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VOLUNTEER SERVICES 

Policy

The Organisation will provide a volunteer service which enables consumers to maximise opportunities in all spheres of daily living.  All prospective volunteers must be screened by MACROBUTTON NoMacro [Click here and type the name of the approp. officer].  Volunteers should not be interviewed or placed in a program by other staff.

Volunteer staff may be defined as people who, on a regular basis, contribute time and energy to the Organisation, without being paid for this, other than through the reimbursement of out-of-pocket expenses.  They will be recruited to assist staff, consumers and consumers’ family members, only after a request is made by consumers themselves or by staff on consumers’ behalf.  The Organisation does not impose minimum or maximum time commitments on volunteer staff.

Volunteer staff will be recruited, monitored and supported by the MACROBUTTON NoMacro [Click here and type the name of the approp. officer] according to the Organisation’s policies on human resource management.  This includes obtaining a Police Clearance at the Organisation’s cost.

Volunteers will not be recruited in replacement for paid staff where provided in accordance with the Organisation’s budget.

In line with the Commonwealth Disability Discrimination Act (1992) the Organisation affirms the diversity of all staff, including volunteer staff.

Volunteers must comply with the Organisation policies and procedures.



Procedure

· Volunteers are provided in response to requests from consumers and/or staff on their behalf.

· The MACROBUTTON NoMacro [Click here and type the name of the approp. officer]will interview and recruit volunteers, matching their interests and abilities, with those of consumers, on an individual basis.

· All work undertaken by volunteers will be arranged and directed by the MACROBUTTON NoMacro [Click here and type the name of the approp. officer].

· The MACROBUTTON NoMacro [Click here and type the name of the approp. officer] will provide general induction training and support to volunteers.

· Staff will supervise volunteer staff in their nominated positions.

· Feedback from staff and volunteers to the  MACROBUTTON NoMacro [Click here and type the name of the approp. officer] is vital and should occur on a regular basis or as required.

· Volunteers will comply with the Organisation policies and procedures.

PRE-COMMENCEMENT REFERENCE AND/OR POLICE CHECKS

Volunteer staff must agree to reference and police checks being made.  

· Volunteers must supply the names and telephone numbers of two referees, who are contacted prior to engagement.
· Volunteers must obtain a Federal Police clearance.  The cost of the clearance will be reimbursed by the Organisation.  Police checks are obtained for all volunteer staff working in respite, community homes or at the discretion of staff.
COMMITMENT TO TRAINING

The Organisation is committed to providing training as required to ensure that volunteer staff are able to complete tasks competently.  Volunteers are eligible to attend all in-service courses provided to staff.

All volunteer drivers must undergo compulsory Vehicle Orientation conducted by the Organisation or on behalf of the Organisation.

Volunteer staff are not to perform personal care duties unless approved MACROBUTTON NoMacro [Click here and type the name of the approp. officer] and the consumer and volunteer mutually agree.  Permission is not to be unreasonably withheld as this maximises a consumer’s opportunity for independence. In such circumstances, however, the volunteer must undergo training in Handling and Management techniques for the individual consumer and also be trained in dysphagia management.  The volunteer must demonstrate competency to the trained MACROBUTTON NoMacro [Click here and type the name of the approp. officer] in accordance with the Organisation’s training requirements.

INSURANCE COVERAGE

The Organisation provides personal accident and public liability insurance to each volunteer staff member who is aged between 16 and 80 years.  This insurance is valid Australia wide and covers the volunteer from the time they leave home until they return home, by the most direct route.

Insurance of a volunteer’s motor vehicle is the responsibility of the individual volunteer.

REIMBURSEMENT OF EXPENSES; OUT - OF - POCKET AND TRAVEL

The Organisation will reimburse volunteer staff for out-of-pocket expenses as follows:

· Bus, train or petrol allowance if volunteer staff take a consumer out on an outing or if they accompany staff on an outing.

· Refreshments will be provided on outings if consumers are requiring same.

· Volunteer staff working at the Organisation over the lunch break will have access to a light meal and refreshment or such other appropriate arrangement as the Organisation may make with the volunteer.

CONFIDENTIALITY OF INFORMATION

All volunteers sign an agency/volunteer agreement.  This document includes a statement concerning confidentiality of information.  

HANDLING AND MANAGEMENT

The dependent nature of consumers’ conditions at the Organisation means that the safety and well being of consumers and volunteer staff requires precise handling and management techniques.  Such techniques are prescribed by professional staff in consultation with service users and other care givers.

The handling and management techniques are prescribed to conform to Safety and Health standards.

Handling and management cards and sheets, specific to each consumer are available in each service area and the central file.  The handling and management protocol will be responsive to changing needs and a handling and management review will take place as required.  At all times handling and management procedures must follow the individual directions of the handling and management card.

Failure to comply with prescribed consumer handling and management procedures may result in disciplinary action being taken in accordance with the procedures document Poor Performance and Unacceptable Behaviour by Staff.

Also refer to the Commitment to Training section of this procedure.

CHALLENGING BEHAVIOUR

Challenging Behaviour is defined as any action or behaviour which has the potential to cause injury, either physical or emotional.

It is the right of all staff, volunteer staff and consumers of the Organisation to be free of verbal or physical intimidation.

Consumers who exhibit challenging behaviour are to be managed according to the Organisation’s procedures document “Challenging Behaviour”.

Disciplinary action in accordance with the Organisation procedures document ‘Poor Performance and Unacceptable Behaviour by Staff’ will be taken if Volunteers exhibit challenging behaviour.

POOR PERFORMANCE AND UNACCEPTABLE BEHAVIOUR

It is the aim of the Organisation to select the most appropriate volunteer to perform given duties, and when selected, to train and develop the volunteer to ensure that he/she performs his/her tasks efficiently, contributing to the high standard of care and professional service provided to consumers.

In-service training and supervision will be provided to assist volunteer staff to reach the standards required.  It is recognised that some will take longer than others to become proficient.

Poor performance or unacceptable behaviour by volunteer staff may represent a problem that is volunteer-based or may result from a failure by management and supervisory staff to implement appropriate training and counselling.

The Organisation recognises the right of all volunteer staff to a fair hearing.

· Every volunteer has the right to be heard.

· The appropriate senior staff member making decisions must be unbiased.

· Whenever senior staff feel they are biased they should request another senior staff member to consider the issue.

· If the volunteer feels the decision maker is biased then a request for an alternative staff member to consider the issue should be met.

Volunteers will receive counselling where poor performance and unacceptable behaviour is apparent.  This may lead to the Volunteer being requested to leave the Organisation’s volunteer service.  Volunteers will be dismissed immediately where criminal activities, drunkenness, physical or sexual abuse or gross negligence is proven. 

RESPONSIBILITES OF VOLUNTEER STAFF

· To agree to be interviewed, assessed, selected and trained, and have personal and police reference checks undertaken.

· To sign an agency/volunteer agreement.

· To remember that all personal information learnt while working at the Organisation is STRICTLY CONFIDENTIAL.

· To be loyal to the organisation, respect its place in the community and uphold policies and philosophy.

· To work under the supervision of specified staff and work within the job descriptions provided.

· To make a realistic commitment in terms of both time and areas of involvement.  It is expected that volunteers will honour this commitment.  Volunteers should attend regularly.  Punctuality is essential.  Volunteers must notify the MACROBUTTON NoMacro [Click here and type the name of the approp. officer]and the staff they work with if unable to attend, giving as much notice as possible.

· Employ necessary precautions to ensure the safety of the consumers.

· To report any accidents or incidents, no matter how minor, to the MACROBUTTON NoMacro [Click here and type the name of the approp. officer], supervisor or manager.

· To provide positive feedback, suggestions and recommendations regarding work to the MACROBUTTON NoMacro [Click here and type the name of the approp. officer].

· To use reasonable judgement in making decisions and check with a staff member if unsure.

· To be open and honest with staff in all matters pertaining consumers.

· Treat consumers as individuals with a right to dignity and respect.

· To deal fairly and impartially with all consumers.

· To be patient and allow for independence rather than being overly concerned and sympathetic.  A person with a disability is simply a person, and as such, he/she enjoys activities just like everyone else.

· To respect consumers’ privacy.

· Not to pressure others into accepting personal views or standards.

RIGHTS OF VOLUNTEER STAFF

· To protection through insurance for personal accident and public liability.
· To be well briefed on the Organisation and kept in touch with new developments. 
· To job satisfaction - positions which are worthwhile and/or challenging.  To receive clear guidelines for each position, i.e. a job description.
· To training and on-the-job supervision by staff who are experienced, patient, well-informed and thoughtful and who have the time to give sufficient guidance.
· To know to whom they are accountable and have clearly defined channels of communication.
· To receive assistance with the development of new skills.
· To receive support and respect from Co-workers and share responsibilities with them.
· To participate in decision-making and planning, particularly when management decisions are being made which affect volunteer staff directly.
· To feel free to make suggestions and to have respect shown for an honest opinion.
· To know what tasks are expected and to feel able to say ‘no’ to unacceptable tasks.
· To ask for a new position when they are ready to move on or be given the opportunity to work in a different area.
· To feel welcome at all times.
· To know about disabilities and the effects that these disabilities have on the individual’s life.

· To be told why they might be seen to be unsuitable for a task.
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