Volunteer Program - Induction Session checklist


Welcome


Volunteers are a very important part of the Longbeach PLACE team.  We would like to thank you for offering your services and hope that by doing so you will also assist yourself by gaining valuable skills and building self confidence.  By taking this step, to connect with your community, you are giving yourself the opportunity of becoming a valued member of a team.


Introductions


Please let us know your name, where you heard about the volunteer program and why you chose to volunteer.


The purpose of Longbeach PLACE Inc.


(  Handout sheet Purpose of Longbeach PLACE


Longbeach PLACE is a not for profit organisation.  We provide a variety of programs according to community need.  The program brochure gives a good overview of what we provide.


Roles and responsibilities


(  Handout sheet – Organisational Structure


Discuss organisational structure, role of committee of management, key staff members, where volunteers fit in to the team.


Confidentiality and privacy


(  Handout Code of Ethics form


Read through and discuss Code of Ethics form before filling in and signing.


Discuss privacy policy and where to locate information and policies on Privacy and Grievances


Rights and responsibilities of volunteers


(  Handout sheet 


Read and discuss the Volunteer Rights and Responsibilities information sheet and Policy on Volunteer Positions


Registration forms 


(  Handout Participant Record form   and   (  Volunteer Registration form


Before filling in discuss expectations, ask participants to think about existing skills and how these skills would be valuable in the role of volunteer.  Take a little time to think about skills participants would like to develop and list their personal learning goals.


Please list 2 or 3 referees.


Where things are located:


OH&S Officer, First Aid Kit, Emergency evacuation, Fire extinguishers, Fire blanket


Kitchen, tea, coffee making facilities, where supplies are kept


Toilets, where toilet rolls are kept, how to operate toilet roll holder


Office stationery supplies


Communication and messages drop file


Sign in book


What volunteers need:


Journal


Name Tag
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