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Introduction
Community Clubs Victoria (CCV) is pleased to offer your club this Volunteer Handbook for use across your volunteer activities.  Volunteering practice is not regulated by law, like paid employment and this Handbook has been created to give basic policies and procedures to support your club’s trouble-free volunteer programme.  
Volunteers are a vital part of the structure of many clubs, providing services to members and the broader community.  The principles of volunteering
 are:

· Volunteering benefits the community and the volunteer:

· Volunteer work is unpaid;

· Volunteering is always a matter of choice:

· Volunteering is not compulsorily undertaken to receive pensions or government allowances;

· Volunteering is a legitimate way in which citizens can participate in the activities of their community;

· Volunteering is a vehicle for individuals or groups to address human, environmental and social needs;

· Volunteering is an activity performed in the not-for profit sector only;

· Volunteering is not a substitute for paid work;

· Volunteers do not replace paid workers nor constitute a threat to the job security of paid workers;

· Volunteering respects the rights, dignity and culture of others; and

· Volunteering promotes human rights and equality.

This Handbook has been designed to cover a wide range of club activities and environments. It is therefore generic in content and style, and may be adapted or customised by your club to meet particular circumstances.  

How to customise the Handbook:  

1. Throughout the text, in parentheses, marked in italics and bold, there are places to insert the name of your club, or the name and/ or title of a position.  Edit these to add your details.
2. There may be sections, paragraphs, sentences, dot points or words that are simply not relevant for your club – just remove them to avoid confusion.
When customised for your club, the Handbook will provide two over-arching benefits: 

Firstly, your volunteers will see it as part of your commitment to them, and so feel respected for the service they are giving. Secondly, you will have in place a policy and procedure framework that will help protect the club against reputational damage that may otherwise occur if volunteer work were to be unstructured.

Assessing the need for Volunteers
When assessing the need for volunteers, clubs should ensure they are not merely attempting to cover tasks that should be completed by a paid employee. It is generally accepted that volunteers have a real passion for their tasks but potentially less of a vested interest than employees.
Assessing Volunteer Risk 

From time to time volunteer roles may have certain levels of risk attached to them e.g. using equipment, driving, unsupervised activities or working with children to name a few. 
In these cases volunteer safety can be improved by adequate procedures, induction, training or supervision. However, in some cases this increased potential for risk might require an organisation to consider age parameters for specific volunteer roles.

Examples of situations that might require age boundaries include;

· Some volunteer insurance policies cap their cover at a certain age limit

· Some government funding contracts may dictate that volunteers are within a certain age bracket
· Availability of inadequate supervisory support may preclude youth volunteers.

A volunteer’s duties might make it prudent to undertake adequate background checks prior to appointing the volunteer. This is appropriate where the volunteer’s prior experience or specialist skills are a pre-requisite for the volunteers’ role.

There are laws which provide that, in certain situations, your organisation will be held legally responsible for the actions of its volunteers. These laws are set out in the Wrongs Act 1958 (Vic) and are known as the volunteer civil liability protection provisions. Most volunteers in community clubs would be provided protection unless they fail to act in good faith, are intoxicated while carrying out their duties or acting outside their scope of activities. Clubs should seek their own legal advice on this matter.
The benefits of volunteerism for an organisation and the volunteers will generally outweigh any negativity, making it worthwhile to identify work-around solutions for such issues.
Training

Most volunteer positions won’t require extensive formal training but it is essential to ensure that volunteers are provided with training commensurate with the required duties.

Where volunteers will be undertaking tasks that impact on a clubs regulatory compliance, such as food handling or working with children, it is the club’s responsibility to ensure that the relevant training has been undertaken or permits achieved. In these cases it is usual but not mandatory for the club to subsidise required training or permits if the volunteer does not already have them.
Tax Implications for Volunteers

Not-for profit organisations are not liable for PAYG withholding and fringe benefit tax on payments they make, or benefits they provide to volunteers.
Volunteers do not have to pay tax on payments or benefits they receive in their capacity as volunteers. This relies on being able to determine whether an individual is a volunteer or an employee of the not-for profit organisation. The ATO states that a genuine volunteer does not work under a contractual obligation for remuneration.
Occupational Health and Safety
Clubs should screen volunteers to ensure (as far as possible) they are capable and competent for the assigned role. Again, it is important to make certain all volunteers receive induction, training on your club's workplace policies, how to undertake their duties safely and have adequate supervision at all times taking into consideration the age of the volunteers.
From CCV, on behalf of clubs across Victoria, we say “Thank you!” to all volunteers and the clubs and communities they support.  We hope this Handbook helps to make the volunteer service more meaningful and satisfying.

Community Clubs Victoria
7/19 Gertrude Street Fitzroy 3065
03 8851 4900
ccv@ccv.net.au
www.ccv.net.au
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Welcome
You are now a member of a dedicated team, united in a single aim of providing excellent service to our members, guests and visitors.
We have been in operation since (insert date) and are active participants in the (insert area) community.
You are filling a volunteer position. This means that you perform all duties on a volunteer basis, of your own free will, and you will not receive payment for your work. You are not an employee and you are not entitled to a salary or any other entitlements associated with employment. The work of our volunteers is important and varied and each of our volunteers contributes to the achievements of the organisation.

We trust you will find working here a most rewarding and satisfying experience and that you will follow in the tradition of past members of the service by winning the gratitude of our members, guests and visitors plus the respect and appreciation of the staff.

We wish you well and wish you a long and happy association with us.
This Handbook will provide you with information that is important to you in your volunteer service. Please read it carefully and ensure that you understand its contents.
Our History and the volunteer service
(Name of organisation) commenced operation on (insert date) and ….

The volunteer service is (outline basic function of service)
(Insert name of organisation) has a clear vision of its role, underpinned by values and objectives.  These influence all decision-making and activities.

Vision
(insert both org. and volunteer vision if applicable)

Values

(insert)

Objectives
(insert)

Organisational Chart

(insert )
Volunteer Rights
As a volunteer with our organisation you have the following rights.
· To receive a position description to facilitate competent and confident performance of duties;
· To know to whom you are accountable and to have clearly defined channels of communication;
· To receive initial and on-going training; 
· To experience job satisfaction;
· To give feedback should an assignment be unsatisfactory;
· To ask for a new assignment when the (current) assignment is complete, or when ready for a new challenge;
· To consult the Coordinator (where applicable) regarding suggestions or concerns;
· To have a safe and healthy place of work;
· To have a place of work free from harassment and discrimination;
· To receive medical attention appropriate to the illness or injury under our insurance arrangements if suffering illness or injury as a result of volunteer work;
· To know to whom you are accountable and to have clearly defined channels of communication;
· To be covered by insurance covering the volunteer duties you are authorised to perform

Note: We are an Equal Employment Opportunity workplace and under various state and Federal legislation we are obliged to comply to ensure a workplace free of bullying, sexual harassment and discrimination. 
Volunteer Responsibilities and Expectations
Commitment

Insert your desired requirements.  Note this will vary greatly, depending on the role involved.  It may be appropriate to re-state the role, rather than commit to a fixed quantum of time e.g.,
1. Support of the organisation’s aims and objectives

2. A minimum commitment of (insert) hours per week for at least 12 months but with a maximum number of hours as determined by the Coordinator (as a guide not more than 12 hours per week).

3. Organise training sessions and manage all activities associated with Under 15 squad.

We encourage you to record your volunteer service in a logbook or diary.  Then, not only will you have a personal record of your contribution, but you will also have material for inclusion in your professional CV - many employers look favourably on a history of community involvement and service.

Accountability

You will have a direct line responsibility to the (insert relevant role) and are to report to that person as necessary.
You are to ensure that your duties are performed in accordance with the position description provided to you and in accordance with this handbook.

You are bound by the general provisions of (insert name of organisation) Constitution and policies, unless specifically exempted by the terms of engagement.

Punctuality
(Name of organisation) relies on bringing together different people and resources to get the best result for our members, guests and visitors, who depend on us to do what we say we will, when we say we will.  Therefore punctuality is fundamental to their confidence in us.  Please, report to your assigned area at the agreed time.
Absence from Duty 

Should you feel ill, or be unable to report for work, you should notify (insert volunteer coordinator name), not the assigned area.

So that we may contact you in the case of an emergency, you must always notify the office if you intend to move from your allocated place of duty.

Registration and Identification 
(Insert organisation process here if applicable)
Uniform/ Appearance 

(This is an example - use own dress code or uniform policy.  This element may not apply to all clubs.)  
· You are requested to wear the uniform provided and maintain a clean neat appearance with your identity badge clearly displayed at chest level

· No torn jeans, short shorts, tracksuit pants or sneakers are to be worn. For safety reasons the wearing of open-toed shoes is discouraged.

· Jewellery should be kept to a minimum for both security and safety reasons.  Rings must not be worn on un-gloved hands during food preparation.
· Long hair should be tied back.  In food service operations it should be secured and worn under the headwear provided.
Change of Address 

We ask you to notify us of any change of residential address or telephone number at the earliest opportunity.

Family / Friends 
(May not be appropriate in all cases – in some, your club may benefit greatly from the attendance of family members – remove if not applicable.) 

We request that while you are performing duties, you do not bring a family member or friend into your work area.

Leave of Absence 
You should notify the Manager/ Coordinator of any proposed leave of absence at the earliest opportunity.

Cessation of Volunteer Duties 
In the event that you decide to cease your volunteer role, you should notify us in writing, and return any uniform (if applicable) and identity badge upon the completion of service.

An "exit" interview may be conducted at your request.

Fire and Emergency Procedure Training 
You are required to attend emergency procedure training annually and be familiar with fire and emergency procedures. 

Security 
(Insert name of organisation) owes its existence to the support of the community and the confidence our members, guests and visitors have in us.  That confidence is underpinned by the knowledge that all services are offered in a professional manner by members displaying integrity in all contact.  Part of our professionalism derives from knowing that each team member is suited to working in this field.  To maintain confidence, every staff member, including volunteers, must provide a clearance in the form of a Police Check or as appropriate, a Working with Children check prior to commencement of duties.
To protect belongings, all personal items should be left in lockers in the change room and while on duty the key of that locker should be kept on person. On departure, the key should be replaced in locker. Valuables should not be brought to the workplace; we cannot be responsible for losses.

Immunisation, Food Handling, Infection Control 

If you are involved in food-handling procedures or in contact with members of the public you should seek appropriate medical advice and ensure you are appropriately immunised in order to minimise risk to others.
Drinking / Gambling whilst Volunteering
You are to ensure that during periods of service you are not intoxicated nor consume alcohol. Should you be under the influence of alcohol whilst in the performance of volunteer duties you will be excused from those duties.
No gambling at the premises is to be undertaken whilst in the performance of volunteer duties.

Occupational Health and Safety
(Name of organisation) is obliged to provide employees and volunteers, to the extent that it reasonably can, a workplace that is free from risks to health and safety. We are strongly committed to ensuring that risks to health and safety within the workplace are eliminated.
If you perceive such a risk, you should immediately report it to a relevant supervisor.
Should you observe employees, volunteers or members of the public involved in any activity that may constitute such a risk, you should take immediate steps to stop that activity from taking place provided that there is no risk to you. You should then report the matter including the nature of the activity and risk to a relevant supervisor.

Confidentiality
(Insert name of organisation) protects the information within the business, and the business/ contact with our members, guests and visitors, within National Privacy Principles.  That care for proper treatment of information flows on to maintaining confidentiality over it.  Public/ media comment on behalf of the organisation can only be made by (insert position holder). ; This means that you must not discuss or disseminate business information outside the workplace.

Recruitment
All people who wish to be volunteers may make an application to the manager in accordance with the process implemented for that purpose.
Invitations for interview will be offered dependent upon the needs of the organisation and in accordance with the process in place for doing so. Invitations will be offered on the basis of information provided to the organisation by the applicant in her or his application documentation.

Both invitations for interview and the interviews themselves will be conducted strictly in accordance with the requirements of the Equal Opportunity Act 2010.

Training 

An applicant who successfully applies to become a volunteer will undergo an orientation process to introduce them to the requirements of their new workplace, and will be trained appropriately in accordance with the needs of the volunteer role to be filled by them.
Volunteer Roles

Management of volunteers and the roles filled by them are vital services, on which the organisation is dependent for credibility and success.  Therefore all processes related to volunteering service are strictly controlled, in accordance with procedures approved by the Board/ Committee of Management.

Volunteers will not fill roles that are currently, or have been in the past, or should be filled by paid staff. In the event of any form of industrial dispute or staff shortage volunteers will not be asked to or be expected to undertake roles or tasks that are additional to those normally filled by them. Volunteers are intended to complement but not to replace paid staff.

Volunteers will be provided with levels of support within the organisation, including by management as necessary, to ensure that they are able to carry out their roles appropriately, and are fulfilled by their experience with the organisation. Professional development within volunteer roles will be available in accordance with the requirements of the organisation and in accordance with policies that are in place to manage such processes.
Grievance and disciplinary policies are in place for both paid staff and volunteers and will be applied consistently. Volunteers will be provided with a copy of these policies prior to their commencement of volunteer work with the organisation.

Expenses

Volunteers may be reimbursed for relevant and appropriate expenses incurred on their part by the organisation. Volunteers should ensure that appropriate authority is obtained from the organisation before undertaking any expense on its behalf. 

Volunteers are valuable members of the team. Your contributions enable us to provide our members guests and visitors with a level of service that sets us apart from others.  Thank you for your time and effort on our behalf.
Draft for review
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Policy Reference No:

Effective Date:

Approved By:

Last reviewed:

Review Date:

1. POLICY STATEMENT

a) (Insert organisation)  Volunteer Handbook provides clear direction for staff and volunteers as to the nature and extent of their involvement and capacity within the organisation and performance of any duties which may be perceived as a breach of confidentiality, conflict of interest or any other compromising issue that may impact on the performance of their volunteer duties.

b) We rely on the unpaid work of volunteers and value their contribution highly. It is essential therefore that we ensure that volunteers assisting our organisation have work that is safe, significant, fulfilling, and appreciated.
2. TO WHOM DOES THIS POLICY APPLY?

This policy applies to all volunteers and staff, regardless of level within the organisation.

3. DISTRIBUTION OF POLICY

a) Prior to commencing duties, all volunteers will be made aware of the Handbook at induction and it will be included in any relevant manuals.
b) Following implementation of the Volunteer Handbook, it will form part of the induction of new volunteers and any relevant Volunteer documents or handbooks.
4. BOARD/COMMITTEE UPDATES
The General Manager shall report to the Board regularly on the volunteer program. 

5. EVALUATION AND REVISION OF POLICY

This policy will be reviewed every three years. Special reviews will be undertaken where there are substantial changes in agreement provisions
Related Documents

Recruitment Policy

EEO Policy

Reimbursement of Expenses Policy

	
	

	
	

	
	

	
	


6. EVALUATION AND REVISION OF POLICY

This policy will be reviewed every three years. Special reviews will be undertaken where there are substantial changes in agreement provisions.
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� Volunteering Australia


� � HYPERLINK "http://www.ato.gov.au/nonprofit/content.asp?doc=/content/8729.htm" \t "_blank" �Australian Taxation Office (ATO) guide: Volunteers and Tax�
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