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Lived Experience Advocate Service
Volunteer Agreement

Thisis a Volunteer Agreement between
(FullName), referred to in this document as ‘the volunteer' or 'you', and the Alcohol, Tobacco and other
Drugs Council (ATDC) of Tasmania Lived Experience Advocate Service (LEAS) (sometimes referred toin
this document as ‘we' or shortened to ATDC)

This agreement is not intended to be alegally binding contract between you and ATDC and it may be
cancelled at any time by either us or you.

1. YouareavolunteerLived Experience Advocate

The role of Lived Experience Advocates at the ATDC Lived Experience Advocate Service is a volunteer
role. This means you are not an employee of, or contractor to, ATDC and, if you accept the role, you
perform all duties on a voluntary basis and you will not receive remuneration or payment for your work.
You may be offered an awarded honorarium to recognise your voluntary contribution or reasonable
reimbursement of expenses related to your volunteering.

Neither ATDC nor you intend any employment or contractual relationship to be created (you are not an
employee, independent contractor or consultant at ATDC). If this changes at any time, and there is
possibility that you might perform paid work for the organisation in vocational training, we will discuss this
and document the arrangement in a formal contract.

As a LEA you will be offered volunteering roles with either the ATDC or other organisations. These roles
will be offered to different LEAs depending on the skill set required, the location, and availability of
volunteers, whilst adhering to the ATDC LEAS Diverse Voices Policy, you are not obliged to accept any of
these offered roles, and should you do so, this is on a voluntary basis.

2. What you can expect when volunteeringas anLEA at ATDC

ATDC values its volunteers, and we will endeavour to provide you with:

o Awrittenvolunteer role description so you understand your role and the tasks you are asked
to perform

e Afullinduction, support and training relating to the volunteer role
e Asafe environmentin which to perform your volunteer role
e Respect for your privacy, including keeping your private information confidential

e Access tosupport and debriefing about your volunteer roles, on request, from the Lived
Experience Advocate Service Coordinator (LEASC) where you can ask questions and get
feedback on your volunteering roles

e Reimbursement for your reasonable expenses so you are not out-of-pocket because of
volunteering for us,
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e Awarding you honorariums in recognition of your voluntary service to improve the Tasmanian
Alcohol and other Drugs (AOD) Sector and for people accessing AOD services

e Certaininsurance to cover you for the voluntary duties you are asked to perform (more detail
below)

e Accesstothe ATDC Employee Assistance Program (EAP) for up to 3 counselling sessions
per calendar year as a volunteer of the ATDC

3. What ATDC asks of its volunteers
We ask that you:

e Understand and comply with the ATDC operational and LEAS Policies and Procedures. LEAS
Policies are available on the website, and ATDC operational policies are available on request from
the LEASC or Manager — Lived Experience. Policies and Procedures include the

o LEASFinance Policy

o LEAS Grievances Policy, and

o LEAS Diverse Voices Policy,

o Bullying, Harassment and Discrimination Policy
o Privacy and Confidentiality Policy

o Workplace Health and Safety

e participate in forums, discussions and other events as agreed, and let us know as soon as
possible if you're unable to attend

o takeanactive partin all volunteer roles you attend, speak honestly about your own views and
experience, and listen respectfully to what others have to say

e treatpeople with respect and courtesy, and not bully, or harass other and to adhere to the ATDC
Bullying, Harassment and Discrimination Policy (ask the LEASC for a copy if you would like one)

e tellusifyou think you may have a conflict of interest with any organisation, other LEA or other
individual that might affect your ability to participate

e don'tshare any sensitive information about the ATDC, the organisations we work with or other
LEAs with others, and adhere to the ATDC Privacy and Confidentiality Policy (ask the LEASC for a
copy if you would like one)

o follow all work health and safety rules of the ATDC and/or the organisation you are placed to
volunteer with, and report any workplace health and safety risks relating to staff, volunteer, or the
workplace immediately to the volunteer role contact person or LEASC

e avoid doing anything that would be considered inappropriate in a workplace while you're taking
partinan LEA activity,

e raise any concerns about your volunteer role/s directly with the contact person of the
organization you are placed with or the LEASC as soon as possible, and not say anything publicly
about the employees or organisations associated with the ATDC that might be seen as
derogatory, shaming or as a personal attack
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o talktothe LEASC ifany thereis any part of this agreement, or your role as a volunteer LEA that
you're not clear about

e Useanyproperty or equipment given to you in your role safely and only for the purpose of the role
and return to the organization when you finish your volunteering role

e Letusknowimmediately if there is anything, or anything arises, that makes you unsuitable or
unable to legally carry out your volunteer role

e Always comply with the law when undertaking your volunteering role/s

e Beopenandhonest with your dealings with us and let us know if we canimprove our volunteering
program and the support you receive.

4. Contacts

Your main contact people at ATDC will be the

e Lived Experience Advocate Service Coordinator. leas@atdc.org.au

e Director - Lived and Living Experience

o Chief Executive Officer - ceo@atdc.org.au

You can find the contact email addresses and phone numbers of these staff members on our website:
atdc.org.au.

If you have any questions or concerns about your role, your health and safety, or if you need any
assistance to help you perform your role, please contact the LEASC as soon as possible.

When you are matched with specific volunteering roles with other organisations, you will also be provided
with the contact details for your main contact there. You can talk to this person about the volunteering
role you are doing with them.

5. Role description and details

We ask that you only perform duties that you have been asked and agreed to perform, always operate
under the direction of the LEASC, other ATDC staff or staff of other organisations you are placed to
volunteer with and act in accordance with reasonable directions and instructions. This is particularly
important for work health, safety and insurance reasons.

When you are offered a volunteering role as a LEA, you will be provided with a Volunteer Role Agreement
whichincludes a description of the role. This will help you to understand your role and the tasks you are
asked to perform.

If you are unsure whether a particular task or work is part of your role, or who you can and can't receive
directions from please talk to the LEASC.

6. Health and safety of you and others

At ATDC volunteer safety and the safety of everyone who is involved in our organization is a priority.
ATDC has safety obligations towards:

e Youinyour capacity as avolunteer at ATDC
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e Thepeople youinteract with as part of your volunteer role.
It's important to understand that you may be personally liable (that is legally or financially responsible) for
any harm or damage caused to yourself or others if:
e Youactoutside of your volunteer role agreement
e Youactoutside of the instructions given to you, or
e You are affected by alcohol and other drugs when you are volunteering

It's therefore important that you only perform the tasks in your volunteer role agreement and that you
follow the instructions of the LEASC and the contact person of the organisation you are placed to
volunteer with.

In Tasmania, the Work Health and Safety Act, 2012, applies to volunteers. Also, there may be other legal
actions (such as negligence claims) that mean we always need to consider safety issues. Under the Work
Health and Safety Act, 2012, and other laws, ATDC has a duty of care to minimize risks to everyone
affected by its conduct (including paid employees and volunteers such as you).

It also means that as a volunteer, you may have duties under the Work Health and Safety Act, 2012, too.
These include:

e Takingreasonable care for your own health and safety

e Takingreasonably care for others health and safety

e Complying with any reasonably instruction by ATDC or the organization you are placed to
volunteer with

e Letting ATDC know of any concerns you may have about safety or fitness in performing your
role, and

e Cooperating with any reasonable rules, policies and procedures of ATDC, or the organization
you are placed to volunteer with

We will provide you with an induction into the LEAS before you start as a volunteer LEA with the ATDC.
However, please do not hesitate to talk to the LEASC if you have any health and safety concerns.

7. Induction and training

ATDC is committed to providing suitable training in support of the organisation’s policies relevant to your
role as avolunteer. For this reason, it's our policy that all volunteers undertake induction with the LEASC
before starting their volunteer role. Training opportunities will be presented when available to further
develop your skillset and capabilities as a LEA.

8. Information we need before you can start in the volunteer role
Before you can start the volunteer role, we need the following information

e Volunteer Details Form
e Volunteer Bank Details Form
e Volunteer National Police Check

e ATO Statement by a Supplier
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We will provide the forms and information you need to do this and all background check information will
be conducted in accordance with ATDC Privacy and Confidentiality Policy.

9. Volunteer expenses and benefits (Reimbursements and Honorariums)

As avolunteer, ATDC will reimburse you for any reasonable out of pocket expenses that you incur when
performing authorised tasks associated with your role. We do this so you are not financially
disadvantaged because of your volunteer role with us. You will need prior approval for reimbursement of
expenses and will always need to provide tax invoice receipts for the expense.

ATDC also offer to award volunteers with an honorarium as a token amount in recognition for your
volunteering service and expertise you bring to your volunteer roles. These payments are not
remuneration or wages and are not related to the hours of volunteering you do; they are instead
recognition for your contribution dependent on the volunteering role you undertake. We will talk with you
about what honorarium will be offered for different volunteering roles. Honorariums should not be relied
upon as anincome, nor expected as part of your volunteering.

We may sometimes provide you with other benefits as part of your volunteering role, for example
through training, meals and accommodation, event entry, clothing, equipment or travel. Where this
occurs, itis on a gratuitous basis at the discretion of ATDC and is not payment in lieu of salary.

10. Insurance

We are committed to providing adequate insurance cover for volunteers while carrying out their
volunteering roles that have been approved and authorised by us. LEAs are covered under the ATDC
Public and Products Liability insurance policies as volunteers. This coverage applies when LEAs are
engaged in volunteering on behalf of the ATDC LEAS. This includes any necessary direct travel to and
from the volunteering role, provided always that it has been officially organised by, and under the
direction of the ATDC. While undertaking LEA volunteering, LEAs are expected to adhere to all work,
health and safety requirements or instructions of the ATDC (and the organisations engaging the ATDC).
This includes reporting any accidents or incidents to the LEAS Coordinator immediately if they have
occurred while engaged as an LEA. A certificate of Currency is available on request from the Manager —
Lived Experience.

We want you to know that the following events are unlikely to be covered by our insurance

e Actions that are beyond the scope of your volunteering role, or that occur without
appropriate authority or permission from us

e Criminal activity, and
e Dishonest or reckless activities (for example not adhering to respectful codes of conduct or
not acting in accordance with reasonable directions and behaviours).

11. Workers' Compensation

During the volunteering, you will not be covered by any workers’ compensation insurance policy taken out
by ATDC.
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12. Confidential information

Volunteers are likely to be given access to either ATDC or the organisation you are placed to volunteer
with, confidential information as part of, or to assist with, their role. Confidential information includes any
information about ATDC, or the organisation you are placed to volunteer with, its business, services and
clients which has been designated by ATDC or the organisation you are placed to volunteer with, as
confidential or which is, by its nature, confidential or proprietary to ATDC or the organisation you are
placed to volunteer with.

You are not permitted to use or disclose any confidential information for any purposes other than the
proper discharge of your duties as a volunteer of ATDC or the organisation you are placed with.

13. Privacy

ATDC may collect information about you from time to time to enable your participation as a volunteer at
ATDC or to keep you informed about ATDCs related activities. You consent to ATDC providing this
information to third parties (such as organisations you are placed to volunteer with), only relevant and
necessary information for the volunteering role will be shared. You consent to ATDC sending you
information about volunteering, programs, services, or other activities that ATDC thinks may interest
you. Please refer to the ATDC Privacy and Confidentiality Policy for more information. More information
about this is on the ATDC Website and a copy of the Privacy and Confidentiality Policy can be requested
from the LEASC or MLE.

14. Volunteer Acknowledgements

You acknowledge and agree to notify ATDC of any changes to your situation which may impact your
ability to carry out the typical volunteer activities performed by you under this agreement.

Please sign to acknowledge that you have read this volunteer agreement, as well as the Lived Experience
Advocate Service Induction Pack, and have had the opportunity to ask questions.

The Agreement
,

(FullName of volunteer LEA), have read, understand and commit to this Agreement between myself and
the Alcohol, Tobacco and other Drugs Council of Tasmania.

LEA signature Date

LEASC signature Date
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