Step 1 - Application

v' Potential volunteer/

student/tertiary makes contact
with Vinnies NSW
(website/email/in person)

v Recruiting Volunteer Ma nager

(VM) provides role-specific
Applicationform to potential
volunteer/student via
email/hard copy

B
Completed Application Form

is submitted to recruitingVM
who schedules a face-to-face
screening interview with

potential candidate/s

Appendix 2: Recruitment
A Step-by-Step Guide to current Volunteer/Student onboarding at Vinnies NSW

Step 2 - Assessment

VM conducts face-to-face
interview & requests 2 x
referees. Once referee checks
have completed and

the candidate is deemed
suitable then proceed with

next steps
__/

Y

VM forwards email template )
to candidate withinstructions
on how to complete a National
Criminal History Check/
Working With Children
Check/NDIScheck (checks

dependentupon role) .

Volunteer completesrequisite
checks andreturns details to
VM along withCOVID 19
vaccinationdigital certificate
(where relevant)

T
VM emailstheir Adminor
volunteers@vinnies.org.au to
verify NCHC/WWCC/NDIS
clearance & confirm they have

sighted proofof vaccination
—

VM forrecord keeping

Clearances are verified and
documents are returned to the

. Please note, before
commencement in placement. At a
minimum Volunteers should
complete Child Safe and Code of
Code learning modules

v" Admin createsa record of the
new volunteer/studentin
Society People and provides
the VM with record details

v' Learning Team
uploads SocietyPeople
records into MV Portal
training (Monday)

v" New volunteer receives
automated email invite asking
themtosetupaloginand
complete requisite online

— training

v" VM provides volunteer with
startdate.

v" Once volunteerstarts onsite,
the VM should also provide an
introduction to other
staff/volunteers and ensure
the volunteer/student is

b 4 made to feel welcome and

partofthe team

Training includes: My Orientation; Vinnies
Safeguarding Learning; Code of Conduct; WHS
Orientation; Privacyand Confidentiality;
Bullying, Harassmentand Discrimination &

Diversityand Inclusion

Step 4 —Support,
Engage, Retain,

Recognise!

v" Recognitionand Appredation

v" Volunteering at Vinnies
newsletter

v" National Volunteer Week

Where We Recruit
Vinnies Website; SEEK Volunteer;
University Partnerships/ CareerHubs;

Shop windows/In store; Volunteer Expos;
Community Hubs; Word of Mouth

v" VM notifiesMVRO
0SO/Retail team/VSO
when the
volunteer/studentis
finishing their
placement

\(

v" VM completes Volunteer
Exit Checklistand
provides a’Statement of
Duties’ forthe
volunteer/student upon
request

TN

\(

v" Volunteer & Associate
Engagement (VAE) Team
sendanonline Exit Pack
including Exit Surveylink;
infoonhowto becomea
Memberplusinfore
furthervolunteering
opportunities

—
~

Further Volunteer Manager Resources
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