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BASEBALL NORTHERN TERRITORY 

VOLUNTEER MANAGEMENT POLICY 

As of 06 April 2020 

 

PREAMBLE 

This policy should be read and carried out by all who affiliates of Baseball Northern Territory who 
engage volunteers to assist with various operations for the Sport of Baseball within the Northern 
Territory. 
 

PURPOSE OF THIS POLICY 

The purpose of policy is to provide a comprehensive policy and procedure in relation to recruitment, 
screening and selection, training and induction, volunteer management, retention, rewards and 
recognition.  
 

INTRODUCTION 

Volunteers play a critical role in ensuring the success Baseball Northern Territory, its clubs, associations, 
events and the baseball community. Attracting and retaining dedicated volunteers is vital to the 
continued success of Baseball in the Northern Territory. Volunteers play an integral role at all levels of 
our Sport. Baseball Northern Territory is committed to providing volunteers with challenging and 
rewarding experiences. 

PRINCIPLES OF VOLUNTEERING 

• Benefits to volunteer & the community 
• Work is unpaid 
• Work is always a matter of choice 
• Work is an activity performed for the Not-for-Profit ONLY 
• Promotes human rights & equality 
• Respects the rights, dignity, and the culture of others 
• Work is not compulsorily undertaken to receive pensions or government allowances 
• Not a substitute for paid work 

REASONS PEOPLE CHOOSE TO BE VOLUNTEERS 

• To help others or the community 
• For social contact 
• Due to personal/family involvement 
• To gain skills & experience 
• For personal satisfaction 
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ORGANISATIONAL OVERVIEW 

Baseball Northern Territory is the state sporting body, governed by Baseball Australia. The state 
association has 2 associations, one in Darwin and one in Alice Springs. The association is managed by a 
Board of Directors consisting of 5 members. Currently, the association has 2 full-time staff members. 

Baseball Northern Territory’s mission is to facilitate continued growth in our game with integrity and 
transparency. Aspiring to build on our legacy and to unify the Northern Territory through Baseball. 
 

VOLUNTEER MANAGEMENT 

Volunteers will be appointed and managed by capable personnel with authority and resources to 
achieve desired outcomes.  

The following Volunteer Management system will apply:  

CHIEF EXECUTIVE OFFICER 

• The Chief Executive Officer will develop and maintain volunteer operational policies and 
procedures 

• Assign responsibility and resources to manage volunteers 

PROGRAM MANAGER 

• The Program Manager will be responsible for recruitment, appointment and induction of 
new volunteers 

• Monitor the work of volunteers and their work environment 
• Provide training and help develop and provide recognition to volunteers 
• Develop and maintain volunteer documents and records 

VOLUNTEER 

• Will undertake work as outlined in position description 
• Contribute to event/program evaluation at debriefing sessions 

 

RECRUITMENT & SELECTION 

RECRUITMENT  

Baseball Northern Territory will assess opportunities where volunteers are required and ensure that the 
most suitable volunteer is selected for the appropriate role.   

Where volunteers are required, advertising will be organised via email, websites, and any other form of 
communication deemed appropriate (i.e. social media).  

Position descriptions will be developed for the various roles required, which clearly describe the range 
of skills, knowledge, personal qualities and responsibilities needed. The position descriptions also assist 
volunteers in the selection for the most suitable role for themselves.  

Volunteer Expression of Interest forms will also be created to provide additional information including 
contact information, hours, times & dates of relevant event/program. These forms also allow the 
volunteer to select the desired role and indicate times available.  
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Baseball Northern Territory will use the Expression of Interest forms to decide on appropriate candidates 
for interviews and prepare a draft timetable for prospective candidates.  

Both documents increase the likelihood of appointing suitable candidates and reduces confusion 
regarding responsibilities. They also provide a documented basis from which advice, guidance and 
performance management can be constructed.   

SELECTION 

The Chief Executive Officer & Program Manager will be responsible for selection  

Interviews will be conducted to learn about the volunteer, their background, skills, interests and to 
explore any concerns.  

Interview questions are designed to encourage responses that assist in assessment of relevant work, 
related experiences, relevant formal & informal education, integrity, initiative, ability to work with others, 
ability to work with others &/or alone and eagerness to work. 

Reference checks undertaken assist with the screening volunteers. Appropriate reference checks and 
screening must be undertaken before position is offered to preferred candidate. They confirm the 
background and skills of the applicants and provide an outside opinion on the suitability of that 
volunteer.  

Suitable applicants will be shortlisted by the selection panel based on the information provided in the 
application, CV and cover letter. At the discretion of the selection panel, shortlisted applicants may be 
interviewed to determine a preferred candidate, or the decision may be made solely on written 
documentation.  

Interviews can be face to face or via telephone. All applicants must be asked the same standard 
questions. However, no questions about age, race, national origin, gender, sexual preference, marital 
status, dependents or religion will be asked.  

Questions are based on ability of applicant to fulfil key responsibilities and fit with the organisational 
culture.   

Applicants are notified of the outcome of their application in writing. Successful applicants are provided 
with an induction pack regarding their position and the organisation. 

 
SCREENING 

Baseball Northern Territory is both ethically and legally responsible to prevent discrimination, 
harassment and abuse from occurring in the sport of Baseball.   

The Baseball Australia Member Protection Policy requires all staff, members and volunteers to take steps 
to adequately screen people whose role requires them to have direct and unsupervised contact with 
children. Where programs and events involve children, all volunteers are required to have or obtain a 
working with children card.  
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The Baseball Australia Member Protection Policy aims to maintain ethical and informed decision making 
and responsible behaviours within the sport of Baseball. It outlines the commitment to a person’s right to 
be treated with respect and dignity and to be safe and protected from abuse. This Policy informs 
everyone involved in the sport of Baseball of his or her legal and ethical rights and responsibilities and 
the standards of behaviour that are required.   

For further information refer to the Baseball Australia Member Protection Policy. 

 
INDUCTION & TRAINING 

INDUCTION 

The Induction process is an integral part of the volunteer management process. It familiarises volunteers 
with Baseball Northern Territory, its’ facilities, and by providing information on the policies and 
procedures that outline their roles and responsibilities. 

TRAINING 

Training provides volunteers the opportunity to gain new skills and knowledge. Baseball Northern 
Territory is committed to providing relevant training for all appointed volunteers.   

Volunteers are encouraged to develop and expand their personal and professional skills, identifying 
training opportunities where possible. Specific training for volunteers will be provided where appropriate 
and financially feasible. 

 
SUPERVISION & EVALUATION 

SUPERVISION 

Baseball Northern Territory will appoint an appropriate supervisor for each volunteer. The supervisor will 
be responsible for providing guidance, consultation, assistance and management of that volunteer.   

Accurate records are required to be kept for safety and insurance purposes. Volunteers are required to 
sign in and out.  

EVALUATION 

Periodic evaluations will be conducted to review the performance of the volunteer, to suggest any 
changes in work style, to seek suggestions from the volunteer, and how they can improve their 
relationship with Baseball Northern Territory.  

The aim of the evaluations is to include both an examination of the volunteer’s performance of position 
responsibilities and discussions of any suggestions that the volunteer may have concerning the position 
or project with which the volunteer is connected. It is also that these evaluations are signed by both 
parties and filed securely.  

All supervision and evaluation processes use the position descriptions as a reference point. The 
following components are recommended to be discussed and documented:  

• how the volunteer thinks they are doing in each area, and how they are enjoying their work 
• feedback on the volunteer’s performance, keeping comments positive, however clearly 

stating concerns 
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VOLUNTEER PERFORMANCE DISPUTE PROCEDURE 

Where a volunteer has been informed as soon as possible of any complaint concerning their 
performance of his/her work, instant dismissal may result. However, they will be provided an opportunity 
to discuss the situation.   

The Program Manager will be required to outline how the volunteer must improve their performance. 
Any assistance needed by the volunteer to improve his/her performance will be identified and provided 
where possible.  

A review date is also scheduled to evaluate the volunteer’s performance, if there is little or no 
improvement at that meeting, further discussions to improve are undertaken. If the problem persists, the 
Program Manager may terminate the volunteer appointment. 

 
VOLUNTEER MISCONDUCT 

Misconduct includes very serious breaches of Baseball Northern Territory’s policies and procedures that 
warrant instant dismissal of a volunteer.  

EXAMPLES OF MISCONDUCT INCLUDE: 

• Theft of property or funds from Baseball Northern Territory 
• Wilful damage of property 
• Intoxication through alcohol or other substances during working hours 
• The disclosure of confidential information regarding the organisation to any other party 

without prior permission. 
• Falsification of any of Baseball Northern Territory’s records for personal gain or on behalf of 

another person. 
 

VOLUNTEER RECOGNITION  

Volunteer recognition is the crucial process of rewarding and motivating the people who have 
contributed positively to Baseball Northern Territory.   

Baseball Northern Territory recognises volunteers at the conclusion of events, volunteer names printed 
on relevant event publications, and in the Annual Report. Baseball Northern Territory may nominate 
volunteers for higher recognition awards as it sees fit, such as at the NT Sport Awards. 

 
VOLUNTEER RECORDS 

Baseball Northern Territory will collect and maintain confidential personnel records for each appointed 
volunteer which will include:  

• Expression of Interest form 
• Emergency contact details and next of kin information 
• Results of police checks and pre-employment reference checks 
• Records of attendance and training 
• Records of incidents and accidents 
• Payments and expense reimbursements 
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CONFIDENTIALITY  

All volunteers have a right to have their confidential and personal information dealt with in accordance 
with the principles of the national Privacy Act 1988.  

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information 
to which they are exposed while serving as a volunteer, whether this information involves a single staff, 
volunteer, members or other Baseball Northern Territory business.  

Failure to maintain confidentiality may result in termination of the volunteer’s relationship with Baseball 
Northern Territory or other corrective action. 

 
POLICY REVIEW PROCEDURE 

This policy should be reviewed by the Board of Baseball NT every three (3) years.  

The next review date is 06 April 2023. 


