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Welcome  
We are very pleased to welcome 
you to Westside Housing and 
hope that your time volunteering 
with us is positive and rewarding. 
 
Your contribution is highly valued, and 
you should be proud of being part of a 
community-based organisation that helps 
some of the most vulnerable people in 
SA and is helping end homelessness. 
 
Your Volunteer Coordinator will ask you 
to sign that you have received, read and 
understood this handbook.  A record of 
your induction will also be kept but be 
assured it will be kept confidential.  We 
welcome you to ask questions.

This handbook has been developed to 
support our volunteer program and 
provide you with information. It also sets 
out:  

1. Volunteer rights and 
responsibilities  

2. Information on a number 
of policies and procedures; and  

3. A code of conduct volunteers are 
expected to follow.  

 
We hope you will find your time 
volunteering with us an enjoyable and 
meaningful experience.  
 
Additional information relating to 
your volunteer role can be obtained 
from the Volunteer Coordinator 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Volunteer Coordinator 
Project Officer, People & Places 

Ph: 8155 6070 
Email: community@westsidehousing.org.au  

mailto:community@westsidehousing.org.au
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About Westside 
Homelessness is a loss of a sense of 
serenity, stability, privacy or safety or the 
ability to control your living space. 
 
Homelessness is sadly on the rise in 
Australia with some 116,400 people want 
a home.  An interactive clip is at 
abc.net.au/interactives/homeless 

 
It’s no secret that having a home is 
necessary for all of us to get the most out 
of life.  Beyond the bricks and mortar, a 
good home gives us a feeling we are in 
charge of our lives, gives us that 
confidence to invest in our home.  
Neighbours help with reducing loneliness 
and a platform to find purpose and 
meaning in life. 
 
(Adapted from TACSI SA H & H Strat 
Report 3 Jan 2019) 
 
Devastatingly our housing system fails to 
deliver for many people on a low-income 
who are locked out of home ownership 
and private rental. In 2019 the Rental 
Affordability Index identified Adelaide as 
overtaking Greater Sydney as the 
second least affordable capital city due to 
rising rents and slow-income growth.

That is where Westside Housing comes 
into the picture. We offer affordable, 
secure, quality rental homes to people 
disadvantaged in the South Australian 
market.   
 
We are a licensed real estate agent, a 
charity registered with the Australian 
Charities and Not-for-profits Commission 
(ACNC) and are a registered Community 
Housing Provider under the National 
Regulatory System for Community 
Housing. 
 
We remain unashamedly ambitious in 
our mission of creating homes and 
connecting people.  
 
At Westside, we work as a team with one 
goal in mind – to deliver affordable 
housing and a sense of community.   
 
We hope that you find participating in 
Westside as rewarding as our customers 
and tenants. 
 
 
Thank you for giving your time, your 
skills and energy to benefit 
Westside’s tenants and make our 
community a better place to live. 
 
Great job! 

 

  

https://www.abc.net.au/interactives/homeless/
https://www.sgsep.com.au/assets/main/Projects/SGS-Economics-and-Planning_RAI-Nov-19.pdf
https://www.sgsep.com.au/assets/main/Projects/SGS-Economics-and-Planning_RAI-Nov-19.pdf
https://www.nrsch.gov.au/
https://www.nrsch.gov.au/
https://www.nrsch.gov.au/
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Vision, Purpose and Values  
 

Vision    
People in our community are appropriately housed and have access to 
opportunities and connections.    

Purpose    
We collaborate to provide safe and affordable homes for people on low 
incomes, to enable them to participate in the community. 

Values    

Compassionate and Kind 

Ethical and Transparent 

Creative and Innovative 
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Your Induction 
 
We will interview you and place you in an 
activity or program that 
matches your skills, interests, knowledge 
and experience.   
 

Checks and Licences  

All volunteers are required to provide 
satisfactory criminal history and working 
with children checks before starting 
work. These checks then renewed every 
three (3) years for the term of service.  
 
Depending on your role, if you drive as 
part of volunteering, you will be required 
to have your drivers’ licence, car 
registration and insurance information 
sighted and registered before you can 
commence in the role and on an ongoing 
basis.   
 

Work Health & Safety 
Induction 
Westside Housing is committed to 
providing appropriate orientations, 
inductions, training, personal protective 
equipment (PPE) as well as an 
environment that is safe and healthy. 
Please ensure that you pay attention and 
ask questions during your work health 
and safety induction to make sure you 
understand what you need to do to keep 
yourself and others safe. 
 
Your work health and safety induction will 
be carried out by our Work Health and 
Safety Coordinator, Suzanne Marshall. 
 

Program Induction  
You will be provided with information 
about your role during your induction by 
the Volunteer Coordinator. This 
includes:  
 

- A site orientation including safety 
matters and reporting 
of incidents  

- Personal protective equipment 
and clothing relevant to the role  

- An identification badge  

- Information and forms regarding 
reimbursement of expenses (link)  

- Information on training required  

- A photo consent form (link)  
 
 
  

Links to Westside’s policies and procedures referred to in this 
document can be accessed in the electronic version by clicking any 

underlined words. 

https://westsidehousing.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7BB1E4C17D-4E3D-46C5-B2F3-696198571B22%7D&file=Payment%20Requisition%20Form.dotx&action=default&mobileredirect=true&DefaultItemOpen=1
https://westsidehousing.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7BC8C94DE5-F389-4420-9BEC-12EE3D03583E%7D&file=Photo%20Consent%20Form.dotx&action=default&mobileredirect=true
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Your Rights & Responsibilities  
At Westside, we have a mutual obligation to each other, the organisation and the people 
we serve. 
 
As a volunteer, you are entitled to:  
- Be treated with kindness 

- Have your ideas welcomed and 
acknowledged by the Volunteer 

Coordinator and other Westside staff  

- Raise any grievances or issues in 
accordance with 
Westside Housing’s Resolving 

Grievances procedure  

- Receive reimbursement for agreed out 
of pocket expenses (including kilometre 

reimbursement for fuel expenses)  

- Have open communication between 
Volunteer Coordinator and Westside 

Management  

- Know who they are accountable to and 
who to turn to with difficulties or 

problems  

- Be protected by the relevant and 

required insurance  

- Be actively involved in the decision 

making that affects you  

- Have all confidential and personal 
information dealt with in accordance 
with the Privacy Act 1988 and 

Westside’s Privacy Policy  

- Have a clearly written position 

description  

- Feel able to say no, if feeling exploited, 

unsafe or unsure  

As a volunteer with us we expect 
you to:  
 
- Be friendly and kind 

- Fulfil the duties as specified in your 
position description 

- Provide a satisfactory National Police 
Certificate, Working with Children 
Check (if required) and up to two 
personal referees (as required by the 
position) 

- Understand and adhere to the 
requirements of Westside’s Code of 
Conduct and other relevant policies and 

guidelines  

- Participate in the appropriate induction 
and ongoing training as provided and 

available for the role  

- Operate under the direction and 

supervision of Westside staff  

- Maintain confidentiality regarding our 
business, program information, tenant 
details or any other sensitive, private 
information observed during volunteer 

duties  

- Accept feedback and direction from 
the Volunteer Coordinator  

- Ask for support when needed  

- Give informal, and if possible, 
timely notice of intention to leave 
the organisation  

- Be safe. Safety is a top priority for 
us: 

• Report any unsafe working 
conditions/potential   

• Work in a safe manner and 
exercise a duty of care in areas 
of Work Health and Safety  

• Report any injury/damage to 
themselves or a third party 
immediately 

https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FResolving%20Grievances%20Procedure%20Version%201%2E1%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FResolving%20Grievances%20Procedure%20Version%201%2E1%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FCode%20of%20Conduct%20Version%202%2E2%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FCode%20of%20Conduct%20Version%202%2E2%2Epdf&parent=%2FShared%20Documents


 

Our Rights & Responsibilities  
Westside have the right to:  
 
- Make decisions about appropriate 

placement of volunteers 

- Review volunteer performance 
according to our policies and 
procedures 

- Expect volunteers to perform the 

given tasks to the best of their ability  

- Expect kindness and respect   

- Set the tasks and responsibilities of 

volunteer positions  

- Release a volunteer:  

• Who is not appropriate for the 
volunteer role  

• Who does not comply with their 
role statement or our policies 
and procedures  

• For any other, or no reason 
(except a reason that 
contravenes any of the 
protections in the Equal 
Opportunity Act 1984 
or other anti-discriminatory 
legislation). 

Westside’s responsibilities are to:  
 
- Recognise the different roles, rights 

and responsibilities of volunteers  

- Create a climate of mutual respect  

- Provide a safe and healthy working 

environment  

- Provide sufficient induction and the 

necessary training  

- Provide a clear outline of volunteer 

duties  

- Provide supervision and support  

- Set clear lines of communication 
about complaints and conflict 

resolution procedures  

- Ensure volunteers are covered by 

appropriate insurances  

- Consult and communicate with 
volunteers in making decisions 

pertaining to their roles  
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Your Volunteering 
Personal Information & 
Privacy  
We maintain a volunteer database that 
contains your personal details including 
emergency contact information and the 
role. Only authorised staff can access 
this database and any hard copy or 
electronic files with your personal 
information.  

 

For more information on how Westside 
handles private information, refer to our 
Privacy Policy.  

 

Attendance  
When you offer to volunteer, we rely on 
you to turn up when you say you will. We 
appreciate your contribution to help 
support our services and activities. 
Please contact reception on 8155 6070 
to let them know as soon as possible if 
you are running late or not able to come 
in. 
 

Office Sign In  
Sign in when you arrive and sign out 
when you leave. This helps us to know 
where you are in case of an emergency 
and to make sure we record your 
attendance for insurance or Centrelink 
purposes.  

 

Support & Recognition  
Westside will provide support for 
volunteers to enhance their valuable role. 
We will recognise the valuable 
contribution of volunteers in a number of 
ways, including from time to time in our 
publications and/or at Westside events.  

 

Expenses & 
Reimbursement  
Westside does not pay volunteers but in 
some circumstances, may reimburse for 
out-of-pocket expenses such as mileage 
or telephone call reimbursement.  

 

If this is appropriate for your role, it will 
be identified at your induction. The 
process for reimbursement is:  

1. Agree on expenses that may be 
reimbursed with your Volunteer 
Coordinator 

2. Ask us before you spend the money 
or do the task if you will be 
reimbursed  

3. Get an email or text from us saying 
“Yes”  

4. Record the cost  

5. Complete the reimbursement form 
and give the Volunteer Coordinator 
a copy of the receipt  

 
Potential reimbursements may include:  
- Travel from home to the place of 

volunteer duties and return.  

- A record of mileage and the purpose 
of the travel are to be kept and 
supplied to the Volunteer 
Coordinator.   

- Telephone calls and any out-of-
pocket expenses, where appropriate  

Approved reimbursements will be paid 
within 7 days.  

Expenditure reimbursement claim forms 
and bank details forms can be accessed 
through the Volunteer Coordinator or via 
the links above. 

You may choose not to submit a claim for 
out-of-pocket expenses if you wish.  

https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FPrivacy%20Policy%20Version%201%2E1%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7BB1E4C17D-4E3D-46C5-B2F3-696198571B22%7D&file=Payment%20Requisition%20Form.dotx&action=default&mobileredirect=true&DefaultItemOpen=1
https://westsidehousing.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7BB1E4C17D-4E3D-46C5-B2F3-696198571B22%7D&file=Payment%20Requisition%20Form.dotx&action=default&mobileredirect=true&DefaultItemOpen=1
https://westsidehousing.sharepoint.com/:w:/r/_layouts/15/Doc.aspx?sourcedoc=%7B610ED385-845E-4423-902F-C51CE2E9503F%7D&file=Bank%20Account%20Details.dotx&action=default&mobileredirect=true&DefaultItemOpen=1


10 Volunteer Handbook | Version 1.0 (14/072021)                                       Westside Housing Company Ltd 

 

 
 

Your Volunteering (continued) 

Holidays  
Taking holidays is an important part of 
looking after your wellbeing. Please let 
the Volunteer Coordinator know in 
advance so we can plan how we will do 

your role while you are away.  

If you are away for a long time (i.e. 
longer than two (2) months), your 
volunteer role may not be guaranteed 
upon your return.

If you decide not to 
volunteer anymore 
You may decide to finish volunteering 
and that’s ok. 
 
We ask that you communicate your intent 
to resign as soon as possible, preferably 
two (2) weeks prior to your intended 
resignation date. 
 
Please let us know when you decide and 
return anything of ours that you have, i.e. 
badges uniforms, safety equipment, etc. 
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Safety for Volunteers 

Work Health & Safety  
Westside Housing has a legal obligation 
to comply with various pieces of 
legislation directed at ensuring a safe 
workplace. The Work Health and Safety 
Act (SA) 2012 places mutual obligations 
on both Westside Housing and you as a 
volunteer in our respective roles.  

We provide a safe and healthy workplace 
to all staff and volunteers, and we expect 
everyone to take responsibility to keep 
safe. You will need to:  

- Take all reasonable care to protect 
your own work, health and safety and 
to not put others at risk by your actual 
failure to act 

- Follow reasonable instructions 

- Immediately report any hazards, 

accidents or near misses  

- Use any personal 
protective equipment that we give 

you  

- Be suitably fit to comply with the 

physical requirements of the position  

As part of your orientation to a volunteer 
role you will be instructed in and required 
to comply with all relevant WHS policies 
and procedures. You will also be 
provided with and required to wear any 
personal protective clothing and/or 
equipment that is identified.  

Volunteers and staff have a duty of care 
to be mindful of their own safety and the 
safety of those around them. Any 
incident or near miss involving a 
volunteer must immediately be reported 
to the program coordinator.  

Hazards  

If you identify a hazard of any type, it is 
your responsibility to:  

1. Remove the hazard if safe to do so 

2. Immediately report the hazard and 
the actions you have taken to the 
Volunteer Coordinator, or another 
Westside Manager if the Volunteer 

Coordinator is unavailable.  

3. If in doubt, contact Westside’s office 

on 8155 6070.  

Electrical Safety  
You must ensure that electrical 
equipment is set up correctly, used 
safety and not used if there are any 
identified issues.  

You must not tamper with any electrical 
equipment at any time. Any faults must 
be reported to Westside immediately.  

Extreme Weather 
Conditions  
Please ensure you take care when 
driving in extreme heat, cold, rain or 
windy conditions that make driving or 
visibility difficult. Refer to information 
available at your branch. 

Bushfire Safety Awareness  
Please make yourself aware of the 
conditions and do not visit bushfire areas 
in the bushfire season when there are 
alerts in place. 

Smoking  
We promote a smoke free environment 
at all our sites, including vehicles and 
tenant’s homes.  

Volunteers have a right to decline to 
enter a home if they are likely to be 
affected by tobacco smoke. 

https://www.legislation.sa.gov.au/LZ/C/A/WORK%20HEALTH%20AND%20SAFETY%20ACT%202012/CURRENT/2012.40.AUTH.PDF
https://www.legislation.sa.gov.au/LZ/C/A/WORK%20HEALTH%20AND%20SAFETY%20ACT%202012/CURRENT/2012.40.AUTH.PDF
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Safety for Volunteers (continued) 

Alcohol & Other Drugs 
(Prescription or Non-
Prescription) 
Volunteers cannot be affected by drugs 
and/or alcohol while undertaking 
volunteer duties as it may endanger 
yourself and others. Failure to comply 
may result in termination of your 
volunteer role.  

Ladders 
You are not to work at heights at any 
time, unless we give you prior, formal 
approval.  

Slips & Trips 

- Be alert to your environment, as new 
hazards can appear at any time 

- Identify hazards, (e.g. spills on floors, 
uneven surfaces), assess the risk 
and eliminate or control any risk (e.g. 
wipe up the spill, wear safe footwear) 

- Don’t rush and look where you are 
going 

First Aid  
A basic First Aid K it is located at 
Westside’s office and Tool Library if you 
are volunteering in either location.  

If you use an item from the First Aid Kit, 
an Incident Report Form must be 
completed. 

Seek medical assistance when required 
and let us know.  

Personal Protective 
Equipment (PPE)  

You must use any PPE that we provided 
you for your role and attend any PPE 
specific training sessions that we identify 
for you.  

Do not misuse or damage any PPE given 
to you and report any defective items us 
immediately.  

Plant & Equipment  
Any plant or equipment must be used 
safely and in line with instructions and 
training. Please report any faults to us 
immediately.  

Manual Handling: - Lifting 
& Carrying 
Follow the right procedures to avoid any 
injury, complete the training requested by 
Westside; and:  

- Use sack trucks or trolleys  

- Break large loads into smaller loads 

- If you have to lift items, consider the 
weight and seek assistance if it is too 
heavy.  Pay attention to any warnings 

on boxes  

- Position your feet close to the object 

to be lifted  

- Bend your knees, keep your back 

straight and grip the object securely  

- Take a deep breath, keep your head 
erect and lift by straightening your 

legs  

- Keep your arms in and your elbows 

and knees slightly bent  

- Keep the object close to your body 
when carrying it and avoid twisting 

your back  

- When lowering the load, reverse this 
procedure, keeping your back 

straight  
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Safety for Volunteers (continued)
Fair Treatment  
We are committed to providing an 
environment where everyone is treated 
with respect, fairness, equality and 
dignity. Discrimination, bullying and 
harassment present a risk to the health, 
safety and wellbeing of our staff and 
volunteers and will not be tolerated.  

We respect diversity in others such as 
different values, beliefs, opinions and 
ways of doing things.  

Unlawful discrimination means treating 
someone differently and less favourably 
because of the person’s religion, 
appearance or dress, gender identity, 
intersex status, association with a child, 
caring responsibilities or identity of a 
spouse or domestic partner.  

Sexual harassment is any unwanted or 
unwelcome sexual behaviour which 
makes a person feel offended, humiliated 
or intimidated. It is important to note that 
the key word in this type of harassment is 
unwelcome. Friendship and relationships 
based on mutual consent are not sexual 
harassment.  

Prevention of Workplace 
Bullying  
We strive to have an organisation free of 
workplace bullying as it can adversely 
affect the psychological and physical 
health of a person.  

The definition of Workplace bullying is 
repeated unreasonable behaviour 
directed towards a person or group of 
people that creates a risk of health and 
safety. 

Repeated behaviour refers to the 
persistent nature of the behaviour and 
can involve a range of behaviours over 
time. 

Unreasonable behaviour means 
behaviour that a reasonable person, 

having considered the circumstances, 
would see as unreasonable, including 
behaviour that is victimising, humiliating, 
intimidating or threatening.  

Examples of behaviour, whether 
intentional or unintentional, that may be 
workplace bullying if they are repeated 
include, but are not limited to:  

- Practical jokes or initiation  

- Unjustified criticism or complaints  

- Deliberately excluding someone from 

work-related activities  

- Withholding information that is vital 

for effective work performance  

- Setting tasks that are unreasonably 
below or beyond a person’s skill 

level  

- Denying access to information, 
supervision, consultation or 
resources to the detriment of the 

worker  

- Spreading misinformation or 

malicious rumours  

- Changing work environments such as 
rosters and leave to deliberately 
inconvenience a particular worker or 

workers.  

Violence & Aggression  
If working alone, make sure you have a 
fully charged mobile phone in case of 
emergency. Aggression or violence from 
tenants or other volunteers, though rare, 
is not tolerated. 

If you feel you are being threatened or 
there is any risk, do not enter and 
remove yourself in a safe way. Report 
any incidents immediately to Westside 
Housing. 
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Other Policies & Considerations 
Whistleblowing  
Our Whistleblowing Policy will give you a 
guide on how complaints or disclosures 
can be reported and how they are 
investigated. It provides protection to 
persons disclosing public interest 
information, including maladministration 
and/or corrupt conduct.  

Grievances  
We have developed 
a Resolving Grievances Procedure and 
Resolving Grievances Guide to help if 
you have an problem and need some 
guidance on how to approach a 
resolution.  

Grievances will to be dealt with promptly 
and fairly without fear of reprisal. At no 
time will you suffer retribution as a result 
of making a complaint. Volunteers may 
have another person present at any 
discussion to act as their support.  

We reserve the right to dismiss a 
volunteer if we think it is necessary. This 
will be done with an investigation being 
conducted at management’s absolute 
discretion.  

Media Contact   
You are not permitted to make 
statements to press or media without the 
express, prior permission of the Chief 
Executive Officer (CEO).  

All enquiries from such persons should 
be directed to the CEO.  

Social Media   
We ask you not to post any comment on 
social media that could be taken to be 
the opinion of Westside. If you are 
unsure, please speak to us first.  

Insurance  
Our personal accident insurance will 
cover you in the event you are injured in 
the course of your duties.   
 

Our policy covers:  

- Death and permanent or total 

disablement benefits  

- Weekly benefits payable to 
salary/wage earners for temporary 
disablement 

- Modification benefit for home and 

motor vehicle for total disablement  

- Non-medical expenses.  

The provision of personal accident 
insurance ensures that any out-of-pocket 
expenses you may incur are minimised in 
the event of injury.  

If you are approved to use your own 
vehicle, you will be required to have full 
comprehensive insurance. If you have an 
accident while undertaking your 
volunteer duties, we may reimburse the 
gap in increased excess and premiums 
until costs return to pre-accident levels.  

Pain and suffering is not claimable under 
personal accident insurance.  

The Volunteer Protection Act (SA) 2001 
protects you from personal liability for 
loss, injury or damage caused as a result 
of an action on your part while 
performing volunteer duties. Exclusions 
are applicable in cases where you may 
have been deliberately negligent or have 
received payment other than a true 
honorarium.  

Please note: Westside Housing reserves 
the right to alter our insurance from time 
to time which may result in coverage 
which is different to the coverage 
described in this Volunteer Handbook.  

  
 

https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FWhistleblowing%20Version%202%2E0%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FResolving%20Grievances%20Procedure%20Version%201%2E1%2Epdf&parent=%2FShared%20Documents
https://westsidehousing.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FResolving%20Grievances%20%2D%20Guide%20Version%201%2E1%2Epdf&parent=%2FShared%20Documents
https://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001/CURRENT/2001.65.AUTH.PDF
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Other Policies & Considerations 
(continued)
Feedback 
Westside housing encourages compliments, comments and any general feedback to 
ensure volunteers, staff and customers receive the best possible service and support. 
 
we welcome your feedback, ideas and suggestions and encourage you to provide 
feedback via the Volunteer Coordinator or via our website. 
 
westsidehousing.org.au/contact/feedback 
 
 
 
 

 
 

https://westsidehousing.org.au/contact/feedback/
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When Visiting Homes 
- Respect the tenant’s privacy and 

personal circumstances and keep the 
conversations to things of a general 
nature. 

- Speak clearly and in a manner that 
the person is able to understand. 

- Politely refuse any gifts or gratuities 
that may be offered to you unless 
such gifts are of nominal value (e.g. a 
block of chocolate or a small amount 
of produce from the customer’s 
garden). These gifts should be used 
for the benefit of volunteers, where 
appropriate. 

- Under no circumstances is your visit 
to be used to pursue any personal or 
commercial interest (e.g. offering to 
value houses for sale or to buy 
belongings, etc). 

- Occasionally, tenants may ask for 
specific help outside of your 
volunteer role. These requests 
should be handled sensitively but 
without commitment. Discuss any 
issues that require follow up with the 
Volunteer Coordinator. Do not act 
without prior discussion with and 
approval from Westside. 

- If for some reason you are not 
comfortable entering a tenant’s 
home, you have the right to politely 
decline, particularly where there is a 
concern that entering the home ma 
place your health and safety at risk. 

Wellbeing Checks 
It is important that the contact from 
Westside Housing is friendly and helpful, 
without getting too involved or imposing 
on a tenant’s independence and personal 
choices. So, the best advice is to keep 
the conversation simple, brief and light. 

Report any concerns to the Volunteer 
Coordinator or other Westside Housing 
staff as soon as possible. 
 
Part of Westside Housing’s service is to 
provide what we might best describe as a 
‘safe and well’ or wellbeing check.  Your 
role is to observe and report anything 
that you feel is out of the ordinary or out 
of character for the tenant. 
 
If the tenant seem distressed, 
disorientated, not their usual self, 
physically unwell or showing signs of 
harm, from a fall for example, then we 
have a duty of care to report these things 
to the people who are responsible for 
their care and facilitate appropriate follow 
up where possible.  Volunteers are not 
required to provide any assistance that 
might be care related. 
 
If you believe that the tenant (or others in 
the house) are under threat to their 
safety and wellbeing, (from themselves 
or others), you must advise Westside 
Housing staff at the office on 8155 6070.  
You do not need to say or do anything 
while in the home. 
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More Information 
Volunteering is constantly evolving to keep up with changes in society and technology. 
Find out more about national and international volunteering trends through the following 
sites.  
 
Volunteering SA and NT  
http://www.volunteering.sa.org.au    
Phone 08 8221 7177  
Volunteering Australia  
http://www.volunteeringaustralia.org   
  
International Association for 
Volunteer Effort  
http://www.iave.org   

Office for Volunteers, Government of 
South Australia  
http://www.ofv.sa.gov.au   
Phone 08 8463 4490  
  
Safe Work Australia  
http://www.safeworkaustralia.gov.au   
Phone 1300 551 832  

 
 

  

http://www.volunteering.sa.org.au/
http://www.volunteeringaustralia.org/
http://www.iave.org/
http://www.ofv.sa.gov.au/
http://www.safeworkaustralia.gov.au/


 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 

westsidehousing.org.au  
 
ABN 98 634 977 547  |  RLA 297313 
 
478 Port Road West Hindmarsh  
9am to 4pm, Monday to Friday 
 

 

 
 

/creatinghomesconnectingpeople 

http://www.westsidehousing.org.au/
https://www.facebook.com/creatinghomesconnectingpeople

