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Introduction
1.1 Purpose

The purpose of this document is to provide a series of guiding principles for managing volunteers at Castlemaine Historical Society Inc. The document also provides a framework for creating procedures and services to manage volunteers with reference to the National Standards for Volunteer Project Management from Volunteering Australia.  

1.2 Scope
This policy applies to CHSI volunteers working on site at:


· Former Courthouse, 7 Goldsmith Crescent, Castlemaine

· Off site.

1.3
Code of Practice
The Society is a not for profit voluntary organisation operating under a Constitution complying with the Associations Incorporation Act as amended and approved by Department of Justice Consumer Affairs Victoria.  Incorporation provides protection for members and their personal assets in the event of a legal dispute.

Legal liability cover for the sum of 20,000,000 Australia wide and Personal Accident cover for expenses in excess of Medicare and private medical insurance for all members aged under 90 is provided.

Roles and duties of office bearers are defined clearly in the CHSI Rules, Regulations and Policies manual.

The Code of Practice embraces members and non-members, as all engaged in the Society’s affairs do so voluntarily.

In order to enhance the Volunteers’ experience and to comply with the legislation and duty of care, the Code of Practice for CHSI is as set out in1.4 CHSI Obligations.
Obligations

In order to enhance the volunteers’ experience and comply with legislation and duty of care the following obligations will be met by both CHSI and volunteers.

1.4 CHSI Obligations

· Engage volunteers in accordance with CHSI workplace behaviour policies.

· Provide volunteers with appropriate induction and training.

· Resource and support volunteers who assist in the provision of CHSI services and programs.
· Provide volunteers with a healthy and safe workplace.

· Provide appropriate and adequate insurance coverage for volunteers and ensure they understand the coverage provided for them.

· Provide appropriate levels of support and management for volunteers.

· Provide volunteers with a copy of policies pertaining to volunteers.

· Ensure that the rights of volunteers are respected and take action if they are infringed.

· Reimburse volunteers for agreed out of pocket expenses. Note: Reimbursement of travel to CHSI is not an agreed out of pocket expense.

· Treat volunteers equally as valued team members, and advise them of opportunities to participate in decision-making.

· Acknowledge the contributions of volunteers.
1.5 Volunteer Obligations

· Read notifications and communications from CHSI.

· Acknowledge that volunteers work and associated copyright vested in the work, undertaken on behalf of CHSI is assumed to be the property of CHSI and may be used by CHSI for any purpose.

· Acknowledge that CHSI reserves the right to assert that there are inherent requirements for inclusion in the volunteer program.

· Acknowledge that projects offered by CHSI will be selected to suit CHSI’s strategic direction, and may not always match an individual volunteer’s skills and interests

· Be committed to and support CHSI’s aims and objectives.

· To not disclose any sensitive information received whilst undertaking their tasks (eg the contents of closed records).

· Respect and work towards CHSI Values – see Values at end.

· Comply with CHSI policies relevant to their role.

· When working on a project, abide by all reasonable instructions provided by the project manager, CHSI members or the organisation.

· Give constructive feedback (i.e. participate in evaluations) when asked to do so.

· Be accountable and accept constructive feedback.

· Undertake training as required and ask for support when it is needed.

· When discussing CHSI activities, clearly state that the views being provided are their own and that they are not speaking on behalf of CHSI.

· Acknowledge and respect decisions made by CHSI.

· Behave respectfully in online environments managed by CHSI.

· Abide by all legislative responsibilities under the Equal Opportunity Act 2010 and the Occupational Health and Safety Act 2004, including the immediate reporting of any workplace injuries, near misses, or emerging risks.

Values

Castlemaine Historical Society’s volunteers work closely with historic records from our collection – all projects have the aim of preserving our collection and making its content accessible to researchers.  Working with heritage is an important way to preserve and understand a community’s history.  Increasingly, community heritage holds the story of a community’s identity.  The volunteer program is focused on supporting the initiatives of the Constitution and providing a variety of alternatives to suit our volunteer’s time commitments, existing skills and desire to expand their skills.  
	Responsiveness

We provide accurate and impartial advice.
We deliver quality services to the community.

We are open to new ideas and different approaches that will achieve the most effective results.
	Integrity

We are open and honest in dealing with our members, clients, and the community. 

We strive to provide equal access to all our products and services. 

We act responsibly and avoid any real or apparent conflicts of interest.
	Impartiality

We make decisions and provide advice that is fair, objective and without self-interest. 

We work to serve the public good.
	Accountability

We are transparent and take responsibility for our actions. 

We maintain a sustainable workplace environment and seek to achieve the best use of resources.

	Respect

We respect our colleagues, public officials and members of the community and treat them fairly and objectively. 

We are inclusive. 

We do not tolerate harassment, bullying or discrimination.
	Leadership

We promote record keeping best practice and innovation. 

We lead by example. 

We create positive and productive working relationships. 

We support, motivate and strive to develop our volunteers to reach their full potential.
	Human Rights

We respect and support the Charter of Human Rights and 

Responsibilities in all decisions and advice and abide by all appropriate legislation.
	Collaboration 

We consult and engage with the Castlemaine community and our clients and members. 

We seek, encourage and value the contribution and skills of the people we work with. 
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