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VOLUNTEER APPLICATION FORM


	Date: 
	

	Full Name:
	
	Gender Identity:
	

	Address:
	
	Date of birth:
	    

	
	
	Phone (M):
	

	
	
	Phone (H):
	

	Email:
	

	Blue Card:
	Number:                                    Expiry: 

	Employment
status:
	* Student- Full Time / Part Time
* Working- Full Time / Part Time / Casual
* Job seeker 
* Retired
* Other __________________________


	Do you identify as any of the following:

	* Aboriginal person
* Torres Strait Islander person
* Person with a disability
* Person from a culturally and linguistically diverse 
     background


	How did you hear about volunteering at Picabeen? 
	

	Are you applying for a particular volunteer programme? 
	                 Yes/No

	If yes, what is the programme(s)?


	* NILS
* Playgroup
* Reception/Front desk
* BBQ
* English classes
* Change room
* Grant writing
* Management Committee member




	How many hours often would you like to 
volunteer? 
	How many hours would you like to volunteer? ________

	Time
Availability
	      Monday
	      Tuesday
	  Wednesday
	     Thursday
	       Friday

	
	
	
	
	
	




	Have you volunteered before? 
	        Yes/No

	If yes, please 
provide 
details
	                       Organisation
	                           Position

	
	
	



	Do you have a Blue Card?

It is a requirement to link a current Blue Card when 
volunteering at Picabeen. You can apply online if you don’t hold a current Blue 
Card.

Do you require assistance to complete this Process? 

	Yes/No






Yes/No

	Please provide details of 
relevant qualifications, if any:
	

	Please provide details of
relevant work experience, if any:
(You may choose to attach your resume)
	



	We have mandatory volunteer training which will include our annual
refresher. Do you have any obstacles to completing the training?
	         Yes/No

	Do you consent to being added to our mailing list? 
	         Yes/No

	Do you have any medical conditions which could limit your ability to perform
any tasks?  If yes, please provide details:

	         Yes/No

	Picabeen Community Association Inc sometimes takes photos and videos during activities, programs, and events. These may be used to share our work with the community through newsletters, reports, social media, and promotional materials.

Declaration
- Photos and videos may appear in print, online, and social media.
- I can withdraw my consent at any time by contacting Picabeen Community Association Inc in writing.
- No payment will be made for the use of these images.

	☐ I Give consent for 
Picabeen Community 
Association Inc. to take and 
use photos/videos of me 
for the purposes listed.

☐ I Do not give consent 
for Picabeen Community Association Inc. to take or 
use photos/videos of me.

	Would you like to become a member of Picabeen Community Association Inc.? 
If yes, please complete separate membership form.

	         Yes/No



	Please provide details of a person we can contact during an emergency:

	Name:
	

	Relationship:
	

	Address:
	

	Phone:
	(M) 
	(H)

	Email:
	



	Please provide details of a Referee:

	Name:
	

	Relationship:
	

	Phone:
	(M) 
	(H)

	Email:
	



Declaration:
· I declare that the above information is true and correct to the best of my knowledge.
· I understand that Picabeen may conduct reference and background checks as a part of the application process. 
· I understand that after three (3) months for volunteering I will undergo a review.
· I will attend volunteer training presented at Picabeen within 12 months.
· I will read the below Code of Conduct and sign.
      Signature:                                                

   Name:
   Date:

For Office Use: 

	Date:
	

	Comments, if any:
	




	Blue Card Application completed? 
	



	Interviewer’s Position:
Signature:
	





























CODE OF CONDUCT AGREEMENT

To view our Code of Conduct please see our website, or a hard copy is available in the office.
https://picabeen.org.au/about/policies-and-strategic-plan/  

I have read and understood Policy B1: Code of Conduct Policy

In complying with the Code of Conduct staff, volunteers, students, contractors and members of the Management Committee will adhere to the following: 
· Observe all policies and procedures, rules and regulations of Picabeen Community Association Incorporated at all times. 
· Comply with all Federal, State and local laws and regulations as it applies to Picabeen Community Association Inc. 
· Maintain a high degree of ethics, integrity, honesty and professionalism in dealing with colleagues, clients and members of the wider community. 
· Adhere to Workplace Health and Safety Policy. 
· It is the responsibility of the staff member, volunteer, student to follow Picabeen processes and directions regarding safety and to act in a way that is safe.
· Take reasonable steps for ensuring own health, safety and welfare in the workplace, as well as that of colleagues, clients and members of the community. 
· Maintain the confidentiality of Picabeen Community Association Inc.’s operations in relation to service activities, confidential information and documentation and work practices at all times including the cessation of paid employment or voluntary commitments. 
I accept and agree to abide by Picabeen Community Association Incorporated’s Code of Conduct. I understand that failure to comply with the Code of Conduct may result in disciplinary action. 

Name (Please Print): _____________________________________________________ 

Role / Position: _________________________________________________________

 Signature: __________________________________________ Date: _____________










		


Policy HRM 12                       Code of Conduct Policy




	Policy number:   HRM 12                                  Version number: 2

	Drafted by: Policies and Procedures Sub Committee


	Authorised by: Picabeen Management Committee
	Date adopted:  18th November, 2014

	Date last reviewed: 
16 July 2020
	Reviewed by: 
Management Committee
	Date of next review: 1 July 2022



	Policy context: This policy relates to:

	Human Services Quality Framework
	Standard 6: Human Resources, Indicator 1

	Indicator 1: The organization as human resource management systems that are consistent with regulatory requirements, industrial relations legislation, workplace health and safety legislation and relevant agreements or awards.



1. Purpose: 

The purpose of this policy is to outline the behaviours and conduct that is expected of staff, members of the Management Committee, volunteers, students on placement and contractors whilst performing their roles and duties on behalf of Picabeen Community Association Incorporated. 

2. Scope:
 
This policy applies to all staff, all members of the Association and Management Committee, volunteers, students on placement, and contractors.
 
3. Policy Statement: 

Picabeen Community Association Inc. prides itself on the professionalism and ability of its staff, volunteers and students to meet the needs of the community it serves. Picabeen Community Association Inc. strives to ensure that clients and participants are treated in a manner that reflects the philosophy, culture and legal obligations of the organisation.
 




4. Procedures:
 
The Code of Conduct outlines the guidelines for the general standards of work performance and ethical conduct expected of all staff, members of the Management Committee, volunteers and students on placement.                                               

4.1 General Guidelines
 
Conduct of Management Committee Members:

 
· Act at all times in accordance with Picabeen Community Association Inc.’s Constitution (or Rules of Association), values, objectives and all Governance policies and procedures relevant to the Management Committee. 
· Perform their duties in an efficient, effective and timely manner in accordance with Policy A3: Roles and Responsibilities of the Management Committee and all other relevant policies. 
· Any type of conflict of interest (e.g. real, perceived, apparent) regarding self or other committee members are to be reported and subsequently avoided until discussed and resolved by the Management Committee at the next available Management Committee meeting to determine type of conflict of interest and appropriate actions to minimise this conflict. In exceptional circumstances where the conflict of interest cannot wait till the next meeting and/or must be immediately addressed an Executive member may request an ad hoc meeting specifically to address the issue. If a conflict of interest is raised then the person concerned leaves the room and the issue goes to a majority vote. (Also refer to Policy A7: Conflict of Interest Policy). 
· Observe and respect the confidentiality of Picabeen Community Association Inc. by not divulging Picabeen’s financial and business interests (unless required by legislation or under the rules of Picabeen’s Constitution) to any other party. Members of the Management Committee will be required to sign a Confidentiality Agreement (refer to Appendix 2B). 
· Observe and respect the confidentiality of Picabeen Community Association Inc. and its members by not divulging personal information about members of the Management Committee (unless required by legislation) to any other party. 
· Have read and understood this policy and have read and received a copy of the Code of Conduct Statement: Code of Conduct Guidelines (Appendix B) and signed the Code of Conduct Agreement Form (Appendix 1B) to indicate their acceptance to work in accordance with these documents and ensure that its provisions are observed. 
· Act in accordance with all applicable legislative requirements. 
· Shall not use their position to promote personal, political, religious or business loyalty. 
· Shall not exploit relationships with other Committee members for professional or personal gain or profit. 
· Shall treat staff, volunteers and students on placement with respect and make fair and reasonable decisions when dealing with staff. 
· Where serious disagreements cannot be resolved, they will be addressed as outlined in the grievance procedure (refer to Policy D6: Grievance and Dispute Resolution Policy).             
Conduct of Staff, Volunteers and Students on Placement:
 
· Commit themselves to the efficient and effective achievement of Picabeen Community Association Inc.’s aims and objectives and adhere to the highest standards of professional competence, integrity and honesty. 
· Fairness and equity should be observed by employees in all official dealings, including with clients and Centre users, other staff members, volunteers, students on placement and members of the Management Committee. 
· Cannot proceed with service delivery without the informed consent of the client. The Privacy Statement or the Youth Services Protocol Statement must be explained to clients including instances where confidentiality may not be guaranteed. 
            minutes and/or the Department of Communities, Child Safety and Disability
            Services will be advised. (Also refer to Policy A7: Conflict of Interest Policy and
            Conflict of Interest Registry Book).        
· Any type of conflict of interest should be reported to the Centre Coordinator as soon as practicable. The Centre Coordinator will carry out an investigation to ascertain whether a conflict of interest exists, the nature of the conflict of interest and appropriate steps to minimise the impact of the conflict. If it is deemed to be a conflict of interest, then it is to be recorded in the Conflict of Interest Registry Book. 
· Have read and understood this policy and have read and received a copy of the Code of Conduct Statement (Appendix B) and signed the Code of Conduct Agreement Form (Appendix 1B) to indicate their acceptance to work in accordance with these documents and ensure that its provisions are observed. 
· Are bound by the legal and ethical aspects of confidentiality and will be required to sign a Confidentiality Agreement (refer to Appendix 2B). 
· Shall not use their position to promote personal, political, religious or business loyalty. 
· Shall not excessively distract staff members from performing their duties.
· Where serious disagreements cannot be resolved, they will be addressed as outlined in the grievance procedure (refer to Policy D6: Grievance and Dispute Resolution Policy). 
· Students are to also comply with tertiary code of conduct agreements whilst undergoing student placement at Picabeen Community Centre. 

Conduct of Clients and Centre Users:

· Refer to Policy C9: Client Rights and Responsibility; Code of Conduct Guidelines (Appendix B) and Client Service Charter. 

4.2 Use of Alcohol and Drugs

· Staff, volunteers, students on placement and members of the Management Committee cannot consume alcohol while on duty at Picabeen Community Centre (including official activities, functions or events in the community); 
·  Nor allow the consumption of alcohol or use of illicit drugs to adversely affect their work performance; or 
·  Their duty of care obligations to self and others. 

When attending or participating in Picabeen activities, functions or events in the community, staff, volunteers, students on placement and Management Committee members will represent themselves in a responsible manner.
 
          4.3   Use of Official Resources 

· Any Picabeen Community Centre’s resources should be used only for their proper purpose and provided with due care and maintenance. For computer loaning refer to Policy C3: Acceptable Use of Computers and Laptops, Internet and Email Policy. 
· Any personal use of the organisation’s resources requires the approval of the Centre Coordinator and/or President of the Management Committee.                                              

4.4   Conflicts of Interest
 
Refer to Policy A7: Conflict of Interest Policy.

      4.5   Acceptance of Gifts or Benefits

All staff and Management Committee members:

· Should avoid situations in which the acceptance of a benefit or potential benefit could give even the appearance of a conflict of interest.
· Should declare gifts or benefits received at the next Management Committee meeting, i.e. in the Centre Coordinators Report or listed as an Agenda item.

      4.6 Code of Conduct Agreement Form

The signed Code of Conduct Agreement Form (Appendix 1B) will be retained by the Centre Coordinator. 

5. Related Policies:
 
GM018 - Board Confidentiality Policy 
GM002 - Roles and Responsibilities of the Management Committee Policy 
HRM6 -   Grievance and Dispute Resolution Policy 
GM003 - Conflict of Interest Policy 
SP14 -   Confidentiality & Privacy Policy 
GM009 - Acceptable Use of Computers and Laptops, Internet and Email Policy. 


Forms or other Organisational Documents 

Picabeen Community Association Inc.’s Constitution (or Rules of Association) 
Appendix B: Code of Conduct Statement: Code of Conduct Guidelines 
Appendix C: Confidentiality Statement 
Appendix 1B: Code of Conduct Agreement Form 
Appendix 2B: Confidentiality Agreement Form


	6. Review Processes
	 

	

	Policy review frequency: 2 years                      Responsibility for review:

                                                                           Picabeen Management Committee




	Review process: by Staff and Management Committee Members

	Documentation and communication: Service review decisions ratified by the Management Committee and enacted by Staff.
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