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National Standards for Involving Volunteers in Not-for-profit Organisations
Key areas
1. Policy and Procedures

	An organisation that involves volunteers shall define and document its policies and procedures for volunteer involvement and ensure that these are understood, implemented and maintained at all levels of the organisation where volunteers are involved.
	· General Policy

· Management system policies

· Operating procedures

· Policy and procedure reviews

	Intent: A policy and procedural framework to provide direction and structure to managing volunteers


2. Management Responsibility

	An organisation that involves volunteers shall ensure that volunteers are managed within a defined system and by capable personnel with the authority and resources to achieve the organisation's policy goals.
	· Management System

· Authority and responsibility

· Social responsibilities

· Management review

· Resources

	Intent:  Establish management system and structure to support volunteers and NFP management including lines of authority, risk, resources and community responsibility


3. Recruitment, Selection and Orientation

	An organisation that involves volunteers shall plan and have clearly documented volunteer recruitment, selection and orientation policies and procedures that are consistent with non-discriminatory practices and guidelines.
	· Policy and planning

· Selection procedures

· Volunteer orientation

	Intent: Ensure the process is planned, non discriminatory, controlled and meets organisation and volunteer needs


4. Work and the Workplace

	An organisation that involves volunteers shall clearly specify and control the work of volunteers and ensure that their place of work is conducive to preserving their health, safety and general well-being.
	· Volunteer roles

· Work satisfaction

· Health and safety

	Intent:  Volunteer roles are documented, controlled, monitored supported, reviewed, are satisfying, include communication and OH&S


5. Training and development

	An organisation that involves volunteers shall ensure that volunteers obtain the knowledge, skills, feedback on work, and the recognition needed to effectively carry out their responsibilities.
	· Policy and resources

· Training and development

· Work appraisal

· Volunteer recognition

	Intent:  Needs based training for job performance, organisation development including feedback and recognition


6. Service Delivery

	An organisation that involves volunteers shall ensure that appropriate processes and procedures are established and followed for the effective planning, control and review of all activities relation to the delivery of services by volunteers.
	· Management responsibilities

· Services review

	Intent:  Ensure the org knows what it takes to deliver service so they are predictable, known and understood by volunteers


7. Documentation and Records

	An organisation that involves volunteers shall establish a system an have defined procedures to control all documentation and personnel records that relate to the management of volunteers.
	· Personnel records

· System documentation and control


	Intent:  Ensure processes are monitored, improvements captured, gains maintained in systematic controlled secure way


8. Continuous Improvement

	An organisation that involves volunteers shall plan and continually review its volunteer management system to ensure that opportunities to improve the quality of the system are identified and actively pursued.
	· Policy and resources

· Data collection and analysis

· Quality improvement

	Intent:  Systems to ensure systematic and continuous improvement process
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