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VOLUNTEERING POLICY  
 
1.  Purpose  
The Society of St Vincent de Paul is an international Catholic lay organisation, inspired by the Gospel of Jesus 
Christ.  Vincentians work to promote human dignity and justice through personal contact with those in need.   
The Society of St Vincent de Paul recognises that Volunteers are an integral part of our organisation by 
volunteering their time to support people in need and help the Society achieve its mission. 

The purpose of this policy is to: 
 define what we mean by the word Volunteer; 
 state the Society’s philosophy on Volunteering, and;  
 outline our obligations as a good employer when managing our volunteer workforce  
 

2.  Definition and Scope 
A ‘Volunteer’ is an individual who for personal or charitable reasons freely (and without expectation of 
financial reward) contributes time, service and skills for the good of the Society.  We have a significant 
number of volunteers who support our permanent workforce and work alongside our employees, through 
the Church, our National Office, Conferences, Area Councils and retail shops.   
 
A ‘Volunteer Manager’ is the nominated individual who is responsible for overseeing the Volunteer’s duties 
and performance, including onboarding and offboarding. 
 
This policy applies to all those who Volunteer, regardless of the scope of their role and the type of volunteer 
support they provide the Society.  
 
3.  Volunteering Philosophy 
Volunteers are at the heart of and vital to the Society’s mission.   Without Volunteers, the Society as we know 
it would not exist. Volunteers make it possible for the Society to carry out its work in helping others.  The 
Society recognises we have a duty of care to our volunteers and commits to promoting a shared 
understanding of the ways our volunteers are utilised nationally, including promoting positive working 
relationships between our paid staff and our volunteers.  This is to ensure that they are able to work and fit 
into this volunteer environment, and the Society recognises that often our Volunteers are the Societies first 
point of contact for people.  In providing a social service to the community the Society has a responsibility to 
the public and so do our volunteers.  Volunteering for the Society is open to all who are willing to work in line 
with our philosophy, Code of Practice, and all other policies that support the achievement of our mission.   
 

 

 

mailto:info@vinnieswgtn.org.nz


St Vincent de Paul Society Wellington Area 

A cup of water given in my name | The hand of Christ blesses the cup 

The hand of love offers the cup | The hand of suffering receives 

People helping People 

 

 

Ozanam House, 207 Riddiford Street, Newtown, Wellington 6021 

PO Box 7319, Wellington  6242    |   CC36604 

P: 04 389 7122   |   Fax: 04 389 7129   |   @vinnieswgtn 

E: info@vinnieswgtn.org.nz   |   vinnies-wellington.org.nz     

 

4.  Our obligations to our Volunteers 
The Society commits to ensuring that Volunteers are provided with clear roles so they know what they need 
to achieve, what support they will require, and are treated with respect and overall have a positive and 
successful experience during their time with the Society.   
 
We will act as a good employer in all dealings with volunteers, what this means is that we treat our volunteers 
fairly and properly in all aspects of their work carried out on behalf of the Society and provide regular 
feedback and support. 
 
Volunteer Managers will make every effort to ensure that Volunteers are advised of their rights and 
responsibilities to enable them to carry out their work.  Details of rights and responsibilities are contained 
within the Code of Conduct.  
 
Volunteer Managers also have responsibility for ensuring volunteers read and sign the following policies, 
before they start with the Society:  

o Volunteer Application form 
o Volunteer Agreement 
o Code of Conduct 
o Health & Safety Procedure Manual 

 
Volunteer Managers are responsible for ensuring all Volunteers are fully inducted and trained in their 
obligations under the health and safety act, such as providing training in emergency procedures, reporting 
hazards, and required induction processes.  
 
5.  Volunteers Obligations to the Society 
In undertaking volunteer work for the Society all volunteers must commit to carrying out their volunteering 
services in line with the guidelines and behaviours as set out in this policy and the following:  

• Volunteer Agreement 
• Code of Conduct 
• Health & Safety Procedures Manual 
• Complaints Process 

 
In addition, as a Volunteer for the Society you are responsible for:  

• being honest about your expectations and abilities; 
• participating fully in the Society’s required induction and orientation training processes e.g. health 

and safety training; 
• being reliable and punctual or provide notice to your Manager, so that alternative arrangements 

can be made; 
• being accountable, perform your role to the best of your ability and ask for help when you need it; 
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• respecting those confidences entrusted to you; being open-minded and treating other with dignity, 
free from discrimination of any kind including diversity, culture, and disability, and; 

• representing the Society accurately and positively to others 

6.  Assistance from Society Services 
Staff and volunteers are eligible for assistance from the Society on the same basis as welfare clients.  If you 
need support through one the St Vincent de Paul Society Wellington welfare services, contact the Welfare 
& Services Coordinator.   
 
These services include: 

• Food Bank 
• Social Work 
• Pregnancy Assistance 

 
Food parcels will not be provided in lieu of payment for volunteering. 
 
7.  Volunteer Purchases  
The items for sale in the Vinnies op shops have been donated by the community so that they can be sold 
with the money raised can be used to support individuals and families in need through the Society’s various 
welfare programmes. The Society wishes to be fair to its staff and volunteers and therefore a discount of 
20% may be applied to staff and volunteer purchases. 
 
Volunteers may purchase any donated items from the Society shops by paying the ticket price less 20% 
discount.  The sale transaction must be processed by someone other than the staff member and recorded 
in the staff sale register. 
 
The privilege of discounts applies to staff and volunteers only and is not to be abused.  The following 
procedures for staff and volunteers purchases where a discount is applied must be adhered to. 
 

• All stock items are to be priced by the shop manager in line with the Society’s pricing guidelines. 
• If an item is already priced, a staff discount of 20% is available on the marked price. 
• If an item is not priced, it must be priced by the shop manager before being purchased. 
• A till receipt is to be issued and retained for all items purchased by staff and volunteers. 
• All staff/volunteer sales must be recorded in a staff purchase book. 
• The Manager/Secretary will periodically inspect the staff purchase book. 
• Any staff or volunteer who is found to have taken or given away any donated items will be subject 

to the relevant HR process that relates to theft which may result in the termination of their work 
with the Society. 
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8. Related Policies 
Complaints Policy 
Health & Safety Policy 
Client Behaviour Policy 
Household items distribution policy   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Effective Date: 11 February 2019 

Next Review Date: 1 April 2020 

Signed off by: Manager/ Secretary 
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