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1. WHAT IS A VOLUNTEER?
A Volunteer is a person who voluntarily offers themselves for a service or undertaking, without pay. A Volunteer does not replace paid workers or constitute a threat to the job security of paid workers. Volunteering is always a matter of choice.
2. WHAT ARE THE BENEFITS OF VOLUNTEERING?
Volunteering is all about making a difference in your community; it also benefits you personally as it offers the chance to:
· Act on your values, passions and interests

· Make new friendships and create professional networks

· Gain work experience and learn new skills

· Enjoy new social and cultural experiences

· Develop personally and build confidence

· Enjoy better physical and mental health as studies show Volunteering makes us healthier and happier 

· Challenge yourself in a supportive environment

· Feel warm and fuzzy about helping your community

· Have fun!

3. WHAT IS VOLUNTEERING?
<Your organisation> recognises and values the enormous contribution Volunteers make within the community. Volunteering creates opportunities for people to make a difference to their communities, enrich their lives and connect with their neighbours as well as developing avenues for self expression, personal development and skill sharing.

Volunteers are people who provide a service:
· That benefits the community

· That is of their own free will

· Without financial payment

· Addresses human, environmental and/or social needs 

· Respects the rights, dignity and culture of others and 
Volunteering offers opportunities for people to become involved in their community, to meet other people and make a positive contribution to the local area. It is also a means of enhancing specific skills and talents, personal development and self-esteem.
Commitment from both the Volunteer and the organisation is essential for programs to operate smoothly. 
4. LINE OF ACCOUNTABILITY 

· Volunteer

· Volunteer Supervisor
· XXXXXXX
· XXXXXXX
· XXXXXXX 
5. GRIEVANCE PROCEDURE
If any problems arise or you may have a grievance, it is necessary to address the issue through the correct channels.  The Volunteer Supervisor is the first contact for you as a Volunteer to report to. If the problem is not dealt with effectively to your satisfaction, it may be necessary to contact the next person in line as listed above on 
<your phone> or via email at <your email>.
6. RIGHTS AND RESPONSIBILITIES OF <YOUR ORGANISATION>
· Acknowledge the extent and importance of Volunteer contributions

· Increase awareness both internally and externally of the contribution of Volunteers

· Conduct relevant induction and training courses for Volunteers

· Provide information on <your organisation> policies and procedures impacting on activities

· Provide clear operational guidelines for each activity

· Ensure staff provide open and honest information and respond to concerns and queries within a reasonable timeframe
· Provide clear guidelines on the relationship between Staff and Volunteers
· Consult on matters that will impact on Volunteers participation

· Provide opportunities to engage in worthwhile activities

· Regularly review the role of Volunteers and Volunteer activities

· Maintain adequate Volunteer recruitment processes

· Maintain EEO (Equal Employment Opportunity) policies in engaging Volunteers

· Provide a safe working environment for Staff and Volunteers
· Provide relevant insurance cover

· Provide adequate resources for Volunteers to conduct activities in accordance with adopted Management plans and policies

· Acknowledge and identify the skill level of individual Volunteers

· Where appropriate, identify and provide opportunities for skill development for individuals

· Actively promote Volunteer and group activities

· Where appropriate, provide each Volunteer with identification whilst undertaking Volunteer work.

7. RIGHTS AND RESPONSIBILITIES OF VOLUNTEERS
· Complete the work that you have volunteered for and be dependable

· Work as part of the team

· Be willing to learn and attend courses if necessary 

· Follow any guidelines, policies and procedures relevant to the Volunteering position

· To act in a manner that does not undermine <your organisation> in the community

· Seek help when needed and ask questions when required

· Provide proof of identity to <your organisation>
· Provide a National Police Check

· Obtain a Working with Children’s Check

· Respect the confidentiality of other Volunteers, <your organisation> employees and others

· Work within your own physical limits and area of skill

· To receive appropriate information about Volunteer programs

· To receive support and supervision from <your organisation> Staff

· Notify the Volunteer Supervisor of any issue relating to your work task allocation which may impact on your participation, for example prior or existing physical restrictions

8. CORE VALUES
Please insert the core values that are unique to your agency.  We have provided a number of examples below.
	Accountability 
· Takes responsibility. 
· Understand and support the achievement of organisational goals for the benefit of our community. 
· Do more than just jobs, we are proactive, we follow up… we are leaders. 
· We take responsibility for our action or in-action. 
· Follow procedures and support a safe workplace and community. 
· We take pride in our organisation, our city and the services we provide.



	Collaboration
· Connected & supported. 
· Communicate openly through active listening and sharing ideas to create successful teams. 
· We are responsive to our colleagues, customers and stakeholder needs…we ask ‘what can i do to help’. 
· Work collaboratively with colleagues and out community



	Innovation
· Making changes to add value. 
· Pursue diversity of ideas, questions assumptions and embrace change. 
· We are adaptive, we find solutions. 
· Support each other to test and implement positive change. 
· Seek feedback to improve share out learnings. 



	Trustworthy

· Respect & value relationships. 
· Develop trusting relationships by sharing who we are doing what we say. 
· We are not disruptive or undermining and do not tolerate or participate in bullying. 
· Recognise a job well done, provide timely feedback and don’t leave concerns unspoken. 
· We act in the best interest of our community using systems, resources and assets responsibility.


9. KEEPING YOUR DISTANCE
· You cannot take your work home with you, home is where we enjoy our home life and recharge our batteries

· Be consistent.  Don’t do anything outside your volunteer role

10. EMPATHY
· Empathy is the understanding of another.  Understanding another is not about talking as much as it is listening

· Don’t ever force your beliefs on others
· Sexual, political or religious beliefs do not belong in the work place

· Do not take on the responsibility of fixing others problems, unless it is required in your volunteer role.
11. REPORTING BACK
· Any unusual behaviour should be reported to your Volunteer Supervisor immediately

12. YOUR WELFARE
· Don’t ever accept abuse or inappropriate behavior
· If the situation does not feel safe – leave and ring your supervisor
13. INSURANCE
13.1
PERSONAL ACCIDENT INSURANCE
<Your organisation>’s personal accident insurance policy covers Volunteers whilst performing activities authorised by <your organisation>. The insurance also covers Volunteers on direct route to and from the authorised event or activity. 

It should be noted that the policy only covers Volunteers aged between <enter age range> years. As a result persons outside of this age bracket are not able to be engaged in any voluntary activities.

<Your organisation> will take all reasonable care to ensure that Volunteers operate in a safe working environment. Volunteers are required to act in a responsible manner and in accordance with standard operating procedures. Wilfully or deliberately causing injury is not covered by <your organisation>’s insurance.

Any accident/incident that occurs whilst under the care and control of <your organisation> must be reported to the Volunteer Supervisor as soon as possible. Contact the Volunteer Supervisor on <your phone> or via email at <your email>.
13.2
VOLUNTEER’S PERSONAL PROPERTY
Volunteer’s personal items are not covered by <your organisation>’s insurance whilst undertaking Volunteer activities. Volunteers are encouraged not to bring or wear items of any significant value (including jewelry). All necessary equipment will be supplied by <your organisation>.  All attempts should be taken by you to secure personal items against theft or damage. 

13.3
USE OF MOTOR VEHICLES
Volunteers may be required to use a motor vehicle during the course of performing various activities. If the Volunteer is required to use a motor vehicle during their Volunteering activities they must submit a copy of their license and personal car insurance to the Volunteer Supervisor.  <Your organisation> does not cover or compensate any damage incurred to ones’ own vehicle.

13.4
PUBLIC LIABILITY INSURANCE
Whilst working under the care and control of <your organisation>, Volunteers are protected against Public Liability claims under <your organisation>’s Public Liability insurance cover. <Your organisation>’s insurance does not cover incidents where damage has been caused through wilful or deliberate acts.

If damage is caused or an incident arises, the Volunteer Supervisor must be notified immediately.
14. FINES AND INFRINGEMENTS
Any court imposed fine or infringements received as a result of the actions or omissions of a Volunteer will be the responsibility of the Volunteer. They are responsible for payment of any fines or infringements incurred while taking part in any Volunteer program.

They include, but are not limited to:

· Parking 

· Speeding 

· Littering

· Red light camera
· It is mandatory that Volunteers who are involved in any program have a zero blood alcohol reading and no illegal drugs in their system. 
15. VOLUNTEER PROGRAM TYPES

<Write about your volunteer programs here, as well as Volunteers role in the program>

FREQUENTLY ASKED VOLUNTEER QUESTIONS

WHAT FORMS ARE REQUIRED?

· A Volunteer Registration Form

· A National Police Check
· A Working with Children Check
DO I STILL NEED A NATIONAL POLICE CHECK IF I HAVE HAD ONE DONE?

· Yes even if you have recently had a National Police Check done, <your organisation> still requires a National Police Check.

DO I HAVE TO PAY FOR THE NATIONAL POLICE CHECK?

· <Please fill in your organisation response>
HOW LONG DO I HAVE TO WAIT FOR THE NATIONAL POLICE CHECK TO BE COMPLETED?

· The National Police Check clearance can take up to six weeks. 

WHAT TYPE OF VOLUNTEER WORK IS AVAILABLE?

<Write about the type of Volunteer work in your organisation.>

WHAT TRAINING AND SUPPORT IS AVAILABLE?

· Our Volunteers benefit from ongoing training and support.  All Volunteers undergo <your training program> training.
· New Volunteers are partnered up with an experienced Volunteer to show them the procedures.  

· Programs offer ongoing training opportunities that can be undertaken as desired. 

WILL I BE REIMBURSED FOR ANY OUT OF POCKET EXPENSES?

· <Please fill in your organisations response>.
<Put your Company name, address, contact as well as opening hours here>
HandsUp Latrobe Valley Volunteers

141 Commercial Road, Morwell

Post

PO Box 264, Morwell VIC 3840

Phone 

04 36466030

Email

volunteers@handsuplatrobe.com
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