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Kiwi North’s commitment
· To treat every volunteer as a co-worker, not just free help

· To provide a suitable assignment with consideration for personal preference, skills, experience and employment background

· To provide information about the aims and objectives of the Society

· To offer an induction course as well as on-the-job-training

· To provide sound guidance and direction by someone who is experienced, patient, well informed, thoughtful and considerate

· To provide the same space, equipment, working conditions and privileges to volunteers as given to paid staff who are doing similar work

· To have opportunities to contribute ideas and participate in planning, to have respect shown for honest opinion

· To recognise the valuable contribution volunteers make to the Trust.
· To give effective performance feedback to volunteers on a regular basis, keep an account of volunteer hours and provide a letter of recommendation when required

· To give volunteers an opportunity to meet regularly with other Museum staff and the Park Director.

Volunteer’s commitment
Believing that Kiwi North has a real need for my services as a volunteer worker:

· I will be punctual and conscientious in the fulfillment of my duties according to my job description and accept supervision graciously.

· I will conduct myself with dignity, courtesy and consideration.

· I will consider as confidential all information which I may hear either directly or indirectly concerning matters pertaining to the Trust, its members or staff.

· I will take my suggestions, ideas or issues to my supervisor.

· I will use the space and equipment only for work assigned and at authorised times.

· I will represent the Trust in my interactions with visitors to enhance their enjoyment of their visit to our park.

· I will notify the Director in writing, with appropriate notice of extended leave or resignation.  

· I will respect the function of paid staff, maintain an effective working relationship with them and stay within the bounds of volunteer responsibility. 

· I will keep written records for statistical purposes as required by my Supervisor.

· I will abide by the rules of the Trust.

General Guidelines

Identification

Volunteers wear an authorised identification badge when on site.  Upon ceasing duties as a Volunteer, the identification badge is to be returned to the Administration Coordinator.  Volunteers will maintain a professional standard of dress and personal presentation. 

Smoking
Smoking is permitted only in designated areas of the site, with consideration of visitors, non-smokers and children.  All evidence of smoking must be cleared away. 

Safe practices

Volunteers must comply with the Health and Safety in Employment requirement. All hazards, incidents and accidents must be reported to their immediate Supervisor or the Health & Safety Coordinator.

All volunteers will receive a thorough health and safety induction designed to protect both individual  

Security alarms are in place in buildings.  Please report suspicious people or activities to a staff member working in the area and inform the Park Director of any thefts.
Please ensure your personal items are secure.

1 Emergency Phone Number

In an emergency dial 111, tell the operator the nature of the emergency and your location.  Emergencies include fire, security needed, cardiac arrest and chemical spill.

2 Fire

Fire alarms are activated by smoke and heat sensors as well as manual call points.  All site areas have Fire Wardens.  They are responsible for the evacuation of their area and you must follow their instructions.  The assembly area is the main car park on the west side of the Exhibition Centre.

3 Artifact care

Many of the artifacts are valuable and are irreplaceable.  Please do not undertake any cleaning, or removal of artifacts before consulting with your supervisor.
Remuneration

Volunteers are not to accept personal gratuities. Volunteers are not employees of Kiwi North and receive no remuneration for the services they provide.

Kiwi North reserves the right to restrict access by any Volunteers to any specific areas of the site and /or to withdraw the rights, privileges and services of any Volunteer should this be necessary, in the opinion of the Kiwi North.
I confirm that I have read and understood the Kiwi North Standards for Volunteers and I agree to abide by them.

Volunteer

	Name (please print)

	Signature
	Date


For Whangarei Museum and Heritage Trust
	Name 

	Signature
	Date


For other club/institution (if applicable)

	Name 

	Signature
	Date
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