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GLOBAL ENDS POLICY

The purpose of the Volunteer Task Force is to ensure that people of limited financial, social
and physical capacity will be able to live with safety, amenity and comfort in surroundings
of their choosing. Services will be provided to support independence, with a focus on “with
a client not for or to a client”.

The recipients of VTF activities include:-
Aged persons
Disabled persons
Frail persons
Carers responsible for persons in the above three categories
Young persons with limited support means
Persons of limited financial means
Socially isolated persons
Volunteers
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1 WELCOME TO VOLUNTEER TASK FORCE

Welcome to Volunteer Task Force and thank you for enquiring about volunteer opportunities
with our organisation.

Volunteer Task Force Inc (VTF) has been caring for the community since its inception as a
not for profit organisation in 1970 when a group of dedicated volunteers got together with
an aim to provide practical assistance in and around the home to those in need.

Volunteer Task Force Inc celebrates 40 years of service to the community in 2010, and
continues to grow. The organisation has grown significantly since its inception and is now
supported by a dedicated team of professional paid staff and hundreds of very valuable
volunteers.

2 HOW THE SERVICE OPERATES

Volunteer Task Force Inc provides low cost, practical support to people with an ongoing
functional disability in the Perth metropolitan area. Our services support frail older people
and younger people with a disability to stay in their own homes and participate in the
community.

Day-to-day operations are carried out by staff and volunteers, who operate from our four
metropolitan locations - North Perth, Wanneroo, Belmont, and Safety Bay.

Volunteer Task Force Inc receives Government funding through the Home and Community
Care Program (HACC). HACC is a joint Commonwealth and State initiative administrated
by the WA Department of Health. VTF is also supported by Lotterywest, the Cities of
Stirling, Wanneroo, Belmont, Rockingham, and Melville, and the Towns of Vincent,
Victoria Park and Cambridge.

3 STAFF AND VOLUNTEERS

Staff

The Volunteer Task Force team of staff all have appropriate qualifications and/or
experience, and police clearances.

Staff members participate regularly in industry training sessions to further their
development and knowledge of aged care, the disability sector, and volunteer agency
issues. Staff members also attend regular staff meetings and briefing sessions.

These staff can be contacted at our North Perth office on 9318 5700 or at the Wanneroo
office on 9306 7000 for transport.
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Volunteers

Volunteers assist with gardening, home maintenance, shopping, outings, and centre
based social support. They also support the organisation as members of the board and by
assisting with office administration, and undertaking special projects from time to time.

Our volunteers include a range of enthusiastic participants from within the community
including retirees, school groups, church groups, and corporate groups, people in between
jobs, students... the list is endless! We even managed to recruit the US Navy to help us
out! Once a month we have opportunities for weekend gardening volunteering, which
particularly suits social and church groups and people with busy lifestyles who want to get
involved in their community.

All new volunteers are interviewed and if suitable are placed in areas they would like to
be involved in and that complement their own personal talents and skills and the needs of
the organisation. They are trained by Volunteer Task Force staff and have access to other
external training opportunities.

It would not be possible to provide our services without the goodwill and hard work of our
volunteers who really care about making our community a better place.

4 ELIGIBILITY FOR OUR SERVICES

Volunteer Task Force Inc provides services to people who are having difficulty with
everyday tasks in and around the home due to an ongoing functional disability associated
with age and/or disability.

Due to the high demand for our services, we aim to assist older people and people
with disabilities who have the greatest need for support. This includes clients who are
financially disadvantaged or have low incomes, in particular people who are in receipt of
an age or disability pension and health care card.

All clients are assessed by an Assessment Officer prior to the commencement of services
to determine their eligibility. Support needs are reviewed on an annual basis, although
clients are asked to inform Volunteer Task Force Inc if there are any changes in their
circumstances.

Volunteer Task Force Inc does NOT provide services to clients who already receive
the requested service from another agency or clients who receive packaged care (e.g.
Community Aged Care Package or CACP and Extended Aged Care at Home or EACH).

We provide a range of services to support eligible clients to live independently in the
community. These services include gardening and home maintenance, domestic
assistance, transport, shopping, outings, community activities and centre based social
support.

All services are provided on a needs basis and each client will have an individual care
plan outlining what services are required. Care plans will be developed in consultation
with the client by an Assessment Officer.

Staff and volunteers are only able to provide services that have been assessed as
necessary by the assessment team. However, please feel free to discuss any changing
needs with an Assessment Officer on (08) 9318 5700.
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5 HOURS OF OPERATION

Volunteer Task Force Inc provides services between the hours of 8.00am (7.00am
gardening in summer months) and 4.00pm, during weekdays. We also provide gardening
services approximately once a month on a Saturday. Volunteer Task Force Inc is closed
on public holidays. There is an answering service available after hours and messages will
be responded to as soon as possible.

6 HOW MUCH THE SERVICES COST

Volunteer Task Force Inc (VTF) charges clients a minimal service fee. This fee contributes
to the total cost of the service provided, with the remaining costs covered by Government
funding that we receive from the Home and Community Care (HACC) program. For up to
date information on fees, please contact the North Perth office on 9318 5700.

Volunteers are unable to accept payments for any services. Payments must be made to
a staff member or paid to the office.

1 VOLUNTEER OPPORTUNITIES

Gardening

Volunteer Task Force Inc provides a garden maintenance service with a focus on safety,
to support clients to remain as independent as possible. A gardening team will visit on
a regular basis and stay for up to an hour. Teams include a mixture of paid staff and
volunteers.

The day starts for gardening volunteers between 7am and 8.00am at the depot and
concludes between 2.30 and 3.30pm. Volunteers are encouraged to bring a packed lunch
and water, although some drinks are provided and volunteers are provided with a lunch
payment. VTF also reimburses travel costs based on the public transport zone system.
Volunteers complete reimbursement forms at the end of every month for their transport
to and from the depot.

Sunscreen, hats, gloves, shirts, all equipment and tools are provided by Volunteer Task
Force Inc. Volunteers are asked to wear covered in shoes/boots for safety reasons.

Home Maintenance

Volunteer Task Force Inc provides a basic home maintenance service, which focuses on
supporting our clients to have a safe and secure home.

Volunteers are invited to work with the Home Maintenance Coordinator. Due to the nature
of the work, only one volunteer per day can assist with this service.

Volunteers are able to join the Home Maintenance Coordinator for a maximum of one day
a week, unless agreed upon with the Gardening and Home Maintenance Supervisor.
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Transport

Volunteer Task Force Inc provides a subsidised transport service to medical appointments
(including GP, specialist, and alternative medical appointments), the nearest shopping
centre, and social visits.

Volunteer drivers contribute to this service. Volunteers need a clean driving license and
a high standard of driving skills. Volunteers are asked to work a half or full day for this
service.

Administration Support

There are a small number of volunteer positions that support the office staff on front desk,
providing administrative support and completing general office duties.

Shopping

Shopping is provided with the support of a volunteer who picks up the client from their
home and takes them to their local shopping centre. The volunteer will only assist the
client with those tasks they have difficulty with, which will be identified by the client and
the Assessment Officer at the time of assessment.

Shopping tasks may include:
Helping the client to write a shopping list
Assistance with selecting grocery items
Lifting and carrying grocery bags to and from the car
Unpacking grocery items

Under no circumstances, are volunteers to handle money and the client must be
responsible for handling all payments.

This is usually a fortnightly service that lasts approximately two hours.

COMMUNITY CONNECT
Outings

Outings are held on a monthly basis to assist clients to participate in their community.

Outings vary from month to month but include trips to the movies, ten pin bowling, lunch
gatherings etc. New ideas for outings are always very welcome.

Volunteers assist with transporting clients to and from the outing and providing support
for the duration of the outing. Costs incurred on the outing by the client are at the client’s
expense.

Reimbursement is provided for volunteer expenses.
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Out of home services

Volunteers provide companionship and transport to eligible clients to assist them to
participate in their local community. Depending on each individual client’s interests
and needs, the volunteer and the client work together to find existing services, clubs or
activities that allow the client to pursue their interests and expand their social networks.

This service also includes supporting clients to attend our Step in To Life program. This is
an interactive social program where clients get together to learn about a particular topic
of interest with a focus on staying physically and mentally healthy and staying connected
to the community.

Volunteers are offered reimbursement for travel expenses incurred as part of their
volunteering role.

Home Visits

For clients who find it difficult to leave their homes due to their disability, in home services
with a friendly volunteer can be arranged.

Club Connect

Volunteer Task Force Inc provides centre based group social support from the Marangaroo
Family Centre one day a week. This service is only open to clients in Perth’s northern
suburbs.

Club Connect includes games and lots of social interaction. Clients enjoy a shared lunch.
Volunteers assist with transporting clients to and from the centre and support them during
the day.

8 RIGHTS AND RESPONSIBILITIES OF VOLUNTEERS

Commitment to Volunteers

Volunteer Task Force acknowledges, welcomes and appreciates the important contribution
made by volunteers to the community.

Volunteer Task Force’s commitment to volunteers is reflected in a number of ways
including the adoption of volunteering principles and standards developed by Volunteering
Australia.

To promote excellence in service and maximise the quality of the volunteer experience,
Volunteer Task Force will:

Empower volunteers to meet their own and agency needs

Offer volunteers opportunities appropriate to their skills, experience and
aspirations

Provide volunteers with induction training appropriate to their volunteer
work

Offer training and support for volunteers to achieve personal and work
goals
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Implement procedures to safeguard volunteer safety and well being

Offer reimbursement or other compensation to cover out-of-pocket expenses
(where applicable)

Recognise volunteers as valued team members, with opportunities to
participate in relevant Volunteer Task Force decisions

Provide mechanisms to acknowledge the value of contributions made by
volunteers

The Rights of Volunteers
To be provided with an orientation and on-the-job training

To be regarded as a member of the Volunteer Task Force team and to be
treated with respect

To expect and be given adequate support and direction from staff

To have clearly defined and accessible lines of communication and
accountability

To say no to requests you feel you would not be able to complete or do not
wish to take part in

To be provided with tools, materials and/or resources required to complete
your tasks

To claim approved out-of-pocket expenses and to be appropriately insured in
the course of volunteer duties

To be informed about new developments within Volunteer Task Force which
may affect your position and/or delivery of service

To withdraw at any stage from Volunteer Task Force

To voice your concerns and / or complaints to a Manager

The Responsibilities of Volunteers

To recognize their own motives for being a volunteer and ensure the agency
is aware of these

To seek volunteering opportunities appropriate to their skills, interests and
aspirations

To carry out all work they agree to do, responsibly and ethically (i.e. to be
reliable, honest, open and understanding)

To be committed to give high quality service
To participate in any appropriate orientation or training
To work with other volunteers or staff as part of a team

To advise the relevant services coordinator if unable to meet any agreed
arrangements
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To advise the office of any change of details or relevant personal contact
details

To treat as confidential any personal information learned about clients,
volunteers or staff in the course of their volunteer duties

To contribute to and maintain safety

To be aware of the duty of care to themselves, clients, workers and other
volunteers

To speak up about any concerns that might affect their work relationships or
quality of service

To accept that individuals have the right to maintain beliefs and values that
may differ from theirs

To be willing to accept constructive feedback
To value and support other team members

To maintain their own personal hygiene

9 TRAINING

Volunteer Task Force has a commitment to safety, best practice, and to ensuring that
staff and volunteers are trained to carry out their duties. To this end Volunteer Task Force
provides induction and ongoing training opportunities to staff and volunteers. Some of
this training is compulsory prior to commencing service delivery (e.g. Induction training,
manual handling, tool training) and other training is available and non compulsory (e.g.
first aid).

Individual volunteers training requirements will be assessed according to organisational
needs as well as individual goals.

All volunteers are encouraged to participate in ongoing training where it is deemed to be
beneficial and relevant to their positions, and adequate notice will be provided, along with
all training details. Upcoming training events are advertised in the volunteer newsletter
and on the pin-up board in the service outlets (offices).

A training register is kept of all training completed by volunteers and staff.

Supervision
All volunteers are supervised directly or indirectly by paid staff.

The amount of supervision will be determined by the type of volunteer work, the level of
experience of the volunteer, the level of training achieved and the ability of the volunteer,
the complexity of the task and the needs of the client/s.

Gardening volunteers are supervised by a Gardening Coordinator. The role of the
Gardening Coordinator is to ensure safety of all team members and that safe working
procedures are followed at all times, to liaise with the client, to ensure correct use and
maintenance of equipment, and to allocate specific tasks to team members.
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The Gardening Coordinator also provides on the job training and ensures Volunteer Task
Force policies and procedures are followed.

Volunteers providing assistance with centre based social support, outings and shopping
are responsible to the Volunteer Support Officer who can assist with information and
discuss any issues arising from their volunteer work.

The office volunteers report to the Administration Officer (Front Desk) or Manager of
Volunteers and Business Development if the Administration Officer is unavailable.

Please feel free to approach the relevant staff members for support or if you have a
question.

10 GRIEVANCE PROCEDURE

If a volunteer has feedback about any aspect of their volunteering, the following process
will apply:

Step 1: The volunteer is encouraged to approach the person with whom they have
a grievance and discuss the issue, or the volunteer may proceed directly to
step 2.

Step 2: If the problem is not resolved in step 1, the volunteer may put the issue to their
immediate supervisor. The immediate supervisor has 7 days to respond to the
volunteer.

Step 3: If the problem is still not resolved in Step 2, the volunteer may put the issue in
writing to the Volunteer Task Force General Manager and the Volunteer Task
Force General Manager will have the matter investigated and respond within
7 days. An extension of time may be agreed between the volunteer and the
Volunteer Task Force General Manager where further time is needed to conduct
the investigation. Where the issue is with the Volunteer Task Force General
Manager the volunteer may put the issue to the Chairperson in writing and the
Chairperson will have the matter investigated and respond within 7 days. An
extension of time may be agreed between the parties.

11 REIMBURSEMENT

All expenses incurred whilst carrying out your volunteer work are reimbursable with prior
agreement. This can include postage, phone calls, bus fares or petrol if you are required
to use your vehicle.

Please keep a log of volunteering related phone calls and show (or attach) any relevant
receipts such as bus tickets, receipts or bills to your reimbursement forms. Please also
show a copy of your transport discount card.

Gardening volunteers are reimbursed at the public transport zone rate even if they drive
their own cars, as they are not required to use their car in the course of their volunteer
work.
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Volunteers assisting with centre based social support, outings and shopping are
reimbursed at government approved rates according to the engine size of the car.

Please fill in the appropriate form and give the completed form to the relevant staff member
at the end of each month. This is very important both for reimbursement plus for record
keeping of services delivered. We are required to report services delivered to our funding
body and returning your completed forms is important in ensuring this happens.

12 RECOGNITION

Volunteer Task Force policy is to ensure that volunteers are recognized for their generous
gifts of effort and time. This recognition can be a simple thank you at the end of a long
hot day or more formally through certificates, awards and events (e.g. Picnic in the Park
or our Christmas party).

A positive working environment is part of our management practice at Volunteer Task
Force. We attempt to provide people with a welcome, safe and fun environment, where
they feel they are valued, respected and their time is well spent. We want the Volunteer
Task Force experience to be a positive one. We also ensure that we interview all our
potential volunteers (with the exception of groups), to ascertain their needs and reasons
for volunteering and communicate our expectations.

Thanks to our targeted marketing and successful recruiting we have ensured a team
of dedicated staff and volunteers and have accomplished an enormous level of
service delivery. We have enjoyed the services of volunteers from a broad spectrum of
environments and our community contribution continues to be significant.

Spending time and effort to ensure we do all we can to support our community and answer
the community need is a big part of our mission, this not only means serving our clients
but also serving our volunteers. We make every effort to communicate with, reward and
retain our volunteers.

We organize bi-monthly events, usually BBQ’s, we also compile and distribute a quarterly
newsletter,and we celebrate Christmas with a party, International Volunteer Day with a picnic
and National Volunteer Week with a catered breakfast. We also recognize our volunteers
with internal and external awards. We often gain positive promotional representation for
our volunteers and the organisation by discussing volunteer achievements with local
press.

13 PERSONAL INFORMATION AND CONFIDENTIALITY

Any information gathered about staff, volunteers and clients is kept confidential, and is
stored on computer, with some paper backup, and is secured and protected in the office.

We ask you not to give your home phone number or mobile to a client. If the client needs
additional support, or if they want to contact you, please ask them to arrange it by calling
the office.

Please advise us of any changes to personal details such as address, phone number,
availability etc as soon as convenient.
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You have the right to access any information held about you. Please see the General
Manager should you wish to access this information.

Volunteer Task Force volunteers are often in positions of trust and responsibility when
working with older people and people with disabilities who can be vulnerable. It is
imperative that volunteers do not disclose any information about clients and do not take
advantage of the vulnerability of the person they are working with.

The following guidelines may help you to identify when confidentiality could be
compromised;

Would you feel bad if similar information about you were disclosed to
someone else without your permission?

Could the person be identified from what you were saying about them?

Does the information you are giving disclose issues about the person’s
health, finances, sexuality, legal issues or their family? Consider how you
would feel if you were being discussed.

Are you telling something first hand or something heard from someone
else?

If in doubt, always consult your Coordinator or Manager. Any information given to you
about a client is to be respected and treated as highly confidential.

14 DONATIONS, WILLS AND MEDICINE USE

Gifts and Donations

Please do not accept monetary donations from clients. If offered a monetary donation
from a client for Volunteer Task Force, please refer to your supervisor who will accept it
with thanks on behalf of Volunteer Task Force, and organize a receipt.

Please do no accept monetary gifts made to you or on behalf of anyone else, we cannot
accept monetary gifts from clients unless they are specifically for Volunteer Task Force.

Please do not accept any gifts from clients except home or garden produce or items of a
small nature, i.e. chocolate/biscuits/soap. If in doubt refer to your Supervisor.

Wills and Any Other Legal Issues

Volunteer Task Force does not allow volunteers to witness or play any part in the
composition or management of client wills, financial affairs or any other legal documents.
Nor may volunteers accept responsibility for client property. (e.g. do not purchase items
for the client, handle their money or be responsible for handbags left unattended.)

Where a client is insistent on the volunteer being involved, please remind them it is not
within your role and contact your Supervisor straight away. The staff member will then
communicate with the client.
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Medications, Alcohol and Drug Use
Medications

Under no circumstance are staff or volunteers to administer medication to clients, volunteers
or staff. If clients require assistance with medication, please contact the office.

Alcohol and drug use

Volunteer Task Force expects all volunteers to be sober and not under the influence
of drugs or alcohol whilst carrying out their work. The only exception is the proper use
of prescribed medication. On the enrolment form you must state any medication you
are taking that may affect your work, for safety reasons. You must inform the relevant
coordinator of any changes to your medications.

Do not report for your volunteer work if you are intoxicated or under the influence of any
non-prescribed drugs as you will be asked to leave the premises.

15 HEALTH AND SAFETY

Volunteer Task Force Inc is directed by the legislation of the Occupational Safety and
Health Act (1984). Every measure is employed to ensure the safety of our clients, staff
and volunteers.

Volunteer Task Force is dedicated to providing a safe workplace, and under occupational
safety and health laws Volunteer Task Force has a duty to ensure that all work carried out
is not harmful to staff, clients, volunteers or the general public.

The Occupational Safety and Health (OSH) Act 1984 aims to:
Promote and Secure the Safety and Health of People at Work
Protect People at Work from Hazards
Assist in Securing a Safe and Hygienic Working Environment
Eliminate, Reduce and Control Hazards

Encourage Co-operation and Consultation Between Employers and
Employees

Promote Education and Awareness of Occupational Safety and Health
The OSH Act 1984 applies to:

Employers;

Employees;

Self Employed persons; and

Persons who have control of workplaces (e.g. owners)

page 12



Volunteer Task Force volunteers are protected by the OSH Act. However volunteers are
not employees and employers do not have the same obligations under Section 19 of the
act, as they do to employees. Protection of volunteers comes from other duties under
the Act.

For full details of the Act, please ask staff in the office or find online at
www.safetyline.wa.gov.au

Please ask a staff member for up to date details on OSH representatives for Volunteer
Task Force.

Volunteer Task Force also operates under the Equal Employment Opportunity Act. For
details please log on to www.hreoc.gov.au

16 SMOKING AND HYGIENE

Under the Occupation Safety and Health (OSH) Act smoking is not permitted in the
Volunteer Task Force offices, buildings, workshops or vehicles. There are designated
smoking areas outside the Volunteer Task Force offices. Smoking is also not permitted
in clients’ homes or when you have a client in your care. Please be considerate with the
disposal of cigarette butts, and the effect your smoking may have on others.

You do not have to remain in an area where cigarette smoke is present, and can ask to
continue the conversation elsewhere.

As we work in a team environment and often one to one with clients, other volunteers or
staff members, we expect that personal hygiene is kept to a high standard. This includes
basic personal grooming, clean, tidy and appropriate clothing plus a clean vehicle if you
are transporting clients.

17 INSURANCE

VTF complies with all legal requirements with respect to insurance. The type of insurance
cover and level of insurance cover is determined annually by the Board.

If you would like more details on insurance, please ask staff in the office.

18 EXIT PROCEDURES

When a volunteer leaves for any reason, Volunteer Task Force requests adequate notice,
where ever possible, so alternative arrangements can be made for the client(s) and duties
at hand.

Volunteers are also asked to complete the Volunteer Exit Form. The feedback in these
forms is used for planning and evaluation.

Please make sure that any property belonging to Volunteer Task Force is returned,
including gardening shirts, nametags and equipment.

A written statement outlining the details of your volunteering can be provided if
requested.
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www.volunteertaskforce.org.au

North Perth:
194 Loftus Street, North Perth, WA 6006
Phone: 08 9318 5700 Fax: 08 9328 5385

Wanneroo:
9 Leach Road, Wanneroo, WA 6065

Belmont:
256 Great Eastern Highway, Ascot, WA 6104

Safety Bay:
14 Watts Road, Safety Bay, 6169

info @ volunteertaskforce.org.au

Postal Address:
PO Box 562, Mount Hawthorn, 6915

ABN: 88 414 853 924

AL
hacc

home and community care
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