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The City fosters productive interchange 
between staff opportunities and 
volunteers and encourages a 
collaborative environment that 
promotes personal and professional 
growth for volunteers.

The City is committed to:
• ensuring values, behaviours and 

standards of professional conduct 
are maintained with everyone that 
has dealings with the City

• endeavouring to provide 
volunteering opportunities to the 
community that are accessible to 
people from all backgrounds

• providing a safe environment for all 
volunteer activities

• following a fair and equitable 
selection process for prospective 
volunteers

• meeting our obligations regarding 
workplace incidents, indemnities, 
liability and injuries

• working to the definitions of 
volunteering as applied in 
Volunteering Australia’s National 
Standards document for Volunteers

Bendigo is a place where you can make 
strong connections in the community 
through volunteering. By volunteering 
with the City you will meet people 
of all ages and from all walks of life. 
In your role as a volunteer you have 
the opportunity to make people feel 
welcome while providing a valuable 
service to the City. 

The new skills and knowledge that you 
gain will also be of benefit to you by 
providing the opportunity to:

• create new professional networks 
and friendships

• develop transferable skills that 
could assist you when it comes to 
finding a new job

• increase your skills and self-
confidence and identify new 
strengths

• be part of the City’s vibrant arts 
and culture events, festivals and 
attractions

• contribute to the community in a 
supportive environment

• enjoy yourself by having a great time 
while you volunteer

Volunteering at the City
The City of Greater Bendigo (the City) values the positive 
contribution of volunteers and encourages voluntary participation 
by people who wish to provide a service to the community by 
choice and without monetary reward.
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The Volunteer Handbook (the 
handbook) will introduce you to 
volunteering at the City. Please note that 
the handbook is only a brief guide to the 
wonderful world of volunteering and 
should be read in conjunction with the 
policies and procedures that appear on 
your My Impact page.

The handbook will also provide you 
with general information on your 
responsibilities, rights and roles. No 
doubt there will be much to learn, 
please do not hesitate to talk to your 
Volunteer Coordinator about any 
queries you may have.

The City welcomes you and 
hopes that your time as a 
volunteer with us is a positive 
and rewarding experience!
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The municipality is a 
major regional centre for 
northern Victoria and 
southern New South Wales 
and has the third largest 
urban area in Victoria. It 
also includes productive 
agricultural area and 
many small towns 
such as Heathcote, Axedale, Huntly, 
Marong, Elmore, Goornong, Kamarooka, 
Lockwood, Neilborough, Sebastian, 
Woodvale, Raywood, Mia Mia and 
Redesdale, which are renowned for their 
strong sense of community and lifestyle. 

The local population is continuing to grow 
and is becoming increasingly culturally, 
religiously and ethnically diverse.

Council is committed to Greater Bendigo 
being a community that understands and 
respects cultural and religious differences, 
supports multiculturalism and actively 
promotes cultural inclusion.

This includes advancing reconciliation and 
supporting our local Aboriginal and Torres 
Strait Islander communities. You can read 
more on the City’s website.

Introduction to the 
City of Greater Bendigo
Greater Bendigo is a vibrant, creative 
and culturally enriched major 
regional city located in the 
centre of Victoria, covering 
almost 3,000km2.
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The City uses Better Impact software 
to manage the volunteer process and 
program. The Better Impact system is 
used in the application process for our 
volunteers. It includes:

• City policies and procedures
• volunteer emergency contact details
• length of volunteering service
• training that has been completed or 

required
• contact information 
• application forms

When our volunteers have been accepted 
into a role, a My Impact page is created 
where the volunteer can manage their 
involvement with the City. The use of your 
My Impact page is a requirement for all of 
our volunteers. All volunteers are required 
to have an active private email address in 
order to log in to their My Impact page.

The My Impact page can be used to:
• keep up to date with City volunteer 

information, policies and procedures
• communicate with the Volunteer 

Coordinator 
• record volunteer hours 
• view schedules
• view and apply for other volunteer 

opportunities 
• select, confirm or decline shifts
• change your password
• view and update your profile
• change your emergency contacts
• identify your availability
• accept training opportunities

Better Impact – volunteer 
management system
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The principles of volunteering
The City is working towards adopting the principles of 
volunteering, as set out in Australia’s National Standards for 
Volunteer Involvement.

1 Volunteering benefits the community and the volunteer. It is a part of 
the wider concept of civic participation.

2 Volunteering is always a matter of choice.

3 Effective volunteer involvement requires organisational leadership and 
a culture and structure that supports and values the role of volunteers.

4 Volunteers do not replace paid workers nor constitute a threat to the 
job security of paid workers.

5
Volunteers have rights, which include the right to work in a safe and 
supportive environment with appropriate infrastructure and effective 
management practices.

6 Volunteering respects the rights, dignity and culture of others.

7
Volunteers have responsibilities, including acting responsibly, 
being accountable for their actions to the City, and respecting the 
organisation’s values and practices.

8 Volunteering promotes human rights and equality.

9
Volunteer involvement should be a considered and planned part of an 
organisation’s strategic development, aligning with the organisation’s 
strategic aims and incorporated into its evaluation framework.

10 To read more, visit www.volunteeringvictoria.org.au
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The City’s commitment to our volunteers
The City has a legal responsibility to 
provide a duty of care to all volunteers 
to ensure that they are not exposed to 
any risk or illness from the tasks they are 
undertaking, the equipment they are 
using or the environment that they are 
volunteering in. We are also committed to 
providing you with:

• a supportive environment 
underpinned by our values and Code 
of Conduct

• assistance and support
• training and development 

opportunities
• a safe volunteering environment that 

is free from harassment and bullying

The City will:
• provide a safe and healthy work 

environment in accordance with all 
relevant occupational health and 
safety legislation and associated 
regulations

• provide you with a role description 
so you understand your role and the 
tasks you are authorised to perform

• provide a full induction, orientation 
and any training necessary to equip 
you with the confidence and skills to 
perform your volunteer role

• provide relevant policies and 
procedures on your My Impact page, 
including any changes to policy or 
legislation that may affect your role

• provide supervision, support and 
feedback, and the opportunity for you 
to ask questions 

• provide adequate resources and 
ongoing training as needed to 
enhance your skills and knowledge

• have clear communication channels 
between you and your Volunteer 
Coordinator

• acknowledge the contributions and 
achievements of volunteers

• provide opportunities for feedback 
and to identify grievances and 
concerns

• ensure information provided by you is 
dealt with in accordance with current 
Victorian privacy legislation

• provide insurance as per the City’s 
public liability and volunteer 
insurance policy

Roles and responsibilities
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Volunteer responsibilities to the City
The City’s customer focus requires 
that volunteers conduct themselves 
in a manner that displays respect and 
consideration for those who they come 
into contact, whether they be internal or 
external customers.

Individual behaviour and appearance 
should promote a positive image for 
the City. When representing the City, 
volunteers are expected to adhere to the 
following values.

Performance of duties and rostering

• Ensure that personal presentation is 
neat and tidy at all times

• If required, wear all components of 
the volunteer uniform (this will be 
provided)

• Be reliable and punctual and contact 
Volunteer Coordinator or Manager 
if running late or unable to attend a 
shift

• Provide reasonable notice to staff 
of roster availability including 
unavailable dates throughout the year 
for holidays or other reasons

• Advise Volunteer Coordinators if they 
cannot make their shift at least 24 
hours prior

• Notify relevant staff should they 
wish to change the nature of their 
contribution, such as their hours 
or role, or if they wish to cease 
volunteering 

• Ensure any equipment provided in 
your role is only used for the purpose 
of the role, and is returned to the City 
when the volunteering role has ended

Behaviours, safety and representation

• Act in a manner that is consistent with 
the City’s values and Code of Conduct. 
This includes respecting everyone’s 
views, values and cultures

• Read and adhere to all applicable City 
policies and procedures

• Represent the City in a professional 
and courteous manner and be aware 
that their behaviour reflects upon the 
City

• Deliver high quality customer 
service in accordance with the City’s 
Customer Service Charter (this can be 
found on our website)

• Only undertake duties they are 
authorised to perform, always operate 
under the direction and supervision 
of nominated staff and follow 
reasonable instructions

• Report to their Volunteer Coordinator 
or Manager any duty of care concerns 
(own or others)

• Perform all duties in accordance with 
City’s Occupational Health and Safety 
Policy

• Cooperate with others and function 
as a team

• Refrain from making statements on 
behalf of the City to the media or 
public 

• Maintain a high level of integrity and 
refrain from expressing negative 
judgements and personal opinions to 
colleagues or the public

• Respect decisions made by their 
Volunteer Coordinators
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Communication and feedback

• Contribute to continuous 
improvement and make constructive 
suggestions

• Listen and act on feedback about 
performance

• Report any issues or grievances 
directly to their Volunteer Coordinator, 
or another appropriate manager

• Use your My Impact page to manage 
your volunteering commitments with 
the City

Information and training

• Ensure all information provided to 
City is true and accurate

• Successfully complete all components 
of the volunteer induction program

• Attend or complete ongoing training 
as required

• Treat confidential information 
with a high level of discretion and 
confidentiality

Volunteer responsibilities will vary from area to area and you will be 
informed if there are any other responsibilities that apply to the role in 
which you have chosen to volunteer.
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OUR VALUES AND BEHAVIOURS
Working together to be the best we can for our community

1.  We have a clear vision and understand our purpose
2.  We encourage each other to be the best we can
3.  We listen and think things through
4.   We work together to make a difference in our community

1.    We talk to each other and share information and knowledge
2.   We nurture ideas, creativity and innovation
3.   We use feedback to improve our performance
4.   We work together to continuously improve what we do

1.   We plan and deliver quality programs, projects and services
2.    We help each other to make informed decisions and take action
3.   We make the best use of our resources
4.   We work together as a team

1.   We support each other
2.   We recognise contribution, performance and achievement
3.   We take responsibility for our actions
4.   We work together to create a safe and healthy workplace

1.   We get to know our customers and understand their needs
2.   We do what we say we will do
3.   We follow our policies and procedures
4.   We work together to provide great service

1.    We are friendly, professional and treat each other with courtesy
2.    We recognise and value diverse backgrounds and perspectives
3.   We gain the trust of others by acting fairly and with integrity
4.   We work together to create and maintain a positive culture

Values and behaviours
The City is a values-based organisation, working together to be the best we 
can be for the community. The City continues to integrate our values and 
behaviours in our day-to-day work, including how this contributes to our 
preferred organisational culture and service provision to the community.
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The City’s Code of Conduct (the Code) 
is aligned to our values and has been 
developed to guide our behavior as 
we continue to serve our community. 
It provides a guide to behaviors that 
are expected at the City and those that 
are unacceptable and applies to all 
employees, volunteers, contractors, 
student placements and others 
representing the City. 

Information in the Code will be particularly 
helpful when starting as a new volunteer 
and dealing with unfamiliar situations as it 
provides guidance on confidentiality and 
information sharing and a range of conflict 
of interest issues. 

The Code also outlines the ethical 
standards and behaviors expected of 
all of us at the City. A link to the Code of 
Conduct is on your My Impact page.

It is important to be aware that suspected 
breaches of the Code will be treated 
on a case by case basis and all relevant 
circumstances will be taken into account. 
A breach of the Code may lead to 
disciplinary action in accordance with the 
Managing Misconduct Procedure and/or 
Managing Underperformance Procedure, 
which may include termination.

If you are unsure of any aspect of the 
Code, you should discuss the issues with 
your Volunteer Coordinator. 

Code of Conduct
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Policies and procedures
The following are excerpts from various 
policies including the Appropriate 
Workplace Behaviour Policy and the 
Prevention of Sexual Harassment in the 
Workplace Policy. These policies describe 
the expected standards of behaviour at 
the City and should be read in full along 
with all other policies. All policies relating 
to volunteers can be found on your My 
Impact Page.

Bullying and Harassment 

The City is an Equal Opportunity employer 
and is committed to providing: A safe, 
healthy and supportive work environment 
that is free from discrimination, 
harassment and bullying; and a workplace 
where all individuals associated with 
the City treat each other with respect, 
dignity and courtesy. The City will take all 
reasonable and proportionate measures 
to prevent and eliminate discrimination, 
harassment and bullying.

Bullying is defined as persistent and 
repeated negative behavior directed at an 
Individual that creates a risk to health and 
safety.

Harassment is defined as unwelcome 
behaviour or conduct which has no 
legitimate Workplace function, which 
intimidates, humiliates or offends another 
person or persons and is on the basis 
of a protected attribute. Discrimination 
is defined as unfavorable treatment of 
a person on the basis of a protected 
attribute.

Protected attributes include but are not 
limited to age, gender identity, impairment 
(also known as ‘disability’), parental status 
or status as a carer, physical features, 

race, religious belief or activity, sex and 
sexual orientation. A full list of protected 
attributes and further information on 
bullying, harassment and different forms 
of discrimination is available from the 
Appropriate Workplace Behaviour Policy.

If you are subject to any behaviour during 
your volunteering that may be considered 
bullying, harassment or discrimination, 
you are encouraged to immediately 
make it clear to the person engaging in 
the inappropriate behaviour that such 
behaviour is unwelcome, offensive 
and must stop. Guidance on reporting 
inappropriate behaviour is provided in the 
Appropriate Workplace Behaviour Policy.

Fairness, equity, diversity and inclusion

The City is an equal opportunity employer 
and is committed to providing a safe and 
supportive environment that is free from 
discrimination and harassment and where 
all individuals associated with the City 
treat each other with respect, dignity and 
courtesy. The City will take reasonable and 
proportionate measures to prevent and 
eliminate discrimination, harassment and 
victimization.

All volunteers are encouraged to feel 
confident that the diversity of their 
experiences will be valued and supported, 
regardless of their gender, age, language, 
ethnicity, cultural background, disability, 
religious belief, working style, educational 
level, work and life experiences, socio-
economic background, job function, 
geographical location, marital status 
or family responsibilities or their 
identification as gay, lesbian, bisexual, 
transgender or intersex.
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Sexual Harrassment

Sexual harassment is unlawful and will not 
be tolerated in the workplace or beyond 
the workplace where there is a link to 
employment, including from third parties.

The City recognises that comments and 
behaviour that do not offend one person 
can offend another. All City Employees 
and Volunteers are required to treat 
others with dignity, courtesy, respect and 
professionalism and must not engage 
in unlawful conduct, including sexual 
harassment.

Sexual harassment means an unwelcome 
sexual advance, unwelcome request 
for sexual favours or other unwelcome 
conduct of a sexual nature which makes 
a person feel offended, humiliated and/or 
intimidated, where a reasonable person 
would anticipate that reaction in the 
circumstances.

Expectations and responsibilities are 
detailed in the Prevention of Sexual 
Harassment in the Workplace Policy. For 
information and guidance on how to 
respond to our report sexual harassment 
please refer to the Responding to and/or 
Reporting Sexual Harassment Procedure.

Drug and Alcohol

The City also has a drug and alcohol 
policy. This policy applies to all 
employees, volunteers or contractors 
engaged by the City when conducting 
and or representing the City in Work 
Hours as defined under the definitions 
of this policy. Individuals who are Under 
the Influence of Drugs or Alcohol during 
work hours present a potential risk to the 
safety of themselves, other Individuals, 
and members of the public. Individuals 
have a responsibility to not be Under the 
Influence of Drugs or Alcohol during work 
hours. You can find the Drug and Alcohol 
policy via your My Impact Page.

Internet usage

The Internet provides access to a wide 
range of useful information, assisting 
staff in performing their duties and to 
remain informed on relevant topics and 
issues. There are also risks associated with 
Internet use including hacking and identity 
theft. By following the Internet policy, 
users will reduce the risk of such incidents 
and their unfortunate consequences.

You can find the General IT use policy via 
your My Impact Page.
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Interacting with children and 
young people

A Police Check and a Working with 
Children Check are an important part of 
the assessment of a person’s suitability for 
engagement at the City. The purpose of 
this practice is to assist the City to meet its 
regulatory requirements and duty of care 
to children, clients, employees, volunteers, 
the public and its assets by ensuring that 
relevant employees and volunteers do 
not have a criminal record which may 
adversely affect these obligations.

The City has a policy that sets out how 
the City manages the requirement 
for employees, preferred candidates, 
volunteers and potential volunteers to 
have police checks conducted prior to, and 
while undertaking their role with the City.

Uniforms and dress standards

Volunteers are required to dress in a 
manner which is suitable for their daily 
activities, taking into consideration OH&S 
guidelines. If a uniform and name tag is 
provided, they must be worn in accordance 
with your local area dress code. No items 
of clothing or accessories are to be worn 
whilst representing the City that may be 

offensive to any client / customer or other 
member of the City. If you would like 
further clarification on appropriate dress 
please consult your Volunteer Coordinator.

There is an expectation to keep your City 
uniform neat, clean and presentable. All 
uniforms remain our property and must 
be returned upon completion of your 
voluntary role.

If your program doesn’t require a uniform, 
make sure what you’re wearing is fit for 
purpose, comfortable and presentable. 
Dress standards should always respect 
OH&S requirements, our commitment to 
equal opportunity and our values.

Gift, Benefits and Hospitality Policy

This policy applies to all employees, 
contractors, volunteers, consultants and 
any individuals or groups undertaking 
activity for or on behalf of the City. A link to 
the policy is on your My Impact page.

Privacy and confidentiality

All volunteers must comply with the 
Privacy and Data Protection Act 2014 and 
the Health Records Act 2001, to protect the 
personal information of City’s customers, 
volunteers, employees and contractors.
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Disclosure of criminal offences

Volunteers are required to advise the 
Volunteer Coordinator if they are charged 
with a criminal offence which is punishable 
by imprisonment, or if found guilty, could 
reasonably be seen to affect their ability 
to meet the inherent requirements of the 
duties they are performing.

Conflict of interest

Volunteers and employees declare and 
avoid conflicts of interest (perceived or 
actual) to help maintain community trust 
and confidence. Being a City volunteer is 
a position of public trust. As a volunteer 
you must only exercise your duties in the 
service of the community and the City. 
Volunteers and employees must never 
use their position to serve their own or 
someone else’s private interests.

All volunteers and employees are expected 
to comply with the conflict of interest 
provisions in the Local Government Act 
2020 and any guidelines issued by the 
City. If an employee or volunteer is unsure 
about a possible conflict of interest they 
should refer to the City’s guideline on 
conflict of interest or seek advice from 
their Volunteer Coordinator / Manager.

Occupational Health and Safety

Our commitment to Occupational 
Health and Safety (OH&S) and good 
work practices is paramount to our 
continued success. The City recognises 
their responsibility to provide a safe 
environment for all of its volunteers, 
employees, contractors and the public.

To successfully manage health and 
safety, the City relies on commitment, 
consultation and co-operation. Everyone 

needs to understand the need for health 
and safety, what their role is in making the 
environment safer, and how they can fulfil 
their responsibilities and duties.

Volunteers must take care to exercise 
due care in the performance of their 
duties to prevent accidents and injury 
to oneself, peers and clients. Ensure that 
any appropriate personal protective 
equipment is worn prior to undertaking 
any activity.

Volunteers must follow all prescribed 
policies, procedures and rules.

Volunteers must report all accidents, 
injuries, near accidents and unsafe 
conditions to their coordinator or OH&S 
Officer and arrange for prompt first aid for 
all injuries, no matter how minor.

Any OH&S incident including aggressive 
encounters with the public requires an 
Incident form to be completed in order 
to document the occurrence and ensure 
appropriate follow up by the City. Your 
Volunteer Coordinator will advise the 
appropriate course of action. Policy 
documents relating to this can be found 
via your My Impact page and assistance 
should be sought from your Volunteer 
Coordinator.

Smoking

The City has a no smoking policy. The 
aim of this is to protect the health of 
individuals by eliminating exposure to 
second hand tobacco smoke in and 
around the City’s buildings, enclosed 
workplaces and vehicles. Please also obey 
any prohibited smoking areas.
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Volunteering outside

Some of our volunteer programs involve 
working outdoors. Within these programs, 
some risks may include the exposure to 
heat, solar radiation and cold weather 
conditions. 

We must all recognise the danger of 
exposure from UV rays and when outdoors, 
even for a short period, take suitable 
precautions to ensure protection from the 
sun. These measures include wearing a 
long-sleeved shirt, broad brimmed hat, 
trousers, sunglasses and sunscreen. 

Please refer to the City’s policies relating to 
heat, sun and UV on your My Impact page 
‘providing you with a safe environment’.

Manual Handling

Manual handling is more than simply 
carrying an object. It can include a wide 
range of activities that can prove a risk to 
your health and well-being. It should be 
noted injury is not always simply caused 
by the size of the load but also the method 
used to lift or move the load. Always assess 
any task involving manual handling risk 
with great care. For more information on 
correct manual handling techniques please 
speak to your Volunteer Coordinator.

Issues, concerns and/or complaints

The City’s procedure for the management 
of issues, concerns and/or complaints is 
intended to provide a mechanism whereby 
volunteers and employees may raise 
issues of concern with their coordinator or 
managers, so that they may be resolved 
as quickly as possible. When issues are 
not resolved quickly it raises ongoing 
dissatisfaction within a person’s role which 
is not productive.

This procedure should reduce 
dissatisfaction by dealing with the issues 
and meeting a resolution quickly. The 
procedure requires that every attempt is 
made to solve the problem at the level at 
which it occurs, at the earliest possible 
time, and to provide an avenue for 
handling complaints or dissatisfaction in a 
consistent and fair manner.

You can find the City’s policies and 
procedures via your My Impact page. Seek 
advice from your Volunteer Coordinator or 
the Human Resource department.



Volunteer insurance

For volunteers to be included under 
City’s insurance cover, you must be 
formally registered with us as a volunteer, 
be attending an authorised volunteer 
program doing duties under our 
management and be performing these 
duties with reasonable care and due 
diligence.

Volunteers are covered for certain 
circumstances by insurance for their 
rostered hours of volunteering.

Personal accident insurance

The City covers volunteers for personal 
accident insurance and public liability. 
The following is meant for your general 
information and must be read in 
conjunction with our Personal Accident 
Insurance cover documents and public 
liability cover documents. 

Volunteers are covered by personal 
accident insurance when undertaking 
volunteering activities with the City of 
Greater Bendigo, but only for death and 
permanent disability, including some 
coverage of medical costs as a result of the 
injuries. 

Due to restrictions under the Health 
Insurance Act 1973, the National Health Act 
1953, the Private Health Insurance Act 2007 
and the Private Health Insurance (Health 
Insurance Business) Rules 2010, the current 

personal accident insurance held by City 
of Greater Bendigo cannot cover any 
medical or hospital expenses where such 
costs are covered in whole or in part under 
Medicare, including the gap.

Volunteers are not deemed to be 
employees of the City of Greater Bendigo, 
and as such under the Victorian Accident 
Compensation Act 1985 they are not 
covered by the organisation’s WorkCover 
insurance. 

Volunteers up to the age of 90 are covered 
by personal accident insurance, for death 
and permanent disability.

If you injure yourself while on shift, you 
must immediately report it your Volunteer 
Coordinator who will provide you with 
the necessary incident reporting protocol. 
Moderate incidents must be reported 
to the Work Health and Safety Officer 
immediately.

Volunteers must not invite family members 
or friends to accompany them in their 
voluntary activities as they are not covered 
by the City’s personal accident insurance.

Insurance

This information is provided 
as a general guide only, you 
must refer to the PAI documents 
for specific detail.
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Public liability
While you are volunteering with the City 
of Greater Bendigo you are indemnified 
under its MAV Insurance Liability Policy 
however you are subject to the full terms 
& conditions, as long as you follow our 
guidelines and instructions and you act 
in good faith. This extends to third parties 
for personal injury or property damage 
caused by a City of Greater Bendigo 
volunteer while performing their volunteer 
duties. City of Greater Bendigo does 
not cover you for any valuables, money, 

clothing or other personal property, lost or 
stolen while volunteering.

This information is provided as 
a general guide only, you must 
refer to the LMI liability policy, 
terms and conditions for the full 
details.
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Sometimes we are confronted with 
issues that test our ability to cope 
and the EAP provides short-term, 
solutions-oriented counselling and 
coaching.

This confidential and independent 
assistance enables the early 
resolution of factors that may be 
impacting on your well-being and 
effectiveness in the workplace. These 
support services are delivered by 
highly-skilled consultants and a 
network of associates throughout 
Australia.

A number of sessions are funded 
by the City and is therefore a free 
service to you. Confidentiality and 
privacy are important so when 
you see a Converge International 
EAP Counsellor, no details of your 
issues will be discussed with anyone 
without your permission.

To access your EAP, appointments 
can be made by calling 1300 687 
327,by emailing eap@convergeintl.
com.au or via the website 
www.convergeinternational.com.au

Employee assistance program
An Employee Assistance Program (EAP) will provide you as a 
volunteer with confidential counselling, coaching and support for 
workplace and personal issues, designed to assist you in meeting 
the challenges and demands of your work and personal life.
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Role descriptions

Volunteers role descriptions are regularly 
reviewed and kept up to date in the 
Volunteer Management System, Better 
Impact. If you ever have any questions 
about your role, please speak directly with 
your Volunteer Coordinator.

Induction, training and support 

This handbook has been prepared to 
assist you with your induction process in 
volunteering at the City. There is also a 
formal onsite induction for you to attend.

At the City your Volunteer Coordinator 
is responsible for your induction and 
the daily management of the volunteer 
program and is your first point of contact.

Your Volunteer Coordinator, in partnership 
with yourself, will determine the right 
balance of support and supervision 
needed to not only perform your role 
successfully, but to bring you personal 
enjoyment and satisfaction.

Training allows you to perform your role 
to the best of your ability and ensures that 
the City’s services and programs are of 
the highest quality. Sometimes legislation 
may require that some of our volunteers 
need to update their skills, or be given 
specific information that ensures they are 
confident and safe in their role.

Much of your training will be on the 
job training, and learning by doing. It’s 
important to ask questions if anything 

is unclear. We want this to be a great 
experience for you.

You will be given occupational health and 
safety training specific to your volunteering 
duties and program. Volunteers may 
even be offered some online e-learning 
modules to successfully complete.

Social media

The City encourages all volunteers to 
explore and engage in social media at 
a level they feel comfortable. The social 
media policy is not intended to discourage 
your personal expression or online 
activities however you are responsible 
for the content you publish in a personal 
capacity on any form of social media 
platform. The best advice is to approach 
online worlds in the same way you do the 
physical one, have fun but be mindful.

Recognition 

The City appreciates and values our 
volunteers. During the year our volunteer 
programs have functions and events 
where volunteers are invited to come 
together and share their stories and 
experiences. These are just some of the 
ways we thank our volunteers for using 
their time to give back to the community.

Another way we sometimes show our 
appreciation is by honouring long serving 
volunteers with recognition for their 
various service milestones.

Becoming a volunteer
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Signing on and off

Signing on and off at your volunteer 
activity will usually be done through your 
My Impact page. Individual programs may 
do this differently, so check in with your 
Volunteer Coordinator about how to sign 
on and off for your circumstance.

Performance reviews and 
conversations

Depending on your volunteer program 
and its duration, you and your Volunteer 
Coordinator might have discussions about 
your performance and what you want to 
achieve out of your volunteering.

On occasion you will be given feedback 
about your performance, and if there 
are times when your performance or 
behaviours are not up to the standard 
that is expected, we will let you know and 
support you to improve.

Name badges

You may be required to wear a name 
badge while volunteering, each program 
is different. Your badge will show your 
first name along with a logo. Lost badges 
should be reported immediately to your 
Volunteer Coordinator.

Resigning from a volunteer program

The City understands that from time to 
time, due to changing circumstances 
and other opportunities, volunteers 
may need to resign. You can resign and 
end your volunteering with City for any 
reason. Notice of cessation should be 
communicated as soon as possible to your 
Volunteer Coordinator.
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1   For issues that are considered minor, 
a conversation with the volunteer 
may be appropriate; however this will 
not be considered part of the formal 
disciplinary action (although it may be 
referred to in later action).

2   The volunteer will be given the 
opportunity to respond to any 
allegation of misconduct or 
underperformance that may result in 
disciplinary action.

3   The volunteer may bring a support 
person or representative to any 
disciplinary meeting if they choose.

4   The procedure for disciplinary action 
is a three step process which includes:
• First formal notice in writing
• Second formal notice in writing
• Notice to the volunteer of dismissal 

from duties

5   Written notice will include details of 
the issue and the formal action that is 
being taken.

6   Further disciplinary actions, such as 
suspension for a period of time, may 
also be appropriate. In such cases 
these actions will be included with the 
formal notice in writing.

7   Every effort will be taken to ensure 
that notice of a disciplinary measure, 
whether formal or informal, will be 
given at an appropriate time and will 
take into consideration the privacy 
and dignity of the volunteer.

8   On occasion, behaviour or conduct 
may occur that is of a serious nature. 
The three step process may not be 
appropriate in this circumstance 
and the volunteer may be subject to 
instant dismissal.

9   Volunteers will also be provided an 
appeal against any action.

10   Should this appeal result in a change 
of the disciplinarily action, or removal 
of it, this will be confirmed in writing 
to the volunteer.

Concluding the volunteer engagement
In instances where the performance of a volunteer may not align with 
the expectations of the Volunteer Coordinator or with the City’s Policy 
and Procedures including the Code of Conduct a disciplinary process 
may need to be undertaken.

There may also be times 
when the City ceases 
particular volunteer programs. 
Programs are delivered at 
our discretion, and we have 
the right to stop them if they 
are no longer in line with the 
direction of the City.
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Thank you
The City appreciates your time and your commitment to 
volunteering and welcomes you to the team. Thank you for 
choosing to volunteer and helping us to make Greater Bendigo 
the world’s most liveable community.

..........................................................................................................................

..........................................................................................................................

..........................................................................................................................

..........................................................................................................................



City of Greater Bendigo
Address:
15 Hopetoun Street, Bendigo

Postal Address:
PO Box 733 Bendigo VIC 3552

T:   (03) 5434 6000 
National Relay Service: 133 677  
then quote 03 5434 6000

E:  requests@bendigo.vic.gov.au

W: www.bendigo.vic.gov.au


