Form 19

Volunteer Appointment Letter.

PERSONAL
NAME 

ADDRESS 1 

ADDRESS 2 

Dear [Firstname],

Thank you for expressing an interest in undertaking voluntary work with our organisation.  We are pleased to have your assistance and hope you enjoy your time with us.

While we appreciate your effort, it is important that you note and accept that voluntary work by its very name means that there is no wage associated with this position and there is no employer/employee contractual relationship in the normal industrial sense.  As such the usual conditions and entitlements which apply in paid employment situations do not exist.

We are willing to pay for out of pocket expenses incurred from time to time and to claim such please speak to me.  Such payments are classified as maintenance payments and are not payment for any contractual services.

As a volunteer you have the right to refuse any work you may be asked to perform and you may choose to end your association with our organisation at any time.  We, of course, may do likewise.

Please be aware that although we appreciate having your assistance there is no contractual relationship and you are not bound to our organisation.  Should you wish to undertake other voluntary work elsewhere or seek paid employment here or elsewhere please feel free to do so.  Should you gain employment with us in the normal "employee" relationship, then your previous time with us in a voluntary capacity has no connection.

The Salvation Army is a religious organisation and as a volunteer you are a representative of it and a condition of your engagement is that you agree to uphold our principles and standards.  We also expect you to abide by the policies and procedures the Manager and the organisation have enacted.  The Salvation Army observes various human resource and administration policies, procedures and Official Minutes. These policies and practices are varied from time to time by management of The Salvation Army.  All Officers, employees and volunteers are expected to comply with the policies, procedures and Official Minutes of the Salvation Army.  Copies of the following policies are attached to this letter:

1.1.1. Grievance Policy and Procedures

1.1.2. Disciplinary and Serious Misconduct Procedure

1.1.3. Ethical Behavioural Standards

1.1.4. Equal Employment Opportunity & Affirmative Action Policy

1.1.5. Sexual Harassment Policy

1.1.6. Occupational Health & Safety Policy 

1.1.7. Occupational Health and Safety Rules

1.1.8. Privacy Policy

1.1.9. Code of Ethics and Boundaries – Volunteer Specific

Should you become dissatisfied with any aspect of your appointment, you may seek to have the matter addressed through the use of our grievance procedures.  Our grievance procedures, referenced above have also been attached to this contract (Appendix I).  These are our standard grievance procedures, and are to be used and followed for any grievance you may have.

Occupational Health & Safety - The Salvation Army is required by Occupational Health & Safety legislation to provide safe work practices and a safe working environment.  It is therefore a requirement of your appointment that you will have a responsibility to contribute to a safe and healthy working environment at The Salvation Army.  You will be required to ensure the safety and welfare of yourself as well as others at the workplace.  This will require the observance of The Salvation Army's Occupational Health and Safety policies and procedures, as amended from time to time.  You are required to report any incidences, near misses, or any dangerous work practices to your supervisor.  A copy of our Occupational Health and Safety policy is attached at Appendix v.

The Salvation Army is a smoke, drug & alcohol free workplace.  Alcohol or drugs (unless prescribed for you by your treating medical practitioner) are not permitted to be carry with you, or used in any Salvation Army premises or vehicles.

If you are injured through an accident in the course of your duties as a volunteer, immediately report the accident to the Centre Manager.  The Salvation Army maintains a Personal Accident Insurance Policy for its volunteers and the Policy's benefits may be available to you.

During the course of your volunteer work you may become aware of information and material relating to the affairs and operations of The Salvation Army which is confidential and not in the public domain.  It is a requirement of this Agreement, which continues after termination, that you will keep such information from those who are not entitled to it.  You will use such information strictly and only in the course of carrying out your duties and not for your personal benefit or to the benefit of any person not entitled to the information.  If you are uncertain about what information should be kept confidential or disclosed, please see your manager.  "Information" for the purpose of this clause shall mean: Any information, however communicated or obtained, related to or connected with The Salvation Army's operations and/or the private details of clients, officers and/or employees.

You consent to The Salvation Army collecting, using and disclosing all personal information as defined in the Privacy Act 1988 (Cth) for any purpose relating to your voluntary service.   The personal information will be held in a secure location.  You further consent to The Salvation Army disclosing personal information about you to other persons and these persons may collect, use or disclose the personal information for reasons relating to your voluntary service.

Should you be unable to fill a commitment due to sickness or some other circumstance it would be appreciated if you would advise the Corps Officer as soon as possible.

To fulfil our legal and insurance obligations would you please sign and return the duplicate copy of this letter as soon as possible.  This letter forms the entire agreement and understanding between yourself and The Salvation Army and supersedes all prior arrangements, agreements and understanding.  No representation, promise or inducement has been made by either yourself or the Salvation Army that is not embodied in this letter.

Please read carefully this agreement.  If you are unclear on anything, please contact me so that we can discuss it.  To accept this position please sign the copy of this letter and initial each page of the Policies and Procedures Appendixes to this Agreement and return it to me as soon as possible.  Please retain the original for your own reference.

We welcome you to The Salvation Army and trust we will have a happy and mutually rewarding association.

For and on behalf of The Salvation Army

Yours sincerely

________________________________

                  


Insert Manager’s Name


     Date


Insert Manager’s Title

I have read, understood and agree to the terms and conditions of my appointment including The Salvation Army's policies.

____________________________      _______________________________       __________________

Insert Volunteer’s Name



Signature



Date










































Form 19 - Voluntary Agreement letter.doc


Last Amendment July, 2003 




Page 3 of 3

