CEBLN WOMEN'S SHED

Overview:

The Coolum Women's Shed Inc. (CWS or The Shed) is a not-for-profit organisation. It is administered
by a Management Committee comprising the following office bearers: President, Vice President,
Secretary, Treasurer, and general members, and follows a Constitution.

The CWS is about connecting women — ‘Connection through Recreation’. We believe that
participating in a variety of activities on a regular basis is a wonderful way to build friendships with
other women on the Sunshine Coast. Feeling connected and having a support network enhances the
health and wellbeing of members. Activities are run by Volunteer Coordinators and paid facilitators.
We believe Shed members should be empowered to participate in activities, in which they are
interested.

Volunteering with the Coolum Women’s Shed:

The organisation is run by volunteers and is unique in that we offer a broad range of activities to
women of different socio-economic backgrounds and life stages. Frequency and variety of interaction
enables women to get to know each other and build shared experiences, reducing isolation and
increasing a sense of belonging. As a Volunteer Coordinator you are a valued member of the CWS
team and can have input into the type of activities we provide. Volunteering can allow you to build
skills and experience in a supportive environment. There are opportunities for Volunteer
Coordinators to lead/supervise/conduct regular or one-off activities/meetups/workshops/classes.

Activity, meetup, workshop, or class?

e Activity — generic name for meetups, workshops, classes, talks, tours and other activities. All new
activities require approval by Management Committee with annual reviews.

® Meetup — regular meeting of members who participate in an activity, ideally managed by 2
volunteer coordinators. Facilitators may be booked with approval from Management Committee

® Workshop — 1 or 2 sessions focussing on a specific skill, usually taught by a guest facilitator.
Facilitators may be booked by the Activity Committee Coordinator or Management Committee.

® (Class — Regular session with a paid facilitator. Facilitators may be booked by Activity Committee
Coordinator or Management Committee. May be ongoing or a finite series e.g. 4 weeks.
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Volunteering options include:

Present a talk or information session

Conduct a ‘taster’ or full workshop

Conduct a series of weekly or monthly classes

Coordinate a meetup to practice the skills learnt in your class or workshop
Organise a related activity e.g. a tour

Organise a social activity e.g. outing, movies, dinner

Support and assist with administrative and Shed duties.

Key roles

Management Committee: ensures policies, procedures and guidance are in place so that
volunteers meet any legal obligations e.g. risk management. Maintains oversight of activities to
ensure they are contributing to the Purpose, Vision and Values of the Coolum Women’s Shed. It is
a key role of the Management Committee to consider and approve all activities including free, low-
cost, subsidised or full cost recovery events.

Volunteers: members who assist on a regular or one-off basis or may assist coordinators
Volunteer Manager: maintains a register of current and potential volunteers. May be able to
identify people keen to be involved with a new activity. Inducts volunteers in the Shed procedures.
General Manager: manages the day to day running of the shed and ensures that policies and
procedures are followed. The General Manager has a duty to notify the Management Committee
of currently approved activities and funding needs/surplus (liaises with Treasurer & Activity
Committee Coordinator).

Activity Committee Coordinator: leads the introduction and development of new activities with
the Activities Committee. Submits Activity Approval forms, reports back to Management
Committee.

Activity Coordinators: assist with running a specific activity. They may engage a paid facilitator to
teach a workshop or class with Management Committee approval.

Admin Coordinators: help with activities required for the general running of the shed, not specific
to one area, e.g. website & tech, Booking System, grants, social media, Health & Safety.
Facilitators: Regular and casual facilitators contracted by the Shed to teach a class or workshop on
a regular basis. Regular facilitators have access to the booking system, the Shed and access code
e.g. yoga teacher, fitness instructor. Guest facilitators need an Activity Coordinator to access the
Shed and assist with workshop setup.

What to expect when volunteering at the Coolum Women’s Shed?
You will be provided with:

a position description describing your role and the tasks you are authorised to perform
An induction, orientation, and any training necessary for the volunteer role

Access to the Volunteer Manager, so you can ask questions and get feedback

Insurance to cover you for the volunteer duties you are authorised to perform

A safe environment in which to perform your role.
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What the Coolum Women’s Shed asks of its volunteers

You will:

e Support the Coolum Women’s Shed’s Purpose, Vision and Values

e Participate in all relevant induction and training programs

o Undertake authorised duties and operate under the direction of nominated Activity Coordinator

e Understand and comply with the organisation’s policies and procedures including but not limited

to health and safety, privacy and confidentiality policies, grievances policy and Code of Conduct

Notify the Volunteer Manager or a Management Committee member of health and safety issues

that pose a risk, report any accidents or incidents

Behave appropriately and courteously to all members, guests, contractors and the public

Use property or equipment provided for your role safely

Advise the Volunteer Manager if you wish to change the nature of your contribution e.g. hours

Inform the Volunteer Manager immediately if anything arises, that makes you unsuitable or unable

to legally carry out your volunteer role e.g. your role requires you to drive and you lose your licence

Comply with the law at all times

® Be open and honest in your dealings with us and let us know if we can improve our volunteer
program and the support that you receive.

Insurance

The CWS will provide insurance cover for volunteers while carrying out their roles that have been
approved and authorised by the CWS. To ensure you are covered for any incidents while you are
volunteering with us, you need to:

e Follow procedures relating to your role including any risk mitigation strategies for the activity.
(Refer to Activity Approval form)

e Report incidents, hazards and near misses when they occur.
(Refer to Incident & Near Miss reporting form)

The following is outside the scope of the CWS insurance cover:

e Actions beyond the scope of your volunteer role, or that occur without appropriate authority or
permission from the CWS.

e Carpooling / car sharing for Coolum Women’s Shed activities and events. It is advisable to check
with your insurer if you make a personal choice to do this.

e Criminal activity (including criminal charges arising out of driving incidents).

e Dishonest or reckless activities.

Confidential information

In your capacity as a volunteer you may be given access to CWS confidential information to assist with
your role. This may include information about the Coolum Women’s Shed, its business, services,
clients and members which has been designated by the Coolum Women’s Shed as confidential or
which is, by its nature, confidential or proprietary to the Coolum Women’s Shed. You are not
permitted to use or disclose any confidential information for any purpose other than the proper
discharge of your duties as a volunteer of the Coolum Women'’s Shed.
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Intellectual Property:

All volunteers at the CWS agree to transfer all intellectual property rights and interests (including
copyright) in any ideas or materials they create relating to their provision of voluntary services at the
Shed to the Coolum Women’s Shed Inc. If you have any moral rights in any intellectual property
owned by the Coolum Women’s Shed, you agree that your consent extends to acts and omissions by
the Coolum Women’s Shed’s licensees and successors.

Consent to use photographs and images

Marketing and promotion of the Coolum Women’s Shed may include printed and digital marketing,
including the use of your image on social media platforms. Your Consent /non consent will be
recorded on your signed Volunteer Agreement.
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