
[image: image1.png]THE CITY OF
GREATER GEELONG

e
CITY OF GREATER —-—
GEELONG



SETTING UP A nature 

volunteer group

There are many things to consider when setting up a nature volunteer group. Although you are volunteers, you still have legal responsibilities to consider and you want to make sure that your group leaders and members are protected. 
Following is a list of things you should work through when setting up your nature volunteer group. It assumes you’ve already found some like-minded people to join your group and worked out your insurance arrangements. If you haven’t done this already, read more about it on the start a nature volunteer group section of our website. 
Your vision

Every effective nature group has a vision that asserts their purpose and points to where they are going. This vision is the reason for all activity and can act as your guide when dealing with disagreements about what the group should do next.

Activities

Nature volunteer groups may do many different jobs, including:

· revegetation projects

· site maintenance

· habitat restoration

· flora and fauna monitoring, including weed mapping
· seed collecting and plant propagating

· water monitoring

· special events, such as Clean up Australia Day and National Tree Day

· management planning

· environmental advocacy.
As a group, you should decide at the outset where you will focus your efforts. Resources can be stretched in even the most organised of volunteer groups, so deciding this early will help you stay focused on your goals. 
Administration

You will need to develop processes for managing administrative tasks and assign the responsibility for handling them to members of your group. Task you should consider include: 

· record keeping – including copies of all forms, transactions and other information needed to demonstrate how your group operates so that if an incident occurs or questions are raised, you are covered and have the documentation to support you and your group.

· establishing good occupational health and safety practices

· maintaining policies and procedures

· answering enquiries

· communicating with stakeholders and volunteers via email, letters, phone and social media.

Group structure

Each volunteer group is unique, and you need to find a governance structure that best suits your group’s function. One key decision to make is whether or not you wish your group to be incorporated.

Incorporated organisations
Incorporation is a form of registration that gives an association or community group certain legal advantages in return for accepting certain legal responsibilities. Incorporation of an association means that the group becomes a legal entity in its own right, separate from the individual members. This protects the personal assets of the committee members in the event the group is sued, as the incorporated group can only be sued for the value of the group’s assets.

Other reasons for becoming incorporated include:

· The group will continue to exist regardless of changes in membership.

· Your group can enter into enforceable contracts, including buying and selling property.

· It makes it easier to attract and apply for grant funding.

· Your group can apply for status as a charity, or formally register as an environmental organisation.

If your group is not ready to incorporate, you might plan to do it once the group is better established. If you do decide to become incorporated, the group must satisfy ongoing reporting and procedural requirements. You also must lodge an annual return.
For more information, please contact Consumer Affairs Victoria on 1300 558 181, or visit the Consumer Affairs Victoria website. 
Deciding not to incorporate
If your group decides not to incorporate, we recommend that you consider operating under another organisation’s incorporation. This can afford your members the same protections with less paperwork.

There is more information about joining a local environment network on page 4. 
Leadership

It is important to appoint a leadership group or committee to make decisions on behalf of the group, be the main point of contact and deal with any issues that arise. This is regardless of whether or not your group chooses to incorporate.

Establishing a committee

The best way to appoint a committee is to hold an Annual General Meeting to elect members to various committee positions, including:

· president

· secretary

· chairperson and

· treasurer.

The elected committee has a responsibility to manage and take care of volunteers. Issues you should address include:

· volunteer safety

· dealing with disagreements

· ensuring proper conduct when acting on behalf of the group

· paying debts and not trading while insolvent (this applies to not-for-profits)

· avoiding conflicts of interest and acting in the best interest of the group.

All volunteers have the right to raise complaints or other grievances with the committee. If adequate action is not taken, they also have the right to seek legal advice and action.

Operating without a committee
If you elect not to have a committee, you still need to designate a leader that will be the primary point of contact for the group.

Legal responsibilities
Below is a list of some of the key pieces of legislation your group must comply with. For more detailed information and resources, visit the volunteer page on the Not-for-profit Law Victoria website.
	LEGISLATION
	WHAT IT DOES
	FOR MORE INFORMATION

	Associations Incorporation Act 1981
	Applying only to incorporated associations, this act identifies the rights and responsibilities of management committees.
	Read about becoming an incorporated association on the Consumer Affairs Victoria website, or call 1300 558 181.

	Occupational Health and Safety Act 2004 and Occupational Health and Safety Regulations 2014
	Requires volunteer groups to provide a safe working environment and conditions, safe systems of work and instruction and training.
	Read the volunteer information on the WorkSafe website, or contact us to request a copy of the Planning your nature activity – A guide for volunteer groups.

	Equal Opportunity Act 2010
	Outlines rights and responsibilities of volunteer organisations to address discrimination, sexual harassment and victimisation.
	Read about volunteers on the Victorian Equal Opportunity and Human Rights Commission website.

	Child Wellbeing and Safety Act 2005 and Working with Children Act 2005
	Applies to all groups offering a schools program or hosting events attended by children.

To comply, your group must:

1. implement Child Safe Standards

2. implement child safe policies

3. make sure all volunteers with direct contact with children hold a Working with Children Check (this is a free service).
	Child safe standards  

Read about child safety standards on the Commission for Children and Young People website.
Find resources for nature volunteer groups on the Landcare Victoria website.

	
	
	Working with Children Check 

Visit the Working with Children Check Victoria website.


Joining environmental networks
Once your group is established, you may wish to join a local environment network.
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Environmental networks are community-based organisations with paid staff who offer support to like-minded groups. By joining or being under the auspice of a network, your group may be also able to access additional insurance cover (see below). Both unincorporated and incorporated groups can join environmental networks.

Health and safety of volunteers
Our priority is always the wellbeing of our volunteers and yours should be too. Everyone is responsible for keeping volunteers safe and planning how to do so is a major part of running a nature volunteer group.

Groups that are registered to work on City-owned land will receive support and training to identify risk control measures and determine acceptable activities (see box inset for more information about registered groups). We also can also assist registered groups to source personal protective equipment. 

Groups that are not registered with us will need to make their own arrangements. Please see the WorkSafe website for more information, or contact your local environmental network for guidance. 

Promote your group

To make sure you have plenty of hands available to help your group operate and support upcoming activities, you need members. Following are some of the ways to let people know about your group: 

· by establishing social media accounts for your group

· by asking local shops to put up posters

· by promoting your events through local newsletters

· by using our events calendar or other event websites, such as Eventbrite.
What is a registered group? 


For risk, safety and site access reasons, all nature volunteer groups operating on City-owned land must now be registered with us. 


By becoming registered, groups will receive: 


personal accident insurance for volunteers 


help to source tools, materials and personal protective equipment


free training and inductions in volunteer safety


help to prepare an annual activity program


technical advice and support


regular updates about health and safety, events and training opportunities


the opportunity to become a strategic partner.  


Unfortunately, we are unable to provide this support to groups not operating on City-owned land. 
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