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1. Introduction 

Volunteering is a challenging and rewarding element of being involved with a not-for-profit 
organisation. Becoming a volunteer gives people the opportunity to make friends, to learn new 
skills and to be involved in the planning and management of clubs and associations. 

Volunteering Australia describes volunteering as below: 
Formal volunteering is an activity which takes place through not-for-profit organisations or projects 
and is undertaken: 
•  To be of benefit to the community and the volunteer 
•  Of the volunteer’s own free will and without coercion 
•  For no financial payment 
•  In designated volunteer positions only 

Principles of volunteering: 
• Volunteering benefits the community and the volunteer 
• Volunteer work is unpaid 
• Volunteering is always a matter of choice 
• Volunteering is not compulsorily undertaken to receive pensions or government allowances 
• Volunteering is a legitimate way in which citizens can participate in the activities of their 

community 
• Volunteering is a vehicle for individuals or groups to address human, environmental and social 

needs 
• Volunteering is an activity performed in the not-for-profit sector only 
• Volunteering is not a substitute for paid work 
• Volunteering respects the rights, dignity and culture of others 
• Volunteering promotes human rights and equality 

Good volunteer management involves the following steps: 
1. Recruitment 
2. Selection and Screening 
3. Training and Induction 
4. Volunteer Management 
5. Rewards and Recognition 

1.1. Purpose 

The purpose of this Volunteer Management Plan is to provide policy-based guidelines and 
methods for the effective management of volunteers. 

1.2. Structure 

This Volunteer Management Plan analyses the volunteer management practices of the 
organisation to determine volunteering issues currently facing the organisation. 

The plan presents strategies for recruiting volunteers, appropriately selecting and screening 
volunteers for particular jobs and providing training, orientation and induction for volunteers. 
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Strategies for rewarding and recognising the contributions of volunteers within the club are 
identified. 
A section of the plan is devoted specifically to events, to assist in managing volunteers who 
contribute their time and assistance for only a short period of time. 

2. Current Volunteer Portfolios 

Current formal volunteer portfolios within the organisation include: 
1. Club Helper duties to fulfill Athletics Victoria obligations 
2. Bunnings Sausage Sizzle 
3. Club Photography 
4. Working Bee 

This does not include the tasks undertaken by the current Mentone Athletic Club Committee even 
though these are undertaken by volunteers. 

3. Other Volunteer Portfolios to Create and Fill 

A number of new volunteer portfolios should be created and filled to alleviate gaps in the club’s 
voluntary service delivery. New portfolios to be created and filled include: 
1. Running club website 
2. Organising the club helper roster 
3. Updating the club records 
4. Club duties at State Championships 

4. Recruiting Volunteers 

Volunteers will come from varied sources. They may be members themselves, parents of 
members, past members, devotees, friends or relatives. The organisation has considered the best 
ways to recruit volunteers. 

When recruiting volunteers, the club is selling itself to potential helpers. Talking about the benefits 
of being associated with the operations of the organisation is very important when communicating 
with potential volunteers. 

The organisation recognises that finding volunteers takes an investment of time and effort from 
existing volunteers. 

In identifying the methods most suitable for finding volunteers, the club has considered the 
following points: 
• Personal contact (i.e. asking potential volunteers for assistance, face-to-face) is usually most 

successful 
• It is necessary to create an awareness of the club’s volunteer opportunities by effectively 

communicating the volunteer requirements of the organisation through publicity, promotion and 
personal interaction 
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5. Selection and Screening 

Once found, volunteers may be screened for certain tasks particularly those involving financial data 
or personal information. For example, someone who has accountancy skills may be a good fit with 
the volunteer position of Treasurer. 

In selecting volunteers, the club recognises the importance of matching the skills, experience and 
availability of potential volunteers, or their commitment to gathering the necessary skills and 
experience, with the needs of the club. 

Depending on the level of risk, organisations might consider implementing some or all of the 
following steps: 
1. Create comprehensive job descriptions for volunteers roles 
2. Decide on what the steps in the recruitment process will be, including screening measures 
3. Determine in advance what the screening process might reveal that would make an applicant 

unsuitable for a volunteer role 
4. Have a process in place to notify unsuitable applicants 
5. When advertising for volunteers it should be made clear that applicants will need to undergo a 

screening process and that they will not be automatically accepted 
6. Use application forms including requests for character references 
7. Conduct interviews with the applicants, in person 
8. If required, conduct police checks 

6. Guidance 

The organisation understands the importance of guidance for each of its new volunteers. The 
organisation has a volunteers handbook and information for volunteers in the members handbook 
that includes information to assist volunteers including: 
• Getting started 
• Keeping everyone safe 
• What to expect from the club 
• What the club expects from you 
• Concerns or complaints procedure 
• Codes of Behaviour 
• Protecting People’s privacy 

7. Volunteer Management 

The organisation understands the importance of effectively managing its volunteers. Successful 
volunteer management ensures that voluntary tasks are equitably distributed among volunteers. 

7.1. Volunteer Rights 

Unlike paid staff, volunteers are not covered by award conditions or work place agreements. 
Volunteers, however, the organisation recognises that volunteers do have rights, some of which 
are enshrined in legislation and some of which are the moral obligations of an organisation 
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involving volunteers.  

The following is a list of rights the club recognises for it’s volunteers: 
• Be treated with respect and equal to others 
• Receive help and/or training for you to learn and develop skills 
• Be given tasks that match your interests and skills 
• Be provided with safe working conditions 
• Be protected by insurance 
• Be thanked and recognised for volunteering 

8. Rewards and Recognition 

There are many ways for an organisation to recognise and reward its volunteers. Recognising and 
rewarding a volunteer benefits the individual and can result in continuous improvement in 
performance. Importantly, it can also increase the chances of the volunteer remaining helpful with 
the organisation. 

Recognising and rewarding volunteers within the organisation requires an ongoing commitment 
from the club. It should not be left exclusively to the end of the season. The club recognises the 
importance of delivering consistent positive messages to its volunteers. 

Rewarding volunteers should stem from genuinely valuing their efforts and commitment. Volunteer 
recognition should therefore be determined with consideration given to its timing, consistency, 
sincerity and enthusiasm. 

Volunteer reward and recognition initiatives identified by the club include: 
• Thank you e-mails 
• Feedback from athletes 
• Feedback from Athletics Victoria 
• Verbal recognition from committee members 

9. Event Volunteers 

There are a range of factors affecting the complexity of the volunteer management task during 
events. These include giving consideration to the following points: 
• Is the event a one-off or more frequent event? 
• Will the event go for single or multiple days? 
• Will the event use single or multiple venues? 
• Will the event involve a range of age groups and ability levels and/or participants with different 

needs? 

The organisation recognises the importance of clearly defining exactly which event volunteers will 
be required to support and what they will be required to achieve. To assist in preparing for and 
running successful events, the club should develop a detailed list of jobs to be undertaken. This 
document should be maintained and updated following each event based on any changes 
required. The document should be made available to volunteers who provide assistance in the 
preparation for and running of events. 
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10. Dispute Resolution 

If disputes arise, it is important for an organisation that they can be swiftly addressed and quickly 
resolved. Effective dispute resolution procedures can simplify and even enhance volunteers’ 
experiences. 

The club and its volunteers should maintain a commitment to resolving issues in a constructive 
manner, seeking a resolution rather than assigning blame. Issues and disputes should be handled 
in a customer-focused manner, where these issues are seen as an opportunity to improve service 
delivery. 

Issues should be resolved promptly, objectively, consistently and with regard for the people 
involved. 

Mentone Athletic Club Member Handbook and Volunteer Handbook outline the club’s process for 
dealing with grievances and disputes. 
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