Longbeach PLACE Inc.


Policy on Volunteer Positions








Those applying for volunteer positions are to receive an induction session.





Induction session to include information on:





Skills/ability or qualifications required for particular position.


Purpose and structure of Longbeach PLACE Inc.


Services and programs provided by Longbeach PLACE Inc.


Volunteer rights and responsibilities


Volunteer policy


Confidentiality & Privacy


Essential emergency procedures and OH&S





Form to be completed at induction session





Code of Ethics


Volunteer registration form to include at least 2 referees


Participant Registration form





Placement Procedure





Referees to be checked before placement can be considered


Timeslot to be arranged which suits both Longbeach PLACE Inc. and volunteer


One half day timeslot per volunteer placement


Volunteer to be placed on waiting list if suitable timeslot unavailable


New volunteers to be given 4 weeks trial period


Volunteers to have individual position descriptions, with 6 monthly reviews


First Review date to be set before placement begins 


All Volunteers are required to complete the paperwork provided with the Induction Session before their placement begins.


Volunteers who do not attend for 2 weeks without notifying the Organisation may forfeit their time slot. 


Individual volunteers to be offered additional training where needed.





Administrative/Office Positions





No new volunteers to start on reception desk during the first or last weeks of term, or during school holidays.


The reception desk can be an extremely busy work environment. If a volunteer’s skills/abilities are not suited to this situation, alternative tasks may be offered.  This is to be discussed at the review at the end of the 4 week trial period.





Child Care Positions





Police check required


Child Care volunteers are required to have child care qualifications or be undertaking a course in children’s services (or at the discretion of the Manager or child Care co-ordinator).
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