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VOLUNTEER POLICY

Old Treasury Building
VOLUNTEER POLICY
The Old Treasury Building is internationally recognised as one of Australia’s most significant heritage buildings.  The Old Treasury Building is owned by the State Government and is the responsibility of the Minister for Finance.  The Old Treasury Building Reserve Committee of Management is responsible for the management of the building.

The aims of the Old Treasury Building are:

· To attract high quality exhibitions appropriate to the physical space, that increase the profile and impact positively on visitation rates
· To enhance the cultural and artistic sensibilities of visitors by exhibiting works that challenge, enlighten, inform and promote curiosity or debate.

Old Treasury Building Volunteers

· Volunteers make a vital contribution to the Old Treasury Building
· Volunteers supplement and assist staff and perform a variety of tasks of benefit to the organisation
· Volunteers provide their services to the Old Treasury Building without financial payment other than travel re-imbursement.  

Objectives of the Old Treasury Building Volunteer Program
· To implement recruitment strategies which invite volunteers within the community to contribute and participate in the museum

· To provide training and professional development for volunteers

· To provide satisfying work for volunteers

· To have policies and practises in place to enable good and effective management
· To undertake regular evaluation and review of the volunteer program

Role of the Volunteer

Volunteers engage in tasks which:

· Are mutually agreed upon between the Old Treasury Building and the volunteer

· Can be performed satisfactorily given in-service training

Employment and recruitment procedures

· New volunteers will be recruited by the volunteer coordinator

· Volunteers will be required to an initial interview
· Volunteers will be provided with a job description

· Volunteers will be required to adhere to a professional dress code

· Volunteers will be required to work within the position description

Orientation, education and training

· Volunteers will attend an orientation session

· Volunteers will be required to attend training sessions or will receive on-the-job training

· Volunteers will be given handout material and information relating to the building and front of house procedures

· Volunteers will be required to participate in on-going staff development programs

Time Commitment of Volunteer Staff

The number of hours worked will be mutually agreed upon between the volunteer and the volunteer co-ordinator but will consist of a minimum three hour shift per week, fortnight or month.

The volunteer will be encouraged to make a realistic commitment in terms of times on rosters, and should recognise that it is expected that these commitments be fulfilled.  If unable to fulfil their commitments volunteers must contact the Old Treasury Building with reasonable notice.  
Leave of Absence: If a volunteer is inactive for longer than 3 months, without consulting OTB management, the position will be terminated. 
Volunteer Rights

· Provide a safe and healthy workplace environment

· An orientation session which provides information about the organisation including policy and procedures
· Be provided with sufficient training and supervision
· Protected by appropriate insurance
· Personal information dealt with in a confidential manner

· Informed and consulted on matters affecting volunteers and their work
· Accept volunteers as co-workers to be recognised and rewarded for their

· contributions by:

· encouraging positive relationships between staff and volunteers

· providing opportunities for social interaction between staff and volunteers
· by the provision of work references for volunteers

Volunteer Responsibilities

· Be reliable, punctual and responsible in performing tasks and duties

· Respect confidentiality

· Carry out duties listed in volunteer position description

· Represent the Old Treasury Building in a positive and professional manner

· Undertake training and attend professional development session as requested

· Be open to evaluation and feedback

· Ask for support when it is needed

· Communicate relevant and important information to staff members

· Notify the volunteer co-ordinator if unavailable for a rostered shift

· Notify the volunteer co-ordinator if unable to continue volunteer commitment

Duty of Care

The fundamental obligation that anyone working, whatever the type of service and whatever their role, is to keep people safe. The legal term duty of care refers to this obligation and has implications for the organisation and operation of services.

John Donne, English poet in the 17th century, wrote that “no man is an island”. What he meant was that no one lives in isolation. Whenever people interact and form relationships, whether personal or professional, it is inevitable that obligations will develop. It is generally accepted that people in authority have responsibility for those in their charge. Teachers have responsibility for their students, parents for their children and employers for their employees. 

As Volunteers at the Old Treasury you have a ‘duty of care’ to those persons who work in the building and those who visit. 

Confidentiality

Confidentiality within the workplace must be respected at all times.  Personal details of current volunteers are kept on file and are confidential.

Grievances Procedures

The volunteer’s coordinator is responsible for following up any issues between volunteers and the organisation as a whole.  If there are unresolved concerns regarding the work of a volunteer, management reserve the right to terminate the work agreement after consultation between all parties. A volunteer may withdraw from the role of volunteer at any time but notice is required.
Personal Insurance

A personal accident policy covers volunteer workers whilst actually engaged in unpaid voluntary work on behalf of the Old Treasury Building.  Volunteers are covered to and from the workplace. (See Certificate of Currency – Group Personal Accident).
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