Procedure

The following procedures are to aid in the recruiting and managing of volunteers:

· Volunteer Service Guidelines

· Volunteer Recruitment

· Rights of a Volunteer

· Responsibilities of a Volunteer

· Code of Behaviour

· Code of Confidentiality

· Grievances & Disputes

· Occupational Health & Safety

· Discrimination & Sexual Harassment

· Travel Reimbursement

· Volunteer Training

· Support and Supervision Sessions

· Service Guidelines 

Volunteer Service Guidelines

These guidelines are taken directly from the Funding Agreement between Southlake Community Services Inc. and the Department of Community Services.  These guidelines serve as procedures to be implemented in recruiting and managing volunteers for the Southlake Community Services Inc. 
· Each volunteer should be engaged for up to and not in excess of 16 hours per week.

· A volunteer should be placed in a support role only, not to be referred to or placed in a position where they would replace a paid staff member. In some cases a volunteer could undertake a small part of a paid worker’s position (i.e. one or two tasks allocated from that position).

· A volunteer should be placed in a clearly delineated position, and not placed in a position that could be a source of dispute with other staff.

· Volunteering should always be a matter of personal choice, free from coercion.  Having said that, the Southlake Community Services Inc. is prepared to work with Government in the implementation of Mutual Obligation and Voluntary Work Initiative Programmes provided always that all the other criteria related to volunteer work at SCS Inc. are met by prospective volunteers and that an appropriate level of commitment is demonstrated.

· Volunteer effort is an activity for all people over the age of 16 years.

· Volunteers are entitled to proper management in an environment in which volunteers’ programs are effectively developed and coordinated. Organisations should develop codes of practice which recognise the mutual interests of volunteers and paid workers.

Volunteer Recruitment

The process used for the recruitment of volunteers is as follows:

· Requests for volunteers will be registered with the Central Coast Volunteer Referral Agency and the Hunter Volunteer Centre Inc. and, if necessary, advertised in the local area.

· Interested volunteers will be required to complete an “Application for a Volunteer Position”.

· The Project Co-ordinator will arrange an interview with the volunteer which will cover the “Application for a Volunteer Position” document. 

· The Project Co-ordinator should inform the volunteer as soon as possible of his/her decision.

· If the volunteer's application is unsuccessful, they should be given the reasons why.

· If the application is accepted the volunteer should be given a copy of the “Volunteer Agreement”, the relevant “Job Description” and a “Volunteer Orientation Kit”.

· Sufficient time should be allowed for the volunteer to read the information and ask questions before signing the “Volunteer Agreement”.

· Once the person has signed up as a new volunteer, the Project Co-ordinator  will conduct an Orientation Session with them, which will cover the following;

· Going through documents in the Volunteer Orientation Kit
· Explaining the ‘Working with Children’ check, filling out & signing the relevant form

· Signing a Confidentiality Agreement 

Rights of a Volunteer

Volunteer workers at Southlake Community Services shall have the following rights: 

· To be treated as co-workers 

· To decide when and how long to be available

· To get job satisfaction – to be assigned a job that is worthwhile and/or challenging

· To be allocated a suitable assignment, task or job with consideration for preference, temperament, abilities, education and employment background

· To negotiate the job, times and days

· To know what the job is before starting

· To know as much about the Organisation as possible, including organisational policies, projects, and programs

· Appropriate orientation and training for the job

· Continuing education and training on the job

· Supervision and instruction 

· A place to work and suitable tools and materials

· A variety of experience 

· To be listened to

· To take part in planning and to make suggestions to benefit the smooth operation of the Centre

· Protection (a safe environment)

· To be adequately insured


Responsibilities of a Volunteer

Before a volunteer commences work at the Neighbourhood Centre, they need to have an understanding of the responsibilities as a volunteer. 

· To be conscientious 

· To be punctual

· To let the Project Co-ordinator know if they are running late or unable to work 

· To be committed to the program - be sure they have the time and the inclination

· To be responsible for what they agreed to do

· To recognise personal and external limitations on commitment (time, money, physical needs, family and friendships)

· To represent the interests of the organisation - not their own

· To respect the rights of clients and other workers in the organisation

· To have a non-judgemental approach

· To maintain confidentiality

· To carry out the tasks specified in their job description

· To communicate relevant and important information to paid and unpaid staff

· To be a team member

· To support other volunteers

· To be willing to learn and undertake training

· To welcome supervision and to ask for support when it is needed

· To accept decisions made by staff and/or management

· To address areas of conflict with the appropriate staff member

Code of Behaviour

The staff (paid & volunteer) Code of Behaviour is a set of rules outlining standards of acceptable behaviour at work.  It makes it clear to all people what is expected and reduces confusion and possible conflict.

A copy of the Code of Behaviour should be given to all volunteers on recruitment.  Failure to abide by this Code of Behaviour may lead to dismissal from the Centre.

On appointment as a volunteer worker at the Centre, you agree to:

· Abide by a philosophy of the Centre

· Observe all of the rules of the Centre including those specified in the constitution and any other determined by the board or the membership of the Organisation.

· Adhere to all the accounting procedures of the Centre

· Represent the Centre in a positive way.

· Not discuss confidential issues of the Centre with people outside the Organisation.

· Not take illegal drugs or consume alcohol when on duty or on the premises.

· Not accept monetary gifts from consumers.

· Follow any grievance procedures set down by the Board to try to resolve any conflicts with other staff or members of the Centre


· Not harass in any form consumers, other staff or members of the Centre.

· Not abuse, physically or verbally, consumers, other staff or members of the Centre.

· Not alienate clients from their family.

· Treat clients with courtesy, respect and consideration, act on complaints and provide services to the best of your ability.

Code of Confidentiality

The following Code of Confidentiality shall be maintained at all times. Failure to comply with the Code of Confidentiality may result in instant dismissal.

· Nothing learned from clients, including the fact of their visit, will be passed on to anyone without that client’s express permission.

· Client records are available only to workers within the organisation and workers will read a file only when it is required to carry out their work.

· Referrals will not be made on behalf of a client without that client’s knowledge.

· Discussion about a client with a worker from another agency who is working with that client is inappropriate.

· No personal details of Board and/or staff will be provided to anyone outside the Organisation without the express approval of the staff person involved. Where there is need to contact a staff person, a message will be taken and if possible passed on to the staff person to allow them to contact the person involved. Personal information about Board and/or staff members (such as home phone numbers) shall not be disclosed.

· If an extreme situation arises where a breach of confidentiality has occurred, discussion with Board will occur if required.

· Debriefing with co-workers will occur to ensure that workers deal with situations appropriately.

Grievances & Disputes

The Centre is committed to maintaining a good working relationship between paid and unpaid staff and volunteers are expected to have a similar commitment.  The Grievance Procedures outlined in Southlake Community Services’ Policy Incidence and Discipline relate to both paid and unpaid staff.  Volunteers are requested to make themselves familiar with these procedures and to follow them in the case of a grievance or dispute.

Occupational Health & Safety

The Centre is committed to providing a safe and healthy environment for staff, board members, clients and visitors and to ensuring that work practices are safe and without any risk to health.  The Occupational Health and Safety policy contained in Southlake Community Services’ Policy Risk Management relates to both paid and unpaid staff.

Discrimination & Sexual Harassment

The Centre is committed to promoting a workplace environment free of discrimination and sexual harassment.  The Discrimination policy and Sexual Harassment policy contained in the Southlake Community Services’s Policy and Procedures Manual relates to both paid and unpaid staff. 
Travel Reimbursement

Volunteers are entitled to claim reimbursement for the cost of travelling on Project Business conducted only to and from the Neighbourhood Centre and only after approval has been obtained from a Project Co-ordinator prior to incurring any such expense.

Public transport costs related to project activities will be reimbursed up to the value of the ticket but only if authorised by the Project Co-ordinator prior to incurring the expense.

Travel by car on Project Business will be reimbursed at the Australian Tax Office rate for the previous Financial Year and only if authorised by the Project Co-ordinator.

Travel claims related to Project Business will be reimbursed on presentation of the appropriately filled out claim form countersigned by the Project Co-ordinator and accompanied by bus or train tickets/receipts or receipts for petrol (where possible and appropriate).

Volunteer Training

The training needs of volunteers should be discussed with the Project Co-ordinator on recruitment, and at supervision sessions.  The Coordinator is responsible for ensuring that the basic training needs of volunteers are met.  This may be through:

· the provision of a volunteer orientation kit and/or procedures manual;

· referral to an external training course; 

· the provision of 'in-house' training sessions or on the job training.

Basic training for Volunteers will ensure that:

· All new Volunteers have induction training through an orientation session

· Volunteers receive training on occupational health and safety issues and in the use of equipment;

· Volunteers receive training regarding the legal responsibilities associated with their work;

· Volunteers receive training related to the needs of the client group;

· Volunteers will also receive ongoing training on the content and use of this Policy and Procedures Manual.

Support and Supervision Sessions

Supervision and support are important to ensure that volunteers are supported in their work and that their work is carried out effectively and to provide an opportunity for feedback from the volunteer.  Additionally, supervision sessions provide an opportunity to follow through on the further development of volunteers’ skills and knowledge.

All volunteers will be provided with regular supervision at least once per quarter.  Volunteers should contact their supervisor if issues arise between supervision sessions which need to be dealt with urgently.  The Coordinator is responsible for providing supervision and support to all volunteers.  

Supervision sessions will cover the following points:

· review of work undertaken since last session;

· major activities planned before next session;

· organisation issues;

· feedback on performance including identification of strengths and weaknesses

· identification of strategies for volunteer development

