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Volunteer Welcome
Induction

Updated: April 2022



Who are we?

Rainbow Community Church (RCC) is both an independent and a registered non-profit charitable organisation that relies
almost exclusively on work and contribution of volunteers. RCC is a member of the Southern Cross Association of Churches
and maintains a close working relationship with the following community organisations:

* Margaret Court Community Outreach

*  Foodbank (WA)

* Second Bite

* Nandos, Coles, Woolworths

* The City of Wanneroo

Our Board of Elders

* Our organisation is managed by a Board of Elders comprised of five volunteers.
Role of the Board of Elders

* The elders are part of a cohesive team which the organisation entrusts to:

. . make informed decisions
> - provide strong representation
. provide sound governance

. . demonstrate high standards of conduct
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Our Vision, Mission and Objectives ™

Vision

* Connecting and strengthening communities through Christian ministry, community outreach, providing free meals at the
various free community lunch run by RCS and food hamper distribution to those in need within the community.

Mission

* To lead a coordinated community effort

Values

* We maintain a strong Christian outlook and uphold biblically based Christian values.
Objectives

* To make a positive difference within the community around us with practical food assistance



Volunteer Rights

As a volunteer you have the right:

-to work in a healthy and safe environment

to be interviewed and engaged in accordance with equal opportunity and anti-discrimination legislation
to be adequately covered by insurance

to be given accurate and truthful information about the organisation for which you are working

to be reimbursed for approved out of pocket expenses

to be given a copy of the organisation’s volunteer policy and any other policy that affects your voluntary work
to be advised what work and hours are agreed upon

not to fill a position previously held by a paid worker

not to do the work of paid staff during industrial disputes

to receive help with a grievance

to be provided with an orientation to/for the organisation

to have your confidential and personal information dealt with in accordance with the principles of the
Privacy Act 1988; and

to be provided with sufficient training to do your job



Police Clearance o
Working with Children Check Fe| Community Church

A Police Clearance is required to enable volunteers to carry out their duties if required to work in any of our areas that
involve children. In some circumstances a volunteer will also be required to have a Working with Children Check which is
both current and valid.

You will be advised of the procedures required to apply for the necessary clearance/s and costs associated with obtaining
the required clearance/s.

As part of our compliance regime RCC retains the right to require volunteers to renew the required clearance/s at least
every two years.



Key information

Hours of Duty

* Our main operation hours for volunteers and staff are based or dependent on the program or service being run on the
day in concern. As a volunteer you will be advised of the schedule that pertains to your area of service.

Public Holidays, School Holidays & the Christmas Period
* All gazetted Western Australian public holidays are adhered t.

* The Food Ministry-Community Kitchen/s closes down, or otherwise restricts the delivery of its services over the
Christmas/New Year period.

Dress Code

* Volunteers are required to demonstrate a neat and responsible standard of dress.

* Name badges are to be provided to each approved volunteer on the date and time of their service.

* Closed in shoes (enclosed footwear) are a requirement per our OHS policy, and the appropriate footwear is to be worn for
our safety. Please understand that we may be forced to decline your volunteer service in the event that the proper
ootwear is not adhered to for the service assignment

* Gloves are available and are provided freely when handling food (please refer to the document on Food Safety located in
the appendix section of this document).

* The r_nanagement team reserves the right to raise the issue of proper attire or dress with individual volunteers when
considered necessary.

Housekeeping

* Volunteers are requested to ensure that their work area is maintained in a safe, clean and organized manner to ensure
their own safety and that of others



Insurance

* Our Voluntary Worker- Personal Accident Insurance Policy does not cover volunteers over the age of 80 years of age. In
the event that wish to volunteer and are accepted to do so; you acknowledge that you do so at your own responsibility
and accountability. However if you are injured due to our neglect, you may have recourse to cover under our Public
Liability Insurance Policy.

* Volunteers are strongly advised to check with their own insurance company that their comprehensive cover for
loss/damage to their own vehicle includes cover while driving to and from the place of volunteer work.

* Injury to the volunteer or other persons caused through a road accident to and from the place of volunteering will be
covered by the vehicle's registration and compulsory third party insurance. There are conditions that apply to compulsory
Third Party Insurance. You will find the conditions and warranties written on the back of your vehicle registration papers.

* Volunteers, if involved in an accident or are in some way injured while carrying out their voluntary activity, must complete
an accident/incident report form (Please refer to the Accident/Incident Form located in the Appendix section of this
document).



Training & Development RI coms

Orientation

* An orientation is provided to all first time volunteers and is aimed at introducing them to the organisation and to the
policies and procedures governing safe work practices.

‘Informal training

* During this session the emergency procedures will be explained and the volunteer taken on a guided tour of the premises
showing them the food prep areas, the toilets and the fire protection gear, emergency exits and emergency muster points
(Please refer to the document on Emergency Response Guidelines located in the Appendix section of this document).

* Volunteers will also be introduced to other staff. At this time a volunteer's policy and procedure manual will be loaned to
you. Please return this manual no later than the following week. (This manual is available in a pdf and can be emailed to
you on request).

Ongoing Support & Supervision

* The management team will provide ongoing support and supervision.

Leave

* Volunteers are required to give the management team as much notice as possible regarding leave.

* Please phone (call the Church office on 61021526) or inform us (by emailing office@rainbowchurch.org.au) when you are
aware you will need to take leave. Alternatively contact Anthea 0488785657 anthena@rainbowchurch.org.au

* We request you keep in regular contact with the management team so rosters can be managed.



Termination

Termination by Volunteer

. Shoqlbol a volunteer wish to resign from their role; the volunteer is requested to give the management team as much notice as
possible.

* Property (Keys, name badges, client and other confidential documentation, etc) of RCS must be promptly and duly returned.
Termination for Misconduct
Misconduct includes breaches of any policies which warrant instant dismissal.

Examples of misconduct include:

. . Theft of property or funds

. Willful damage to property

. Intoxication through alcohol or other prohibited substance

. Verbal or physical harassment, bullying of any other employee, volunteer, or any other person particularly in respect of
race, sex or religion

. - Disclosure of confidential information to any other party without prior permission

. . Falsification of any of records for personal gain or on behalf of any other employee/volunteer

. . Being convicted of a criminal offence, whilst volunteering

. Unwillingness to comply with the instructions given to them by a management team member or any other supervisor.

. grnovgirléi%%ness or inability to support and further the mission of the organisation and/or the objectives of the

Immediate dismissal will only take place in the most serious of circumstances. (In this instance all RCC property must be surrendered or
returned immediately)



Grievance Policy

* Agrievance is a real or perceived cause for complaint. You may have a grievance about how you have been treated by
another volunteer or staff member. We endeavor in these circumstances to have open communication.

* Every effort will be made to resolve problems cooperatively and informally before presenting them in writing as a formal
grievance.

* All formal avenues for handling of grievances will be fully documented and the volunteer's (person with a grievance)
wishes will be taken into account in the determination of appropriate steps and actions.

* All complaints and questions will receive thoughtful consideration in a timely manner and will be discussed with the
individual who has raised them. Discussions concerning this matter are to be treated as confidential; until such time as
appropriately deemed not to be so in the best interest of the organisation.

* Volunteers reserve the right at any time to withdraw their grievance. It requested that this withdrawal be recorded (put in
writing) and handed to the respective management team member.



Harassment R ommantty Churd

There will be NO tolerance towards any form of harassment or bullying in the workplace or any other venue from which RCC
programs are being delivered. Any volunteer who is found to have acted in such a manner may be required to undertake
counseling or may have their voluntary role terminated.



Vehicles-General

RCS at the time of writing of this document plans to operate a number refrigerated and non-refrigerated food transport
vehicles. Volunteers who have been authorized to operate vehicles belonging to RCC should be mindful of the following:

Volunteers are required:
* to observe all traffic laws
* including parking restrictions as imposed by the respective authorities where the vehicle is being driven.

* failure to comply, resulting in fines of any sort or other penalty these are the sole responsibilities of the volunteer driving
the RCC vehicle at the time.

* Smoking is not permitted in vehicles.

* Volunteers authorized to use these vehicles are required to produce a valid driver’s license to the management team
prior to commandeering a vehicle belonging to RCC

Fuel

* All RCC vehicles propose to use diesel and it is expected that the fuel gauge will show that the vehicle is more than a
guarter full at all times.

* A Fuel Card is to be held by the respective management team member.

* Should there be no fuel outlet within a reasonable distance that accepts the fuel card then the volunteer member will be
reimbursed for the purchase of fuel. A receipt must be surrendered to RCC for this claim to be paid.



Vehicles

Passengers

Volunteer safety is of paramount importance and consequently, volunteers are to refuse to provide transport to any person/s
claiming or having an association to RCC - who are intoxicated; under the influence of a prohibited substance; or wanting transport
to a location not identified in the volunteer's work related itinerary.

Volunteers must ensure that the vehicle and safety equipment are in good working order prior to commencing travel. Volunteers
are to ensure the tyres (including the spare tyre and any associated tyre-changing equipment) are in good order; oil, water and
fuel levels are sufficient prior departing If the vehicle in concern does not meet the requirements then a member of the
management team must be notified to take action.

Flat tyres

All volunteers who use an RCC vehicle should be familiar with how to change a flat tyre. Volunteers not confident or capable to

undertake this procedure should advise and ask for training. A vehicle manual is kept in the glove box of each vehicle to provide
additional information.

The reporting of an unserviceable tyre needs to be made immediately on return of the vehicle to enable a timely or prompt repair
or replacement to occur.

Vehicle Defects

Any vehicle with operational faults must be reported to enable a repair.

Damage or Loss of Vehicles

In the event of an accident or loss of a vehicle the driver must comply with all legal and insurance requirements. The driver should
immediately obtain particulars of the other parties involved; notify the Western Australian Police of the accident; and the
respective management team member.

The ghtarch office will ensure that appropriate action is taken to enable the insurance claim to be processed or the vehicle to be
repaired.
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Occupational Health & Safety® “

Workplace health and safety is important in ensuring the work place environment is both safe and encourages sound health
practices.

RCC is committed to ensuring a healthy and safe work place for all volunteers. All staff and volunteers are encouraged to regard
accident prevention as a collective and individual responsibility.

Should a safety hazard or incident be identified it is imperative that the problem be reported immediately to the management
team member to enable immediate action to be taken. All persons present at the time are required to obey all reasonable
instructions aimed at protecting their health and safety.

If an illness requires medical attention suitable arrangements will be made to provide transport to either a doctor or hospital.

No one is exempt from taking part in organized emergency activities.

Drugs and Alcohol in the workplace

RCC is committed to providing volunteers with a smoke, drug and alcohol free workplace during designated work hours and
similar commitment and cooperation is required from volunteers.

The unlawful distribution, dispensation, possession or use of a controlled substance in or on any of the property associated with
our organisation is prohibited.

A volunteer who has a prior conviction related to a drug or alcohol is required to inform RCC.

A \Igolunteer is strictly forbidden to drive any RCC vehicle while under the influence of alcohol or any other intoxicant or illegal
substance.

Any volunteer who violates the above policy will be subject to disciplinary action including possible termination. All volunteers
must agree to abide by this policy.

Children in the Workplace

RCC is a caring work environment for all volunteers and is supportive of family values but it is not considered appropriate for
children to be in the workplace for an extended period of time.

Volunteers are therefore requested to make suitable arrangements for the care of their children during times that volunteer is
engaged as a volunteer with RCC.



Policies

Media — Delegated Authority

The Board of Elders of the organisation has sole responsibility of determining what media interviews and other promotional
opportunities are undertaken on behalf of RCC

Should a volunteer be approached with a media or promotional opportunit the?/ should immediately advise the Senior
Pastor to determine if the request is appropriate and who should speak on behalf of the organisation.

Privacy Policy

Our organisation endeavors to act with the highest integrity and offer the best possible protection to volunteers, other
organisations & stakeholders who access our services. TOJ)rowde the highest standard of service to all its stakeholders, from
time to time personal information needs to be collect and must be treated with commensurate degree of privacy.

Personal information is any information that enables an individual's identity to be reasonably determined. Our privacy policy
and procedures are reviewed in accordance with changes to the law.

All volunteer personal information will be held in a secure area for 5 years then confidentially destroyed.

Confidentiality Policy
Confidentiality in the workplace
Volunteers will not disclose confidential information to any other person not authorized to receive such information.

i&volunteer's obligation in these matters continues to apply after the termination of their role and is deemed to be without
imits in time.



Thank you R comsaaicy chare

We would like to extend a warm welcome and a big thank
you for offering to volunteer.

We look forward to working with you



