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1.

INTRODUCTION

About AFS

The unique foundations of AFS lie in the American Field Service, a volunteer ambulance corps
formed in World War I and active through World War II. It was the ambulance drivers’ belief that
personal interaction and friendships between people built international peace and understanding.
This formed the basis for commencing AFS student exchange programmes in 1947.
Aotearoa New Zealand was one of 11 founding partner countries and today there are 60+ partner
countries within the AFS network. Over 350,000 students have been hosted throughout the world.
Over 10,000 New Zealanders have studied abroad through AFS. In addition, over 10,000 AFS
students have been hosted in New Zealand since 1947. AFS is a volunteer based organisation that
is part of a worldwide network of people who are committed to creating a more just and peaceful
world. AFS New Zealand currently has 500 active volunteers in over 39 communities/ chapters
throughout the country.

Our Philosophy
The most valuable assets AFS NZL has are its people. This includes our Volunteers, Board
members, students, families and paid staff.
AFS is committed to developing policies, systems and behaviours that support a culture of high
standards and expectations, where individuals and families are valued and respected, and where
culture and diversity is celebrated. We expect high standards while also aiming to provide a
community that is vibrant and passionate about its values and mission.
AFS is committed to fair, clearly stated and supportive relationships between the organisation and
its volunteers. We aim to live our values, not only in the way we do our work, but also in the way
we treat everyone who volunteers for us.
These Volunteer Policies have been created by AFS New Zealand to provide documented systems
for ensuring volunteers are recruited, trained and valued within AFS NZL. Current legislation has
been referred to in specific policies where appropriate. All Volunteer documentation, handbooks
policies and forms referred to in this document can be found on the AFS NZ website under
Volunteer resources www.afs.org.nz.

Our Mission and Vision
In 2010, The AFS New Zealand Board expressed our mission as: “…providing life long intercultural
learning opportunities in local and global communities to foster the aroha, manaakitanga and
respect needed for a more just and peaceful world. We are a volunteer based, not for profit
organisation”.
Our Core Values are Dignity, Respect for Difference, Harmony, Sensitivity and Tolerance.
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2.

VOLUNTEER DEFINED

AFS is a volunteer founded organisation and utilizes a high number of volunteers for service
delivery. Volunteer financial members are the members of an incorporated society and are
therefore the constitutional ‘owners’ of AFS.
Volunteers are an asset to AFS NZL because they are passionate about the AFS intercultural
learning experience and therefore excellent at communicating this; they keep the organisation in
touch with local NZL communities where our participants are based, and their service embodies
the not for profit nature and origins of our mission.
Volunteers and paid staff are partners in implementing the mission, values and intercultural
programmes of AFS NZL, with each having an equal but complementary role to play. It is essential
to the proper operation of this relationship that each partner understands and respects the needs
and abilities of the other. The following summarises the role of volunteer and outlines how this
important role will be supported by the organisation.

Summary

A person who voluntarily contributes his/her time to AFS to make a value
adding contribution at least twice in any one year at the local, national or
international level. He/she volunteers of his/her own free will, for no financial
compensation, showing commitment and dedication to the mission of the
organization.
AFS active volunteers must be registered (recorded in Global Link), have an
assigned volunteer role or task (a Global Link affiliation), and receive training
and support from the organization. AFS host families are also volunteers, but
registered in GL as volunteer host family, and not active volunteer, unless they
are actively involved with AFS beyond their role of host family.

Guidelines/
Procedures

 AFS NZL recognizes the importance of the role of volunteer and will ensure
that this is conveyed in all AFS NZL documentation.
 The organisation will ensure the role of the AFS NZL Volunteer is
supported through appropriate organisational structures and support from
AFS NZL staff.
 Policies specifically protecting the interests of AFS NZL Volunteers will be
documented, communicated and reviewed on a regular basis.
 Volunteers are required to abide by the Volunteer Code of Conduct
Agreement as staff abide by the AFS NZL Staff Code of Conduct.
 Volunteers are required to abide by the relevant clauses in the AFS NZL
Constitution.
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3.

POLICE VETTING POLICY/ NON HOSTING VOLUNTEERS

This policy relates to the Police vetting of all current AFZ NZL and volunteers. AFS NZL will take
all reasonable steps to provide due care and protection to all those involved with AFS.

Summary

 All prospective AFS NZL volunteers are required to undergo Police vetting.
 All AFS NZL Volunteers are required to undergo Police vetting every two
years.
 All AFS NZL Board members are required to undergo Police vetting every
two years.
 All AFS NZL staff are required to undergo Police vetting every two years.
 All perspective host families are required to undergo Police vetting every
time they wish to host an AFS student.

Responsibilities/  AFS NZL National Office will ensure all current Volunteers are police
Guidelines
vetted in accordance with this policy.
 The AFS NZL National Director, as Board Secretary, will ensure Board
Members and staff are police vetted in accordance with this policy.
 All AFS NZL Staff will ensure AFS NZL Volunteers receive information
about the requirement of Police vetting, clean slate legislation and the fact
that they are only provisionally accepted as AFS NZL Volunteers until
Police Vetting is complete.
 AFS NZL Volunteer Leaders are responsible for ensuring Volunteers in
their area have completed the appropriate forms every two yearly.
 Information on any person deemed to be unsuitable will be held in a
confidential file, accessible only to designated personnel. This information
will be overseen by the AFS NZL National Director.
 Information in the AFS NZL database will only state suitability, not the
offence.
 The information provided to AFS NZL by the NZ Police Vetting Service will
remain confidential to the National Director, and the AFS NZL Volunteer
Manager.
 All AFS NZL Staff and Volunteers are expected to work within the
guidelines detailed in this policy.
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4.

VOLUNTEER COMPLAINTS POLICY

This policy details how complaints regarding AFS NZL Volunteers will be handled. It will be
followed in all cases where a complaint has been received regarding an AFS NZL Volunteer.

Summary

Given the nature of the work undertaken by AFS NZL Volunteers, a
complaint may come from a number of sources. In accordance with AFS NZL’s
core values, fair and appropriate procedures for investigating and managing
such complaints are essential.
A complaint will fall into one of two categories:
 A Non serious complaint, or
 A Serious complaint.
A non serious complaint is a complaint where the behavior or action of the
Volunteer (which may include non-performance of duties) is unlikely to lead to
a criminal charge or civil action. Additionally, the behavior or action is not in
contravention of the Human Rights Act or the Privacy Act and/or is unlikely to
bring AFS NZL into serious disrepute. A Volunteer may be suspended in
relation to a non serious complaint.
A serious complaint is a complaint where the behaviour or action of the AFS
NZL Volunteer (which may include non-performance of duties) could lead to a
criminal charge or civil action. That behavior may also be in contravention of
the Human Rights Act, &/or the Privacy Act and may bring AFS NZL into
serious disrepute
If the offence is considered sufficiently serious, and continuing in the AFS NZL
Volunteer role could hinder the investigation or place others at risk, the
Volunteer shall be suspended from his/her duties immediately on receipt of
the complaint, but only after the reasons for the suspension have been fully
explained. Confidentiality will be maintained at all times.

Responsibilities

 All AFS NZL Staff and Volunteers are expected to work within the
guidelines detailed in this policy.
 This Policy will be communicated to each Volunteer when appointed by the
AFS NZL Volunteer Leader.
 Complaints will initially be handled by each AFS NZL Volunteer Leader
who will determine whether the complaint is of a serious or non-serious
nature. Confidentiality will be maintained at all times.
 Where the complaint relates to the AFS NZL Volunteer Leader, the
complaint will be handled by the AFS NZL National Director.
 Complaints deemed to be serious must be immediately passed on to the
AFS NZL National Director.
 Where a serious complaint has been received, the AFS National Director
will advise the AFS NZL Board Chairperson.
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 Overall responsibility for ensuring this policy is complied with, and all
serious complaints investigated, lies with the AFS NZL National Director.
Guidelines/
Procedures

Non-serious complaints
The AFS NZL Volunteer Leader will advise the Volunteer against whom the
complaint has been made of:
o the specific nature of the complaint,
o and the identity of the complainant.
The Volunteer will be given the opportunity to provide explanation.
The Volunteer Leader will talk or meet with all parties to hear their version
of events and establish whether there is a basis for resolution of the
complaint. If there is agreement on what happened and what will fix the
situation, the issue can be resolved confidentially between the immediate
parties.
Where a complaint is found to have substance, the Volunteer Leader will
advise the Volunteer:
o of any further corrective action required to alleviate the impact of
the complaint, and
o any action required to avoid any similar complaints in the future.
Serious Complaints
The National Director will assess whether further investigation or any other
action is warranted. If the alleged offence is of a criminal nature it shall be
reported to the police. National Office needs to be informed prior to this
step being taken.
The Volunteer will be advised by the National Director verbally in the first
instance and then in writing, of the specific nature of the complaint (other
than an offence of a criminal nature) and given the opportunity to provide
explanation. The Volunteer will be advised of his/her right to request legal
representation or advocacy at any stage of an investigation or other
process.
Where a complaint is found to have substance, the National Director will
advise the Volunteer of any corrective action required. Depending upon the
seriousness of the misconduct a verbal warning will precede a written
warning. The Volunteer will be given a reasonable opportunity to correct
his/her behaviour where appropriate.
The process and results of any disciplinary action or processes will be
recorded in writing, sighted and signed by the Volunteer and placed in a
confidential file. If one oral and one written warning do not result in
corrective action by the Volunteer, or serious misconduct is confirmed by
investigation, the Volunteer will be expelled from the organisation and
prevented from performing duties on behalf of AFS NZL.
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5.

VOLUNTEER EQUALITY AND DIVERSITY POLICY

AFS NZL is committed to developing and maintaining an organisation in which diverse ideas,
abilities, backgrounds and needs are fostered and valued, and where people from all backgrounds
and experiences are able to participate and contribute.
Summary

 Equality and diversity mean:
o Treating people fairly and with respect, ensuring equality of access
to opportunities (equality), and
o Understanding, appreciating and realizing the benefits of individual
differences (diversity).
 Volunteers will be afforded the same protection against unlawful
discrimination under the Human Rights Act 1993 (further detailed in the
Volunteer Harassment policy).
 Policies specifically protecting the interests of AFS NZL Volunteers will be
documented, communicated and reviewed on a regular basis.

Responsibilities

 The National Director is responsible for defining the policies which affect
AFS NZL Volunteers. The National Director will ensure that:
o

Staff members responsible for supporting the policy and related
procedures are held accountable;

o

Appropriate actions (including disciplinary actions) are taken in the
event of behaviour inconsistent these policies.

 AFS NZL Staff are responsible for being aware of the policies, promoting
their use, and abiding by them.
 AFS NZL Volunteers are responsible for being familiar with and abiding by
all applicable AFS NZL Volunteer Policies, guidelines and procedures.
 All AFS NZL Staff and Volunteers are expected to work within the
guidelines detailed in this policy.
Guidelines/
Procedures

All AFS Staff and Volunteers will be treated fairly and acknowledged for their
skills, qualifications, abilities and aptitudes and will not be discriminated
against on the grounds of their sex, marital status, religious belief, ethical
belief, colour, race, ethnic or national origins, disability, age, political opinion,
employment status, family status or sexual orientation.
The principles of this policy will be applied in all recruitment, selection,
professional and volunteer development activities.
AFS NZL will take appropriate action and strategies to increase or broaden
the diversity of its volunteer group as required.

C:\Users\cvasquez\Documents\Volunteers\Policies\Volunteer Policies 2015.doc

7

6.

VOLUNTEER HARASSMENT POLICY

AFS NZL is committed to providing an environment that is free from bullying and any form of
discrimination including sexual and/or racial harassment. This policy covers all situations where a
Volunteer feels that they may be being discriminated against, harassed or bullied.
Summary

 The Employment Relations Act 2000 and the Human Rights Act 1993
(including all subsequent amendments) codify forms of discrimination
which are unlawful.
 AFS NZL will not tolerate bullying or any form of discrimination and will
take a proactive approach to reduce the risk of incidence.

Responsibilities

 The AFS NZL National Director is responsible for ensuring this policy is
understood and implemented throughout AFS NZL. The Director may:
o
o

Delegate responsibility for investigation to an appropriate AFS
NZL Manager or Volunteer Leader.
Delegate communication of the policy to AFS NZL Managers.

 All AFS NZL staff and Volunteers are expected to work within the
guidelines detailed in this policy.
 All AFS NZL staff are required to advise an appropriate person if they
feel that they or another employee/volunteer is being harassed or
bullied.
 Any staff involved in the investigation of a complaint will ensure that
confidentiality is maintained.
 Where a complaint has been received, AFS NZL will take steps to
ensure that the alleged harasser cannot harass the complainant.
 The person to whom a complaint is made is required to immediately
advise their AFS Volunteer Leader or AFS NZL Manager of that
complaint.

Definitions

Harassment:
Any unwanted and unwarranted behaviour that a person finds offensive,
intimidating or humiliating and is repeated, or significant enough as a single
incident, to have a detrimental effect upon a person's dignity, safety and
well-being (Olsen).
Sexual Harassment
The Human Rights Act identifies two types of sexual harassment that are
prohibited (illegal):
o a request for sex together with an implied or overt promise of
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o

Definitions
Cont’d

preferential treatment or threats of detrimental treatment;
sexual behaviour, language or visual material which is
unwelcome or offensive and either repeated or significant
enough to have a detrimental effect on the person subjected to
it.

Racial Harassment
The Human Rights Act 1993 defines racial harassment as uninvited
behaviour that humiliates, offends or intimidates someone because of their
race, colour, or ethnic or national origin. It can involve spoken, written or
visual material or a physical act.
Racial harassment provisions are also contained in sections 103, 109 and
117 of the Employment Relations Act 2000.
Racial harassment can include:
o making offensive remarks about a person's race;
o mimicking the way a person speaks;
o making jokes about a person's race;
o calling people by racist names;
o deliberately pronouncing people's names wrongly.
Bullying
Bullying is ongoing unreasonable behaviour which is often intended to
humiliate or undermine the recipient but is not specifically unlawful.
Discrimination
The treatment of a person differently from another in the same or similar
circumstances. It includes:
o not being given an employment or volunteer opportunity;
o not being given access to a place or service;
o being treated less favourably;
o being subject to treatment that has a detrimental effect based on
a ground of discrimination.
The Human Rights Act prohibits discrimination whether direct or indirect on
the following grounds:
o age (if above 16 years)
o colour
o disability
o employment status (unemployed or recipient of a benefit or
compensation)
o ethical belief (lack of religious belief)
o ethnic or national origins (includes nationality and citizenship)
o family status (having dependents, not having dependents, being
in a marriage or a relationship in the nature of marriage with a
particular person or being a relative of a particular person)
o marital status
o political opinion
o race
o religious belief
o sex or sexual orientation
Technology as a tool of harassment
Technology, such as computers or cell phone text messaging has the
potential to be misused. Care needs to be taken with the choice of words,
avoiding double meanings or any suggestion that could be offensive to the
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recipient.
Guidelines/
Procedures

Guidelines/
Procedures
Cont’d

Procedure for dealing with incidents of harassment
In the event that an AFS NZL Volunteer feels that they have become a target
of harassment they are entitled to the confidential support of another person.
This person may be a family member or other representative such as a staff
member or their Board Outreach member, if appropriate.
In seeking to address and resolve issues of harassment, a number of options
are available. Depending on the nature and seriousness of the offending one
or more of the following options may be chosen:
1.
Approach the offender
The person who has experienced harassment may choose to confront the
offender directly to let them know that their behaviour is offensive, contrary to
this policy and needs to stop. This may mean telling the person directly, or
writing a letter to the person on a 'private and confidential' basis.
In some situations it may be difficult or unsafe for an individual to use the direct
approach. The following options are available:
2.
Informal procedures
A third party such as an independent support person, your AFS Leader or the
appropriate Manager may be approached and asked to help resolve the
situation. The options will need to be considered and appropriate course of
action determined. Decisions will need to be made about an informal
investigation or a formal complaint and investigation.
An informal investigation requires that the appropriate AFS NZL Volunteer
Leader or AFS NZL Manager be informed of the allegations. They will then
meet with both parties to hear their version of events and establish whether
there is a basis for resolution. If there is agreement on what happened and
what will fix the situation, the issue can be resolved confidentially between the
immediate parties.
If there is no prospect of a satisfactory resolution, then the AFS NZL Volunteer
Leader or Manager will have to inform the complainant of the formal options
available to them. It may be that an external Mediator is required.
3.1
Formal procedures
A formal complaint needs to be submitted in writing, under confidential cover.
The written complaint should include:
o who the complaint is about;
o what happened (including the times, dates, places, what was
said and done);
o how the complainant responded and what impact the behaviour
had on them;
o whether anyone else witnessed the behaviour;
o what the complainant wants to happen as a result of their
complaint, including what would fix the situation for them.
Formal complaints may be directed to either an AFS Manager or the National
Director.
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3.3
Human Rights Commission - Complaint
Complainants can lodge a complaint with the Human Rights Commission,
under the Human Rights Act. Generally, the Human Rights Commission
encourages people to try to resolve the complaint internally in their
organisation first.
The Human Rights Act 1993 has identified thirteen grounds in which
harassment could be seen as a form of discrimination. There are specific
provisions related to sexual and racial harassment. The Commission’s website
is www.hrc.co.nz and its toll free number is 0800 496 877.
3.4
Police
Complaints of a criminal nature, for example physical or sexual assault, or
stalking, are a police matter as well as an AFS NZL concern. The complaint
should be reported immediately to the AFS NZL National Director.
3.5
Harassment by External Parties
If allegations of harassment relate to a customer or member of the public or
contractor, the complainant should inform the appropriate AFS NZL Leader or
AFS NZL Manager. AFS NZL will investigate and take all reasonable steps to
stop it happening again. This may involve speaking directly with the person
concerned, lodging a complaint with the client's/contractors employer, lodging
a complaint with the police or obtaining a trespass order against the person.
4.
Making a False Complaint
It is defamatory to make a false statement about someone that is likely to harm
his or her reputation. A complainant may be liable under civil litigation if an
allegation of libel was upheld.
Complaints found to be false may result in disciplinary action being taken
against the complainant.
If making a complaint ensure that:
o the description of events is true and accurate;
o the allegation is only discussed with those who need to know;
o discussion about the allegation takes place in private;
o all correspondence is marked private and confidential;
o all correspondence is stored confidentially.
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7.

VOLUNTEER HEALTH AND SAFETY POLICY

AFS NZL has a responsibility to its Volunteers Health and Safety under the Health and Safety and
Employment Act (HSE 2003). AFS NZL will ensure appropriate levels of duty of care according to
the above legislation
Summary

 AFS NZL has a general duty of care to provide for the health and safety of
AFS NZL Volunteers. There are no penalties in the Act applying to this
duty of care (Refer to the department of Labour’s “Volunteering Factsheet”
http://www.dol.govt.nz/hs/law/quickguide/pdfs/volunteers.pdf3)

Responsibilities/  There are no enforceable duties under this level of the HSE Act,
Guidelines
although due to the nature of the work provided by AFS NZL
Volunteers, AFS NZL will take all practicable steps to prevent harm to
Volunteers.


All AFS NZL Staff and Volunteers are expected to work within the
guidelines detailed in this policy.

 AFS NZL will take all practicable steps to prevent harm to Volunteers
undertaking duties on behalf of AFS NZL.
 AFS NZL will compile and review annually a Hazards list and list of
resources to assist Volunteers in identifying possible risks and
address those risks. This will be available on the AFS NZL website;
www.afs.org.nz/volunteering
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8.

VOLUNTEER INDUCTION POLICY

This policy provides a process for the induction of all AFS NZL Volunteers into the organisation.
The objective of the induction programme is to provide an informative and useful introduction to the
organisation for all new Volunteers.
Summary

 All AFS NZL volunteers will be inducted into the organisation.

Responsibilities/  All Volunteers will be given induction information about AFS NZL
including an explanation of the AFS NZL mission and structure, the
Guidelines
Volunteer Code of Conduct, and Available support and resources
 New Volunteers will be registered on the Global Link by AFS NZL
Staff.
 It is the responsibility of the AFS NZL National Director to ensure all
AFS NZL Volunteers adhere to the AFS NZL Induction Policy.
 AFS NZL Staff are responsible for ensuring that new Volunteers are
provided with appropriate information for their role.
 AFS NZL Volunteer Leaders will ensure that new Volunteers in their
region are inducted using both nationally provided and local
materials.
 All AFS NZL staff and Volunteers are expected to work within the
guidelines detailed in this policy.
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9.

INFORMATION PRIVACY POLICY
POLICY STATEMENT
AFS is committed to the protection of information in all forms, throughout its lifecycle, from
all threats to security. This includes unauthorised or inappropriate access, use,
modification, disclosure, destruction, theft or disaster.
This includes information:





that is of a personal nature in respect of individuals associated with AFS;
that is of a personal nature in respect of AFS employees.
that is essential to maintaining commercial viability;
that is commercially sensitive to AFS or its clients.

APPLICATION
This policy applies to all AFS NZ employees and volunteers who have access to personal
information collected by or on behalf of AFS NZL.
RESPONSIBILITIES
The National Director is the AFS Privacy officer and is responsible for ensuring that this
policy is implemented at all levels of the organisation.
Senior management are responsible for the implementation of this policy as it applies to
their team and area of responsibility.
Volunteer manager is responsible for the implementation of this policy across the network
of AFS volunteers.
Chapter Presidents/ Leaders are responsible for the implementation of this policy it applies
to their chapter members and volunteers.
All staff and volunteers are responsible for ensuring that knowledge and information that
is accessible to them is only shared with parties that have right of access.

9.1 COLLECTION OF PERSONAL INFORMATION
Personal information about individual participants, host families, members, volunteers and
staff will only be collected by AFS where it is required for a lawful purpose connected with
an AFS function or activity. When information is collected, individuals must be informed of
the following:
•
•
•
•
•
•

The purpose for which the information is being collected;
The intended recipients of the information (AFS New Zealand);
AFS’ name and address and where the information is being held;
The consequences, if any, for that individual if all or any part of the requested
information is not provided;
The rights of access to and correction of personal information.
The length of time the information will be held for.
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Note: AFS has a responsibility to make information collection practices clear to participants,
volunteers and members.

9.2

RETENTION OF INFORMATION



All r records shall be retained for as long as it is deemed useful. All employee
personnel records shall be retained for a period of seven years.
All records of financial transactions and accounting shall be stored for a period of seven
years.

Note: Information Privacy Principal 9 provides that, personal information may only be
retained for as long as required for the purposes for which it may be lawfully used.

9.3 ACCESS TO PERSONAL INFORMATION




Individuals may seek confirmation that AFS holds personal information.
Employees may request access to their own personnel record for purposes of
verification of the accuracy of information only.
Requests to correct that information shall be made in writing. Requests shall be
attached to the information, whether or not the correction is made.

9.4 RIGHTS TO ACCESS INFORMATION





Employees and volunteers will have access to up-to-date contact details of current and
previous host-families, volunteers, members and participants who have agreed to be
contacted by AFS.
Support volunteers will have access to support records of the students and host families
they are working with.
Employees will have access to data according to the protocols dictated by their roles.
Once a volunteer or employee leaves the organization they will no longer have access
to any of the data held by or on behalf of the organization with the exception of their
own records

9.5 CONFIDENTIALITY OF PERSONAL INFORMATION
All information obtained from AFS participants, host families, members, volunteers and staff
must be treated with absolute confidentiality.




No personal information may be shared with a third party without the consent of the
individual concerned.
Staff and volunteers are responsible for ensuring that records are kept secure.
AFS has an obligation to work in partnership with its partner organisations. On
occasions it will be important to bring to the attention of host/sending agencies issues of
significance that have arisen from observation and conversation with individuals in NZ.
Such discussion must only take place after consideration of the issue and a
determination of how to present the information without compromising trust and
confidentiality.
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9.6

PAPER BASED RECORD SECURITY




All paper based participant, host family, volunteer, member and personnel
records shall be stored in designated cabinets that are securely locked and
accessible only to authorised personnel such as Senior Management,
administration staff and chapter presidents/leaders.
All data shall be stored on the AFS Computer Network and accessible to
authorised personnel only.

9.7 ELECTRONIC SECURITY
All AFS data that is stored on personal computers (eg at home), shall be stored in a
separate AFS directory that is password protected and accessible to authorised persons
only.




All AFS data stored on the AFS computer network shall be held in the common files
directory.
All AFS National Office computers shall be set up for authorised users only and each
user’s access shall be password protected.
Only authorised individuals will be granted access rights to participant, host family,
volunteer, members or personnel records that are stored electronically.

DATA BACKUP



Data stored on the Cloud is subject to the Cloud Back up protocols. Finance data stored
on the Head Office Server shall be backed up daily and backup tapes or data shall be
held in a secure offsite location.
Data stored on offsite computers shall be backed up onto a transportable media such
as CD or tape once a week. Backup shall be held in a secure location.

DATA PROTECTION



All AFS National Office computers shall be equipped with virus protection and firewalls.
Effectiveness of protective measures shall be monitored and updated by a reputable
information technology specialist at least once a month.

9.8 OFFICE SECURITY





AFS premises shall be securely locked and alarms set at the conclusion of each
business day.
AFS premises shall be monitored by an authorised agency at all times.
Staff must call the authorised agency if working after hours.
All AFS employees are responsible for ensuring that information that is stored at
home or in motor vehicles remains secure and accessible to authorised users
only.

9.9 DOCUMENT DESTRUCTION


Documents that are no longer required shall be destroyed using a secure document
destruction service.
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9.10 COMPLAINTS TO THE PRIVACY COMMISSIONER
Individuals may make a formal complaint to the Privacy Commissioner on the following
grounds:






Where it is believed that personal information has not been properly
safeguarded;
Where it is believed that personal information has been inappropriately
collected, used or disclosed;
Where an individuals request to access personal information has been denied;
Where an agency has refused requests to correct inaccurate information.
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10.

VOLUNTEER PERFORMANCE MANAGEMENT PROCEDURES

The Volunteer Performance Management system is designed to manage the effectiveness of
all AFS NZL Volunteers, whilst supporting their development within the organisation.

Summary

 Performance expectations of Volunteers are relevant to the particular
task and detailed in the according volunteer role description and
specific online module. These resources outline the role purpose, job
duties and responsibilities.
 AFS NZL will provide training and ongoing development to Volunteers
in accordance with the needs of the organization and its volunteers.

Responsibilities

 Volunteers are required to follow the Volunteer Code of Conduct and
all policies and procedures detailed in this manual.
 The performance of AFS NZL Volunteers in specific roles/ duties will
be monitored by the AFS NZL Community Leader and/or AFS NZL
Managers.
 All AFS NZL Staff and Volunteers are expected to work within the
guidelines detailed in this policy.

Guidelines

 AFS NZL recognises that informal recognition of good performance is
important and will acknowledge such performance where appropriate.
 Formal awards and recognition available to Volunteers are detailed in
the “Volunteer Recognition and Rewards Policy” in this document.
 Breach of the Code of Practice or policies and procedures detailed in
this document may result in remedial action &/or removal from an
AFS NZL Volunteering opportunity.
 Where a Volunteer’s performance is not reaching the required
standard ‘Procedures to improve performance’, detailed as follows,
will be followed.
 Performance issues may be dealt with during supervision and support
via feedback.
Procedures to Improve Performance
Stage one
Where performance or conduct is not reaching the levels required by the
organisation, the AFS Community Leader or AFS NZL Manager of the
Volunteer will:
o
o
o

Discuss the shortfall with the individual,
Request an explanation,
Discuss and implement ways in which the problem area(s)
may be corrected and how AFS NZL can assist to achieve
this.
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Guidelines
Cont’d

Note: Where the matter is serious, an investigation may be undertaken
and the Volunteer will be informed of this. An investigation may result in
either no further action or:
o

Information detailing the facts of the case together with the
nature of requests for improved behaviour being placed on
record in the National Director’s confidential file.

Stage two
If no improvement is forthcoming, the AFS NZL National Director or AFS
NZL Community Leader, as appropriate, will speak to the Volunteer
again. The performance standards required will be explained and the
Volunteer will be given the opportunity to either remain or depart from
their role.
If the Volunteer wishes to remain in their role, a letter confirming this
discussion will be issued, which will detail:
o agreed areas for improvement,
o agreed assistance to be provided by AFS NZL, and
o any possible consequences resulting from failing to improve.
A copy of this letter will be placed in the National Director’s file.
Stage three
If there is no significant and sustained improvement within the next
immediate period, the AFS NZL Volunteer will be notified in writing of
their removal from the role. A copy of the letter detailing the removal and
reasons for removal will be placed on the National Director’s file.
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11.

VOLUNTEER RECRUITMENT POLICY

Applications for the role of Volunteer will be encouraged from all walks of life to ensure as
diverse a range of people are recruited as AFZ NZL Volunteers. Recruitment campaigns will
target applications on this basis.
Summary

 AFS NZL will ensure Volunteer recruitment processes are open,
consistent, fair and do not discriminate (either directly or indirectly) or
appear to discriminate (Section 21 of the Human Rights Act 1993).
 AFS NZL values diversity and works to build a Volunteer profile that
reflects the organisation’s philosophy, mission and vision.
 Anyone who is willing, able and suitable to volunteer for AFS NZL
may be selected to volunteer. The sole qualification for volunteer
recruitment is the ability and suitability to perform a task on our
behalf.

Responsibilities/  Overall responsibility for ensuring this policy is complied with lies with
the AFS NZL National Director.
Guidelines
 The responsibility to recruit Volunteers lies with the AFS NZL
Volunteer team, wider AFS NZL Staff and AFS NZL Community
Leaders and Volunteers.
 Volunteer recruitment campaigns, press releases and awareness
raising of opportunities will be undertaken by National Office as
appropriate.
 All AFS NZL Staff are expected to work within the guidelines detailed
in this policy.
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12.

VOLUNTEER REIMBURSEMENT POLICY

AFS NZL has an equal partnership with Volunteers and appreciates the work they do to deliver on
our promises and further our mission and values. It is therefore appropriate that AFS NZL honours
this relationship by reimbursing volunteers for reasonable expenses they incur while carrying out
their role as an AFS NZL Volunteer.
Summary

As a “Not for Profit” organisation AFS needs to manage and spend its funds
carefully. Volunteers are expected to be conscious of this when incurring
expenses on behalf of AFS NZL.
 AFS NZL will reimburse all reasonable expenditure incurred while an
individual carries out their role as an AFS NZL Volunteer. Expenditure that is
not deemed reasonable by the appropriate AFS NZL Manager will not be
reimbursed
 AFS NZL Volunteers may seek reimbursement from their chapter, for
everyday local chapter activities, and from national office, for national
oriented tasks, for the following expenses incurred on behalf of AFS:
o Travel
o Accommodation
o Courier costs
o Advertisement
 All claims for reimbursement are to be submitted on the AFS NZL Volunteer
Expense form within 3 months. Claims over three months old will not be
reimbursed.

Responsibilities

 Overall responsibility for ensuring this policy is complied with lies with the
AFS NZL National Director.
 The AFS Finance Team will ensure the most up to date version of the AFS
NZL Volunteer Expense form is available on the AFS NZL website.
 AFS NZL Volunteers are required to submit claims for reimbursement in a
timely manner.
 Volunteers are responsible for keeping current records, obtaining receipts
(with GST number, if appropriate) and mileage details.
 All AFS NZL staff are expected to work within the guidelines detailed
in this policy.
 Chapter committees should decide every AGM what specific types of
expenditure they will reimburse (e.g. transport for volunteers to and from
chapter activities, food provisions for events, trips for hosted students, etc.).
Their decisions are expected to work with the guidelines detailed in this
policy.
 All items for reimbursement of actual expenses must be accompanied
by receipts.
 Some expenses can be paid directly by AFS NZL for example, travel booked
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through the AFS NZL travel Coordinator.
Guidelines

 All claims must be submitted within three months of being incurred. Claims
submitted after this time will not be reimbursed.
 Each year, all October, November and December claims must be submitted
no later than 05th January of the following year. This is to ensure all
expenses are accounted for in the correct financial year.
 When required a cash advance against reimbursable expenses may be made
by the AFS NZL Finance team. All advanced monies are to be accounted for
through a detailed statement of expenditure.
 Transport will normally be by economy class air travel, car and private
transport, shuttle or taxi including airport transfers, except where such
transport is not available or is unsuitable.
 Airfares, departure taxes, necessary internal travel expenses (shuttles, taxis,
buses etc), and travel necessary to fulfill the purpose of any visits will be met
by AFS NZL.
 Car mileage is to be claimed at the agreed AFS rate, which is detailed on the
Volunteer Expense Claim Form. If car mileage is likely to exceed 300km then
use of a rental vehicle should be discussed with the appropriate AFS NZL
Manager.
 Accommodation and meal expenses incurred while undertaking AFS National
Office duties will be met by AFS NZL, with prior approval by the appropriate
AFS NZL Manager.
 In certain circumstances and with prior approval from the appropriate AFS
NZL Manager, AFS NZL Volunteers may be given a daily living allowance to
cover meals and incidentals while carrying out the duties of AFS NZL.
 Agreed costs associated with pre-approved (by the National Director and
Volunteer Manager) International travel for AFS NZL Volunteer will be
reimbursed.
 Chapters responsible for organising the AFSNZL Conference, camps
and training events will be reimbursed directly.
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13.

VOLUNTEER SUPERVISION AND SUPPORT POLICY

AFS NZL will provide supervision and support to all Volunteers. Supervision can be defined as
meeting with another person with relevant experience, skills or knowledge to receive guidance.
Supervision aims to develop an individual in a professional capacity and allow them to reflect on
their work practices.
Summary

Support and Supervision will be provided to Volunteers by their Chapter
and Community leaders in the first instance. Further support may be
provided by other AFS NZL staff as appropriate.
Support will be effected through mentoring and coaching, problem solving
and conflict resolution.

Responsibilities/  Overall responsibility for ensuring this policy is complied with lies with
the AFS NZL National Director.
Guidelines
 AFS NZL will provide supervision and support to all Volunteers through
a range of methods, including mentoring, coaching, problem solving and
conflict resolution.
 Supervision of volunteers aims to address the needs of the Volunteer,
the Volunteer team and the wider organisation.
 AFS NZL Volunteer Leaders are responsible for ensuring the
Volunteers in their teams receive the necessary supervision and
support.
 Support will be provided to Volunteer Leaders by the organisation to
ensure they are able to undertake this role requirement.
 AFS NZL Staff will provide positive constructive feedback when
providing ongoing support, supervision, mediation and mentoring in
their everyday interaction and dealings with Volunteers.
 Performance issues can be dealt with during supervision and support
via feedback as based on the relevant role description and role
handbook.
 AFS NZL Volunteers will seek to resolve issues and concerns during
supervision and support before seeking more formal avenues.
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14.

VOLUNTEER TRAINING POLICY

AFS NZL is committed to providing training and ongoing development to our Volunteers. We
recognise that Training and Development helps improve both individual and organizational
performance.
Summary

Training comes from many sources and may be delivered in different ways.
Training may be delivered by other volunteers, other AFS staff or external
trainers. Training may occur at the Annual AFS NZL National Conference,
at Local/ Regional/ National training events, on-line or through mentoring
from other experienced volunteers.
AFS NZL Volunteers and their AFS Community Leaders and Managers will
work together to identify individual training needs as part of the Volunteer
Performance Management policy.
Community and Chapter Leaders will encourage their team members to
participate in local, regional and/or national training initiatives.
Volunteers are encouraged to participate in any training recommended.

Responsibilities/  The AFS NZL Volunteer Manager will maintain an overview of volunteer
training requirements.
Guidelines
 Appropriate Training materials will be developed by, and made available
to, Volunteers by appropriate AFS NZL Staff and the AFS NZL
Volunteer Services team.
Training materials will be readily accessible to Volunteers through the
AFS website www.afs.org.nz
 Overall responsibility for ensuring this policy is complied with lies with
the AFS NZL National Director.
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15.

VOLUNTEER RECOGNITION AND REWARDS

AFS NZL recognises that AFS NZL Volunteers deserve formal acknowledgement and recognition
for their achievements in the name of AFS.
Summary

Formal awards and recognition are made on three levels; International;
National and Local. AFS NZL recognises that informal recognition is also
important and we will provide meaningful, genuine acknowledgements
where appropriate.

Responsibilities

 AFS NZL Board, Staff and Volunteers are responsible for promoting the
AFS NZL Volunteer Recognition and Rewards Policy.
 AFS NZL Chapters, Communities, Volunteers as members of AFS NZL
teams, Board and Staff are responsible for nominating any volunteer or
community who meet the AFS NZL Volunteer Recognition and Rewards
criteria.

Procedures/
Guidelines

A. International Awards/Recognition
The Galatti Award
This award is conferred by the AFS International Board of Trustees on
individuals who, over a sustained period of time, have provided long-term
outstanding support to AFS at the grass-roots level. It is open to any AFS
Volunteer who has not previously received it and who is not serving on an
AFS Board or the AFS Board of Trustees at the time of nomination.
During the first part of the nomination phase anyone can, given that the
nomination is seconded, nominate an AFS Volunteer. Each AFS Partner
Country chooses one of the nominees from their country as their official
nominee for the Award as only one person per AFS Partner Country can be
nominated in each year.
Nominations are sought by the AFS International Board of Trustees, and
are to be entered on the Galatti Award website www.galattiaward.org. The
AFS NZL Board makes the final nomination.
The award is in the form of a plaque or plate and certificate and is
presented by an AFS International Board or Staff Member or AFS NZL
Board Member at the AFS NZL National Conference, or other suitable
event.
Deadline is per the AFS International deadline.
B. National Awards/Recognition
1. AFS NZL Life Member
This award is conferred by the AFS NZL Board on individuals who have
provided significant and outstanding service to AFS NZL of a period of no
less 15 years.
Nominations are sought by the AFS NZL Board from AFS NZL Volunteers
using the nomination form on the AFS NZL website.
Recognition is in the form of a plaque and certificate and presented at
the AFS NZL National Conference.

C:\Users\cvasquez\Documents\Volunteers\Policies\Volunteer Policies 2015.doc

25

Procedures/
Guidelines
Cont’d

Records will be kept in the annual report and AFS NZL website, as well as
in the AFS NZL database Global Link.
Nomination Deadline 1 March.
2. AFS NZL Volunteer of the Year
This award is conferred by the AFS NZL National Director on an
individual who has provided significant service to AFS in the previous year
(e.g. for services to sending, support, hosting etc).
Nominations are made by AFS NZL Staff, Communities or Volunteers
using the nomination form on the AFS website.
Recognition is in the form of a certificate produced by the AFS NZL
National Office and a gift of an agreed value to be determined through the
Volunteer Manager’s annual budgeting process. This will be presented at
the AFS NZL National Conference. Records will be in the form of the
recipient’s name in the AFS Database Global Link and on the AFS NZL
website.
Nomination Deadline 1 March
3. AFS NZL Community of the Year
This award is conferred by the AFS NZL National Director on a
community or team which has provided significant service to AFS in the
previous year (e.g. for services as a support team, fundraising team or for
growing an area of AFS as a team etc).
Nominations are made by AFS NZL Staff, Communities or Volunteers
using the nomination form on the AFS website, www.afs.org.nz.
Recognition is in the form of a certificate produced by the AFS NZL
National Office and a gift of an agreed value to be determined through the
Volunteer Manager’s annual budgeting process. This will be presented at
the AFS NZL National Conference. Records will be in the form of the
recipient’s name in the AFS Database Global Link and on the AFS NZL
website..
Nomination Deadline 1 March
C. Local Awards/Recognition
AFS NZL Community Volunteer Awards
These awards are conferred on individual volunteers who have provided a
significant service to a local AFS NZL Community.
Nominations are made by other local AFS NZL Volunteers or Committee
in the Community. Recognition is in the form of a certificate produced by
the AFS NZL National Office and presented at a local AFS NZL
Community meeting, or AGM. Records will be in the form of the recipient’s
name in the AFS Database Global Link.
Nomination Deadline: The request for certificates should be made to
the Volunteer Services team at National Office at least one month
prior to requirement.
D. Informal Awards/Recognition
This type of recognition and reward is often cited as having the greatest
motivational impact and meaning. The essence of informal recognition is
that the recognition is sincere, personable, timely, and relevant to each
individual. AFS NZL Volunteer Leaders and Staff are encouraged to use
informal recognition and rewards such as emails, cards, minuted
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congratulations or thanks, as appropriate.
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