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Riddoch Art Gallery

Volunteer Information Handbook
Thank you for offering your services as a Volunteer

Your contribution is highly valued, and we hope you achieve enjoyment and satisfaction from your participation

Riddoch Art Gallery Vision

The Gallery seeks to inspire, challenge, educate and present the visual arts in a way that promotes an understanding of the world with a local, national and international perspective

Riddoch Art Gallery Values

To be an innovative centre and creative hub for visual arts in the Limestone Coast region

To develop and present inspiring and challenging exhibitions

To provide forums for stimulating and challenging ideas
To maintain A class gallery status

To develop and maintain the collection in trust for future generations

To provide access to the visual arts for our diverse communities

To be a partner in visual art education in the limestone coast region

To engage with limestone coast artists and provide professional development opportunities
To attract and retain professional and skilled staff
To maintain a leadership role in regional galleries in South Australia

To provide an environment where staff, board members, volunteers and Friends of the Riddoch Art Gallery are valued and respected
Volunteer Information

VOLUNTEER INSURANCE

As a Volunteer of Riddoch Art Gallery you are covered by Limited Personal Accident as well as Public Liability insurance.  This only applies while you are performing duties as a Volunteer of the Gallery.  Any incident in which injury or property damage occurs involving the Volunteer and/or other parties, must be reported to the staff member on Reception duty immediately.

POLICE SECURITY CHECKS

All new Volunteers of the Gallery must agree to undergo a Police Security Check.  The Gallery pays the costs incurred.

JOB DESCRIPTIONS

All Volunteer roles are defined by a ‘Job and Person Specification’ or other such document, which clearly outlines Volunteer duties.

IDENTIFICATION

Volunteers are requested to wear a name badge identifying them as a Volunteer of the Gallery.

COMMITMENT

Volunteers need to make realistic commitments in terms of time and areas of involvement, and it is legitimate for the Gallery to expect that these commitments be fulfilled.

TRAINING

All Volunteers of the Gallery are required to have orientation and training relevant to the task for which you have volunteered.  Training opportunities will be presented from time to time, which you are requested to participate in.

CONFIDENTIALITY

Confidentiality and Privacy are sensitive issues and need to be observed with caution.  Never give the phone numbers and addresses of other Volunteers or Staff.  If you have any concerns about confidentiality issues please speak to the Gallery Director or staff member on duty.

ALCOHOL AND DRUGS

The consumption of alcohol and illegal drugs whilst performing Volunteer duties for the Gallery is forbidden, with the exclusion of moderate consumption of alcohol at Exhibition Openings if on duty.  Volunteers under the influence of alcohol or illegal drugs will not be permitted to commence or continue work.  Anyone found in breach of this will be liable for instant dismissal.

HEALTH RISKS

Volunteers should avoid placing themselves at unnecessary risk.  They should be medically fit and well suited to the task they have volunteered for.  Volunteers should not undertake any duties likely to aggravate a pre-existing injury or condition.  If illness prevents you from carrying out your Volunteer task/s please advise the Gallery Director as soon as possible so that alternative arrangements can be made if necessary.

ACCIDENTS

Please inform the Gallery Director/staff member as soon as possible if you are involved in an accident while volunteering, whether the accident causes injury and/or damage or not.

PARKING FINES/SPEEDING FINES

Parking and speeding fines are the responsibility of the Volunteer and will not be paid by the Gallery under any circumstances.

GIFTS

Clients or groups may wish to show their appreciation for what you have done by giving you a small gift.  At times it can be quite appropriate for you to accept this, but if in doubt please consult with the Gallery Director.

VACATIONS

Everyone needs a break from his or her work.  You are encouraged to plan some time away from your Volunteer tasks.  Let the Gallery Director know when you intend to be away so that arrangements can be made in your absence.

OCCUPATION HEALTH SAFETY & WELFARE
Volunteers are expected to take responsibility for work safety, along with management.  All incidents/accidents/near misses are to be reported to the Gallery Director, or in the Director’s absence, to the front counter.
COMPLAINTS

Riddoch Art Gallery has a Disputes and Complaints policy. Please advise the Gallery Director or Volunteer Co-ordinator in relation to any disputes or complaints.
FIRST AID BOXES

There is a First Aid Box in the Reception Area.  If you have to use anything from the box, please note it in the book provided, as the item/s will need to be replaced.

SMOKING IN THE WORKPLACE

Riddoch Art Gallery is a non-smoking venue.  When smoking outside, you are asked to be aware of other users and dispose of butts appropriately.

RESIGNATIONS

If you need to resign or to have a break from Volunteering, please inform the Gallery Director as soon as possible.

REFERENCES

While working as a Gallery Volunteer, you may obtain a reference indicating the type of work you have been involved in, the duration and other relevant issues.  Please ask the Gallery Director if you require a reference.
Volunteering SA

Definition and Principles of Volunteering
Volunteering: Definition

Volunteering is an activity whereby individuals choose to willingly work without an expectation of remuneration to provide a service with a community focus. Volunteer work extends beyond one's basic obligations and can represent an important expression of social responsibility

Principles

· Volunteering is of benefit to the community and the volunteer
· Volunteering is not undertaken in order to receive pensions or benefits

· Volunteering is a legitimate way for citizens to 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 which takes place in not for profit organisations and projects
· Volunteering is not a substitute for paid work
· Volunteering does not threaten the livelihood of paid workers
· Volunteering respects the rights, dignity and culture of others
· Volunteering promotes human rights and equality

www.volunteeringsa.org.au

Volunteer Rights and Responsibilities

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

As a volunteer you have the RIGHT to:

· To receive appropriate orientation, training and personal development relevant to the task/s

· To be given work in accordance with your skills, availability and circumstances

· To feel comfortable as a member of the Gallery team and to have ideas or suggestions for improvements valued and welcomed

· To be regarded as a valued team member

· To receive on-going support and directions from the Gallery Director and other staff
· To have complaints or grievances heard and responded to

· To be trusted with confidential information if it is appropriate in order to carry out your role

· To work in a safe environment

· To be protected from excessive demands and have the right to say ‘no’

· To be able to decline or withdraw from work if not suitable

· To receive recognition for your contribution to the community

· To be kept up to date with information and new developments in the Volunteer program

· To be consulted in regards to matters that may affect your Volunteer role

· To be given a basic understanding of other resources that may provide support if required
As a volunteer you have a RESPONSIBILITY to:

· Be reliable

· Respect confidentiality

· Carry out the specified job description

· Be accountable

· Be committed to the Gallery

· Undertake training as requested

· Ask for support when you need it

· Give notice before you leave Riddoch Art Gallery

· Value and support other team members

· Carry out the work you have agreed to do responsibly and ethically

8-10 Commercial Street East (PO Box 980) Mount Gambier 5290

T: 08 8723 9566 F: 08 8723 9161 E: admin@riddochartgallery.org.au
Riddoch Art Gallery is supported by Country Arts SA, City of Mount Gambier and District Council of Grant
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