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WHAT IS VOLUNTEERING

Volunteering is time willingly given for the common good and without financial gain.

PRINCIPLES OF VOLUNTEERING
•
•
•
•
•
•
•

Volunteering benefits the community and it is always a matter of choice.
Volunteering is an unpaid activity and not undertaken for the receipt of salary,
pension, government allowance or honorarium.
Volunteering is a legitimate way in which citizens can participate in the activities
of their community.
Volunteering is a vehicle for individuals or groups to address human,
environmental and social needs.
Volunteering is an activity performed in the not-for-profit sector only. (Although
those in the business sector and corporate organisations now also engage in
volunteering for the benefit of not-for-profit organisations and communities.)
Volunteers do not replace paid workers and not constitute a threat to the job
security of paid workers.
Volunteers respect the rights, dignity, and culture of other volunteers, promotes
human rights, and equality.

AS A VOLUNTEER, YOU HAVE THE RIGHT TO:

Volunteering practice is not regulated by law like paid employment. But the
standards below are accepted as best practice in Australia. According to these
standards, a volunteer has the right to:
•
•
•
•
•
•
•
•
•
•
•
•
•

Information about the organisation you are volunteering with.
A clearly written job description.
Know to whom you are accountable and to whom you should report.
Be recognised for your contribution and as a valuable member of the team you
are part of.
Be supported and supervised in your role.
A safe and healthy workplace.
Be covered by insurance.
Say ‘no’ if you are being exploited.
Be reimbursed for any out-of-pocket expenses you incur.
Be advised of all relevant organizational policies that affect you in your role as a
volunteer.
Be informed and consulted on all matters affecting your work.
Be made aware of the organisation’s grievance procedure.
Access to orientation and training.
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VOLUNTEERS ARE EXPECTED TO:
•
•
•
•
•
•
•
•
•
•

Being reliable.
Respecting privacy and confidentiality.
Carrying out your volunteering job as specified in the job description.
Being accountable for your own actions.
Being committed to the project or organisation you are working for.
Undertaking orientation and training as requested.
Asking for support or assistance when you need it.
Giving notice before you leave.
Valuing and supporting other members of the team.
Carrying out the work you’ve agreed to do responsibly and ethically.

VOLUNTEER INVOLVEMENT
Policy
Volunteers are crucial to the operations of ROOP and undertake a variety of roles
to provide appropriate services for our children and parents.

Procedure
•
•
•
•
•
•

Volunteers work for the mission and goals of ROOP.
Volunteers will be covered by insurance.
Volunteers roles descriptions will be available for volunteers.
Volunteers must comply with the ROOP Code of Conduct.
Volunteers are entitled to be reimbursed for reasonable out of pocket expenses
relating to their volunteer role, excluding travel costs, unless authorised by the
Volunteer Coordinator or the CEO.
Volunteers are encouraged to provide feedback and participate in planning,
review and decision-making processes.

VOLUNTEER ENQUIRIES
Policy
Every potential volunteer enquiry either in person, via email or by phone, will be
solved within one week of the initial enquiry.

Procedure
•
•

The Volunteers Coordinator will respond either by phone, email or in person to
volunteer enquiries.
Information will be provided on the volunteer roles currently available and training
necessary for the specific role.
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RECRUITMENT
Policy
The recruitment process will be non-discriminatory and people from all demographics and cultural groups are encouraged to apply for volunteer positions at ROOP.

Procedure
•
•
•
•
•
•
•
•
•

ROOP will promote volunteer positions by ROOP website, social media,
GoVolunteer, or information to individuals, community groups, service clubs,
sporting groups, and job search agencies.
All volunteers are required to complete the volunteer registration form which will
include the name and contact details of the volunteer, emergency contact and
referees.
A Working with Children Check is compulsory for all volunteers engaged in ‘childrelated work’.
Accomplish the ROOP Confidentiality Agreement.
If necessary, the Volunteer Coordinator will follow up referees provided by
potential volunteers.
Unsuccessful applicants will have the opportunity to discuss their application
with the Volunteer Coordinator.
Successful applicants will be given details of their position including general
induction into the organisation and the volunteer program.
All volunteers will have access to the ROOP Policies and Procedures, including
the Code of Conduct, either via email, ROOP website or in hard copy if requested.
Volunteer information, documentation, and files will be stored in compliance with
the Privacy Act and kept confidentially.

PLACEMENT
Policy
ROOP volunteers will only be asked to undertake duties in designated volunteer
positions and will never be asked to replace employees of the organisation.

Procedure
•
•
•
•
•

Applicants will choose their volunteer position based on their interest, skills, and
availability.
ROOP may refuse any potential volunteer for any position for which they are
considered unsuitable.
Volunteers are expected to complete assigned duties within the agreed timeframes
and to agreed standards.
Volunteers performance will be regularly monitored by the Volunteer coordinator or
supervisor of the child centres they are volunteering for.
Volunteers have the right to refuse to do a task if they believe it is unsafe or
inappropriate but are expected to discuss this matter with the Volunteer Coordinator
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CODE OF CONDUCT
Policy
ROOP recognises the individuality of staff and volunteers and strives to achieve a
workplace culture where relationships and behaviour are based on co-operation,
mutual respect, understanding and trust.

Procedure
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

All volunteers and staff working with ROOP seek to:
Actively support the mission, vision, and goals of ROOP.
Respect and comply with all ROOP Policies and Procedures.
Behave with integrity, honesty and without prejudice in a way that upholds the
reputation of ROOP.
Listen with understanding and abstain from communicating in an abusive,
intimidating, sarcastic or denigrating manner.
Respect the privacy and confidentiality of children and families that use our
service. Never exchange personal details or plan to meet outside of the scheduled
volunteer time.
Never take photos, videos or recording of children or families on your personal
phone, camera or device. Photos will only ever be taken once permission has been
granted in accordance with Reading out of Poverty’s Policies and Procedures.
Be punctual and accountable.
When volunteering in Read-Aloud Session, volunteers always have to wear their
ROOP t-shirt and carry their current Working with Children Card.
Dress appropriately for the conditions and performance of duties.
Always act with sufficient care to ensure own safety and the safety of others.
Maintain confidentiality and always use appropriately any information obtained
whilst undertaking activities on behalf of ROOP – even after leaving the
organisation.
Disclose, and take steps to avoid, any conflict of interest.
Request assistance when needed to undertake an activity competently.
Not provide false or misleading information to ROOP.
Not be under the influence of alcohol or drugs while undertaking assigned duties.
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PRIVACY
Policy
ROOP is fully committed to protecting everyone’s right to privacy and complies
with the Victorian Information Privacy Act 2000 and the Health Records Act 2001,
which impose minimum privacy standards for the handling of personal and sensitive
information of a person.

Procedure
•

•
•
•
•
•
•

It is the CEO responsibility to ensure that relevant Reading out of Poverty Inc
representatives are familiar with their obligations under the Acts and that the
handling of both personal and health information is done so in accordance with
the law.
ROOP will only collect personal and health information that is required for its
activities.
Information will only be used for the purpose for which it was collected.
If information is required for other purposes other than those for which it was
collected, an agreement will be sought beforehand.
Information will only be accessed by Reading out of Poverty Inc staff.
Information will be securely stored.
Information will be destroyed if it is no longer needed for any purposes.

CONFIDENTIALITY
Policy
All volunteers will maintain the confidentiality of all information about ROOP
Procedure

Procedure
Volunteers will not:
• Disclose to anyone any confidential information acquired while undertaking their
duties.
• Use any confidential information acquired by their position for their personal
financial or other benefit or for that of any other person.
• Make statements to the media or public in general in the name of ROOP
unless acting as an authorised spokesperson with approval from the Volunteer
Coordinator or the CEO.
• Permit any unauthorised person to inspect or have access to any confidential
documents or other information.
• The obligation to maintain confidentiality continues even after the person is no
longer volunteering at ROOP.
All volunteers must sign and return to ROOP the Confidentiality Agreement and the
Media Consent Agreement enclosed at the end of this document.
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SEXUAL HARASSMENT
Policy
Sexual harassment is unlawful. This organisation does not tolerate sexual
harassment in any form. Every volunteer, staff member and supervisor have a
responsibility to ensure that sexual harassment does not occur.
Sexual harassment includes any unwelcome behaviour of a sexual nature that
could be reasonably expected to make someone feel offended, humiliated or
intimidated.
This may include (but is not restricted to):
• An unwelcome sexual advance.
• A request for sexual favours.
• Unwelcome comments about someone’s sex life or physical appearance
• Leering and ogling.
• Sexually offensive comments, stories or jokes.
• Displaying sexually offensive photos, pinups or calendars, reading matter or
objects.
• Sexual propositions or continued requests for dates.
• Physical contact such as touching or fondling, or unnecessary brushing up against
someone.
• Indecent assault or rape (these are criminal offences).

Procedure
•
•

•
•

•
•
•
•

Anyone found to have sexually harassed another person will be subject to
disciplinary action that may include an apology, counselling, transfer of duties or
dismissal.
Reports of sexual harassment will be treated promptly, seriously and confidentially.
Complainants have the right to determine how a complaint will be treated. They
also have the right to have a supporter or representative chosen by them involved
in the process and the option to stop the process at any time.
The alleged harasser also has the right to have a supporter or representative
chosen by them present when he/she responds to the allegations made.
No volunteer or paid staff member will be treated unfairly as a result of making
a complaint of sexual harassment. Immediate disciplinary action will be taken
against anyone who victimises or retaliates against someone who has made a
complaint of sexual harassment.
The organisation will afford natural justice to any person involved in a dispute.
A volunteer or paid staff member who believes they have been harassed (the
complainant) should:
If comfortable to do so, inform the alleged harasser the behaviour is offensive,
unwelcome, against the organisation’s policy and should stop.
Make a note of the date, time and location of the incident/s.
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•
•
•

If not comfortable to confront the alleged harasser or if unwelcome behaviour
continues, report to Volunteer Coordinator or Supervisor.
If this is inappropriate, speak to another senior member of the organisation, such
as a senior manager, the head of the organisation or a member of the board.
The sexual harassment contact will follow the procedures set out below. At any
time, the complainant has the right to discontinue this process.

Complaints process
When a complaint is received, the sexual harassment contact will:
• Obtain and record a full, step-by-step account of the incident/s.
• Ensure the organisation’s process for handling the complaint is understood.
• Ascertain the complainant’s preferred outcome, e.g. An apology, the behaviour to
cease, a change in working arrangements.
• Agree on the next step: informal resolution or formal investigation.
• Keep a confidential record of all details of this discussion and subsequent steps
in the process.

Informal resolution
Where a complainant has chosen informal resolution, following an informal
process, the sexual harassment contact will:
• Inform the alleged harasser of the complaint and provide an opportunity to
respond.
• Ensure both parties understand their rights and responsibilities under the
organisation’s policy.
• If possible, mediate an outcome that is satisfactory for the complainant.
• Ensure that confidentiality is maintained.
• Follow up to ensure the behaviour does not re-occur.

Formal investigation
If a formal investigation is requested by the complainant, or if an informal resolution
fails, the sexual harassment contact will escalate the matter to a senior member of
the organisation. That person will:
• Afford natural justice to all involved.
• Interview all directly concerned, separately.
• Interview witnesses, separately.
• Keep records of the interviews and investigation.
• Ensure confidentiality and minimise disclosure.
• Make a determination as to whether there is sufficient evidence that a reasonable
person could conclude, on the balance of probabilities (i.e. It’s more likely than
not), that an incident of sexual harassment as defined by the legislation has
occurred.
• In such a case, determine appropriate action, which may include a change of
duties for the harasser, change to working arrangements or, where the incidents
were frequent and/or severe, dismissal.
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•

•
•

Where it cannot be determined by the required test, that an incident of sexual
harassment as defined by the legislation has occurred, may still take action to
ensure the proper functioning of the workplace; but these actions should not
prejudice any party. They will also continue to closely monitor the situation and
provide retraining where required.
Check to ensure the action meets the needs of the complainant and organisation.
Outcomes as they affect the complainant will be discussed with the complainant
to ensure that needs are met, where appropriate.

DISMISSAL
Policy
The Volunteer Coordinator or the CEO of ROOP have the choice to terminate the
involvement of any volunteer who is considered to be not meeting the expectations
of their role.

Procedure
•
•
•
•
•
•
•
•
•
•
•
•
•

A formal Letter of Dismissal will be sent or handed personally to the volunteer
and a copy kept on file.
Files of any volunteers dismissed will be maintained for a minimum of ten years.
Behaviours that may result in instant dismissal include but are not limited to:
Being under the influence of alcohol or drugs while on duty.
Theft or misuse of ROOP’s property.
Malicious damage to ROOP’s property.
Illegal, violent or unsafe acts.
Sexual harassment.
Discriminatory or racist statements or behaviours.
Inappropriate disclosure of confidential information.
Failure to disclose a conflict of interest.
Undertaking tasks not authorised by ROOP.
Blatant disregard for directions given by staff and authorised by the CEO.

Source:

Volunteer Rights & Volunteer Checklist Information Sheet, Volunteering Australia
Involving volunteers: the principles. Volunteering Victoria.
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CONFIDENTIALITY AGREEMENT
•

•

•
•
•

This is to certify that I,
, as
employee, volunteer, student, or board member of Reading out of Poverty Inc.,
understand that any information (written, verbal or other form) obtained during the
performance of my duties must remain confidential.
This includes all information about children, parents, caregivers, employees
or volunteers related to ROOP. Each person accessing such information holds
a position of trust and must recognise their responsibility in preserving the
confidentiality of this information.
I hereby acknowledge and agree that:
Any unauthorised release or carelessness in the handling of this confidential
information is considered a breach of the duty to maintain confidentiality.
Any breach of this duty to maintain confidentiality could be may result in disciplinary
action such as dismissal.

Volunteer’s name:
Signature:

Date:
Signature of staff witness:
MEDIA CONSENT AGREEMENT

This personal consent form grants permission for Reading out of Poverty Inc. to use
any photographs or film for promotional and any other lawful purposes.
Reading out of Poverty Inc. acknowledges that the images may be used on ROOP’s
website, Facebook, Instagram, newsletters, screen presentations, and printed
publications to promote the organisation.
This form releases Reading out of Poverty Inc. from any infringement or violation of
personal and /or property rights of any sort whatsoever based upon the use of your
photo(s) and video(s) and further acknowledges that the organisation is not obliged
to use these photographs.
Volunteer’s name:
Signature:

Date:
Signature of staff witness:

