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      Volunteering Hawkes Bay

        Inclusive Communities through Volunteering                                   _

Membership Kit

Can Your Organisation exist 

without Volunteers, Training, 

Resources or Support?
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About Volunteering Hawkes Bay

Our Mission Statement

To encourage community connectedness by providing services to volunteer organisations and volunteers

Our Vision

       ‘Inclusive communities through volunteering’
Our Purpose


Volunteering Hawkes Bay is an independent non-profit organisation that provides a service to all sectors and volunteers. We place individuals into voluntary positions that provide opportunities for work experience, gaining new skills, new ideas and the chance to make a difference in the community.


We provide training in management of volunteers, organise network forums for managers of volunteers and offer advice and consultancy service in the establishment of volunteer programmes  


We maintain a comprehensive range of quality volunteer work opportunities from our network of non-profit organisations

We recruit and refer volunteers to jobs suited to their interests and goals

Advise and train organisations that use volunteers in volunteer management

Promote the benefits and value of voluntary work

Support networks of volunteers and voluntary organisations in Hawke’s Bay

Promote and facilitate corporate volunteering

Work in a multicultural manner and acknowledging the major contribution that Tangata Whenua make to voluntary work throughout our region of operation.

Volunteering Hawkes Bay is an incorporated Charitable Trust registered in Hawkes Bay in June 2006 and is recognised by the IRD as a charitable organisation 

Benefits of Membership 

What is in it for you?

We will meet with you to discuss all your volunteering needs: 

Volunteer Requests 

· We will support you to write the best request and job title for volunteers to get attracted to your job.

· We add the job request to our website www.volunteeringhb.org.nz and on the national website www.volunteernow.org.nz  

· We add your job requests in the clubs and notices section in Napier and Hastings Mail.

· We talk about volunteering at Radio Kidnappers

Recruitment and Referral of Volunteers   

· Volunteers who have been recruited by us have been given three referrals. Details of your contact person, email and phone contact and job information will be on the referral form. They may or may not take the form with them as proof of the referral.

· We will email you with the details of the person who wants to volunteer for you. We would like you to contact them within the next 48 hours to keep the motivation alive.

· Once the match has been made please contact us to let us know. If the volunteer is unsuitable, doesn’t want the job, or any other reason, also let us know.

· We record all information for funding and statistical purposes.

Information

· We will provide information about volunteering and volunteer management.  You might need information on how to recruit, train and supervise volunteers, etc. 

· You want to set up a volunteer programme and recruit a coordinator or manager of volunteers. We make generic manuals available.

· Any information about networking, volunteering, and training will be sent to you through our email lists.

Training 
· We provide training for management of volunteers.

We organise network forums for managers/coordinators of volunteers every two months, a platform where you can discuss all volunteering issues with others.

 .
Promotion

· National Volunteer Awareness Week, (second week in June), International Volunteer Day
·  (5th December), and the International Appreciation Day for Managers/Coordinators of Volunteers (1st November)  are opportunities for celebrating and recognising your volunteers and coordinators.
·  We organise displays, award, newspaper stories, and lunches with local members of Parliament. You can participate in all occasions, or use our networks to advertise.
Policies on Registered Organisations
· Volunteering Hawkes Bay will provide volunteers to registered not-for-profit (NFP) organisations (but not to individuals) that adopt sound volunteer management practices. These practices include providing job descriptions, appropriate training, supervision, support/recognition and reimbursement of agreed out-of-pocket expenses.

· NFP Organisations must adhere to the 1993 Human Rights Act, the 1992 Privacy Act and the 1993 Health and Safety in Employment Act for registration with Volunteering Hawkes Bay.

· NFP organisations interested in using our services are requested to pay a registration fee. The Board of Trustees sets this annually.

· It is the responsibility of member organisations to formulate their own insurance and volunteer expenses policies. Volunteering Hawkes Bay does not accept responsibility in this area.

· The decision to appoint a volunteer is the responsibility of the member organisation. Volunteering Hawkes Bay does not accept responsibility for performance of the volunteers or for the accuracy of the information supplied by the volunteers.

· Volunteering Hawkes Bay will refer potential volunteers to its member organisations. Member organisations must have their own interview and selection procedures in place and are expected to inform the volunteers and Volunteering Hawkes Bay of their decision.



Code of Practice for Volunteers

To promote excellence in service and maximise the quality of my experience as a volunteer, I will:
· Recognise my own motives for being a volunteer and ensure the organisation is aware of these.

· Seek work opportunities appropriate to my skills, interests and aspirations.

· Be committed to give high quality service.

· Consider opportunities for job training and personal development.

· Carry out all work I agree to do responsibly and ethically.

· Speak out about any concerns that might affect my work relationships or quality of service.

· See myself as a valued team member with the right to contribute to decisions which affect my work.

· Value and support other team members.



Code of Practice for Volunteers Involving Organisations

To promote excellence in service and maximise the quality of volunteers' experience, this organisation will:
· Empower our volunteers to meet their own and the organisation's needs.

· Offer volunteers work opportunities appropriate to their skills, experience and aspirations. 

· Provide role descriptions for all volunteers.

· Provide volunteers with clear duty statements and orientation to their work and the organisation.

· Offer training and support for volunteers to achieve personal and work goals.

· Implement procedures to safeguard volunteer safety and well being.

· Offer re-imbursement to cover out-of-pocket expenses.

· Recognise volunteers as valued team members with opportunities to participate in relevant organisation decisions.

· Provide mechanisms to acknowledge contributions made by volunteers. 

· Not discriminate on the basis of race, gender, disability, sexual orientation, marital status, age or religion.

· Not put pressure on volunteers to adopt any particular belief system



Guidelines For Appropriate Volunteer Positions
· Where the work is for the benefit of voluntary, not-for-profit charitable organisations

· Where the job has not been performed by a paid worker within the last six months

· Where the job will not require more than 20 hours per week

· Where new areas of work are being explored and volunteers may pave the way for the creation of new jobs

· Where there is an agreement within the member organisation about the nature and purpose of the volunteer involvement, including the principle of entitling volunteer staff to the same employment practices and benefits as paid staff

· Where paid staff acknowledge the value of volunteers' contributions and adequate resources are made available to support, supervise and train the volunteers

· Where there is an opportunity for the volunteer to benefit from the work by achieving personal goals 

· Where a task can be carried out better by a volunteer than by a paid staff person. This might include one-to-one befriending, advocacy, visiting, etc.

· Where a distinct area of work can be identified for which the volunteer can take responsibility and which complements or extends the work of paid staff


Guidelines which Make the Involvement Of Volunteers Inappropriate:

· Where the work is for the benefit of a profit-making organisation

· Where the volunteer receives remuneration implying low-wage status rather than voluntary work

· Where the work will typically require more than 20 hours per week

· Where the work is normally considered to be the responsibility of a statutory service, e.g. nursing care, teaching etc

· Where the volunteer would be undertaking work which is the subject of an industrial dispute

· Where the volunteer would be performing tasks carried out by paid staff in the past 6 months or where their involvement would reduce the likelihood of employment of paid staff

· Where the involvement of volunteers would jeopardise the wage or employment conditions of paid staff

· Where there is a disagreement within the client organisation about the nature and purpose of volunteer involvement

· Where there are insufficient resources to provide proper support, supervision, training and workspace for volunteers

· Where there is no money available to pay volunteers out-of-pocket expenses or provide appropriate insurance cover

· Where the work offers no rewards to the volunteer, e.g. work is too demanding, tedious, dirty and unpleasant and the volunteer does not have an opportunity to achieve personal goals

· Where unacceptable risks to health and safety are involved, e.g. physically dangerous work, potentially violent work etc.



To Register your Positions with our Referral Service

First clarify how volunteers can be involved in your organisation

Complete a separate role description for each volunteer position. Let us know if you would like one of our staff to assist you with this. Fill in the role description as comprehensively as you can, making it sound as attractive as possible. The position title is important - it needs to catch the attention of the volunteer.

Please advise us promptly when positions are filled. It is embarrassing for both of us if we refer volunteers to positions, which are no longer available.
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Napier Community House, 62 Raffles St Napier 4140, PO Box 1106





Phone 06 833 6691, Fax 06 835 3492


Email � HYPERLINK "mailto:manager@volunteeringhb,org.nz" ��manager@volunteeringhb,org.nz�


� HYPERLINK "http://www.volunteeringhb.org.nz" ��www.volunteeringhb.org.nz�





Organisations hear about the VHB service through:


VHB Website


Presentations made to by VHB


VHB newsletter


Networking





Organisation rings/emails VHB to register:


Receives Membership Kit to complete


Pays membership fee (between $55 - $175 depending on size of org).


 





PROCESS FOR AN ORGANISATION





�





Organisation interviews Volunteer


A final decision is made by the Volunteer and the organisation





Website updated: vacancy filled becomes inactive





Organisation is notified by VHB about volunteer for the role chosen by phone or email


Volunteer contacts organisation











Organisation identifies what type of volunteering role needed


Volunteer vacancy entered on database and advertised on/in:


Website


Display Boards


Media


No limit to vacancies org can advertise


Organisation name is not identified on website








VHB Manager asks for feedback from organisation:


Was volunteering position filled?


(Up to organisation if they want to provide information)


No further follow up occurs








