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Volunteer Management Policy for the West Australian Rifle Association
Incorporated

Introduction

The West Australian Rifle Association Incorporated (WARA) acknowledges that
volunteers perform an integral role in all areas of the sport of long-range target rifle
shooting. Continued growth of the sport depends greatly upon those dedicated
personnel who make up the volunteer base at WARA.

Objectives

This policy provides guidelines to recruit and induct volunteers, retain volunteers
through appropriate training and supervision, and acknowledge volunteers whilst
preparing for transitioning situations through succession planning. It applies to all
WARA members and employees who engage with volunteers, and those members
who are volunteers themselves.

DEFINITION - Volunteering Australia’s definition of volunteering is ‘time willingly given
for the common good and without financial gain’.

Recruitment
WARA has an ongoing commitment to identifying potential volunteers, utilising their
interests, and encouraging their involvement.

There are many volunteer roles available at WARA, including:
o« WARA Council Member

Coaching Director

Team Manager

Range Officer

Competition Official

Technical Official

District Rifle Association Delegate

Club Office Bearer

In addition to having the skills and knowledge to perform the role, there are also
legislative and procedural requirements. Screening procedures ensure volunteers are
appropriate for the position, and risk management strategies continue to assess the
suitability of volunteers, increasing the likelihood of a successful partnership.

Position descriptions allow prospective volunteers to match their skills and interests
before making a commitment and assists the association to identifying volunteers from
within their current members. Position descriptions and further information including
necessary certifications, licences and qualifications can be provided to prospective
volunteers by contacting WARA.

Under the Working with Children (Screening) Act 2004 all volunteers whose
duties are likely to involve contact with a child under 18 are required to have a
Working with Children (WWC) Check. WARA will advise if this check is required
prior to becoming a volunteer.
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Induction and Training

WARA recognises that welcoming volunteers to our association is an important step
in the induction process, and that any costs involved in facilitating training
opportunities for volunteers is an investment in the wellbeing of our association. Well
prepared volunteers feel more capable and confident, which will increase job
satisfaction. This in turn will have a positive effect on volunteer retention.

WARA conducts comprehensive induction practices and offers ongoing training of
volunteers by:

« Maintaining role descriptions in WARA and Club Constitutions.
Clearly identifying responsibilities and communicating any changes.
Delivering orientation to assist in accomplishing roles effectively.
Providing access to policies and procedures relevant to the role.
Developing opportunities to enhance knowledge and skills.
Recording existing skills and qualifications of volunteers.
Consulting with volunteers about their training needs.

Identifying and informing volunteers of training courses available.
Keeping records of training courses attended by volunteers.
Evaluating the effectiveness and relevance of training programs.

Supervision and Acknowledgement
WARA understands that appropriate guidance assists volunteers to complete their
roles effectively and efficiently.-Recognition of the work of volunteers increases
awareness of their important ‘contribution within our association, and adds to the
wellbeing of those involved. WARA considers volunteers as important team members
who are treated with dignity and respect, as without their assistance the association
would struggle with day-to-day operations.
WARA provides ' the right balance of supervision whilst acknowledging the
contributions of volunteers by:

o Planning the work to be achieved and providing feedback.
Communicating logistical requirements of tasks.
Maintaining personal information in accordance with the Privacy Act 1988.
Upholding the rights of volunteers by adhering to relevant legislation.
Offering access to an internal grievance process.
Ensuring complaints are dealt with fairly, promptly and confidentially.
Arranging adequate and appropriate insurance cover.
Promoting a supportive, healthy and safe workplace free from discrimination.
Engaging volunteers in roles that match their interests and experiences.
Recognising “burnout” or when a volunteer is feeling stressed.
Providing agreed, out of pocket renumeration in a timely manner.
Presenting meaningful rewards to volunteers that recognise the individual.

Transition and Succession

WARA strives to create an environment that continues to operate effectively as
volunteers reduce their commitments and we work towards facilitating a smooth
transition when filling vacated positions. We plan for transitions by arranging a hand
over between old and new volunteers, and use the opportunity when volunteers leave
to ask for feedback to evaluate our support during their time with WARA. We recognise
that a good succession plan gives volunteers the confidence that they will not be
expected to stay on longer than they would like. At any point either party can end this
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arrangement, whether WARA determines that the volunteer is no longer needed, or
the volunteer no longer wants to be involved with WARA.

WARA continues to develop effective succession planning including:

Well defined organisational goals and strategic plans.

Position descriptions to assist in choosing appropriate roles.

Procedure manuals outlining training and support.

Policies regarding operational procedures and risk management.
Reporting procedures outlining when, where, and who to report to.
Formal mentoring matching new volunteers with experienced volunteers.

WARA implements this volunteer management policy to avoid common barriers to
succession planning such as:

One person having all the knowledge.

Individuals believing that they are irreplaceable.
Insufficient operating and reporting procedures.
Inadequate volunteer management and support.

Senior volunteers resisting the inclusion of juniors.

Fear of change hindering the implementation of new ideas.

Interested in becoming a volunteer at WARA? To find out more please email
admin@wara.asn.au. We look forward to hearing from you.
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