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Message from the Chief Executive Officer
The Town of Victoria Park is committed to being 
a great place to work, live, learn and play. We 
acknowledge the invaluable contributions that 
volunteers provide within our organisation through 
the provision of services, projects and events that 
make our Town a dynamic place for everyone.

Volunteers are passionate and generous individuals 
who often change people’s lives for the better. 
They play an important role in creating a strong and 

connected community. In recognition of this the 
Town will strive to provide a welcoming and inclusive 
program that will support our volunteers to achieve 
their personal and professional aspirations.

The Town’s values are to be caring, proactive, 
innovative, and have integrity. We expect our 
volunteers to also share these values when partnering 
with us. Whether it be helping out at an event, 
teaching people at the Digital Hub, or helping with the 
Books on Wheels service, our volunteers are part of 
the team. 

This handbook provides a range of information to 
assist you in familiarising yourself with the process to 
become a volunteer, our core functions, work culture, 
and the terms and conditions of volunteering with us.

Thank you for your interest in becoming a volunteer in 
the Town – if it sounds right for you we would love to 
receive your application. 

I look forward to the opportunity to welcome you as 
part of the team.

Anthony Vuleta 
Chief Executive Officer

Anthony Vuleta 
Chief Executive Officer

• Stakeholder Relations
• Human Resources
• Governance

Ben Killigrew  
Chief Operations Officer 

• Building/Property Management
• GIS
• Fleet Services
• Assets
• Street Improvement
• Strategic Waste
• Environment 
• Project Management

Nathan Cain 
Chief Financial Officer 

• Financial Services
• Information Systems
• Records Services
• Rangers
• Leisurelife
• Aqualife
• Parking Management

Natalie Martin Goode 
Chief Community Planner  

• Community Development
• Healthy Community
• Library Services
• Digital Hub
• Environmental Health
• Building Services
• Urban Planning
• General Compliance
• Strategic Town Planning

Organisational structure



54

Vision, mission and values
Our vision
The Town of Victoria Park: A dynamic place for everyone.

We are Perth’s most empowered and engaged 
community.

We are Perth’s premier place for entertainment and 
entrepreneurship.

We lead in sustainability.

We put people first in urban design and safety. 

We are inclusive and connected with a thriving  
community.

Our mission
The mission focuses on what will be done to achieve 
the vision. Our mission is based on the four pillars (or 
the quadruple bottom line) of sustainability. Each pillar 
has a number of accompanying strategic outcomes.

Mission
We will communicate with, empower and support 
the community and promote social, economic and 
environmental sustainability to create our vision.

Social – To promote sustainable connected, safe and 
diverse places for everyone.

Economic – To promote sustainable diverse, resilient 
and prosperous places for everyone.

Environment – To promote sustainable liveable, 
healthy and green places for everyone.

Civic leadership – To show leadership by 
communicating with, empowering and supporting 
people in the community.

Our values
1.  We will be proactive – We will look to cause 

positive things to happen rather than waiting to 
respond.

2.  We will have integrity – We will be honest, 
accountable and transparent in how we do things.

3.  We will be innovative – We will be courageous in 
introducing new ideas to meet community need and 
improve our services and project.

4.  We will be caring – We will display kindness and 
concern.
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Registration process
Volunteering registrations can be completed at any 
time during the year. Once your registration has been 
submitted, it will be processed by the Community 
Development Officer – Volunteering. If successful, you 
will receive confirmation from the Town and be added 
to the volunteering register.

There may be times when we require additional 
volunteers for specific events at the Town. These 
opportunities will be advertised on our website at 
victoriapark.wa.gov.au and emailed out to all registered 
volunteers.

Registration pack
Registration packs are available online at  
victoriapark.wa.gov.au or in hard copy at the  
following locations.

Town of Victoria Park administration centre

99 Shepperton Road, Victoria Park 6100

Digital Hub

1 Harper Street, Victoria Park 6100

Victoria Park Library

27 Sussex Street, East Victoria Park 6101

Leisurelife Centre

Cnr Kent and Gloucester Streets, East Victoria Park 6101

Aqualife Centre

42 Somerset Street, East Victoria Park 6101

Registration
Background checks
National Police Clearances are required for all 
volunteers and you will be reimbursed for costs 
relating to it.

Working With Children checks are only required 
for some volunteering positions. Volunteers will be 
reimbursed when one is requested.

Pre-volunteering meeting
Once your registration has been processed, we may 
invite you to attend a meeting with the Community 
Development Officer – Volunteering. The meeting will 
allow us to find out a little bit more about you, your 
skill set and your interests. This information will allow 
us to match up your skill set and interests with any 
volunteering opportunities.

Induction
Prior to commencing volunteering, you will be required 
to attend an induction that covers general information 
about the Town and also includes a safety component.

Information required 
Basic information is required.

• Full name

• Address

• Contact number

• Date of birth

• Emergency contact

• Medical information (eg. allergies, conditions)

• Previous experience

• What types of volunteering opportunities interest you

• Availability

Confidentiality
Your personal information will be retained 
confidentially and only accessible by approved officers.

Volunteers will be selected in line with the Town’s 
recruitment policies and procedures.
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Absence from volunteering shifts
If you are unable to attend a volunteering shift, please 
notify your supervisor or manager as soon as possible. 
Should the absence extend beyond the anticipated 
duration that has been advised, the volunteer must 
contact their supervisor or manager with a revised 
anticipated duration of their absence as soon as 
practicable.

Training
On the job training 
will be provided to 
all new volunteers 
and will be specific 
to a role or line of 
business. If you feel 
that further training 
and development is 
required in your role, 
you can discuss this 
with your manager 
or supervisor.

Volunteer entitlements
The following entitlements are available for volunteers.

• Invitation to Town volunteer thank you events

• Tea/coffee and meals as appropriate and at the 
discretion of volunteer supervisor

• Volunteer uniform

Position description
All volunteers will be issued with a position description that 
is unique to an individual role to ensure that volunteers:

• are engaged in meaningful roles

• understand their roles and expected behaviour in 
alignment with Town policies and procedures

• understand how their contributions of time, 
knowledge and skills are valued and positively 
impact the community, while supporting the Town’s 
organisational goals and strategic direction

Hours
Volunteer hours are dependant on the individual 
volunteer role and are negotiated with the volunteer 
supervisor.

Your volunteer supervisor will manage the volunteer 
roster and record hours of volunteering.

Volunteers are required to sign in on the 
commencement and sign out on the completion of 
each shift.

Reimbursements
Volunteers may request reimbursement for out-
of-pocket expenses, following approval from their 
volunteer supervisor.

You will need to submit receipts for the expenses to 
your volunteer supervisor. They will submit the claim 
for processing on your behalf.
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Council facilities and workplaces
provides a local history collection, children’s section, 
public computers and free WiFi. Membership is free 
and not limited to those who live in the Town. 

27 Sussex Street, East Victoria Park 
9373 5500 

Depot

The Depot is the base for Rangers, Engineering, 
Streetscapes, Waste Management, Parks and  
Fleet Services. 

199 Star Street, Welshpool 
9311 8111

Digital Hub

The Victoria Park Digital Hub provides free computer 
courses and online training for the local community, 
not-for-profit organisations and businesses. Residents 
can participate in friendly, interactive training sessions 
to learn how to access and explore the online world.

1 Harper Street, Victoria Park 
9329 4238

Emergency response
In the event of an emergency, please follow the 
directions of a Fire Warden. If you do not know who 
your warden is, please ask your supervisor to provide 
information on escape routes and outside assembly 
areas. For further information regarding Occupational 
Health and Safety please refer to the Safety Induction 
Handbook for employees.

Disability Access and Inclusion Plan 
(DAIP)
The Town’s DAIP 2017–2022 has been developed 
in consultation with people living with a disability, 
carers, community members, the Disability Services 
Commission and local service providers.

The DAIP addresses seven outcome areas that 
improve access and inclusion to services and events, 
buildings and facilities, access to information, quality of 
service, access to complaints procedures, consultation 
processes, and addressing barriers to recruitment and 
employment for people living with a disability. 

The DAIP demonstrates the Town’s commitment to 
creating and fostering an inclusive and accessible 
community for all to live, work, play, invest and visit, 
while also recognising the importance of working in 
collaboration with the community to break down social 
barriers to inclusion and to drive sustainable change 
from within the community itself. 

Administration building 

The administration building is the central office for the 
Town and provides a customer service point for all 
enquiries and applications.

99 Shepperton Road, Victoria Park 
9311 8111

Aqualife Centre 

Aqualife is focused around an outdoor 50m pool, 
indoor pool, health club and crèche. 

42 Somerset Street, East Victoria Park 
9373 5400

Leisurelife Centre

The Leisurelife Centre is a dry facility that has indoor 
sports courts and a gym. 

Cnr Kent and Gloucester Streets, East Victoria Park 
9373 5450 

Library

The Victoria Park Library has a wide range of books, 
magazines, CDs and DVDs to borrow and also 
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Intranet
The Town of Victoria Park has an intranet system. It is 
a centralised information source and can be used to 
locate the following items.

• Human Resources

• Policies and procedures

• Health and safety

• Town of Victoria Park phone directory

• IT helpdesk

IT support
The Town has an IT team that provides IT support to all 
employees. If you are experiencing any IT difficulties, 
you will need to lodge an helpdesk request through the 
intranet by clicking on the ‘IT Helpdesk’ icon on the top 
left-hand corner of the welcome screen and following 
the prompts.

Smoking areas
Town employees and volunteers are only permitted 
to smoke in designated areas. For further information 
please contact your supervisor.

Members of the public are permitted to smoke at the 
front of the building, but must be at least five metres 
away from the automatic doors. 

Dress standards
The Town may require volunteers to wear a uniform. 
Usually, a compulsory Town of Victoria Park uniform will 
be provided at no cost to the volunteer. In some cases, 
an allowance may be provided for the purchase and 
maintenance of a uniform.

Volunteers who are not required to wear uniforms must 
present for work in a clean and neat professional manner 
and be suitably attired for their work activities. The 
standard for both men and women is smart  
business dress.

Smart business dress for work may include tailored 
trousers, tailored skirts, collared business shirts, tailored 
shorts, tailored jackets, dresses, blouses, smart/business 
shoes, socks, appropriate underwear, belts and ties.

Smart business dress for work does not include low 
cut or sheer tops, tops that expose the midriff, shorts 
that expose the buttocks, thongs, bare feet, singlets, 
faded jeans, frayed jeans, board shorts or other items of 
clothing deemed unsuitable by an appropriate officer.

Please refer to the Corporate Uniform, Dress Code and 
Hygiene at Work procedure for full details.

Volunteer name badges
All volunteers are required to wear a Town of Victoria 
Park name badge to assist the public with identifying 
them as a Town volunteer. Badges will be ordered and 
provided to you on commencement with the Town.

Private phone calls/internet
Private phone calls should be kept to a minimum during 
work hours. Email and internet are for work-related 
purposes only.

Confidentiality of information
The contents of correspondence and the records 
of the Town of Victoria Park are confidential. In no 
circumstances should information, which becomes 
available to volunteers in the course of their official 
duties, be divulged in public or to the media.

Files and other official documents must not be left 
unattended on desks or counters where the public 
may read them. It is your responsibility to ensure the 
security of all documents in your care.
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Policies and procedures
Code of Conduct
The Town has adopted a Code of Conduct which 
provides elected members, staff and volunteers with 
consistent guidelines for an acceptable standard of 
professional conduct. The code addresses, in a concise 
manner, the broader issue of ethical responsibility and 
encourages greater transparency and accountability 
throughout the organisation.

The Code of Conduct can be accessed via the intranet 
from the Human Resources section.

Customer Service Charter
The Town of Victoria Park is committed to being 
a customer-focused organisation. We will provide 
excellent customer service that is adjusted to suit our 
customers needs, is valuable and is of the highest 
possible standard. We will achieve this through the 
following customer service behaviours.

Prompt attention

We will respond to customers and staff queries in a 
timely fashion and we will keep customers and staff 
updated on progress.

Helpful advice

We will be polite, courteous, professional and treat 
customers and staff with respect and without personal bias.

Careful listening

We will seek to understand customer and staff needs 
before we take any action.

Problem resolution

We will take responsibility to address customer and staff 
needs and we will be accountable for an appropriate 
outcome.

Demonstrating appreciation

We will show gratitude when customer and staff needs 
are brought to our attention and we will actively seek 
feedback on customer and staff experiences.

Social media policy
Guidelines are intended to provide clarity to employees 
and volunteers on how to conduct themselves on social 
media and are provided in the Social Media Policy. 
Staff and volunteers are responsible for ensuring they 
understand this policy and the supporting procedures.

The Town of Victoria Park embraces the use of social 
media as a corporate communications and community-
building tool. The Town of Victoria Park encourages every 
employee and volunteer to express themselves and 
communicate online in many ways, such as through 
social media, professional networking sites, blogs, 
online news sites and personal web sites. However, all 
employees and volunteers need to use good judgment 
about what material appears online, and in what context. 

Drugs and Alcohol in the Workplace
The Town of Victoria Park recognises that alcohol and 
illicit or other drug usage becomes an occupational 
safety and health issue if a volunteer’s ability to exercise 
judgement, coordination, motor control, concentration 
and alertness at the workplace is impaired, leading to 
increased risk of injury or incidents to themselves or 
any other person at the workplace.

The Town of Victoria Park has determined that the 
consumption of alcohol and illicit drugs while at work is 
unacceptable. The Town of Victoria Park expects all of its 
volunteers to present themselves for shifts free from 
the adverse effects of alcohol and illicit or other drugs 

and remain, while at shift, free from the adverse effects 
of alcohol and illicit or other drugs, thereby enabling 
them to perform their duties safely and competently.

For further information please refer to the Drugs and 
Alcohol in the Workplace policy.

Receive a gift?
The Local Government Act 1995 requires employees 
to declare any interests that may conflict with their 
duties as officers of the Council. Employees should 
ensure that there is no actual 
(or perceived) conflict or 
incompatibility between their 
personal interests and the 
impartial fulfilment of their 
professional duties. 

Contacts
Community Development  
Officer – Volunteering

volunteering@vicpark.wa.gov.au  
(08) 9311 8111
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Town of Victoria Park 
Administration Centre 

99 Shepperton Road, Victoria Park
9311 8111

admin@vicpark.wa.gov.au 
victoriapark.wa.gov.au 

This information is available in an alternative format 
to people with a disability on request to 9311 8132


