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Management Committee Meeting Minutes of
Buddhas’ Practice Incorporated

Meeting No: 007

Date: 7/6/2023

Time: 8:01pm-9:38pm (Darwin Time)
Place: Zoom.us

Meeting ID: 81418304224

Password: 631017

URL:
https://us06web.zoom.us/j/81418304224?pwd=aFhTYlhmZWFLcmdJZHRmYmxuZmZDZz09
Meeting Host: Yuping HE

Minute Secretary: Yinfeng WANG

Time Keeper: Yinfeng WANG
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Attendees

(A=Apology, P= Present, L=Leave of Absence, Abs=Absent and Silent)

Buddhas’ Practice Incorporated

110/12 Salonika Street, Parap
Darwin NT 0820, Australia

ABN: 30567859041

@ https://bpi12019.org.au
@ general@bpi2019.org.au

No Name Position Attendance = Method
1. BENNIE SPIRIT Advisor P in person
2. Yuping HE Chairperson P in person
3. Dong JING Vice-Chairperson P in person
* DAWN SPIRIT iitét\?;?(?;r?lzi t()ll}sslf ]S;ranch) P in person
5. Fei QIAN Treasurer/Public officer P by videoconference
6. Huaigu WANG Director of BRTC P in person
7. Yinfeng WANG Secretary P by videoconference
8. Yuhua HU Member P in person
9. LE THIMY TRANG  Preacher P in person
10. Linxin HE Preacher P by videoconference
1. Xiaotian YAN Member P by videoconference
12. Huang Li -gx Member P by videoconference
BPI V3 Page 2 of 7
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Attendance Report

P 12

A 0

L 0

Abs 0

Total 12

Meeting open Yuping HE (Chairperson) opened the meeting at 8: 01 PM Darwin Time Zone.
Apology Please refer above

Participant status Please refer above

Reports and Proposal
Yuping HE TOPIC:

1. Treasurer’s report: May Cash flow in & out and her resignation of Public Office
and Treasurer

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT
3. Vice-Chairperson hosts on the discussion:

General understanding of ACNC’s guidance on ENGAGING &MANAGING
VOLUNTEERS

4. Secretary: confirmation of recent meeting minutes

Major 1. Treasurer’s Report: May Cash Flow In & Out and her resignation of Public Office
Resolutions and Treasurer

Fei QIAN presented BPI's financial status in the following three aspects:

BPI V3 Page 3 of 7
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1) Bank - Cash In

The total cash in during the period of 1/5/23-31/5/23 was $32,086.82.
2) Bank - Cash Out

The total cash out during the period of 1/5/23-31/5/23 was $4,096.73.
3) Cash on Hand

The remaining cash on hand was $419.97.

Fei QIAN also listed BPT's bills for May as follows:

® (03 May 2023: Hot water and air condition system charge for the office in March
was $59.48.

® (05 May 2023: Donation from MASTERCRAFT BOXING AND FITNESS was
$32,086.82.

® |7 May 2023: Consultation cost with Vita Gustafson & ASSOCIATES was $693.

® 17 May 2023: The office rent cost for May was $3,300.

® 22 May 2023: Accounting software (Xero) monthly cost was $44.25.

4) Due to Fei QIAN's new job requirements, she had to resign from the position of
Treasurer and Public Officer in BPI.

Dawn Spirit proposed Yinfeng WANG to fill the vacancy of Public Officer, with the
following reasons:

® Based on her work experiences, she has been working with her boss in English.

® She has been leading the study on the Act (Australian Charities and Not-for-
profits Commission Act 2012) teaming with the Vice-Chairperson in English.

® She has been responsible for recording and filing the BPI's documents, including
meeting minutes and the register of members, for the BPI association.

® She has been persistently learning both worldly and non-worldly knowledge.

All committee members seconded Dawn's proposal and a resolution was made that
Yinfeng WANG will hold the position of Public Officer.

BPI
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Since the elected candidate Wang Yinfeng needs to start as a Public Officer within 14
days, the current Public Officer Fei Qian was willing to postpone submitting the
resignation letter until the end of the month. This will give the new Public Officer
enough time to prepare for taking office.

The vote result was 12/12.

For the treasurer’s position, the committee was unable to find a suitable candidate on
the floor.

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT

Chairperson Yuping HE and Public officer Fei QIAN had a meeting with Megan
from Volunteering NT on May 16 at 9:00am to discuss BPI’s volunteer-related issues.
The main topics covered were as follows:

1) Whether BPI needs to register to obtain the right and the volunteer logo to recruit
volunteer.
Answer: It is not necessary to register with Volunteering SA&NT unless BPI
wishes to register to advertise its volunteer positions through their platform.

2) BPI Insurance related to Volunteer.
Answer: If BPI intends to use Volunteering NT's logo, it may be necessary to
have public liability and volunteer protection insurance.
The Chairperson will provide further information and follow up on this matter.

3) NATIONAL POLICY CHECK and Working with children CLEARNACE.
Answer: The need for a national policy check and working with children
clearance will depend on BPI's activities. If BPI involves volunteers working
with children, further information and checks may be required.

4) The brief introduction of Recruiting Volunteers.
Answer: Megan provided a brief introduction with nine points, which included
the following:

Policies and Procedures

Roles Recruitment

Registration Screening & Appointment

Orientation Induction

Health and Safety

Training and ongoing support

Acknowledgement & Recognition—feel both valued and valuable

BPI
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® Performance Management & Dismissal
® Existing Volunteers

3. Vice-Chairperson host on the discussion:

General understanding of ACNC’s guidance on ENGAGING & Managing
VOLUNTEERS

Vice-Chairperson Dong JING hosted a discussion and provided an overview of the
contents from the following two websites to all Committee members:

1) ENGAGING VOLUNTEERS:

https://www.acnc.gov.au/tools/factsheets/engaging-volunteers

She explained the details of each point:

Think about roles

Think about recruitment methods
Background checks

Support Volunteers through induction
Ensure a safe work environment

Based on her personal work experience, she emphasized some important points,
including:

® To check the volunteers’ background
Police Check / Working with Children Card / Driving License ID / Vaccination
Certificate, etc.

® Required Documentation: Please refer to the attached example

® Working Safety (To ensure a safe work environment): Information can be found
at safeworkaustralia.gov.au

® Culture Respect (Make sure no discrimination)

2) MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS:

https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-
volunteers-good-practice-tips

She explained the details of each point, which include:

® Key regulators and the ACNC’s role

BPI

V3 Page 6 of 7



https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://en.wikipedia.org/wiki/File:Email_Shiny_Icon.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://www.acnc.gov.au/tools/factsheets/engaging-volunteers
https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-volunteers-good-practice-tips
https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-volunteers-good-practice-tips

Buddhas’ Practice Incorporated

@W%O?i
S 110/12 Salonika Street, Parap
: i% Darwin NT 0820, Australia
ABN: 30567859041
Q @9 https://bpi2019.org.au
% @ general@bpi2019.org.au
Rerols

A positive attitude

Staff and Volunteer recruitment

Ongoing staff and Volunteer management
Handovers and inductions

For more detailed information, please refer to the document attached at the end of this
file.

4. Secretary: confirmation of recent meeting minutes

Secretary Yinfeng WANG identified a minor error in the minutes of the meeting held
on March 1st, 2023. The correction is as follows: "Qian, Fei presented the BPI's
recent cash flow in the following four aspects."

Furthermore, she presented the minutes of the meetings held on April 5th, 2023, and
May 3rd, 2023, to all committee members. These minutes have been reviewed and
approved by all committee members.

Vote result: 12/12

Minutes of the Confirmed
previous meeting

Chairperson’s N/A

comment

Future Program | To Be Confirmed

Meeting close

The meeting was declared closed at 9:38 pm, Darwin Time Zone.

Confirmation of the minutes

This minute is a true and accurate record of the meeting.

Minutes prepared by: H E/@\jﬂ’ Date: 2023/6/19

BPI
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BPI May Report

01/05/2023 — 31/05/2023

Content:
1. cash In 2. cash out 3. cash on hand 4. resign
public
$32,086.82 = $4,096.73 $419.97 Off('gfer
treasurer




22 May 2023

17 May 2023

17 May 2023

12 May 2023

05 May 2023

03 May 2023

BPI May cash in & out

XeroAUINV_NvtEupVY XEROAUSTRALIAPTY BUDDHASN A
PRACT

INTERNET TRANSFER RENT

INTERNET TRANSFER 053359

PLEASE NOTE FROM TODAY YOUR DR INTEREST RATE IS
10.220%

2499/623861 MASTERCRAFT BOXING AND FITNESS
DONATION

INTERNET TRANSFER 109464

Transfers out

Transfers out

Transfers out

Uncategorised

Other income

Transfers out

-$44.25
$3,3oo.06
-$693.00
$0.00
+$32,086.82
-$59.48



BPI May cash in

. zZ Buddhas’ Practice Incorporated
W < 110/12 Salonika Street, Parap
& 3 Darwin NT 0820, Australia
K = ABN: 30567859041
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treasurer@bpi2019.org.au

Dear MASTERCRAFT BOXING AND FITNESS,

Thank you very much for your generous donation.

Buddhas’ Practice Incorporated received your online cash donation in the amount of $32,086.s2 on 5 May
2023.
Date Name Item Amount
5/05/2023 MASTERCRAFT BOXING Donation $32,086.52

AND FITNESS
Total $32,086.52
Signature of the Treasurer: Signature of Witness:
%4 é(
Date: 17 May 2023

Date: 17 May 2023




BPI May cash out

NORTHERN
TERRITORY
PROJECT
MANAGEMENT

ST AT E M E NT As At Northern Territory Project

19 Apr 2023 Management Pty Ltd
PO Box 39242

Buddhas' Practice Inc. ABN
110/12 Salonika Street 54 607 370 856 WINNELLIE NT 0822
PARAP NT 0820 AUSTRALIA
Email:
accounts@ntpm.com.au
Date Activity Reference Due Date Invoice Amount Payments Balance AUD
6 Apr 2023 Invoice # 109464 Mar-23 13 Apr 2023 59.48 0.00 59.48

BALANCE DUE AUD 59.48

Please deposit funds into the following account by the above due date:

Commonwealth Bank of Australia
BSB: 065901
A/c: 1117 5025

Please use the invoice no. or reference no. for all correspondence.
Remittance advices can be emailed to: accounts@ntpm.com.au



BPI May cash out

Vita
Gustafson
& ASSOCIATES

Public Accountants & Registered Tax Agents

A.B.N. 33 624 422 407

6 Adams Road Yarrawonga NT 0830

PO Box 1100 Palmerston NT 0831

Phone (08) 8932 2390 Fax (08) 8932 2123
E-mail admin@vgant.com

Tax Invoice
Fei QIAN
Buddhas' Practice Incorporated
Unit 3-418 Stuart Highway 053359
WINNELLIE NT 0820 Client Ref: AUD109
11 May, 2023
Description Amount
’ ’ ; ; ; ; ; 630.00
08/11/2022 Phone conversation with Bonnie regarding audit - Give advice and
processes.
11/11/2022 Meeting regarding audit outcomes.
11/11/2022 Discussions on outcome of management letter &
recommendations.
02/12/2022 Read email fron Chantale Hore NTG re change of constitution.
Try to ring her to discuss.
GST 63.00
Terms: 14 Days Date Due: 25 May, 2023 Amount Due: § 693.00

Internet Banking:- BSB 035318 Account Number 202630 Quote Client Ref AUD109



BPI May cash out

COMMERCIAL LEASE AGREEMENT
THIS LEASE (this "Lease') dated this 28th day of September, 2022

BETWEEN:

BSYG TRADING PTY LTD of 35 Brooking circuit
Telephone: (04) 3576 6139
(the "Landlord")
OF THE FIRST PART

- AND -

Buddhas' Practice Incorporated of 3/418 Stuart Hwy, Winnellie NT 0§20
Telephone: (08) 8992 7761
(the "Tenant")
OF THE SECOND PART

IN CONSIDERATION OF the Landlord leasing certain prerrises to the Tenant, the Tenant leasing
those premises from the Landlord and the mutual benefits and obligations set forth in this Lease, the
receipt and sufficiency of which consideration is hereby acknowledged, the Parties to this Lease (the
"Parties") agree as follows:

Definitions
1. When used in this Lease, the followiag expressions will have the meanings indicated:

a. "Additional Rent" means all arnounts payable by the Tenant under this Lease except Base
Rent, whether or not specifically designated as Additional Rent elsewhere in this Lease;

b. "Building" means.all buildings, improvements, equipment, fixtures, property and facilities
from time to time located at 110/12 Salonika St, Parap NT 0820, as from time to time

altered, expanded or reduced by the Landlord in its sole discration;

Rent
9.

Subject to the provisions of this Lease, the Tenant will pay a base rent of $3,000.00, payable pe-
month, for the Premises (the "Base Rent"), without setoff, abatement or deduction. In addition 1.3

the Base Rent, the Tenant will pay the following taxes to the appropriate government agencies:



BPI May cash out

Xero

’ H .
Buddhas’ Practice Incorporated :
T AX I N VO I C E Invoice Date Xero Australia Pty Ltd
21 May 2023 Attention:
Active Invoice Number Level 3, 260 Burwood
Buddhas’ Practice Incorporated INV-28235860 Road
AUSTRALIA ABN HAWTHORN
89 124 215 247 VIC 3122
Australia
Standard 59.00 .
All Billing Enquiries
$1 4.75 off -14.75 support.xero.com
Description Amount AUD
Payro" Inc l Uded Buddhas’ Practice Incorporated. Monthly Subscription, Standard Price Plan, 21 May 2023 to 20 Jun 2023 40.23
Non-Profit Discount. $13.41 Discount.
Subtotal 40.23
TOTAL GST 10% 4.02
Subtotal 44.25
. TOTAL AUD 4425
GST InC|Uded 402 Less Amount Paid 44.25
AMOUNT DUE AUD 0.00
Monthly total AUD 44.25 Due Date: 21 May 2023

The amount due will be debited from the payment details you have provided to us on or after the due date stated above



BPI May cash on hand

Cash Account
000-000-000000

° Reconciled Statement balance (Jan 9) 419.97

May 14 May 21 May 28 Jun 4




Date ~

9 Jan 2023

3 Jan 2023

6 Dec 2022

2 Dec 2022

11 Oct 2022

Description

Northern Territory Government

VINNIES-DARWIN

Northern Territory Government

SBA Office National

11/10/2022

BPI May cash on hand

Reference

Cash

office desk

Cash

cash payment

Cash Payment

Payment Ref Spent

19.00

250.00

38.00

36.83

61.39

Received Balance

419.97

438.97

688.97

726.97

763.80



Resignation Letter

Dear BPI

I, Fei (Bonnie) Qian, am writing to resign the
occupations of public officer and treasurer at BPI due
to the new job requirements.

Kind regards

Bonnie

07/06/2023

Prorr



7th Meeting of Management Committee

8pm, Darwin Time, June 7,

TOPIC:

1. Treasurer’s report: May Cash flow in & out

2. Chairperson’s Report on the Zoom Meeting with Megan, Volunteering NT
3. Vice-Chairperson host on the discussion:

General understanding of ACNC’s guidance on ENGAGING & MANAGING
VOLUNTEERS

4. Secretary: confirmation of recent meeting minutes

2023



7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

Report on the Zoom Meeting with Megan, Volunteering NT

Time: May 16, Tuesday, 9:00 am

TOPIC:

1.

2.
3.
4

Whether BPI needs to register to obtain the right and the volunteer logo to recruit volunteer
BPI Insurance related to Volunteer

NATIONAL POLICY CHECK and Working with children CLEARNACE

The brief introduction of Recruiting Volunteers



/ 7th Meeting of Management Committee

‘%‘%Mﬁ Topic 2: BPI Insurance related to Volunteer 8pm, Darwin Time, June 7, 2023
VIO FAQ's - Volunteering SANT (volunteeringsa-nt.org.au)

There are four main types of insurance that community organisations most frequently purchase to provide protection to
the organisation, their volunteers/members and the community.

Public Liability Insurance - To cover an organisation for its legal liability to third parties for personal injury or property
damage caused by an occurrence in connection with the insured organisations business activities.

Personal Accident Insurance/Volunteer Protection Insurance - To cover volunteers for any out-of-pocket expenses
following accidental injury, disability or death while carrying out their work on behalf of the organisation. This type of
insurance would normally cover loss of income.

Directors’ and Officers’ Liability - To compensate committee members and office bearers for loss, for example, legal costs
where they have committed a wrongful act in the running of the organisation.

Professional Indemnity Insurance - To compensate the organisation for loss incurred through a claim made against the
organisation for breach of professional duty arising from negligence, errors, omissions, defamation, loss of records or
documents, dishonest acts etc by volunteer or paid staff.

Organisations wishing to register to advertise their volunteer positions with Volunteering SA&NT must have Public
Liability and Volunteer Protections Insurance.


https://www.volunteeringsa-nt.org.au/volunteer-involving-organisations/faqs

7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

Topic 4: The brief introduction of Recruiting Volunteers

Policies and Procedures

Roles Recruitment

Registration Screening & Appointment

Orientation Induction

Health and Safety

Training and ongoing support

Acknowledgement & Recognition—feel both valued and valuable
Performance Management & Dismissal

Existing Volunteers

O NOULRWNE
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Rrotive I

7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

General understanding
of ACNC's guidance on
ENGAGING &
Managing
VOLUNTEERS



7th Meeting of Management Committee

ACNC’s guidance on:

1) ENGAGING VOLUNTEERS:
Engaging volunteers | ACNC

2) MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS:
Small Charities Library - Managing staff and volunteers: good practice tips | ACNC

8pm, Darwin Time, June 7, 2023


https://www.acnc.gov.au/tools/factsheets/engaging-volunteers
https://www.acnc.gov.au/tools/factsheets/small-charities-library-managing-staff-and-volunteers-good-practice-tips

7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

General Tips
Staff or volunteer management policy should include:
i.  Role or position descriptions
ii. The duties your new recruits are expected to fulfil
iii. Your charity’s expectations on staff and volunteer behaviour
iv. Your charity’s management structure, including who the staff and
volunteers report to

v. An outline of charity’s induction or handover processes.
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Let’s have an overview in order to have a general understanding the guidance from ACNC
ENGAGING VOLUNTEERS (Volunteers to read through)

Think about roles

Think about recruitment methods
Background checks

Support volunteers through induction
Ensure a safe work environment

Please pay attention:

1) To check the volunteers’ background, such as ID, etc.
2) To ensure a safe work environment

3) Make sure no discrimination.
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Think about roles

Before you start recruiting, think about the role your volunteers will play - it is useful to have a
written description of the activities and responsibilities associated with it. This will help clarify the
role to any potential volunteers (as well as for your charity).

8pm, Darwin Time, June 7, 2023



Carect

4 ‘ 7th Meeting of Management Committee
%% b

B

Gt

Think about recruitment methods
When recruiting volunteers, consider how best to reach the people you need.

Recruiting a large number of volunteers for a brief period of time (such as for a public event) is
likely to require a different strategy to recruiting a smaller number of permanent volunteers.

Consider using mass media (such as radio, newspapers or social media) to reach larger audiences,
and personal contact or flyers for a more targeted approach to a smaller group.

There are also useful online services - for example, ‘GoVolunteer’ is a free national database where
you can advertise volunteer positions.

8pm, Darwin Time, June 7, 2023
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Background checks

Some charities require background checks of all volunteers. This might include providing proof of
identity or personal references.

In some cases police checks may be a good idea. Working With Children or vulnerable people
checks are required by law if volunteers are working with people such as children, people living

with a disability or older people.

8pm, Darwin Time, June 7, 2023
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Support volunteers through induction

Consider giving new volunteers a ‘ouddy’ or mentor who knows how the charity works, and
consider welcoming them with a letter that also sets out their role, rights and responsibilities.

Look at what training they need when they start, as well as any on-going training they might need,
to help them best perform their role.

8pm, Darwin Time, June 7, 2023
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Ensure a safe work environment

Your volunteers are a precious resource. Although volunteers are not covered by workers

compensation, you are required to ensure all volunteers have a safe work environment so
consider volunteer protection insurance.

Look at how to reduce any risks related to the activities they do (this may mean considering if they
are covered by other types of insurance such as public liability insurance).

8pm, Darwin Time, June 7, 2023
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Please pay attention:

1) To check the volunteers’ background
Police Check / Working with Children Card / Driving License ID / Vaccination
Certificate, etc.

2) Required Documentation : refer to example next page

3) Working Safety (To ensure a safe work environment) : safeworkaustralia.gov.au

4) Culture Respect (Make sure no discrimination)

8pm, Darwin Time, June 7, 2023
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Example document required from organization as a volunteer role

Please find attached:-

« Application form — complete, sign and send back to me. You can also tick any other type of volunteering you wish to do.

» Code of Conduct - complete, sign and send back to me.

» Confidentiality Agreement — complete, sign and send back to me.

» Criminal History Check - If you already have this, please send copy to me. If not, let me know and I'll send you an
application form.

» Working with Children Application - If you already have this, please send copy to me. If not, let me know and I'll send you an
application form.

« Copy of current driver’s license — send copy — must have full license

» Copy of Covid vaccinations certificate — send copy

o T2T position description — Please read

8pm, Darwin Time, June 7, 2023



7th Meeting of Management Committee

8pm, Darwin Time, June 7, 2023

Let’s have an overview on it:
MANAGING STAFF AND VOLUNTEERS: GOOD PRACTICE TIPS (Ask sb to read )

Key points:

Key regulators and the ACNC's role

A positive attitude---treat volunteers with respect, and have a positive organizational attitude to them.
Staff and volunteer recruitment

On going staff and volunteer management
Handover and inductions

Please pay attention to:
When volunteers are leaving, make sure the documentation is up to date, most importantly, handover should
be processed completely!
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General good practice tips

. Positive organisational attitude to “its people”:
= treat people well
- respect them
= make them welcome
= value their contributions

- Follow the laws of the land

. Before you engage volunteers or employ staff, ask:
= Can we use them?™?
= Do we need them™?
= Can we pay them?

. Ensure volunteers/staff know your charity’s processes: how

you do things, how things work.

'3



Before you start and as you recruit

* Checks
= Relevant police check
= Working With Children check (or equivalent)
= \/isas
= References and referees
= Qualifications and education

* No discrimination
" Pre-engagement screening is important, but there are legal protections against
discrimination on basis of certain attributes, including age, gender, marital status
and irrelevant criminal record.

* Volunteer agreement/staff terms of employment

nfplaw.org.au/volunteers
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Induction

Induction pack:

- Background material and position description

e« Policies covering complaints, internal disputes, conflicts of
interest, remuneration, reimbursement of expenses,
acceptable behaviour

- Rundown of who’s who in the organisation

- Access to charity information, accounts if required

- ACNC Governance Standards

Other:

- Signed volunteer agreement or terms of employment if
applicable, formal welcome and office tour

- Training or guidance for role + “buddy” or mentor

Nnfplaw.org.au/volunteers
acnc.gov.au/GovernanceStandards
acnc.gov.au/CoOl
acnc.gov.au/lnternalDisputes

OpMILL, val will 11H11Ic<, JulliIc 7, £LVLo
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Ongoing staff and volunteer management

Beyond policies, documents and formal processes, charities can
achieve a lot just through having a great culture and getting the
small things right.

- develop a welcoming culture

- thank staff and volunteers for their efforts

- make it clear there is support, and make it easy to access

- have regular check-ins and chats, as well as staff and
volunteer performance assessment

- use a mentoring or “buddy” system

e take feedback and act on it
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Handovers

Make the handover orderly, organised and measured to ensure
irpp,c,)rtant knowledge is passed on properly and not just “thrown in a
E)IIeDéx:ument the process

- Establish “buddy” or mentoring arrangements

e Support materials

- Modify handover in response to feedback

8pm, Darwin Time, June 7, 2023
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Not-for-profit Law (Manage People : Staff / Volunteers / Members).
https://www.nfplaw.org.au/free-resources/managing-

people/managing-volunteers
Reference (Reading Material)

e Introduction

What are the key legal obligations for organisations working with

Managing

volunteers?

e Working with Volunteers: A self-help tool

Youth volunteers

volunteers

e \olunteer supporting organisations

8pm, Darwin Time, June 7, 2023
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Q&A

Any questions?

8pm, Darwin Time, June 7, 2023
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