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1. Title  
West Gippsland Libraries Volunteer Policy  

 
2. Policy Statement & Supporting our Mission, Vision and Values 

This policy manages all aspects of volunteer engagement at West Gippsland Libraries.  It provides 
information and initial support and guidance for WGL staff and volunteers alike.  We recognise that 
volunteers can play an important role within our libraries and we aim to provide an inclusive, fair and 
welcoming experience for individuals who offer appropriate services and skills to perform agreed tasks 
on a voluntary basis.  These tasks complement and enhance the work undertaken by paid staff.  We 
strive for volunteer opportunities to be meaningful. This policy is just one part of an extensive suite of 
documentation and work instructions.  

 Volunteers will work alongside side us to support and further our Vision, Mission and Values:  
 

Vision – Our vision is for connected, inclusive and resilient communities that are supported to grow 
and thrive 
 
Mission – Supporting our communities is our Mission: 

• Connect – We are responsive and bring people together 
• Belong – We are inclusive and work with you 
• Learn – our free resources allow minds to explore and create 

 
Our Values: 

• Relationships – we build relationships with our stakeholders, community and each other 
• Excellence – we will deliver excellence in everything we do 
• Bravery – We anticipate and bravely adapt with the changing needs of our communities 

 
3. Our Child Safety Commitment 

West Gippsland Libraries is committed to the safety and wellbeing of all children and young people. 

 
4. Scope  

The policy and toolkit applies to all Corporation employees, Volunteers and Board members.  

 
5.  Policy Contents  

Please note: This policy document represents an introduction and access point to all aspects of a 
volunteer journey with West Gippsland Libraries.  Most of the content in this policy is general in 
nature, and specific actions or tasks are outlined in the relevant work instruction or template within the 
‘Volunteering Toolkit’.  The policy briefly addresses: 

 
• Volunteer rights and our WGL culture 

• Organisational context 

• Policy & Procedure - Outline of main components 

• Legislative implications 

• Roles & recruitment 

• Registration screening and appointment 

• Orientation, induction and OHS 

• Training, development and ongoing support 

• Acknowledgement & recognition 

• Performance management & exiting volunteers 

• Standards and resources 
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Introduction 

Successful volunteering programs in public libraries are dependent on the implementation of best 
practice volunteer management principles, appropriate leadership and support, and an organisational 
commitment and culture which embraces the principle of volunteer involvement.   

Volunteer rights and our WGL culture 

Volunteers, who give their time and expertise freely, are entitled to be supported and supervised in 
their roles and should expect to be recognised for their contribution.  They can expect to be 
reimbursed for any authorised out-of-pocket expenses and to enjoy the same emphasis on workplace 
health and safety as paid employees do.  Volunteering supports several of our core values and 
beliefs; with ‘Building Relationships with our Stakeholders, Communities and each other’ being 
perhaps the most relevant within this context.  

Organisational context 

This is the first time that West Gippsland Libraries have provided a ‘whole of organisation’ approach to 
volunteering.  While there have been sporadic opportunities for a small number of individuals in the 
past, this has not been delivered through any formal structure or with transparent procedures for 
recruitment, retention and management of volunteers.  It is important that all staff embrace full 
ownership of the concept of volunteering, and recognise the mutual cultural benefits of enabling 
volunteer opportunities.  

Policy and procedure – Steps in identifying a volunteer opportunity and appointing a volunteer 

Map our library / workplace needs and consider opportunities 

      Use the template provided within the ‘Volunteer Recruitment & Application Process’ section of this 
toolkit. (Monday.com).The Manager of Volunteers & Community Participation will work with branches / 
departments to map needs which will enable proactive engagement of volunteers, rather than ad hoc 
placement.  Please note also, if considering volunteer placements for young people, that there are 
‘working with young people’ implications that may need to be considered.   (Current factsheets are 
included in the ‘toolkit’)  

Risk Assessment 

A risk assessment focus should be applied to volunteer opportunities in the same way as it is for any 
area of our enterprise. Under current legislation, (Occupational Health and Safety Act) organisations 
are expected to ensure that volunteers are not exposed to risks to their health and safety when 
performing their duties; both physical and psychological health needs to be considered.  There are 
specific requirements in a Covid-19 and Covid-Recovery environment, and these are fully detailed 
within the ‘Volunteer Policies & Procedures Toolkit’.  We must approach the notion of volunteering 
during this time with sensitivity and respect for the private health information of volunteers.   

Roles: 

Opportunities for volunteer involvement at WGL may occur within (but are not limited to) the following 
areas of our service: 

• Program support: supporting employees to prepare and deliver high quality library 
programs for all ages.  This support could be (but is not limited to) the set-up of equipment 
and materials for programs, meet and greet / concierge services for larger-style programs 
or new residents, assisting with the provision of refreshments and the clean-up of an area 
after an event or program.  Support could also be provided for staff at external or off-site 
visits. This is not an exhaustive list, and we should think creatively about engaging 
volunteers.  

• Preparation of materials such as new resident packs or mail-outs 

• Delivery of library equipment and materials within a ‘Home Library Service’ style of 
delivery 

• Program delivery: Some examples here are that a volunteer may have a particular area of 
expertise which they could present, such as local history expertise, tutoring in a specialist 
area, or training in a relevant technical skill or craft.  It is important to note that volunteer 
program delivery would need to meet the same criteria for high quality programming as is 
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applied to programs delivered by paid staff.  Ideas for program delivery will need to be 
appropriately authorised, and fit within the current library plan and strategic direction. 
Volunteers may also take on a ‘co-host’ role with a paid team member.  

• Shelving library materials and perfect ordering / collection presentation 

• There may be opportunities for volunteers within different departments at our Regional 
Support Centre. 

• We need to be mindful about ensuring Volunteers are not completing work or tasks that 
would more usually be done by a paid employee, or where a paid employee could 
undertake a role with appropriate training 

• Skilled Volunteers:  There may be opportunities for skilled volunteers from a business or 
other professional background to participate in their community by offering a volunteer 
service to WGL.  These opportunities will be examined on a case-by-case basis.  

• Volunteers could assist with library tours and also with group tours on the ‘Virtual History’ 
walking tours at Wonthaggi and Drouin. 

• Volunteers could be engaged on a temporary basis – for example – community 
‘Membership Ambassadors’ could be engaged for a targeted membership drive 

• Volunteers (with appropriate skills and support / training) could participate in literacy or 
reading based services, such as listening to children reading; supporting adult literacy 
students or other reading enrichment based programs.   

 

      Roles In a Covid-19 and Covid-19 Recovery Context 

• Any physical or on-site opportunities for Volunteers will be examined and assessed 
through a Covid-Safe process – in the same way as we do for our paid employees.  We 
are guided by current State Government directives with regard to Covid-19 

• There is further Volunteers and Covid-19 specific material in the ‘Volunteer Policies & 
Procedures’ toolkit.  

• Volunteering opportunities can still occur during Covid-19 and Covid-Recovery, and may 
include (but are not limited to): 

o Covid-Safe Home Library Service delivery programs 

o Covid-Safe supply of material to residential care settings 

o Remote Membership Drives or New Member Clubs online 

o Skilled Volunteers may contribute to delivery of a specialist skill or learning 
opportunity  

o Online mentoring for skilled and experienced volunteers 

o Volunteers may partner or co-host with a paid employee for a remote program 

 

 

    Advertising & Recruiting for Volunteer Engagement Opportunities 

The Gippsland Volunteers Network can be considered, as can advertising within a branch, on our 
website and within our member council volunteer co-ordinators and networks. There are multiple ways 
to recruit for volunteers.  Information sessions may also be a meaningful way to connect with potential 
volunteers.  Volunteering Victoria website and GoVolunteer.com.au (from Volunteering Australia) are 
also suitable avenues.  

During Covid-19, it is still possible to recruit and engage volunteers.  Interviews can take place via 
Video conferencing and telephone calls, and the necessary administration can still occur.   
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    Role description 

After completing the mapping exercise, a role description (see toolkit) is developed, which should 
include the following: 

• The Role / Title 

• Approximate number of hours required  

• Location/s 

• Tenure – is this a short-term opportunity or ongoing?   

• Purpose 

• Supervision and regular check-in arrangements 

• Volunteer duties / responsibilities 

• Skills, qualifications, desirable expertise or knowledge 

• Mandatory background checks (Police Check, Working with Children Check) 

• The need for at least two referees 

• Clarity about what is NOT expected within this appointment also 

 

Registration, interview, screening and appointment 

• Volunteer applicants should submit an application (see toolkit) addressing the relevant 
criteria, in a similar way as we may expect in a paid role.   

• Completing the registration does not guarantee that there is a suitable role or opportunity 
available.   

• Interviews should be undertaken in a consistent manner.  Questions should be developed 
which focus on the skills needed for the role, to clarify expectations and ensure we have the 
right person for the role. This process should be similar to current recruitment practices for 
paid employees.  Just like recruitment for paid positions, there may be times when an 
applicant is not suitable for a volunteer position, and this should be handled as sensitively and 
fairly as if appointing a paid employee. Volunteer applicants will not commence their role until 
all mandatory checks have been completed and recorded. It is compulsory to ask a child-
safety based question. (see toolkit)  

• Referees: follow-up with referees should be undertaken, in a similar way to referee checks for 
a paid employee.  (see toolkit)  

• Mandatory checks: Police checks and Working with Children checks are mandatory for 
volunteers.  

 

Volunteer details should be entered onto the ‘Volunteer Register’ by the Manager Volunteers 
& Community Participation 

 

Diversity and Inclusion 

When mapping, recruiting and appointing a volunteer; we should ask the following questions: 

• Have we considered diversity in our recruitment and decision-making? 

• Is our volunteer opportunity accessible and inclusive?  

• Are the applicants fully representative of our community? 

• Do we need to compile information for any support workers?  

 

 



 

Page 7 of 9 

Orientation, induction and OHS 

Appropriate orientation and induction enables clear communication and role clarity for both volunteers 
and for WGL (see toolkit)  
This process also ‘flags’ any potential concerns for either party and defines expectations 

Orientation should include, but not be limited to: 

• Vision, Mission and Values 

• Our corporate history 

• Organisation chart 

• The Victorian public library sector 

• OHS site induction checklist 

• Relevant equipment, facilities and protocols 

• Manual handling 

• Personal safety  

• Privacy 

• Introduce key staff and contacts 

• Child Safety Induction presentation 

 

      Training, development and ongoing support 

Training and ongoing support of volunteers is essential, and there may be occasions when training 
which is offered to paid staff may also be relevant for volunteers.   

Insurances 

Volunteers are covered by WGL Volunteer Personal Accident Insurance and Public Liability.  Further 
information on insurance is available in the Volunteer toolkit.   

 

Acknowledgement and Recognition 

Our volunteers should feel valued for their contribution.  In many cases, they will be our biggest 
advocates within our communities.  Some strategies for recognition, which are simple to implement 
are: 

• Ensuring a team member greets a volunteer each time they present at a service point 

• A welcome letter when appointed (see toolkit) 

• Recognition of birthdays & celebrations (if appropriate and acceptable to the volunteer) 

• Invite volunteers to events and activities (even if they are not volunteering at the activity) 

• Volunteer newsletters are used successfully in some organisations with a large cohort of active 
volunteers 

• Nominate volunteers for council or shire-based volunteer recognition 

• A morning, afternoon tea, or supper event 

• Include volunteer contributions in organisational reporting 

• Recognise National Volunteer Week 

Performance management  

Just like with paid staff, performance management (if needed) is not something that should wait 
for a formal review or assessment.  If there is a performance problem, it is fair that it be dealt with 
when it occurs, so that the problem does not escalate. (See toolkit for further information and 
instructions)  
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Performance management should be based on evidence rather than personal feelings or 
judgemental notions about an individual, and all parties should expect a fair hearing and ‘no 
surprises’. 

There can be varied reasons why a volunteer performance may need management: 

• A volunteers values may not align with that of our organisation 

• A volunteer may not actually be capable of performing the tasks in their role.  In this case 
it may be appropriate to consider a re-design of their role, or different tasks which they 
may find suitable.   

• There may need to be a ‘difficult conversation’ about the suitability of an individual, 
particularly if they may be disruptive or actively working in opposition to our organisational 
culture and values.  If appropriate selection, recruitment and induction procedures are 
followed, this is less likely to occur.    

• When performance managing a volunteer, just like with a paid employee, our focus should 
be on the tasks and the work performed.  We are not qualified to provide psychological 
advice or counselling.  

• Inappropriate performance management of volunteers can also be an area of reputational 
risk for our organisation. 

• If volunteers are not appropriately supported by team members, they may not be able to 
perform their role in alignment with expectations or role statements 

Dismissal and Exiting volunteers 

Volunteers who breach conditions or who do not comply with standards should be discontinued / 
dismissed in a timely manner 

Sometimes volunteers need to finish up for other reasons, and their contribution should be 
recognised.  Records should be amended.  

A letter formally acknowledging a volunteer’s departure is good practice.  

Standards and resources 

This policy and toolkit is informed by:  

1) The National Standards for Volunteer Involvement (Volunteering Australia) 

2) The National Volunteer Guide, produced by Justice Connects Not-for-profit-Law service 

Volunteering Victoria, Volunteer Management Toolkit 2020 

 
6. Roles and Responsibilities 

The following positions are responsible for approving, implementing, complying with, monitoring, 
evaluating, reviewing and providing advice on the policy and procedures: 

Implementation Manager Volunteers & Community Participation 

Compliance All employees 

Development/Review Manager Volunteers & Community Participation 

Interpretation/Advice Manager Volunteers & Community Participation 

 
 

7. Supporting Documents 
This Policy should be read in conjunction with all other relevant Corporation policies and procedures, 
as well as relevant legislative requirements.  There is extensive supporting material in the ‘Volunteer 
Policies & Procedures toolkit’  
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8. Human Rights Charter 
This policy has been considered in relation to the Victorian Charter of Human Rights and 
Responsibilities Act 2006 and it has been determined that it does not contravene the Charter. 

9. Monitoring, Evaluation and Review 
This policy will be reviewed on a two yearly basis. 

 
10. Non-compliance, Breaches and Sanctions 

Failure to comply with this policy, supporting procedures or guidelines, will be subject to investigation 
which may lead to disciplinary action and potential legal ramifications. 

11. Approval 
 

___________________________  ______________________ 
 
Chief Executive Officer   Date Approved 
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