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VOLUNTEERING POLICY

PURPOSE

The purpose of this policy is to provide guidance for the inclusion and management of volunteers
at the Pulse. This policy includes an outline of a. the principles of volunteering, b. the rights and
responsibilities of volunteers within the organisation, c. the rights and responsibilities of the
organisation to volunteers, and d. grounds and procedures for the dismissal of volunteers.

SCOPE

This Policy applies to all Pulse volunteers

DEFINITIONS

Volunteer: a volunteer is any person who has been through the formal recruitment process at the
Pulse to contribute their time to support the operations of the station either on air or in
management and operational activities.

A. The Principles Of Volunteering

The Pulse is a community radio station, which relies largely on the efforts of our volunteers to
maintain operations. Our volunteers come from a wide range of backgrounds and volunteer for
different reasons, including:

to contribute something to the community

to develop professional skills

to maintain existing skills

to enjoy the social nature of the organisation
to facilitate personal growth

Volunteering

benefits the community and the volunteer

is always a matter of choice

is an activity that is unpaid

does not replace paid workers nor constitute a threat to the job security of paid
workers

respects the rights, dignity and culture of others

e promotes human rights and equality

The Pulse aims to treat all our volunteers equally, with respect and trust, and to provide a
workplace that is safe, enjoyable and fulfilling. We will endeavour to provide a working
environment that is flexible to allow our volunteers to gain the benefits they wish from volunteering.



We expect our volunteers to always act professionally and in good faith towards the Pulse. We
expect that they hold the interests of The Pulse and its community in equal regard to their own to
ensure positive outcomes for themselves, The Pulse and the community we serve.

Volunteering at The Pulse

All Volunteers must be paid current subscribers to the station or members of BRCM and must
pass the volunteer screening process. Only paid-up subscribers will be able to access the studios
for live broadcasting, pre-records and practice sessions. Instalment payment options are
available.

Once paid-up, volunteers are entitled to book studios and will have priority access to training.

Volunteers are encouraged to contribute to the station’s off-air activities. Tasks include support for
reception/office administration duties, subscriber newsletters, website updates, music library
updates, lining up interviews, research and production, and preparing for Outside Broadcasts, etc.
This might involve an hour every now and again, or a regular commitment. Our volunteers bring a
broad range of skills that are useful around the station.

Training and Skills Development

The Pulse is committed to providing quality training for our station workers. Volunteers who want
to broadcast complete our Intro to Broadcasting Course. The course supports participants to
develop skills and gain knowledge to plan, produce, record, edit and present a radio program.

Skills development can also involve experienced volunteers mentoring and guiding new
volunteers. This may include sitting in with presenters during their program or producing segments
for existing programs.

Management Committee

94.7 The Pulse radio station is governed by a Management Committee, elected from members of
the BRCM. Elections are held each year at the Annual General Meeting. Volunteers who are
members of the BRCM are welcome to nominate for office.

Volunteer Meetings

All Volunteers are encouraged to attend Volunteer Meetings which are an opportunity for sharing
information and ideas and meeting others involved at the station.

B. The Rights And Responsibilities Of Volunteers At The Pulse

Pulse volunteers have the right to:

e be treated as a co-worker

e be allocated a volunteer position appropriate to personal preference, temperament,
abilities, education, training and employment experience, as negotiated with The Pulse

e know as much about the organisation as possible, its policies, people and programs



always expect clear and open communication from management and staff

be given appropriate orientation, introduction and provision of information about new
developments

sound guidance and direction in the workplace

advance notice (where possible) of changes which may affect their work (such as
programming changes)

undertake their volunteer activity without interruption or interference from management,
staff or other volunteers

a place of work complying with statutory requirements regarding equal employment, anti-
discrimination legislation, the Commonwealth Racial Discrimination Act 1975 and
occupational health and safety standards

be heard, to feel free to make suggestions and to be given respect for honest and
constructive opinions

appropriate insurance cover such as volunteer and public liability insurance

appropriate grievance procedures in the event of a dispute and, if necessary, mediation or
arbitration to assist with resolving the dispute

receive written notification and reasons for suspension/release of services

have services appropriately assessed and effectively recognised

have training provided that will enable participation at the station at a variety of levels

At The Pulse, volunteers have the responsibility to:

have a positive and professional attitude towards voluntary work

be prompt, reliable and productive in relation to commitments and agreements made with
The Pulse

notify the appropriate person if unable to meet commitments

accept and abide by the commitment made when signing the Code of Conduct

ensure that the station has current contact details

respect the racial and religious backgrounds and the sexual preferences of fellow volunteer
workers and work to ensure that the Pulse is a safe work place for everyone,

contribute to the achievement of a safe, tolerant and equitable working environment by
avoiding, and assisting in preventing, behaviour which is discriminatory

C. The Rights And Responsibilities Of The Pulse Towards Volunteers

The Pulse has the right to:

expect cooperation in working to uphold and maintain the station’s vision, purposes, and
program policies

have confidential information respected

decide, in consultation, where volunteers’ services and skills would best be utilised
make decisions which may affect volunteers’ work

make programming decisions in accordance with programming policies and procedures
develop, implement and enforce rules, policies and procedures for all aspects of station
operation

develop and maintain all property and premises of the station

provide feedback to enhance individuals’ programming and broadcasting development
always expect clear and open communication from volunteers

suspend or dismiss volunteers in accordance with station policies and procedures due to
contravention of station rules

The Pulse has the responsibility to:



e provide a work environment which embraces the principles of access and equity

e value the importance of volunteer roles within the organisation

e allocate a volunteer position appropriate to personal preference, temperament, abilities,
education, training and employment experience

e provide guidance so that volunteers can expand their skills and knowledge

e acknowledge volunteer contributions to the station and provide appropriate recognition
and/or rewards

e provide adequate opportunities for formal and informal constructive feedback

¢ provide information regarding any activities or changes at the station which may affect
volunteer work

e consult with volunteers (where possible and practicable) on issues that may affect their
work

e ensure that volunteers are aware of station democratic processes and are encouraged to
participate in them

D. Grounds And Procedures For The Dismissal Of Volunteers

Background

Volunteers are an invaluable resource to The Pulse and our primary aim is to encourage and
support their contribution to our station. However, it is also recognised that there may be times
when a volunteer needs to be counselled, disciplined and perhaps dismissed.

We undertake to handle such situations in a professional manner, ensuring communication
between our station and the volunteer is clear, fair, objective and remains within the policy outlined
below.

Throughout the process the Management Committee will reflect on its own operations as well as
those of the station and will consider the circumstances, actions and behaviour leading to the
situation.

Purpose

This section of our Volunteering policy outlines a specific policy and procedure for disciplinary
measures and dismissal. It aims to provide a clear and fair structure that is understandable to both
management and volunteers.

The policy includes an appeals mechanism to ensure a ‘right of reply’ for a volunteer who has
been disciplined. This is further complemented by The Pulse’s Grievance and Internal Complaints
policy, which may be used in a situation where a volunteer believes they have not been fairly
heard or that policies and procedures have not been correctly followed.

1. The procedure for disciplinary action is a three-step process which includes:
e First formal notice in writing
e Second formal notice in writing
¢ Notice to the volunteer of dismissal from involvement with The Pulse.

2. Forissues that are considered minor, a conversation with the volunteer may be appropriate;



however, this will not be considered part of the formal disciplinary action (although it may be
referred to in later action).

. Written notice will include details of the issue and, where feasible, evidence. In a case where
the disciplinary measure has been instigated by a complaint, it may be appropriate to include a
copy (with identification removed) or extract of this complaint.

. Further disciplinary actions, such as a suspension of volunteer duties for a period, may also be
appropriate. In such cases these actions will be included with the formal notice in writing.

. Every effort will be taken to ensure that notice of a disciplinary measure, whether formal or
informal, will be given at an appropriate time, eg: not immediately prior to, or during a
broadcast

. Notice of a disciplinary measure will be given by the Station Manager with a Management
Committee member present if considered appropriate.

. Volunteers will be provided the opportunity to appeal against the action. This may take the form
of a meeting with the Station Manager and a Management Committee Executive member or a
representation in person and/or in writing to the Management Committee.

. The volunteer may bring a representative to any such meeting.

. The appeal result, whether it is no change, a change of the disciplinary action, or removal of it,
will be confirmed in writing to the volunteer.

10.Conduct which may lead to disciplinary action includes, but is not limited to:

a. Poor timekeeping and unreliability

b. Not following pre-existing station rules and policies, including programming policies

c. Engaging in acts or broadcasts which may breach the Codes of Practice

d. Engaging in broadcasts which may breach other related legislation such as the
Broadcasting Services Act 1992 (which includes sponsorship provisions), copyright or
defamation laws

Inappropriate handling or use of station equipment or other property

Rudeness or hostility towards other volunteers or staff members

Intoxication through alcohol or other substances during working hours

Publicly bringing The Pulse into disrepute
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11.Some conduct may be deemed ‘gross misconduct.” In this instance a volunteer may be

dismissed without warning

12.Conduct which may be classed as gross misconduct may include, but is not limited to:

a. Verbal or physical harassment of any other volunteer, employee, member or guest of
The Pulse particularly in respect of race, sex or religion

b. Wilful damage to or theft of property belonging to The Pulse or other volunteer,
employee, member or guest of The Pulse

c. Falsifications of any of the organisation records for personal gain

d. Commercial misrepresentation of The Pulse

13.In a case of a volunteer being dismissed without prior warnings the volunteer will be provided

an appeal opportunity as outlined in point 7.
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