Wellsprings @

for women

Volunteering Policy and Procedure

1. Purpose
Wellsprings for Women relies heavily on the work of volunteers and values their contribution highly.
At any one time there are over 50 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
Policy and Procedure outlines how volunteers are appropriately selected, trained and supported to
ensure that it is a mutually beneficial arrangement.

2. Scope
This Policy and Procedure applies to all volunteers at Wellsprings for Women, long and short-term as
well as the Board of Management.

3. Policy and Procedure
Wellsprings for Women is committed to providing the community with the best possible service
delivery. To achieve this, it requires a high level of commitment and competence from all those who
provide that service, including its volunteers.
Wellsprings for Women acknowledges and works within Volunteering Australia’s framework,
specifically the eight National Standards for Volunteer Involvement, consisting of:

Standard 1: Volunteering is embedded in leadership, governance and culture
Standard 2: Volunteer participation is championed and modelled

Standard 3: Volunteer roles are meaningful and tailored

Standard 4: Recruitment is equitable, and diversity is valued

Standard 5: Volunteers are supported and developed

Standard 6: Volunteer safety and wellbeing is protected

Standard 7: Volunteers are recognised, and

Standard 8: Policies and practices are continuously improved.

O O O O O O O O

Wellsprings for Women draws pride and strength from our diverse community and supports,
celebrates, and promotes volunteering for all communities and in all its forms and different meanings.
It aims to create an environment free of harassment and discrimination, where every individual is
treated with dignity and respect. Wellsprings for Women values individual differences and experiences
and recognises unique contributions of people from our entire community, regardless of their age,
cultural background, ability, ethnicity, gender identity, intersex status, sexual orientation or religious
beliefs. Recruitment of volunteers therefore aligns to Wellsprings for Women commitment to diversity
under its Diversity, Equity and Inclusion Policy and Procedure.

Wellsprings for Women commits to supporting each individual volunteer to achieve their personal
aspirations, which may be to simply develop social connections.
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Volunteer Rights

All volunteers:

o will be assigned to roles across the organisation that align to their needs and interests, which may
include readiness for employment opportunities, given that Wellsprings for Women aims to
maximise volunteers’ potentials by creating experiences to utilise their talents and abilities,

o shall be protected as far as possible 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

o will have their personal and confidential information dealt will in accordance with the principles
of the Privacy Act 1988

o have the right to leave their role but should give as much notice as possible.

Duty of Care

The daily duty of care for the volunteer lies with the staff member charged with supervising the
volunteer but overall responsibility with the Board.

Wellsprings for Women will provide safe workplaces as per legislative requirements contained in the
Victorian Occupational Health & Safety Act 2004 supported by the Occupational Health and Safety
Regulations 2017. Volunteers are provided with an explanation of the Wellsprings for Women
Emergency Evacuation Policy and the Wellsprings Workplace Health and Safety Policy and Procedure as
part of their induction.

Wellsprings for Women’s Volunteers Coordinator organises both the induction for volunteers (see
induction) and ongoing information and support as required (see supervision and debriefing below).

It is the responsibility of Wellsprings for Women’s Volunteers Coordinator to ensure that each
volunteer is trained and capable of fulfilling their functions adequately: this may be in liaison with other
Managers or supervisory staff.

Recruitment

Wellsprings for Women clearly specifies the work of volunteers through role descriptions to ensure
that roles match volunteers’ skills, interests and capabilities.

All individuals can initially express their interest in volunteering through completing the on-line
Volunteer Application Form or in-person or by phone or by email. Wellsprings for Women also accepts
referrals from external agencies including Greater Dandenong Volunteer Resource Service as well as
from internal referrals. Current and past participants and clients are encouraged to apply for volunteer
roles that can be completed with their current skills.

All candidates are required to complete the Volunteer and Student Placement Health & Registration
Form as part of their application, regardless of whether they have completed the on-line Application
Form.
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¢ Inturn, all individuals are subject to a screening process, approval and probationary period. Screening
includes:
o National Police Check
o an International Police Check, should the individual express interest in working within Wellsprings
for Women’s Family Violence area
o Working with Children Check (WWCC), and
o character referee check (preferably 2 referees).

e Screening also includes a formal interview, which may be in person, online or via phone to assess an
individual’s interests and skills and to match them to a suitable role, typically held with Wellsprings for
Women'’s Volunteers Coordinator. This is guided by completion of the V04 Volunteer Interview
Questions Sheet through the interview.

e To support a transparent recruitment process, all application information, evidence and documents are
collated and uploading into Social Planet through creating an individual file for each applicant by the
Volunteers Coordinator.

e Volunteers are subject to the same policies and procedures as Wellsprings for Women'’s staff and are
advised through their induction that failure to do so may result in disciplinary action or dismissal.

Induction

¢ Volunteers must attend induction training which covers:
o the organisation
its volunteer terms and conditions
workplace health and safety
privacy and confidentiality
the relevant legislative requirements related to their role e.g. Victorian Information Privacy Act
and the Victorian Child Safe Standards, as well as
o how to raise concern/s or complaint/s, in accordance with Wellsprings for Women’s
Compliments, Complaints and Feedback Policy and Procedure.
e The induction may be conducted through a face-to-face session or a combination of an initial on-line
recording as well as a face-to-face tour of the premises.
e After completing the induction, the volunteer must read and sign all documents related to Wellsprings
for Women’s Child Safeguarding Policy and Procedure, specifically:
o Safeguarding Declaration
o Safeguarding Code of Conduct
o Safeguarding Risk Mitigation Plan.
¢ The volunteer must also read and sign:
o Code of Ethics
o Privacy Declaration (amalgamated within Wellsprings for Women'’s Privacy Policy and Procedure).

O
O
O
O
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e Completion of the induction (which may be completed over a short period of time rather than in one
‘block’ period and up to 4 weeks from the time of participating in the Induction workshop) is recorded
on the Volunteer and Student Placement Induction Checklist, with this completed Checklist saved in
the individual’s Social Planet file by the Volunteers Coordinator, alongside the signed child
safeguarding, Code of Ethics and privacy declaration.

Hours

e Volunteer hours and attendance times will be negotiated between the volunteer and their supervisor
based on the requirements of the role and the availability of the volunteer.

e |tis expected that the volunteer will act in a professional and courteous manner at all times, which
requires the volunteer to attend all set and agreed times and days.

e If unable to attend a given time or day, it is a requirement that the volunteer provides as much notice
as possible to their supervisor, so that a replacement may be sourced by Wellsprings for Women.
Details of how to notify Wellsprings for Women is provided at induction.

e ltis also a requirement that the volunteer provides adequate notice of any planned periods of absence
eg. family holidays.

e Should a volunteer consistently not attend their scheduled times and days without a reasonable
explanation, the Volunteers Coordinator has the right to dismiss the volunteer.

Supervision, Support and Debriefing

e All volunteers receive appropriate supervision in the exercise of their functions by the designated
supervisor. Both parties are encouraged to advise the Volunteers Coordinator of any emerging issues
so that appropriate action may be taken to resolve the issue.

¢ In addition, the Volunteers Coordinator will organise and lead group de-briefing and support sessions
at least once every 6 months, at which all volunteers are invited to participate. These sessions may also
provide professional development activities to ensure volunteers’ knowledge is up to date with
important legislative and regulatory requirements, eg, child safeguarding and privacy and occupational
health and safety.

e In addition, all volunteers will participate in a 6 monthly review with the Volunteers Coordinator. This
activity provides an opportunity for reflection and to provide 360 degree feedback. It also allows for a
dialogue about future volunteering opportunities.

¢ The outcomes of this review are recorded on the V05 Volunteer Supervision Template and uploaded
into the volunteer’s personal file on Social Planet. A copy of the review is made available to the
volunteer on request.

Letter of Support for Employment Purposes

e Wellsprings for Women supports volunteers to apply for job opportunities as they arise, both internal
to the organisation and external.

e Onrequest, the Volunteers Coordinator can provide a Volunteers, Students on Placement & Participant
Letter of Support to support the volunteer’s application activity.
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Reimbursement

¢ Volunteers will not receive any payment for their time at Wellsprings for Women.

¢ All volunteers shall be reimbursed for all the approved expenditure incurred in the exercise of their
functions. Typically, the approval may be sought from the Volunteers Coordinator or the supervising
staff member.

e Where funding is allocated to Wellsprings for Women from the Federal Volunteers Grant, Wellsprings
for Women will issue petrol vouchers to volunteers who travel to outreach locations, as frequently as
the allocated budget allows. Volunteers will not be reimbursed for general costs, eg. phone, unless
approved prior to use by the Volunteers Coordinator or the supervising staff member.

Dispute Resolution

e All volunteers shall be entitled to appeal any decision made which impacts on their volunteering role at
Wellsprings for Women.

¢ Volunteers have full access to Wellsprings for Women'’s dispute resolution procedures and are
provided with access to Wellsprings for Women’s Compliments, Complaints and Feedback Policy and
Procedure (which is also outlined as part of their induction).

Departure

¢ On leaving Wellsprings for Women, the volunteer is invited to participate in an exit interview with the
Volunteers Coordinator. Feedback on the volunteer’s experience at Wellsprings for Women is
encouraged at this interview and forms part of the organisation’s continual improvement regime. The
A Volunteer Exit Interview Form is completed as a record of this interview by the Volunteers
Coordinator and saved in the volunteer’s file on Social Planet.

e Volunteer Board members are invited to meet with the Chief Executive Officer and to also share their
experiences as well as suggestions for improvement. This is recorded in ‘note’ form and saved against
the Board member’s sub-folder.

Dismissal

e The Volunteers Coordinator, in consultation with Wellsprings for Women’s Chief Executive Officer, can
decide to terminate a volunteer position for just cause. eg. gross breach of the terms and requirements
of volunteering at Wellsprings for Women. Dismissal in other instances will be a last resort after other
attempts or approaches have failed.

Record Keeping

e The Volunteers Coordinator is responsible for the maintenance of the Volunteer Database for all
volunteers with the exception of Board members. This information is maintained in Social Planet.
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e The Office Manager is responsible for the maintenance of the Volunteer Database for all volunteers
Board members. This information is maintained in a secure Board sub-folder on Wellsprings for
Women's system.

Insurance

e The Wellsprings for Women Board will ensure an appropriate level of insurance cover for volunteers.

4. Related Standards/ Legislation
e Volunteering Australia’s principles
e QOccupational Health and Safety Act 2004 (OHS Act)
e Privacy Act 1988 (Commonwealth) (the Privacy Act)
e Victorian Child Safe Standards
e Children, Youth and Families Act 2005 (Vic)
¢ Child Wellbeing and Safety Act 2005 (Vic)
e Commission for Children and Young People Act 2012 (Vic)
e Crimes Act 1958 (Vic) — section 327 (offence of failure to disclose); section 490 (offence of failure to
protect).
e Worker Screening Act 2020 (Vic) [previously the Working with Children Act 2005]

5. Definitions
¢ Staff —all employees, Board members and volunteers of Wellsprings for Women.
e Volunteering - is time willingly given for the common good and without financial gain.

6. Responsibilities
e The CEO is responsible for approval of this Policy and Procedure.
¢ The General Manager is responsible for implementation and maintenance approval of this Policy and
Procedure.
¢ All other staff members are responsible for ensuring that they comply with the requirements found in
this Policy and Procedure and for immediately advising the CEO should they believe breaches of this Policy
and Procedure are in occurrence.

7. Related Documents
¢ Diversity Equity and Inclusion Policy and Procedure
e Workplace Health and Safety Policy and Procedure
¢ Privacy Policy and Procedure
¢ Compliments, Complaints and Feedback Policy and Procedure
¢ Knowledge and IT Management Policy and Procedure
e Safeguarding Policy and Procedure
e Volunteer Application Form
¢ Volunteer Interview Questions
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¢ Volunteer and Student Placement Health & Registration Form
¢ Volunteer and Student Placement Induction Checklist
e Volunteer Supervision Template

¢ Volunteers, Students on Placement & Participant Letter of Support Template
¢ Volunteer Exit Interview Form

e Safeguarding Declaration

e Safeguarding Code of Conduct

e Safeguarding Risk Mitigation Plan

¢ Code of Ethics

8. Policy Review and Authorisation

¢ This policy will be reviewed in line with Wellsprings for Women’s internal audit and Policy and
Procedure review schedule (refer to PP14.01 Policy and Procedure Master List with Internal Audit
Schedule) in consultation with Managers and the CEOQ. Where significant changes are required, Board

approval will be sought prior to distribution.
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