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Welcome to Volunteering WA. Our volunteers are important to us and we value your contribution.
Volunteers have been involved with our organization since it began and have been pivotal in the success of Volunteering WA. 
Your time is appreciated and we encourage you to discuss any ideas or concerns you have with us.
This manual serves as a guide; it contains useful information that will assist you in your role at Volunteering WA. The content is based on best practice, however should you require further explanation please discuss with your Volunteer Services Manager.
We hope you will enjoy your time with us; we aim to make your experience fun and will invite you to regular social occasions, our workplace offers you flexible volunteer hours and a volunteer role that you will find enjoyable.
Thank you for joining us.

Mara Basanovic

CEO
History
Volunteers play an essential role in the Western Australian way of life. The community sector relies heavily on volunteers, in both the management of agencies and the delivery of services.
Volunteers are involved in all facets of the community: community services; culture; health; welfare; sport and recreation; service clubs; children and youth; conservation and environment.

In the late 1980’s the need for a State Volunteer Centre was identified in Western Australia.  At the first State Conference in Volunteering in 1986, convened by the WA Council of Social Service [WACOSS], a group of volunteers was established to develop a submission to government.  

This development paralleled similar trends in other states where 
volunteer centres had already been established with some assistance from government.

In recognition of the valuable contribution made by volunteers in Western Australia, and in response to the WACOSS submission, the Minister for Community Services approved a grant and resources to establish the Volunteer Centre of Western Australia, now operating as Volunteering WA.  The Centre opened in August 1988 to assist individuals who are or who want to be volunteers and the agencies which need help.  

Volunteering WA is an independent not-for-profit organisation with tax-exempt status.  For a detailed account of the development of Volunteering WA refer to the book It Makes a Difference to this Jellyfish: A History of Volunteering Western Australia 1988-2000 and the booklet Building the Dream 20 Remarkable Years of Volunteering in Western Australia.
Board of Directors
Volunteering WA is managed by a Board of Directors comprising eight volunteers.

In addition it is possible for the Board to co-opt additional members onto the Board.

All Board members including those co-opted have voting rights.

Role of Directors

A Director’s primary role is to effectively translate the needs of financial members into a direction for the future of Volunteering WA. 

A Director is part of a team which the membership trusts to:

· make informed decisions
· provide strong representation
· provide sound governance 
· demonstrate high standards of conduct as befitting the principles of volunteering and volunteer management standards

Structure
The organisational structure reflecting current operational areas is attached as Appendix 3.
Management Plans

Volunteering WA has developed a number of plans to assist in achieving the organisation’s management objectives.
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Volunteering WA works to advance and promote volunteering in Western Australia and provides a range of resources, services and support within a comprehensive framework for cost effective use in Western Australia. 
Vision
Connecting and strengthening communities through volunteering
Mission
Leading a coordinated state-wide volunteering effort

Values 
Volunteering WA is knowledgeable, collaborative, visible, innovative and effective.
Objectives 

Knowledge is built and shared to support volunteering practices 

Volunteering is developed through productive collaborations
The profile of volunteering grows
Operational Plan
These are developed each year; our strategic plan is developed every 3 years. These outline where VWA wants to go, what we want to do and how we will do it.
Relationship Building Statement  

Volunteering WA places high importance on creating strong, respectful internal and external relationships focussed on enhancing our own and others’ capability. We support each other, work together and recognise that we all play a vital role.  

We not only depend on one another to achieve shared goals that meet strategic outcomes and fulfill our purpose, but also fill in for each other when someone is away.  This makes for maximum office versatility.

We actively build relationships based on trust, honesty, respect, integrity, compassion, understanding, recognition, participation, fairness and equity and acknowledge that building relationships takes time and requires hard work, resources, effective communication, reflection and active engagement.

As a volunteer you have the right:
· 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 for which you are working

· to be reimbursed for out of pocket expenses

· to be given a copy of the organisations volunteer policy and any other policy that affects your 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 your confidential and personal information dealt with in accordance with the principles of the Privacy Act 1988; and

· to be provided with sufficient training to do your job

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

· 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; and 

· Volunteering promotes human rights and equality

Source acknowledgment: VOLUNTEERING AUSTRALIA


Volunteering WA delivers a wide array of services, programs and projects that encourage and support the aims and objectives of volunteerism in Western Australia.

The programs and projects delivered vary in focus, client group, funding source and time frame.  
A current list of programs is attached at Appendix 4.


Recruitment
Volunteering WA believes that volunteer staff should be appointed on suitability, taking into account factors such as the applicant’s qualifications and experience appropriate to the volunteer position; their skills, knowledge and abilities; their potential; and their overall suitability for the position and the organisation.
Volunteering WA will not permit discrimination against applicants or employees on the basis of race, religion, age, gender, sexual orientation, disability, socio-economic background or ethnicity. This applies to all areas of volunteer employment including recruiting, hiring, promotion, assigning of work, provided the individual is qualified and meets the requirements established for the position.

 
Advertised Positions
Opportunities to volunteer will be publicised broadly, to ensure that no groups of people are excluded because of inappropriate or inadequate advertising.

We may approach potential volunteers with a designated volunteer position in mind.

All applicants will be advised that their application has been received.  
Short Listing
All interviewed volunteers will be contacted with the outcome by the Volunteer Services Manager or another VWA team member in the Manager’s absence.
Interview Process 

All applicants selected for interview will be advised of the time and date for their interview.  Every endeavour will be made to determine a date and time suitable to the applicant.
Appointment of Volunteer
Once an appointment has been determined the successful applicant will be advised and, subject to acceptance, all other applicants will be advised of the outcome of the selection process. 

Police Clearance and Working with Children Check
A Police Clearance is required to enable volunteers to carry out their duties with Volunteering WA. In some circumstances a volunteer may also be required to have a Working with Children Check.
Volunteering WA will advise volunteers of the procedures required to apply for the identified clearance/s and will meet the normal costs associated with obtaining the required clearance/s.

A staff member will advise the Chief Executive Officer immediately if any Authority commences proceedings that may result in either the Police Clearance or Working with Children Clearance being negated.

Volunteering WA retains the right to require volunteers to renew the required clearance/s at least every two years.
Equal Opportunity Employment

Volunteering WA recognises that people are its most important resource and is committed to equal employment opportunity for all volunteer members.  
It supports the objectives of the Western Australian Equal Employment Opportunity Act that became Law in 1985 with additions and improvements added in 1988 and 1992.
This Act prohibits discrimination or other unfair treatment at work based on a person’s:
· Sex 
· Age
· Race
· Social orientation

· Religious or political conviction
· Family responsibility or status
· Marital Status
· Pregnancy
· Impairment
   
Sexual or racial harassment are also unlawful.  This legislation applies equally to all staff and they, as well as Volunteering WA, are responsible for ensuring that their actions are not discriminatory to others.
The Act prohibits anyone who may complain about their treatment from being singled out or criticised because they have made a complaint.
Any breach of this Act may result in counseling or other actions that may include dismissal.  



Induction of New Volunteers
Volunteering WA places importance on the induction of new volunteers.  An Induction Check List is available to assist the Volunteer Services Manager to ensure that all aspects of Volunteering WA’s operations, policies, programs, procedures and staff member responsibilities are understood.  
A copy of the Induction Checklist is available as Appendix 5.
If required the IT Coordinator will provide access to appropriate systems and pass word establishment.

The Volunteer Services Manager will introduce you to staff & volunteers.
Feedback forms
Volunteering WA values your contribution to the organisation, and we would like to ensure you are satisfied with your role. The Volunteer Services Manager will review the volunteer programme on an annual basis and seek your feedback. Please speak with your manager at any time you have a concern.
Hours of Duty

Volunteering WA offers a flexible working environment for volunteers and endeavors to accommodate volunteer requirements. The core hours of operation are 8.30am to 5.00pm Monday to Friday.  However volunteers may be requested to work outside these hours and or from home.
Lunch Breaks
Volunteering WA recognises the importance of volunteers taking a lunch break and encourages volunteers to take a lunch break of up or either 30 minutes or up to 60 minutes (dependent on the hours worked).
Public Holidays, School Holidays & the Christmas Period
Volunteering WA observes all gazetted Western Australian public holidays.

Volunteering WA closes down, or otherwise restricts the delivery of its services over the Christmas/New Year period.  
The Joondalup Volunteer Resource Centre is closed in the school holidays due to our contractual agreement with the City of Joondalup.

Time Keeping & Reimbursement
Volunteers are reimbursed $10 for each day they volunteer with VWA, regardless of the hours spent. Payment is reimbursed on a monthly basis unless other arrangements are agreed to with the Volunteer Services Manager. Volunteers are required to fill in a daily timesheet which is stored in the volunteer office.

Reimbursements will be paid by direct debit to a bank account nominated by the volunteer. It is the volunteer’s responsibility to update VWA if the account had changed.

Dress Code
Volunteers are required to demonstrate a neat and responsible standard of dress. There may be occasions when a VWA logo corporate shirt is required to be worn, for example when attending events.
Name badges can be provided on request.

Management reserves the right to raise the issue of dress with individual volunteers when considered necessary.
Keys and Fobs
For security reasons within City West Lotteries House, volunteers are not able to have access to individual fobs and keys. Access to the building is to be gained through VWA staff. 
Alone in Office
When alone in the office a volunteer should, to ensure their own safety, lock the front and back doors and park their vehicle in a well lit, easily accessible place.  Under no circumstance should a person unknown to the volunteer be admitted into CWLH or the Volunteering WA office.   

Insurance

Volunteering WA recognizes that all volunteer staff have the right to be protected from financial costs in the event of personal injury and liability.
All volunteers will be appropriately covered by the insurance policies of Volunteering WA for the following types of liability:

Public liability

Volunteer Personal Accident

All volunteers will be informed of the insurance cover and related details. Volunteers can request to see a copy of Volunteering WA insurance policy. This is a confidential document and is only available when a volunteer wishes to check the adequacy of the cover applicable to them. This can be arranged through the volunteer’s manager.
Volunteers will be advised to check with their own insurance company that their comprehensive cover for loss/damage to their own vehicle includes cover while driving to and from the place of volunteer work.

Injury to the volunteer or other persons caused through a road accident to and from the place of volunteering will be covered by the vehicle’s registration and compulsory third party insurance. There are conditions that apply to Third Party Insurance. You will find the conditions and warranties written on the back of your vehicle registration papers.
Volunteers, if involved in an accident or are in some way injured while carrying out their activity, must complete an accident/incident report form.
Training & Development
An orientation is provided to all first time Volunteering WA volunteers and is aimed at introducing them to the organization and to the policies and procedures governing work practices at Volunteering WA. 
· Informal training
During this session the emergency procedures will be explained and the volunteer taken on a guided tour of the premises showing them the kitchen, the toilets and the fire extinguisher. Volunteers will also be introduced to other staff including the fire warden and first aid officers. A volunteer’s policy and procedure manual will be provided to you.
· Formal training

There will be 6 formal training sessions a year, approximately every 2 months. Your attendance will be requested. Meetings will be held and if they are relevant to you an invitation will be extended.
Ongoing Support & Supervision
The Volunteer Services Manager will provide ongoing support and supervision.

Annual Support & Supervision
On an annual basis a review will take place to ensure determine training requirements and review performance.

Review of Volunteer Job Description
Job description forms will automatically be reviewed during the volunteer’s annual support & supervision.  

Identified Education and Training Requirements
Volunteering WA encourages volunteers to enhance their knowledge of matters relating to volunteering. Should training needs be identified during the Annual Review or a volunteer identify an appropriate course, consideration will be given as to what level may be provided by Volunteering WA.  
Access and Inclusion Plan
Volunteering WA will move towards preparing an Access and Inclusion Plan.
The National Standards for Involving Volunteers in Not for Profit Organisations (National Standards) 
These have been developed by Volunteering Australia through a consultation process with volunteer-involving organisations and volunteers, and aim to promote a model of best practice in the management of volunteers. 

The National Standards is a set of three books comprising of the National Standards, an Implementation Guide and a Workbook.  The National Standards emphasise the importance of adopting a systems approach to managing volunteers and compliance with the standards will ensure that volunteer rights are protected, their role is explicit and they work in safe and healthy environments. 

Not for profit organisations can use the National Standards in a number of ways:
• As an audit tool that provides an overall appreciation of where the organisation is placed with respect to best management practice for volunteer involvement
• As a guideline or checklist to help identify opportunities for making improvements
• As a framework of reference to assist in planning and establishing a new volunteer service
• As a baseline from which progress in making improvements can be monitored and measured

An organisation that is able to demonstrate compliance with the standards is well positioned strategically to recruit and retain more volunteers, as well as attract funding or sponsorship for new initiatives.
Topics covered in the National Standards are: 
1. Policies and procedures 
2. Management responsibilities 
3. Recruitment
4. Work and the workplace 
5. Training and development 
6. Service delivery 
7. Documentation 
8. Continuous improvement

The National Standards are supported by an Implementation Guide and Workbook. 

  Please see this fact sheet from Volunteering Australia.

Leave
Volunteers are required to give the Volunteer Services Manager as much notice as possible regarding leave.
Please phone the Volunteer Services Manager when you are aware you will need to take leave. We request you keep in regular contact with the Volunteer Services Manager so rosters can be managed.

Volunteers are entitled to leave when requested.

Volunteering WA also encourages longer breaks in volunteering if required.


Termination by Volunteer

Should a volunteer wish to resign from their role they are requested to give the Volunteer Services Manager as much notice as possible.
The volunteer will be reimbursed for outstanding payments.

Property of VWA must be returned.
Termination by Volunteering WA: Misconduct

Misconduct will include breaches of any Volunteering WA policies which warrant instant dismissal.

Examples of misconduct include:

· Theft of property or funds from Volunteering WA

· Willful damage to Volunteering WA’s property

· Intoxication through alcohol or other prohibited substance

· Verbal or physical harassment of any other employee, volunteer, Board Member or any other person particularly in respect of race, sex or religion

· Disclosure of confidential information regarding Volunteering WA to any other party without prior permission from the Line Manager or the Chief Executive Officer

· Falsification of any of Volunteering WA’s records for personal gain or on behalf of any other employee/volunteer
· Being convicted of a criminal offence

· Unwillingness or inability to support and further the mission of the organisation and/or the objectives of the programme.

Immediate dismissal will only take place in the most serious of circumstances. 

The Volunteer Services Manager and a Senior Manager will advise the volunteer together.

A written report is to be supplied to the CEO.

A copy of the report is kept on the volunteer’s file securely.

All property of Volunteering WA must be returned and all staff notified of the dismissal.

Exit Interview and Checklist
When a volunteer terminates their employment with Volunteering WA their direct Line Manager will conduct an exit interview. A record of the interview will be retained.
Our wish is to obtain information that may help 

· To establish the reasons for leaving

· To analyse any trends in the reason for leaving

· To provide departing volunteers with the opportunity to discuss any issues of concern which may have contributed to their leaving

· To gain constructive feedback on the best and worst aspects of the volunteer’s job and their time at Volunteering WA

During the exit interview arrangements will be made for the return of all Volunteering WA’s property including office keys and fobs.




Grievance Policy
A grievance is a real or perceived cause for complaint. You may have a grievance about how you have been treated by another volunteer or staff member.
Volunteering WA recognises that open communication and feedback are essential elements of a satisfying and productive work environment.
Every effort will be made to solve problems cooperatively and informally before presenting them in writing as a formal grievance. Volunteers are assured they will not be disadvantaged by the use of such procedures whether decisions are found for or against their grievance.

All formal avenues for handling of grievances will be fully documented and the Volunteer’s wishes will be taken into account in the determination of appropriate steps and actions. 

All complaints and questions will receive thoughtful consideration in a timely manner and will be discussed with the individual who raises them. Discussions held are confidential.
Volunteers at any time have the right to withdraw their grievance. It is requested this is dated and put in writing and given to the Volunteer Services Manager or in the absence of the Senior Services Manager.

Grievance Procedure

Step 1

The aggrieved volunteer is encouraged to explore the problem/situation directly with the person(s) involved; clearly outlining what he/she feels should be done to alleviate the situation.
Step 2
If this is not an option for you discuss the matter directly with the Volunteer Services Manager, or in the absence of the Senior Services Manager.
Step 3

The parties involved will be asked to comply with the best solution that has been identified by all involved. All information will be treated in the strictest confidence.

Harassment

Volunteering WA will not tolerate any form of harassment or bullying in the work place or any other venue from which its programs are being delivered.  Any volunteer who is found to have acted in such a manner may be required to undertake counseling or may have their voluntary role terminated. 


Presentations and Gifts  

It can be expected that volunteers will receive presentations and gifts in recognition of services provided by Volunteering WA and in particular its volunteers and or staff. 
The Chief Executive Officer must be advised when this occurs and a decision will be determined with regard to the future of the presentation or gift.


Office Housekeeping
Volunteers are requested to ensure that their work area is maintained in a safe, clean and organised manner to ensure their own safety and that of their colleagues.
Mail

· Incoming Mail 
The Receptionist/Administration Officer collects the mail mid morning from City West Lotteries House reception area. The mail is logged into VIKTOR and then placed in the appropriate volunteer’s pigeon hole.
· Outgoing Mail
All volunteers must prepare individual mail for posting and place it in the mail tray held at reception.

The Receptionist/Administration Officer franks the mail and the amount incurred by individual programs is logged on the spreadsheet located at G:\Admin\Postage Analysis.
The franked mail is taken to City West Lotteries House reception where it is collected by Australia Post.

Filing
Volunteers Members have responsibility for filing all correspondence relating to their programs and retaining the files in their office until the completion of 
the program. The files should then be provided to the Executive Support Office for incorporation into the central filing system. 

All correspondence relating to grants and acquittals is held by the Executive Support Officer.
Board correspondence is held by the Executive Support Officer. 
IT Back Up System
The system backs up to a secondary disk every day. Full backups to tape are done every week and taken offsite.  Backups to the hard disc drive are done every 6 months and kept for archival purposes.

Archiving

The Executive Support Officer is responsible for archiving of Volunteering WA’s records.  All records are to be clearly labelled and stored in the City West Lotteries House storerooms allocated to Volunteering WA. 

Booking of Meeting Rooms and Office Equipment 

City West Lotteries House has meeting rooms available for use by all tenants including Volunteering WA. A booking is made through City West Lotteries House reception.

Volunteering WA has equipment including laptop computers, projectors and other equipment required for conducting meetings and community consultations.  This equipment is to be booked through the Receptionist/Administration Officer who will also be responsible for ensuring all equipment is returned intact and all accessories accounted for.
Stationery
The Receptionist/Administration Officer is responsible for maintaining adequate stationery supplies.  
A catalogue is available for volunteer’s information.  The Receptionist/ Administration Officer should be advised of any special items required to enable items to be purchased at the best price from the preferred supplier.
Photocopier and Printers
The Receptionist/Administration Officer is responsible for maintaining and organising services and supplies for the photocopier and printers.  All supply and operational problems are to be reported immediately to this officer.
The photocopier and printers are available for business use but Volunteering WA will permit reasonable personal use by volunteers.
Correspondence

Correspondence relating to the overall program management and Volunteering WA’s operations (ie funding, evaluation, sponsorship and acquittals) are the responsibility of the Chief Executive Officer.

Uniformity of presentation is important to maintain a professional image and spell-checking of all correspondence is essential.

· Outgoing correspondence
A staff member is responsible for initiating correspondence relating to their area of responsibility. In some instances it may be appropriate for the Chief Executive Officer or the Line Manager to sight and endorse outgoing correspondence.

· Incoming Correspondence
The Chief Executive Officer must view all incoming correspondence that relates to funding, grants, acquittals and Board issues.  Relevant correspondence is made available for the information of Board Members.

The Receptionist/Administration Officer is responsible for inputting all incoming correspondence into Volunteering WA’s Database (Document Management) section.

· Correspondence Style
All correspondence is required to be prepared in the standard format as approved by the Chief Executive Officer.

Font:

Arial

Size:

11

Address:
no punctuation to be used 

Sample:

Ms Mara Basanovic




Chief Executive Officer




Volunteering WA




2 Delhi Street




WEST PERTH  WA  6005
Sign Off:
Yours sincerely

Date:

to be placed under sign off

Sample:

Yours sincerely




Mara Basanovic




Chief Executive Officer




17 July 2008
Templates of letterhead are available on individual computers. There are two types of templates - a clear version that allows the author to use printed letterhead, the other consists of a logo that allows letters to be written and printed on the colour printer.
All internal documents will bear the pathway (file name), date and page number and will be located at the bottom left hand corner of each page in font size 8.    

All these elements can be set up as a default in any “Word” or “Excel” document.  This procedure is essential for the correct document control and is managed by the IT Officer. 


The primary purpose for access to the internet and email is to assist Volunteering WA volunteers carry out their duties of employment.

Volunteers may use the internet and email access provided by Volunteering WA for any work-related purpose.

Personal Use
Limited personal use is permitted as follows:

· When it is infrequent and brief

· Does not interfere with the duties of the employee, volunteer or work colleagues
· Does not interfere with the operation of Volunteering WA
· Does not compromise the security of Volunteering WA’s system

· Does not impact on Volunteering WA’s electronic storage capacity
· Does not decrease Volunteering WA’s network performance (eg large email attachments can decrease system performance and potentially cause system outages]

· Does not incur any additional expense for Volunteering WA

· Does not violate any laws 
· Does not compromise any confidentiality requirements of Volunteering WA
· Complies with the above and is used outside of normal working hours – before or after work or at lunchtime.

Unacceptable Use
A volunteer may not use the internet or email (including internal email access) provided by Volunteering WA to:

· Create or exchange messages that are discriminatory, offensive, harassing, bullying, obscene or threatening

· Knowingly visit websites containing illegal, objectionable (including pornographic), or criminal material

· Exchange any confidential or sensitive information held by Volunteering WA (unless in the authorised course of their duties)

· Create, store or exchange information in violation of copyright laws (including the uploading or downloading of commercial software, games, music or movies)

· Use internet-enabling activities such as gambling, gaming, conducting a business or conducting illegal activities.

Unacceptable Use [cont]
· Create or exchange advertisements, solicitations, chain letters and other unsolicited or bulk email
· Play games during work time
· Organise private business, travel or social arrangements during work time.


Telephone System

In many instances the telephone is the first contact made with clients. It is therefore important that telephones are answered promptly, politely and in an efficient manner.  All messages received must be emailed immediately to the person concerned.

The telephone night switch is to be turned on prior to the office being closed.

Mobile Phones

Volunteering WA understands that when a volunteer member is away overnight they may have a requirement to call immediate family members using their personal mobile phone. The cost of these calls can be recouped along with any calls made on behalf of VWA on presentation of accounts and subject to them being reasonable time duration. 

Personal Mobile Phone Use

When using personal mobile phones in Volunteering WA’s office, volunteers are requested to ensure that the calls are of a short duration and the ring tones are at a level that does not adversely impact on the working environment.

Personal Use of Work Telephones
Limited Personal Use of Work Telephones is permitted as follows:

· When it is infrequent, brief and does not interfere with the duties of the employee or work colleagues or interfere with the operation of Volunteering WA.
· Regional intrastate, interstate or international calls may not be made. 

General
Volunteering WA operates a fleet of three vehicles, two of which are pool vehicles [Vol 001 and Vol 003] and the other is allocated for the use of the Chief Executive Officer [Vol 002 X-Trail].
Pool vehicles are available to ensure maximum efficiency when volunteers are required to travel on behalf of the organisation.  
Volunteers are required to observe all traffic laws including parking applicable in the relevant State or Territory where the vehicle is being driven.

If failure to comply results in fines or other penalty these are the responsibility of the staff member concerned and must be reported to the Chief Executive Officer.

Smoking is not permitted in Volunteering WA vehicles.

Pets are not permitted in Volunteering WA vehicles.

Unless in an emergency, drivers other than Volunteering WA staff or volunteers are not permitted to drive Volunteering WA vehicles.   

Vehicles must be washed and the interior cleaned regularly. It is the responsibility of the person using the vehicle to ensure that the vehicle is returned in a condition that makes it ready for use. The Chief Executive Officer has approved the use of a car wash/cleaner as required for this purpose.

Volunteers who may use the VWA vehicle must supply a copy of their driving license first.

Parking Bays
Currently Volunteering WA has access to three parking bays in the City West Lotteries House car park. Bays 26 and 16 are for the exclusive use of Volunteering WA vehicles.

When parking pool vehicles in Bay 26 it is necessary for the first vehicle to park as far forward as possible to allow the second vehicle to be parked within the bay.

Paid parking is available for volunteers on Delhi Street but as this is expensive there is also the option of public transport.

Joondalup Volunteer Resource Volunteers have access to free parking while on duty, the parking ticket is kept in the top drawer at the centre and should be left there at the end of your shift for others to use.

Fuel
All Volunteering WA vehicles use unleaded fuel and it is expected that the fuel gauge will show that the vehicle is more than a quarter full at all times.
A Fuel Card is held in the glove box of each vehicle and whenever possible is to be used when purchasing fuel.

Should there be no fuel outlet within a reasonable distance that accepts the fuel card then the staff member will be reimbursed for purchase of petrol.  On presentation of the receipt, the Receptionist/Administration Officer will reimburse the amount from petty cash if it is less than $70.  If the amount is in excess of $70 the receipt is to be presented to the Senior Financial Controller for payment.
Log Books
Log books must be maintained and current.  Staff members are only required to fill in the date each day and the name of the person who home garages the vehicle that evening.
Passengers
Volunteer safety is of paramount importance to Volunteering WA and consequently, excluding the CEO, providing transport for passengers not associated with the organisation’s business is prohibited.

Volunteers should also refuse to provide transport to persons associated with the organisation’s business who are intoxicated; under the influence of a prohibited substance; or wanting transport to a location not identified in the volunteer’s work related itinerary.

A volunteer has the right to refuse transport requests outside those stipulated above should they have concerns regarding personal safety.
Non Metropolitan Work Travel
Volunteers must ensure that the vehicle and safety equipment are in good working order prior to commencing extended road travel required as a part of their work duties. Volunteers must ensure the tyres, including the spare tyre and tyre-changing equipment, are serviceable and that oil, water and fuel levels are sufficient prior to travelling long distances.

Each vehicle is to contain a first aid kit and additional drinking water when travelling outside the metropolitan area.  It is the responsibility of the volunteer member using the vehicle to ensure these are prepared and taken.
Private non metropolitan use of pool cars is not permitted under any circumstance. 

Off Road Travel
In the interests of personal safety volunteers are not permitted to take Volunteering WA vehicles on gravel or dirt roads without the prior approval of the Chief Executive Officer.
Flat tyres
All volunteers potentially using a fleet vehicle should be familiar with how to change a flat tyre. Volunteers not able to undertake this procedure should advise the Executive Support Officer and training can be arranged to allow them to competently undertake this process.  A vehicle manual is kept in the glove box of each vehicle to provide additional information.

The reporting of an unserviceable tyre should be made to the Executive Support Officer immediately on return of the vehicle to enable repair or replacement to occur.
Vehicle Defects
Any vehicle with operational faults must be reported to the Executive Support Officer to enable defects to be repaired.
Damage or Loss of Vehicles
In the event of an accident or loss of a vehicle the driver will comply with all legal and insurance requirements.  The driver should immediately obtain particulars of the other parties involved; notify the Western Australian Police of the accident; and inform the Chief Executive Officer.

The Senior Financial Controller will ensure that appropriate action is taken to enable the insurance claim to be progressed or the vehicle to be repaired.
In instances where the pool vehicle is being used for private purposes the driver concerned may be required to pay the required cash component of the insurance claim.    


Petty Cash
Volunteering WA operates one petty cash account, one for general office expenditure and the other for the Enhancing Access program. The Receptionist/Administration Officer is responsible for ensuring that petty cash claims are appropriate and accurate and that the petty cash floats are maintained at an appropriate level of not less than $100.  
Petty cash is provided to allow for the recouping of small incidental purchases up to a maximum of $70.  Receipts are to be presented to the Receptionist/Administration Officer to enable expended funds to be recouped.

When a Volunteer WA vehicle is not available for use by a staff member and public transport is not an option a volunteer may be reimbursed from petty cash for taxi fares.  

Payment of Accounts
Payment of accounts is by credit card or by invoice.  Where goods are purchased by invoice the Chief Executive Officer’s signature is required prior to payment.
Purchasing
Prior to the purchase of goods and services Line Managers should seek the approval of the Chief Executive Officer.
The IT Officer in consultation with the Senior Manager Services and the Chief Executive Officer has responsibility for all IT purchases.

Meetings
Volunteer meetings will be held 3 times per year for the Joondalup Volunteer Resource Centre volunteers and VWA city volunteers.
Newsletter
A 2 monthly newsletter will be issued to volunteers with updates.

Website
Volunteering WA has a website www.volunteeringwa.org.au. Volunteers are encouraged to view this on a regular basis. 


Safety in the Workplace
Workplace health and safety is important in ensuring the work place environment is both safe and encourages sound health practices. 

Volunteering WA is committed to ensuring a healthy and safe work place for staff, volunteers, visitors and contractors.  All staff members and volunteers are encouraged to regard accident prevention as a collective and individual responsibility.
Should a safety hazard or incident be identified it is imperative that the problem be reported immediately to the Executive Support Officer or a Line Manager to enable immediate action to be taken. 
Care should be taken to ensure that where a professional service is required no action is taken that may endanger the health or safety of a person. All persons present at the time are required to obey all reasonable instructions aimed at protecting their health and safety. 
Should an accident or injury occur it must be immediately reported to the Executive Support Officer or Line Manager who will ensure that appropriate action is taken. Volunteering WA’s Incident Report Form is to be completed and filed by the Executive Support Office along with any accompanying documentation.
If an illness requires medical attention suitable arrangements will be made to provide transport to either a doctor or hospital.
Any staff member who has a medical issue which may require urgent medical treatment should make the Volunteer Services Manager aware of the possible action required.
Emergency Procedures
Emergency procedures for City West Lotteries House are clearly outlined in the emergency procedures booklet held on the bookshelf in The Hub meeting room.
In the event of a fire and or alarms at Joondalup Volunteer Resource Centre or the City West Lotteries House follow staff to the nearest exit areas, leave what you are doing, do not go back for personal belongings. Wait with staff in the designated waiting area.
Emergency Procedures [cont]
It is imperative that all volunteers are familiar with this document and concerns should be raised immediately with Volunteering WA’s warden, usually the Executive Support Officer or, if that person is not available, the Administration Officer.
No one is exempt from taking part in organised emergency activities.
Break-In Procedure
In the event of an out of working hour break-in at Volunteering WA’s office the following procedure is to be implemented:
· In the first instance the Building Security will telephone the Chief Executive Officer.  If not available a Senior Manager or the Executive Support Officer should be contacted.
· One of these officers will attend the building in the company of another person to disarm the alarm and call police if a break-in has occurred.
· If no break-in has occurred the officer will secure the premises and reset the alarm.
· Should a break-in occur all staff and volunteers must check their office space and any other area for which they have responsibility and report any losses to the Executive Support Officer.   
· Volunteers are encouraged to lock or hide their bags/personal belongings while on duty as there have been security issues in the past.
Abusive Behavior
Abusive behavior will not be tolerated by Volunteering WA. It is imperative that the views of others are respected and any abusive behavior may result in counselling or dismissal.
Drug and Alcohol in the Workplace
Volunteering WA is committed to providing volunteers with a smoke, drug and alcohol free work place during designated work hours and similar commitment and cooperation is required from staff members.  Alcohol is permitted to be served at designated staff, volunteer and Volunteering WA social occasions.  
The unlawful distribution, dispensation, possession or use of a controlled substance in Volunteering WA’s offices or shared spaces is prohibited.

Drug and Alcohol in the Workplace [cont]

A volunteer who is convicted of a drug or alcohol violation arising out of conduct occurring in the workplace must notify the Chief Executive Officer of such conviction immediately.
A volunteer is forbidden to drive a Volunteering WA vehicle while under the influence of alcohol or any other intoxicant or illegal substance.

If failure to comply with this policy results in a volunteer being fined or having their license suspended the Chief Executive Officer must be notified immediately.

Any volunteer who violates the above policy will be subject to discipline up to and including termination. All volunteers must agree to abide by this policy.
Alone in Office
When alone in the office a volunteer member should, to ensure their own safety, lock the front and back doors and park their vehicle in a well lit, easily accessible place.  Under no circumstance should a person unknown to the volunteer be admitted into CWLH or the Volunteering WA office.   

Professional Support Services
Volunteering WA has arrangements with a private provider to provide counselling services to staff members as required.  Up to two counselling sessions will be provided to each volunteer. 
Children in the Workplace
Volunteering WA provides a caring work environment for all volunteers and is supportive of family values but it is not considered appropriate for children to be in the work place for an extended period of time. 
In exceptional circumstances the Chief Executive Officer may determine if it is appropriate to waive this policy.

.
Promotional Material
All promotional material is to be approved by the Chief Executive Officer to ensure that the design and content are consistent with Volunteering WA’s publications.

Media – Delegated Authority
The Chief Executive Officer has sole responsibility of determining what media interviews and other promotional opportunities are undertaken on behalf of Volunteering WA.  

Should a staff member be approached with a media or promotional opportunity they should immediately advise the Chief Executive Officer to determine if the request is appropriate and who should speak on behalf of Volunteering WA.

Should the Chief Executive Officer not be available the Services Managers have the delegated authority to determine urgent requests.

Press Releases
All draft press releases must be submitted to the Chief Executive Officer for approval prior to release.

Should the Chief Executive Officer not be available the Senior Managers have the delegated authority to approve urgent press releases.

Privacy in the workplace
VWA strives to act with the highest integrity and offer the best possible service to volunteers, organisations & other people who access our services. To provide the highest standard of service to all its stakeholders, from time to time VWA needs to collect personal information entrusted to VWA is treated with appropriate degree of privacy.

Personal information is any info that an individual’s identity can be reasonably determined.

VWA privacy policy and procedures are reviewed in accordance with changes in the law.

Volunteer personal information will be held in a secure area for 7 years then confidentially destroyed.


Confidentiality in the workplace

Except when expressly authorised by Volunteering WA a volunteer will not directly or indirectly reveal or cause to be revealed to any third party any confidential dealings, finances, transactions or affairs of Volunteering WA or any of its clients which 
may come to their knowledge during their period of volunteering.
Volunteers will not, unless expressly authorised by Volunteering WA, use for their own benefit or gain or that of any other person, firm or company, any confidential information belonging to Volunteering WA.
Any changes, innovations and ideas initiated by volunteers in the course of volunteering with Volunteering WA will belong to Volunteering WA and volunteers must do everything necessary to completely vest ownership of such matters in Volunteering WA.
All records, documents and other papers or electronic images, together with any copies or extracts thereof, made or acquired by volunteers in the course of their role with Volunteering WA must be returned to Volunteering WA on demand or otherwise no later than upon the termination of their role. 
Volunteers will not disclose confidential information to any other employee not authorized to receive such information.
A volunteer’s obligation in these matters continues to apply after the termination of their role without limits in time.
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C 0 N S T I T U T I 0 N

PART 1

POWERS, INTERPRETATION AND PURPOSE
NAME:




The name of the Association shall be 


The Volunteer Centre of Western Australia Incorporated

Trading as Volunteering WA

2
INTERPRETATION AND DEFINITIONS:



In this Constitution, unless the contrary intention appears:

2.1
“The Act”  means the Associations Incorporation Act (1987)

2.2
The Commissioner means the Commissioner for Fair Trading exercising powers under the Act

2.3
Association means The Volunteer Centre of Western Australia Incorporated

2.4
Member means those organisations, agencies and individuals accepted for membership of the Association.  Member does not refer to members of the Board of Directors

2.5
Representative means those persons appointed by Agency or Corporate Members as their representative, under clause 7.3 of this Constitution

2.6
Deputy means those persons appointed by Agency or Corporate Members as a deputy representative, under clause 7.3 of this Constitution

2.7
Board of Directors means those persons referred to in section 10 of this Constitution

2.8
Directors means those persons elected or co-opted to the Board of Directors under clause 10.2 of this Constitution

2.9
Office Bearer means those persons elected to the Board of Directors under clause 10.9 of this Constitution

2.10
Chief Executive Officer means that person employed by the association as Chief Executive Officer, under clause 12.1 of this Constitution

2.11
Special Resolution means a resolution passed in accordance with section 24 of the Act

2.12
Incorporated Association means an association incorporated under the Act

2.13
Agent means person or organisation authorised by The Volunteer 
Centre of 

Western Australia Incorporated

2.14 Financial Member means a Member who has paid the prescribed fee, within three (3) months of the due date for payment

INTERPRETATION

In this constitution, except where the context otherwise requires:

(a) 
the singular includes the plural and vice versa, and gender includes other genders

(b) 
another grammatical form of a defined word or expression has a corresponding meaning

(c)
a reference to a clause, paragraph, schedule or annexure is to a clause or paragraph of, or schedule or annexure to, this constitution, and a reference to this Constitution 
includes any schedule or annexure

(d)
a reference to a document or instrument includes the document or instrument as novated, altered, supplemented or replaced from time to time

(e)
a reference to $AU

3
PURPOSE OF THE ASSOCIATION:


The purpose of the Association shall be
3.1

To promote volunteering in Western Australia through the encouragement of voluntary 
participation in health, community services, recreation, sport, youth, educational. cultural, civic and other programs

3.2

To provide volunteers for the relief of distress, illness, poverty, delinquency and 
helplessness, and to improve the quality of life

3.3

To support volunteers and agencies, which provide community 
services for the relief of distress, illness, poverty, delinquency and helplessness, and to improve the quality of 
life

3.4

To promote the principles of equity and participation within the volunteer sector

3.5

To provide support to volunteers and agencies utilising volunteers through the 
provision of a central co-ordinating service

3.6

To provide relevant information and resources to, and about, volunteers

3.7

To identify needs and develop training programs in the volunteer sector

3.8

To develop a coordinated approach to the volunteer effort in Western Australia

3.9

To seek corporate sponsorship for the Association

3.10

The property and income of the Association shall be applied solely towards the 
promotion of the Purposes of the Association, and no 
part of that property or income may be paid or otherwise distributed, directly or indirectly to members of the Association, except in good faith in the promotion of those objects or purposes, 
including remuneration or refund of approved expenses

4
POWERS OF THE ASSOCIATION


The Association, in accordance with Section 13 of the Act, may
4.1

Acquire, hold, deal with, and dispose of any real or personal property

4.2

Open and operate bank accounts

4.3

Invest its money

  
4.3.1
 in any security in which trust moneys may be invested

  
4.3.2
in any other manner as authorised by a General Meeting from time to time

4.4

Borrow money up to an amount approved by a General Meeting from time to time, 
upon such terms and conditions as the 
Association thinks fit

4.5

Give such security for the discharge of liabilities incurred by the Association as the 
Association thinks fit

4.6

Appoint agents to transact any business of the Association on its behalf 

4.7

Enter into any other contract it considers necessary or desirable

4.8

As an incorporated association may, unless its rules otherwise 
provide, act as trustee and accept and hold real and personal 
property upon trust to the extent authorised by the Act

4.9

Make By-laws and regulations, providing they are not contrary to this constitution or the provisions of the Act

4.10

Delegate powers to standing committees, sub-committees, task groups, working 
parties and so on, as decided by the Association from time to time

4.11

To do all things necessary or convenient for carrying out the Purposes of the 
Association

5
PATRON

5.1

Upon recommendation from the Board of Directors a Patron may be appointed at the Annual General Meeting. The Patron may serve a one (1) year term and shall be 
eligible for re-appointment at an Annual General Meeting.  Appointment as Patron shall not in itself confer any rights or privileges with regard to voting or standing for office

5.2.1 The Board of Directors may, upon resolution of two-thirds of its members, remove the Patron from office on the grounds of conduct detrimental to the Purposes of the Association.  Notice of this resolution shall be given in writing

6 
REGISTERED ADDRESS

The registered address of the Association shall be at such place as determined by the Board 
from time to time

Part 2 

MEMBERSHIP
7
CLASSES OF MEMBERSHIP


Membership of the Association is two [2] tiered

7.1
Financial Membership


Financial Membership entitles organisations and individuals to voting rights and to the full range of Volunteering WA services
7.2
Affiliated Membership


Affiliated Membership entitles volunteer involving organisations to list positions free of charge and receive a limited range of Volunteering WA services and/or any other benefits that the Directors may from time to time approve.  Additional services can be accessed on a fee for service basis.  


Affiliated Members are not entitled to voting rights.

and open to four [4] categories of Members, as follows:

i]
Individual Member

Any person who supports the Aims and Purposes of the Association and who is currently involved in volunteer activities
ii]
Organisation Member

Any organisation, non-government or government, metropolitan or regional, incorporated or unincorporated, which encourages the participation of or utilises volunteers in the commuinity and supports the Aims and Purposes of the Association

iii]
Corporate Member

Any corporate body that supports the Aims and Purposes of the Association

iv]
Life Member

Any person honoured by the Association for outstanding service to the Volunteer Centre of Western Australia Inc and associated services through volunteer effort.


The Board of Directors may recommend to a General Meeting that a person or persons be made a Life Member and the Members in a General Meeting may resolve to accept that recommendation whereupon that person shall become a Life Member.


Life Members shall have all the privileges of membership but shall be exempt from payment of any subscription.

8 
APPLICATION FOR MEMBERSHIP
8.1
Applications for membership must be in writing, signed by the applicant and in a form approved by the Board in its absolute discretion
8.2
Grounds for refusal of membership shall be given in writing to the applicant; the applicant may appeal to the next General Meeting to reconsider the refusal of membership

9
DELEGATE OF AFFILIATED ASSOCIATION 

9.1

All Agency, Corporate, and Regional Members shall be entitled to one representative or one deputy to represent that Member at General Meetings

9.2

The representative shall be entitled to the Member's vote as determined in the 
Constitution, and to attend General Meetings on behalf of the Member  



Such appointment shall be until the next Annual General Meeting, or as amended by the Member from time to time

9.3

Affiliate Members shall be entitled to appoint one observer and one deputy observer to attend General Meetings on behalf of that Member

10
VOTING RIGHTS

10.1

Only Financial Members and Life Members have the right to vote

10.2

All Financial Members shall have one vote.

10.3

Voting other than for the election of the Board of Directors shall be by a show of hands or a division of members unless at least 25% of Financial and Life Members present demand a secret ballot, in which case a secret ballot shall be held.  The method for taking the secret ballot shall be determined by the Chair.
10.4

The result of the ballot as declared by the Chair shall be deemed to be the resolution of the meeting

10.5

At any meeting, every question, matter or motion shall be decided by a simple 
majority of votes of the Financial and Life Members present, unless otherwise specified in these rules

10.6

The Chair will have a casting vote, but not a deliberative vote
10.7

The election of the Board of Directors shall be by secret ballot  



The method for taking the secret ballot shall be determined by the Board of Directors


A Returning Officer shall be appointed by the Board of Directors

10.8 
A Member may appoint in writing another Member as their proxy, to attend and vote 



on their behalf at any General Meeting  



Notice of proxy must be received by the Chair in writing twenty four (24) hours prior to 



The commencement of the meeting  


The form of proxy shall be determined by the Board of Directors from time to time
11
SUBSCRIPTIONS AND FEES


The annual subscriptions and any other fees payable by Members or class of Members to the 
Association, the benefits which apply, the time for, and 
the manner of payment, shall be 
determined by the Board from time to time
12
REGISTERS

12.1
The Board shall cause to be kept a Register of Members

The Chief Executive Officer shall keep and maintain a Register of Members in which 
shall be entered the full name, address, class of membership, date of entry and exit of the name of each Member

12.2
Inspection of Register

Subject to the provision of the Privacy Act 1985 as amended,  an extract of the 
register, including the name and postal address of all, 
shall be available for inspection (but not copying by voting members), upon reasonable request

13
TERMINATION/RESIGNATION OF MEMBERSHIP

13.1

A Member who delivers notice in writing of resignation from the Association to the 
Chair or Chief Executive Officer ceases on that 
delivery to be a Member



13.1.1    Any Member ceasing to be a member will not be entitled to any refund (or 


  part refund) of a subscription

13.2

Membership shall cease should the prescribed subscription not be paid within three (3) months of the due date for payment

13.3

The Board of Directors may at any time suspend a Member of the Association on the grounds that the Member's conduct is detrimental to the Purposes of the Association  



Notice shall be given in writing of this proposed suspension within seven (7) days of such a decision



The notice shall



13.3.1
  State the grounds for the proposed suspension



13.3.2
  Set out the time, date and place of a meeting of the Board of Directors 


  (within seven (7) days of the issuing of the notice) at 
which the Member is 



  entitled to attend to put a case for consideration

13.4

The Board of Directors may expel a Member of the Association on the grounds that the 
Member's conduct is detrimental to the Purposes of the Association, but before doing 
so, the Board of Directors shall give at least 30 days notice of its intention to do so, 
to the Member concerned  



The notice shall



13.4.1
  State the grounds for the proposed expulsion



13.4.2
  Set out the time, date and place of the meeting of the Board of Directors at 


  which the question of the expulsion will be decided



13.4.3
  Inform the Member that the Member is entitled to attend the meeting to 




  present a  case to the Board of Directors for consideration

13.5

If a Member is aggrieved by a decision of the Board of Directors to suspend or expel  that Member, that Member may, by notice in 
writing to the Board of Directors, 
appeal to the Members at the next General Meeting who may affirm or reverse the 
decision of the 
Board of Directors and impose such terms and conditions as are 
considered appropriate in the circumstances

PART  3
BOARD

14
BOARD OF DIRECTORS

14.1

The Board of Directors shall be responsible for fostering the Purposes of the 
Association, the formulation and implementation of policy and the general 
organisation and direction of the Association

14.2

The Board shall consist of eight (8) elected Directors (including Office Bearers), 
excluding the Chief Executive Officer, with power to co-opt two (2) additional Directors, where particular expertise is required to complement Board expertise

14.3

Directors shall be elected at the Annual General Meeting by all 
eligible Members of the Volunteer Centre of Western Australia 
Incorporated and shall be eligible to serve no more than two (2) consecutive terms of three (3) years

14.4

Candidates for election to the Board will be drawn from the current Financial and Life Membership

14.5

Co-opted Directors have the right to vote at Board Meetings

14.6

On election to the Board, the Member becomes a Director



All Directors are required to endorse and sign a Directors’ Code of Conduct

14.7

The Board of Directors has the power to co-opt eligible members to fill casual 
vacancies between Annual General Meetings



Such Directors shall hold office until the next Annual General 
Meeting and are eligible for election for two (2) full terms

14.8

Nomination by Financial and Life Members for election to the Board shall be made in writing in the form prescribed by the Board of 
Directors from time to time, and signed 
by two proposers who are voting Members other than the Member being 
nominated, and with the signed consent of the Member nominated



Nominations shall close 30 days prior to the Annual General Meeting (or on the last 
working day prior to that date) and shall be circulated to Members

14.9

Office Bearers shall comprise the Chair, Vice Chair and Treasurer



14.9.1
  Office Bearers shall be elected by the Board of Directors at the first Board 




  Meeting following the Annual General Meeting, which shall be held within two 




  weeks of the Annual General Meeting



14.9.2
  The term of office for the Chair, Vice Chair and Treasurer shall be until the 




  next Annual General Meeting



14.9.3 
  Office Bearers shall be eligible to serve no more than three (3) consecutive 




  terms of one (1) year

14.10

At every Annual General Meeting one third of the Directors (or the number nearest one-third) shall retire from office



A retiring Director may be eligible for re-election (see Clause 14.3)

14.11

Directors who serve less than three (3) years before becoming due to retire will be eligible to seek re-election for a further two (2) full terms

14.12

Each Director is entitled to one (1) vote



All resolutions will be passed by a simple majority, except for suspension or expulsion of Members, which requires a two-thirds majority



If there is no majority, the person presiding at the Board Meeting will have a casting vote in addition to his or her deliberative vote

14.13

Membership of the Board of Directors shall cease if a Director fails to attend two (2) consecutive full Board Meetings without the consent of the Board of Directors

14.14

A Director who delivers notice in writing of resignation from the Board of Directors to the Chair or Chief Executive Officer ceases upon that delivery to be a Director of the Board

14.15

Chair shall chair the Board, unless unable to act, in which case the  Vice Chair shall 



chair the Board



Failing this, the Board shall elect a Chair
14.16

The Chair or at least half the Directors of the Board may, at any time, convene a 



meeting of the Board

14.17
Subject to these rules, the procedure and order of business to be followed at the Board meeting must be determined by the Directors of the Board present at the Board Meeting

14.18

To be a Member of the Board of Directors of Volunteering WA, Directors shall be fully paid Individual Members.

15
GOVERNANCE

15.1

The Board of Directors shall at the next Board Meeting elect a 
replacement should one or more Office Bearers resign or vacate office for some other reason

15.2

Duties of the Office Bearers shall be prescribed in duty statements approved from time to time by the Board of Directors

15.3

In the event an Office Bearer delivers notice in writing of resignation from office to the Chair or Chief Executive Officer, the duties of that Office Bearer shall fall to the Chair   


15.4

Where a situation arises demonstrating a conflict of interest concerning a Board Director, that interest shall be declared to the Chair immediately and at the discretion 
of the Chair that Board 
Director shall withdraw from the meeting until the subject 
under discussion has been dealt with




The Chair must cause every disclosure made under this rule by a Director of the Board to be recorded in the minutes of the Board Meeting at which it is made

15.5 
Where a situation arises between Board Meetings, which requires immediate action, 



the Office Bearers may act as an Executive Committee in the interest of The Volunteer 



Centre of Western Australia Incorporated



Such action must be reported to the next Board Meeting for ratification

PART  4
CHIEF EXECUTIVE OFFICER

16
CHIEF EXECUTIVE OFFICER

16.1  
Chief Executive Officer


16.1.1
The Board may appoint any person, including a Director, to the position of



Chief Executive Officer for the period and on the terms (including renumeration) that 

the Board sees fit
16.1.2
The Chief Executive Officer shall be responsible to the Board of Management of the affairs of the Association, and for this purpose may exercise all powers of the Association which are not, under the Act or this Constitution, required to be exercised by the Board or by the Members

.

16.2

The Chief Executive Officer shall be tasked with the day to day management and operations of the Association under the supervision of the Board of Directors  



The Chief Executive Officer shall report and make recommendations to the Board of  Directors with respect to policy matters and the organisation of the Association

16.3

The Board of Directors may delegate such powers and functions as it considers appropriate from time to time to the Chief Executive Officer (including, without 
limiting the generality of the foregoing, the power to appoint and dismiss staff) for the 
purposes of achieving the Purposes of the Association



Staff shall be responsible to the Chief Executive Officer who will be responsible directly to the Board of Directors

16.4

The Chief Executive Officer will endeavour to attend all meetings of the Board of Directors unless otherwise directed to withdraw by the 
Chair

16.5

The Chief Executive Officer shall maintain the Rules of the Association and Record of Office Holders in the manner stipulated by the Act, Sections 27, 28 and 29  



The Rules and Record shall, upon the request of a Member, be 
made available to that Member  



The Member may make a copy or take an extract from the Rules or Record, but shall have no right to remove the same for that purpose

16.6
Unless the Members resolve otherwise at a General meeting, the Chief 
Executive 



Officer shall maintain custody of all securities, 
books documents, records and registers 



of the Association
PART 5

MEETINGS

17
MEETINGS

17.1

Annual General Meetings shall be held within four (4) months of the end of the 
financial year

17.2 
The business of the Annual General meeting shall include the following

· Adoption of Chair's Report

· Adoption of the Chief Executive Officer's Report

· Adoption of an audited financial statement for the preceding financial year

· Election of the Board of Directors as determined by this Constitution

· Appointment of the Patron

· Appointment of the Auditor

· Appointment of the Hon Solicitor

· Motions of which notice has been given

· Any other business accepted by the Chair

17.3

Board Meetings shall be held at least six (6) times a year, no more than ten (10) 
weeks apart

17.4

Special General Meetings shall be convened by the Chair within twenty one (21) days of receiving a written request from not less than twenty (20) Members or 20% of the membership, whichever is the lesser, specifying the purpose for such a meeting



Notice in writing of a Special General Meeting shall be sent to all Members within seven (7) days of receipt of a request for such a meeting

17.5

A Special General Meeting may also be convened upon a resolution of a majority of the Board of Directors

18
QUORUMS

18.1

The quorum for General Meetings shall be twenty (20) Members present or by proxy, or 30% of the membership, whichever is the lesser

18.2

If, within thirty (30) minutes after the time specified for a General Meeting, a quorum is not present, the meeting shall lapse or, with the agreement of Members present, shall be adjourned to a time, date and place stated

18.3

If a quorum is not present within thirty (30) minutes of the reconvened meeting, members present or by proxy may proceed with the business of that General Meeting, 
notwithstanding clause 
14.1

18.4

The quorum for a Board of Directors meeting shall be half plus one (1) voting members 
18.5

The quorum to amend the constitution or dissolve the Association shall be forty (40) 

Members present or by proxy, or 50% of the membership, which ever is the lesser
19
NOTICE OF MEETINGS


19.1
Sixty [60] days notice is required for Annual General Meetings

19.2

Fourteen [14] days notice is required for Special General Meetings

19.3

Seven [7] days notice is required for Board of Directors meetings

19.4 
Notices of motion must be circulated with the notice of the meeting
PART  6
FINANCIAL

20
FINANCIAL YEAR


The financial year of the Association shall be from the first (1st) day of July to the thirtieth 


(30th) day of June in the following year
21
FINANCE


21.1
The Annual Subscription payable by each category of member shall be prescribed from 




time to time by the Board of Directors


Subscriptions shall be due and payable on the first (lst) day of July in each year, 
except for the first (1st) subscription, which shall be payable immediately upon 



election as a Member of the Association 


The Board of Directors may at its discretion waive all or part of the subscription fee

21.2

A Member whose current annual subscription remains unpaid after the first (lst) of 
October in any year shall be deemed to be an 
unfinancial member and thereupon 
shall not be entitled to vote at 
any meeting or hold office as a Director of the Board of 



Directors until the subscription is paid

21.3

The Treasurer shall cause accounts to be kept of all monies received and expended by the Association and of the matters in respect of which such receipt and expenditure 
took place

21.4

All accounts shall be audited and certified annually by the Auditor

21.5

Funds of the Association shall be kept in the name of the Association at a bank or building society approved by the Board of Directors

21.6 
Financial transactions shall be conducted by two (2) Office Bearers or one (1) Office 



Bearer and the Chief Executive Officer

PART 7
MISCELLANEOUS

22 
COMMON SEAL


The Common Seal shall be kept in safe custody by the Chief Executive 
Officer


The seal must not be used without the authority of the Board


Every document to which the seal is affixed with the authority of the Board must be 
countersigned by any two (2) of the Office Bearers or one (1) Office Bearer and one (1) 
Director

23 
ALTERATIONS TO THE CONSTITUTION

23.1
The Rules of the Association shall be amended by special resolution of not less than 75% of the Members of the Association who are entitled under the Rules of the Association to vote, and who vote in person or by proxy at the Annual General Meeting or at a Special General Meeting called for that purpose
23.2
Proposed amendments shall be circulated in writing at least sixty (60) days prior to the meeting at which the proposed amendment will be discussed

23.3 A copy of every alteration, variation, rescission or addition to this Constitution and Rules will be lodged with the Commissioner within one (1) month of the special resolution, as required in the Act

Such copy shall also be given to the Deputy Commissioner of Taxation, Perth, should the 

Association have public benevolent institution or charitable institution status

24
DISSOLUTION OF THE ASSOCIATION

24.1
The Association may be dissolved by special resolution of   not less than not less than

75% of the Members of the Association who are entitled to vote under the rules of the Association, and who vote in person or by proxy at any General Meeting of the Association

24.2
Notice of motion to dissolve the Association shall be circulated in writing at least sixty (60) days prior to the meeting at which the motion will be discussed
24.3
The Association may also be dissolved under the terms of Section 
31(1)–Section 31(3) of  the Act

24.4
If, on the winding up of the Association, any property of the Association remains

24.5
After satisfaction of the debts and liabilities of the Association and 
the costs, charges and expenses of that winding up, that property shall be distributed

24.5.1   To another Incorporated Association having Purposes similar to those of the   

 
  Association; or
24.5.2   For charitable or benevolent purposes which incorporated Association or 


  purposes, as the case requires; or



24.5.3    Shall be determined by resolution of the Members when authorising and 




  directing the Committee under Section 33(3) of the Act to prepare a 




  distribution plan for the distribution of the surplus property of the Association.

A copy of the special resolution to dissolve the Association shall be lodged with the Commissioner within one (1) month of the decision

Such copy shall also be given to the Deputy Commissioner of Taxation, Perth, should the
Association have public benevolent institution or charitable institution status

Incorporated May 1989
Revised and adopted September 1990
Revised and adopted September 1995

Revised and adopted September 1998

Revised and adopted August 2006

Revised October 2007

Revised October 2008
NOTES
This Constitution is to be read in association with the Policies and Procedures Manual, the working document of the Operational Guidelines and Procedures of the Association, the Forward Plan and the Principles of Volunteering adopted by the national body 
The Volunteer Centre of Western Australia Incorporated  

operating as
Volunteering WA
Western Australian Registered Business Number:   0186030R
ABN:
24 028 468 144

Current Board of Management of Volunteering WA
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Matt Rutter


Chair
Dr Ian Fairnie

Board Member

Kath Snell


Board Member

Paul Lynch


Treasurer & Volunteering Australia Board Member

John Poulsen

Deputy Chair

Graham Lovelock

Deputy Chair

Peter Clough

Board Member

For further information about our board of directors please refer to 

www.volunteeringwa.org.au






	1. Prior to the commencement date of staff member the Volunteer Services Manager will ensure that:

 ( 
The work station is identified, set up ready for use and is correctly equipped.  

( The IT Coordinator is advised of the volunteers starting date and will ensure that the 
computer is operational, access to appropriate systems available and pass word established.

( Endeavour to schedule commencement time and date to enable the Volunteer Services Manager to welcome the new volunteer. 
( Ensure that staff been advised of the new volunteers name, position, and commencement date.

2. When the new volunteer reports for duty the Volunteer Services Manager or the person delegated to undertake the induction will:

· Greet the new volunteer, welcome them to VWA and where possible introduce other staff and volunteers.
· Conduct a tour of City West Lotteries House and VWA premises with emphasis placed on emergency procedures, amenities and entering and leaving the building.

3. The volunteer will be shown their work station and advised of the correct manner of using the telephone, IT systems as well as the location and use of office equipment. 

Special attention will be placed on the use of the:

· content of the G drive

4. Should there be a requirement for additional training the IT Officer will be advised immediately and an appropriate training schedule implemented.

5. A detailed confirmation of the new volunteer’s duties will be undertaken and a brief overview of the roles of other volunteers provided.

6. Discussion on the contents of Volunteering WA’s Policy and Procedures document will be undertaken.  A hard copy or information, or where to find the document on the system, will be provided. Particular attention will be placed on the following sections:

· Volunteer related issues

· Office administration

· Internet and e-mail access

· Reimbursement
· Occupational health and safety

· Confidentiality

9.  Check the following HR forms are complete:



(
Volunteer application form


(
Police check


(
Bank account
Ensure all personal information required is recorded and all forms necessary for the payment of reimbursement are completed.



Please complete this report and submit to the CEO
Please print or write legibly

	Initial VWA Contact Name


	Name and Address of Person Involved



	Phone


	Phone




Incident Details

	Location of Incident



	Incident Date



	Incident Time



	Description of Incident



	Signature of Person Involved




Witnesses

	Name
	Address 



	Age
	Phone Contact




	Name
	Address 



	Age
	Phone Contact




Details of Any Injuries

	Type of Injury Received

( Tick Nil or provide details:



	Name of Person Injured


	Address


	Phone Contact


Property Damage

	Name of Owner



	Address



	Phone



	Property Damaged



	Type of Damage



	Location of Damaged Property



	Estimated Repair Cost




	Name of Person Making Report:

	Signature:

	Date:


21.	Confidentiality
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7.	Volunteers & Tax








Much of the work Volunteering WA undertakes is in the identification, scoping, sourcing, funding and implementation of a range of new initiatives that recognise trends in contemporary volunteering and serve to enhance community volunteering opportunities. Funding for these projects extend from one to three years. Some of these projects have finished and have been absorbed into VWA core business.





Enhancing Access Project 


An initiative aimed at supporting people with disabilities or health issues access rewarding volunteering opportunities by breaking down the barriers to participation.





Community Volunteering – Volunteering for All  


This project aims to support Volunteer Resource Centres throughout the state work within the local community setting to deliver the Enhancing Access Project outcomes.





Living in Harmony Project – Enhancing Access to CaLD Communities through Volunteering


A project aimed at enhancing access to formal volunteering for culturally and linguistically diverse (CaLD) communities and assisting people from CaLD communities to learn more about the diversity of ways people volunteer in the community.





 “give20” - Community Service Program Database Development 


A project funded by the Department of Education and Training to develop and maintain an online searchable database, “give20”, for secondary students undertaking the Community Service Program.





Wheatbelt Project “Better Connections” – a volunteer partnership 


This project will support Wheatbelt communities and organisations to recruit, retain, manage and better deliver volunteering efforts and services  





Joondalup Volunteer Resource Centre 


Volunteering WA manages a resource centre at Joondalup. The Centre operates from the City of Joondalup Library and supports volunteers looking for positions in the Joondalup community and assists organisations to follow best practice guidelines in volunteer management. The Volunteer Resource Centre is open two days each week on Tuesday and Thursday and is a partnership between Volunteering WA and the City of Joondalup.








3.	Volunteer Rights, Responsibilities & Priciples
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Volunteering WA


Incorporated as The Volunteer Centre of Western Australia


Registered Business Number:   0186030R


ABN:   24 028 468 144   
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1.	Overview of Organisation





8.	Leave Entitlements





6.	Volunteer Related Issues











Appendix 6 – Accident/Incident Form





2.	About Volunteering WA





4.	Services Provided





5. 	Recruitment of Volunteers





9.	Termination





10.	Grievance Resolution





11.	Hospitality





12. General Office Administration





13.	Internet and Email Access





14.	Telephones





15.	Vehicles








16.	Financial Management





17.	Communication





18.	Occupational Health and Safety





19.	Marketing





20.	Privacy Policy
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Appendix 3 – Organisational Structure





Appendix 4 – Programs & Projects





Appendix 5 – Induction Checklist
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