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Wellsprings for Women Inc
VOLUNTEER POLICY

1. Introduction

Wellsprings for Women Inc. relies heavily on the unpaid work of volunteers and values their contribution highly.  At any one time there are over 40 active volunteers in various roles at Wellsprings of Women including Board of Management. Volunteers have been a part of the organisation since its inception in 1994.
This Volunteer Policy applies to all volunteers at Wellsprings for Women, long and short-term as well as the Board of Management.

2. Purpose

To ensure that volunteers are appropriately trained and supported, treated with respect and that volunteer management is in line with legal requirements and Volunteering Australia’s principles.

3. Policy - General
1. Wellsprings for Women values the role of volunteers as essential to the organisation. Volunteers are respected for their skills and talents.
2. Volunteers shall be interviewed, screened and engaged by the Coordinator of Volunteers at Wellsprings for Women Inc. in accordance with equal opportunity and anti-discrimination legislation.
3. Wellsprings for Women will clearly specify the work of volunteers through role descriptions to ensure that roles match volunteers’ skills, interests and capabilities.
4. Volunteers will be briefed and provided training during Induction on the relevant legislative requirements related to their role e.g. Victorian Information Privacy Act, Working with Children Checks, and Police Checks, Duty of Care.

5. The Wellsprings for Women Committee of Management will ensure an appropriate level of insurance cover for volunteers.
6. Wellsprings for Women aims to maximise volunteers’ potentials by creating opportunities to utilise their talents and abilities and supporting them to develop social connections.
7. All volunteers must adhere to the policies and Code of Conduct and need to understand that failure to do so may result in disciplinary action or dismissal.
8. Volunteers will be subject to the same policy as staff regards computer and internet use and will be provided with a copy and explanation of the Acceptable use of Internet and Email Policy.

9. Volunteers will be subject to the same policy as staff regards privacy and will be provided with a copy and explanation of the Wellsprings for Women Privacy Policy. 
10. Volunteers will have access to dispute resolution procedures and will be provided with a copy of the grievance / complaints procedure.
4. Policy – Specifics
Volunteer Rights

· Volunteers have the right to leave their role but should give as much notice as possible.
· All volunteers shall be as far as possible protected from harm, and shall be relieved of liability for acts performed in the discharge of their volunteer functions providing these functions are within the scope of activities they are authorised and trained to undertake.
· Have personal and confidential information dealt will in accordance with the principles of the Privacy Act 1988.
Duty of Care

· The daily duty of care for the volunteer lies with the Coordinator of Volunteers but overall responsibility with the Board of Management.
· Wellsprings for Women will provide a safe and healthy workplace as far as is practical. Volunteers will be provided with and an explanation of the Wellsprings for Women Emergency Evacuation Policy and the Wellsprings OH&S Policy. 
· The Wellsprings for Women Coordinator of Volunteers will provide induction to volunteers and ongoing support as required (see supervision and debriefing below).
· The Coordinator of Volunteers will ensure that each volunteer is trained and capable of fulfilling their functions adequately. 
· The Coordinator will submit a monthly report to the Board of Management on the Wellsprings for Women Inc.’s volunteer program. 
5. Procedures

Recruitment

· All volunteers are subject to a screening process, approval and probationary period. Screening will include: 
· Police check.
· Working with Children Check.

· Character referee check.
· An initial telephone interview.
· Two interviews by the Coordinator of Volunteers.
· Minimum of two weeks observation of classes of Tutor Support Volunteers and minimum two weeks engagement in the duties to be carried out for all other potential volunteers.

· Recruitment of volunteers shall also take into account Wellsprings for Women Inc.’s commitment to cultural diversity under its Access and Equity Policy.
 Responsibilities: Coordinator of Volunteers
1. The Coordinator of Volunteers will be responsible for organising the recruitment, training, and supervision of volunteers.  
2. Processing volunteer paper work, police checks and maintenance of the volunteer database.
3. Ensuring police checks, Working with Children Checks etc. are current at all times to ensure legislative compliance.
4. The Coordinator of Volunteers shall report to the Manager.  
5. All volunteers will be offered appropriate information and training to discharge their functions, and successful completion of this training shall be a condition of carrying out these functions. 


Supervision and debriefing
All volunteers shall receive appropriate supervision in the exercise of their functions.  Appropriate is defined as:
· For Home Visitation Volunteers, fortnightly debriefing via telephone with the Coordinator of Volunteers and group supervision once per term at the Wellsprings Office with the volunteer psychologist and the Coordinator of Volunteers.
· For Tutoring Support Volunteers, once per semester group supervision with the Coordinator of Volunteers and to be held at Wellsprings for Women.
· For Office Volunteers, group supervision will take place once per term with the Coordinator of Volunteers at the Wellsprings office.
In addition, the Volunteer Coordinator will ring intermittently (once per semester) all volunteers for a one to one telephone or face to face ‘catch up’.
Please note: Volunteers are advised that if there are any immediate concerns with either a participant or with their volunteering work they should contact Wellsprings office and speak with the Volunteer Coordinator as soon as possible. If the coordinator is unavailable, they should ask to speak with the Wellsprings Manager. 

Reimbursement

· All volunteers shall be reimbursed for all approved expenditure incurred in the exercise of their functions as set out in (Wellsprings for Women Inc.’s Reimbursement of Expenses Policy).
· Volunteers will not be reimbursed for general costs e.g. phone, travel unless approved.

Dispute resolution
All volunteers shall be entitled to appeal to the procedures set out in the Wellsprings for Women Inc. Grievance Policy.  
Dismissal
· The Coordinator of Volunteers, in consultation with the Manager of Wellsprings for Women, can decide to terminate a volunteer position for just cause e.g. gross breach of the Code of Conduct. Dismissal in other instances will be a last resort after other attempts or approaches have failed. 
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