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volunteer agreement
Thank you for agreeing to be a volunteer at {{Insert Service Name}}.  Volunteers have an important role in our service.  This Volunteer Agreement has been developed to ensure that volunteers fully understand their role, rights and responsibilities so that service users are provided with the best possible services.

This agreement is made between:

{{Insert Service Name}}

and 

…………………………………………………………………………………………………………
(Name of volunteer)

Undertaking the position of:

☐ Delivery Driver		☐ Delivery Assistant		☐ Kitchen Assistant 
☐ Administration 		☐ Management Committee	☐ Fundraising

Within {{Insert Service Name}} and is made subject to the following terms and conditions:

Length of the Agreement

Subject to the satisfactory completion of a three-month probationary period, this agreement will be held in perpetuity from the {{Insert Date of Commencement}} until such a time as it terminated by either party.

This agreement may be terminated by either party by giving written notice of the intended date of cessation.

{{Insert Service Name}} may terminate this agreement without notice for any breach of the agreement, policies or procedures of {{Insert Service Name}}.

The volunteer is requested to give a minimum of fourteen (14) days notice of termination.

Duties

The volunteer shall carry out the duties as outlined in their Position Description.

A review of the volunteer’s performance will be conducted annually by the Coordinator.

Delivery Driver Declaration

As a delivery driver while delivering meals for {{Insert Service Name}} you must ensure that your driver’s licence is current and valid, the vehicle being used is registered, maintained in a safe and roadworthy condition and has current Comprehensive or Third Party Property insurance at all times

Reimbursement (For those services that reimburse)

Volunteers will be reimbursed for out-of-pocket expenses incurred during the course of their duties for which prior approval has been given by the Manager/Coordinator.  Receipts should be kept and provided to the Administration Team.  

{{Delete if not applicable - For volunteers using their own vehicles for meal delivery, they may be reimbursed via a fuel voucher}} as per {{Insert Service Name}} policies.


Hours of Work

Volunteer rosters will be advised {{Insert timeframe}} prior to the day via {{Insert means of Communication}}.

If the volunteer is unable to work the advised roster, he/she should provide {{Insert timeframe}} notice to the Manager/Coordinator on {{Insert contact details}}.

The volunteer is not normally expected to work public holidays.

Insurance

{{Insert Service Name}} will provide public liability and personal accident insurance cover for volunteers and has insurance that will cover the reimbursement of the volunteer’s excess should they be involved in a vehicle accident.  

The volunteer must advise their Insurer of their intention to use their vehicle for the purposes of volunteering to ensure they are covered under their current policy. It is preferred that any vehicle used for deliveries is comprehensively insured, with the minimum requirement for any vehicles used in the work of Meals on Wheels being third party property.

{{Insert Service Name}} Personal Accident Cover insures only registered volunteers of {{Insert Service Name}}, be aware that should there be any passengers within the vehicle not be registered volunteers, they will not be covered by {{Insert Service Name}} insurance cover in the event of an accident.

In the event of an accident, the volunteer is to immediately inform the Manager/Coordinator and record details as per the instructions provided.

The volunteer is to provide details of their insurance policy (company name, policy number) when requested.

Supervision and Training

Regular information sessions will be held for volunteers by {{Insert Service Name}}.

Volunteers may approach the Manager/Coordinator at any time to discuss an issue.

Volunteers are required to read the policies and procedures relevant to their work on induction and at any point when relevant policies or procedures are updated.

Volunteers will receive the training and ongoing support needed to successfully undertake their work.

Any volunteers under the age of 18 must be accompanied by a registered volunteer over the age of 18 known to them ie parent/guardian, school supervisor who accepts sole responsibility for the minor whilst volunteering with Meals on Wheels.

Grievance Procedure/Dispute Procedure

{{Insert Service Name}} has a Grievance/Dispute Procedure which applies equally to volunteer staff.

The volunteer has read and agrees to the terms of this document.  The information given to {{Insert Service Name}} in the Volunteer Information Form has been given by the volunteer personally and is correct to the best of the volunteer’s knowledge and belief.


Code of Conduct

Volunteers agree to:
· Abide by the philosophy of {{Insert Service Name}} 
· Observe all the rules of {{Insert Service Name}} including those specified in the constitution and any others determined by the Board 
· Adhere to all the accounting procedures of {{Insert Service Name}}
· Work in a safe and competent manner in accordance with the policies and procedures of {{Insert Service Name}}
· Respect the dignity and culture, values and beliefs of all individuals 
· Represent {{Insert Service Name}} in a positive way
· Wear suitable clothing including closed in shoes, clean and discrete shirt and trousers (or shorts) 
· Not discuss confidential issues of {{Insert Service Name}} with people outside the organisation, regard all information provided to them by a service user as confidential and never disclose personal information to a service user
· Not take illegal drugs or consume alcohol when on duty or on the premises
· Not accept gifts or purchase any items from service users (except home garden produce)
· Not to engage in a relationship with service users outside of a professional relationship
· Follow any grievance procedures set down by management to try to resolve any conflicts with other staff or members of {{Insert Service Name}} 
· Not harass in any form service users, other staff or volunteers of {{Insert Service Name}}
· Not abuse, physically or verbally, service users, other staff or volunteers of {{Insert Service Name}}
· Not give advice to service users or diagnose the condition of a service user’s health.  If requested by the family as to your thoughts regarding the condition of a service user – refer them to their GP or hospital
· Not alienate service users from their family
· Treat service users with courtesy, respect and consideration, act on complaints and provide services to the best of their ability.

Having completed an induction with {{Insert Service Name}} I agree with above terms and conditions.


	
	
	

	Volunteer’s Signature
	
	Signed on behalf of {{Insert Service Name}} 

	
	
	

	Volunteer’s Full Name (Please print)
	
	Name of Signatory (Please print)

	    /      /20
	
	

	Date
	
	Position of Signatory (Please print)

	
	
	

	
	
	    /      /20

	Volunteer’s Address
	
	Date

	(In the case of a volunteer being under 18 years of age, a parent or authorized guardian must sign as well as the volunteer)
	
	

	
	
	

	Parent’s/Guardian’s Signature
	
	

	
	
	

	Parent’s/Guardian’s Full Name (Please print)
	
	

	    /      /20
	
	

	Date
	
	



Version 001	Effective Date: 16/10/2017		Volunteer Information Form
Prepared by: Rachael Speechley	Endorsed by: Dave Martin	Page 1 of 1


Version 002	Effective Date: 21/09/2023		Volunteer Agreement Form
Prepared by: Rachael Speechley	Endorsed by: Evan Hill	Page 3 of 3


image1.png
Meals on Wheels

Queensland





image2.jpeg
Meals on Wheels
Queensland




