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CHCVOL201A Be an effective volunteer
Descriptor This unit describes the understanding, knowledge and
skills required to be a volunteer
Employability Skills This unit contains Employability Skills
Application This unit may be applied in the orientation process for
volunteers to an organisation
ELEMENT PERFORMANCE CRITERIA
Elements define the essential outcomes
of a unit of competency.
The Performance Criteria specify the level of performance required
to demonstrate achievement of the Element. Terms in italics are
elaborated in the Range Statement.
1. Develop understanding of
the volunteering sector
1.1 Develop understanding of the definition and
principles of volunteering
1.2 Explain the scope of the volunteering sector
1.3 Develop understanding of what motivates people
to volunteer their time and expertise
1.4 Develop understanding of the diversity and
difference of clients/customers
1.5 Develop understanding of the importance of
diversity and difference in volunteer work teams
2. Apply the rights and
responsibilities of the
organisation and the
volunteer
2.1 Identify the rights and responsibilities of the
organisation and apply to work
2.2 Identify the rights and responsibilities of the
volunteer and apply to work
2.3 Discuss relevant policies and procedures and apply
to work
2.4 Explain the organisation structure, lines of
communication and authority and boundaries of
work roles
3. Work as a volunteer 3.1 Demonstrate ability to manage one’s own time and
organise one’s own work role
3.2 Apply understanding of the basic principles
required for working effectively in a team
3.3 Apply basic understanding of the communication
networks and processes and relationships between
paid and unpaid staff in relation to volunteer work
3.4 Apply basic understanding of support structures
available and how and when to access these
3.5 Work within relevant legislation/policies and
procedures
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REQUIRED SKILLS AND KNOWLEDGE
This describes the essential skills and knowledge and their level required for this unit.
Essential knowledge:
The candidate must be able to demonstrate essential knowledge required to effectively do
the task outlined in elements and performance criteria of this unit, manage the task and
manage contingencies in the context of the identified work role
These include knowledge of:
• Understanding of own work role and responsibilities
• Volunteering as a choice and as being based on reciprocity
• How personal values and attitudes may impact on work as a volunteer
• Job role and accountability
• The need for relevant background checks to be undertaken by the organisation
• The need for undertaking relevant/mandatory training
• Organisation expectations of volunteers
• Valuing self as a volunteer
• Personal motivations for volunteering
• Personal expectations to be gained from volunteer work
• Understanding of the volunteering sector including the nature of volunteer work and the
importance of volunteer work to the community
• Understanding of organisation information including: various roles, rights and
responsibilities and organisation processes policies and procedures
• Understanding of relevant legislative and procedural requirements, including
requirements relating to mandatory notification where relevant
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REQUIRED SKILLS AND KNOWLEDGE
Essential skills:
The candidate must be able to effectively do the task outlined in elements and performance
criteria of this unit, manage the task and manage contingencies in the context of the
identified work role
These include the ability to:
• Follow organisation policies and protocols
• Liaise and report appropriately to supervisor
• Adhere to own work role and responsibilities
• Comply with a range of relevant legislative and procedural requirements
• Demonstrate the application of interpersonal relationships of organisation social, ethical
and operational standards and use of appropriate interpersonal styles and techniques
• Communicate in a clear and concise manner in both written and verbal modes
• Literacy skills to identify work requirements and process basic, relevant workplace
documentation
• Respond to routine problems related to the workplace, working under supervision -
appropriate to the job role
• Request advice, assistance, clarification and/or further information
• Seek and receive feedback
• Adhere to policies and procedures
• Work as part of a team with paid and unpaid staff
• Use information technology appropriate to specific tasks
• Follow instructions/directions
• Maintain confidentiality
• Relate to people in a way which appropriately acknowledges diversity
• Organise and manage one’s own time
• Demonstrate safe and effective use of workplace technology in line with occupational
health and safety (OHS) guidelines
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RANGE STATEMENT
The Range Statement relates to the unit of competency as a whole. It allows for different work environments
and situations that may affect performance. Add any essential operating conditions that may be present with
training and assessment depending on the work situation, needs of the candidate, accessibility of the item, and
local industry and regional contexts.
Principles of volunteering may
include:
• Philosophy of volunteering
• Definition and principles of volunteering
• Awareness of:
- Volunteer Australia’s national standards for
involving volunteers in not-for-profit
organisations
- National Agenda on Volunteering: Beyond the
International Year of Volunteers
- Australasian Association for Volunteer
Administrators (AAVA)
• Volunteer infrastructure includes peak bodies at
state/national level, resource and referral centres,
websites and National Volunteer Skills Centre
Diversity may relate to
differences and may include:
• Languages
• Educational background
• Experience
• Skills and knowledge
• Gender
• Race or cultural origin
• Physical capability
• Age
• Socioeconomic status
• Religious affiliation
• Marital status
• Sexual orientation
• Personality styles
• Learning styles
• Working styles
• Motivations for volunteering
• Expectations of volunteer work
• People new to volunteering
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RANGE STATEMENT
Organisation may include: • Mission and vision statement
• Strategic and business plans (particularly relating to
the volunteer program)
• Structure of the organisation including lines of
communication, roles, responsibilities and authority
• Aim of volunteer involvement in the organisation
• Rights and corresponding responsibilities of the
organisation to volunteers
• Rights and corresponding responsibilities of
volunteers to the organisation
• Expectations of volunteers by the organisation
• Expectations of the organisation/volunteer work by
volunteers
Legislation/policies and
procedures may relate to:
• Policies and procedures including:
- OHS
- equal opportunity, harassment and discrimination
- privacy – personal, organisation and client
- confidentiality – personal, organisation and
client
- insurance – coverage
- risk management
- out of pocket expenses/reimbursement of
expenses
- grievance and disciplinary
- relationship/difference between paid and unpaid
staff
- use of motor vehicles
- duty of care
- orientation, education and training for volunteers
- employment and recruitment procedures of
volunteers
- minimum/maximum time commitments of
volunteer staff
- pre-employment reference audits/checks (i.e.
police etc)
- volunteer involvement, appropriate roles and
position descriptions
- orientation program for volunteers
- recognition of volunteer contribution to the
organisation
- support structures/mechanisms for volunteers
Volunteers may include: • Unpaid workers who are in paid employment
elsewhere – part-time or full-time
• Unpaid workers who are not in paid employment
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RANGE STATEMENT
Appropriate persons volunteers
may relate to:
• Supervisors
• Paid and unpaid colleagues
• Trainer
• Clients/customers
• General public
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EVIDENCE GUIDE
The evidence guide provides advice on assessment and must be read in conjunction with the Performance
Criteria, Required Skills and Knowledge, the Range Statement and the Assessment Guidelines for this
Training Package.
Critical aspects for assessment
and evidence required to
demonstrate this unit of
competency:
• The individual being assessed must provide
evidence of specified essential knowledge as well as
skills
• It is recommended that assessment or information
for assessment will be conducted or gathered over a
period of time and cover the normal range of
workplace situations and settings
• This unit will be most appropriately assessed in the
workplace and under the normal range of workplace
conditions
• Where, for reasons of safety, space, or access to
equipment and resources, assessment takes place
away from the workplace, the assessment
environment should represent workplace conditions
as closely as possible
Access and equity
considerations:
• All workers in community services should be aware
of access, equity and human rights issues in relation
to their own area of work
• All workers should develop their ability to work in a
culturally diverse environment
• In recognition of particular issues facing Aboriginal
and Torres Strait Islander communities, workers
should be aware of cultural, historical and current
issues impacting on Aboriginal and Torres Strait
Islander people
• Assessors and trainers must take into account
relevant access and equity issues, in particular
relating to factors impacting on Aboriginal and/or
Torres Strait Islander clients and communities
Context of and specific
resources for assessment:
• This unit can be assessed independently, however
holistic assessment practice with other community
services units of competency is encouraged
• Resources required for assessment include access to:
- appropriate workplace where assessment can
take place
- relevant organisation policy, protocols and
procedures
- equipment and resources normally used in the
workplace
Community Services Training Package
CHCVOL201A Be an effective volunteer
image1.png
Fle Edt GoTo Favorles Help

hitp: olunteeringgld.org.au/home/documentsiLearner:

fandbot

k.pdf - Microsoft Internet Explorer provided by TSF

€ D %] [ @ POseaeh Sfpranes € (- LJRad s

Address | @] htp:fuwm. volunteringld.org. aujhomejdocuments/L earner%20Handbock, paf VB ks >
HBEHL @ e in [100% - [ c

4

These workers make an important contribution which would have a considerable impact on both the industry
and the general community (including Australias economic structure) should this contribution cease.”

(Source: CHCO3 Community Services Training Package)

THE FACTS IN QUEENSLAND (2006)

= 1.1 million people willing to give unpaid help (time, service, skills..) 38% pop

= Increase from 26% per capital (1995) to 38% 2006, Queensland highest rate in Australia
= average of 52 hours or 1 hour per week voluntary work

= help was worth about $13.4 billion to the Queensland economy

= provided work equivalent to 299,000 jobs (or 14.7% of paid people employed)

(Source: Dept Communities: Valuing Volunteers)

From 2009, Volunteering Qid now offers nationally recognised qualifications (previously accredited courses)
that are a part of the Community Services Training Package

For Volunteers Certificate I, Il & Il in Active Volunteering
For Managers Certificate IV in Volunteer Program Coordination
For Committees/Boards Units from the Governance Skills Set

The units of competency contained in each qualification serve as pathways and links with another
Community Service qualifications along with a range of other industry training packages.

1 Atraining package is an integrated set of nationally endorsed competency standards, assessment guidelines and Australian
Qualfications Framework (AQF) levels for a specific indusiry, sector or enterprise. Volunteering Qid

Volunteering has never been so easy
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Each qualification requires the completion of the following

Self Assessment Checklist

Readings & Learning Activities

Participation at

Workshops/Tutorials/Telephone Conference

Portfolio of Evidence

Self Assessment Checklist (again)
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This qualification covers people working in a volunteer capacity and includes foundation skills required by all
volunteers to enable them to effectively undertake their volunteer work using basic practical skills required for
the job

These foundation skills cover being an effective volunteer, organising their own work routine efficiently and
performing a sequence of routine tasks, giving clear directions, understanding and following the
organisation's occupational health, safety and welfare procedures thus engaging in safe work practices and
interacting appropriately with clients, including receiving and passing on messages and information

Four Core Units CHCVOL201A  Be an Effective Volunteer
BSBWOR404A  Develop work priorities
HLTOHS200A  Participate in OHS processes
SRXGCSO01A  Create client relationships

One Elective Uit Certificate Il or Il in Active volunteering or other relevant units negotiated as a
workplace requirement

Entry Requirements
There are no formal academic requirements for potential leamers for entry to the course. The course is
applicable to individuals who are seeking to develop skills and knowledge or undertake professional
development within their role as a volunteer. Leamers will need to have access to a not-for-profit or all-
volunteer-group workplace and be prepared to undertake volunteer work for a minimum of 30 hours

Completion Requirements
Leamers will be required to successfully complete assessment in order to gain the qualiication. Leamers will
need to demonstrate their competency by supplying evidence against the performance criteria outlined in the units
of competency. Leamer guides with self-assessment checklists and assessment tasks/evidence portiolio
requirements will be provided to each participant which outiines the evidence requirements.  Leamers will have
the option of completing the assessment workbook or negotiating another form of assessment._Assessment will
be undertaken by Nationally Accredited Assessors and assessment will be expressed as either C (Competent) or
NYC (Not Yet Competent). Leamers will be issued with a Statement of Attainment for completion of individual
units of competence/a Certificate | in Active Volunteering for completion of 5 units of competency.

Delivery Options/Costs
Self paced: $26 per unit/$120 full qualification
Schools: Registration p.a. $121 + $20 per student
Customised workshop: to be negotiated E
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