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Policies, procedures and documents for community organisations engaging volunteers
Detailed below are suggested policies and procedures and related documents under the National Standards for Volunteering. It should be noted that these are suggested only, and each organisation should determine their need based on:

· Size and complexity of the organisation

· Number of volunteers engaged in the organisation

· Funding or other regulatory or legislative requirements

For small, unincorporated or unfunded organisations, many may not be applicable, or they may only require one or two sentences in a small consolidated policy manual. For larger organisations, detailed documents may be required. As part of utilising this checklist, you should consider these factors.

	Policy Name or related documents
	Have it?
	Need it?
	Last reviewed?
	Needs reworking?
	Other comments

	National Standard 1. Organisational policy and procedure development

	Policy development and review policy
	
	
	
	
	

	Branding, Intellectual property and Copyright policy
	
	
	
	
	

	Policy and procedure manual
	
	
	
	
	

	Constitution
	
	
	
	
	

	Member’s register
	
	
	
	
	

	National Standard 2. Management responsibilities

	General policy of volunteer engagement, including:

· Rights and responsibilities

· Supervision and support

· Recognition

· Conditions (hours)

· Reporting, review and evaluation of volunteer program
	
	
	
	
	

	Risk management policy
	
	
	
	
	

	Anti-discrimination, equal opportunity and sexual harassment policy
	
	
	
	
	

	Insurances for volunteers policy
	
	
	
	
	

	Credit card usage policy
	
	
	
	
	

	Document management policy
	
	
	
	
	

	Decision making policy
	
	
	
	
	

	Conflict of interest policy
	
	
	
	
	

	Budget planning and preparation policy
	
	
	
	
	

	Relevant IR legislation
	
	
	
	
	

	Certificates of Insurances
	
	
	
	
	

	Budgets and financial records
	
	
	
	
	

	Asset register
	
	
	
	
	

	National Standard 3. Recruitment

	Recruitment policy, including procedures on:

· Planning (job design, equity and equal opportunity)

· Interviewing and selection

· Screening (police checks, references, etc)

· Right of refusal

· Offer and probation
	
	
	
	
	

	Induction / orientation policy and procedure
	
	
	
	
	

	Job profiles, including criteria
	
	
	
	
	

	Job application form
	
	
	
	
	

	Application acknowledgement letter
	
	
	
	
	

	Police check sign off form
	
	
	
	
	

	Orientation pack/handbook
	
	
	
	
	

	Volunteer agreement (including conflict of interest declaration)
	
	
	
	
	

	Confidentiality Agreement
	
	
	
	
	

	National Standard 4. Work and its environment

	Health and Safety policy, including procedures on:

· General working conditions

· Injury reporting

· Evacuation
	
	
	
	
	

	Privacy/Confidentiality policy
	
	
	
	
	

	Representation of organisation policy
	
	
	
	
	

	Expense reimbursement policy
	
	
	
	
	

	Grievance policy
	
	
	
	
	

	Absence / Leave policy
	
	
	
	
	

	Discipline and dismissal policy
	
	
	
	
	

	Exit policy and procedure
	
	
	
	
	

	Travel policy
	
	
	
	
	

	Motor vehicle usage policy
	
	
	
	
	

	Private use of equipment policy
	
	
	
	
	

	Internet usage policy
	
	
	
	
	

	Job descriptions
	
	
	
	
	

	Attendance sheet
	
	
	
	
	

	Expense claim form
	
	
	
	
	

	Code of conduct, including:

· Dress code
· Appropriate language

· Duty of care

· Discrimination

· Harassment

· Access to premises

· Phone/equipment usage

· Internet usage
	
	
	
	
	

	Accident/Incident report
	
	
	
	
	

	Equipment usage procedures
	
	
	
	
	

	Volunteer feedback survey
	
	
	
	
	

	Leave request form
	
	
	
	
	

	Exit interview form
	
	
	
	
	

	Statement of Service
	
	
	
	
	

	National Standard 5. Training and development

	Education and training policy
	
	
	
	
	

	Supervision and support policy
	
	
	
	
	

	Performance management policy
	
	
	
	
	

	Cooperative Action Plan (Performance review)
	
	
	
	
	

	Recognition events plan/calendar
	
	
	
	
	

	National Standard 6. Service Delivery

	Service standards
	
	
	
	
	

	Handling complaints policy
	
	
	
	
	

	Customer surveys/feedback forms
	
	
	
	
	

	Customer complaint form
	
	
	
	
	

	National Standard 7. Documentation and Records

	Document / record control policy, including procedures on:

· Creating and updating documents

· Filing and storage of documents
	
	
	
	
	

	Data collection policy (personal information)
	
	
	
	
	

	Document Master List
	
	
	
	
	

	Document approval form
	
	
	
	
	

	Attendance register (for reporting statistics)
	
	
	
	
	

	National Standard 8. Continuous Improvement

	Volunteer program evaluation policy and procedure
	
	
	
	
	

	Copy of National Standards for Involving volunteers
	
	
	
	
	

	Feedback forms/surveys
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