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INTRODUCTION

Patersonia relies heavily on the unpaid work of volunteers and values their 
contribution highly.

PURPOSE

This policy is intended to ensure that volunteers working at Patersonia have work 
that is safe, significant, fulfilling and appreciated.

POLICY

All volunteers shall be treated with respect and gratitude for their contribution. 
Volunteers shall carry out duties assigned by the management of Patersonia.
Volunteers are held in high regard and are not obliged to do anything they feel 
uncomfortable doing or undertake work in an unsafe environment.

PROCEDURES

 Volunteers will be required to provide a Working With Vulnerable People 
(WWVP) card and follow related guidelines.

 All volunteers are required to sign the Code of Conduct.
 An induction to Patersonia will be provided, which will include a tour of 

Patersonia, introductions to staff, job description for volunteers, code of 
conduct, evacuation procedures, location of phones, toilets, kitchen and any 
Work Health and Safety issues specifically related to the tasks they may be 
undertaking. Managers will ensure that they are fully aware of their duties 
and Patersonia's expectations. Volunteers are required to sign that induction 
has been completed.

 Induction will include a focus on the importance of Patersonia being a Child 
Safe organisation.

 All volunteers will be required to sign on and off.



 Volunteers must complete a volunteer details form with their current 
address, emergency contact details and other relevant information.

 Volunteers will be given a copy of relevant policies such as Behaviour 
Management.

 Volunteers should be made aware of the Privacy Policy so they understand 
the obligations they have to ensure that certain information remains 
confidential. Volunteers are not to discuss children's development or other 
issues with families. Volunteers must adhere to all areas of confidentiality.

 Volunteers will be invited to take part in social activities of Patersonia.
 Volunteers must follow all lawful instructions.
 Sufficient instructions are to be provided to enable volunteers to carry out 

the tasks they undertake.
 Patersonia will provide appropriate insurance cover for volunteers at all 

activities.
 Volunteers will be provided with sufficient information to undertake the tasks

assigned to them in a safe and efficient manner.

RIGHTS

As a volunteer, you have the right to expect to:
 Receive a clearly written comprehensive job description.
 Have an understanding of lines of accountability.
 Be seen as belonging, through inclusion at meetings, social functions etc.
 Be seen as a person and be supported in your role.
 Receive training, both initially and on an on-going basis.
 Be trusted with confidential information if it is necessary in order to carry out

your job.
 Be safe on the job and be covered by insurance.
 Have choices and feel comfortable about saying no.
 Not be exploited.
 Be informed of the organisation’s policy on reimbursement of volunteer 

costs.
 Be reimbursed out-of-pocket expenses incurred while on the job.
 Be consulted on matters which directly or indirectly affect you and your work,

and be involved in decision making.
 Have clear grievance and conflict resolution procedures.
 Receive feedback on your work and recognition for your contribution.
 Your personal information being kept confidential.

RESPONSIBILITIES

In return Patersonia expects you to 
 Have a current “Working with Vulnerable People” check
 Be reliable and arrive on time.
 Be trustworthy.
 Respect confidentiality.
 Respect the rights of people you work with.



 Have a non-judgmental approach.
 Support Patersonia and represent its interests.
 Carry out the specified job.
 Provide feedback.
 Be accountable and accept feedback.
 Be committed to Patersonia's philosophy.
 Avoid over-extending yourself.
 Acknowledge decisions made by staff, educators or the Board.
 Undertake training.
 Address areas of conflict with an appropriate staff or Board member; and
 Ask for support when it is needed.

Recruitment
All volunteers are subject to the screening procedures set out in the appropriate 
section of Patersonia’s Recruitment and Selection Policy.  Recruitment of volunteers 
shall also take into account Patersonia’s commitment to cultural diversity under its 
Access and Equity Policy. 

Induction
All volunteers shall be offered appropriate information and training to discharge 
their functions, and successful completion of this training shall be a condition of 
carrying out these functions. 

Supervision
All volunteers shall receive appropriate supervision in the exercise of their functions. 

Reimbursement
All volunteers shall be reimbursed for all pre-approved expenditure incurred in the 
exercise of their functions. 

Educator/child ratios
Volunteers can only be counted towards educator/child ratios if they meet 
qualification requirements, or if they are additional adults on excursion where a risk 
assessment deems a higher ratio that normal supervision requirements. 

RELATED DOCUMENTS

Work Health and Safety Policies
2.5A Volunteer Details Form
2.5B Volunteer Induction Checklist
2.5C Volunteer Satisfaction Survey
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