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INSTRUCTIONS FOR USNG THIS DOCWMENT

Who isthishandbookfor?

This handbook has been developed to provide Parish Priests, supervisors and managers with the
structures and systems required to manage not only the legislative requirements and risks
asciated with Volunteer work, but also the practices for demonstrating good care and concern
to those who volunteer.

Wheat isitspurpose?

The handbook is intended to ensure the smooth management of Vdunteers within the
Archdiocese of Brisbane, and as a result, recognise and enhance the positive contribution that
Vdunteers make to the actvities of the Church. A separate handbook for Vdunteers has also
been produced and managers should be familiar with the contents of that handbook, ensuring
that all volunteersare provided with a copy.

How shoud the handbookbeused?

Paishesand Agencies should have an eledcronic and/ or paper copy of this handbodk stored in an
easily accesdble location. Additionally, the Paish or Agency should edit Section 3 of the
handbook to tailor mattersthat are specificto their workplace.

Vdunteers should be provided with the Volunteer Handbook on their commencement and
provided the timeto familiarise themselveswith its contents.

Any updates to the handbook will be posted on the Archdiocesan Intranet (Al) webpage. Ths
webpage will also contain individual copiesof the various appendices.



1.1

SFCTION1
GENERAL INFORMATION

OURCATHOLIO/ALUES

In whatever capacity a person providestheir service, we expectthemto behave at all timesin a way
that upholds the Valuesfound in Catholic Social Teachings (Referto Appendix 1 for more detail).

These teachingsemphasize:
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Respectfor Human Dignity

Respectfor HumanLife

The Principle of Association

The Principle of Paticipation

Preferential Option for the Poor and Vulnerable
The Principle of Solidarity

The Principle of Sewardship

The Principle of SQubsidiarity

HumanEquality

The Principle of Common Good

VOLUNTEEREFINITION

Who isaVVdunteer?

AVdunteer isaworker who:

T
T
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T
T

performsa service willingly and without pay; and

voluntarily offersthemselvesfor a service or undertaking;

is ading in a voluntary basis (irrespecive of whether the person recaves out-of- pocket
expensesor not);

completesatask routinely and isrosteredregularly; or

may be in a position of trust and responsibility such as holding keys or involved with
money.

Who isNat a Volunteer?

A work experience participant, including vocational placements and internships are not classfied
as Vdunteers, asthe Far Work Act 2009 (G h) recognizes formal work experience arrangements
that are a mandatory part of an education and training course.

Ad hoc assstance and general participation is not deemedto be volunteering work (e.g. putting
tablesand chairs away, washing up after anevent and the like).

What is Volunteer work?

Vdunteer work iswork that isunpaid. It contributesto agreatercause for the common good.



What motivatesa person do Vdunteer work?

AVolunteer hasmany motivations, including:
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to be and feel useful

the satisfaction to do goad and to do it well

for fun and to breakroutine

to learn, in the biggest sense of the word

to give backto sociely and humanity

to meet people with similar interests

for the knowledge that they served their community
to help and shae same knowledge or talent

to be consicered asafuture employee

VOLUNTEEROLICY

The Archdiocese recognres that the effortsof Volunteers is a valuable coitiution and plays
a vayimportantrolein the life of theArchdocese.

Vdunteer involvement isencouraged and supportedwhenever possble.

Paishesand agencieswill respond promptly to volunteers offering their services.
Paishesand agencieswill extend awarm welcome to volunteers.

Vdunteerswill be recognised and encouraged.

Jearexpectations of the work to be undertaken by volunteerswill be provided.

Appropriate training and preparation will be given to volunteers (including mandatory
training asappropriate, e.g. Work Health and Sdety, inductions).

Vdunteering is not a substitute to paid employment. The work of Volunteers is
supportive and complementary with paid employees.

Feadbackwill be providedto volunteers periodically.

In some circumstances the organisation may need to terminate the relationship with the
volunteer.

Atany timethe volunteer mayterminate the relationship.

FOURKEYS TBENGEFFECTIVE

Vduntary. The action of volunteering is the result of free choice. It is a personal option to
not receive compensation for the work undertaken.

Solidarity. Volunteer action only functions when it is in agreementwith others; where the
interest is collective. Volunteering is a way to give an answer to the needs, problems,
and social interests we see every day. Vdunteer action is a promise of solidarity to
createabetter life for all.

Action. Vdunteering is not only a moral value, it entails action. Doing something is a
volunteering requirement.

Organisation. Volunteering requires organised action, uniting forces to make a
difference. For that reason, Vdunteer work should be organised, systematic, and
collective, and is not an arbitrary choice of the volunteer. The work is assgned by the
organisation.
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ARCHDIOCESABDDE OKXONDUCT

Those who serve in the Archdiocese of Brisbane, volunteers (and employees) shall:

1.

Gommit to justice and equity by exhibiting the highest Christian ethical standards and
personal integrity in their professonal conduct.

. Uphold the dignity of all people and their right to respect by conducting themselves in a

moral manner consistent with the discipline, norms and teachings of the Catholic Church.

Gommit to safe and supportive relationships by not taking advantage of any pastoral or
authoritative role for their own benefit; and by adhering to the requirements of the law of
Queensland and Australia regarding reporting any suspectedabuse of children, young people
and vulnerable adults.

Respond with integrity to thosewho are poor, alienated or margnalisedby not actingin an
abusive or negledful manner; and by sharing concerns about suspicious or inappropriate
behaviour with the appropriate person in their management structure.

Srive for excellencein all their work by accepting their professonal responsibility in the
protection of children, young people and vulnerable adults from all forms of abuse; by
providing a profesgonal work environment that is free from harassment; and following the
policiesand proceduresof the Archdiocese of Brisbane.

The behaviours that reflect these 5 principles are detailed in Integrity in the Sevice of the Church
(extract), Appendix 2.

Teamwork
Whenworking in ateam,aVdunteer must:

T
T

T

Be able to take directions or give directions.

Work in cooperation with other team members and be open to, and respecful of, the ideas
and contributions of others.

Commit to resolving personal or work related concerns in a timely, constructive
and compasdgonate manner.

Gompasson
Aspart of their role,a Vounteer needsto:

T

T

Be sensitive, caring, accepting and responsive to those in need of our

asgstance.

Guard against creating a situation where others become over-dependent on a particular
volunteer. Where possble, seek to empower individuals to achieve maximum autonomy
and self-determination. Let people do what they are able to do for themselves.



(hild and dient Sakty
When engaging with children and clients, a Vdunteermust:
Be committed to the safety and wellbeing of childrenand clients.

T
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Qppot an individual@
environmentismaintained at all times.

rights and act without hesitation

to ensure a safe

Qpport also the rightsand wellbeing of fellow employeesand Volunteers.
Actively participate in building and maintaining a secure and safe environment for all.
Report concerns and/or incidents of malpractice to the relevant authority in the

Parish/ Agency.

Hold the relevant suitability card asrequired by legislation

The Archdiocese has safe conduct standards for children and vulnerable adults:

I will:

Vv
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Promote the rights & safety of children
vulnerable adults

Comply with policies & procedures that safegue X

children & vulnerable adults

Treat children & vulnerable adults with respect
dignity

Respect & protect the privacy of children
vulnerable adults

Comply with  Archdiocesan  protocols  fi
communicating with children & vulnerable adul
Maintain  proper personal &  profession:
boundaries with children & vulnerable adults
Listen & respond to th views & concerns o
children & vulnerable adults

Respect cultural & religious differences of childr
& vulnerable adults

Identify & manage risks to the safety & wellbeing
children & vulnerable adults

Promptly respond to any concerns or complaints
abuse or harm to children & vulnerable adul
Report all suspected or disclosed abuse or harn
children or vulnerable adults in accordance wi
Archdiocesan protocols

Comply with legal reporting obligations in respe
to suspected abuse or harm to chir or
vulnerable adults

Report any suspected breaches of these cond
standards

I will not:
(4

Engage in any unlawful activity with or in relatic
to a child or vulnerable adult

Engage in any activity that is likely to physica
emotionally, sexually or spirituallyahm a child or
vulnerable adult

Expose a child or vulnerable adult to sexual vidkt
or images

Use harsh or offensive language towards or in 1
presence of a child or vulnerable adult
Unlawfully discriminate against a child «
vulnerable adult or their faity or carers

Be alone with a child or vulnerable adt
unnecessarily

Engage in unnecessary physical contact with
child or vulnerable adult

Use physical violence or corporal discipline or
child or vulnerable adult

Supply liquor or a prohibited drug to a child
vulnerable adult

Engage with children while under the influence
liquor or a prohibited drug

Arrange personal contact, including online, with
child or vulnerable adult for a purpose not relate
to my miristry or work with the Archdiocese
Disclose or share personal or sensitive informati
about a child or wvulnerable adult, includir
images, unless | have proper consent or i
authorized to do so legally or under Archdioces
policy

Ignore or disregard susgted or disclosed abus
or harm to a child or vulnerable adult
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AVOLUNTEERRGHTS ANIRRESPONSIBILITIES

Unlike paid employees, Vdunteers are not covered by awards or workplace agreemerts.
Vadunteers however do have rights, some of which are covered by legislation and others which
stem from our Catholic values.

AVdunteer hasthe right to:

T
T
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Work in a hedthy and safe environment; (refer Work Heath and Safety Act20110);

Be reimbursed as appropriate, for agreed reasonable out of pocket expensesincurred in
their voluntary work;

Be covered by insurance, and fully indemnified for any acions whilst acing lawfully and
correctly intheir particular duties.

Sy No. Vdunteers have the right to know which tasks they will be expectedto do and
to a { INé if it is not appropriate for them to do them. Vdunteers have the right to
determine how much timethey are able to contribute.

Be valued and treatedasa co-worker and not just asfree help;

Be provided with orientation; formation opportunities; guidance and direction; and

Have suggestionsand contributions acknowledged and considered.

Reviews/ Evaluations. Volunteers should be contacted after their first episode of
volunteering, and within 3 months of their initial placenent. A review process including
feedback should be conducted and continued regularly.

Identification Badge. An Identification Badge should be supplied to each Vdunteer. These
badges should be worn at all timeswhilst working asa Vadunteer.

AVdunteer@Qresponsibility to the Paish/ Agency isto:

T
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Understand the purpose and philosophy of the activity before committingto it;
Examine their motivesand be sure that they match the position/work;
Understand the rulesand guidelinesthat apply;

Be willing to train for the job and take part in ongoing formation;
Accept support and supervision;

Paticipate in planning and feedbackactivities;

Be loyal to the Parish/ Agency;

Work asateam member in areliable manner;

Keepinformation confidential;

Bereliable/ dependable;

Seakand share feelingswith the organisation.

The Paish/ Agency isrequiredto:

T

T
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Provide volunteers with an induction and ensure appropriate paperwork is completed and
any mandatory training isundertaken.

The Paish/ Agency needsto discern whether the Vdunteer is required to complete:
ANational Police Check

An application for a Volunteer Positive Notice Blue Card for child related
employment.

An application for a disability services positive exemption notice card (yellow card).

Hrst Aid & CPRtraining where thisisessentialto their role

A private vehicle declaration (if using their own vehicle in the course of
volunteering). Thisdeclaration should indude:



Private vehicle declaration

Qurrent Vehicle registration

Qurrent Vehicle Insurance (Comprehensive)
Qurrent driverQlicence

E N N

1.7 WORKING WITEHILDREN

The Working with Children (Risk Management and Screemiog000 requiresthe development
and implementation of an annual risk management strategy that takes into acocount screening
requirements for Vdunteers and paid employeesincluding those who:

1 Have begun employment pending outcome of a Positive Natice Blue Card for child related
employment (Blue Card).

1 Hold aBlue Card

1 Arenot requiredto hold a Blue Card

1 ArehavingaBlue Card reassessed.

It is the responsibility of the Volunteer to ensure that their Blue Card is maintained and current.
As part of the Paish/Agency risk management strategy, a Blue Card Register is required. Thisis
administered through the ADS Human Resources function by keeping records in the HRISsystem.
Should the Blue Card expire, be suspended or cancelled, the Volunteer must notify their
Paish/Agency immediately. The Paish/Agency should then immediately discuss with the
Volunteer Co-ordinator the management of the situation.

Exemptions
If any of the situations below apply, the volunteer is not required to obtain a blue card:
Children under 18 years of age who are Volunteers (except students required to work in regulated
employment aspart of their studies):
1 Paents volunteering their services at the school that their child/children atends so
long asthe child isunder 18 years of age and present in the activity.
1 Paents volunteering their services or conducting activities through a church, club or
asciation where their child/ children is involved in the same or similar adivity.
1 Registered teachers or police officers providing services outside of their profesgonal
duties should instead apply for an exemption card through Blue Card Services.

GmmencingVolunteering
A Vdunteer must hold a Blue Card before they can begin working with children, regardless of
how often they come into contact with them.

Qurrent Holdersof Blue Cards

Where a person wishing to volunteer already holds a valid paid employee or Vdunteer Blue
Card, obtained through another organisation, the Paish/Agency will request the completion of a
dLink an applicant / cardholder to this organisation formé. This ensures the Paish/Agency is
notified of any changes to the VdunteeNsIBlue Card.

Blue Card Applications and other related Blue Card forms must be accessed directly from the
Paish/Agency and/or via the Archdiocesan Intranet (Al). They are not to be downloaded from the
Blue Card Services public site. They are not provided as an appendix within this handbook, as




changesto the formsocaur frequently.

For reference to Sdeguarding Children and Vulnerable Adults policy and supporting documents,
please follow the following link which is located within the Archdiocesan Intranet (A):
https://ai.catholic.net.au/ads/wr/OSS/default.aspx

1.9 WORTHHEALTH ANSAFETY
Obligationsof Volunteers

8 of the Work Health and Safety Act 2011, places obligations on Vdunteers at a workplaceto
undertake the following:
1 Take reasonable care for their own heath and safety; and
1 Take reasonable care that their ads or omissons do not adversely affect the hedth and
safety of other persons; and
1 Comply with any reasonable instruction that is given by the person conducting the business
or undertaking relatingto hedth or safety at the workplace;and
1 Co-operate with any reasonable policy or procedure of the person conducting the business
or undertaking relating to hedth or safety at the workplace that has been notified to
workers.
f  Note: Under Sedtion 7 of the Act a &WoNJ| Snblidesboth employees
1 andVolunteers.

Esentially, $easonable carS (s what a reasonable person would do in the circumstances
consideringthingslike:
1 The Vdunteer@knowledge
The Vdunteer@role
The Vdunteer@skills and the resourcesavailable to them
The VdunteerQqualifications
Theinformation that hasbeenprovidedto the Vdunteer
The likelihood of the hazard or risk ocaurring and the degree of harm which might result.
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Other ways of making sure reasonable care istaken include:
1 Carryingout activitieswithin the role assgned
1 Not carryingout activitieswithout the relevant skills
1 Do not do anything that would seemto be unsafe.

Headth and Hygiene

Hand washing is one of the most important aspects of infection control. Some duties are
undertaken by Volunteers where infection control must be practiced, these include:

Food preparation and handling

Jeaning of food preparation areasand food storage areas

Manual handling of people

Talet hygiene

Generaldutiesinvolving people

Gorrect hand washing is a duty of Volunteers at every workplace.

E
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Hre Sdety
Vdunteers working regularly in/near the Parish/Agency complex need to be familiar with
asciatedfire safety procedures.

When afire alarm sounds or afire isdetectedin a building:
1 All persons are to immediately evacuate the building by the nearest approved HREEXIT
and go to the nominated Assembly Area. Refer to the local Evacuation Hoor Plan.
1 Telephore or tell another person to immediately telephone the Queensland Fre and
Rescue Service on 000.

Hre ExtinguishersUse
Hre extinguishers should only be used when it is safe to do so without risk to the individual as
follows:

1 Renove thefire extinguisher from the wall cradle;

1 Pacethefire extinguisher on the floor and remove/pull the safety pin;

71 Hold the hose facing the fire;

1 Gve a short test burst of the fire extinguisher to ensure that it is working correctly;

1 Approach the fire and operate the fire extinguisher using the sweeping action atthe base of
the flames;

1 Say between the doorway and the fire to allow quick egress in the instance that the

fire suddenly erupts or cannot be extinguished with the fire extinguisher;

1 Do not get too closetothe fire;

Gontinue using the extinguisher until the fire isextinguished;

1 The fire service will attend in response to the initial call and inspect the fire scene before
the all clear can be giventhat the fire is completely extinguished.

]

After afire extinguisher hasbeenused it is not to be put backin wall cradle. It is to be labelled as
daused/emptyé and it is to be refilled by a certified fire fighting service/ company as soon as
possble.

Workplacelncident, llinessand Injury Reporting
In the event a person sustains an injury, illness or if a dangerous event ocaurs, the incident must
be reported to the Parish/ Agency.

Hazard Reporting
Hazards are those things or circumstances that will cause or will be likely to cause, serious bodily
injury or injury to aperson or to create adangerous situation.

A Vdunteer at the workplace can determine what is a hazard and that Vdunteer must then
initiate action to eliminate or control that hazard by reporting the matter to a person in authority
at the workplace. Depending on what the hazard is, it maynot be able to be eliminated and in
such a case action must be taken to implement control measures that minimise the risk and if
necessary, restrict access to the areawhere the hazard islocated.

If a hazard is detected, report the matter to the Paish/Agency. Yau must advise them of the
seriousness of the hazard and the need for immediate attention. Complete a Hazard Report Form
and submit this form to the person who will be responsible for initiating or taking action to



eliminate or control that hazard.

Ersure hazards are reported once identified. Failure to report and ensure action is taken creates
neglectand could leadto a serious bodily injury or iliness

Snoking, Alcohol and Drugs
Snoking is no longer permitted in most areas, including buildings owned or leased by the
Archdiocese.

Vdunteers working in the Archdiocese should arrive for duties free of alcohol. It is a criminal
offence in Queensland to consume or have in your possesson illegal drugs Any Vdunteer
suspeded of being under the influence of any form of these substances whilst performing
Volunteer duties will be suspended immediately and aninvestigation will be undertaken.

If a Vdunteer is required by their doctor to take medication which may affect their ability to
perform their role, they must notify the Paish/Agency as soon as posdble to discussthe matter.

Harassment & Sexual Harassment
The Archdiocese of Brisbane recognizes that everyone has the right to work in an environment
free of harasament and discrimination. However, if Volunteers do experience harassment, they
can be asaured of support in resolving the situation. The Volunteer Co-ordinator is available to
provide information and support.

Vdunteer workers can assst by considering their own behaviour. Be aware, that actions that
one person may not consider to be offensive may be offensive to others. Al workplace
relationships must be based on respect for individuals and the highest professonal standards.

Gomplaintsand Grievances

Any Vdunteer is entitled to raise a complaint or grievance concerning any aspect of their role. If
a grievance is raised it is expected that the parties will work cooperatively and respecfully, as
soon asposgble after it arises, to resolve the issue. Astep-by-step resolution processwould include:

1. In the first instance the matter should be discussed direcly with the person whom the
complaint or grievance isaboui.

2. If the iswue is not resolved or a Volunteer feels uncomfortable in undertaking step 1, the
matter should be raised with their supervisor or Volunteer Go-ordinator.

3. If aVolunteer is dissatisfied with the response, a review may be requested by the next level
of management (Eg. Sevice Manager, Parish Priest, etc.).

4. Should further resolution be needed, advice can be sought from Archdiocesan Human
Resources.

Qiminal Chargesand Gonvictions

A Vdunteer charged with having committed a crime or misdemeanor (an indictable offence), or is
found guilty (convicted by any court) of an offence, shall immediately report the fact and
circumstancesin writing to the Manager/Paish Priest. All correspondence will be kept secure and
strictly confidential.



InsuranceQoverage

All Volunteers are covered by insurance, and indemnified for any actions whilst acting lawfully and
corredly in their particular duties. In this regard the Archdiocese arranges and services the
Pasona Acadent Voluntary Workers and Public Liability Rolicies, providing coverage for
Volunteers under either the Archdiocesan Paish or Centacare policy with Catholic Church
Insurances(CC).

For further enquiries related to Volunteers insurance or if an incident ocaurs, contact Catholic
Church Insuranceson 1300 655 001 or go to: htt p:/ www.cdnsurance.com.au


http://www.ccinsurance.com.au/

FCTION2
MANAGINGVOLUNTEHRRS

GENERAL INFORVIATION FOR PARSHES AND AGENAES

2.1 RECRUITMENT MOLUNTEERS

Vdunteer recruitment should encompass the widest possble approach, be open to al and should
where appropriate include people from disadvantaged groups.

Due to requirements of mandatory training, it is helpful if volunteers are computer- literate.

There are a number of ways in which parishes and agencies can recruit. Please note Vdunteers
should not be used asreplacenent for paid labour.

Al new Vdunteer opportunities requiring advertising should be referred to the Vdunteer
Goordinator on the attached New Vdunteer Opportunity form (Appendix 3) and sent to
volunteers@e.catholic.net.au. Some other methods of recruitment are asfollows:
1 Directpersonal approach;
1 Advertisement in parish newsletter, agency newsletter, Catholic Lealer or in local or
regional newspapers;
1 Advertisement on Archdiocesan, Centacare or Brisbane Catholic Edication Webpages,
1 Advertisements in local businesses, shopping centres, or other Archdiocesan
noticeboards.
1 Approachesinitiated by Volunteersthemselves;
1 Advertisingon Vaunteering Qld or Vaunteering ServicesAustraliawebsites.

2.2 QUITABILITASSESSMENT
Once a Vdunteer has been identified they should complete an application form (Appendix 4.)

An initial general assessnent of a VdunteerQ suitability should be male based on information
contained in the application form. If the initial assessment is encouraging a further assessment is
to be done. This second stage is a personal interview at which the following should occur:

1 A Task Description (Appendx 5) should be discussed with the Vdunteer, explaining the
work that is required to be undertaken and an assesgnent made of their suitability to
undertake those tasks.

1 Any licences, qualifications, or other essntial documentation must be sighted and verified
e.g. Working with Children Blue Card, Disability Positive Notice Card etc.;

1 Two references are required however if the person has already established credibility
and character and their abilities are known to the parish or agency by at least two people,
these are acceptable asreferences (Appendix 14);

1 Appropriate checksand formsare to be completed before any offer of work is made.

Other Registration and GCompliance forms may also be required and are due for completiorat
thistime:

1. Vdunteer DataForm (Appendix 6)

2. Confidentiality Agreement(Appendix 7)

3. Qode of Bhical Behaviour for those who work in the service of the church (Appendix 8)

4. Commonwedth of Audralia Statutory Declaration (Appendix 9)


mailto:volunteers@bne.catholic.net.au

2.3 OFFER OBENGAGEMENT

If the volunteer is deemedto be suitable, a verbal offer should be made and if accepted, aformal

Leter of Ergagement (Appendix 10) is to be provided to the Volunteer. Blue Card and police
OKSO1a YySSR G2 06S O2yRdzOGSR AT NBIjdzANBRZI | ¥R
confirmation of clearance ieceived.

The Letter of Engagement should include:
1 copy of the agreed Task Description (Appendix §

A Vdunteer file is to be created which contains a copy of the Leter of and other
correspondence and documents relating to the Vdunteer e.g. application form, copies of
licences, qualificationsand other sighted documentation.

24 WELCOMPORTAL

The Archdiocese has developed a web based portal, The Welcome Portal. The Portal will act as a one st
solution for the registration and compliance raguments of Parish volunteers. The Welcome Portal can be
accessed vidittp://archbne.org/welcome In the portal, volunteers will be asked to enter personal
information and volunteer position details which wiltaonatically prepopulate forms to be signed.

The Welcome Portal will:

1 Remove the requirement for manual completion or reference of up to ten forms. Volunteers will now
be required to enter data which will result in a maximum of two-populated forms equiring
signature
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built into the data collection questions

1 Allow volunteers to complete the registration process online at their own pace without tbe floe
parish support

1 Allow volunteers to complete mandatory induction compliance training online

For further information, please go to:
https://ai.catholic.net.au/parishes/Pages/default.aspx#/topic/Volunteers/WelcomePortal/

2.5 INDUCTION ON-BOARDING ANDRAINING

Paish / management responsibility is then to provide a comprehensive induction, facilitate the
delivery of mandatory compliance training (as per the Volunteers training requirements
determined through the risk matrix ¢ Appendix 13 and any other appropriate on-the-job training
for the new VVdunteer.

Induction is essential in that it comesfirst and should include a general physical orientation and
housekeeping, the policies, procedures and culture of the Paish or Agency. It should identify
overall aims and goals and how they are attained and measured. No Vdunteer should take on
tasks without first completing an induction program. The induction program may vary from parish
to parish, agency to agency and be dependent to some extent on the tasks required of the
Volunteer. An Induction Checklist is provided as a guide (Appendix 12) but will need to be
modified to suit each situation.
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It is important that during the recruitment and induction processes that the parish or agency
assess whether the Vdunteer requires any training prior to being asked to undertake the tasks
as listed on their Task Description. All costs associated with training identified should be met by
the parish or agency concerned.

It is also important that regular contact with Vounteers is maintained, to discuss their tasks and
any training needs identified. In the case of parishes this role might be designated to a parish
employee, a member of the parish pastoral council or the parish ministry co-ordinator in the
ministry in which the Volunteer is involved. In the case of an agency it would be the agency
supervisor responsible for the tasks or services being undertaken by the Vdunteer.

If atraining needisidentified it should be rectified assoon aspossble to remedy that need.

To assist with work health and safety site induction, a Health and Safety Induction Checklist
(Appendix 15 is available.

2.6 REC®DKEEPING

Each parish or agency is to retaina Volunteers file which should contain copies of the
VdunteersQletters of engagement, Vdunteers data forms, licences, qualifications and other
required information e.g. Blue Card detailsetc.

Note: The sulmission (via email) of k documents for volunteers, including@lue Card and
National Police Check applications, to the HR Department for processng and recording is
required.

Paishes

It isimportant that parisheshave access tanacaurate volunteer regster. The register needs to
be maintained indicating if the Vdunteer is active or inactive. If a Vdunteer has been inadive

for a period of 6 months the Vdunteer should be contacted to ascertain their intention to
remain on the parish Vdunteer register. The register is a report produced from the HR system
and emailed regularly to the parish or is available on request from HR.

Agencies

The information on Volunteers working in agenciesnmsered into HRIS(Aurion) by HR All
Volunteer data is to besent to Human Resources, Archdiocese of Brisbane GPO Box 282
Brisbane QIld 4001or by email to hroffice@bne.catholic.net.au.

2.7 PERFORMANJBEEDBACK AMDRANNUALRECOGNITION FMOLUNTEERS

To demamstrate respect for Volunteers it is appropriate that performance feedback and
recognition on an annual bass be given to each and every volunteer.

2.7.1 VdunteerPerformance-ealback:
A template for providing feedback is availabléAppendix 13.

2.7.2  Annual Recognition for Vdunteers:
It is important that we recognise Volunteers. Some ways in which this can be done are
listed below:
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1 Anannual Massdedicated toVolunteers;

1 A morning or afternoon tea to which Vdunteers are invited and the Parish Priest or
Agency Headacknowledgestheir contribution;

1 A barbecue lunch or dinner at which the Paish Priest or Agency Head
acknowledgesthe contribution of Volunteers;

1 Anannual letter or certificate of appreciation presented at an appropriate parish or
agency function;

1 Recognition during Volunteer Week. Refer to www.volunteeringgld.org.au for more
information.

Please note: Whemanaging Volunteer performance - praise in public and correct in
private.

2.8 SEPARATION ERMINATION

A person may cease to be a Vdunteer for the following reasons:
1 Vdunteerinitiated
1 Paish or Agency initiated
1 Injury, lliness deathor change in personal circumstances.

28.1  Vdunteerinitiated:
Where a Volunteer no longer wishes for any reason to continue in a Volunteer capacity
with a Paish or Agency there is no legal requirement for them to provide the parish or
agency notice of their intent. However it is important that any such separation be
handled with integrity, fairness and in a way consistent with the Vdunteer@
responsibility to the parish and/or agency and the impact such a decision may have on
members of the parish community or on clients of the agency.

When appropriate, the Volunteer should be thankeshd acknowledged for their
contribution in a suitable mannerThs might be as smple as the presentation of a

Certificate of Appreciation and/or a Satement of Tasks performed or a more

elaborate ceremony of farewell at which one or both of the abovementioned

documents would be presented formally to the Volunteer/s. In the parish setting it

could take place as a de-commisgoning ceremony during a Mass or Liturgical

Celebration. In the case of an agency it might take placeaspart of a regular agency

meeting.

When a volunteer ceases, the Volunt&grvices Endinigrm needs to be completednd
sent to Human Resourcés enable the Volunteer Register to be updated.

28.2 Paish or Agency Initiated:
There will be times when a parish or agency may determine they no longer need the
asgstance of any Volunteer and in some cases a specific Volunteer

Such a situation may be whetihe tasks being undertaken by the Volunteerare no
longer required In this event recognition of the volunteers contribution shouldea
place (as pe¥olunteer initiated separation).

It may involve a judgement by the parish or agency that the Volunteer is not performing
their tasks to an acceptable level. In this case, fairness and justice would require that
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these mdters be raised with the Vdunteer and the parish or agency have given the
Volunteer every support to improve. If this support has proven to be unsuccessful, then
the termination of the volunteer is the last resort.

In the case immediately above, the parish or agency will need to exercise fairness
and natural justice in reaching this conclusion and then handle the Vdunteer@
separation with honesty and sensitivity.

Irrespective of whether the separation is Volunteer or parish/agency initiated it is
recommended that an exit interview be held with the Vdunteer in addition to the
volunteer services ending form being completed and submitted to HR to enable records
amendments.

283 Injury, lliness, death or change in personal circumstances

At times, unforeseen circumstances A f £ 2 OO0dzNJ GKI G NBadzZ & Ay
such as injury, iliness, death or other change in personal circumstance.

When a volunteer ceases, the Volunteer Services Ending form needs to be completed and
submitted to HR to enable the Volunteeedgster to be updated.

Volunteer Coordinator Notification

Al Volunteer separationsshould be notified to the Volunteer Gordinator:
volunteers@Ime.catholic.net.au.

The Archdiocese of Brishane sincerely thanks the following Organisations for allowing the use of information
contained within these guidelines

1  Gatholic Church Insurance Limited, Brishbane
Audralian Catholic Commisson for Employment Rdations, Melbourne

1

1 Nationa Committee for Professonal Sandards 2011 - A Committee of the Augralian Catholic Bishops
1 & the Leaders of Religious Ingtitutesin Audralia, Alexardria New Suth Wales.
1
1

Axpleycare, Aspley Brishane

The Anglican Diocese of Brishane, Human Resource Support Services
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FCTION3
PARISH ORAGENCY SHECHCREQUIRBM ENTSFORVOLUNTEERRS

Note: This Section may be incomplete. This is deliberate and is to allow individua parishes or
agencies engagng Volunteers to identify any processes or practices required of their
spedfic parish or agency that must be undertaken when engaging a Volunteer. Where
variations to the process and practices in Sedion 2 are necessary these shoud be
documentedhereunder.

For Exanple:

1 PesonalProtective Equipment

1 Pesonal Protective Equipment (e.g. gloves, face masks, sun screen) is to be used in
acoordance with manufacturer@instructions,

1 Pesonalprotective equipment needsto be checked before being used

1 The personal protective equipment needstofit correctly

1 Vdunteersneedto be trained in the pieceof personal protective equipment Quse.

UniversalPrecautions
Any Vdunteer coming in contact with blood and bodily wastes should assuume they are a
potential source of infection.

Management of Blood or Bodily Substances
1 Soill kits should be provided that include disposable gloves, cleaning agents, paper towels
and aleakproof bag;
71 Disposable latex or vinyl gloves must be worn at all timeswhen treating an injured or ill
person or when handling blood or body wastes or spillages,
Use papertowelsto cleanup bulk of spill;
Dispose of all contaminated materials in a leakproof, seded waste bag;
Wash and disinfectthe contaminated area;
Wash mops, buckets etc. with warm water and detergent, put these out in an open
ventilated areato dry and store when completely dry;
1 Wash hands after all proceduresand cleaning up is completed.

E N N

Waste Management

Gontaminated waste should be placedin a leak proof bagor container and seal it. Be careful
not to over fill the bag. Small amounts of first aid waste may be placedin the usual garbage
receptacle making sure that it is well out of reach of children or animals that may disturb the
contents.

Lage amounts of waste should be placed in yellow coloured bags displaying the international
biohazard sign (available from medical suppliers) and collected by a commercial contrador who
dealswith medical waste.

Sharps

Sharps containers must be provided for the safe disposal of sharps/needles and scalpel
blades. Needle stick injuries are a major cause of Hepatitis B, C and HIV. Needles should not be
bent, broken or re-sheathed. Precautions must be taken in every instance where sharps are
involved.



SECTION 4
APHNDIAES

Appendix 1 ¢ Ten Principles of Catholic Social Teaching
By RevDr John Chalmers

The Principle of Respect for Human Dignity

Bvery person is aeated in the image of God and redeemed by Jesus Christ. Consequently,
every person is worthy of respect simply by virtue of being a human being. People do not lose the
right to being treated with respect because of disability, poverty, age, lack of successor race, let
alone gain the right to be treated with greater respect because of what they own or accomplish.
dPeople cannever forfeit their right to be treated with respect because God, not us,assgnsit.€

The Principle of Respect for Human Life

An implication of the first prindple is that every person, from the moment of conception to
natural death has an inherent dignity and a right to life consistent with the dignity that is ours
as human beings. The Catholic tradition sees the sacrednessof human life as part of any moral
vision for a just and good sodiety.

The Principle of Association

The human person is not only sacred, but also sodal. We are born in the image and likenessof
God, whose essace is community, the diverse community of Faher, Son and Soirit. There are
three persons in God, but only one God. At the heart of God we find diversity that is a cause of
livelinessrather than of division. To put it bluntly: we are our true seveswhen we relate well to
others, not whenwe are isolated individuas.

The Principle of Participation
People have a right, indeed a duty to partidpate in shaping a more just and humane sodety,
see&king together the common good and well-being of all, especially the poor and vulnerable.
OAll people need to take an active role in the development of socio-economic, political and
cultural life. They dhould be shapers of history (subjects), not just passve recipients of other
people@ decsions (bjects).

The Principle of Preferential Option for the Poor and Vulnerable

In a sodety marred by deepering divisions between rich and poor, our tradition recalls the story
of the lastjudgement (Mt 25.31-46) and ingtrucds us to put the needs of the poor and vulnerable
first. The United SatS &BBhops put it well: & e needs of the poor take priority over the desires
of the rich; the rights of workers over the maxmisation of profits; the preservdion of the
environment over uncontrolledindustrial expansion.€

The Principle of Solidarity

We are our brothS Nan@ sistS NEe€pers.Leaming to practice the virtue of solidarity means
leaming that Yéving our neighbourQhas global dimensions in an interdependent world. Pope
John Paul Il said: 6Solidanty is not a feeling of vague compasson or shallow distress at the
misfortunes of so many people, both near and far. On the contrary, it is a firm and persevering
determination to commit oneself to the common good; that is to say, to the good of al and
of each individual, becausewe are all redly respnsible for all.¢



The Principle of Stewardship

We show respect for the Qeator by our stewardship of creation. We have a responsibility to
care for the world@ goods as stewards and trustees, not primarily, let alone merely, as
consumers The Queenkand Catholic Bishops issueda Pagoral Letter on the GreatBarier Reef
in June 2004. They wrote: dWe are all in the processof leaming how to better safeguard creation,
respect the rhythms of nature and live more sustainably. In the intereds of planetary health
we are all called to particpate in respectful dialogue, to leave a lighter ecological footprint and
firmer spiritual one, so that generations yet unborn will inherit a world, in the words of Pope
John Paul Il, \Hoser to the desgn of the CreatorG

The Principle of Sulsidiarity

The word subsidiarity comes from the Latin word subsidium which meanshelp, aid or support.
The prindple of subsidiarity means being wide-eyed, dearly determining the right amount of
help or support that is needed to accomplish a task or to meet an obligation: dnot too muché
(taking over and doing it for the other: thereby creating leamed helplessiessor overdependence)
and dnot too littlS é(standing back and watching people thrash about, thereby increasng
frustration and perhaps hopelessnespy dnstead of Yhe less govemment the betterQ the
princdple might be better summarised as Ho bigger than necessaryno smaller than appropriateC

The Principle of Human Equality

Given that every human being is entitled to respect and dignity, merely because she has
beencreated in the image and likenessof God, it follows that there is a radical equality among all
human beings. After all, as George Chdis points out: dcompetition is alien within God.€ This
principle lies doseto the surface in every Australian. We talk of it in terms of giving people a fair

go.

The Principle of Common Good

A community is genuinely hedthy when al people, not only one or several segments, flourish.
The Rusian novelist Doestoevski put it this way: dThe degree of dvilisation in a sodiety can be
judged by entering its prisonst. ¢Bvery sodial group must take acaount of the needs and legitimate
aspirations of other groups, and even of the general welfare of the entire human family.€ This
concept of the common good seemsto be Yhissng in actionQin contemporary Australian public
life, dnot the utilitarian formula of the greatest good for the greatest number, but the moral
formula of the greatest good for all§, simply on the basis that they are human beings and
therefore inherently worthy of regpect.€

11have drawnthisframeworkfrom WilliamByron ¢The Building Blocksof Catholic Social Teachingé America31 Od ober, 1998 2KennethHimes(2001) Responsest 0101 Questionson Social Catholic
TeachingManwah: Paulist Pressp30

seeKennethHimes(2001) Responsest 0101 Questionson Cat holic Social Teaching Manwah: PaulistPressp30

AustralianCat holic Social Justice Council Catholic Social Teaching Available online at http://www.socialjustice.catholic.org.au/ social- teaching(Accessedon11.8.15)

United Sttes Gonference  of Catholic Bishops - Economic Justice for Al Available online at
http:// uscchorg/ upload/ economic_justice_for_all.pdf (Accessed 11.8.15)
Pope John Paul Il (1987) On Social Concern Available online athttp:// w2.vatican.va/ content/ john-paul-

i/ en/ encydicals/documents hf_jp-ii_enc_301219& _sollicitudo-rei-socialis.ntml (Accessed 11.8.15)

CatholicBishopsof Queensland (2004 Let the Many CoastandsBeGlad: APagsoralLetter onthe Great Barier Reef. P168Kenneth Himes(2001) Responsest 0101 QuestionsonCa holicSocial Teaching
Manwah: Paulist Pressp55

9Georgedadis(199) Leadingt he Team-Based ChurchSan Francisco: Jossey-Bassl0Gaudium et Spes: PastoralConstitution of theChurchin the Modern World26

11Edward Kelly dDeep RootsFeed Cat holicPoliticalActioné National Cat holicReporter March29, 1996
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Appendix 2¢ Integrity in the Service of the Church

Integrity in the Serviceof the Church(extract)

Principlesand Behaviours Assogated wit h the Serviceof Church Workers:
ChurchWorkersare committ ed to Justiceand Equity;
ChurchWorkersuphold the dignity of all people and their right to respect;
ChurchWorkersare committed to safe and supportive relationships;
ChurchWorkersreach out to thosewho are poor, alienated or margnalised,
ChurchWorkersstrive for excellencein the performanceof their work.

Principle 1: ChurchWorkersare committ ed to Justiceand Equity

For the Church justice is central to its misson and way of life. There is a thread of revelation that runs through the Frst
Testament reminding the people of God that their ritual and activities are incomplete if they do not live and act justlyasa

community. The prophet Amos expressesthis dearly: & hate, | scorn your festivals, |

take no pleasure in your solemn

assembliesXbut let justice flow like water, and uprightness like a never failing stream.€ (Amos 5:21,24) Micah continues
the theme: dYou have been told what is good and what the Lord requires of you: To act justly, to love tenderly and to walk
humbly with your Gadd(#icah 6:8) Jesus took up the same message many times in his storiesand actions. The reign of
God is revealed when the hungry are fed, the naked dothed, the poor and outcast gathered back into the communion of
GodQlove and given their just share in the gifts of creation.

Principle

1.1

Church Workers
exhibit justice and
fairness in
relationships and
service.

1.2

Church Workers
promote proper
working conditions
charactersed by
justice and fairness.

1.3

Church Workers
recognise injustice,
unfairness and abuse
when it occurs in the
workplace and

respond appropriately.

People observing this principle will:

111

112
113
114
115

121
122
123
124
125
1.2.6
1.2.7
131
1.3.2
1.3.3
134
135

1.3.6
1.3.7

Familiarisehemselves with the social justice teachings of the Church as they appido
workers and volunteers.

Encourage just action among all those in whose interests they work.

Extend courtesy and respect to all in the workplace.

Refrainfrom attributing motives and blame to those seeking help.

Behave in ways that are not discriminatory and use language that is approanidteot sarcastic
or belittling of others.

Promote just structures for paid workers and volunteers.

Have the necessary knowledge and skills for the optimum exercise of their roles and
responsibilities.

Provide clear, detailed and manageable rolealggions for staff they lead anensure that
alterations are made by negotiating with the people concerned.

Comply with statutory requirements in matters such as wpldce safety, privacy, anti
discrimination.

Observe all relevant Statend Commonwealth legislation regarding terms and
conditions of employment.

Pay workers justly and fairly on the basis of skill, responsibility and performance.
Provide paid workers and volunteers with access to adequately resourced training,
formation, professional development and, where appropriate, professional supervision.

Be alert to workplace inadequacies/injigts and responding promptly, sensitively and decisive
Implement appropriate grievance procedures against improper and unreasonable administra
acts and any other expressions of injustice in the workplace.

Alert proper authorities toigns and acts of injustice, unfairness and abuse.

Inform complainants of appropriate resources and procedures for redress.

Remain impartial when allegations of injustice, unfairness and abuse arise.

Provide support impartially for botaccused and complainant when grievances arise.
Familiarise staff and volunteers with ti@hurch Protocols and Procedures &aidressing
complaints for the specific workplace and as contained in Towdedding and Integrity in
Ministry.



1.4 14.1
Church Workers act
responsibly and are 1.4.2
accountable in the use 1.4.3
of resources. 1.4.4
1.45
1.4.6
1.4.7
1.4.8
1.4.9
1.4.10

Exercise responsibility and accountability for the financial and matesalurces they manage
and use.

Exercise prudent judgment and proper accountability in refato financial and property matters

Keep accurate records of income and expenditure.

Maintain an assets register.

Have all accounts audited or monitored annually.

Present to stakeholders, at least annually, budgets, finastaéments andeports on property
administration and maintenance.

Not solicit gifts or favours from clients, even by implication.

Not misappropriate funds allocated for their work.

Issue receipts for all financial gifts and benefiiisand on behalf of the works argiojects in
which they are engaged.

Use responsibly and ethically all work equipment and resources

Princdple 2: ChurchWorkersuphald the dignity of all people and their right to respect.

oBydaily actsthat often surprised his contemporaries, Jesusmade God@ love for every human person very dear. He made
a spedal effort to make it dear in the case of those who might have doubted it the most: the poor, the wilnerable, the sick,
the young and those publidy regarded as sinners. He showed to them in particular that they were invited into the
communion of God@ love. For thisreason the Church also, in all of its actions, makes dear the dignity and value of every
human person, espedally those most vulnerable.

(Integrity in Ministry)

Principle

2.1

Church Workers treat all
people with respect,
sensitivity and courtesy.

2.2

Church Workers embrace
diversity and difference in
those they serve or with
whom they work.

2.3

Church Workers promote
personal growth and
development in those with
whom they come in contact.

People observing this principle will:

211
212
2.1.3

221
222
2.2.3

224

231

2.3.2
2.3.3
234
2.35
2.3.6
2.3.7
2.3.8

Listen attentively to and respond courteously towards all.
Respect gender differenand honour the dignity of women, men and children.
Resolve disputes amicably, fairly, justly through dialogue and mediation.

Respectfully welcomdiversity and difference.

Respond sensitively to the issues that arise when different cultures meet.

Be sensitive and helpful to those who have difficulty with language or
communication.

Seek to understand and respect the beliefergeand desires of allirrespective of
disability, culture, race, religious affiliation, gender or sexual orientation.

Respect and promote the miss and vision of the Church througlperformance and
behaviour consistent witthe Gospel values articulated this document.

Seek to bring out the best in people.

Develop decision making skills.

Be eager to learn relevant new s&iind encourage such learning in others.

Set realistic goals and encourage others to do likewise.

Show cultural and social awareness.

Exhibit perseverance, dedication and commitment.

Witness to respect, compassion and sensiivit



Princdple 3: ChurchWorkers are committed to safe and supportive relationships

GThe ministry of serving sodety, human dignity and human rights is intrinsic to the Church@ mission and Ili¥ SliXthe
ocontext of the relationship with sodety, the Church@role is based on its religious ministry, but that ministry must be
oconducted in such a way that it contributesto four sodally significant objectives:

The protection of human dignity;

The promotion of human rights;

The unity of the human family;

The provision of a sense of meaning to every area of acivity.

Principle

3.1

Church Workers know,
understand and respect
the physical and
emotional boundaries of
adults, children and
young people.

3.2

Church Workes are
aware of the dangers
involved when the
boundaries between
personal and service

relationships are blurred.

3.3

Church Workers
understand the
importance of meeting
their own personal
emotional needs outside
work relationships.

3.4

Church Workers take
appropriate action when
a relationship is not
benefitting those being
served.

35

Church Workers
understand the
problems which can
occur because of the
imbalance of power in a
service relationship.

People observing this principle will:

3.1.1

3.1.2

3.1.3
3.14

3.1.5

3.1.6
3.1.7

3.21

3.2.2

3.3.1

3.3.2

3.4.1

3.5.1

3.5.2

3.5.3

Understand bat: an unsafe relationship is one that poses risk to the emotional,
physical or sexual health of any of the individuals involved; an unsupportive relationst
one that does not recognise the needs of those it is supposed to assist; and unsafe at
unsupportive relationships have an extremely harmful impact on human dignity and s¢
esteem.

Be conscious of and respect the physical and emotional space and privacy required b
others.

Provide pastoral support always in accanda with poper accountabilityguidelines.
Provide pastoral support in places that offer sufficient safe, open and visible
environments.

Recognise that physical contact can be necgsaad helpful in giving carepmfort or
affirmation, and followthe appropriate standards for such contact.

Interact with others in a consistent professional manner.

Work within a weldefined role description that complies with the relevant legal
obligations associated with the tasks.

Consciously draw distinctions between the role as Church Worker and other social
interactions.

Monitor any unavoidable dual relanships and evaluate their impact on those

being served with the assistance of a third party if appropriate or needed.

Reflecton the reasons for undertaking Church work to determine that they are
grounded in a desire to be of service to others rather than in a neeerfational
attachment or fulfilment.

Maintain a reasonable balance between time spanwork and othemspects ofife, such
as family, friends and community.

Recognise when service relationships are Ipeicg unsafe and/or ineffectivand be
prepared to terminate those relationships with appropriate referral.

Understand that by virtue of their position of trust Church Warskare placed in a positior
of power in the relationship.

Exercise this power in a caring, compassieratd nonpatronising way thaenriches a
safe and supportive relationship.

Not engage in any form of physical, psyidgical or emotionl coerciorwithin
relationships.



Principle 4: Church Workers reach out to those who are poor, alienated or marginalised.

aLy Alda & madig deprivatich NOYust oppression, physical and psychological illness andcdeatian

Y A & S Nlted ¥e @iipassion of Christ the Saviour, who willingly took it upon himself and identified himself with

the least of his brethren. Hence, those who are oppressed by poverty are the object of a preferential love on the part
of the Church which, since hanigin and in spite of the failings of many of her members, has not ceased to work for
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Principle People observing this principle will:

4.1 4.1.1  Accept responsibility for sustainable and equitable stewardship &S S |
Church Workers, in wordnd resources.

action, cooperate in bringing 4.1.2 Be involved in advocacy for the poor and disenfranchised.

about a just world and a truly 4.1.3 Buildpartnerships with governma and nongovernment agenciet®

human community.

4.1.4
4.2 421
Church Workers involved with
people who are vulnerable or 422
abused express particular concerl
care and protection for them.
4.2.3
424
425
4.2.6
4.3 431

Church Workers treat those who
are alienated or marginalised with 4.3.2
understanding and compassion.

4.3.3

4.4 441
Church Workers act with justice
and consideration towards those  4.4.2
who are poor or disadvantaged.

4.4.3
4.5 45.1
Church Workers who are policy
and decision makers work to 45.2
create conditions where those
who are poor, alienated or 453

marginalised are treated with
understanding and compassion.

influence policy and legislation thptotects the vulnerable in owociety as
well as the global community.

Seek to build strong partnerships with the whole community in the
serviceof others.

Listen in anonjudgmentalway to the story of one who speaks of abuse or
neglect.

Familiarise themsgks with: the causes and signs of child and acafliuse
and neglect; the steps to be taken for the protection of the vulnerable; the
procedures to follow ibuse or neglect is suspectedobserved.

Avoid any form of ovefamiliarity or inappropiate language.

Provide, whenever reasonably isle, for another adult to bpresent or
close by when providing any form of pastoral care to a child or young per
or to a disturbed/vulnerable adult.

Avoid, whenever reasonably possifibeing alone with a child groung
person, or group of such people, in sleeping, dressing or bathing areas, ¢
exercise prudent judgement and behaviour when another adult cannot be
present.

Follow relevant laws and protocols concerning supplys# of alcohol,
drugs, and the supply or administration of medication.

Encourage and support programmes of outreach that seek to mee¢ds
of those who are alienated.

Seek to understand the factors that have led to alienation through
listening nondefensively to people, espidly when they exprestheir pain
or anger.

Behave in conformity with the Gospel uak of justice and chiy, soas not
to contribute further to alienation.

Recognise the personal and social factors that contribute to poventy
disadvantage intodayd a2 OA Si e o

Listen sensitively to peopled Yy SSRa  inyoich withajoveinfaehty
and Church resources that address these needs.

Recognise the need to work with and care for those who bear the scars ¢
poverty and struggle and not juitose who are less confronting.

Establish and support programmes thiatich out to those who are poor,
alienated or marginalised.

Assist all Church Workers for aim they are responsible to aaetways with
sensitivity and compassion.

Provide a climate of warmth, welcome and connection when those who fe
alienated or marginalised from the Church take tentative steps to return.



Principle 5: Church Workers strive for excellence in the performance of their work

Now as you excel in everything faith, in speech, in knowledge, in utmost eagerness, andritoga for yod so

we want you to excel also in this enormous undertaking. [2Cor 8:7 (NRSV)]. Church Work calls for the application
of skills appropriate to different types of service in the Church. Competence in the skills needed for each particular
area of Church work is necessary for all Church Workers. The demand of justice means that they develop and
maintain the skills their particular work requires. It also means that they recognise the limitations of their skills,
and the implications that hafer those being served.

Principle People observing this principle will:

51 5.1.1  Carry out all requirements of their role with due diligence and
Church Workers commit commitment.
themselves to providing 5.1.2  Stiive for optimum performance in all areas of their work.
professional and 5.1.3 Respect and promote the particular mission/vision of the organisation.
competent service. 5.1.4  Be conscious of their leadership role and responsibility as role models.
5.1.5 Work within their defined role andvoid the overstepping of boundaries.
5.1.6  Observe appropriate confidentiality and privacy.
5.1.7  Be open to processes of personal and organisational review and developmel
5.18 Maintain an appropriate balance between pastoral concern and profeskiona
responsibilities.
5.1.9 Provide mutual encouragement and support and affirm the initiatives of
co-workers.
5.2 5.2.1 Maintain the currency of their competence.
Church Workers commit 5.2.2 Engage in ogoing spiritual formation, especially when holding a leadership or
themselves to ongoing teaching role.
professional development. 5.2.3  Provide appropriate modelling, advice and guidance to assist others in their
professional development.
5.3 5.3.1  Maintain appropriate boundaries in their working relationships.
Church Workers commit 5.3.2 Establish professional relationships that prioritise needs of others.
themselves to effective 5.3.3  Be alert to the inheent risks of conftt of interest, personal gaimanipulation
professimal working andemotional dependence.
relationships with 5.3.4  Be fair and equitable in dealing with others, and use consistent apdropriate
colleagues, clients and all methods of settling grievances.
to whom they minister. 5.35 Maintain clear communication with leagues, clients and with their designatet
supervisor/mentor.
5.3.6 Use consultation methods that provide appropriate transparency, collaboratic
andinvolvement in decisiomnaking.
54 5.4.1  Show willingness to seek guidance and advice from others.
Church Workers do not 5.4.2 Not engage in tasks or activities for which they have inadequate expertise or
operate beyond the limits qualifications, especially Pastoral Care, Counselling or Spiritual Direction.
of their competence and 5.43 Recognise the appropriate time to make referrals to those with proper
qualification. qualifications/expertise.
5.5 55.1 Maintain accurate and reliable records and documents as appropriate.
Church Workers exercise  5.5.2  Comply with relevanlegislation and directives.
responsible stewardship.  5.5.3 Follow all policies, procedures and other requirements particular to their
organisation and position.
5.5.4  Seek advice and guidance from appropriately qualified supervisors imhen
doubt.
555 Be mindful of privacprinciples and manage information accordingly.
5.5.6  Avoid misuse of position for personal or financial advantage.



Appendix 3¢ New Volunteer Opportunity

Internal Use Only

NEW VOLUNTEER OPPORTUNITY

Job Title

Short description of job

Location

Times required
Days required Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Preferred start date

Minimum commitment. How many days per week? Over what period?

Skills required
Skills gained

Volunteer characteristics

Tick all requirements Driver's Licence (C) Driver’s Licence (HR)
Driver's Licence (F) Driver's Licence (MR)
Driver's Licence (LR) Medical check
Heavy lifting National Police Certificate
Traffic check Other

Working with Children Check

What Opportunities Can We Provide Orientation Training Public transport available
On the Job Training Wheelchair access
Age range
Suit seniors
Archdiocesan Contact & Position Title Date

Email Address
Phone No Mobile No Fax No

Contact: Pat Casey, Volunteer Coordinator

ARCHDIOCESE

Email: volunteers@bne.catholic.net.au g re
Address: Cathedral House, Level 1, 229 Elizabeth Street, Il OF BRISBANE
Brisbane 4000
06/17
Archdiocese of Brisbane Volunteerlng In the Archdiocese Next Review:
Page28of 49 Effective DateNovember 2019 November2020

Printed copies ofthis document are uncontrolled and this version may be outdat&tie controlled version is available on the Archdiocesan Intranet.
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catholic support services. providing help. creating hope.

Appendix 4 ¢ Application Form

Volunteer Application Form

Personal Details

Surname: First Name:
o Date of
Viife: Birth:
Address: Unit: No: Street:
Suburb/Town: State: Postcode:
Contact No: Mobile: Home:
Email:

General Information:

Please identify if there is anything that coulestrict you in your role as &olunteer.

List any skills, training, work experience or hobbies that you could bring to the volunteering. role

Describe any present or previous Volunteer workwyare/or have been involved in

Do you hold any Professional qualifications/certifites which may be obenefit in your \olunteer role?

What is yair motivation to volunteer?




Please indicate the®lunteer opportunities you would like to participate in:

Clerical/Administration Fundraising

Community Events Pastoral work

Buiding, Grounds Maintenance Court Support

Transport Driver Parish (please specify below)
Client Support

Other (Please specify

1 Positions that may involve driving/transporting clients etc., volunteers will be required to provide
additional inbrmation in regards to licence details, insurance etc.

Please indicate the days and times which you would be available to Volunteer:
Monday Time/s: Friday Time/s:
Tuesday Time/s: Saturday | Time/s:
Wednesday | Time/s: Sunday Time/s:
Thursdy Time/s:

Screening Requirements:

Under the Archdiocesan Safeguarding Children and Vulnerable Adults Prevention and Protection Policy any
person wishing to volunteer in child or vulnerable adult related ministries, are required to provide tweeasfer
and to undertake other screening requirements.

Referees:

Name: Contact Number

Additional Screening Requirements:

Do you consent to having a national police check?

Do you have a current Blue Card?

Privacy Statement:

Privacycollecion statement:The Parishes,schoolsand agencie®f the Archdioceseof Brisbane (we, us oour) may collect,use and disclos@ersonal
information about you. We collect personalinformation directly from you and may also collect personalinformation passvely through our website. We
collectyour personalinformation to fulfil the missionand directions of our organisation,to administer the sacramentsand provide pastoral care to
you, to provide you with other servicesand products you are seeking,to communicatewith you about the servicesand products we offer, to solicit
donationsand to complywith our legal and regulatoryrequirements.If the personalinformation you provide is incompleteor inaccurate,we may not be
able to provide you with the senicesor products yowseek. We may disclosepersonalinformation about you to our Parishes,schoolsand agenciesand
serviceproviderswho assistus in operatingour organisation. Our PrivacyPolicy(availableon our websiteor on request)setsout how you canaccessand
askfor correction of your personalinformation, how you cancomplainabout privacyrelated matters and how we respondto complaints.Contactdetails:
PrivacyOfficer, GPCBox282,Brisbane Queensland4001,email: privacyofficer@bne.catholic.net.au , telephone:+617 33243579


mailto:privacyofficer@bne.catholic.net.au

Appendix5 ¢ Volunteer Task Description

VOLINTERTASKDESCRIPTION
Smpleversion

POSITION:

Volunteer Driver transport ministry

The Archdiocese of Brisbane hasimplemented standards of conduc for voluntary church workersto
maintain a safe and healthy ministry environment. Our commitment to these standards requires
that we conduct badkground referencing for all persons who intend to engage in voluntary ministry
having directand regular involvement with children, young people and vulnerable adults.

VOLUNTEERRREPORTSTO:

Paish Priest/ Administrator

PURPOSEOFROLE

Thisrole, under the general direction of the Parish Priest/ Administrator, isto provide transportation
within the parish boundariesto parishionersrequiring it.

TAKS

Assgning all or some of these tasksis at the discretion of the Paish Priest/ Manager.

Providestransportation at the request of the Priest and/or Ministry Coordinator.

Kegpsarecord of all visits, including datesand times, to be givento Ministry Goordinator.
Observesconfidentiality regarding the personal matt ers of the participant.

Bringsto the attention of the coordinator any mattersrelatedto changesin health and/or needs
of the person.

1 Kegsemergency phone numbersand hasamobile phone in case an emergency ariseswith the
participant.

E N



Appendix 6 ¢ Volunteer Data Form
i & centacare

e croing hess.

Volunteer Data Form - Archdiocese of Brishane

PART A: Personal Details

Surname: First Name:
Salutation: Preferred
Mame:
Prefer not
Date of Birth: Gender: Male I:I Female I:I to I:I
disclose
Home Address: | Unit: M Street:
SuburbTown: State: Postocode:
Phone Mo: Home: Mobile:
Email:
Postal Address: . . .
{IF differs to | ) Uitz Mo Street:
SuburbiTown: State: Postcode:

Confact defailz may be used for communication purposes. An email address is essential to enable the provizion of legally
required mandatory compliance fraining.

PART B: Emergency Contacts and Medical Details

Emergency Relationship:

Contact Name: Contact Phone:

Any pre-existing conditions that may impact your capacity to v I:I N I:I
perform your duties: = L

If yes, specify:

Unlezs specified abowe, by signing thiz form you cerfify thad you are unaware of any pre-exizfing injury or ilfness you have
wiich could be affected by the nature of thiz work reguired of the role.

PART C: Volunteering Details

Position Title:

ParishfAgency/Service:

Reporting to:

Date Commenced: Indicate days and times below:

I:I Monday ] Thursday I:I Sunday

|:| Tuesday ] Friday Other relevant information:
|_| Wednesday L] Saturday

Previous volunteers or employees of the Archdiocese of Brisbane, please provide details below:
Position: Date From: Date To:

Positicn: Date From: Date Tio:

Reason for leaving

I:I Yes Existing volunteers only (tick box only if this applies)
Currently have possession of Parish keys / passes as detailed below:
Details

Printed Copies of this document are uvncontrolled. The controlied wersion is ovalleble on the Archdiocesan intronet.



Part D: Screening Requirements

Elue Card Mo: Type: Expiry Date:

Police Check: Issued:

I have been provided with a copy of the Code of Ethical Behaviour,

| have completed Safeguarding Training Year:

| understand that | must notify the Archdiocese of any changes to my criminal history.

:TH] Current Parish Volunteers STOP here and then sign form at Part .

Lh1|:ler'ﬂ'1e Archdiocesan Safeguarding Children and Vulnerable Adults Prevention and Protection Policy any person wishing to welunteer
i child or vulnerable adult related mimisiries, s required o provide e referees and o underiake other screening requirements.

Referees — Not related to the volunteer. [New Applicants only)

Mame: Phone:

Mame: Phone:

Part E: Other Compliance Requirements (If relevant to role/position)

Driver's Licence: Class: Expires:
State: Cionditions/Limits:

First Aid Cert.: Issue Date:

CPR Cert.: Issue Date:

Passport Origin: Expires:

Visa Type: Humber: Expires:

Part F: Equal Employment Opportunity (Mot Compulsory)

“four completion of the following information is for statistical purposes only and will assist in moniftoring employment
equality and diversity outcomes. Please select if either of these are applicable to you:

An Indigenous Australian.

From any other country other than an English speaking background.

Part z: Declaration:

| declare that the abowve details are true and comect and | understand that | must notify the Archdiccese immediately of
any change to these details.

Mame:

{print) Signature: Date:

For Parish volunteers, please retumn the completed form directly to your Parnish

All others, please refum to People and Culture Office: GPO Box 282, BRISBANE QLD 4001 or
hrofficed@bne. catholic. net.au

Priviacy Statsment: Privady oolecion shiemant The Parbes, sohocks and o thes Arihd of [, L o ) Y Codibot, e @nd disidioss parsonal
Infomraiion about ped. W oalet pemonal informralon disctly om you and may e colec pemonal InfrTnation passieely Brough curwebels. Wi ool pour parscnal
Irmmmnn to B e ission e deecdions of cur ciganisation, B edminister e sesments and prosvice paatoral carne Do Fou, 1D provioe U wWilh offer Seivices and

is pou are hing, o e vwelih poen aboin e seervices andl prodocis we ofler, o skl donarfons and io comply with our kegel and negrsioey neguinemanis. I the
personal v oo mﬁmm B Incompleie of inecorais, we may nol be abe io pm-dnwl.u watf the sandoes of produchs you sesl. e may dischoes personal indeimnabon aboo
you o o Parishes, school and agences and serdos providem who sesisl o in openting o organisalion. Ouwr Privacy Policy (avalals o oor webeis of on neguesl] sels ol
T i sl il il il ool oo iction of your persdnil information, how wou oam compiain about privissy-nelited matem and howwe nespond 0 comphants. Conted detals: Privoy
O, QP Sood 282, Braibans, Cusermbisd, S007, sl pivacyofon @b cools neLa, \ssphone: +81 7 3334 3579

Part H: HR use only

Risk Classification:

Comments:

Mame: Signature: Date:

Printed Copies of this document are tncontroffed. The controfled version is owailable on the Archdiccesan intranet.



Appendix 7 ¢ Volunteer Gonfidentiality Agreement
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B ST SRS, [k . el e,

CONFIDENTIALITY AGREEMENT - CHURCH WORKER (employees / volunteers)

Part A: Personal Details

Name Number
Address
Suburb: Postoode:
Em [0 aDF [0 ADS [ Centacare || Episcopal & Comporate Offices [ Parish
ployer [ Evangslisation Brisbane [] Other - please specify:
Deparment/Senvice!
Parizh
Centacare [[] Accounting & Finance Senvices [[] cathelic Eary EdCare
Directorate [] Community Services [] Family & Relationship Services
(if applicable) [ Govemance & Risk [ Executive) [ Pastoral Ministries
Part B:

During the course of my employmentivolunteer work, | understand that | may have access to confidential
information and that you may disclose to me information that is confidential to the Archdiocese, its enfiies, clients

and parishioners.

O

O O o oo

O

| acknowledge and recognise that the confidentiality of such information is a condition of my
employmentivoluntesr work and | understand and agree that this undertaking shall run to the benefit of and
be enforceable by your successors or assigns.

| agree to keep that information in the strictest confidence for and after the duration of my
employmentivoluntesr work and not to discloze that information directly or indirectly to anyone other
than a person you have notified to me to be a person authorised to receive that information;

| will never use that information for my own benefit or for the benefit of any third party;

| agree not to retain any confidential information or documents vsed by me or others during the term
of my employmentivolunteer work;

| will not infringe copyright by dizclosure of information against copyright laws;

| will not breach Privacy Legislation in relaion to information gained during the course of my
employmentivoluntesr work;

| agree not to use any of your intellectual property (IP) other than for its intended purposes during
employmentivoluntesr work and not fo use the Archdiocese’s I[P upon termination and to retum any
such matenals to the Archdiocese promptly upon leaving the Archdiocess; and

| agree that | will promptly upon termination of employmentvolunteer work, or in the event of any
request made by the Archdiocese, hand over all notes, comespondence and other electronic, written,
printed or photographed material in my possession, power or control containing any such information
{and further that | will not retain other than in the course of my employmentivolunteer work any such
information).

Mame:

Signature: Diate:

Form Mo PCRD30001 Effective date: May 2019




Appendix 8 ¢ Volunteer Gode of B hical Behaviour

Code of Ethical Behaviour. &) centacare

caf ol supper] wiices providing e, coning bops.

You have been told what the Lord requires of you:
To act justiy, to love tenderly and to walk humbly with your God.  Micah 6:8

This code of Ethical Behaviour clarifies and affirms the standards of behaviour that are expected of employees,
students on placement and volunteers in the Archdiocese of Brisbane. Breach of this code may result in
disciplinary action being taken, up to and including dismissal.

Please note:

* Clergy and religious are bound by the standards for ethical behaviour as articulated in ‘Integrity in Ministry;"
* Brisbane Catholic Education employees and volunteers should refer to their particular Code of Conduct;
* Centacare Family and Relations Services employees and volunteers should refer to their Code of Conduct.

Relationships among people are the starting point of all Christian life, ministry and service and are central to
Catholic life. Itis with the objecfive that relationships in ministry be experienced as collaborative, communicative
and coordinated without intention to harm or allow harm to occur that | have approved this Code of Ethical
Behaviour for employees, students on placement and volunteers.

Those who serve in the Archdiocese of Brisbane — employees, students on placement and volunteers shall:

1. Commit to justice and equity by exhibiting the highest Christian ethical standards and personal
integrity in their professional conduct;

2. Uphold the dignity of all people and their right to respect by conducting themselves in a moral
manner consistent with the discipline, norms and teachings of the Catholic Church;

3. Commit to safe and supportive relationships by not taking advantage of any pastoral or authoritative
role for their own benefit; and by adhering to the reguirements of the law of Queensland regarding
reporting any suspected abuse of children, young people and vulnerable adults;

4. Respond with integrity to those who are poor, alienated or marginalised by not acting in an abusive or
neglectful manner; and by sharing concerns about suspicious or inappropriate behaviour,
confidentially, with the appropriate person in their organisational structure;

5. Strive for excellence in all their work by accepting their professional responsibility in the protection of
children, young people and vulnerable adults from all forms of abuse; by providing a professional work
environment that is free from harassment; and following the policies and procedures of the
Archdiocese of Brisbane; and

6. Maintain appropriate professional boundaries in all contact settings including virtual by:
~ demonstrating behaviour consistent with role and responsibilities;
~ avoiding inappropriate emotional attachment;
=~ not forming or engaging in relationships of a personal or sexual nature;
=~ maintaining distance between work and personal space;
~ not accepting gifts or entering into financial relationships or transactions;
=~ not disclosing personal information; and
=~ awoiding touch, in a manner, which is not a legitimate occupational requirement.

Conduct not consistent with this Code of Ethical Behaviour in the workplace includes, but is not limited to being
engaged in activities or situations that can give the appearance of: bullying, sexual or other harassment, exploitation,
sexual exploitation, conflict of interest, abuse as defined in the church's Towards Healing document, possession or
distribution of pornographic material, abuse of alcohol, drogs or gambling in a way that interferes with the person’s
service of the Church, any form of criminal conduct including stealing or any other form of theft or any form of
assault.

Breaches of this policy could lead to the discipline of those found to be in breach which may eventuate in the
termination of employment or termination of voluntary positions.

I have read and understand this Code of Ethical Behaviour

I"Iar'ne:| |5ignature:| | Date: :I

Mame: AD16_APFO2_Code of Ethical Behawviour

Policy Dwrer: Director, Safeguarding and Professional Standards

Version: 03 August 2017

Review Date: March 2018

Hardoopies of this document are considered uncontrolled. Please refer to the intranet (Al) for the latest version.




Appendix 9 ¢ Satutory Declaration

Commonwealth of Australia Statutory Declaration
Statutory Declarations Act 1959

Full name of person making the deciaration and his/her occupation

of,

r

Residential Address
Wake the following dedaration under the Statutory Declarations Act of 1959:

| declare that (tick relevant box):

Since turning 16 years of age, | have been a citizen or permanent resident of a
D country/countries other than Australia.

D Since turning 16 years of age, | have never been a citizen or permanent resident of a
country/countries other than Australia

| declare that | have never been convicted of murder or sexual assault; or convicted of any
other form of assault; or of a criminal offence in either Australia or overseas.

| declare that | have never been sentenced to a term of imprisonment; been fined; had a
penalty imposed upon myself; or been otherwise punished or dealt with for the commission
of a criminal offence in a Court in Australia or overseas. This declaration does not apply to
fines relating to parking and speeding offences.

| understand that a person who intentionally makes a false statement in a statutory
declaration is guilty of an offence under section 11 of the Statutory Declaration Act 1959, and
| believe that the statements in this declaration are true in every particular.

Signature of Declarant:

Declared at:
Flace
Diay: Month: Year:
Before me,
Signature af person wihom the declarotion is being mode before
Full Mame:

Positiontitle:

Cualifications:

Address:

Mote 1: A person who intentionally makes a false statement in a statutory declaration is guilty of an offence, the
punizshment for which is imprizonment for a term of 4 years - see section 11 of the Statutory Declarations Act
1955,

Mote 2 Chapter 2 of the Criminal Code applies to all offences against the Statutory Declarations Act 1955 - see
section 54 of the Statutory Declarations Act 1955,
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