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WELCOME


Welcome.   Your organisation is now a registered member of  Melville Volunteer Resource Centre (MVRC). 
MVRC is an initiative of the City of Melville supported through funding from the Department for Community Development.   The service is staffed by the Coordinator and a team of knowledgeable and experienced volunteer staff.

Our philosophy:  Our volunteers and potential volunteers are valuable community assets and our role is to link the talents, skills, passions and abilities of our community members with other community assets – our community groups, our schools and our business community, to help build a strong, healthy and sustainable community.
The information in this booklet will answer some of the questions you may have about referrals, recruiting and retaining volunteers. If you have others, please get in touch.  You can find our contact details at the back of this booklet.  
Melville Volunteer Resource Centre
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DEFINITIONS AND PRINCIPLES 

As a member of the Melville Volunteer Resource Centre you agree to involve volunteers in accordance with the Definition and Principles of Volunteering.
Definition of formal volunteering
Formal volunteering is an activity which takes place through not-for-profit organisations or projects and is undertaken:

· 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 of Volunteering

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.

Volunteering promotes human rights and equality.

(Volunteering Australia, JUNE 2005) 
RIGHTS AND RESPONSIBILITIES 
Potential volunteers referred to your organisation by MVRC are asked to carefully consider the mutual benefit and mutual obligation of volunteer work and their ability to commit to a volunteer role and meet these expectations:
· to be dependable, punctual and responsible and notify the agency if unable to attend;
· to undertake relevant orientation, training, support and supervision;
· to maintain confidentiality and be non-judgemental;
· to work in accordance with health and safety regulations;
· to work in accordance with instructions and the policies and procedures of the organisation;
· to respect the rights, privacy and dignity of clients and colleagues.

To support this relationship of mutual benefit Volunteer Managers should consider their ability to meet these expectations: 
· Respect the right of volunteers to say “no” to requests they feel unable to complete or do not wish to participate in.

· Offer volunteer staff the opportunity for professional development.

· Ensure that the work of volunteer staff complements but does not undermine the work of paid staff.

· Treat volunteer staff as valuable team members and advise them of the opportunities to participate in agency decisions.

· Acknowledge the contributions of volunteer staff. 

RIGHTS AND RESPONSIBILITIES (continued)
Unlike paid staff, volunteers are not covered by awards or work-place agreements.  Volunteers however do have rights, some which are protected by legislation and some which could be considered the moral obligations of an organisation involving volunteers. MVRC promotes and supports the following as the basic rights of a volunteer:
· to work in a healthy and safe environment; 
· to be interviewed and engaged in accordance with equal opportunity and anti-discrimination legislation;
· to be adequately covered by insurance;
· to be given accurate and truthful information about the organisation where they are working; 
· to be reimbursed for out-of-pocket expenses; 
· to be given a copy of the organisation volunteer policy and any other policy that affects their work;
· not to fill a position previously held by a paid worker;
· not to do the work of paid staff during industrial disputes;
· to have a job description and agreed working hours;
· to have access to a grievance procedure;
· to be provided with orientation to the organisation;
· to have their confidential and personal information dealt with in accordance with the principles of the Privacy Act 1988; and
· to be provided with sufficient training and supervision to effectively participate in their work job. 

(Volunteering Australia, 2005)

INSURANCE FOR COMMUNITY ORGANISATIONS
Insurances are one way in which a not-for-profit organisation protects itself, volunteers and paid staff, committee of management, clients and customers against risk.
Organisations should also minimise risks to staff, clients and customers through appropriate occupational safety and health procedures, documented policies and training and management practices.

A condition of your membership is that your organisation holds current Public Liability and Volunteer Personal Accident Insurance.  MVRC also requires copies of Certificates of Currency for these insurances.  
We strongly recommend that you seek professional advice to determine the insurance most appropriate to your service.   Listed below are brief descriptions of the different types of insurance you may wish to consider.
Volunteer Personal Accident Insurance 
· Personal Accident Insurance covers your volunteers for costs related to an injury incurred while volunteering. Be aware that some policies have age limits and other conditions – carefully check the wording of your policy.
Public Liability Insurance 

· Public Liability Insurance covers your organisation, staff and volunteers for the legal liability to third parties for personal injury or damage to personal property. 
Other insurances 
Other types of insurance for organisations to consider include Directors’ and Officers’ Liability insurance, Professional Indemnity Insurance, Motor Vehicle Comprehensive Insurance,  Property Insurance, Products Liability and Events Insurance.

Disclaimer

Information provided is a guide only.  Organisations should seek professional advice to ensure that they are adequately and appropriately covered by insurance.

SCREENING AND SELECTION OF VOLUNTEERS 
Referrals not recommendations
The MVRC Volunteer Referral Service is accessible to all members of the community with a desire to volunteer.    Our aim is to find the ‘best match’ for the potential volunteer and for your organisation.  

The passions, interests, skills and availability of the volunteer are matched against our database, the information you provide, to help the volunteer decide where they would like to volunteer. 
We rely on the information provided in the Position Description. If you would like to update this information at any time contact MVRC. Contact details are at the back of this booklet. 
NOTE: MVRC does not undertake screening, reference checks or selection of volunteers for your service.
A referral to your organisation from MVRC is not a recommendation and should be regarded as an expression of interest by a potential volunteer and an opportunity to recruit a new volunteer.
Screening and the volunteer recruitment process

Screening volunteers is an important step in the recruitment process. It enables organisations to establish the suitability of potential volunteers for the roles and tasks they are expected to carry out.
As well as assessing the general suitability of an applicant for a volunteer position, screening assists in risk management. Effective risk management helps protect organisations against financial loss, the risk of criminal or civil legal action and/or damage to their reputations.
The great majority of volunteers perform their roles without incident and with commitment to the wellbeing of their client/consumer groups. However, volunteer roles that require a degree of trust call for careful screening. Organisations that place volunteers in work with vulnerable populations such as children, people with disabilities and elderly people should employ especially rigorous screening procedures to minimise the risk of harm to these people.
What is risk management?
Risk management is a process of devising practical strategies for identifying, avoiding and minimising risks that exist in the work of an organisation. These processes give managers, paid staff and volunteer staff the confidence to pursue their mission without the fear of legal action or harm.

SCREENING AND SELECTION OF VOLUNTEERS 
Recruitment processes
It should be clear to potential volunteers from the outset that they will be required to undergo a screening process and that a volunteer role will not be automatically offered. When conducted openly, screening procedures send a positive message that your organisation is professional in its approach to volunteers and volunteer management.
Police checks are sometimes a useful tool to support other screening measures, but should never be used as the sole means of screening applicants because of the limitations of the information they provide.  Police checks should always be conducted where the volunteer is to work with vulnerable people such as children, disabled or elderly clients. 

Consider implementing some or all of the following steps:
· Create comprehensive job descriptions for volunteer roles.  These should accurately reflect the tasks, responsibility and level of trust inherent in the position.

· Decide on what the steps in the recruitment process will be, including screening measures.
· Determine in advance what the screening process might reveal that would make an applicant unsuitable for a volunteer role.

· When advertising for volunteers it should be made clear that applicant will need to undergo a screening process and that they will not be automatically accepted.

· Use application forms including requests for character references.

· Conduct interviews with applicants in person.
· If required, conduct police checks.
(Volunteering Australia, 2005)

SCREENING AND SELECTION OF VOLUNTEERS 

Police Checks 
The Volunteering Secretariat together with the Western Australian Police have developed a program enabling eligible Western Australian volunteers and volunteering organisations to receive a National Police Check at a reduced fee of $10 per person.
To download the information pack, go to:
The Volunteering Secretariat webpage at www.community.wa.gov.au/communities/volunteers
and click on the link to:  National Police Check for Volunteers Program

Working with Children (WWC) checks 

The new Working with Children (Criminal Record Checking) Act 2004 introduces compulsory criminal record checking to ensure a consistent and high standard of checking for certain people who work with children, including volunteers.

The WWC criminal record assessment will be specifically designed to determine risk to children. A National Police Check for Volunteers cannot be used as a substitute for the Working with Children check.

The Working with Children Check will cost $10 for volunteers. The volunteer will receive a Criminal History Evaluation Card, which can be used in all workplaces and types of child-related work. The Card will be valid for 3 years.   
The legislation does not specify whether a volunteer or the volunteer organisation will meet the cost of the Working with Children check. This will need to be decided by the individual organisation and its volunteers. 

Further information about Working with Children checks (WWC), what constitutes child-related work, the responsibilities of volunteer organisations and volunteers is available at www.checkwwc.wa.gov.au. There is a specific Fact Sheet on the website for Volunteers.
LET’S CELEBRATE! 
“Volunteers are not paid - not because they are worthless, but because they are priceless.” Anonymous
Take the time to acknowledge and appreciate your volunteers in a way that is meaningful and fun.
INTERNATIONAL VOLUNTEER DAY

Or 
THANK A VOLUNTEER DAY 

December 5th was declared as International Volunteer Day by the United Nations General Assembly in 1985. In Australia, International Volunteer Day has been designated as a day for the recognition of volunteer involvement, a day in which organisations can thank their volunteer staff.
NATIONAL VOLUNTEER WEEK
National Volunteer Week provides a national focus for organisations wanting to recruit volunteers and promote the value of volunteering to the community.

In Australia, National Volunteer Week is always celebrated in May and starts the Monday immediately after Mother’s Day and runs through to the following Sunday.

The dates for National Volunteer Week for future years are:
15 - 21 May 2006

14 - 20 May 2007

12 - 18 May 2008

11 - 17 May 2009

10 - 16 May 2010

09 - 15 May 2011

14 - 20 May 2012
The need for a national volunteer week to celebrate volunteering was determined in l988 by the fledgling Australian Association for Volunteering, one of the predecessors to Volunteering Australia. The inaugural National Volunteer Week, as it was so designated, took place in December 1989 and was the first collaborative effort to promote volunteering nationally.

(Volunteering Australia, 2005) 
MELVILLE VOLUNTEER RESOURCE CENTRE 
MEMBERSHIP SERVICES 
FREE REGISTRATION 
Registration of your agency and volunteer positions on our database. 
VOLUNTEER MANAGERS’ NETWORK

The Volunteer Managers’ Network meets regularly at Melville Volunteer Resource Centre.   Contact the Centre for more information. 
VOLUNTEER REFERRAL SERVICE 
MVRC Volunteer Referral Service: Trained MVRC staff match the skills, interests and availability of potential volunteers to the volunteer work of their choice. 

PROMOTION 
We actively promote your service and volunteer positions to potential volunteers and the local community. 

INFORMATION, RESOURCES and TRAINING  
We seek to provide information, resources and advice on best practice standards for organisations involving volunteers, and access to volunteer training as and when available.
MVRC NEWSLETTER FOR COMMUNITY ORGANISATIONS 
RECOGNITION OF VOLUNTEERS

Invitation for your volunteers to the annual City of Melville Volunteer Appreciation Event for volunteers in the City of Melville.

CONTACT US

We always appreciate feedback on our services. If we can be of any further assistance contact us at:
Melville Volunteer Resource Centre

Phone: 9364 0153

Monday – Thursday 10.00 am - 3.00 pm

email: mvrc@melville.wa.gov.au
Please forward all correspondence to:
The Coordinator Melville Volunteer Resource Centre

Locked Bag 1

BOORAGOON  WA  6954
MELVILLE VOLUNTEER RESOURCE CENTRE
We are situated at Piney Lakes Environmental Centre, Winthrop.

Entrance off Leach Highway, situated between Riseley Street & Murdoch Drive traffic lights.
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	COMMUNITY ORGANISATION

APPLICATION FORM



	NAME OF ORGANISATION:
	

	POSTAL ADDRESS:
	

	

	SUBURB:
	
	STATE:
	
	POSTCODE:
	

	PHONE:
	
	FAX:
	

	EMAIL:
	
	WEBSITE:
	

	

	VOLUNTEER COORDINATOR/MANAGER:
	

	(Appropriate contact person)

	ADDRESS:
	

	(If different from organisation’s)

	SUBURB:
	
	STATE:
	
	POSTCODE:
	

	PHONE:
	
	FAX:
	

	EMAIL:
	

	

	PARENT BODY:
	

	

	STATUS OF AGENCY (Please tick ()
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INCORPORATED
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NOT INCORPORATED
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LOCAL GOV’T
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STATE GOV’T
	COMMONWEALTH GOV’T
	OTHER

	ABN:
	

	

	ORGANISATION OUTLINE (Please provide a brief description of who you are and what you do):

	

	

	

	

	

	

	

	

	COMMUNITY ORGANISATION

APPLICATION FORM



	IMPORTANT NOTE:

Your organisation must have Public Liability and Volunteer Personal Accident Insurance
to be eligible for the Volunteer Referral Service.

Please provide current up-to-date copies of the certificate of currency.

Thank you!

	PERSONAL ACCIDENT INSURANCE DETAILS
	PUBLIC LIABILITY INSURANCE DETAILS

	Policy Expiry:
	
	Policy Expiry:
	

	Policy Provider:
	
	Policy Provider:
	

	Policy Number:
	
	Policy Number:
	

	

	PERMISSION FROM AUTHORISED PERSON

(  Please read and sign the following statement
· I understand the information provided on this form may be made available to other agencies and to the general public

· I hereby acknowledge, accept and support the Principles of Volunteering when utilising volunteers for this Organisation.

	
	
	
	
	

	PLEASE PRINT NAME
	SIGNATURE
	DATE

	

	(  Please return this form and attach supporting documentation (e.g. promotional brochures, company manual, volunteer kits) in relation to information about your Organisation to


Melville Volunteer Resource Centre

Locked Bag 1

BOORAGOON   WA   6954


	

	

	POSITION DESCRIPTION FORM



	NAME OF ORGANISATION:
	

	POSITION TITLE:
	

	POSITION LOCATION (can the volunteer work from home?) 

	ADDRESS:
	

	

	SUBURB:
	
	STATE:
	
	P/CODE:
	

	

	POSITION DESCRIPTION:

	

	

	

	

	

	

	

	

	

	

	

	

	POSITION REQUIREMENTS: (Qualifications, experience, skills)

	

	

	

	

	

	LICENCE REQUIRED?   YES   /   NO
	HEAVY LIFTING REQUIRED?   YES   /   NO

	POLICE CHECK REQUIRED?   YES   /   NO
	MEDICAL CHECK REQUIRED?   YES   /   NO

	HEAVY VEHICLE LICENCE REQUIRED?   YES   /   NO


	

	

	POSITION DESCRIPTION FORM



	TIME REQUIREMENTS: 
	Weekdays
	
	Evenings
	
	Weekends
	
	

	Please provide time details:
	

	START DATE:
	

	(immediate?)
	

	DURATION:
	

	(long or short term?)

	WORKING ALONE/WITH OTHERS:
	

	AGE PREFERENCES:
	

	(Please refer to insurance details)

	PUBLIC TRANSPORT:
	

	(Accessible by bus/train)

	REIMBURSEMENTS:
	

	(Please provide details of reimbursement type, eg: mileage, meals, tea and coffee)

	TRAINING:
	

	(Details of training available for this position)

	

	DISABLED ACCESS?     YES   /   NO

	

	NUMBER OF VOLUNTEERS NEEDED FOR THIS POSITION:
	

	PERMISSION FROM AUTHORISED PERSON

(  Please read and sign the following statement
· I understand the information provided on this form may be made available to other agencies and to the general public

· I hereby acknowledge, accept and support the Principles of Volunteering when utilising volunteers for this Organisation


	
	
	
	
	

	PLEASE PRINT NAME
	SIGNATURE
	DATE

	
	
	


	A GUIDE FOR DEVELOPING VOLUNTEER POSITION DESCRIPTIONS

We hope that this information along with the attached position description form will assist you in writing effective position descriptions for your volunteer positions.  



	Your reason for needing volunteers must be clear and reflect the overall goals of the organisation.

Think about your organisation’s vision and mission.  

Consider the goals and tasks that need to be completed to achieve these objectives.

You can define these as long-term and short-term objectives and then decide which will need to be completed to achieve the overall goals of your organisation.  



	Finding the right volunteers will be easier when you have effective position descriptions. People are more likely to give their time when they know what they will be doing and how their work will contribute to the goals of your organisation.  If you ensure that all your volunteers understand how their work ties to the mission of your organisation you will also show them that their work is important!



	Position Description Form Tips:

· View the volunteer position from the perspective of the volunteer.

· Are you looking for potential long-term volunteers or short term project volunteers?
· Will the position clearly support the work of the staff of the organisation?
· Are the benefits displayed prominently within the position description in order to enhance its attractiveness to potential volunteers?



	REMEMBER:  We are always here to help.  If you require assistance to create an EFFECTIVE position description, give us a call.
Melville Volunteer Resource Centre:  9364 0153  or mvrc@melville.wa.gov.au


	COMMUNITY ORGANISATION POSITION DESCRIPTION FORM
DETAILS OF YOUR ORGANISATION


	NAME OF ORGANISATION:
	

	POSITION TITLE:
	Make sure the title accurately reflects the position and the role of the volunteer 

	POSITION LOCATION (can the volunteer work from home?) 

	ADDRESS:
	Where will the work be undertaken? Is it possible for the volunteer to work from home?  Will the volunteer need to travel to another location?


	SUBURB:
	
	STATE:
	
	P/CODE
	

	POSITION DESCRIPTION:


	1. Describe the importance of the tasks and how this important work contributes to the organisation…the big picture.
e.g.: how/ who will benefit from this volunteer work?

2. As specifically as possible, list each duty and responsibility you would like the volunteer to undertake.
THINK ABOUT

· What are the goals and objectives of this position?

· Are there measurable outcomes?

· What will the volunteer GAIN by taking this position

· e.g. skills, experience, friendships, networking?

· Include enough detail for the volunteer to understand WHAT the job is.
AFTER YOU HAVE COMPLETED THE DESCRIPTION THINK ABOUT

· Is this description realistic?
· Is this job description interesting?
· If I were volunteering would I want to do it?


	POSITION REQUIREMENTS: (Qualifications, experience, skills)


	· Any desirable and/or essential skills that are necessary to perform the job well
e.g. ability to communicate effectively, 
       ability to delegate responsibility
       knowledge and interest in ……………….. or desire to learn ……….. ?
       drivers’ Licence?

       high level of fitness as volunteer will need to lift and carry boxes?

	POLICE CHECK REQUIRED?   YES   /   NO     

Call MVRC to find out about the $10 Police Check 
MEDICAL CHECK REQUIRED?   YES   /   NO


	TIME REQUIREMENTS: 
	Weekdays
	
	Evenings
	
	Weekends
	
	

	Please provide time details:
	If you require the volunteer for a ‘project’, estimate the number of hours needed.  If the position is ongoing, nominate the start and finish time and the days of the week. OR you may nominate ‘by mutual arrangement’.

	START DATE:
	If the work is for a defined period please include start and finish dates otherwise the date you require volunteers to commence (i.e. today’s date if the need is immediate).

	DURATION:
	

	WORKING ALONE/WITH OTHERS:
	Will the volunteer be working in a group/ will the volunteer be directly supervised/ will the volunteer need to work unsupervised/ alone?

	AGE PREFERENCES:
	Include an age range or a minimum age for volunteers (check your insurance cover)

	PUBLIC TRANSPORT:
	Describe how the volunteer can get to your agency if they do not have a car.

	REIMBURSEMENTS:

	You may offer tea or coffee for volunteers, or reimburse authorized out-of-pocket expenses.

	TRAINING
	Describe any training the volunteer will need to undertake prior to volunteering and on an ongoing basis.  Does the volunteer need to pay for this training?

	DISABLED ACCESS?     YES   /   NO      Would the position be suitable for someone who uses aids or

                                                                   a wheelchair?

	NUMBER OF VOLUNTEERS NEEDED FOR THIS 
POSITION:
	Number of volunteers required for THIS POSITION only

	PERMISSION FROM AUTHORISED PERSON

Please read and sign the following statement
· I understand the information provided on this form may be made available to other agencies and to the general public

· I hereby acknowledge, accept and support the Definition and Principles of Volunteering when utilising volunteers for this organisation
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