[image: image1.jpg]A(/;\&/\m\\
VCOSS

Victorian Council
of Social Service







	Issued by:

Corporate Services
	Date:

May 2011
	Supersedes:

Pol070708
	Review date

May 2012
	Policy no:

HR2

	Subject:

Volunteer Policy


SCOPE
This policy applies to all VCOSS employees, students, and volunteers (herein referred to as ‘employees’).
POLICY OBJECTIVE

To provide meaning work for those looking to utilise existing skills, or develop skills relevant to working in the community sector.
INTRODUCTION
VCOSS recognises the significant contribution of volunteers in the workplace.

VCOSS is committed to ensuring that volunteers undertake work which provides relevant training and/or experience to meet their volunteering goals. 

DEFINITIONS
· VCOSS means Victorian Council of Social Service. 

· Staff Member means any Employee of VCOSS whether permanent, temporary, casual, full time or part time. 

· Student is an unpaid person who has chosen to acquire credit for all or part of an approved course of academic or practical study through spending time on placement at VCOSS, or is a participant in a recognised student internship program.  A person who is a student but is neither an intern nor required by their course to undertake a placement is considered a volunteer. 
· Volunteer is a person who undertakes activities through not for profit organisations or projects:
· to be of benefit to the community and the volunteer 

· of the volunteer's own free will and without coercion 

· for no financial payment, and 

· in designated volunteer positions only. 

PRINCIPLES/PROCEDURE
A “volunteer” is an unpaid person who has initiated contact with VCOSS to pursue the opportunity to contribute time to tasks or projects which support the work and mission of VCOSS. At times, we have other people who are not paid, contributing to the work of VCOSS such as students on placement, Board members, professionals (such as academics) who are voluntarily assisting with a VCOSS project, and card shop volunteers.

Volunteers are a valued addition to the work of paid staff, not a replacement.

VCOSS assists volunteers to find appropriate assignments which meet their objectives within VCOSS. If it appears that the volunteer’s needs would be better met by another organisation, VCOSS will assist with an appropriate referral. 

Volunteering is not a pre-condition of paid employment at VCOSS.
Volunteers, while not affected by workplace agreements and salary and performance issues, have the same rights as paid workers within VCOSS, including the right to be adequately supported, the right to have their contribution recognised and respected, and the right to be consulted.

Volunteer suitability and qualifications for the type of work involved should be assessed so that appropriate accountability to both the volunteer and VCOSS is possible.

Volunteers can only involve work on what is considered part of VCOSS’s core business, in line with current strategic objectives and organisational priorities. 

VCOSS with a potential volunteer will establish mutually agreed objectives and outcomes

Procedures

Volunteers will generally only be recruited in relation to specific tasks and areas.  Except where volunteers approach VCOSS, recruitment practices should focus on appropriate sources of potential recruits. 

Policy officers/project managers will advertise volunteer placement opportunities on the website on page called ‘Volunteer/Student Placement opportunities’. All interested volunteers will be directed to the website.
Individual policy officers/project managers may advertise specific placement opportunities, or provide general guidelines on current policy priority areas and invite interested applicants to approach them. They are also at liberty to indicate when there are no placement opportunities available in a particular area.
Email contacts will be provided so interested applicants can contact the relevant policy officer/project manager directly.
Policy officers/project managers can elect to circulate a volunteer candidate’s CV to other staff if relevant.
Before a volunteer can commence working at VCOSS, the supervisor and the volunteer need to agreed on the expectations and responsibilities of both parties. This will generally be decided and then formalised in a letter of agreement
The letter of agreement is a written understanding between VCOSS, and the volunteer. It is the responsibility of the VCOSS supervisor to ensure that the following have been agreed prior to commencement: 

· list of the volunteer’s aims and objectives

· specific tasks to be undertaken

· timelines for completion of tasks 

· allocation of responsibilities
· start and end date, hours of volunteering 
· allocation of a suitable supervisor
· date and time for formal induction

· a regular meeting for supervision and feedback, 

· adequate access to office space, computers, and other physical resources

Human Resource Procedures
To the maximum extent possible, human resources practices and policies will apply equally to volunteers as to paid staff. Volunteering practices should support individual volunteers to fullest extent possible, consistent with achieving the VCOSS mission.
Remuneration Volunteer remuneration will be limited to reasonable reimbursement of expenses incurred in volunteering, to be negotiated on a case by case basis. 
Induction

As per paid staff.

In addition, each volunteer will be given a copy of the VCOSS volunteer policy & procedures on volunteering, and will have their rights and responsibilities under these policies and procedures verbally explained to them by their supervisor.

Insurance (needs to be confirmed by Mary or Sharon B)

Volunteers should be covered for personal injury and accident and for personal liability during their placement.  Although the Department of Human Services currently provides this cover as part of its funding agreement, each volunteer’s activities should be checked against the Department’s insurance guidelines to ensure adequate coverage.  Volunteers would not usually be covered by Workcover.

Training & Development

Volunteers should receive an appropriate level of training, through a combination of on-the-job support, and formal discussions with supervisors and other people within the organisation.  Where possible, volunteers should be encouraged (and may request) to join in organisational training activities, conferences and seminars.

Completion of assignment
Volunteer positions will finish on the end date as specified in the letter of agreement subject to extension with the written consent of both parties. Volunteers will be offered an exit interview with their VCOSS supervisor. 

When requested, VCOSS will provide an appropriate reference detailing the volunteer’s contribution to VCOSS.

Intellectual Property

Intellectual property of all material produced by each volunteer rests with VCOSS to the fullest extent possible, consistent with any separate agreement made in respect of ownership of such property.
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