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Definition of Volunteer

A volunteer is a person who of their own free will wishes to use
their own personal time to provide their knowledge or skills to

support UFCH.

Policy on Volunteers

UFCH is grateful for the support of volunteers and encourages
the recruitment and use of volunteers in UFCH’s program and
office work. Volunteers include clinical and non-clinical staff
and includes both one-off volunteer episodes and longer

internships.

Volunteer Agreements

All volunteers at UFCH a required to sign a volunteer
agreement. The UFCH standard Volunteer Agreement will be
used. The agreement is open-ended which allows volunteers
to work for UFCH on an ongoing basis but needing only the one
contract to be put into place. It is the responsibility of UFCH
Program Staff to ensure that their program volunteers have
signed volunteer agreements in place prior to the start of the

work.

Volunteer Training

Volunteers at UFCH are often the face of the foundation and
are a representative of UFCH. Foundation employees must
provide volunteers working for UFCH specific training on the
tasks that they will be performing. It is the responsibility of the
UFCH employee overseeing the program or work to ensure the
volunteer is qualified or to raise any concern to the Executive
Director immediately.

Stipends Offered to Volunteers
As a way to encourage and thank Clinical Volunteers for their

time, UFCH will offer Clinical Volunteers performing clinical
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roles a daily Stipend. UFCH does not mean for this stipend to
be a substitute wage. The stipend is the same for all clinical
staff such as physicians, nurses, lab techs, pharmacists, etc.
Non-Clinical Volunteers or Clinical Volunteers performing Non-

Clinical tasks will not be eligible for stipends.

Stipend Schedule

Half Day (up Full Day
to 4 hours) (greater
than 4
hours)
Clinical Staff RMB 150 RMB 300
Performing Clinical
Tasks
Clinical Staff RMB 0 RMB 0
Performing Non-
Clinical Tasks
Non Clinical Staff RMB 0 RMB 0

Note that any UFH clinical staff member paid by their hospital
or clinic while performing work for UFCH will not qualify for
stipends. Stipend are only for clinical volunteers using their

personal time off.

Taxation

UFCH will report all Stipends to the local tax bureau as required
by law. Note that as of the date of this policy, monthly stipend
payments less than or equal to RMB 800 do not require tax
reporting or taxes to be withheld and paid on behalf of the
volunteer. When required, the UFCH Accountant will report
the stipend amount to the UFH HQ Human Resources Team by
providing a copy of the completed

Reporting of tax and the stipend payment are to be made

within the same month.

Required Documentation

UFCH will extend the offer of stipends to all eligible volunteers.
UFCH program staff must full in the with
all pertinent details. Once completed, both the UFCH Program
Staff member and the Volunteer must sign off the form before
UFCH can pay the stipends. Note that any volunteer wishing to
forego the stipend must also complete the

but will need to write, “l wish to forego all stipends” along with

their signature in the Signature box on the form.

Stipend Payment
The UFCH Accountant is responsible for paying stipends.
Before making the stipend payment, the UFCH Accountant
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must review the following checklist and ensure all required
item are in place:

Required Items P& H
1| Signed Volunteer Contract with Completed 1 BEBTIEREANH, HEETER
Volunteer Bank Information Form Completed HRTRER.
Signed UFCH Stipend Form 2| BEAFH UFCH BMR
3| “Okto Pay” Approval from Executive Director 3| PUTEEKHE "FEEST "HHE
UFCH Accountant will send an email to the volunteer letting EESHNSTT SR ERE R —H4:, ikt
him/her know that the payment is complete. JFIEAT R & B .
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