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Welcome to Alexandrina Connect Incorporated, we are a not-for-profit community organisation that has a 
vision for “a strong, vibrant and inclusive community in which people feel supported to connect and learn 
from each other”. 
Our community organisation was founded by volunteers and believes volunteers are the core strength to 
community health, culture and vitality. 

Alexandrina Connect Inc. aims to support the role of volunteers by: 

 Responding to the aims of the volunteer  
 Provide training opportunities 
 Increasing volunteer opportunities 
 Working with students and other individuals required to partake in volunteering   

Alexandrina Connect Inc. is committed to providing a safe and supported experience for all its volunteers, 
therefore all volunteers must complete volunteer registration forms, partake in training as required and 
provide a Police Clearance. 
 
Alexandrina Connect Inc. is committed to providing induction training and any subsequent training relevant 
to the particular support role in which you are involved.  We encourage you to ensure that you are 
equipped with the skills and knowledge to carry out your roles within the organisation. 
 

As it is important that you be informed and understand your role, rights and responsibilities as a volunteer, 
Alexandrina Connect Inc. has produced this handbook detailing the procedures and protocols applicable 
to volunteers. 

 

Your dedication and support is greatly appreciated and we trust that your time as a volunteer 
with Alexandrina Connect Inc. will be enjoyable, fulfilling and rewarding. 

 

 
A volunteer is a person who chooses formally to provide services  

to the community through Alexandrina Connect Inc.  
without monetary reward. 

Introduction 



 

Committee Approved.   3 

Vision 

 

A strong, vibrant and inclusive community in which people feel 
supported to connect and learn from each other 

 

Mission 

 
To develop, embrace and share, skills and knowledge 

Engage and contribute to a common purpose 
Inspire to explore opportunities 

 
 

 

Principles 

 

 Accessibility: the services will be available to everyone who may need to use them. 

 Relevance: the services we provide will respond to individual and community needs 

 Integration: programs and services will connect to and complement other existing 
services. 

 Empowerment: a community led approach will increase the ability of the community in 
meeting its own needs. 

 Inclusiveness: the proposed services will be relevant to different ethnic and cultural 
groups and people of all abilities. 

 Participation: we will involve community members at every possible level in decision-
making. 
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You and Volunteering 

 
If you are interested in volunteering talk to Alexandrina Connect Inc. Volunteer Coordinator regarding your 
interest and discuss what sort of activity you are interested in. 
Complete an Alexandrina Connect Inc. Volunteer Registration form prior to commencing a role. You may 
be required to undergo a police security check or provide your current clearance certificate. 

You will be assigned a role with a clear position description. If an appropriate role does not exist at the 
time, you have the opportunity to be registered on our volunteer database for future reference. 

You will be provided with induction training designed to inform you about Alexandrina Connect Inc., your 
role and the job itself, as well as safe work practices. Please read appropriate Policies and Procedures as 
they relate to your role. 

You will be required to take part in any appropriate training; this will be scheduled for you by the 
Volunteer Coordinator. 

 
Alexandrina Connect Inc. requires from you as a volunteer,  

help in carrying out the aims and objectives of Alexandrina Connect Inc., under the direction 
of the Volunteer Coordinator through: 

 
 Being willing to work as part of a team. 
 Observing Work Health and Safety Guidelines. 
 Taking part in and contributing to, meetings of Volunteers convened by the Volunteer Coordinator. 

 
Being totally reliable in keeping to the hours for which you have volunteered your help – an early 
telephone call to Volunteer Coordinator should you be unable to attend, will enable other arrangements to 
be made. 
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VOLUNTEERING AND ITS REWARDS 
 

 Contact with wider groups 
 Recognition of your services 
 Developing and using your skills 
 Making new friends and connections 
 Making a difference 
 Enhancing self-esteem and self confidence 
 Improving the balance of life for yourself 
 Being part of an organisation that is committed to improving the quality of life for older 

residents, families, children, young people, people with a disability, mental health issue or 
carers  within the community 

 Developing community life 
 Learning new skills 
 Fulfilling a purpose 
 Being part of a team that values volunteers 

 
 
RECOGNITION OF VOLUNTEERS  

Alexandrina Connect Inc. recognises the contribution of volunteers in a variety of ways including: 
 Certificates presented on the completion of training and workshops 
 Special functions which staff, volunteers and members are encouraged to attend 
 By getting to know volunteers names and make them feel welcome when they are undertaking 

their volunteer roles 
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Volunteering Relationship 

 
Alexandrina Connect Inc. appreciates volunteers and acknowledges their valuable contribution to the 
organisation. 
 
As a volunteer with Alexandrina Connect Inc. you have a right to: 

 be covered by insurance while assisting in Alexandrina Connect Inc. activities 
 Be reimbursed for any approved out of pocket expenses involved with Alexandrina Connect Inc. 

activities (prior approval must be sought before expenses are incurred).  Completed claim form to 
be accompanied by receipts. 

 guidance, support, direction and training 
  be treated as a team member, be listened to and have the right to say ‘no’ 
 be given a position description and be able to change your position should you wish – after 

consultation with the Volunteer Coordinator 
 operate within a safe and healthy environment 

 
YOUR RESPONSIBILITIES AS A VOLUNTEER 

 Agreement to work within the structure of the job description 
 Agreement to give respect to Alexandrina Connect Inc. staff and other volunteers 
 Agreement to undertake a National Police Clearance and Mandatory Reporting requirements, if 

necessary 
 Agreement that the Volunteer Coordinator as employer of the volunteers can give direction for 

services, make decisions for change to services and advise all volunteers to work as a team 
toward the aim of the service. 

 Agreement the Volunteer Coordinator has the authority to review the volunteer’s role should the 
volunteer’s behaviour threaten the stability of the service 

 Agreement to observe Alexandrina Connect Inc. Policies and Procedures,  
 Inform the Volunteer Coordinator of your needs and concerns 
 Ask for more information if needed 
 Participate in decision making 
 To maintain confidentiality, treat others with the same care and courtesy you expect for yourself 
 To be reliable, punctual and honest and advise volunteer coordinator of unexpected absences 
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ENCOUNTERING DIFFICULTIES 
If you encounter any difficulties please discuss these with the Volunteer Coordinator in the first instance. 
Complete a ‘Volunteer Grievance and Concerns’ form available at the Goolwa Community Centre if 
necessary for the issue to be addressed in accordance with the Alexandrina Connect Inc. Policies and 
Procedures  
Some examples of difficulties are as follows:- 
 
Over Worked 

You could become over-committed.  It is important to say ‘no’ when you do not have sufficient 
time. 

Under Worked 
At times you might want more work than you have taken on. 

Over Your Head 
If the task you have been given is too demanding for your capabilities or carries too much 
responsibility, ask for some support with the task or a change to something less tiring. 

Under Challenged 
You may think that your abilities are being wasted on a mediocre task. 

Over Involvement 
When consumer or group problems become yours, you are becoming emotionally involved.  This 
will make it difficult to keep your perspective and will limit your ability to assist.  Do limit your 
involvement to the specific task and discuss the whole situation with the Volunteer Coordinator. 

Progress too slow 
Sometimes the progress is slow but it is important that the consumer/groups work at a pace 
acceptable to them.  Have small, achievable goals so that progress becomes noticeable. 

 
If the difficulty can’t be resolved then please refer to the Volunteer Coordinator. 
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Important issues for volunteers 
 

 
Alexandrina Connect Inc. recognises that personal (and possibly differing) attitudes and beliefs are 
everyone’s right; and therefore it is important that you do not impose your beliefs or attitudes upon other 
volunteers, staff and consumers. 
If conflict occurs, or if there are genuine personality differences, discuss these immediately with the 
Volunteer Coordinator 

 
COMMUNICATION 
It is important to find the best means of communication for each person you meet, speak clearly and 
directly to the person you are addressing. You may need to be patient and re-word the sentence in order 
for the person to understand what you are saying. It is equally important to listen to what the person is 
saying.  When communicating please remember that you are neither an advisor nor counsellor, nor is it 
your role to give advice or make judgements on personal matters. 
 
CONFIDENTIALITY 
In the course of your duties you may be told or learn personal and other information of a confidential 
nature. Confidentiality is an important issue and information is not be passed on or discussed with anyone 
except the Volunteer Coordinator. The breach of confidentiality is an abuse of trust. It is the responsibility 
of all volunteers to be aware of and follow the Confidentiality policy provided at the Centre.  
 
Many consumers hold the staff and volunteers of Alexandrina Connect Inc. in high regard and may 
disclose information to you that they may not tell another person. It is important you honour their trust by 
not discussing your consumers with other people. 

 
Who is responsible for ensuring confidentiality? 

o All people working for Alexandrina Connect Inc. 
o Visiting professionals 
o Consumers and other service users 
o Volunteers 
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Where is confidential information found? 
o Written Communication 
o Verbal communication 
o On computers 
o In Files 

 
Situations where confidentiality is an issue 

o The work place 
o Home and social settings 
o Communications with others 

NOTE:  See Alexandrina Connect Inc. Policies and Procedures at Goolwa Community Centre 
 
EMERGENCIES AND HOW TO DEAL WITH THEM 
In the event of an emergency at an Alexandrina Connect Inc. workplace, ring triple 000 (112 is the 
alternate international standard emergency number for mobile phones) 
Contact Volunteer Coordinator and fill in an Incident report form   
Contact Victor Harbor Hospital 8552 0500 for any medical enquiries 
 
Emergencies on Outings 
If you or a consumer find yourselves in an emergency, go immediately to the appropriate authority, such 
as the ambulance, police or a hospital irrespective of whether you are located in the metropolitan area or 
in the country. Notify Volunteer Coordinator as soon as possible thereafter. Volunteers are not expected to 
place themselves at personal or legal risk. 
 
EQUAL OPPORTUNITY 
In working for Alexandrina Connect Inc. it is likely that you will meet people from a variety of different 
backgrounds and situations. Equal Opportunity laws aim to ensure that all people are treated fairly and 
are not discriminated against because of their age, race, gender, disability, marital status, pregnancy, 
religion or sexuality. 
NOTE:  See Alexandrina Connect Inc. Policies and Procedures at Goolwa Community Centre 
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HARASSMENT 
The Equal Opportunity Act 1984 makes any form of harassment unlawful.  This includes sexual 
harassment and victimisation.  Harassment can occur through verbal and physical behaviours. 
Alexandrina Connect Inc. will not tolerate any form of harassment involving staff, consumers or volunteers 
and appropriate action will be taken in proven instances where this occurs.  Any instances should be 
reported to the Volunteer Coordinator.    

  
HONESTY 
Volunteers may be brought into contact with consumers’ possessions and valuables and they must be 
scrupulously honest in safeguarding these possessions on their behalf.  

  
INSURANCE 
Alexandrina Connect Inc. volunteers are covered by Legal Liability Public Liability Insurance policy. Each 
and every incident needs to be considered on its own merits by the insurer to determine if a liability 
exists. 
Any claims should be reported immediately to the Volunteer Coordinator. 
            
MEDIA CONTACT 
Volunteers are not permitted to contact the media and make comments on any matters relating to the 
activities of Alexandrina Connect Inc. If the media contact you, immediately refer them to your Volunteer 
Coordinator or to the President of Alexandrina Connect Incorporated. 
 
PERSONAL APPEARANCE 
Volunteers should be neat, well-groomed and dressed appropriately for the work being undertaken. 
Consideration should be given to comfort and safety, including sensible footwear and consideration given 
to weather conditions.  All volunteers should wear identification badges if provided. 
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PERSONAL POSSESSIONS 
Alexandrina Connect Inc. cannot be responsible for any loss or damage to your personal property while 
you are volunteering.  Please consult with the Volunteer Coordinator if unable to secure your personal 
property. 
 
 
SMOKING 
Smoking is not permitted in any Alexandrina Connect premises or whilst participating in any event. 
 
 
 
ANIMALS 
No animals are allowed in any Alexandrina Connect premises or whilst participating in any event. 
 

 
 
HOT AND INCLEMENT WEATHER  
If the temperature forecast for Hindmarsh Island is above 35 degrees, as stated on the ABC news the 
previous day or the weather is inclement, all inside events will be cancelled. 
If the temperature forecast for Hindmarsh Island is 40 degrees or over, as stated on the ABC news the 
previous day, all programs and transport will be cancelled. 
All participants and volunteers of outside programs are advised to wear suitable attire for the program 
they are involved in: have sunscreen, a hat and to carry water with them during warm weather; wet 
weather gear, umbrella, and hat (sunscreen is also necessary) during winter. 
 
Volunteers will not attend any programs or provide and services during extreme weather conditions or if 
the temperature forecast for Hindmarsh Island is 40 degrees or over, as stated on the ABC news the 
previous day, all programs and transport will be cancelled. 
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Note: Within the general principles expressed here and elsewhere in this toolkit, more specific procedural 
provisions may be necessary to deal with particular circumstances and difficult situations – for example, 
sports coaching may legitimately involve some forms of physical contact, and some people with disabilities 
may legitimately require carefully monitored physical restraint. Such specific provisions must be developed 
by staff and stakeholders in the organisations that require them and cannot be prescribed on a one-size-fits-
all model. The Victorian Child-Safe Standards suggest that to remove any ambiguity employees should be 
required to sign a statement that they agree to abide by the Code of Conduct. If your organisation already 
has in place a code of conduct, you can consider incorporating the below into your existing document.  

 

CODE OF CONDUCT FOR EMPLOYEES, VOLUNTEERS AND CONTRACTORS WORKING 
WITH CHILDREN AND YOUNG PEOPLE 

Management, staff, volunteers and contractors at Alexandrina Connect Incorporated are required to abide 
by this Code.   

Under Alexandrina Connect Incorporated, management will:   

1. Be responsible for the overall welfare and wellbeing of staff and volunteers;  
2. Be accountable for managing and maintaining a duty of care towards staff and volunteers; and   
3. Nominate a Child Protection Officer to provide information and support to all staff, volunteers, 

children, young people and their carers regarding child protection matters.  
All people involved in the care of children on behalf of Alexandrina Connect Incorporated will:   

1. Work towards the achievement of the aims and purposes of the Association; 
2. Be responsible for relevant administration of programs and activities in their area; 
3. Maintain a duty of care towards others involved in these programs and activities;   
4. Establish and maintain a child-safe environment in the course of their work;  
5. Be fair, considerate and honest with others; 
6. Treat children and young people with respect and value their ideas and opinions; 
7. Act as positive role models in their conduct with children and young people; 
8. Be professional in their actions; 
9. Maintain strict impartiality; 
10. Comply with specific Association guidelines on physical contact with children; 
11. Respect the privacy of children, their families and teachers/carers, and only disclose information to 

people who have a need to know; 
12. Maintain a child-safe environment for children and young people; 
13. Operate within the policies and guidelines of Alexandrina Connect Incorporated; and 
14. Contact the police if a child is at immediate risk of abuse (telephone 000). 
15. Report suspected child abuse to the Child Abuse Report Line (CARL)  

(telephone13 14 78) 
No person shall:   

1. Shame, humiliate, oppress, belittle or degrade children or young people; 
Unlawfully discriminate against any child; 

2. Engage in any activity with a child or young person that is likely to physically or emotionally harm 
them; 

CHILD SAFETY CODE OF CONDUCT 
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3. Initiate unnecessary physical contact with a child or young person, or do things of a personal nature 
for them that they can do for themselves;  

4. Be alone with a child or young person unnecessarily and for more than a very short time; 
5. Develop a ‘special’ relationship with a specific child or young person for their own needs; 
6. Show favouritism through the provision of gifts or inappropriate attention;  
7. Arrange contact, including online contact, with children or young people outside of the Association’s 

programs and activities;  
8. Photograph or video a child or young person without the consent of the child and his/her parents or 

guardians; 
9. Work with children or young people while under the influence of alcohol or illegal drugs; 
10. Engage in open discussions of a mature or adult nature in the presence of children; 
11. Use inappropriate language in the presence of children; or 
12. Do anything in contravention of the Association’s policies, procedures or this Code of Conduct. 

 

What happens if you breach this Code of Conduct 

If you breach this Code of Conduct you will face disciplinary action, including and up to termination of 
employment or cessation of engagement with the Association. 
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INTRODUCTION 

Alexandrina Connect Incorporated is committed to promoting and protecting the interests and safety of 
children. We have zero tolerance for child abuse.  

Everyone working at Alexandrina Connect Incorporated is responsible for the care and protection of children 
and reporting information about child abuse. 

PURPOSE  
The purpose of this policy is  

1. To facilitate the prevention of child abuse occurring within the Alexandrina Connect Incorporated 

Association and The Community Centre - Goolwa, its program and activities. 

2. To work towards an organisational culture of child safety. 

3. To prevent child abuse within Alexandrina Connect Incorporated and The Community Centre -

Goolwa 

4. To ensure that all parties are aware of their responsibilities for identifying possible occasions for 

child abuse and for establishing controls and procedures for preventing such abuse and/or detecting 

such abuse when it occurs. 

5. To provide guidance to staff/volunteers/contractors as to action that should be taken where they 

suspect any abuse within or outside of the organisation. 

6. To provide a clear statement to staff/volunteers/contractors forbidding any such abuse. 

7. To provide assurance that any and all suspected abuse will be reported and fully investigated. 

POLICY 
Alexandrina Connect Incorporated is committed to promoting and protecting at all times the best interests 
of children involved in its programs. 

All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation, or family or 
social background, have equal rights to protection from abuse. 

Alexandrina Connect Incorporated has zero tolerance for child abuse. Everyone working or volunteering for 
Alexandrina Connect Inc. is responsible for the care and protection of the children within our care and 
reporting information about suspected child abuse.   

Child protection is a shared responsibility between Alexandrina Connect Inc. all employees, workers, 
contractors, volunteers, associates, and members of the Alexandrina Connect Inc. community. 

Alexandrina Connect Inc. will consider the opinions of children and use their opinions to develop child 
protection policies. 

Alexandrina Connect Inc. supports and respects all children, staff and volunteers. Alexandrina Connect Inc. is 
committed to the cultural safety of Aboriginal children, and those from culturally and/or linguistically diverse 
backgrounds, and to providing a safe environment for children living with a disability. 

If any person believes a child is in immediate risk of abuse, telephone 000. If you suspect any form of 
child abuse call the Child Abuse Report Line (CARL) on 13 14 78 

 
 

CHILD PROTECTION Policy 
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Work Health and Safety Laws and Volunteers 

 
Work Health and Safety  

Everyone has a right to be safe at work, including volunteers. Volunteers play a vital role in 
communities across Australia and make significant contributions by carrying out unpaid work for 
a variety of organisations every day.  You are a volunteer if you are working for an organisation 
without payment or reward. A volunteer may be reimbursed for out of pocket expenses.  Not all 
organisations owe Work Health and Safety (WHS) duties to volunteers. But those that do must 
ensure, so far as is reasonably practicable, the physical and mental health and safety of its 
workers, including volunteers.  

WH&S laws and volunteer organisations  

The WHS laws place a primary duty on organisations to protect volunteers. The organisation you 
volunteer for may ensure your health and safety by doing things like:  

 confirm that any equipment you use is suitable for the work and does not put your health and 
safety at risk  

 provide you with personal protective equipment (if necessary), and  

 provide you with instructions, information and training about how to carry out your volunteer 
work safely.  

 
This means that volunteers are provided the highest level of protection where ever they 
volunteer.  

What you need to do  

As a volunteer, you need to take reasonable care of your own health and safety. You must do 
this by following the instructions given to you by the organisation you volunteer and comply with 
the policies and procedures of the organisation you volunteer for. You must also take care to 
ensure your actions don’t affect the health and safety of other people, for example, other 
volunteers, a client you are assisting or the general public. 
 

More information  

A complete volunteer resource kit designed to help volunteers understand how WHS laws apply 
is available from www.safeworkaustralia.gov.au  

For more information contact:  

The organisation you volunteer for or Volunteering sa-nt 
 
Your state or territory WHS Regulator:  

SafeWork SA  

Safe Work Australia  

Safe Work Australia is the organisation responsible for the development of the new WHS laws.  

For more information on Safe Work Australia:  
 
web: www.safeworkaustralia.gov.au  
email: volunteers@safeworkaustralia.gov.au  
phone: 02 6240 4990 


