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1. Introduction

Victorian Women with Disabilities Network (VWDN) relies on the valuable contribution of volunteers to enhance operational activities including administrative tasks, support at VWDN events, and representing the organisation at relevant meetings or consultations.  The contribution of volunteers is respected and highly valued.
VWDN is an Equal Employment Opportunity Employer and sources volunteers from a diverse group of backgrounds and qualifications.  VWDN will actively recruit women with disabilities to volunteer positions as they become available in order to best represent VWDN membership and operational activities. Previous volunteering experience is not a pre-requisite for a volunteer position with VWDN; however this may be viewed favorably. 
2. Purpose

This policy is intended to ensure that volunteers contributing to VWDN have work that is safe, significant, fulfilling, and appreciated. This policy promotes robust and thorough screening processes to select our volunteers as well as the equitable and professional treatment of all candidates.
3. Policy
3.1. All volunteers shall be treated with respect and with appreciation for their contribution and undertake duties in a safe working environment.   
3.2. Volunteers shall be appointed at the discretion of the Executive Officer of VWDN and carry out duties assigned by the relevant project team member and outlined in the Volunteer Position Description.   
3.3. Volunteers have varied roles with VWDN, including:

3.3.1. Project Volunteers

3.3.2. Representatives

3.3.3. Administration

3.3.4. Specialist

3.4. VWDN volunteers are bound by VWDN Operating Policies and Procedures including but not limited to Privacy, Equal Employment Opportunity, Access and Equity, Confidentiality and Prevention and Settlement of Grievances.  
3.5. 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. 
Definition – For the purpose of this policy document, the term Volunteer refers to people who contribute to VWDN of their own free will, in an agreed position or role and in an unpaid capacity.  This definition does not apply to students on placement at VWDN.
4. Procedures

4.1. Recruitment of Volunteers

4.1.1. One off opportunities for volunteering, for example contributing to a discussion paper or representing the organisation, will be offered to members or others committed to the objects of VWDN who have indicated interest and are suitable for the task. The suitability of the applicant will be discussed with the Executive Officer prior to the volunteer being approached.  In this instance, it is not a requirement for the volunteer to hold appropriate membership to the organisation.
4.1.2. Ongoing volunteer roles identified by VWDN staff will be subject to a procedure involving an interview with the staff member responsible for the volunteer role.  It is expected that volunteers in ongoing roles will obtain and retain relevant membership.
4.1.3. The interview will outline the volunteer’s role and ascertain whether there is a match between the responsibilities of the role and the applicants skills and interests

4.1.4. Volunteer positions will be advertised to VWDN Membership through newsletters, on the VWDN website and other formal and informal networks as required.  Volunteer positions may also be advertised on community-based websites or in newspapers, as needed with approval from the Executive Officer.  
4.1.5. Applicants may respond verbally or in writing in order to be considered for volunteer positions.

4.1.6. Applications from volunteers will be stored securely and in accordance with the VWDN Privacy Policy in order to protect personal information.  
4.1.7. Applications will be acknowledged promptly and candidates advised if they have been successful or not.  
4.1.8. Volunteers will be given an induction to VWDN and the role and are required to sign an acknowledgement that they have read and understood VWDN Operational Policies.  
4.2. Recognition and Reward

4.2.1. Volunteers are a valuable resource for VWDN and it is important that their contribution is acknowledged appropriately.
4.2.2. Positive reinforcement of good work or important milestones may be provided by way of personal thanks (verbally) or a thank you card or letter, a story in the newsletter or Certificate of Thanks.
4.2.3. Paid staff and board members will acknowledge the work of volunteers publicly where appropriate (eg. speeches, events etc).
4.2.4. Recognition will be consistent and ongoing.

4.3. Disciplinary Action and Termination of Volunteers

4.3.1. In a situation where VWDN wishes to take disciplinary action or terminate a volunteer’s involvement, the following procedures will be observed:

· There is a clear and substantial cause for concern that the conduct or behaviour of the volunteer is contradictory to the operating principles of VWDN.

· The concern or breaches have been documented (date, incident, outcomes).

· The concerns or breaches have been discussed with the volunteer who has subsequently been advised of the issues and processes that have been implemented.

· The Executive Officer has been adequately advised of the issues and process, which have been implemented.

4.3. Implementation of Disciplinary Action
4.3.1. A meeting is to be convened between the relevant staff and the volunteer to discuss the reported breach and its implications in the context of the VWDN environment and volunteer job role.  
4.3.2. The Executive Officer will participate in the meeting as either an observer or to mediate the process.  
4.3.3. The Board will also be informed of the process and the volunteer involved will have the option of an advocate to represent their interests.  
4.3.4. The issues raised and points of resolution achieved are to be recorded. A letter will be forwarded to all parties outlining the contents of the meeting and a date set for review as soon as possible.


4.4. Review of Disciplinary Action
4.4.1. Following the first meeting, a date will be set for review/follow up. This meeting will be attended by the Executive Officer, relevant staff member if applicable, volunteer and advocate if applicable. Outcomes will be recorded and distributed to all parties.  
4.4.2. If all parties are satisfied with the outcome there will be no further action.  
4.4.3. If there are any remaining issues or dissatisfaction, the process will be repeated.  
4.4.4. Once the process is completed, all documents will be destroyed, after a period of two years.
4.5. Procedures for termination

4.5.1. When volunteers terminate their involvement with the VWDN, the Executive Officer is to be advised.  
4.5.2. The Executive Officer will issue a letter of thanks recognising the volunteer’s contribution to the organisation and acknowledging their level of input to the organisation.  
4.5.3. When the termination of a volunteer is requested as a result of a grievance or conflict, the following steps will be observed:

1. The grievance procedure will be implemented and documented.

2. The decision to terminate is made by the Executive Officer with advice from the Board.

3. The volunteer is informed verbally and by letter of the reasons for their termination. 

5. Responsibilities
5.1. It is the responsibility of the volunteer’s direct manager (which could be paid project personnel, staff or the Executive Officer) to:  

5.1.1. Ensure the Volunteer has read, understood VWDN Operational Policies and Procedures and signed acknowledgment form.  

5.1.2. Assign tasks which are worthwhile and challenging and which contribute to job satisfaction.  

5.1.3. Show support and respect to the volunteer.  
5.1.4. Provide information relevant to the job that will help the volunteer perform their duties more confidently and competently.  

5.1.5. Assist the volunteer in developing new skills and on the job training.  

5.1.6. Include the volunteer in decision making relevant to their role and the organisation more broadly.  

5.1.7. Arrange for the reimbursement of approved out-of-pocket expenses.  

5.1.8. Ensure appropriate provisions are made in relation to the volunteer’s occupational health and safety.  

5.1.9. Facilitate access to grievance procedures and be supported through such a process

5.2. Volunteers will be expected to:  

5.2.1. Treat the people with whom they work, with respect.  

5.2.2. Read and submit a signed acknowledgement of VWDN Operating Policies and Procedures and seek clarification on procedures if required.  

5.2.3. Perform tasks in accordance with VWDN Operating Policies and Procedures.  

5.2.4. Carry out duties assigned by VWDN staff and in accordance with their role description.  

5.2.5. Be dependable and to notify VWDN if they are unable to work.  

5.2.6. Be willing to undertake training in order to perform their role more effectively.  

5.2.7. Use reasonable judgment in making decisions.  

5.2.8. Ensure that all personal information learned on or off the job remains confidential.  

5.2.9. Stipulate their limitations.  

5.2.10. Provide feedback, suggestion and recommendations regarding their activities to VWDN staff.  

5.2.11. Notify VWDN if they have an existing or prior injury or condition that may impact their ability to perform tasks set out in the position description.  

5.2.12. Monitor their commitments to ensure their obligations to VWDN are sustainable.
6. Related Documents

· Representation of Victorian Women with Disabilities Network Policy
· Equal Employment Opportunity Policy

· Recruitment Policy

· Induction Checklist
· Volunteer Registration Form 

· Access and Equity Policy

7. Dissemination
This policy applies to all volunteers and will be provided to volunteers as part of their induction process.  Paid staff wishing to employ volunteers must follow this policy.  The policy will be kept in the Policy and Procedure Manual.
8. Acknowledgement
· Carlton Neighbourhood House (Volunteer Policy)

· Our Community Website

9. Authorisation
Signed by Keran Howe, Executive Officer

Date:
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