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1.
Introduction 

Welcome to this toolkit.  This kit has been designed to support volunteers develop a portfolio of evidence and application for Recognition of Prior Learning (RPL) for the competency AV03VOL1A Be an Effective Volunteer.  It contains a set of modifiable templates to help you prepare your portfolio.  A template is also provided for registered training organisations and their assessors, for their convenience and optional use.  
To make the best use of these templates, this kit should be used in conjunction with two additional guides:

· Seeking and Granting Recognition of Prior Learning
A guide to support volunteers and volunteer-involving organisations in learning about Recognition of Prior Learning (RPL) and the process involved in attaining RPL for existing competency – knowledge and skill.
· Learning Guide for Volunteers:  Be an Effective Volunteer
A self-paced work book designed to support volunteers learn all of the skills related to organising work, complete with self-assessment tools and a work record portfolio.
Both these guides are available free of charge for volunteers, managers of volunteers, volunteer-involving organisations and trainers and assessors of volunteers from Volunteering Australia’s website:  www.volunteeringaustralia.org.   All the templates within this kit are modeled on the information and advice in these guides. 
For assistance please call Volunteering Australia’s free help line:  1800 008 252.  
2.
Modifiable templates contained within this kit:
· Statement of generality template (refer to the guide, Seeking and Granting Recognition of Prior Learning);
· Learner checklist (refer to the guide, Seeking and Granting Recognition of Prior Learning);

· Learning plan to bridge performance criteria gaps (refer to the guide, Seeking and Granting Recognition of Prior Learning);

· Work record portfolio templates (as seen in the Learning Guide for Volunteers);

· Information to supervisors and accompanying Supervisor Details form (as seen in the Learning Guide for Volunteers);

· Third party report checklist (as seen in the Learning Guide for Volunteers).
· RTO assessment checklist.
Statement of Generality
	Competency code:
	AV03VOL1A
	Competency name:
	Be an Effective Volunteer

	Applicant’s name:
	     

	Contact details:
	     

	Volunteer-involving organisation:
	     

	Third party support person / supervisor:
	     

	Work relationship to applicant:
	     

	Contact details:
	     

	Statement of generality

	     


	Name and signature of RPL applicant:
     

	Name and signature of third party support person:
     


Learner checklist

	Applicant’s Name:


	     

	Competency Code:
	AV03VOL1A

	Competency Title:
	Be an Effective Volunteer

	Element of Competency:
	Apply knowledge of volunteering sector to a volunteer work role


	Performance Criteria


	Portfolio Reference
	Self appraisal of evidence – is the combined weight of the evidence authentic, valid, reliable, current and sufficient?

	
	
	Yes
	No
	If no, is there an issue with the evidence?
	If no, is there a skill or knowledge gap?  Insert Learning Plan Reference.

	Performance Criterion a)
	Consideration and understanding of the underpinning philosophy and principles of volunteering is demonstrated in all work undertaken as a volunteer.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion b)
	Work practices are consistent with relevant, current organisational and volunteering sector policies and legislative requirements.

	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion c)
	Work practices are consistent with the rights and responsibilities of volunteers.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion d)
	All work undertaken is consistent with the rights and responsibilities of the organisation.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion e)
	All work undertaken reflects an understanding of the issues facing volunteers and the volunteering sector.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Element of Competency
	Apply basic work practices to a volunteer work role


	Performance Criterion a)
	Time and work tasks are managed and organised effectively.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	
	
	
	
	
	
	

	Performance Criterion b)
	Able to work effectively in a team.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion c)
	A basic understanding of communication network(s) and processes and relationships between paid and volunteer staff are applied.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


	Performance Criterion d)
	Able to identify and access support structures available to volunteers.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion e)
	All work undertaken demonstrates a commitment to the recognition and support of diversity.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Performance Criterion f)
	Work is effectively carried out within the organisational structure and boundaries of the work role.
	
	
	
	
	

	Evidence Item 1
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 2
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	Evidence Item 3
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


Learning plan to bridge Performance Criteria gaps
	Applicant’s name:


	     

	Competency code:
	AV03VOL1A

	Competency Title:
	Be an Effective Volunteer

	Which performance criterion are you unable to meet?


	How will you gain the required knowledge or skill?
	Date to review progress

	For the competency element:      
  
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	For the competency element:
     

	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	For the competency element:
     

	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


 

Work record portfolio

AV03VOL1A Be an Effective Volunteer
Risk Management
	Hazard


	Level of risk


	Reason
	Manage the risk

	     
	 

     
	 

     
	     

	     
	 

     
	     
	     

	     
	 

     
	     
	     

	     
	 

     
	     
	     


Risk management continued
	 

  How I would evaluate the effectiveness of my risk management strategy

	 

       


Policy, procedures and legislation
Attach copies of your responses to the following Learning Activities:

· Privacy

· Personal files

· Duty of care

· Food handling

· Insurance

· Expense claim

· Grievance policy

· Motor vehicle use

Tim management

Please attach your Time Management Plan.

Communication skills
	Area to be developed
	Methods I will use to improve this skill

	 

      
	 

     

	 

     
	     

	 

     
	     

	 

     
	     

	     
	     


Communication with others in my organisation
Attach the chart you completed for this Learning Activity
Working effectively

	 

  Include at least two examples of how you have worked effectively with others.

	 

       


Information to managers, coordinators or supervisors about providing a third party report

The volunteer in your organisation is seeking formal recognition from a Registered Training Organisation (RTO) for the competence they have used or gained as a volunteer. The volunteer will provide evidence to the RTO that they can competently do the work described on the form you have been given. 

A very important part of this evidence is confirmation from a third party. The confirmation is in the form of supporting statements from workplace supervisors, or others in a more senior or experienced position who have first hand knowledge of the applicant's work. 

You have been nominated by the volunteer as an appropriate person to complete the Third Party Confirmation (attached).

You should only sign the Third Party Confirmation if you are confident that the volunteer could consistently follow the correct procedures. 

If you are uncertain about whether or not a person is ready to be `signed off' then you could check by doing any of the following:
· Ask questions and ask for a demonstration. 

· Explain and demonstrate the tasks. Provide opportunities for the volunteer to practise the tasks and then observe and sign at a later stage. 

· Provide feedback which briefly informs the volunteer that you are unable to sign off at this stage and that you believe they will benefit from further experience. It may be that your organisation is unable to provide suitable opportunities for learning aspects of the assessment. 

· Seek the assistance of a qualified trainer or training organisation such as TAFE, state/territory volunteer centre or an official in your organisation who can provide feedback to the volunteer and make alternative arrangements for assessment. 

It may be that you have not had any opportunity to observe the volunteer undertaking the tasks described. If this is the case then please remind the volunteer of this and do not sign the report. 

Thank you for giving your time to support the volunteer's application.

Manager, coordinator or supervisor details

As the supervisor for the volunteer applying for recognition of current competency, please provide some information which will help the RTO.

	 

Your name:
	     

	Volunteer’s name:
	     

	Your phone number:
	     

	Your email:
	     

	Your position:
	     

	Your workplace:
	     

	Are you familiar with the national competency standard for the work you are commenting on?

	No:
 FORMCHECKBOX 

	 Yes, reasonably familiar:
 FORMCHECKBOX 

	 Yes, very familiar:
 FORMCHECKBOX 


	If yes, please give details:
	     

	If applicable, please give a brief description of your qualifications and/or experience in relation to the unit/s you are providing a testimonial for:

	     

	What is your work relationship with the applicant?

	     

	How long have you worked with the person you are providing this report for?

	     

	Do you have first hand experience of the volunteer’s work?
	  Yes   FORMCHECKBOX 

	  No   FORMCHECKBOX 


	Please briefly describe how you know about the standard of the applicant’s work relevant to the tasks you have been asked to comment on.

	     

	Signature:
	
	Date:
	     


AV03VOL1A
Be an Effective Volunteer
Third party report 
	 

Name of volunteer:
	     

	Organisation:
	     


Please use this checklist to confirm the work experience of the volunteer. This information is confidential for use by a Registered Training Organisation to assess the volunteer's competence against the unit.

Checklist
	Item

The volunteer can:
	Volunteer
	Coach
	Coach’s signature

	 Describe some of the things that are common to all volunteer roles
	
	
	

	Talk about how volunteering contributes to the community
	
	
	

	Describe how the volunteer role that they have contributes to the community
	
	
	

	Describe some of the reasons that a range of people have for becoming a volunteer
	
	
	

	Say why he or she became a volunteer in this organisation
	
	
	

	Describe some of the general responsibilities that volunteers have in a range of volunteering roles
	
	
	

	Describe the rights that all volunteers have, regardless of the kind of volunteering role they have
	
	
	

	Locate any resources or equipment required, including tea and coffee facilities etc
	
	
	

	Describe the system for being reimbursed for ‘out of pocket’ expenses incurred as part of his or her volunteering role
	
	
	

	Talk about their responsibilities as a volunteer in this organisation and can consistently demonstrate them
	
	
	

	Talk about his/her rights as a volunteer and can act in ways to ensure that their rights are upheld
	
	
	

	Identify and report potential hazards in the workplace according to the organisation’s policy and procedures
	
	
	

	Describe how Equal Employment Opportunity (EEO) legislation impacts on selection and recruitment of volunteers
	
	
	


	Item

The volunteer can:
	Volunteer
	Coach
	Coach’s signature

	Follow the organisational privacy policy and protocols
	
	
	

	Work within duty of care requirements
	
	
	

	Locate and follow the organisation’s grievances policy and procedures in the case of a conflict or dispute
	
	
	

	Use motor vehicles and other equipment according to the relevant policies
	
	
	

	Discuss some of the broad issues faced by a range of volunteers, as part of their volunteering role
	
	
	

	Talk about some of the issues facing their volunteering role and ways that he/she can or have responded to these issues
	
	
	

	Organise the tasks required as part of their volunteer role from most important to least important
	
	
	

	Plan their time and other commitments effectively to ensure that they are able to meet their volunteering commitments
	
	
	

	Plan their volunteer tasks so that the most important tasks are completed before tasks that are less important
	
	
	

	Can go to the right person for advice, support and information, on a range of issues, within their current organisation
	
	
	

	Access further information that will assist them in their role as a volunteer
	
	
	

	Communicate effectively with a range of people at their organisation, for a range of purposes, eg. For  help, advice and information 
	
	
	

	Include others in conversations and decision-making processes, as relevant to their role
	
	
	

	Communicate respectfully with people from diverse backgrounds and cultures, as relevant to their organisation
	
	
	

	Work with others to overcome conflicting values or differences of opinion, as relevant to their role
	
	
	


	Optional Comments

	     



 
	Supervisor’s / coach’s name:


	     

	Signed:

	

	Dated:


	     


 

Recognition of Prior Learning
RTO Assessment Checklist –AV03VOL1A Be an Effective Volunteer
	Applicant’s name:
	     

	Element Name
	Apply knowledge of volunteering sector to a volunteer work role

	Appraisal of evidence submitted in support of the claim for RPL


	
	
	Satisfactory
	Unsatisfactory


	Notes

	Performance criterion a)
	Consideration and understanding of the underpinning philosophy and principles of volunteering is demonstrated in all work undertaken as a volunteer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion b)
	Work practices are consistent with relevant, current organisational and volunteering sector policies and legislative requirements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion c)
	Work practices are consistent with the rights and responsibilities of volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion d)
	All work undertaken is consistent with the rights and responsibilities of the organisation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion e)
	All work undertaken reflects an understanding of the issues facing volunteers and the volunteering sector
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     

	Overall comments  on evidence for this element:
	     


 

	Element Name
	Apply basic work practices to a volunteer work role

	Appraisal of evidence



	
	
	Satisfactory
	Unsatisfactory


	Notes

	Performance criterion a)
	Time and work tasks are managed and organised effectively.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion b)
	Able to work effectively in a team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion c)
	A basic understanding of communication network(s) and processes and relationships between paid and volunteer staff are applied
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion d)
	Able to identify and access support structures available to volunteers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion e)
	All work undertaken demonstrates a commitment to the recognition and support of diversity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Performance criterion f)
	Work is effectively carried out within the organisational structure and boundaries of the work role
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Overall comments  on evidence for this element:
	     

	Is the application for RPL successful?
	     

	Feedback for the applicant:
	     


 
�
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