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The presentation will includeThe presentation will includeThe presentation will includeThe presentation will include  --

Definition of a VolunteerDefinition of a Volunteer

Work Health & Safety Act 2012 and VolunteersWork Health & Safety Act 2012 and Volunteers

Volunteer Manager/Management tasksVolunteer Manager/Management tasks
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What’s ‘Special’ about VolunteeringWhat’s ‘Special’ about Volunteeringp gp g
in a Theological Library?in a Theological Library?

VocationVocationVocationVocation

Pastoral CarePastoral Care

3

92 Th e ANZTLA EJournal , No.11 (2013)   ISSN 1839-8758   



Volunteering DefinitionsVolunteering DefinitionsVolunteering DefinitionsVolunteering Definitions

Formal volunteering is an activity which takes 
place through not for profit organisations or 
projects and is undertaken:

to be of benefit to the community and the y
volunteer;
of the volunteer's own free will and withoutof the volunteer s own free will and without
coercion;
for no financial payment; andfor no financial payment; and
in designated volunteer positions only

l l
4

Volunteer Australia

Who is a Volunteer?Who is a Volunteer?Who is a Volunteer?Who is a Volunteer?

Who is a volunteer?Who is a volunteer?

A volunteer is a person who is acting on a A volunteer is a person who is acting on a 
l t b i (i ti f h th thl t b i (i ti f h th thvoluntary basis (irrespective of whether thevoluntary basis (irrespective of whether the

person receives payment for outperson receives payment for out--ofof––pocketpocket
expenses).expenses).

http://www.mccullough.com.au/icms_docs/122024_Constrhttp://www.mccullough.com.au/icms_docs/122024_Constr
uctionuction -- 29 March 2012 pdf29 March 2012 pdfuction_uction_--_29_March_2012.pdf_29_March_2012.pdf
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And another!And another!And another!And another!

T l t i t h t t i iti fT l t i t h t t i iti fTo volunteer is to choose to act in recognition of a To volunteer is to choose to act in recognition of a 
need, with an attitude of social responsibility and need, with an attitude of social responsibility and 
without concern for monetary profit going beyondwithout concern for monetary profit going beyondwithout concern for monetary profit, going beyondwithout concern for monetary profit, going beyond
one's basic obligationsone's basic obligations

Volunteerism is love made visible and it changes Volunteerism is love made visible and it changes 
lives changes communities and can change thelives changes communities and can change thelives, changes communities and can change thelives, changes communities and can change the
world. And this, my dear friends, is what keeps us world. And this, my dear friends, is what keeps us 
doing what we're doing and loving it passionately!doing what we're doing and loving it passionately!doing what we re doing and loving it passionately!doing what we re doing and loving it passionately!

By the PeopleBy the People by Susan J. Ellis and Katherine H.by Susan J. Ellis and Katherine H.
6

By the PeopleBy the People by Susan J. Ellis and Katherine H.by Susan J. Ellis and Katherine H.
CampbellCampbell

Legislation, Rules, Legislation and Legislation, Rules, Legislation and 
ComplianceCompliance
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HarmonisationHarmonisation –– Work Health & Work Health & 
Safety Act 2012 Safety Act 2012 

Safe Work SA provide a link to a fact sheetSafe Work SA provide a link to a fact sheetSafe Work SA provide a link to a fact sheetSafe Work SA provide a link to a fact sheet
provided by Piper Alderman, regarding the provided by Piper Alderman, regarding the 
implications for volunteers and volunteeringimplications for volunteers and volunteeringimplications for volunteers and volunteeringimplications for volunteers and volunteering
under the changed legislation.under the changed legislation.

http://yooyahcloud.com/VOLUNTEERSA/JrSquc/OHS Harmhttp://yooyahcloud.com/VOLUNTEERSA/JrSquc/OHS Harmhttp://yooyahcloud.com/VOLUNTEERSA/JrSquc/OHS_Harmhttp://yooyahcloud.com/VOLUNTEERSA/JrSquc/OHS_Harm
onisation_Fact_Sheet.pdfonisation_Fact_Sheet.pdf
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WHS Act 2012 WHS Act 2012 –– who or what is a who or what is a 
VVolunteer?olunteer?

A volunteer is a person who is engaged toA volunteer is a person who is engaged toA volunteer is a person who is engaged toA volunteer is a person who is engaged to
perform tasks on a voluntary basis, as perform tasks on a voluntary basis, as 

i d ith t di d ith t drequired, without reward.required, without reward.

Volunteers engaged by NFPs are deemed Volunteers engaged by NFPs are deemed 
‘‘workersworkers’ for the purpose of the WHS’ for the purpose of the WHS‘‘workersworkers’ for the purpose of the WHS’ for the purpose of the WHS
legislation and will owe, and be owed, a legislation and will owe, and be owed, a 
duty of care. duty of care. 
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WHS PlayersWHS Players
Person Conducting a Business orPerson Conducting a Business orPerson Conducting a Business orPerson Conducting a Business or
UndertakingUndertaking

OfficersOfficers

W k i l di l tW k i l di l tWorkers, including volunteersWorkers, including volunteers

Person Conducting a Business or Person Conducting a Business or 
Undertaking (PCBU)Undertaking (PCBU)Undertaking (PCBU)Undertaking (PCBU)

An organisationAn organisationAn organisationAn organisation

PrincipalPrincipal

Board of Directors Board of Directors 

Executive OfficerExecutive Officer

96 Th e ANZTLA EJournal , No.11 (2013)   ISSN 1839-8758   



Who is an Officer?Who is an Officer?

Persons deemed an ‘Persons deemed an ‘officeofficer’ will have a duty underr’ will have a duty underPersons deemed anPersons deemed an officeofficer will have a duty underr will have a duty under
the WHS legislation to exercise due diligence.the WHS legislation to exercise due diligence.

This duty will exist irrespective of whether the This duty will exist irrespective of whether the 
officer is a officer is a volunteervolunteer, or in a paid position., or in a paid position.

An ‘An ‘officerofficer’ for the purposes of the WHS legislation ’ for the purposes of the WHS legislation 
carries the same definition as ‘officer’ of acarries the same definition as ‘officer’ of acarries the same definition as officer of acarries the same definition as officer of a
corporation under the corporation under the Corporations Act 2001Corporations Act 2001..

12

OfficerOfficer
A director or secretary of the corporation A director or secretary of the corporation 

A person who makes, or participates in A person who makes, or participates in 
k d h ff h h lk d h ff h h lmaking, decisions that affect the whole,making, decisions that affect the whole,

or a substantial part, of the business of or a substantial part, of the business of 
hhthe corporation the corporation 

A person who has the capacity to affect A person who has the capacity to affect 
significantly the corporation’ssignificantly the corporation’ssignificantly the corporation ssignificantly the corporation s
financial standingfinancial standing

Corporations Act 2001Corporations Act 2001
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Volunteer OfficerVolunteer OfficerVolunteer OfficerVolunteer Officer

Can a volunteer be defined as an officer?Can a volunteer be defined as an officer?
Yes.Yes.Yes.Yes.

B t if th ffi f PCBU dB t if th ffi f PCBU dBut if they are an officer of a PCBU, and are But if they are an officer of a PCBU, and are 
a volunteer, they must comply with the a volunteer, they must comply with the 
WHS duties of an officer. WHS duties of an officer. 

These duties are found at section 27 of theThese duties are found at section 27 of the
WHS ActWHS Act 14

Volunteer OfficerVolunteer OfficerVolunteer OfficerVolunteer Officer

The only distinction that is relevant for NFP The only distinction that is relevant for NFP 
officers is that aofficers is that a volunteer officervolunteer officer can not becan not beofficers is that aofficers is that a volunteer officervolunteer officer can not becan not be
prosecuted for a breach of their officer duties. prosecuted for a breach of their officer duties. 

AA volunteer officervolunteer officer can however becan however beAA volunteer officervolunteer officer can however becan however be
prosecuted under the WHS legislation for prosecuted under the WHS legislation for 
f ili t l ith th i d t kf ili t l ith th i d t kfailing to comply with their duty as workersfailing to comply with their duty as workers

15
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WHS Act 2012WHS Act 2012 –– responsibilitiesresponsibilitiesWHS Act 2012WHS Act 2012 responsibilitiesresponsibilities
of volunteers (workers)of volunteers (workers)

Volunteers need to comply with the WorkVolunteers need to comply with the WorkVolunteers need to comply with the WorkVolunteers need to comply with the Work
Health and Safety Act 2012.Health and Safety Act 2012.

Volunteers in a workplace must takeVolunteers in a workplace must takeVolunteers in a workplace, must takeVolunteers in a workplace, must take
reasonable care for their own health and reasonable care for their own health and 
safety and ensure that their actions do notsafety and ensure that their actions do notsafety, and ensure that their actions do notsafety, and ensure that their actions do not
adversely affect others.adversely affect others.
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Volunteer AssociationVolunteer Association

What is a volunteer association?What is a volunteer association?What is a volunteer association?What is a volunteer association?

A l i i i f lA l i i i f lA volunteer association is a group of volunteersA volunteer association is a group of volunteers
that has no paid employed persons. that has no paid employed persons. 

An association which doesn’t employAn association which doesn’t employAn association which doesn t employAn association which doesn t employ
workers is not regarded as a Person workers is not regarded as a Person 
C d ti B i U d t kiC d ti B i U d t kiConducting a Business or UndertakingConducting a Business or Undertaking
(PCBU).(PCBU).

17
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PCBUPCBU –– Volunteer AssociationVolunteer AssociationPCBUPCBU –– Volunteer AssociationVolunteer Association

When does a volunteer association become When does a volunteer association become 
a PCBU?a PCBU?

A l t i ti lA l t i ti lAs soon as a volunteer association employs a As soon as a volunteer association employs a 
person to carry out work for the volunteer person to carry out work for the volunteer 

i ti th th l t i tii ti th th l t i tiassociation, then the volunteer associationassociation, then the volunteer association
becomes a PCBU and all of the duties relevant becomes a PCBU and all of the duties relevant 
t PCBU lt PCBU lto a PCBU apply.to a PCBU apply.
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Volunteer Protection Act 2001Volunteer Protection Act 2001Volunteer Protection Act 2001Volunteer Protection Act 2001

http://www.ofv.sa.gov.au/favicon.icohttp://www.ofv.sa.gov.au/favicon.ico

An all Australian Volunteer Protection Act is An all Australian Volunteer Protection Act is 
i t ti t t d i di id l St t dd i di id l St t dnon existentnon existent –– under individual States andunder individual States and

TerritoryTerritory

Ha monisation fo the Vol nteeHa monisation fo the Vol ntee--Harmonisation for the VolunteerHarmonisation for the Volunteer
Protection Act? Protection Act? 

19
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V l t M tV l t M tVolunteer ManagementVolunteer Management

20
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Why a Volunteer ManagerWhy a Volunteer ManagerWhy a Volunteer ManagerWhy a Volunteer Manager

Risk management issuesRisk management issues
Enhancing volunteering experienceEnhancing volunteering experienceEnhancing volunteering experienceEnhancing volunteering experience
Giving supportGiving support
CoordinationCoordination
Record keepingRecord keepingRecord keepingRecord keeping
Creating new volunteer opportunitiesCreating new volunteer opportunities
Orientation & InductionOrientation & Induction

22

What’s involved in Volunteer What’s involved in Volunteer 
Management?Management?

Recruitment of volunteersRecruitment of volunteers
Ensuring compliance of legal requirementsEnsuring compliance of legal requirements
Establishing and/or maintaining a databaseEstablishing and/or maintaining a databaseEstablishing and/or maintaining a databaseEstablishing and/or maintaining a database
of volunteersof volunteers

bli h i fbli h i fEstablish consistency of processesEstablish consistency of processes
Orientation of new volunteersOrientation of new volunteers
Establishing and and/or updating job Establishing and and/or updating job 
descriptions for each volunteer roledescriptions for each volunteer role

23

descriptions for each volunteer roledescriptions for each volunteer role
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There’s more!There’s more!There s more!There s more!

Establishing training and professional developmentEstablishing training and professional developmentEstablishing training and professional developmentEstablishing training and professional development
to meet the needs of volunteersto meet the needs of volunteers
Acknowledging volunteersAcknowledging volunteersAcknowledging volunteersAcknowledging volunteers
Establishing a volunteer page on institution’s web Establishing a volunteer page on institution’s web 
ititsitesite

Conducting appraisals and reviewsConducting appraisals and reviews
Anything else!Anything else!

24

Ensure Compliance of Legal Ensure Compliance of Legal 
RequirementsRequirementsRequirementsRequirements

National Standards National Standards 
Work through each standardWork through each standard

P li h kP li h kPolice checksPolice checks
Other Acts relevant to volunteersOther Acts relevant to volunteers

Volunteer Protection Act 2001Volunteer Protection Act 2001Volunteer Protection Act 2001Volunteer Protection Act 2001
ALIA StatementALIA Statement
New Zealand’s Best Practice DocumentNew Zealand’s Best Practice DocumentNew Zealand s Best Practice DocumentNew Zealand s Best Practice Document

TrainingTraining
WHSWHS
Safe PlaceSafe Place
Mandatory Reporting/Child Safe EnvironmentMandatory Reporting/Child Safe Environment

25
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Recruitment of VolunteersRecruitment of VolunteersRecruitment of VolunteersRecruitment of Volunteers

R it l t l llR it l t l llRecruit volunteers locallyRecruit volunteers locally
Advertise for volunteersAdvertise for volunteers
Ensure consistency of the recruitment Ensure consistency of the recruitment 
processesprocessesprocessesprocesses
Respond to direct volunteer enquiriesRespond to direct volunteer enquiries
Interview prospective volunteersInterview prospective volunteers
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Orientation for new VolunteersOrientation for new VolunteersOrientation for new VolunteersOrientation for new Volunteers

O i t ti P kO i t ti P kOrientation PackOrientation Pack
Mission StatementMission Statement
Volunteer PolicyVolunteer PolicyVolunteer PolicyVolunteer Policy
Registration and Agreement FormRegistration and Agreement Form
WHS LegislationWHS Legislationgg
Rights and responsibilities Rights and responsibilities 
Reporting channelsReporting channels
B h i id liB h i id liBehaviour guidelinesBehaviour guidelines
Disputes and Resolution PolicyDisputes and Resolution Policy
Equal Opportunity PolicyEqual Opportunity PolicyEqual Opportunity PolicyEqual Opportunity Policy
Job DescriptionJob Description
Privacy PolicyPrivacy Policy

27
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Establishing and/or MaintainingEstablishing and/or Maintaining
a database of Volunteersa database of Volunteers

Include easy, accessible, informationInclude easy, accessible, information
T i i hi dT i i hi dTraining achievedTraining achieved
Training needsTraining needs
Interests/HobbiesInterests/Hobbies
Professional development required/requestedProfessional development required/requestedProfessional development required/requestedProfessional development required/requested
AnniversariesAnniversaries

Include additional information where appropriateInclude additional information where appropriate
28

Facilitating Training and Professional Facilitating Training and Professional 
Development to meet needs of VolunteersDevelopment to meet needs of Volunteers

P f i l D l tP f i l D l tProfessional DevelopmentProfessional Development
Required for the particular roleRequired for the particular role
Requested by volunteerRequested by volunteerRequested by volunteerRequested by volunteer

Record renewal dates Record renewal dates -- database to generate renewal database to generate renewal 
dddatesdates

Mandatory Reporting/Child Safe EnvironmentMandatory Reporting/Child Safe Environment
Safe PlaceSafe PlaceSafe PlaceSafe Place
Police ChecksPolice Checks
First AidFirst Aid

TrainingTraining
A Offi f V l t d V l t i SAA Offi f V l t d V l t i SA

29
As per Office of Volunteer and Volunteering SAAs per Office of Volunteer and Volunteering SA
http://www.volunteeringsa.org.au/http://www.volunteeringsa.org.au/
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Acknowledging VolunteersAcknowledging VolunteersAcknowledging VolunteersAcknowledging Volunteers

AcknowledgeAcknowledge
BirthdaysBirthdaysBirthdaysBirthdays
AnniversariesAnniversaries
AchievementsAchievementsAchievementsAchievements

Suitable ways to acknowledgeSuitable ways to acknowledge
W bW bWeb pageWeb page
CertificatesCertificates
OtherOther

National Volunteer Day/International Volunteer DayNational Volunteer Day/International Volunteer Day

Morning TeaMorning Tea
30

Morning TeaMorning Tea

Volunteer Web PageVolunteer Web PageVolunteer Web PageVolunteer Web Page

StoriesStories
PhotosPhotos
Feature volunteersFeature volunteersFeature volunteersFeature volunteers
Acknowledge anniversaries and Acknowledge anniversaries and 
achievementsachievements
Application/Interest linkApplication/Interest linkApplication/Interest linkApplication/Interest link
EventsEvents

31
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ResourcesResourcesResourcesResources
Volunteer forms and sample/templates policies job descriptions etcVolunteer forms and sample/templates policies job descriptions etcVolunteer forms and sample/templates policies, job descriptions, etcVolunteer forms and sample/templates policies, job descriptions, etc..
http://www.ourcommunity.com.au/http://www.ourcommunity.com.au/

General information on a Volunteer Management StepsGeneral information on a Volunteer Management StepsGeneral information on a Volunteer Management StepsGeneral information on a Volunteer Management Steps
http://www.volunteerhub.com/tour/volunteerhttp://www.volunteerhub.com/tour/volunteer--management/volunteermanagement/volunteer--
database/database/

Volunteer AssociationsVolunteer Associations
http://www.volunteeringaustralia.org/html/s01_home/home.asphttp://www.volunteeringaustralia.org/html/s01_home/home.asp
http://www.volunteeringsa.org.au/http://www.volunteeringsa.org.au/
http://www.ozvpm.com/http://www.ozvpm.com/
http://www.volunteeringnz.org.nz/wphttp://www.volunteeringnz.org.nz/wp--
content/uploads/2012/11/2012_VNZBestPracticeGuidelines_webA3_v1.pdfcontent/uploads/2012/11/2012_VNZBestPracticeGuidelines_webA3_v1.pdf

Volunteering in Faith Organisations ResourcesVolunteering in Faith Organisations Resources
http://www.ozvpm.com/2005/05/01/lessonshttp://www.ozvpm.com/2005/05/01/lessons--fromfrom--thethe--pulpit//pulpit//
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Resources ContResources ContResources, ContResources, Cont
JournalsJournals
Australian Journal on VolunteeringAustralian Journal on Volunteering/Volunteering Australia/Volunteering Australiaus a a ou a o o u ee gus a a ou a o o u ee g/ o u ee g us a a/ o u ee g us a a
Involve  Involve  -- sign upsign up
Australian Journal on Volunteering Australian Journal on Volunteering -- Volunteering AustraliaVolunteering Australia

MonographsMonographs (all in Löhe)(all in Löhe)
Volunteer Management  an essential guide/ Volunteer Management  an essential guide/ Joy Noble, et al.Volunteering SA, Joy Noble, et al.Volunteering SA, 
2nd ed., 2003 2nd ed., 2003 
Best of all: the quick reference guide to effective volunteer involvementBest of all: the quick reference guide to effective volunteer involvement//Best of all: the quick reference guide to effective volunteer involvementBest of all: the quick reference guide to effective volunteer involvement//
Linda Graff, 2005Linda Graff, 2005
Training lay leadership/ Training lay leadership/ Guido A. Merkens , CPH, 1961Guido A. Merkens , CPH, 1961
Manage VolunteersManage Volunteers/ Danny Slater, Community Services, TafeSA, 2008/ Danny Slater, Community Services, TafeSA, 2008
V l t t lV l t t l/ M t C ti & J N bl/ M t C ti & J N blVolunteer management : a resource manualVolunteer management : a resource manual/ Margaret Curtis & Joy Noble,/ Margaret Curtis & Joy Noble,
Volunteer Centre of South Australia, 1993Volunteer Centre of South Australia, 1993
National Standards for involving volunteers on not for profit National Standards for involving volunteers on not for profit 
organisation,organisation, Volunteering AustraliaVolunteering Australiag ,g , gg
Attracting and managing volunteers : a parish handbook Attracting and managing volunteers : a parish handbook 
http://www.ozvpmbookstore.com/http://www.ozvpmbookstore.com/
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Resources ContResources ContResources, Cont.Resources, Cont.

Online NewsletterOnline Newsletter –– OZVPM siteOZVPM site ––Online NewsletterOnline Newsletter OZVPM siteOZVPM site

OzVPMOzVPM –– NewsgroupNewsgroup

Fact SheetsFact Sheets
OFV ResourcesOFV ResourcesOFV ResourcesOFV Resources

Data Management SystemData Management SystemData Management SystemData Management System
http://www.volunteer2.com.au/volunteerhttp://www.volunteer2.com.au/volunteer--impactimpact--intro.aspintro.asp
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