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Template letter confirming commencement of volunteer work (existing employee)

[date]

PRIVATE & CONFIDENTIAL

[insert volunteer's full name]

[insert volunteer's residential address]

Dear [insert name]

I am pleased to accept your offer to perform volunteer work for [Agency/Parish] at [insert location], commencing on [insert date] [and if applicable] and concluding no later than [insert date].  

This volunteer work will be separate, and in addition to, any work performed by you pursuant to the independent contractor agreement under which you are engaged by [Agency]. 
The [Agency/Parish] is an [Agency/Parish] of the Catholic Archdiocese of Melbourne, and is conducted in accordance with the religious doctrines, beliefs and principles of the Catholic Church.

The work of volunteers is highly valued by the [Agency/Parish] and is an essential part of its pastoral mission.  The role of volunteers is fundamentally an evangelical one.  It is about service to others following the Gospel message of Jesus Christ to love God and love your neighbour.

As a volunteer at [Agency/Parish], you will [insert nature of volunteer work] (Volunteer work).  

In addition to the work that you currently perform under your contract of employment with [Agency/Parish], you have offered your further time and skills on a voluntary basis.  In accepting your offer, I confirm that, when performing the Volunteer Work, you will not be an employee of [Agency/Parish].  Nor will the arrangements under which you perform the Volunteer Work constitute any other form of contractual or legal relationship.  This being the case, you will not receive any remuneration or accrue any entitlements for the performance of the Volunteer Work. 

Despite the absence of any legal relationship, you will, when performing the Volunteer Work, and as a condition of being on the premises, be required to comply with the Agency's policies and procedures relating to health and safety, privacy, anti-harassment and other relevant policies.  Your conduct as a volunteer should be in conformity with the doctrines, beliefs and principles of the Catholic Church.

Please acknowledge your understanding of the above arrangement by signing both copies of this letter.  I ask that you retain one copy for yourself and return the other to me.
Once again I thank you for offering your time and services as a volunteer and look forward to the valuable contributions that you will make as a volunteer.

Yours faithfully

[insert name]

Acceptance of these arrangements

I agree that my work as a volunteer will be governed by the arrangements set out in this letter:

………………………

Sign and [insert volunteer's name]
Date: 
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