
 

 Volunteer Program Policy 
 Page 1 of 5 
 

VOLUNTEER POLICY 
 
 
 
 

Responsible Officer Group Manager Community Place 
Contact Officer Place Facilitator (Volunteer Management) 
Authorisation Port Macquarie-Hastings Council 

TBD 
Effective Date TBD 
Modifications Nil 
Superseded Documents Nil 
Review Group Manager Community Place 
File Number TBD 
Associated Documents Council’s Code of Conduct. 

Toolkit for Volunteer Management 7th Edition (Way2Go 
Volunteering, 2014). 
National Standards for Involving Volunteers. 

 
1. INTRODUCTION 

 
Port Macquarie-Hastings Council engages the services of volunteers directly through 
projects and indirectly through partnerships with community organisations. Council 
recognises that volunteers and community organisations are integral to a strong community 
and make a valuable contribution to community life both socially and economically. Council 
supports many projects that volunteers and community organisations can become involved 
in by providing a clear, quick and simple pathway.  
 

2. POLICY OBJECTIVE 
 
The objectives of this Policy are to establish a framework to guide the way Council engages 
with volunteers and community organisations. 
 

3. POLICY SCOPE 
 
This Policy applies to: 

• Individuals aged 10 upwards who wish to volunteer with Council; 
• All Councillors (including the Mayor) and all Council officers; 
• Members of insured community organisations where:-  

o The community organisation members are conducting the work voluntarily (see 
definition); 

o The works conducted have been pre-approved by Council; and 
o The community organisations hold their own insurance appropriate to the 

activity being conducted. This insurance will be a minimum of $20,000,000 of 
public liability insurance and may also preferably include personal accident 
insurance (volunteer insurance). 

 
This Policy does not apply to: 

• Individuals under the age of 10 and below who wish to volunteer with Council; 
• Community organisations conducting projects on which Council has given no 

guidance or support and in which Council has not been involved in the planning of 
the project; 

• Other volunteer  associations that employ at least some paid workers; and 
• Any volunteer or community organisations, whether working as part of a group or as 

an individual, that have not been officially appointed as a volunteer by Council. 
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4. DEFINITIONS 

 
Community 
Organisations: 

Covers all Insured Not-for-Profit Community Organisations. 

Council officer: A member of Council staff. 
Councillors: Elected Council representatives, including the Mayor. 
Director: 2nd tier management position and titled as such. 
General Manager: 1st tier management position and titled as such. 
Group Manager: 3rd tier management position and titled as such. 
Not-for-Profit 
Community 
Organisations: 

A non-profit organisation is an organisation that is not operating for 
the profit or gain of its individual members, whether these gains 
would have been direct or indirect. This applies both while the 
organisation is operating and when it winds up. Any profit made by 
the organisation goes back into the operation of the organisation to 
carry out its purposes and is not distributed to any of its members. 
Such groups usually have altruistic objectives focused on improving 
their community. 

Program Manager: Paid employee of Council who is responsible for managing the 
project that is being contributed to by volunteers. 

Voluntary: Provision of services without monetary or other reward. 
Volunteer: Any person from the community who offers to assist Council in 

providing services for Council, or for a project managed by Council, 
without monetary reward and who has been inducted and 
acknowledged by Council as a volunteer on the Volunteer Register. 

Volunteer 
Association: 

Volunteer Associations or Groups that employ at least some paid 
workers. Organisations that are recognised as volunteer 
associations with paid staff automatically become a “Person 
Conducting a Business or Undertaking” under WH&S legislation and 
will have a responsibility for their members or staff. 

Volunteer 
Coordinator: 

Paid employee of Council who is responsible for coordinating the 
activities of volunteers, but not acting in a supervisory capacity. 

Volunteer 
Supervisor: 

Any volunteer leader within the volunteer group, registered with 
Council. 

  
 

5. LEGAL & POLICY FRAMEWORK 
 
• Anti-Discrimination Act 1977 
• Child Protection (Working with Children) Act 2012 
• Firearms Act 1996 
• Game and Feral Animal Control Act 2002 
• Local Government Act 1993 
• Pesticides Act 1999 
• Privacy and Personal Information Protection Act 1998 
• Public Interest Disclosures Act 1994 
• Work Health and Safety Act 2011 
• Work Health and Safety Regulation 2011 
 

6. POLICY STATEMENT 
 
Please refer to Policy section. 
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7. IMPLEMENTATION 
 

7.1 Roles and Responsibilities 
 
The following Council officers are responsible for the implementation of and adherence to 
this Policy: 

• General Manager.  
• Director Community and Economic Growth. 
• Group Manager Community Place. 

 
7.2 Support and Advice 
 

The following Council officers may provide support and advice on this Policy: 
• Group Manager Community Place. 
• Place Facilitator (Volunteer Management). 

 
7.3 Communication 

 
Policy will be communicated utilising the Port Macquarie-Hastings Council Policy 
Development Process. 
 
Additionally: 
Pre-Policy adoption – The community will be made aware of the proposed Policy via the 
applicable Council Business Paper and Council’s website. 
Post-Policy adoption – A brief will be provided for Councillors, Executive Group and Group 
Managers. This Policy will also form part of the Council’s Induction training for new staff. 
 

7.4 Procedures and Forms 
 
7.4.1 Volunteer Management Procedure 
7.4.2 Grievance Procedure 

 
7.5 Guidelines 

 
7.5.1 National Standards for Involving Volunteers 

 
8. REVIEW 
 

Review of this Policy will incorporate relevant legislation, documentation released from 
relevant state agencies and best practice guidelines. 
 
The Group Manager Community Place is responsible for the review of this Policy. 
 
This Policy will be reviewed every two (2) years, from the previous review date. 
 
A review of this Policy can be initiated at the discretion of the General Manager. 
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POLICY 
 
Council recognises that volunteers and community organisations are integral to a strong 
community and make a valuable contribution to community life both socially and economically. 
 
When Council engages with volunteers it is required to fulfil its duty of care whilst the volunteer and 
community organisations have a reciprocal duty to follow Council’s Policy and Procedures. 
 
 
PART 1: CODE OF CONDUCT 
 
Volunteers and community organisations will maintain the same standards of confidentiality, 
behaviour, courtesy and discipline as Council officers, and will adhere to Council’s adopted Code 
of Conduct. 
 
 
PART 2: VOLUNTEER RIGHTS 
 
Council recognises that volunteers and community organisations engaged by Council have the 
following rights: 

• To work in a healthy and safe environment in accordance with WH&S legislation; 
• To be interviewed and engaged in accordance with equal opportunity and antidiscrimination 

legislation; 
• To be adequately covered by insurance; 
• To be given accurate and truthful information about Council; 
• To be given a copy of Council’s Volunteer Policy and any other policy that affects their 

engagement; 
• Not to fill a position previously held by a paid worker; 
• Not to do the work of paid staff during industrial disputes; 
• To have a clear volunteer role description; 
• To have access to a grievance procedure; 
• To be provided with orientation to Council; 
• To have their confidential and personal information dealt with in accordance with relevant 

privacy legislation; and 
• To be provided with sufficient training to successfully undertake their volunteer 

engagement. 
 
PART 2: VOLUNTEER RESPONSIBILITIES 
 
Council expects all volunteers and community organisations to undertake their volunteer 
engagement responsibly and have the responsibility to: 
 

• Understand Council’s Policy & Procedures relating to activities undertaken; 
• Understand the purpose and philosophy of Council before committing to it;  
• Know why they want to volunteer; 
• Examine motives to be sure that they match the volunteer position;  
• Be convinced and believe in the value of volunteer role; 
• Understand the rules and guidelines of Council and be prepared to comply with them as 

outlined in Council’s Code of Conduct, Work Health & Safety Handbook, Employee 
Handbook and Volunteer Policy and Procedures (all of which equally apply to volunteers 
working with Council);  

• Be loyal to Council; 
• Be dependable and reliable, arrive on time, and notify staff with sufficient notice if 

unavailable so a replacement can be found; 
• Be willing to train and take part in ongoing training when offered; 
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• Welcome, accept or ask for supervision and support when needed; 
• Avoid over-extending themselves and recognise personal limitations, and not make 

promises that cannot be kept; 
• Be reliable and be able to work successfully as a team member; 
• Value and support other team members and have respect for paid staff; 
• Address areas of conflict with the Program Manager; 
• Advise the organisation when they no longer wish to continue;  
• Maintain client, staff and Council confidentiality in accordance with relevant privacy 

legislation; 
• Volunteers must get prior approval from Program Manager for any expenditure; 
• Operate any machinery, plant or equipment according to applicable safety procedures and 

only do so if trained; and 
• Complete sign on/off register as required. 
• For children aged between 10-17 parental written consent is required prior to 

commencement of any duties. 
 
PART 3: INSURANCE  
 
3.1 Council Volunteers 

 
3.1.1 Public Liability and Personal Accident 
 
Council’s registered volunteers are covered under public liability and personal accident when 
engaged correctly. In this instance “Council” means, employees, Councillors, Sec 355 Committee 
Members and volunteers. 
 
3.2 Insured community organisations 
 
Insured community organisations are not covered by Council’s public liability or personal accident 
insurance and therefore must hold their own insurances. 
 
Community organisation must hold their insurance appropriate to the activity being conducted. This 
insurance will be a minimum of $20,000,000 of public liability insurance and may also preferably 
include personal accident insurance (volunteer insurance). 
 
Community organisations must evidence Public Liability Insurance, noting Council as an Interested 
Party for its respective rights and interests.  A Public Liability Certificate of Currency issued by an 
Insurer, or the Community Organisations Insurance provider will suffice. 
 
PART 4: WORKING WITH CHILDREN CHECKS 
 
Persons volunteering in positions requiring a Working with Children Check are responsible for 
obtaining a clearance themselves, and providing their clearance to Council prior to commencing 
any child-related work. 
 
Council will verify volunteers ‘Working with Children Check’ number via online or telephone 
verification. 
 
Full information on the types of work (whether paid or voluntary) which require a Working With 
Children Check can be found on the website of the Commission for Children & Young People. 
 
 
 
 


