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Belconnen Arts Centre Volunteers Code of Conduct Agreement
I recognize that I am an ambassador of the Belconnen Arts Centre. When working as a volunteer I understand and undertake to: 
· Follow the duty statement and staff instructions to the best of my ability, with care and diligence
· Remember that I am representing the Belconnen Arts Centre whilst I am volunteering here.
· I will wear a clearly displayed name badge at all times. 
· I will keep up to date on the Centre’s current program, activities and upcoming events and enthusiastically communicate these to the community. 
· I will not use my time working at the Centre to promote my own business ventures, hobbies and projects to the general public and community.
Occupational Health and Safety

· I will follow any safety procedures that have been communicated to me. If I feel a situation is compromising my own or others safety, I will promptly inform a staff member.
· I will remember that the best approach to safety is common sense and asking before doing.
· I will communicate my skills and skill limitations to staff. If I feel a task is too physically taxing, too complicated or using technology I am not confident with, I will speak to a staff member so we can find a more suitable task.
· I will remember to communicate my personal limits, safety and comfort to staff. 
· I will be clear about when I am able to work, and finish my shift when I need to.
· I will take proper breaks throughout the day, including lunch which I understand can be taken in the foyer and with any visiting friends. 
· If I feel uncomfortable about doing a task, (eg. feel too hot, too cold, or unwell at anytime during my shift) I will advise the volunteer coordinator or staff on duty.
Working in a Team and Customer Service environment
· I’m a positive, friendly, capable person – I will do my best to share this with other volunteers, staff and community members whilst I’m at the Centre. 
· I understand that I am working in a team environment with both paid staff and other volunteers.
· I undertake to respect the needs of team members, clients and the general public while working at the Art Centre.
· I will maintain confidentiality and act with honesty and integrity in the course of volunteering with Belconnen Arts Centre Incorporated.
· Use resources frugally and adhere to environmentally sustainable principles.

Respecting the arts, materials and equipment

· I understand that each individual has a different approach to the arts and will respect this when dealing with clients and the general public by not promoting my own opinions.
· I understand handling artwork, materials and equipment requires specialist skills. I will only work with artwork, materials and equipment as directed by staff. This may include preparation of spaces, assisting with setting up for exhibitions and events and sale of work.
· I will not copy any work by any artist unless so instructed for documentation or promotional purposes. I understand that copyright rests with the artist/s.
Policies and Procedures

· I have been made familiar with the current policies and procedures of Belconnen Arts Centre Incorporated as far as they have been developed to date.
I undertake not to make improper use of my volunteer position for personal gain or to seek gain or advantage or for any other person and offer my volunteer services at no cost to Belconnen Arts Centre Incorporated.
Signed  ......................................................................
Full Name ..................................................................

Date: .........................................................................
10 February 2010














                                                               

Belconnen Arts Centre is an ACT Government facility
                                                                                     and is supported by the ACT Government
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