
Gold Coast Tool Library Inc

Volunteer Handbook

Contents

Volunteer Policy 2

Our Mission and Vision 3

Your Volunteering 3

Tool Library Work Environment 3

Dress Code Policy 4

Rights and Responsibilities of the Gold Coast Tool Library Inc 4

Rights and Responsibilities of Volunteers 5

Code of Conduct Policy 6

Expected Behaviour 7

Privacy Policy 7

Internet, Email & Social Media 8

Intellectual Property 9

Workplace Health & Safety Policy 10

WHS Responsibilities 11

Smoking Policy 11

Alcohol & Drugs Policy 11

Equal Employment Opportunity (EEO) & Anti Bullying Policy 12

GCTL Volunteer Declaration 13

Document Ref: V5JBE-9FWRZ-S2I7Z-KQTKG Page 1 of 13



Volunteer Policy

Policy number 001 Version 01

Drafted by Oneika Polke Approved by Committee on 01 May 2021

Responsible person David Paynter Scheduled review date 30 June 2022

Introduction
The Gold Coast Tool Library Inc (GCTL) is managed and operated by unpaid volunteers and highly

values their contribution of time, experience and knowledge.  A cohesive team of engaged and

enthusiastic volunteers is an essential element of the organisation and critical for its successful

operation and longevity.

Purpose
This handbook is intended to ensure that volunteers engaged at the GCTL have work that is safe,

significant, fulfilling, and appreciated, and that communication remains positive and transparent

throughout their interactions with the GGTL.

Policy
All volunteers will be treated with respect and gratitude for their contribution.

Volunteers’ duties will be assigned by the Committee of the GCTL.

Authorisation

………………………………………………………
David Paynter – Committee President

Gold Coast Tool Library Inc

01 May 2021
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Our Mission and Vision

Vision
A world free of waste.

Mission
To operate inclusive, vibrant and thriving community hubs that enhance the natural environment by
reducing the demands for natural resources and enabling materials to be shared, repaired, upcycled
and reused.

Community
We are an accessible and inclusive hub which brings together diverse community groups and
promotes a sense of belonging through sharing, engagement, participation, education and wellbeing.

Your Volunteering

Volunteering at the GCTL is governed by this handbook and GCTL’s policies and procedures. The
following section provides general information about the organisational HR processes and our
internal requirements.

Hours of Work

The GCTL’s opening hours are listed on our website and will vary due to circumstances at that time.

The hours you volunteer will depend on opening hours, your availability and the operation of events

conducted by the GCTL including the Repair Café Gold Coast events.

Lateness for work

If you are unable to attend your volunteer shift for any reason or are going to be late for arrival,

please phone the number listed on the GCTL website contact page. Please do so as soon as is

practicable and with as much notice prior to your start time as possible.

Reimbursement of expenses

The GCTL does not allow for volunteers to make purchases on behalf of the Association. In extremely

limited circumstances the GCTL Committee may authorise a reimbursement ONLY when it has been

pre-approved by a Committee member in writing.

Tool Library Work Environment

Work Area

Due to the types of equipment and nature of the work area, it is important that all benches,

walkways and library areas remain clean and tidy, free of boxes, loose tools and other items. All tools

and equipment have allocated space and should be kept in those spaces unless being tested or

required for another purpose. Any manuals, paper or stationery items should be filed away where

practical or kept in a designated area for safety and security purposes.

Volunteer work areas may extend to events conducted by the GCTL at other locations. The above

requirements are applicable as relevant to these environments and the event manager will provide a

site-specific briefing.
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Security

Entry to the GCTL will be by way of keys allocated to specific volunteers. It is the responsibility of

every volunteer to ensure that keys and codes are kept in safe custody and returned upon request. If

building keys are lost, please notify a Committee Member immediately so they can inform relevant

parties.

GCTL equipment must be accounted for whenever it leaves the library premises and check out and

recording procedures must be strictly adhered to. Volunteers must ensure all library equipment is

kept under correct supervision when the library is open to the public, and not left unattended.

In limited situations cash handling may be required to process member fees or library late fees. All

cash must be secured in a safe location and accounted for at all times.

Volunteers must ensure that personal belongings and valuables are locked away and secured.

Personal property is not covered by organisational insurance.

Privacy and sensitive information

All confidential or sensitive information and documents, including passwords and codes, in either

electronic or paper form (e.g. volunteer or member information) must be kept secure and not shared

with unauthorised persons. Please refer to the GCTL privacy policy for further information.

Dress Code Policy

The GCTL’s objective in establishing a safe and comfortable environment includes setting some

standards for ​workplace dress code​.  This is to ensure the GCTL brand is well represented in the

community and work health and safety is maintained.

o Enclosed, flat shoes are to be worn.

o If a GCTL or Repair Café shirt or name badge is provided this is to be worn.

o Appropriate clothing for work undertaken and correct PPE is to be worn when required.

o Minimal jewellery is to be worn and long hair is to be tied back safely when working at the

premises and when working with equipment, as this poses a risk of becoming entangled in

moving parts.

Rights and Responsibilities of the Gold Coast Tool Library Inc

The Volunteering Australia’s Model Code of Practice for Organisations Involving Volunteers, forms the

basis of the way the GCTL engages and supports our volunteers.  To enhance the experience of the

volunteer, to comply with legislation and to comply with our duty of care, the GCTL will:

o Interview and engage volunteer staff in accordance with anti-discrimination and equal

opportunity legislation.

o Provide volunteer staff with orientation, training and a copy of relevant policies.

o Define volunteer roles and develop clear job descriptions with appropriate levels of support

and management.

o Provide volunteer staff with a healthy and safe workplace.

o Respect your privacy, including keeping your private information confidential.
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o Provide appropriate and adequate insurance coverage for volunteer staff. (Please refer to our

volunteer insurance policy for details on cover held, age clauses and conditions.)

o Acknowledge the rights and contributions of volunteer staff.

o Offer volunteer staff the opportunity for professional development where appropriate and

within the means of GCTL.

o Treat volunteer staff as valuable team members and advise them of the opportunities to

participate in GCTL decisions.

The GCTL maintains the right to:

o Manage the operations of the GCTL and its volunteers.

o Ensure the safety of both volunteers and members.

o Dismiss volunteers as per the policies and procedures.

Rights and Responsibilities of Volunteers

The following list of volunteer rights from Volunteering Australia’s National Standards for Involving

Volunteers in Not-For-Profit Organisations outlines the way volunteers of GCTL can expect to be

treated and their rights while volunteering.

Unlike paid staff, volunteers are not covered by award conditions or workplace agreements.

Volunteers do have rights, some of which are dictated by statute and others by best practice of

organisations that involve volunteers.

While you are a volunteer at the GCTL you have the right to:

o Work in a healthy and safe environment.

o Be interviewed and engaged in accordance with equal opportunity and anti-discrimination

legislation.

o Be adequately covered by insurance.

o Be given accurate and truthful information about the GCTL.

o Be given a copy of the GCTL's volunteer policy and any other policies that affect your work.

o Have a job description and agreed volunteering hours.

o Be provided with orientation to the organisation.

o Have your confidential and personal information dealt with in accordance with the principles

of the ​Privacy Act 1988.

o Be provided with sufficient training for you to do your job.

Volunteers at the GCTL have the responsibility to:

o Maintain and uphold the policies and procedures of the GCTL.

o Abide by the Code of Conduct.

o Comply with any reasonable instruction from the GCTL Management Committee.

o Participate in all relevant induction and training programs.

o Ensure that Work Health & Safety is maintained at all times.

o To report any instances of discomfort or feeling unsafe to a GCTL Committee Member

(whether the conduct was directed at you or another)

o Support the GCTL’s aims and objectives.

o Be open and honest in your dealings with us and let us know if and how we can improve our

volunteer program and the support that you receive.
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Code of Conduct Policy

Policy number 002 Version 01

Drafted by Oneika Polke Approved by Committee on 01 May 2021

Responsible person David Paynter Scheduled review date 30 June 2022

Introduction
This policy affirms the Gold Coast Tool Library Inc’s (GCTL) belief in responsible social and ethical

behaviour from all volunteers.

Purpose
This policy clarifies the standards of behaviour that the GCTL requires of all volunteers and members

and is a guide to resolving ethical issues that may present themselves during their time at the GCTL.

Policy Statement
The GCTL expects that all volunteers and members will behave towards one another with respect,

fairness, impartiality and integrity. It is expected that all volunteers will perform their duties

effectively and conscientiously with a member-oriented focus.

All GCTL volunteers must comply with this policy. Any breach of this policy will be treated as a serious

matter and may result in disciplinary action including dismissal. Other disciplinary action that may be

taken includes, but is not limited to, issuing a formal warning, directing people to attend mandatory

training, suspension or temporarily denying access to all or part of the GCTL’s computer network.

Authorisation

………………………………………………………
David Paynter – Committee President

Gold Coast Tool Library Inc

01 May 2021
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Expected Behaviour

Volunteers at the GCTL include all individuals who work for the GCTL, including Committee Members.

It is expected that to perform their duties in accordance with this Code of Conduct, volunteers will:

o Comply with all relevant policies, procedures and legislative requirements applicable to their

role and the GCTL.

o Treat members of the public, other volunteers, members and all stakeholders with courtesy

and respect.

o Uphold the rights of the public, other volunteers, members and all stakeholders at all times.

o Ensure that they do not engage in discriminatory practices and are sensitive to the needs of

others at all times.  Discriminatory practices that must never be engaged in whilst a

volunteer of the GCTL include (but are not limited to):

● Gender

● Marital Status

● Pregnancy

● Age

● Colour

● Nationality

● Ethnic or Cultural Origin

● Physical or Intellectual Impairment

● Sexual, Religious or Political Preference.

o Ensure that they act responsibly when they become aware of, or suspect unethical

behaviour, wrongdoing or any act that contravenes this Code of Conduct by another

volunteer or member. This includes making a formal complaint to a Committee Member.

o Comply with the law at all times.

Privacy Policy

Volunteers may be given access to confidential information, passwords, data, organisation property,

keys to premises or any other organisational related property/information in the performance of

their duties. This must be kept secure, used only in the interests of the GCTL, and not shared with

unauthorised persons.

Volunteers must not:

o disclose or use any part of any confidential information outside of the performance of their

duties and in the interests of the GCTL; or

o authorise or be involved in the improper use or disclosure of confidential information during

or after their employment without the GCTL’s written consent.

‘Confidential information’ includes any information in any form relating to the GCTL and related

bodies, other volunteers or members, which is not in the public domain.

Volunteers must act in good faith towards the GCTL and must prevent, or if impractical, report the

unauthorised disclosure of any confidential information.

Failure to comply with this policy may result in performance improvement proceedings including

dismissal, and the GCTL may also pursue monetary damages or other remedies.
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Internet, Email & Social Media

Internet Use
The Internet provided by GCTL is for organisational purposes only. GCTL has the right to check if

private use is excessive or inappropriate. Failure to comply with this policy can lead to dismissal and

volunteers need to be aware that some forms of inappropriate internet conduct may lead to criminal

prosecution.

Email Use
To protect the GCTL from the potential effects of the misuse and abuse of email, the following

instructions are for all users:

o No material is to be sent as email that is defamatory, in breach of copyright or organisational

confidentiality, or prejudicial to the good standing of the GCTL in the community or to its

relationship with volunteers, members, suppliers and any other person or business with

whom it has a relationship.

o Email must not contain material that amounts to gossip about other volunteers or that could

be offensive, demeaning, persistently irritating, threatening, discriminatory, involves the

harassment of others or concerns personal relationships.

o The email records of other persons are not to be accessed except by management (or

persons authorised by management) ensuring compliance with this policy, or by authorised

volunteers who have been requested to attend to a fault, upgrade or similar situation. Access

in each case will be limited to the minimum needed for the task.

o When using email, a person must not pretend to be another person or use another person’s

computer without permission.

o Excessive private use, including mass mailing, “reply to all” etc. that are not part of the

person’s duties, is not permitted.

o Failure to comply with these instructions is a performance improvement offence and will be

investigated. In serious cases, the penalty for breach of policy, or repetition of an offence,

may include dismissal.

Use of Social Media
This policy applies to all GCTL volunteers who contribute to or perform duties such as:

o maintaining a profile page for the GCTL on any social or business networking site (such as

LinkedIn, Facebook, Twitter and others).

o making comments on networking sites for and on behalf of the GCTL.

o writing or contributing to a blog and/or commenting on other people’s or business’ blog

posts for and on behalf of the GCTL.

o posting comments for and on behalf of the GCTL on any public and/or private web-based

forums or message boards or other internet sites.

GCTL volunteers must not engage in Social Media as a representative or on behalf of GCTL until

permission is granted by a Committee member.

If any volunteer is directed to contribute to or participate in any form of Social Media related work,

they are to act in a professional manner at all times and in the best interests of the GCTL.
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All volunteers must ensure that they do not communicate any of the following on any social or

business networking sites, web-based forums or message boards, or other internet sites:

o confidential information relating to the GCTL, its volunteers or its members.

o material that violates the privacy or publicity rights of another party.

o information, (regardless of whether it is confidential or public knowledge), about members,

business partners or suppliers of the GCTL without their prior authorisation.

Personal Use of Social Media

The GCTL acknowledges its volunteers have the right to contribute content to public communications

on websites, blogs and business or social networking sites not operated by the GCTL. However,

inappropriate behaviour on such sites has the potential to cause damage to the GCTL, as well as its

other volunteers, members, business partners and/or suppliers.

All GCTL volunteers must refrain from posting, sending, forwarding or using, in any way, any

inappropriate or confidential material.

Intellectual Property

All intellectual property developed by volunteers in the performance of their duties related in any

way to the GCTL will remain the property of the GCTL.
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Workplace Health & Safety Policy

Policy number 003 Version 01

Drafted by Oneika Polke Approved by Committee on 01 May 2021

Responsible person David Paynter Scheduled review date 30 June 2022

Introduction
This policy applies to all Committee Members, volunteers, contractors and visitors to The Gold Coast

Tool Library Inc's (GCTL) premises, to the extent it is relevant to them.

In this policy, 'workplace' includes working on site or off-site, attendance at a work-related

conference or function, and attendance at a client or other work-related event, including retreats

and social events.

Purpose
The GCTL is committed to providing and maintaining a safe and healthy workplace for all volunteers

and members as well as contractors, visitors and members of the public. Hazards and risks to health

and safety will be eliminated or minimised, as far as is reasonably practicable.

Policy Statement
The GCTL is committed to complying with the Work Health and Safety Act 2011, the Work Health and

Safety Regulation 2011, codes of practice and other safety guidance material.

GCTL’s goal is to provide a safe and healthy work environment that is free from workplace injury and

illness. This will only be achieved through the participation, co-operation and commitment of

everyone in the workplace.

Authorisation

………………………………………………………
David Paynter – Committee President

Gold Coast Tool Library Inc

01 May 2021
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WHS Responsibilities

The responsibility for managing health and safety ultimately rests with the GCTL, however,

volunteers also have important responsibilities for health and safety in the workplace.

GCTL will:

o Ensure the organisation complies with all legislation relating to health and safety.

o Eliminate or minimise all workplace hazards and risks as far as is reasonably practicable.

o Provide information, instruction and training to enable all volunteers to work safely.

o Supervise volunteers to ensure activities are performed safely.

o Consult with and involve volunteers on matters relating to health, safety and wellbeing.

o Provide appropriate safety equipment and personal protective equipment.

Volunteers will:

o Take reasonable care for their own health and safety.

o Follow safe work procedures, instructions and rules.

o Participate in safety training.

o Report health and safety hazards.

o Report all injuries and incidents.

o Use safety equipment and personal protective equipment as instructed.

Smoking Policy

The GCTL has a non-smoking policy. Smoking is not permitted on the GCTL property or in workspaces

at any time, including within 5m of entrances.

Alcohol & Drugs Policy

The GCTL is committed to creating and maintaining a safe, healthy and productive workplace for all

volunteers. The GCTL is concerned that alcohol or other drug abuse can impair short-term or

long-term performance, can affect a volunteer’s ability to do their work safely, and is deemed a

health and safety risk.

The GCTL does not tolerate attending work under the influence of alcohol or drugs.

The GCTL has a zero-tolerance policy regarding the use of illicit drugs on their premises or the

attending of any organisational event or function while under the influence of illicit drugs.

Contravening either of these points may lead to instant dismissal.

The GCTL, at times, may make alcohol available to volunteers over the age of 18. Limiting the

consumption of any alcohol made available is the responsibility of the volunteer. Driving over the

legal limit or under the influence of illicit drugs is illegal.
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Equal Employment Opportunity (EEO) & Anti Bullying Policy

The objective of the GCTL’s Equal Opportunity Policy is to improve organisational success by:

o attracting and retaining the best possible volunteers

o providing a safe, respectful and flexible volunteering environment

o delivering our services in a safe and respectful way

Discrimination, Sexual Harassment and Bullying
The GCTL is committed to providing an environment free from discrimination, sexual harassment and

bullying. Behaviour that constitutes discrimination, sexual harassment or bullying will not be

tolerated and will lead to action being taken, which may include dismissal.

For the purposes of this policy, the following definitions apply:

Discrimination:
Direct discrimination occurs when someone is treated unfavourably because of a personal

characteristic that is protected under Australian law.

Indirect Discrimination occurs when a rule seems neutral but has a discriminatory impact on

certain people. For example, a minimum height requirement of 6 foot for a particular job

might be applied equally to men and women, but would indirectly discriminate on the basis

of sex, as women tend to be shorter than men.

Sexual Harassment:
Sexual harassment includes unwelcome conduct of a sexual nature in circumstances in which

it could reasonably be expected to make a person feel offended, humiliated or intimidated. A

reasonable person, having regard to all the circumstances, would have anticipated that the

person harassed would be offended, humiliated or intimidated.

Workplace Bullying and Violence:
Workplace bullying may include behaviour that is directed toward an employee, or group of

employees, that creates a risk to health and safety e.g., physical and/or verbal abuse,

excluding or isolating individuals; intimidation, unjustified criticism or giving meaningless or

impossible tasks. Occupational violence refers to any incident where a person is physically

attacked, abused, assaulted or threatened in the workplace.

The GCTL provides equal opportunity in employment to people without discrimination based on a

personal characteristic protected under equal opportunity legislation.

This includes age, breastfeeding, carer status, disability, gender identity, marital status, parental

status, physical features, political activity/belief, pregnancy, race, religious activity/belief, sex, sexual

orientation.

Any volunteer found to have contravened this policy will be subject to disciplinary action, which may

include dismissal.

Volunteers must report any behaviour that constitutes sexual harassment, bullying or discrimination

to a Committee Member.

Volunteers will not be victimised or treated unfairly for raising an issue or making a complaint.
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GCTL Volunteer Declaration

You must read all the policies contained in this document and listed below. These policies are

essential to volunteering at the GCTL and therefore must be read and understood to ensure you are

fully aware of your responsibilities.

Please tick each of the policies listed below where shown to indicate you are aware of your

responsibilities.

☐_Volunteer Policy

Your Volunteering

Tool Library Work Environment

Dress Code Policy

Rights and Responsibilities of the Gold Coast Tool Library Inc

Rights and Responsibilities of Volunteers

☐ Code of Conduct Policy

Expected Behaviour

Privacy Policy

Internet, Email & Social Media

Intellectual Property

☐ Workplace Health & Safety Policy

WHS Responsibilities

Smoking Policy

Alcohol & Drugs Policy

Equal Employment Opportunity (EEO) & Anti Bullying Policy

Volunteer Declaration

I have read and understand the contents of this handbook along with the above policies and I agree

to the terms of conditions of these documents.

Volunteer Name: ____________________________________________________

Volunteer Signature: __________________________________________________

Date: __ __ / __ __ / __ __
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