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Welcome

Thank you for expressing an interest in becoming a volunteer for the
Redcliffe Hospital Foundation.  This Volunteer Orientation Kit has been
developed in order to provide you with an understanding of The
Foundation, what being a volunteer means and how we can work
together to achieve the Mission and Vision of The Foundation.

By the end of the orientation we hope that you will be informed and
resourced to confidently promote The Foundation within the community.

You will be provided with an identification badge and we request that you
wear this at all times when representing The Foundation.

Formal volunteering

Formal volunteering is an activity which takes place in not-for-profit
organisations or projects and is undertaken:

!  to benefit the community and the volunteer
!  of the volunteerÕs own free will and without coercion
!  for no financial payment
!  in designated volunteerÕs positions only

 Volunteering
!  is based on personal motivation and choices, freely undertaken
!  is a way of furthering active citizenship and community

involvement
!  takes the form of individual or group activities generally carried out

within the framework of an organisation
!  enhances human potential and the quality of daily life, building a

human solidarity
!  provided answers for the greatest challenges of our time, striving

for a better and more peaceful world
!  contributes to the vitality of economic life, even creating jobs and

new professions
(Source: Taken from the International Association for Volunteer Effort, Paris
Conference)

Principles of volunteering
!  volunteering benefits the community and the volunteer
!  volunteering is always a matter of choice
!  volunteering is an activity that is unpaid and not undertaken for the

receipt of salary, pension, government allowance or honorarium
!  volunteering is a legitimate way in which citizens can participate in

the activities of their community
!  volunteering is a vehicle for individuals or groups to address

human, environmental and social needs
!  volunteering is an activity performed in the not-for-profit sector only
!  volunteers do not replace paid workers nor constitute a threat to

the job security of paid workers
!  volunteering respects the rights, dignity and culture of others
!  volunteering promotes human rights and equality

(Source: Volunteering Victoria)
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Mission and Objects
Mission
The Redcliffe Hospital Foundation Ð ÒPromoting a healthier Redcliffe
communityÓ by supporting:

ε Research
ε Education
ε Community Partnerships
ε Resources

Objects

1. To aid the services of the Redcliffe Hospital and Health Service
whether established or proposed.

2. To supply aid to any person and to provide services in respect of
any matter concerning the health and well-being of people.

3. To provide money or travel grants, conference expenses,
fellowships, allowances and prizes for any matter concerning the
health and well-being of people.

4. To promote and provide improved facilities for education and
training at undergraduate and postgraduate levels in all health
professional disciplines and for the community.

5. To see to discover the nature, origins and causes of disease and
of good health including the outcomes of interventions in health
and disease and to make the best use of knowledge gained for
the improvement of health promotion and prevention or treatment
of disease.

6. To research, or arrange or promote research (including surveys
relevant to health service or hospital functions) and to provide
money grants or loans for persons engaged in research or
surveys, into any matter concerning the health and well-being of
people with a view to general improvements in health services.

7. To arrange for research and development work in the specific
matters relating to the health of people.

8. To invite and finance the appearance of people renowned for their
knowledge or expertise in the health and well-being of people in
health care, to give instruction to health care workers and to the
public.

9. To develop, purchase and manage businesses which will provide
from their profits, income to the Foundation, and assist to facilitate
the FoundationÕs aims of support to its community.
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Organisational Background

Redcliffe has a strong sense of community Ð itÕs one of the many things
we love about living here.

WeÕre more than delighted that this wonderful vision has become a
reality! For the first time, we in Redcliffe have our very own hospital
foundation; delivering benefits directly back into our local community.

Our vision  is to enhance the health and well being of our community
through research, education, support, community partnerships and
shared resources.

Our focus  is on preventative health as well as the treatment of disease,
both within the hospital and in the broader community.

It has been a lot of hard work to date and thereÕs plenty more to do, but
the ultimate reward will be an established and successful foundation
delivering on its objectives to enhance the health, wellbeing and quality
of life of those who reside here.

Its success very much depends on the people of Redcliffe, and we have
absolutely no doubt about the big heart and justifiable pride our
community has in itself.

We encourage all in the development, support and implementation of
our many projects Ð whether that involves the raising of funds, the
promotion of events, the support of ventures or the cleaning of a
computer for us to sell to raise funds. All participation is a valuable
contribution.

We look forward to a long and happy association with you all.
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Orientation Kit

Communication
Communication is a vital part of any organisation and open lines of
communication between staff and volunteers is especially important.
Volunteers should always feel comfortable and able to speak to their
immediate supervisor about any issues they may have.  We encourage
you to talk about any issues of concern and provide feedback where
necessary.

Code of Conduct
To ensure that volunteer involvement is supported to the best possible
standards The Redcliffe Hospital Foundation will:

!  develop and  maintain a policy for ÒVolunteersÓ which covers all
aspects of volunteer involvement with The Redcliffe Hospital
Foundation;

!  clearly define paid and unpaid roles;
!  define volunteer roles and provide clear Guidelines or Protocols

for volunteers;
!  ensure that the work of volunteers complements but does not

undermine the work of paid staff;
!  provide volunteers with orientation to their work and the

organisation;
!  provide adequate training to enable volunteers to perform their

work effectively;
!  offer volunteers opportunities for professional development;
!  provide volunteers with a safe and healthy work place;
!  provide a suitably qualified manager of volunteers or other

designated person;
!  provide all staff with information on the grievance and disciplinary

procedures of The Redcliffe Hospital Foundation
!  ensure that volunteers are not recruited to replace paid staff
!  recognise volunteers as valuable team members;
!  acknowledge the valuable contributions made by volunteers
!  ensure the rights of volunteers are upheld

Confidentiality
Confidentiality is essential to any organisation.  As a volunteer you must
exercise discretion at all times; do not talk about information that you are
privileged to hear whilst working as a volunteer.  It is expected that you
will keep confidential, all information with regard to The Foundation.

Generally, confidential information includes personal information such
as financial, health, sexuality, family or legal issues.  The Foundation will
also maintain confidential information in relation to projects, activities
and research.

You should familiarise yourself with the Privacy & Confidentiality Policy.
All volunteers are required to sign a Volunteer Ð Privacy & Confidentiality
Agreement Form before undertaking volunteer services for with the
Foundation.
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Duty of Care
Duty of care exists when one individualÕs actions could reasonably be
expected to affect another person.

At a minimum, the care should be a reasonable standard that would be
expected from someone else in similar circumstances.

A reasonable standard of care is determined by such factors as:

!  the practicality of the situation
!  the need to meet the duty of care of all persons who might be

involved
!  legal requirements in service provision
!  current community values about what is or is not acceptable

community practice in the provision of the duty of care

When the minimum standard is not provided, it may be said that a
breach in the provision of duty of care has occurred.

Even though a breach in the provision may be occurred, negligence will
only result if the person, to whom the duty of care was owed, was able to
prove the breach resulted in some harm or loss known as damage or
injury.  This damage or injury may be physical or economic loss, or a
reduction in the individualÕs quality of life.

Staff at The Redcliffe Hospital Foundation have a responsibility to do
what is reasonable to prevent or avoid unforeseeable injury to
volunteers.  To do this Foundation staff should:

!  determine what events that may result in injury or damage
occurring are actually foreseeable and generally based on
common sense

!  determine what reasonable actions should be taken that would
reduce the possibility of the event occurring

Volunteer rights
Volunteers are not covered by award conditions or contracts, however they do
have rights some of which are enshrined in legislation and some of which are
the moral obligations of an organisation involving volunteers

As a volunteer you have the right to:
!  information about the organisation for which you are volunteering
!  a clearly written Position Statement
!  know to whom you are accountable
!  be recognised as a valuable team member
!  be supported and supervised in your role
!  a healthy and safe work environment
!  be covered by insurance
!  say ÒnoÓ if you feel you are being exploited
!  be informed and consulted on matters which directly or indirectly

affect you and your work
!  be made aware of the grievance procedure within The Foundation
!  orientation and training
!  not be engaged to fill a position of a paid worker
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Volunteer responsibilities
As a volunteer you need to

!  be reliable
!  respect confidentiality
!  carry out the specified position statement
!  be accountable
!  be committed to The Foundation
!  undertake training as required
!  ask for support when you need it
!  give notice before you leave The Foundation
!  value and support other team members
!  carry out the work you have agreed to do responsibly and ethically

Staying Sane as a Volunteer

1. Remember you are human and do not have to know what to do all
the time.

2. Ask for help from you supervisor or other staff if you need Ð this is
not a sign of weakness

3. If you make a mistake, take ownership of it and see it as an
opportunity to learn.

4. Take time off and get adequate rest, personal space is vital to
maintain your sanity. DonÕt feel guilty for looking after yourself

5. Have a regular emotional and physical release Ð a well-
constructed ÒgripeÓ session can do wonders for morale.

6. Give your sense of humour a frequent airing Ð you donÕt have to be
serious to take your work seriously

7. Know what it is that you have to offer both in your own strength and
inner resources, you will be more effective.

8. Be aware of your limits and ensure that you have clear boundaries
so that you can have a separation of your personal and volunteer
life.

9. Practice saying ÒNoÓ, you do not have to say yes to every request,
there will be times that you may not be able to do a task either
because you do not have the time or experience.  It is ok to say no.

10. Become familiar with your own signs of stress
11. DonÕt ask others what you are not prepared to do yourself
12. Take time regularly to stop and step back from a situation in order

to get perspective
13. Be open to new learning, approaches and values

Occupational Health & Safety
Occupational health and safety impacts upon all staff and volunteers in
the work environment

The Foundation is responsible for:
!  Providing a safe and healthy working environment;
!  Providing and maintaining safe working systems and equipment;
!  Providing facilities for the welfare of employees and volunteers;
!  Providing information, instruction, training and supervision as

necessary to enable safe work practices and without risk to
health.
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Insurance
Volunteers are covered by The FoundationÕs volunteer insurance policy
whilst they are conducting approved work for The Foundation.

Orientation
The Redcliffe Hospital Foundation is committed to ensuring all staff,
volunteers and visiting service providers have appropriate orientation.

An Orientation package for staff and volunteers has been developed.
The purpose of the package is to include a brief introduction to the
ethics, vision and business of The Foundation and also to explain
policies, procedures and mandatory skills, relevant to the volunteer, in
their particular program area (see Volunteer checklist)

Training and development
As a general principle, the volunteersÕ skills, attributes and interests will
be matched with the needs of The Foundation.  Every effort will be made
to ensure that the volunteers are placed in a worthwhile and productive
position.  Volunteers are encouraged to improve their knowledge.

Grievance procedure
As a volunteer you have a right to refuse an assignment offered to you, if
for any reason, you feel uncomfortable performing a task.

If you feel aggrieved for any reason, you have a right to access The
Foundation Grievance procedure.

The purpose of the grievance procedure is to have a mechanism in
place to register a grievance knowing that a resolution will be pursued in
the best interest of all parties.  These procedures are based on
conciliation, negotiation and resolution.  It would be anticipated that due
to effective communication within The Foundation, any issues of concern
would be resolved before this more formal grievance procedure is
adopted.  The reality is that this is not always the case, hence, formal
grievance procedures are in place.

!  You have a right to have an advocate/support person to be present
with you at all times

!  You have the right to be heard, supported and offered counselling,
if required

!  You have the right to be treated in a respectful and decent manner
!  You have the right to confidentiality

Policies and procedures
How to become a volunteer and the role is explained in the Volunteer
Policy.  An application form to become a volunteer is available.  During
your orientation you will be taken through all the policies and procedures
that will impact on your role as a volunteer.
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Volunteer Activities

Barbeques at Bunnings Rothwell
Sale of Commemorative Pens
Small-scale Catering
Promoting Raffles in the community
Community Awareness Activities
Assisting with Mail Outs
Data Entry

Skills required
1. Good communication and interpersonal skills
2. Willingness to follow direction and seek guidance
3. Sensitivity to the needs of others
4. Awareness of occupational health and safety requirements
5. Ability to work as part of the team.

Key selection criteria
1. Demonstration of good communication and interpersonal skills
2. Willingness to learn and contribute
3. Evidence of empathy, understanding and sensitivity to others.

What we can offer you

The Redcliffe Hospital Foundation Volunteer Program has been
established as part of our commitment to Community Partnerships.  It is
a way for members of the local community to support the Foundation
through volunteering and in turn reap the numerous rewards that come
from giving of your time to benefit others.

The Redcliffe Hospital Foundation is able to offer you:

!  Volunteer Induction Program;
!  A safe, professionally run, appropriate workplace;
!  Dedicated, experienced staff to work alongside;
!  On-going support and education in your role as a volunteer;
!  Sense of community spirit and involvement;
!  Personal satisfaction;
!  Personal Development (where possible);
!  Respect
!  Appropriate tasks to suit your skills and/or abilities.

What you can offer us

The Redcliffe Hospital Foundation appreciates the time given by
members of the community in order to assist us in achieving our short
and long term goals.  In order to successfully achieve you can offer us
your:

"  Time;
"  Commitment;
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"  Understanding;
"  Support;
"  Enthusiasm.

Level of accountability

Volunteers report to the Administration Officer, who in turn reports to the
Development Manager, who reports to The Foundation Body Corporate.

Organisational chart

Foundation
Body

Corporate

Foundation
Manager

Major Fundraising, Major Projects,
Policy Development, Community
Awareness

Maintaining Mission and
Vision

Admin & Finance Management,
Volunteer Coordinator,
Minor Projects

Volunteer
Program

Computer
Project
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Volunteer Orientation Checklist

This must be completed by the volunteer during their orientation.  As you
become familiar with each item on the checklist, tick it off.  When you
have finished, give the checklist to the Volunteer Coordinator to be filed in
your personnel file.

Volunteer details

Name:  __________________________________________________

Orientation date: ___________________

Volunteer
#  Volunteer Orientation Kit
#  Parameters of Role
#  Policy & Procedure Manual
#  Principles of Volunteering
#  Communication
#  Code of conduct
#  Confidentiality
#  Duty of Care
#  Volunteer Rights
#  Volunteer Responsiblities
#  Survival Skills
#  Health & Safety
#  Training & Development
#  Grievance Procedures

Signed: _______________________________ Date: ___________
(VolunteerÕs Signature)

Signed: _______________________________
(SupervisorÕs Signature)


