclusive: 

 Accepting Payment or Gifts: No volunteer shall accept payment of any kind (including gifts, 

cash, discounts, concessions, services or other similar item or benefits) for services rendered as 

part of his or her volunteer service. This includes payment for speaking engagements or for 

participation in workshops or similar activities. 

Improper Influence: Any volunteer, or close relative, should not, when acting on his or her own 

behalf or when acting on behalf of another person, business or organization, attempt to 

influence O2I’s position on any issue, matter or transaction nor participate in any discussions 

pertaining to a related organization. 

Inside Information: Inside information should not be used either for the purposes of gaining an 

advantage for one’s self, a close relative, or another organization or for any other purpose not 

specifically approved by O2I. 

Competing with O2I: No volunteer shall prevent or hinder O2I from lawfully competing with 

others or divert business or personnel from O2I. 

Political Activities: Volunteers are encouraged to take an active interest and to participate in 

the political and governmental process. However, except for registered lobbyists and others 

authorized to act on behalf of O2I, volunteers participating do so as individuals and not as 
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representatives of O2I. To avoid any inference of support or sponsorship by O2I, a volunteer 

must never represent that his or her political donation, endorsement or other political activity 

was made or engaged in with the approval, or on behalf, of O2I. Likewise, volunteers must not 

engage in political activities during their volunteer service on behalf of O2I. 

The Making of Statements: No volunteer shall use O2I stationery or any title of O2I or refer to 

O2I or misidentify him or herself as an employee thereof in connection with any matter as to 

which he or she is not authorized as a representative of O2I and to express an opinion on its 

behalf. 

Respect: Demonstrate respect for the dignity of the company, its management, and its 
volunteers. A social media site is a public place, and volunteers should avoid inappropriate 
comments. For example, volunteers should not divulge O2I confidential information such as 
trade secrets, client lists, or information restricted from disclosure by law on social media sites.  
Similarly, volunteers should not engage in harassing or discriminatory behavior that targets 
other volunteers or individuals because of their protected class status or make defamatory 
comments.  Even if a message is posted anonymously, it may be possible to trace it back to the 
sender. 

Trademarks and copyrights: Do not use O2I’s or others’ trademarks on a social media site, or 
reproduce O2I’s or others’ material without first obtaining permission. 

Dress and Grooming 

Volunteers are representatives of O2I and are responsible for presenting a positive image to 

constituents and the community. All volunteers are expected to dress in a manner consistent 

with good hygiene, safety, and good taste appropriate for the conditions and performance of 

their duties. Volunteers that serve in a capacity of a presenter, speaker or other face-to-face 

constituent contacts will wear an O2I name tag. Volunteers who work as support in an office 

situation will dress according to the code of that particular office. Individual volunteers will be 

informed of the dress standard for their duties at the time of assignment. Any questions or 

complaints regarding the appropriateness of attire should be directed to the Human Resources 

department. Decisions regarding attire will be made by the Human Resources department and 

not by individual departments or managers.  
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Helpful Information on Outside2Inside 

Address:  # 2716, 2740 El Camino Real, Santa Clara, CA 95051  

 

 

Plenty of parking spaces available 

 

Office Number: 408-357-4416  

 
Office Hours: Monday - Friday 10 am to 4 pm  

 

O2I Event calendar: https://outside2inside.com/events-calendar/ 

https://maps.google.com/?q=2740+El+Camino+Real,%C2%A0+Santa+Clara,+CA+95051&entry=gmail&source=g
https://maps.google.com/?q=2740+El+Camino+Real,%C2%A0+Santa+Clara,+CA+95051&entry=gmail&source=g
https://outside2inside.com/events-calendar/

