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BALLARAT

NEIGHBOURHOOD

 CENTRE
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Ballarat Neighbourhood Centre (BNC) is a Not-for -
Profit community organisation. A community Committee
of Management, along with employed staff, are
responsible for providing quality, relevant adult learning
opportunities; employment support; and community
development activities.

BNC exists with a primary commitment to fair access and
equity in the provision of its program and activities,
irrespective of gender, culture, age, location, disability
or disadvantage.

our vision
resilient connected neighbourhoods

our mission
to enrich our community by providing

opportunities to connect participate and learn

ACKNOWLEDGEMENT TO COUNTRY

At the Ballarat Neighbourhood Centre we acknowledge
the traditional owners of this beautiful land, and pay our
respects to elders past and present. 



N o t h i n g  a t  a l l .
W e  j u s t  w a n t  t o
s e e  y o u ,  a n d  y o u r
s m i l i n g  f a c e !
W e ' l l  s u p p l y
e v e r y t h i n g  y o u
m i g h t  n e e d .

W H A T  D O  I  N E E D  T O  B R I N G  T O

W O R K  A S  A  V O L U N T E E R ?
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“ V o l u n t e e r i n g  i s  t i m e  w i l l i n g l y
g i v e n  f o r  t h e  c o m m o n  g o o d  a n d
w i t h o u t  f i n a n c i a l  g a i n ” .    I t  i s
u n p a i d  b u t  d e e p l y  a p p r e c i a t e d  b y
t h e  o r g a n i s a t i o n .  W e  c o u l d n ' t  d o
w h a t  w e  d o  w i t h o u t  o u r
v o l u n t e e r s !

W H A T  I S  V O L U N T E E R I N G ?



A t  t h e  b e g i n n i n g  a n d  e n d  o f  y o u r

v o l u n t e e r  d a y ,  y o u ' l l  n e e d  t o  r e c o r d  y o u r

a r r i v a l  a n d  d e p a r t u r e  t i m e  i n  t h e

v o l u n t e e r  r e g i s t e r  a t  t h e  O f f i c e .  

   

T h i s  r e g i s t e r  o f  y o u r  a t t e n d a n c e  i s

r e q u i r e d  f o r  i n s u r a n c e  a n d  e m e r g e n c y

p u r p o s e s ,  a n d  t o  r e c o r d  t h e  h o u r s  y o u

h a v e  w o r k e d .

S I G N I N G  I N  A N D  O U T
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P a r t   o f  y o u r  w e l c o m e  t o  t h e  C e n t r e  w i l l
i n c l u d e  a n  I n d u c t i o n  p r o c e s s .   Y o u ' l l  b e
g i v e n  a  t o u r ,  i n t r o d u c e d  t o  t h e  t e a m ,
a n d  w e ' l l  g o  o v e r  t h e  r e l e v a n t  r o l e
e x p e c t a t i o n s ,  p o l i c i e s ,  p r o c e d u r e s ,  t e r m s
a n d  c o n d i t i o n s .  Y o u ' l l  a l s o  r e c e i v e  y o u r
w e l c o m e  k i t .

F e e l  f r e e  t o  a s k  a n y  q u e s t i o n s  y o u  m i g h t
h a v e .

V O L U N T E E R  I N D U C T I O N



B N C  F A C I L I T I E S
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Access
BNC provides ful l  wheelchair access to al l  rooms and
has disabil ity ,  gender neutral toi lets in both facil it ies.

Resources        
BNC computers have internet access.    

Breaks
Tea and coffee is provided in the kitchenettes.  Please
your wash cups and keep the space tidy.

First aid
The first aid kits are located in the kitchenettes,
please report any accidents or injuries as they occur
to Office staff .  No medication is kept on the
premises.  

Parking
All  day, free parking is available at the centre. No
specific disabil ity parking is available at either site.

Smoking
BNC is a smoke-free environment across its facil it ies.
No smoking is permitted 

on the Phoenix P12 College grounds or within 4
metres of the school gates,  or
in the community garden or around the Delacombe
Community Hub building.     

Location
The Ballarat South Community Hub (BSCH) is the main
operating base for BNC. Bui lt  in 2012 and located in
Tuppen Drive Sebastopol ,  BNC shares the Hub with
Phoenix P12 Community College music students.  

BNC also operates activit ies and programs from the
Delacombe Community Hub in Nandiriog Drive
Delacombe.



A l l  B a l l a r a t  N e i g h b o u r h o o d  C e n t r e  p o l i c i e s

a r e  i n c l u s i v e  o f  v o l u n t e e r s .    Y o u  m a y  a c c e s s

t h e s e  p o l i c i e s  o n  o u r  w e b s i t e  o r  f r o m  t h e

O f f i c e .    

F o r  a  f u l l  p o l i c y  d o c u m e n t ,  p l e a s e  c o n t a c t

t h e  E x e c u t i v e  O f f i c e r .    

B N C  P o l i c i e s  i n c l u d e :     

P r i v a c y      

C o d e  o f  E t h i c s  a n d  C o n d u c t   

C h i l d  S a f e t y     

A p p e a l s  a n d  G r i e v a n c e

W o r k p l a c e  S a f e t y

V o l u n t e e r

BNC POLICIES

https : / /www.bal laratnc .org .au/
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As a requirement of  some funding bodies and for
our own purposes ,  BNC staff  request  personal
information from volunteers .    This  information is
required as a condit ion of  government funding.    

When that information is  sent  to funding bodies ,
i t  i s  done in a format that deletes the
volunteer ’ s  name and address .   BNC wi l l  use a
volunteer ’ s  name and address for  communication
purposes only .    
 
BNC complies with our  obl igations under the
Pr ivacy Act of  1988.

PRIVACY -  CONFIDENTIAL ITY

BNC POLICIES

ACCESSING YOUR INFORMATION
Volunteers  have the r ight  to access their
volunteering information records .    I f  you wish to
s ight  or  require a copy of  your records ,  please
put the request  in  wri t ing to the Execut ive
Off icer .    The Execut ive Off icer wi l l  consider
your request  and provide you with access to
your records within two (2)  bus iness  days of  the
request  being received.
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Volunteers  can expect that they wi l l  be treated
with respect and dignity ,  and have access to a
proper process for  the resolut ion of  gr ievances
i f  dissat is f ied with any aspects  of  their
volunteering.
 
Volunteers  have a responsibi l i ty  to respect the
r ights  of  others .
 
As  such ,  goss iping is  not acceptable.    Anyone,
who has an issue is  requested to discuss  the
issue with their  area supervisor .
 
Harassment i s  unacceptable and wi l l  not  be
tolerated under any circumstances .    

Any behaviour which makes a person feel
offended,  humi l iated,  f r ightened or
uncomfortable at work is  against  both our
pol icies and the law.

CODE OF CONDUCT

BNC POLICIES
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Our Commitment to

Children and Child Safety

WE WANT CHILDREN TO BE SAFE, HAPPY AND
EMPOWERED

Bal larat Neighbourhood Centre has zero tolerance of
chi ld abuse,  and al l  al legations and safety concerns
wi l l  be treated serious ly and consistent ly with our
robust  pol icies and procedures .  

We recognise our duty of  care and responsibi l i t ies to
chi ldren and always act in the best  interests  of
chi ldren.  

We understand our legal and moral  obl igations to
contact authorit ies when we are worr ied about a
chi ld ’s  safety ,  which we fol low r igorously .  
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BALLARAT NEIGHBOURHOOD CENTRE IS
COMMITTED TO:

the safety ,  part ic ipation ,  and empowerment of  al l
chi ldren.
support ing and respecting al l  chi ldren,  as wel l  as
our staff ,  volunteers  and community .  
the cul tural  safety of  Aboriginal  chi ldren,  the
cultural  safety of  chi ldren from cultural ly  and/or
l inguist ical ly  diverse backgrounds ,  and to
providing a safe environment for  chi ldren with a
disabi l i ty .
ident i fy ing chi ld abuse r isks  ear ly ,  and act ing to
prevent ,  remove or reduce these r isks .  
regular t raining and education for  Committee
members ,  s taff  and volunteers  on chi ld abuse r isks ,
and chi ld safety strategies .  
robust  human resources and recrui tment pract ices
to reduce the r isk  of  chi ld abuse by new and
exist ing board members ,  s taff  and volunteers .
pol ic ies and procedures which support  our  board
members ,  s taff  and volunteers  to achieve these
commitments .
cont inuous ly  monitor ,  and improve,  our  Chi ld Safe
pol icies ,  procedures ,  and training.
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Both you and BNC are mutual ly  obl igated to
provide a safe working environment .   

P lease report  ANY safety i ssues ( leaks ,  spi l l s ,
unsafe behaviour ,  broken equipment ,  etc)  to
Off ice staff .   A l l  accidents  or  in jur ies ,  no matter
how smal l ,  need to be reported immediately to
Off ice staff .    An accident report  form is  kept with
the First  Aid Kit  in  the k i tchenette.  
 
Each room has the Emergency Procedure
Instruct ions placed near the door .  P lease
fami l iar ise yoursel f  with th is  document .  In  case of
an emergency,  exit  the classroom calmly and
quickly ,  leave al l  i tems behind and fol low the staff
member ’s  instruct ions .
BNC and i t ' s  volunteers  are covered by Publ ic
L iabi l i ty  Insurance.

SAFETY PROCEDURES

DRESS CODE
At al l  t imes ,  su i table clothing,  including closed
footwear must  be worn when working in the
kitchen or garden.  As needed,  gloves ,  aprons and
any other necessary protect ive equipment should
be worn to ensure your safety .

BNC POLICIES
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V O L U N T E E R

S U P P O R T

Volunteers  wi l l  be supervised by staff  in  their
area.    The Volunteer Coordinator wi l l  oversee
staff  who are supervis ing volunteers .   P lease
feel  f ree to approach staff  with any quest ions
or concerns you might have.

SUPERVIS ION

I f  you haven't  already,  check out  the
Volunteering Bal larat ,  and Volunteering Victor ia
websites .   Both are great sources of
information ,  support ,  shar ing,  opportunity ,  and
connection for  l ike-minded people who give
their  t ime.

EXTERNAL RESOURCES

https : / /bal larat foundat ion .org/community
- impact/volunteer /

https : / /www.volunteer ingvictor ia .org .au/
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A cert i f icate of  volunteering wi l l  be presented
to our volunteers  at  the end of  the year to
acknowledge and recognise part icipation.

CERTIF ICATES OF PARTICIPATION

Volunteers  wi l l  be asked to complete a
sat is fact ion survey.    Your feedback is  valuable
and very important to us .   Your comments wi l l  be
treated conf ident ial ly  and acted upon.

VOLUNTEER FEEDBACK

Administrat ive staff  are avai lable from 8:30am
unti l  5:00 pm from Monday to Fr iday.    Some
staff  members are part  t ime and are not
avai lable at certain t imes .    Any of  the avai lable
Off ice staff  wi l l  be able to ass is t  you.
The BNC Off ice staff  can be contacted dur ing
off ice hours  v ia telephone 03 5329 3273.

Please note,  BNC is  c losed on Publ ic Hol idays .

OFFICE HOURS

V O L U N T E E R  S U P P O R T
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T H A N K  Y O U

        B N C

“Volunteers do not necessari ly  have the t ime;
they just  have the heart .”

~El izabeth Andrew

“You make a l iv ing by what you get.  You make
a l i fe by what you give.”

~Winston Churchi l

“The smallest  act of  kindness is  worth more
than the grandest  intention.”

~Oscar Wilde
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BALLARAT NEIGHBOURHOOD CENTRE

( located at the Bal larat South Community Hub) 

11  Tuppen Drive ,  Sebastopol ,  3356

PO Box 540W, Bal larat ,  3350

Phone: 5329 3273

www.bal laratnc.org.au


