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Lifestart Foundation Values and Volunteer Code of Conduct

Introduction

The Lifestart Foundation was founded in order to provide hope and opportunities for those in disadvantaged situations. While we are very grateful for your assistance and your desire to use your skills to support the work of Lifestart Foundation, there is also a serious side to volunteering with us.

This Code of Conduct outlines our expectations of you, while you are working with Lifestart Foundation. The Code applies whether you are spending one day assisting us, or one year, or longer.

To ensure the continued success of the Lifestart Foundation all volunteers are required to keep their involvement with Lifestart Foundation supported children, families and projects within the following guidelines and respect the values of Lifestart Foundation as an organisation. This will ensure that your time spent as a volunteer in Vietnam helps Vietnamese people as much as possible. 

If you do not adhere to all requirements outlined in this Code we might be in a position that we need to terminate your volunteer arrangement.  Where possible, depending on the severity of the breach, we will discuss any issues with you one time, however a further breach will usually mean termination.

We trust that you understand the importance of having such a Code of Conduct and ask that you carefully read the following information and if you are happy to proceed, sign and complete the personal details at the end of this form.

Integrity and Honesty

The success of the Lifestart Foundation is based on all volunteers and staff showing integrity in their actions and honesty both within the organisation and the wider community. All volunteers and staff are absolutely forbidden from benefiting from any sort of corruption. Please ensure that the confidentiality of Lifestart Foundation recipients is maintained, and that any records are accurate and treated appropriately.

Respect for Local Culture and Customs

Customs 

Please do not point at people when you are talking to them or use overt hand gestures as this is considered very rude. Out of respect, do not point the bottom of your feet at someone and do not touch anyone’s head even in fun. Please also avoid sitting on the floor with your legs apart. It is considered extremely rude to blow your nose in a restaurant in Vietnamese culture. If it becomes really necessary you can walk away from the table and do it discreetly. 

Dress Standards

Remember that when you are volunteering for Lifestart Foundation you are representing Lifestart Foundation as an organisation. Clothing should be clean, conservative and modest and looser fitting clothes are most appropriate. Ideally shoulders and knees should be covered with no low cut tops for females and underwear should not be visible. If you are volunteering in the workshop you should wear a volunteer name tag. 
Home Visits

The local authorities have expressed concern about volunteers visiting homes without a reason. Ideally use the Lifestart Foundation Workshop, 175 Ly Thai To or another public place for discussions with any recipients or staff members.
Visits to the Lifestart Foundation Free School
Tourists and other foreigners who have not been registered with the government are not permitted to visit the Lifestart Foundation Free School in An Hoi. 
Lifestart Foundation Strategy

It is important that all work undertaken by volunteers and staff members is in line with the overall strategy of the Lifestart Foundation, and within the boundaries set for us by the government. Please be mindful and respect the delicate relationship that the Lifestart Foundation (as a foreign organisation) has with the Vietnamese government. A small over-sight in protocol in our eyes may well be viewed very negatively from their perspective, which may in turn compromise the future of Lifestart Foundation in Vietnam.   

To facilitate this all volunteers must have a briefing when your Lifestart Foundation activities and objectives will be discussed. No matter how well meaning your idea might be, it should not be put into action unless it has been discussed first with Karen, as there may be a reason why it is not appropriate which you may not be aware of.  Failure to follow this requirement could result in instant termination of your assignment & posting.
The Empowerment of Women and People in Disadvantaged Situations

While working for Lifestart Foundation all volunteers must remember that our work involves the empowerment of women, and those in disadvantaged situations, as part of our wider strategy of self-sufficiency. 

Please show respect for all of those you work with or for, regardless of race, gender, religion or sexual orientation, and ensure everyone you come into contact with while at Lifestart Foundation is treated fairly, and that no-one is discriminated against, or particularly favored to the exclusion of others. To assist with this we require that any gifts, from volunteers or members of the public, are donated to the organisation to distribute, rather than individuals.

Communication

When you converse with a non-English speaker remember that they are neither deaf nor stupid. Remember it is you who does not speak their language and there is no need to speak loudly. Please ensure your behaviour does not appear to treat Vietnamese, young or old, in a patronizing or condescending manner.

Relationships with Lifestart Foundation recipients

Volunteers are not permitted to:

· have Lifestart Foundation recipients in your hotel room or house

· supply teenagers with alcohol

· smack or hit children or Lifestart Foundation recipients

· use offensive or abusive language

· condone or participate in illegal behaviour or abuse the trust placed in you

· have sexual relationships with Lifestart Foundation recipients

· remain in direct contact (telephone or email) with recipients following their volunteer placement. Any communications can be passed to recipients through lifestartfoundation@mail.com which will be passed on as appropriate. 

New Recipients

If new people arrive wanting to join the workshop, join English classes or obtain other assistance they should be referred to Phuong, Sue or Karen for a full assessment. They must not join a Lifestart Foundation English lesson unless they have had a formal assessment.

Working Conditions

Using Translators

Please do not overtax our translators and be mindful that they need a break as translating is a very demanding and difficult job. You should only request the assistance of translators for Lifestart Foundation related activities, ensure they have regular breaks and only ask for their assistance during their working hours. 

Working with Workshop Members

Self-sufficiency is an important goal of the Lifestart Foundation. Please encourage those working to do things for themselves, rather than helping with things they are able to do independently. This is especially important for our disabled workshop members who have gained a sense of independence through learning the skills required to make products for our workshop. They are required to make their products independently and be responsible for their own workspace as much as possible. We aim to capacity build at all times. 

Heath and Safety

Lifestart Foundation will strive to provide a working environment where team members and stakeholders are safe. Lifestart Foundation will not accept behaviour that puts at risk the safety of team members, stakeholders, visiting guests or customers. This includes physical and psychological violence or harm, or threats of violence or harm.


All team members will;

· behave in a way that ensures their own safety and the safety of others;

· avoid situations or actions that may put themselves or others at risk;

· report incidents and contribute to proactively resolving hazards to isolate further risk

· follow procedures, safe working practices and reasonable instructions to operate in a safe manner;

· attend to tasks and places of work in a fit manner and not under the influence of alcohol or other drugs/substances;

· not possess or traffic illegal drugs or weapons;

· remember that Lifestart Foundation buildings and grounds are non-smoking for the safety of the children, staff and volunteers, and because we aim to promote good health. More generally please also refrain smoking when you are with     Lifestart Foundation recipients. Smokers are free to smoke away from Lifestart Foundation premises

Public Comment on Behalf of Lifestart Foundation

Public comment should only be made by team members when it is required to perform their normal duties and with the authority of their supervisor. All other queries shall be referred to Karen in the first instance.

Further Information

The Lifestart Foundation reserves the right to dismiss staff and volunteers who do not adhere to the rules and procedures of the organisation or who fail to satisfactorily perform their role. Any volunteers involved in illegal activities will be reported to the appropriate authorities.

If you have any questions arising from these guidelines please let me know.

Many thanks

Karen Leonard

Email:  lifestartfoundation@mail.com

www.lifestartfoundation.org.au
Acceptance Form

To show that you have read and understood these guidelines please sign, date and return this page of the document to the address below or email a copy of the completed signed form to lifestartfoundation@mail.com. This form must be completed prior to arrival in Vietnam as it is required by the local authorities before you commence volunteering. 

Karen Leonard

Lifestart Foundation Inc.

182 Buckley Street, 

Essendon, 3040
Victoria, Australia 

Name: 

Home Address: 

Date of Birth: 

Passport Number:
Passport Issue Date:   

Passport Expiry Date: 

Issued by:
Place of Birth: 

Visa number and duration: 

Hoi An Hotel/ Accommodation if known: 

Mobile Phone Number (home and Vietnamese if applicable): 

Medical Insurance details: 

Police Check Details (only if you will be working with children):

Date:

Signature: 
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