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Introduction

To facilitate the operation of the insurance for volunteers, LGIS asks Local Governments to take particular actions to
ensure that any insurance claims for injuries are managed appropriately. This includes:

a

Maintaining a register of volunteers recording the date, start and end times and nature of any work
performed for the organisation;

Completing a documented risk assessment on the site where the work will be performed and on the work to
be undertaken. All hazards should be identified, assessed and controlled in accordance with the hierarchy of
controls;

Ensuring that volunteers are provided with and wear appropriate protective equipment and clothing;

Ensuring volunteers are under the direction and supervision, where practicable of a Local Government staff
member;

Ensuring volunteers do not attempt to undertake work that is beyond their capabilities;
Ensuring volunteers hold suitable licenses and qualifications for any work requiring such;

Ensuring volunteers undergo an induction process that covers the policies and practices of the organisation
appropriate to their tasks and duties. The process should include emergency and safety procedures and
principles of safe work practice for the tasks required of the volunteers.
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Volunteer Application Form

VlfTomA pLAIf‘S

9

STERN AUSTRAL

Personal Details

Family Name: ..ot s FIFST INGMIE! oot
Preferred Name: ...

SEFEET AGAIESS: ootttk Rk e
SUBUID/TOWN T ettt s s State: cveeeeeee, Post COde: v,

EMQIT AQAIESS: oot st

AV =10 1T T TP

PRONE: <. s REIQEIONSHIP oo

Do you have a current Driver’s Licence?: YES NO Circle appropriate Car Manual Automatic Circleappropriate
ONEE (€.8. HEAVY VEINICI) ....oooeoieeee s s s bbb

Volunteer Position

Please provide details of the program or specific volunteer role(s) that you are interested in (in order of preference if there are more than one)

Program/Activity (e.g. Library) Location Volunteer Role

Availability to Volunteer

NO. HOUFS/WEEK: ..o SEAIT DATE: ..o

Preferred Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Days: am[] am[] am[] am[] am[] am[] am[]
pm ] pm ] pm ] pm ] pm ] pm ] pm ]

Skills and Qualifications

Formal Qualifications:
(E.g. Diploma, Degree, Trade CertifiCate ETC.) ... bbbt bbb

Other Training/Certification:
(E.g. First Aid, AVANCEA DIIVING ELC.) ooivuevieveceeeeee et es et s sases s s s e saensaesses

Computer Skills:
(E.8. WO, EXCEI, POWEIPOINT EEC.) w..ooveceeeeee e e s st et s e st s s es e ssn s s s seensaees



Referees

Please provide the contact details of two people who are not family and who are willing to act as a referee for your chosen voluntary work position.

This should be person(s) that you have known for at least two years.

REFEIEE 1 NAME: ..ottt RelatioNShip:. ..o
How long have you known this referee? ...........ccccooenuuen.. PhONE: ..o MODIIE ..o
EMII1E et e

REfErEe 2 NAME: ...ttt RelationShip:. ..o
How long have you known this referee? ...........ccccccoeeu..e.. Phone: ..o MODIIE s
EMIQI1E ettt

Referees

This section of the application form must be completed by all applicants 16 years of age and under.

EMAll e e PhONE: ..o MODBIIE: ..o

| give permission for the applicant to work as a volunteer for the Local Government

Parent/Guardian’s SIBNATUIE: ... DAt oo

Medical Information

Under the WA OSH Act 1984 Local Government has a duty of care to ensure the safety and health of any members of the public that have access to Local
Government sites — this includes volunteers. Answers to the following questions will ensure that you are engaged for voluntary work that is appropriate to

your fitness for work and ensure the safety and health of those in our volunteers care.

Do you have any existing medical disability, condition, @llergy OrinJUIY? ... e

How serious is the condition if aggravated?

(] Potentially life threatening
[] Could require medical treatment (Doctor, Hospital etc.)

|

How could we recognise if your condition has recurred or bEeN ag8ravated? ...t




Declaration

I agree to comply with the following terms and conditions that refer to my participation in all voluntary work for Local Gove rnment.

O
O

-

d

| am applying for volunteer work.

lagree tomaintainthe highest standards of confidentiality with respectto any information
obtained during the course of my volunteer work.

Ishallrespecttherights, feelingsand property ofallothers associated with my volunteer work.
| declare that the information contained in this application is true and correct.

| understand that | may be required to undergo an interview and selection process, undertake a
reference check and background check (National Police Clearance and/or Working With Children Check etc.)

| understand that | will be required to undertake an Induction and/or training program prior to my commencement.
I will not smoke, consume or store alcohol or illicit drugs while working voluntarily on site.

I shall cooperate with the Project Manager/Volunteer Coordinator to ensure a safe, healthy and hygienic
team environment.

SHBNATUI: ..ottt ettt et DaAte: oo




Acknowledgement of Undertaking the Volunteers Safety Induction

INGME OF VOIUNTEEIT ...ttt £ b
Dateof Commencement..........cccooovvvevreecervcicieices DateSafety InductionProgramUndertake: .........c..ccccooevevveieieceeecee e

lagreetocomplywiththe following termsand conditions thatreferto my participationinall voluntary work for Local Government.

(]  Suitable clothing to be worn and use of specific Personal Protective Equipment (PPE) (e.g. enclosed footwear,
hat and long sleeves if working outdoors during hot weather)

Hazards associated with the work
Location of first aid kit and contact emergency numbers
Location of Incident Report Forms

Relevant Occupational Safety and Health Procedures

O o g o g

Volunteers are not to undertake the work without completing the required OSH training for the task.

VOIUNTEEI'S SIBNATUIE: ..ot DAte: oo

RePresentative’s SIBNATUIE: ...ttt Date! o




Confidential Criminal Screening Declaration

Declare that I have no criminal convictions recorded against me through crimes against people or property.

| give leave to the Local Government to request Police Clearance if they believe that this is necessary.

NBIMIB. st et

SIBNEA: .ottt Date: oo
Local Government Volunteer

NBIMIB. bbb et

WWIENE@SSEA: ..ot et Date: s

Area Co-ordinator

OfficeUseOnlybeyondthispage




R Initial Induction into Local Government —
Interview/Induction Checklist

i

2
NS T AUSTRAL

Tick box once completed

]  Explained content of the Induction Kit

National Police Clearance/Working With Children Check — ID photocopied
Overseas Visitors — Copy of Medical Insurance required

Copy of Medicare Card

Provide department background information — give service brochure

Provide department Coordinator and Supervisor contact details

O 0O 0o o0odgad

Explain booking procedure for RAC Assessment for own or Local Government vehicles
(if driving is required for the job)

Give invitation to training opportunities letter

Provide Local Government Grievance Procedure and EAP details

Provide and discuss Position Description (to be discussed with Supervisor)
Provide details of any IT requirements

IT Policy to be read and signed off by volunteer

Confirmation of availability and discuss initial probation period and/or wait list
Discuss required dress code (e.g. covered shoes, name badge etc.)
Orientation of OSH department

OSH Induction to be conducted, Assessment to be completed and returned to Supervisor
Discuss optional mileage and public transport reimbursements

Discuss department recognition of volunteer events

Provide a Statement of Service after 5 months

o ooofo0oooooaqoa

Opportunity for questions

Agency Name

[J  Vehicle Insurer notification — handbook sample letter

[C] Copy of current Vehicle Insurance certificate/front and back




VISToklA pLAINS

— Occupational Safety and Health Site Induction

Occupational Safety and Health Policies and Procedures
Tick box once completed

[J Explain general duty of care requirements for both the employer and volunteers as members of the public

a

Provide a copy of the Accident and Incident Reporting Policy, Accident and Incident Reporting Procedure, Accident and
Incident Report Form and explain these documents

Provide a copy of the Hazard Reporting Policy, Procedure and Form and explain these documents

Provide a copy of the Job Safety Analysis (JSA)/Safe Work Method Statement (SWMS) Form and explain these documents
Provide a copy of the Bullying and Harassment Policy and Procedure and explain these documents

Provide a copy of the Grievance Policy and Procedure and explain these documents

Provide a copy of the Training Policy and Procedure and explain these documents

Provide a copy of the Fitness for Work Policy and Procedure explain this document

Provide information onthe Employee Assistance Program and explain the process for engagement

Provide a copy of the Emergency Evacuation Procedure and explain this document

Discuss the process for Resolution of OSH Issues

0 [ A A A A

Discuss the importance of and how to complete the Volunteer Sign In Register

Occupational Safety and Health Policies and Procedures
Tick box once completed

[] Location of Emergency Evacuation Procedure and Diagram

Location of Muster Point

Location of Fire Fighting Equipment

Introduction to Fire Wardens

Location of First Aid Kit and explain expectations of use

Introduction to appointed First Aid Officers

Location of amenities including toilets, hand washing facilities, kitchens etc.
Location of Accident/Incident Report Forms, Hazard Report Forms, JSA’s/SWMS’s

Location of OSHdocumentation

O O o0o0oo0gaoqgao

Orientation of specific equipment and substances to be used




Occupational Safety and Health Volunteer Requirements
Tick box once completed

[C]  Volunteer to be trained in JSA’s/SWMS'’s for the tasks involved for the volunteer work. The JSA/SWMS or other training
should consider the following types of hazards:

Electricity
Hazardous Substances

Manual Tasks and Ergonomics

Mobile Plant

Traffic Management

Plant and equipment
Working from Heights

High Risk Construction Work
Slips, Trips and Falls
Asbestos

Noise

Infectious Disease

Working Alone

Working in hot or cold conditions

Orientation and training in the use of vehicles (includes all vehicles e.g. cars, buses etc.)

O Ooo0oo0doooo0odooqoqooaoao

Ensure all training is recorded and signed off by the volunteer

(] Required Personal Protective Equipment for the work

VOIUNTEET SIZN: oottt ersenie DAte: oo

INAUCEOT SIBN: oottt bbbt s ssenae DAte: oo




Volunteer Reference Check

"IETORIA PLAIPS

E:

STERN AUSTRALY

Volunteer Reference Check

VOIUNTEET INGIMIE: ...ttt e b 2222 s s st es e
VoluNtEer POSItION APPIVING FOI: ..ottt bbbttt
Referee’s Name: ... Phone Work: .......ccccoeeevceenieec. HOME: .o

1. In what capacity do you know the applicant? .......

2. How long have you KNOWN the @PPIICANTT ..ot bbb

3. What are the applicant’s MoSt POSITIVE @TEIDULES? ........co.coiuiieeie sttt st

5.0nascaleof1-10 (10 being excellent) how would you describe the applicants presentation? ...........cc.ccceevereeeiecieeieceeceeeeee e

Initiative
Personalpresentation ..,
Abilitytofollowdirections ..o

6. From your experience how would you describe the applicants possible areas of weakness/concern?...........ccccooveveerverr.

7. 0ptional DepartmMent SPECITIC QUESTIONS ...ttt sttt st

8. Is there anything else you would like to add?. ........

................................................................................................................................................................................................................................................. Name of Staff

members obtaining FEEEIENCE bbb b Date:




Private Vehicle Log Sheet

Please note authorisation of reimbursement requires that all details on this form to be completed.

VOIUNTEET INGIME: .ottt s 2881 80508 14541888 ekt
VIETORIA pLAlf‘s
5 .

STERN AUSTRAL

Please circle engine size: (1) Over 2600cc = 0.75c¢ (2) 1601 — 2600cc = 0.74c (3) 1600cc & under = 0.63c

Odometer Reading Odometer Reading Kilometres
Trip Start Trip End Travelled

Volunteer Department Destination Date of Journey

Amount in dollars to be
SUB TOTAL . $
reimbursed




Odometer Reading Odometer Reading Kilometres
Trip Start Trip End Travelled

Volunteer Department Destination Date of Journey

Amount in dollar
SUB TOTAL ount do-a s to be $
reimbursed

SigNAtUre VOIUNTEEr SUPEIVISOI: ......cvuiviieicieiee ettt DAte: .o

Signature Department CO OrdiNator: ... Date: s

* N.B Department Coordinator to notify accounts dept of volunteer’'s name / date & full amount of reimbursement



Sample Volunteer
g Position Description

Position description

1. Title Volunteer Driver
2. Department/Section Community Services

3. Key Objective of Position

= To transport elderly rate payers to the local shopping centre once a week.
= To transport elderly citizens to the Seniors Centre and special events as requested.

4, Outcomes for the Position

= To encourage and assist the elderly clients to remain in their own homes.
= To encourage elderly clients to socialise within their community.

5. Volunteer Responsibilities

= Conform to the duty of care requirements ensuring their own safety and that of others through the prevention of any
adverse acts or omissions.
= Must comply with the safety procedures and directions agreed between management, employees and volunteers.

= Must not wilfully interfere with or misuse items or facilities provided in the interests of safety and health of Local
Government employees and volunteers

= Must report potential hazards and accidents/incidents to their supervisor.

6. Key Duties/Responsibilities
= Customer Service
= Respond to all telephone and counter enquiries for transport of the elderly clients and initiate appropriate action.
= Attend to transport bookings
= Maintain Local Government vehicle in a clean and proper manner.
= Maintain records of mileage and advise supervisor of service requirements.
= Maintain records of the number of clients transported.

7. Professional Development

= Discuss training needs at performance appraisals and attended training as requested by your supervisor.

 Attend staff meetings as directed

8. Responsible to Community Services Manager

9. Selection Criteria

= Current Drivers Licence

= Good verbal communications skills

= Police Clearance

= Knowledge of Council area desirable

= Experience with the elderly clients desirable

STBNMEA: oo DAte: ..o

MANAGEI/SUPEIVISOT: .oovvveveieireieiseesessssesss et ssss sttt Date: s



\"_CTORIA pLAINZ
YEsy EnN AUSTRA 1A

How to Develop a

A Volunteer Position Description is the
process of describing and recording the
basic elements of a specific position.

The general aims of a Volunteer Position
Description are to:

* Document and clarify that thisis a
volunteer position and is not in
breach of the volunteer policy.

Define duties and responsibilities for
current and prospective volunteers.

= Ensure that departmental objectives
are reflected in the tasks being
carried out.

Collect the following data

= What is the overall purpose of the
volunteer position?

* What are the key tasks?
= Are they stillnecessary?

= Could any of the functions be
done more appropriately as part
of another job?

= What are the required skills and
qualifications?

= Where does the volunteer position sit
in relation to other positions?

= Review any previous position
descriptions.

= What skills or training is required?

= Whom the volunteer will directly
report to?

The Volunteer Position Description
lists the position title, its objectives,
organisational relationships,

tasks, duties, responsibilities

and performance standards. It is

a fundamental human resource
management tool, which establishes
the requirements and parameters of the
position for both the Volunteer and the
Volunteer Supervisor or Manager.

Recruiting and retaining Volunteers
is the same as recruiting paid staff.
Volunteers give their time for many
reasons, they want to be treated as
equals, know what is expected of them
and rewarded with job satisfaction.

Volunteer Position Descriptions should
contain the following contents:

= The position title;

= The objective(s) of the position
included in a short statement, both
within the relevant Department/
Division and within the Local
Government as awhole;

» The requirements of the position,
including skills, knowledge,
experience and qualifications/
training;

= The key duties and responsibilities
of the position, usually listed in
descending order ofimportance;

= The organisation relationships of the
position such as which the position
reports to, which position(s) it is
responsible for, details of internal
and externalliaison;

» The extent of Local Government the
position has;

« Essential and desirableselection
criteria; and

= Last review date of the position
description.

Following these guidelines will produce
a document that clearly outlines the
requirements of a position and will
clarify the job functions for both
existing and potential Volunteers.

Recruiting the most suitable Volunteer
will be greatly assisted by the accurate
specification of selection criteria

for each position. Selection criteria
allows Volunteers to see how they
will be assessed and provides those
responsible for selecting Volunteers
with a clear outline of requirements
for good and safe performance in the
position.

Volunteers who will be working with
children and youth are required to have
aWorking With Children Clearance.

Selection Criteria

The selection criteria for the job
should comprise the skills, knowledge,
experience, and qualifications required
to do thejob.

The selection criteria form the basis for
the decision to choose one volunteer
over another. The selection criteria
should also identify the essential
criteria as well as the desirable criteria.

Position Description

Developing selection criteria facilitates
a systematic approach to choosing
the best person for the job it sets the
standards which will be used

to measure suitability. Selection
criteria can also form the basis

for questions that are asked at the
interview stage. Selection criteria
promote fair processes and the
principles of equal opportunity.

Selection Criteria Checklist

= Include only those skills,
qualifications and attributes, which
are relevant to theposition.

= Specify which skills and qualifications
are mandatory, or essential to the job
being done properly, and which are
desirable but notessential.

= Donotusediscriminatory language:
itisillegal to specify selection criteria
suchassex, race and marital status.

» Where relevant, be specific about
tasks involved, such as ability to
lift, use heavy equipment, so that
people with disabilities are not
misled regarding essential position
requirements.

= Clearly and carefully specify any
special skills required to do the job.
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Shire of Victoria Plains

Register of Volunteers

Public Liability and Personal Accident Insurance Purposes Only

Council Department Duties Date Duties Training Date Training

ULl R Responsible Undertaken Required Completed

Yes / No

Yes / No

Yes / No

Yes / No

Yes / No

Yes / No

This spread sheet must be completed for all events where Volunteers will be utilised.
Personal Accident Insurance is restricted to Volunteers aged 16 - 90 years old only. There is limited cover for Volunteers aged 75 - 90.
Volunteers are only covered by the Shire’s insurance policy if they are direct Volunteers of the Shire.

Any person who is performing duties for the Shire on behalf of a group eg Rotary Club, Schools, Scouts etc will not be covered by the Shire’s Insurance Policy.

The Shire should request a Certificate of Currency for Public Liability Insurance and Personal Accident Insurance from any Organisation supplying Volunteers to ensure these Organisations
carry adequate insurance and that the Shire is protected.

A copy of this completed form must be returned to the Shire Officer responsible for Insurance.

Completion of this form does not constitute insurance cover for these Volunteers - confirmation of cover must be gained from the Shire’s Insurance Officer



Resources

LGIS Guide to Managing Volunteers in Western Australian Local Government




