Volunteer Policy for Disability Advocacy and Complaints Service of South Australia Inc.

Rationale:

The Disability Advocacy and Complaints Service of SA Inc. would like to involve members and other interested people in its programs as volunteers.  Volunteers are already involved in the delivery of many aspects of Disability Advocacy Complaints Service of South Australia’s programs.  People interested in assisting employees at Disability Advocacy Complaints Service of South Australia Inc. to execute the many and varied tasks of the agency have a right to know their rights and responsibilities.

Objective:  

This policy addresses the situation of volunteers at Disability Advocacy Complaints Service of South Australia.  The responsibilities of paid workers are outlined, what volunteers can expect from Disability Advocacy Complaints Service of South Australia, training and professional development opportunities, reimbursement, working conditions for volunteers, and Occupational Health, Safety and Welfare provisions are included in this policy.
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Introduction: 

Disability Advocacy Complaints Service of South Australia Inc. needs and values volunteers, their input, energy, and dedication.  Volunteers can join a variety of tasks.

Administration:  assist at the reception desk, help with mail outs and collating printed materials, make phone calls to stay in touch with the membership, assist us to keep our computer system and data bases running smoothly.

Publications:  write articles for our newsletter, put news on our e-mailing list, update our website, edit publications, help us with graphic design, assist with radio broadcasts and other media productions. 

Promotion:  promote Disability Advocacy Complaints Service of South Australia Inc. at events, assist with exhibitions and promotional events, developing promotional materials, screen printing, and artwork for posters and banners.

Individual Advocacy: Volunteers can be trained for the position of individual advocate, and will then be able to take on requests for advocacy from our clients.

Self Advocacy: Assistance is needed for the OUR VOICE SA Committee, a group of people with learning disabilities.  Tasks include administrative tasks, community education, conflict resolution and negotiation, campaigning and lobbying, consultations, public relations and planning and managing public events.

Management Committee:  Volunteers, who must be members for more than six months, can nominate to be elected to the Management Committee at the Annual General Meeting.

1  Objectives for Recruiting Volunteers

Disability Advocacy Complaints Service of South Australia encourages the participation of volunteers, in particular volunteers with a disability in order to

· Encourage contributions and participation from clients, members and the wider community;

· Encourage people with disabilities and other community members to contribute their skills and experience to the delivery of our services;

· Provide a creative solution to budgetary restraints;

· Enhance the knowledge and skills of volunteers so that more advocacy services can be provided through self advocacy and peer support.

2.  Charter of Rights for Volunteers

Volunteers have the right to

· Be recruited according to the selection and recruitment procedure outlined for employees, where appropriate, and in accordance with the Affirmative Action Policy of Disability Advocacy Complaints Service of South Australia.

· Receive and be recruited in accordance with a job description;

· Receive an induction, supervision, support and direction by a paid employee;

· Be covered by all relevant Disability Advocacy Complaints Service of South Australia human resources policies and procedures, and the right to work in a harassment free environment;

· Volunteer in a safe work environment and be covered by appropriate insurance;

· Be treated in all respect as though he or she is an employee;

· Be appraised in their work performance, if they so wish;

· Be informed and consulted about matters affecting their workplace;

· Have their contribution recognised; 

· Attend employee meetings where agenda items are not specific to paid employees;

· Receive out of pocket expenses, i.e. for lunch, if working during these hours;

· Receive reimbursements for travel costs;

· Be provided with suitable support at the workplace, reasonable in all circumstances, to be able to perform the requirements of a job; 

· Have their private information and details be kept confidential;

· Be protected at their work through adequate liability insurance.

3.  Responsibilities of Volunteers

Volunteers have the responsibility to:

· Work within the philosophy, principles and policies of Disability Advocacy Complaints Service of South Australia;

· Accept supervision and direction from nominated employees;

· Be reliable and on time;

· Notify Disability Advocacy Complaints Service of South Australia within a reasonable time, if unable to attend as agreed;

· Ensure induction into their field of work and its procedures;

· Work as part of the team;

· Act on constructive feedback provided by supervising employee;

· Maintain client confidentiality;

· Observe occupational health and safety requirements;

· Advise Disability Advocacy Complaints Service of South Australia’s Chief Executive Officer of any reasonable accommodations needed as a result of a disability or any health conditions, which may require special attention. 

4.  Responsibilities of Staff and Senior Employee

Employees and the Chief Executive Officer have the responsibility to

· Recruit, induct, supervise, support and train volunteers according to Disability Advocacy Complaints Service of South Australia’s guidelines and policies;

· Respect volunteers as part of the team;

· Assess and supervise the work of volunteers assigned to their work area;

· Recognise that volunteers are covered by all relevant policies and procedures and governing legislation, such as the Disability Discrimination Act, Equal Opportunity Act, and the Occupational Health and Safety and Welfare Act;

· Adhere to Disability Advocacy Complaints Service of South Australia’s principles found in the Code of Conduct and Service Charter;

· Treat as confidential information provided by a volunteer regarding a disability or health problem and to disclose such information only on a need to know basis with the permission of the volunteer;

· Provide volunteers with disabilities or health problems with reasonable accommodation/support so they can perform the requirements of the job. 

5.  Job Descriptions for Volunteers

The importance of a job description for all volunteer positions cannot be over-emphasised, as it:

· raises the status of the volunteer,

· establishes the roles of volunteers within the organisation and in regard to any paid employee,

· determines the parameters of the tasks and duties associated with the position,

· indicates the requirements of orientation and training programs for volunteers,

· can raise issues of Risk Management and Occupational Health and Safety, which may need to be addressed,

· provides the basis for review and for evaluation of performance,

· can be useful in the process of discipline and dismissal,

· defines the appropriateness of a job for a volunteer,

· defines lines of accountability.

Job descriptions are developed and reviewed in consultation with volunteers, employees and with the Management Committee. This enables the process to be transparent and to receive input from all interested employees. 

All job descriptions should contain the following: 

· job title (reflecting the essence of the position), 

· key purpose and responsibilities (outlines the main purpose and duties associated with the job), 

· skills, qualifications, qualities, and knowledge needed (special /desirable requirements), 

· when and where (location of the job, days and times), 

· orientation/training required (how long, whether a requirement), 

· benefits for the volunteer (eg. work as part of a team, develop skills, references),

· supervision and support /lines of responsibility (who manages and supports the volunteer), 

· review period (specify and briefly outline the time period a person’s performance will be appraised).

The job descriptions should be kept short and concise, while including all essential information.  A copy will be provided to the volunteer and the job descriptions will be discussed during the introductory interview with the volunteer, so that any questions can be answered. 

6.  Confidentiality Agreement

All volunteers who come in contact with clients or client’s documentation must sign the confidentiality agreement all employees sign at the beginning of their employment, or volunteer service.

7.  Affirmative Action and Equal Opportunity Statement

Disability Advocacy Complaints Service of South Australia has a clear commitment to increasing the participation of people with disabilities in the activities of our service.  The Mission Statement declares that the service will act in a manner, which will encourage people with disabilities to act on their own behalf.

Therefore the service must consider the value of recruiting employees and volunteers, who have a disability, as a strategy in role modelling, and to increase a sense of comfort and involvement with Disability Advocacy Complaints Service of South Australia among people with disabilities. 

It is further acknowledged that many people with disabilities face discrimination in employment and volunteering, and that Affirmative Action strategies are a valuable tool in redressing this injustice.

Disability Advocacy Complaints Service of South Australia therefore commits itself to a policy of Affirmative Action in providing employment and volunteer opportunities for people with disabilities.
7.1  Definition

Affirmative Action in Employment is a philosophy and series of actions taken to ensure that people with disabilities (in this instance) who have the skills required for a task are given the opportunity to gain the experience. 

7.2  Guidelines:

A:  Disability Advocacy Complaints Service of South Australia will publicise this policy in every advertisement for employment with wording such as “Disability Advocacy Complaints Service of South Australia is an equal opportunity employer. People with a disability are encouraged to apply.”

B:  The basic premise of this policy is that the applicants being considered must have the capacity to perform the job.  

C:  When applicants are very close (in written applications and in interview presentation), it is appropriate to balance in favour of those with a disability.

D:  Principles of merit and equity, particularly in terms of interview process should be followed in order to fairly determine capability.

8.  Induction, Training and Professional Development

All volunteers at Disability Advocacy Complaints Service of South Australia Inc. will have to be introduced to the day to day operations of Disability Advocacy Complaints Service of South Australia Inc. and its policies and procedures relevant to volunteering.  This basic introductory training will be conducted in a one day course bi-monthly.

Further training will depend on the program area the volunteer wishes to engage with.  Each program area offers essential training, which volunteers can choose to work through in a course format (three monthly, between 1 and 2 days) or by learning from course materials and receiving supervision over the phone, or in one on one on the job training sessions.

Volunteers who want to engage in special tasks have the opportunity to build on their basic training by specializing in certain areas of advocacy or assisting in specialized program areas.  

All volunteers have the right to access adequate training, which is accessible to them.  Disability Advocacy Complaints Service of South Australia Inc. guarantees that all people will be able to access training materials in an adequate format for them.

Having undertaken the two basic components of training, the introduction to the agency and its policies and procedures, and the basic introduction into the program areas, there is still no guarantee that the volunteer will be able to work in the chosen program area.  This will depend on the availability of work in the program and the overall abilities and skills of the volunteer.

Disability Advocacy Complaints Service of South Australia will endeavor to support volunteers to gain Recognition of Prior Learning or Recognition of Current Competencies, wherever possible.

Volunteers will not be assessed, however, students enrolled in current TAFE studies may ask to be assessed, if they volunteer in a program area, which matches their current studies.  This has to be arranged with the relevant lecturer of the TAFE course, and depends on whether Disability Advocacy Complaints Service of South Australia Inc. has employees available with Workplace Assessor or Workplace Trainer qualifications.

9.  Reimbursement of Costs arising from Volunteering

All volunteers at Disability Advocacy Complaints Service of South Australia Inc. will be reimbursed for their out of pocket expenses arising from their volunteer activities.  

Out of pocket expenses can include:

· Travel to and from the place of volunteering

· Postage, phone calls, stationery

· Reimbursement for costs incurred from traveling 

· Other expenses arising from volunteer activities, such as meals, parking fees, etc.

Disability Advocacy Complaints Service of South Australia Inc. will reimburse all work related costs for the usage of an employee’s or volunteer’s vehicle, and all other costs that occur as a result of work related activities during the hours of employment or volunteering.  Mileage will be reimbursed in accordance with the rate approved by the Australian Tax Office (currently $0.69 per kilometre).

However, Disability Advocacy Complaints Service of South Australia Inc. is not in a position to reimburse all car travel associated with a volunteers’ journey from their home to work at the current Tax Office rate.  If the agency is in a position to reimburse travel to and from work the Chief Executive Officer will agree with the volunteer on an adequate or possible amount, which may not based on the by the Australian Tax Office approved rate.

Mobile phone costs will be reimbursed in accordance with the costs indicated on the phone bill, presented by the advocates or volunteers.  Wherever possible, private mobile phone usage should be limited to emergencies only.

Volunteers must submit their costs to the Admin Officer as soon as they occur, all expenses must be approved by the Chief Executive Officer before they are occurred.
10.  Volunteer Insurance Cover

All volunteers will be covered by a Liability Insurance cover and by a Directors Insurance cover. 

11.  Working Conditions of Volunteers

Volunteers, who have undertaken the induction training and received a job description, will have the same rights as paid employees would in a similar position.  Obviously, volunteers are not paid wages, however, volunteers have the right to ask for leave, (they may choose to leave any time anyway), to enjoy an harassment free working environment, to be treated with respect and listened to, etc.

Volunteers have the right to enjoy the same working conditions as employees.

12.  Occupational Health, Safety & Welfare of Volunteers 

Disability Advocacy Complaints Service of South Australia Inc.’s Occupational Health, Safety and Welfare Policy extents to, and includes, all volunteers at Disability Advocacy Complaints Service of South Australia Inc.

13.  Dismissal of Volunteers

At times incidents and issues arise that causes a breakdown in the relationship between Disability Advocacy Complaints Service of South Australia Inc. and a volunteer. This can result in the volunteer being asked to leave.

Wherever possible a volunteer will be inducted into the program areas, supervised, and trained to participate at their highest potential.  The supervisor will regularly (at least annually) appraise the performance of volunteers, and if needed, will agree with the volunteer on how to work towards improvement of their performance, if warranted.

Therefore, dismissal of a volunteer would usually only occur as a result of severe breaches of our agreed relationship, rather than as a result of performance.

The Chief Executive Officer at Disability Advocacy Complaints Service of South Australia Inc. has the right to ask a volunteer to leave.  Supervising employees may recommend the dismissal, but are not in a position to dismiss a volunteer.

If the volunteer wants to appeal against the dismissal, he/she can appeal against the decision to the Board of Management, and follow the grievance and appeals procedures outlined in Disability Advocacy Complaints Service of South Australia’s Grievance Procedure.
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