Epilepsy Queensland Inc

	H002 : VOLUNTEER POLICY



1. Purpose

Epilepsy Queensland believes that volunteer roles contribute significantly to the organisation’s ability to make a positive difference to the lives of people affected by epilepsy.  This policy and procedure sets out the rights and responsibilities of Epilespy Queensland volunteers and of Epilepsy Queensland towards its volunteers.
2. Scope 
Unless otherwise stated this policy will apply to all volunteers in all activities undertaken on behalf of Epilepsy Queensland.

The role of volunteers is to support and assist the staff of Epilepsy Queensland where appropriate, not to replace them.

3. Policy Statement
As an integral part of Epilepsy Queensland, volunteers will:

· Be valued for their input

· Be consulted on matters that substantially affect their activities

· Be encouraged to provide feedback, suggestions and input regarding their work to the staff member  coordinating volunteers
Epilepsy Queensland is commited to conducting a quality volunteer program consistent with national standards involving volunteers in Not-For-Profit Organisations.

Epilepsy Queensland aims to develop in its staff and volunteers a strong commitment to quality together with an enthusiastic, caring and optimistic outlook. The staff members of Epilepsy Queensland are encouraged to participate in the creation of meaningful and productive roles for volunteers where possible.
Epilepsy Queensland volunteer opportunities should not be used by the volunteer for the purpose of benefiting any commercial or business undertaking, nor will Epilepsy Queensland support such activity.
4. Procedure

4.1
Position Descriptions

Volunteer positions will have a position description.
.
4.2. Recruitment and Selection for Volunteer Positions

Staff who identify a potential new volunteer role may submit a recommendation to the Chief Executive Officer for consideration.
Any written advertisements will provide realistic and accurate information about the position and will conform to current Equal Opportunity legislation.
Potential volunteers will provide relevant personal details and information regarding background and experience.
4.3. Interviewing 

Volunteers shall be recruited in accordance with Equal Opportunity legislation. The sole qualification will be their suitability to perform the specific task on behalf of Epilepsy Queensland.
Volunteers will be interviewed by the staff member responsible for the area in which the volunteer will work, to determine their suitability for the volunteer position.

4.4. Equal Opportunity
Epilepsy Queensland will ensure that volunteers are not disadvantaged or discriminated against consistent with Epilepsy Queensland’s policy on Equal Opportunity. 
4.5. Pre-placement checks

Where a volunteer will work where EQI services are provided to clients, pre-placement checks will be undertaken, including checks relating to Blue Card, Yellow Card exemption and criminal history checks.
Those potential specific volunteers who do not agree to the above checks cannot be accepted as volunteers for Epilepsy Queensland.  A volunteer applicant with a criminal record will be accepted by Epilepsy Queensland only at the discretion of the Chief Executive Officer after taking into consideration all information.

4.6. Appointment

Volunteers will be provided with a letter of appointment welcoming them as a volunteer with Epilepsy Queensland.
4.7. Orientation

All new Epilepsy Queensland volunteers will be inducted to familiarise themselves with EQI and the duties they will undertake and the environment in which they will be working. 
Volunteers will be provided with information on Epilepsy Queensland’s Child and Youth Risk Management Strategy and advised in their Volunteer Agreement of the requirement for them to adhere to the requirements within that Strategy and Blue Card requirements.
4.8. Training 

All volunteers commencing duties with Epilepsy Queensland will be provided with sufficient training that ensures they are able to perform their duties to the standards required.

4.9. Supervision

Volunteers will be given  support and direction on their day-to-day role as required.

Insurance  Epilepsy Queensland volunteers will be covered by the insurance policies of the organisation for:

· Public Liability (third party personal injury and property damage)

· Personal Accident (accidental injury, disability or death occurring while performing offical unpaid voluntary duties authorised by the organisation)
Volunteers driving their own vehicles to perform duties on behalf of the organisation are responsible for their own insurance 
4.10. Confidentiality and Privacy

In the course of their volunteer role, volunteers may have access to privileged or personal information regarding Epilepsy Queensland, clients, families and other stakeholders. 
Volunteers are required to maintain confidentiality regarding any Epilepsy Queensland information.
Volunteers will sign a Deed of Confidentiality and Code of Conduct, breaches of  which  may result in termination of the volunteer’s engagement with Epilepsy Queensland.

4.12
Representing Epilepsy Queensland/ Public Statements & the Media

With the exception of a nominated Board member, Volunteers must not make public statements or comments to the media.
4.13. Reimbursement of Expenses 
Volunteers will be reimbursed for out-of-pocket expenses incurred when undertaking authorised activities on behalf of the organisation, as approved. 
4.14. Right of Refusal

Volunteers have the right to refuse tasks that are beyond their capacity or ability to perform satisfactorily .

4.15. Grievances

Volunteers have the right to fair, equitable and timely action in order to resolve grievances or complaints arising from their involvement in activities with Epilepsy Queensland.

4.16. Gifts 

The organisation discourages volunteers receiving gifts from clients and their families.

4.17. Workplace Health and Safety

Epilepsy Queensland Workplace Health and Safety (WH&S) policy applies fully to volunteers who must follow any instructions given in relation to health and safety and perform any tasks safely and which do not endanger any other person or themselves.
4.18. Feedback to Volunteers 

All volunteers will be given regular opportunities to discuss their activities and their continued involvement in the organisation.

4.19. References for Volunteers

Staff members who  coordinate volunteers may provide a statement of service for volunteers when requested, which acknowledges (at minimum) the nature and duration of duties undertaken by the volunteer.  
Epilepsy Queensland and its staff do not provide written references.

4.20
    Discipline

Any disciplinary action relating to volunteers will be consistent, fair and equitable and in accordance with the principles of natural justice.

4.21. Termination of Engagement
In the event that a volunteer breaches organisational policy or their Agreement; or fails to maintain expected work standards; or where there is an allegation of a serious offence or act of misconduct, termination of their engagement may follow. 
Termination of Engagement should be regarded as a last resort, unless circumstances justify summary or immediate termination.  Serious misconduct which may result in summary termination of their engagement includes but is not limited to:

· Unwillingness or inability to abide by relevant organisational codes of practice, policy, procedure or standards

· Abuse or mistreatment of clients and families or others

· Refusal to accept lawful and reasonable instruction from an authorised person
· Bringing Epilepsy Queensland into disrepute through whatever means, including social media
· Intoxication (from alcohol or other drugs)

· Violent or illegal acts towards people or property

· Theft, assault or fraud

5. Relevant Documents/References
Volunteering Australia - National Standards for Volunteer Involvement – April 2015 [current as at May 2021]   
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