
[image: image1.emf] 

  [Insert image/s]    


[image: image2.jpg]“

Vi
N\ 7|
Tasmania
Explove the possivilities



[image: image3.jpg]V- 7

N\ 7

—~—

Tasmania
Explove Hhe possivilities






INDUCTION PACKAGE FOR VOLUNTEERS
How to use this document 
You can use this template as a reference, either to compare with an existing document, or as background reading for preparing a new document. You can also use this template to create your own document by following the steps below:

Insert the name of your history group/organisation/museum on the cover page of the document, the logo (if applicable) and one or two photographs of the building/site/collection objects/volunteers.
Complete the information contained in the square brackets throughout the document, such as: [insert history group/organisation/museum], [insert name], [insert relevant position], [insert date], [insert information] and [insert location].
In Part 3, General Information for Volunteers to Keep, include the mission and/or vision of your history group/organisation/museum, including how and why it developed, and information about your volunteer program, organisational structure, relevant brochures, operational policies and procedures, including: occupational health and safety.

All the sections in this document are optional and are to be used at your discretion. Please delete whatever is not appropriate to your organisation.
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Part 1)
	VOLUNTEER POLICY AND OPERATIONAL PROCEDURES



Volunteer Policy
Volunteers play an important role at [insert history group/organisation/museum]. Their ability to enhance our programs, events and operations beyond the skill and resources of staff is greatly valued. Through the engagement of volunteers, [insert history group/organisation/museum] is able to further its reach into the community, facilitating the two-way transfer of skills and knowledge.

The purpose of this policy is to outline the overall framework to be applied to the roles and responsibilities, engagement, induction and management of volunteers within [insert history group/organisation/museum].
Operational Procedures 
Engagement
Members of the public wishing to volunteer need to complete a Volunteer Agreement (see Part 2a) and Volunteer Application Form (see Part 2b). All engagements to volunteer positions need to be approved by the Management Committee/Manager or approved delegate and advised in writing. The Volunteer Application Form includes a section about references. Potential volunteers are asked to supply contact details of two character references. Please note that character references will be contacted after an applicant has progressed to the interview stage.

All volunteers must complete an induction, including the provision of Workplace Health and Safety information prior to commencement of duties. This induction will be conducted by the volunteer’s immediate supervisor.
Training
Supervisors of volunteers will coordinate the provision of compliance specific training relevant to the particular area/s in which volunteers will be involved.
Legal requirements
Insurance

Volunteers are covered for injuries that occur at the workplace under the [insert history group/organisation/museum]’s insurance policy. 
Workplace Health and Safety

All personnel and volunteers have workplace health and safety responsibilities. For volunteers, the responsibilities include:

· participating in workplace specific inductions as instructed by their supervisor

· complying with instructions given by their supervisor

· reporting any hazards identified to their supervisor using the appropriate form

· participating in risk assessments as directed by their supervisor to eliminate or minimise risks at the workplace

· using Personal Protective Equipment as required after being properly instructed in its use

· not recklessly interfering with or misusing anything provided for workplace health and safety at the workplace

· not wilfully placing at risk the workplace health and safety of themselves or any person.
Confidentiality 

All volunteers who have access to private and confidential information obtained through research, interviews and files have a responsibility to ensure that confidential information is not inappropriately released or taken from [insert history group/organisation/museum]. Authorisation for the release of personal information must be obtained from the [insert relevant position].

Intellectual Property

All intellectual property created by volunteers in the course of their employment is owned by [insert history group/organisation/museum] where generation of the intellectual property has required the use of [insert history group/organisation/museum]’s resources.
Performance of volunteers
Volunteers are required to perform their assigned duties in a diligent, timely and professional manner and adhere to [insert history group/organisation/museum]’s code of conduct and any other relevant policies, procedures and guidelines.

Attendance

Volunteers are to record their attendance in the appropriate register at the commencement of each volunteer shift or activity. Attendance registers will be used to calculate the total volunteering hours for volunteers. Where a volunteer is unable to attend a rostered shift, they should provide as much notice as possible.
Resignation 

Volunteers may withdraw their services at any time; however provision of at least one week’s notice would assist supervisors in maintaining rosters.

Termination

Where a volunteer’s behaviour or performance is determined by the Management Committee/Manager to be unsatisfactory, verbal warnings may be given prior to termination of the volunteering arrangement. In cases where behaviour or performance is determined by the Committee/Manager to pose immediate and/or significant danger or harm to others, or is regarded as significantly inappropriate or contrary to the volunteer Code of Conduct (see Appendix 1), termination may be made immediately.

Smoking, Alcohol and Drugs 

Smoking is not permitted inside the building/s. Smokers are requested to abide by the smoking policy and dispose of waste products in a safe manner. Illegal drugs are not permitted on the premises. Alcohol is only permitted during organised events.
Dress Code

[Insert history group/organisation/museum] recognises the importance of positive public relations. It is imperative that staff appearance and manners promote good public relations at all times. Please make sure footwear is suitable to reduce the risk of injury.
Service Standards

[Insert history group/organisation/museum] takes pride in delivering a high level of customer service to the general public, whether they are visitors, operators, students, clients, councillors, or others. 
People judge the [insert history group/organisation/museum] by the service they have received personally. As a volunteer their level of performance is assessed on how efficiently they serve the visiting public and clients. Public relations are an important aspect of the job.
Conditions
Working hours

Volunteer hours are to be within the operating hours of [insert history group/organisation/museum] or at other times negotiated between the volunteer and the supervisor.  Hours of work vary for each volunteer activity. 
Reimbursement

Volunteers will be reimbursed for pre-approved out of pocket expenses incurred on behalf of [insert history group/organisation/museum].
Activities and Amenities for Volunteers 
All volunteers are encouraged to attend events managed by [insert history group/organisation/museum], such as event days, functions and training programs. The [insert history group/organisation/museum] management will from time to time arrange extra activities such as trips to cultural destinations.

Harassment and Discrimination
[Insert history group/organisation/museum] recognises the rights of individuals to be free from harassment whilst undertaking activities as part of their volunteering duties. Volunteers will be able to work in an environment that provides for recognitions of skills, with all persons treated fairly and equitably in a workplace free of harassment and/or discrimination.
What is Harassment?

Harassment in the workplace is an action either obvious or indirect, physical or verbal, that is aimed at another volunteer and results in that volunteer having a perception of being badgered; discriminated against; pestered; tormented; irritated; or molested.

Types of Harassment

Types of harassment include teasing; telling of racist jokes; intimidations of other volunteers; derogatory reference to another’s country of origin; petty humiliations; or impeding or deriding the efforts of a person with a disability within the workplace.

What is Discrimination?

Discrimination in the workplace is an action that is direct and or indirect. A volunteer is discriminated against if he or she is treated less favourably than another volunteer on the basis of personal characteristics or because they belong to a certain group.
Types of Discrimination

Direct discrimination occurs when a volunteer is treated less favourably on the grounds of a personal characteristic, such as gender, race, age, marital status, pregnancy, sexuality, religious appearance or dress, or disability. Indirect discrimination occurs when a neutral, or seemingly harmless, policy, rule or practice has a discriminatory effect against a certain group of people.

In the event of an incident that involves harassment and or discrimination follow the steps outlined in the Grievance procedures below.

Grievance 
Volunteers’ contributions are highly valued; therefore volunteer complaints are of concern to [insert history group/organisation/museum]. The following grievance procedure provides an opportunity to clear problems or misunderstandings of any kind. It is suggested that the following formal procedure only be used if and when an informal method has not achieved the desired result.
All volunteer grievances will be investigated in a timely, thorough, fair and impartial manner.

These procedures provide a process intended to prevent or overcome personal conflict and/or grievances which occur in the workplace and to overcome such conflict or grievance without delay, in a conciliatory, informal and effective manner.

It is recognised that volunteers have the right to express a grievance and to seek a solution for any disagreement arising from working relationships, working conditions, employment practices or differences of interpretations of policy that may arise between members of [insert history group/organisation/museum].
A grievance should be initially discussed by the volunteer member with their supervisor. Either party to the grievance may seek advice from the Management Committee and or Manager. Every endeavour should be made to resolve the matter at the informal stage. If the grievance is not resolved satisfactorily initially, the volunteer may continue to negotiate a resolution on an informal basis.

In the interest of all parties involved, grievances will be processed in accordance with commonsense and principles of fairness.

Where a grievance arises outside of those areas for which there are established processes, a volunteer may immediately notify a grievance under these procedures. 
A volunteer or their representative has the right to refer any grievance to an independent body for resolution.

Conciliators 

It is the role of the conciliator to facilitate the resolution of grievances in a manner which is fair and equitable to all the parties concerned. The manner of such resolution will be determined by the conciliator appointed to resolve a grievance after their initial discussion with the parties involved.

Where the issue cannot be resolved informally, the volunteer may submit the grievance in writing to the Museum Manager/Management Committee and should:
· contain a concise statement of the facts surrounding the grievance

· include copies of any relevant documents

· identify the specific rights the grievant believes have been violated

· indicate the remedy that is sought.

Care must be taken to avoid unnecessary delays and to ensure that a grievance is resolved within a reasonable period.

All appropriate documentation shall be made available to a conciliator dealing with a grievance notified in accordance with these procedures.
Conciliators shall, as they see fit, discuss the dispute with all members concerned, suggest ways in which the dispute might be resolved, and attempt to facilitate a fair and reasonable conclusion to the grievance as quickly as possible.

Conciliators may ask the parties concerned to make relevant and helpful oral and /or written submissions.

On completion of their discussions, the conciliator appointed to the grievance shall report in writing, recommendations for the resolution of the grievance will be submitted to the Management Committee/Manager for approval.
Review of Decisions

It is in the interests of all concerned that the recommendations of the conciliator with the approval of the Management Committee/Manager be accepted. However nothing in these procedures will detract from the right of an employee, volunteer or their representative to refer any grievance to an independent body for resolution.

Part 2a)
	VOLUNTEER ROLE STATEMENT AND AGREEMENT



Volunteer Role Statement
The purpose of this Role Statement is to clearly outline the tasks and expectations associated with the functions of the role of volunteer at [insert history group/organisation/museum].

About the Role 
[Insert information]
Job Description (Key Duties)
(Please see Appendix 2 for a sample Volunteer Job Description and attach here)
Supervisor or Volunteer Coordinator
Your supervisor is: [insert name]
Additional Information
Your engagement as a volunteer with [insert history group/organisation/museum] may be subject to a police history check.
Volunteer Agreement
This Volunteer Agreement is intended to affirm that your services as a volunteer are valued and appreciated and to indicate our commitment to make your volunteer experience productive, rewarding and enjoyable.

[Insert history group/organisation/museum] accepts the services of: ___________________________________________________________________
Effective from: ________________________________________________________
To support its volunteers, [insert history group/organisation/museum] commits to:

· providing induction, information, training (and where appropriate, opportunities for ongoing training) and assistance for the volunteer to be able to meet the responsibilities of their role

· providing a healthy and safe workplace environment and appropriate insurance coverage
· acknowledging the rights and contributions of volunteers

· interviewing and employing volunteers in accordance with anti-discrimination and equal opportunity legislation and protecting volunteer information in accordance with privacy laws

· offering volunteers opportunities appropriate to their skills, experience and aspirations

· defining volunteer roles and job descriptions

· treating volunteers as valuable team members and where appropriate, providing opportunities for volunteers to participate in decision making on issues that affect their work
· assigning adequate levels of support and management for volunteers
· providing communication systems and methods, such as regular meetings, newsletters, well-maintained notice boards, to keep volunteers informed with each other and with their supervisors and or managers
· providing volunteers with copies of policies and procedures, including grievance and disciplinary procedures

· reimbursing volunteers for approved out of pocket expenses incurred on behalf of [insert history group/organisation/museum]
· providing support and recognition for their effort in a form that is meaningful for the volunteer

· ensuring volunteer activities complement, but do not undermine or replace the work of paid staff. 

As a volunteer, I agree to abide by [insert history group/organisation/museum]’s policies and procedures and the Code of Conduct (see Appendix 1) and commit to:
· performing my volunteer duties to the best of my ability, with courtesy, integrity and respect for others
· participating in ongoing training, where provided, in order to meet the requirements of the role
· adhering to the policies and procedures, including code of conduct, record keeping requirements and confidentiality of [insert history group/organisation/museum] and client information
· acknowledging that all work produced through activities performed on behalf of [insert history group/organisation/museum] remains the property of [insert history group/organisation/museum] and is protected by copyright laws
· providing excellence in customer service to all internal and external clients
· meeting time and duty commitments and where this is not possible, providing adequate notice so that alternate arrangements can be made
· adhering to dress code requirements
· acting at all times as a member of a team responsible for accomplishing [insert history group/organisation/museum]’s aims, including valuing and supporting other team members and staff.

Confidentiality Agreement
All staff and volunteers who have access to private and confidential information obtained through research, interviews and files have a responsibility to ensure that confidential information is not inappropriately released or taken from [insert history group/organisation/museum]. Authorisation for the release of personal information must be obtained from the [insert relevant position].
I have read the above information and agree to abide by [insert history group/organisation/museum]’s Volunteer Agreement.
Name: 

Signature: 

Date: 

Workplace Health and Safety Policy
All staff and volunteers on site at [insert history group/organisation/museum] should take reasonable precautions to protect their own safety and the safety of others around them. 

All volunteers are responsible for their own health and safety, if any volunteer has concerns about this issue or notices any problems in and around the building/s please report this to the Manager/Supervisor. Workplace Health and Safety sessions are held frequently throughout the year which all staff and volunteers are required to attend.
Recording Accidents

Should an accident occur, volunteers should notify the Workplace Health and Safety representative as soon as possible so that the appropriate form can be completed. It is very important that information on this form is accurate and that it is completed as soon as practicable after the occurrence.

First Aid Stations

The first aid stations are placed in each building/s with a sign on the wall showing where the first aid boxes are located. 
Fire Procedure

Each of the building/s has one or more fire extinguishers appropriate to the area. In case of a fire, please check to make sure everyone is out of the building/s, and close all doors. The emergency meeting place is [insert location]. Fire safety drills and fire extinguisher usage is demonstrated by the local Fire Service and are held frequently throughout the year which all staff and volunteers are required to attend.

Personal Protective Equipment

Personal protective equipment is available. Please ensure you have the appropriate equipment and safety gear before starting a job. 

I have read the Workplace Health and Safety Policy and procedures and understand my obligations.

Name: 

Signature: ____________________________________ Date: 

Part 2b)
	VOLUNTEER APPLICATION FORM



1. Applicant details
Surname: 

Given names: 

Address: 

Home phone: _________________________________  Mobile: 

Email: 

2. Contact person in case of emergency
Name: 

Relationship:  

Address: 

Phone number: 

2. Area of interest and relevant qualifications/skills

Please list any skills and abilities you have in any of the areas below. Include information even if you think it may not be relevant (you never know what might be useful):

	Area  of skill or ability

	Details

	Formal qualifications 

	

	Languages
	

	Business/administration
	

	Computer skills
	

	First aid
	

	Cash handling

	

	Public speaking
	

	Hospitality
	

	Marketing
	

	Trades
	

	Teaching
	

	Research
	

	The arts
	

	Museums
	

	Tourism & Events
	

	Libraries
	

	Gardening/environmental activities
	


3.  Commitment

When are you available for volunteer work? 
 

Number of hours per week: 

Preferred days: 

Proposed starting date: 

4.  Reasons for Applying to Become a Volunteer

5.  Additional Information

Please give details of any disabilities, medical conditions or allergies that we should be aware of: (Please Note: Any information given in response to this question will be strictly confidential and viewed only by the volunteer supervisor) 
6.  Police History Check (If Applicable)

A police history check may be conducted as part of the selection process for all volunteers.

7.  References 

Please supply contact details of two character references. Character references will be contacted after an applicant has progressed to the interview stage.

	
	Character Reference 1
	Character Reference 2

	Name:
	
	

	Contact Number:
	
	


8.  Insurance

All [insert history group/organisation/museum] volunteers are covered by a [insert name] Policy should you be injured while carrying out duties associated with your volunteer service.

9.  Certification

The information provided on this form is true to the best of my knowledge.

Signed: ____________________________________ Date: _____________________
Please Note: Your contact details will not be passed to any third parties and will only be used for communicating information relevant to your volunteer position.

	OFFICE USE ONLY 

	Supervisor

Recommended: Yes ⁯   No  ⁯
Signature: ________________________

Date:  ___________________________
	President/Manager

Recommended: Yes ⁯  No   ⁯
Signature: _________________________

Date: ____________________________


Part 3)
	GENERAL INFORMATION FOR VOLUNTEERS TO KEEP



The information contained in Part 3 details [insert history group/organisation/museum]’s history, volunteer program, organisational structure, relevant operational policies and procedures, including in relation to occupational health and safety.
About Us
[Insert history group/organisation/museum] was formed in [insert date]. 

[Include information on why the history group/organisation/museum was formed and the mission and vision, if applicable].
About the Volunteer Program
The collection is owned and operated jointly by [insert history group/organisation/museum]. A management committee is responsible for the management and the operation of the Museum. The Museum is dependent upon volunteer workers to operate. Volunteers have the opportunity to participate in decisions regarding the operation and overall direction of the Museum.

Structure and Organisation 
Below are brief position descriptions of some of the functions and roles within [insert history group/organisation/museum]. The following structure reflects the role of the Museum, its management committee and volunteers.  
Elected management members:

· Manager/Curator
· President
· Secretary
· Public Officer
· Treasurer
· Fund Raising Officer

Position Descriptions
Manager/Curator
· ensure that the Museum is functioning in a safe manner under the Workplace Health and Safety Act 1995 and that the requirements under the Food Act 2003, Child Protection and liquor licensing are being carried out

· the curator has overall responsibility for the Collection, including: the development of policies and procedures; the acceptance into (or deaccession from)  the Collection of objects; undertaking research of the artefacts in the Collection; and the overall care, storage and display of the Collection

· closely monitor the financial position of the Museum

· volunteer roster update

· interview and train new volunteers

· ensure all documentation on loans are legal and binding

· ensure the Museum is adhering to the National Standards for Australian Museums and Galleries

· ensure all collections are recorded and placed on the collection management database

· update information whether print or electronic

· public relations

· change displays and interpretation of artefacts.

President
· preside over all meetings held at the Museum
· make decisions if and when required and, where necessary, seek ratification at the next appropriate meeting
· sign cheques as required
· supervise other positions on the Management Committee and liaise with the members of the Management Committee
· ensure that all staff comply with the Workplace Health and Safety Act 1995
· represent [insert history group/organisation/museum] in any legal situations

· become familiar with the various Acts and laws that affect the Museum.
Secretary
· attend to all correspondence 

· prepare Agendas for the meetings

· sign cheques as required

· maintain an accurate record of minutes in the Official Minute Book

· record the minutes of all meetings and arrange the typing and distribution to the minute book and other required locations

· maintain a filing system for all correspondence.

Public Officer
· prepare monthly reports and balance with the monthly bank statements
· report to the Management Committee/Manager and General Meeting each month
· arrange for the auditor to have all required records as soon as possible after [insert date] each year, so that audited documents can be presented to the Annual General Meeting
· sign cheques as required
· arrange for stock-takes at the end of the financial year and costs for inclusion with other documents for the auditor
· become familiar with the various Acts and laws that affect the Museum
· place notices in media regarding events. 
Treasurer
· receive all income and pay all accounts – and record these transactions on the appropriate ledger

· keep up–to–date records as well as an audit trail for all transactions 

· protect the organisation against fraud and theft, ensuring safe custody of money, and prompt banking

· make sure the board understands its financial obligations

· make sure the organisation complies with tax regulations, such as GST, payroll tax and fringe benefits tax

· review all internal processes and reporting methods at least annually

· advise the board on financial strategy

· sign cheques as required.
Fund Raising Officer
· develop and implement a fundraising program 

· identify, recruit and retain donors and supporters 

· identify, engage with and prepare grant proposals for grant-giving trusts, corporate trusts and charitable foundations

· develop and deliver direct marketing campaigns 

· develop and deliver fundraising events

· undertake administrative duties relevant to the fundraising program.
General 
For insurance and occupational health and safety reasons all volunteers are required upon arrival to sign on at the office in the attendance book provided.

Upon completing a Volunteer Application Form you will be issued with a name badge. This badge should be worn when working within the museum grounds to distinguish you from patrons. 

Morning and afternoon teas are provided by the museum for all volunteers. Please make sure your cups are washed, dried and put away.

The Management Committee/Manager for [insert history group/organisation/museum] welcomes you and hope you enjoy your time with us.
Appendix 1)
	CODE OF CONDUCT FOR VOLUNTEERS



What is a Code of Conduct? 

The Code of Conduct is the standard of behaviour governing volunteers for [insert history group/organisation/museum]. All volunteers must act in accordance with the Code. During the course of his/her employment with [insert history group/organisation/museum] a volunteer must:
· behave with honesty and integrity 

· act with care and diligence

· treat everyone with respect and without harassment, victimisation or discrimination
· comply with all applicable Australian law. Australian law means any State or Territory Act or instrument under an Act
· comply with any lawful and reasonable direction given by a person having authority to give the direction
· maintain appropriate confidentiality and information acquired by the employee in the course of his or her employment
· disclose, and take reasonable steps to avoid, any conflict of interest in connection with his or her employment
· use the resources in a proper manner
· not knowingly provide false or misleading information in connection with his or her employment
· not make improper use of a) information gained in the course of his or her employment or b) the employee’s duties, status, power or authority—in order to gain, or seek to gain, a gift, benefit or advantage for the employee or for any other person
· declare a gift in the course of his or her employment or in relation to his or her employment as prescribed by the regulations
· at all times behave in a way that does not adversely affect the integrity and good reputation of [insert history group/organisation/museum]
· comply with any other conduct requirement that is prescribed by the regulations
· when acting in the course of his or her employment, must behave in a way that upholds the Philosophy and Principles of Volunteering.
Philosophy and Principles of Volunteering 
Volunteering Tasmania has adopted the Universal Declaration on Volunteering as proclaimed by the International Association for Volunteer Effort in 1990, that:
· people who volunteer do so out of personal choice
· volunteering is to be encouraged to manifest itself in diverse ways, both formal and informal
· volunteering is encouraged as an activity for all
· volunteering is seen as a source of individual and community empowerment
· volunteering is seen as a strong force for social and economic change, enabling citizens to participate fully in the democratic process, and enhancing quality of life
· volunteering can create new relationships between volunteers, the community, government and business

· volunteering is viewed as a force in itself, relevant in the context of the wider society, simply as a service of isolated organisations or individuals
· volunteering is a powerful force for individuals to participate in social, economic and cultural life
· volunteering is seen to be effective and accountable, reflecting good practices in the involvement, development and management of volunteers
· volunteering is seen as a partnership based on mutual trust, respect and honour, celebrating the differences in society and between individuals
· all types of volunteer activity, across all facets of community life, be considered equal in contributing to the development of the community
· volunteering should not threaten the job security or job satisfaction of the paid work force or its conditions and awards, it is not a substitute for paid work, and should not be a precondition for paid work
· in the involvement of volunteers consideration be given to all management issues as are considered with paid workers. 

Appendix 2)
	VOLUNTEER JOB DESCRIPTION

	Area of responsibility:
	

	Aim or purpose of the role:


	

	Sample activities:
	What specifically will the volunteer be doing?



	Opportunities:
	What are the benefits and new options (tangible and intangible) that will be available?



	Requirements: 
	What commitments are required in accepting this role? E.g. time/training/attire etc.



	Recommended skills or personal attributes:
	Are there specific skills, knowledge, qualifications, qualities that are required? Preferred or advantageous?



	Training and support plan:
	What is available to assist the volunteer in successfully undertaking this role?

Who is available to educate, support and monitor?



	Reporting:
	What reports will be expected, in what form and how often?



	Signs/standards of success:
	How will we know that the job/project is satisfactorily completed?

1.

2.

3.




© Bowbridge, N., & Creyton, M., ‘Willing & Able’, Museums & Galleries Services Queensland, Queensland, 2002
Copyright information 
You may copy, distribute, display, download and otherwise freely deal with this work for any purpose, provided that you attribute Arts Tasmania and Museum Consultant Sue Atkinson. However, you must obtain permission if you wish to (1) charge others for access to the work (other than at cost) or (2) include the work in advertising or a product for sale.

This document has been prepared by Arts Tasmania for general information purposes based on a template designed by Museum Consultant Sue Atkinson in 2008. While every care has been taken in relation to its accuracy, no warranty is given or implied. Users should obtain their own independent advice before making any decisions that rely on this information.

Disclaimer 
This material has been prepared for use by small museums, collections and historical societies. It follows that this material should not be relied on by any other person. Furthermore, to the extent that ‘this material is relied on’, the Crown in Right of the State of Tasmania gives no warranty as to the accuracy or correctness of the material or for any advice given or for omissions from the material. Users rely on the material at their own risk.
Check List 
	OFFICE USE ONLY

	Volunteer Name:
	

	Position Title:
	

	Documentation

	⁯   Volunteer Application Form
	⁯   Police history check (if applicable)

	⁯   Volunteer Agreement Form
	

	Volunteer Induction

	Dates of Induction:
	

	Completed By:
	


Department of Economic Development, Tourism and the Arts


Arts Tasmania





INDUCTION PACKAGE FOR VOLUNTEERS


Sub-heading 


follows on from the heading.





1. 





2. 





3. 





4. 





Department of Economic Development, Tourism and the Arts


Arts Tasmania





Department of Economic Development, Tourism and the Arts








[Name of history group/organisation/museum]
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INDUCTION PACKAGE FOR VOLUNTEERS


…


This package is for each volunteer to read and sign. Part 1 is the Volunteer Policy and Operational Procedures. Part 2 is the Volunteer Role Statement and Agreement and Volunteer Application Form and Part 3 gives information about [insert history group/organisation/museum]’s operations, policies and procedures and is for the volunteer to keep.
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