Frequently Asked Questions and Tips for Demonstrating Best Practice
1. How are the NAB Awards different from a grants program?
Unlike a grants program, where groups seek funding for a project or program that they have planned in the future, these Awards are recognition for the great volunteer work that has already been undertaken. Through the Awards, the National seeks to pay tribute to the outstanding volunteer work conducted over the past 12 months. When nominating, groups should focus on the achievements of their volunteer program as the basis of their nomination, rather than on the money and why they need it.

2. Who is eligible to nominate for the Awards?
To be eligible for a NAB Volunteer Award, groups must be a local or regional not-for-profit group, club or organisation, active within an Australian community within the last 12 months and be operating with a majority of volunteers.  Your nomination must fit one of the seven award categories.  

3. Can state or national groups submit a nomination?
State or National groups can only apply from the lowest tier of their particular organisation. If a state or national organisation has branches, offices or clubs below it at a local or regional level, they themselves cannot apply for an Award. 

4. We’ve already won a National Volunteer Award, can we apply in 2006? 

As the NAB Volunteer Awards are judged on Best Practice, previous entrants are eligible to nominate again in 2006.

5. How do eligible organisations nominate? 
Nominations will be accepted by mail or online. (Please choose one process only).  Nomination forms are also available in all National branches or can be downloaded from the ‘Community’ section of www.national.com.au

6. How many nominations can I make?
Only one nomination per community organisation can be accepted.

7. When do nominations close?
28 June 2006

8. When are the winners announced?
Judging commences on 7 July.  Winners will be announced in October 2006.

9. Who judges the Awards?
Judging is totally independent of the National Australia Bank. Initially the staff of Volunteering Australia review all nominations and develop a short-list in each category for each state/territory. The short-listed nominations are then collated into the seven categories and sent to the panel of judges of each category for final judging. The judges are representatives from Australia’s major not-for-profit organisations and community leaders whose experience is relevant to the category.

10. Who is Volunteering Australia?
Volunteering Australia is the national peak body working to advance volunteering in the Australian community.  Volunteering Australia exists to raise the profile of volunteering in Australia and to ensure that the contribution volunteering makes to civil society is recognised.  Volunteering Australia’s network consists of the state and territory volunteering centres and the network of regional volunteer resource centres located around Australia.   Additional information about Volunteering Australia can be found  on www.volunteeringaustralia.org
11. What are the judging criteria?
Nominations will be judged on the following criteria and weighted according to the order of sequence listed below: 

· Best practice in volunteering (see FAQ document)

· Benefits of the organisation and its activities to its target group

· Benefits of the organisation and its activities to the local community generally 

· Degree of innovation demonstrated in volunteering

· Degree of innovation demonstrated in the project or activities 
12. Apart from the work we do on an on-going basis, our group does not undertake any special projects.  Are we still eligible to enter?
Yes. Both volunteer groups undertaking on-going projects or programs and those with a one-off project or program are eligible to enter.

13. What happens if I fill in my nomination form incorrectly?
Should your nomination form be incorrectly completed you will be contacted and your nomination will be returned to you.  You will have the opportunity to resubmit a new application as long as this is received prior to the closing date of 28 June 2006.

14. Our project fits into more than one Award category. What should we do?
You can only nominate your project or program in one Award category, so if there is overlap, you must choose the category which you believe fits best.

15. Can I photocopy the nomination form? 
Yes. The nomination form does not have to be an original. 

16.  Do I include support material and the reference letter with my nomination?

Yes.  All support material and the reference letter must accompany your nomination at the time of submission.

17. How do I know if you have received my nomination?
All nominees will receive an email or a letter acknowledging receipt of their nomination within two weeks.
18.  Who can be referees? 
Preferably, the references should come from someone outside your organisation, who knows about the work you do and who can write a letter of support attesting to the value of your organisation. This might be a Member of Parliament, a local councillor or a representative from another non-profit organisation.   A sample reference letter is available in the ‘Community’ section of www.national.com.au

19. Can I submit videos or audio cassettes with my nomination?
Videos and cassettes will not be accepted. The only support material allowed with your nomination will be printed materials and photographs.

20. Will nominations be returned? 
Nominations and support material are not returned at the conclusion of the Awards, so it is important that groups do not submit original documents.  

21. What is the best way to present or set-out the nomination? 
The most effective way of presenting your nomination is to address each section individually using numbered headings  to distinguish between the questions. This keeps your responses relevant and succinct and enables the judges to find the information they are looking for quickly and easily.   Bullet point format is encouraged. Your application must not exceed 4 typed A4 pages in total.  The nomination submitted is final and no additional information can be taken into account after your nomination has been received. 

22. How are the state and national winners determined? 
The judges for each category decide individually and score each short-listed nomination based on the judging criteria (see Nomination Form). The state winners are the nominees who receive the highest total points from the judges for that category in that state or territory.   The national winners are determined from the highest scoring state/territory winner in each category.

23. Who can receive a Merit Award?

Nominations that receive the top 10 scores in their category will receive a merit certificate.  Merit Awards have been introduced this year due to the number of high quality nominations received in 2005.

24. Can an individual be nominated? 
No. The National Volunteer Awards recognise and reward groups and organisations rather than individual volunteers. 

25. Can a group nominate themselves or does it have to be from a third party? 
The nomination really does need to come from the group, as they are in the best position to communicate their achievements, along with details about their structure.  If you know of a volunteer group which is worthy of recognition, please feel free to forward them information about the Awards.   

26. Is there anything in particular that the Awards prize money must be spent on?
Yes, the money must be spent on the organisation's activities. There are no other conditions. 

What is ‘Best Practice’ and Tips on demonstrating Best Practice it in your nomination 

‘Best practice’ is the generally accepted best way of doing something, in this case it is managing your volunteers. You need to demonstrate your best practice by outlining what you do to assist volunteers to fit it in and feel comfortable working in your project. Best practice in volunteering happens through good management.  Your organisation is achieving best practice when volunteers are managed in such a way as to ensure that their needs are met along with the needs of the organisation. 

‘Best practice’ volunteering does not mean you need to have formal volunteer management practices or have an extensive manual.  To show best practice for the awards you need to have an organised approach to managing your volunteers that aims to meet the needs of volunteers along with the ongoing needs of your organisation. 

Examples of this could include:

· Having a checklist for new volunteers to familiarise them with the team. 

· Suggestion box/questionnaire to improve processes.
· Even something informal like site visits can be considered
The following will help you highlight your organisations’ best practice in volunteering as part of your nomination for the 2006 NAB Volunteer Awards. 

Tips for Question 8:

Do you have someone designed to manage or co-ordinate your volunteers?  If yes, please briefly describe this person’s responsibilities.
Not all organisations have the resources for a full-time paid manager of volunteers.  Many organisations have co-ordinators of volunteers who are part-time or volunteers themselves.  Best practice only requires that there be someone in the organisation who is recognised by the volunteers and other staff as the key contact and reference point for volunteers.

Consider:

· Who is responsible for planning your volunteer roster?
· Is there someone responsible for providing or organising volunteer training?

· If a volunteer has special needs (physical disability, chronic illness etc.) how are they met?

Tips for Question 9

Do you have a planned and non-discriminatory approach to recruiting and selecting volunteers?  If yes, please describe what you do achieve this.

Many organisations find attracting and retaining volunteers difficult.  Judges will be looking for organisations with:

· planned and clearly documented volunteer recruitment

· selection and orientation policies

· procedures that  attract and keep the requirement of effective volunteers.

Consider:

· How are volunteers recruited?

· How does your organisation encourage volunteers from diverse backgrounds?

· Are members and potential members made aware of any non-discriminatory policy?

Tips for Question 10:

Please describe how you induct new volunteers into your organisation.
Best practice recommends new volunteers receive an orientation once recruited. 

Consider:

· Are new volunteers given an orientation and introduced to current members? 

· Are volunteers given information about your organisation’s objectives and activities?

· Do volunteers understand their role and responsibilities?

· Are new volunteers mentored?

Tips for Question 11:

Describe how you  ensure that your volunteers work in a  safe environment and are protected if they are injured whilst volunteering.

Consider:

· Does your organisation have procedures developed to ensure that all relevant health and safety issues are managed?

· Are members trained in Occupational Health and Safety?

· Are there guidelines for the safe use of equipment?
· How are incidents reported, recorded and addressed?
Tips for Question 12:

Does your organisation provide its volunteers with training?  If yes, please give examples

Consider:

· How do your volunteers obtain the knowledge, skills and feedback required for their role? 

· What does the training cover (i.e. leadership, safety, specialist training)?

· What is the length of training time?  

· Is training or a refresher provided on a regular basis?

· Do more experienced volunteers mentor newcomers?

Tips Question 13:

Does your organisation recognise your volunteers and celebrate their achievements?  If yes, please tell us how

Consider:

· How are volunteers recognised (annual report, newsletter, noticeboard)

· Do you have service recognition (e.g. certificates, awards, medal nominations)?
· Are references, where required, provided?

· Are volunteers thanked during meetings?
Tips for Question 14:

How do you assess your volunteers’ satisfaction with the work they are doing?

Consider:

· Is there a regular debriefing process?

· Is feedback encouraged?  Are there opportunities for volunteers to provide feedback (by phone, in person or in writing)?

· Is data collected about e.g. volunteer retention/turnover rates, grievances

· Do you hold exit interviews when volunteers decide to leave the organisation?  Is feedback from the exit interviews used to improve volunteer management?

