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RAWCS Volunteer Team Information &
Application Instructions

Includes Team Leader, Team Member & Regional Supervisor Information

What is a RAWCS Project?

A RAWCS Project is a humanitarian project in an international country, recognised for funding by the
Department of Foreign Affairs, which will benefit the disadvantaged in that community. Where Rotary clubs
exist in the recipient country it is expected that the Rotary clubs from two countries work collaboratively to
implement the project.

RAWCS is a large organisation, seen by the outside world as the face of Rotary in Action. Governments, the
public, public and private ancillary funds and the corporate sector monitor how and what RAWCS does.
Therefore, it is extremely important for RAWCS to manage its projects in a way that is fully compliant with
its legislative obligations and to fully protect the Rotary brand and image.

All RAWCS projects must adhere to the Australian Council for International Development (ACFID) Code of
Conduct.

The Program also provides an excellent opportunity to promote and foster International Understanding,
Goodwill and Peace.

Who can apply to be a RAWCS Project Volunteer?

¢ The Project Volunteer Team program is not restricted to members of Rotary and Rotaract Clubs.
Partners and non-Rotarians are most welcome to participate. While Volunteers are usually
required to fund their own costs of travel, accommodation and living expenses, in some instances,
Rotary Clubs or other organisations may provide some assistance.

¢ In many locations volunteers must be able to cope with challenging work and living conditions
whilst on site. A good sense of humour is a bonus. Most teams usually spend 2 weeks working at
a site with the local people and then either return home directly or spend a few days
sightseeing.

* Projects will accept any Volunteer who is able to cope with the sometimes-challenging working
and living conditions, travelling to and from, and whilst on site and who is prepared to fund their
own travel and living expenses (including accommodation and food. Rotary Clubs or other
organisations can assist volunteers financially.

e Apersonunder 18 years of age must have the signed approval of a parent or guardian to
participate in a RAWCS project.

e RAWCS discourages volunteers under the age of 15 years and over the age of 79 years.
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How do | become a RAWCS/Rotary volunteer?

If you wish to volunteer for overseas service as a RAWCS/Rotary volunteer, you will need to contact a RAWCS
Project Manager who is willing to place you on one of the teams that they are organising.

A listing of all RAWCS Projects and the Project Manager contact details appear on our RAWCS website:
https://rawcs.org.au/volunteers/

Do | need an email address?

* Yes, all volunteers and Team Leaders using this Online Volunteer Facility must have a unique
email address that is not used by any other volunteer or Team Leader.

e Allvolunteers, including the Team Leader are invited by email to record their details on our
Online Volunteer Registration Facility.

e Any volunteer without an email address should apply for a free Hotmail, Live or Gmail email
account.

Why do | need a unique email address?

The reason is that our Online Volunteer Facility database will recognise the unique email address and
remember the data entered so that next time you come back to volunteer it will enter most of their personal
data automatically.

How do | initiate a RAWCS Team?

Avolunteer Team can only be initiated by a current RAWCS Project Manager or the Team Leader contacting
their respective Regional Volunteer Supervisor.

What does the Team Leader or Project Manager have to supply to initiate the Team?

Open the Rotarian Centre and click on
Register a new RAWCS Team. Complete the
application that opens. They are required to
have the following information to support the
application:
e The RAWCS project number.
e Avery brief reason for the team S e —— e ————
(what the team will be doing).
¢ Full details and description of the
project & work to be performed must
be provided to determine suitability of volunteers to participate (For Medical Statement —
Fit to Travel)
e The Team Leaders passport Given name and Family name.
* The Team Leaders unique email address.
¢ Indicate if the team will be working with children
e Theanticipated departure date for the first team member departing
e Estimate of the number of days the volunteer will work on the project.
¢ Estimate of the cost of travel, accommodation & meals for the volunteer

Rotarians Dashboard
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Register a RAWCS Team - Role of the Team Leader or Project Manager

Open the link Register new Volunteer Team Ry
under heading Menu/Rotarians Centre on the |
RAWCS Website. The page will appear with a
button at the bottom, saying Click here to Register your Team

register your Team. Working on @ RAWCS volunteer team is o memorable expérience that you

vill never forget.

oY
&

, Causes v Enties v About v Getinvolved v Contact Us m

L Ensure that all the required Follow the directions below to register your Team,
information is available and open
the link Click here to register your

Team. Before
ea ; T s the number and Y is the financial year. For example, 67-2019-20.
eers to Timor-Leste Water & Sanitation Project’.
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Register new RAWCS Team

Obtaining the concurrence of the Project Manager for the work
to be undertaken by the Volunteer Team.

Team Planning

The Volunteer Team Leader is responsible for:

e Completing the online Volunteer Team Leader
Registration Application.

¢ Registering the Volunteer team members so that the
invitational email is sent to each. Y

* Monitoring the input of personal and travel information
online so that all information is completed correctly at
least one week prior to travel.

e Ensuring that the Volunteer Team is thoroughly briefed
on the work to be undertaken, the travel and
accommodation arrangements, the health precautions,
vaccinations, the validity of passports (valid for at least
six months after the planned Team return date), and
visa and immigration requirements of the country to be s =
visited. e

e [f ateam is working with children, ensuring that all =
volunteers answer their six questions and provide the name, email address and phone numbers
of two referees.

e Ensuring that all team members comply with the RAWCS Work, Health and Safety Policy.

¢ Ensuring the team is aware of cultural requirements in the country in which they will be working.
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Full details are included in the RAWCS Volunteer Manual and RAWCS Work Health & Safety Policy available in
RAWCS Company Policies found on the footer of the RAWCS Website.

Email address Regional Volunteer Supervisor

Regional Volunteer Supervisors email address:

Central volunteers.central@rawcs.org.au
Eastern volunteers.eastern@rawcs.org.au
Northern volunteers.northern@rawcs.org.au
Southern volunteers.southern@rawcs.org.au
Western volunteers.western@rawcs.org.au

What does the Team Leader do to continue establishing the Team?

The Team Leader should enter the website using their unique email address and the password issued to them
on the email they receive initiated by the Regional Volunteer Supervisor.

If the Team Leader enters the website for the first time, they should go to the password button on the ribbon
menu and change the password to a unique one of your own choosing. Please remember it.
If they have used the website before they will be recognised and advised to use their own password.

Once the password is updated to their satisfaction the Team Leader should “ADD” a team member and enter
the following details for each volunteer member of their team:

¢ The Volunteers passport Given name and Family name.

e The Volunteers unique email address.

=

Team Details
Team No: SR13-2019-20

Te s Region: Southern
A ed Dep Date:Sat 19-Oct-2019
Pr o 29-2018-19

Project Name
| country
Project Description

Islands National Referral Hospital Dental Clinic

s the popul. Add Team Member

ex Ise he pi i
the installation of a dental clinic equipped with 7 dental chairs, sterilisation facilities
and a prosthetic lab
Project’s Region Southern
Sponsor Club: Rotary Club of Ballarat West
Status Current alue per Day s o 005 7 oo aetn At Sance Wt g o 6 Mg o
| oFaT: RAWCS encourages all volunteers to enter their travel details on the Department of - X ot U AR s
Foreign Affairs & Trade website, smartravelier gov.au, so that DFAT can offer assistance o e
in a time of emergency. We have been adv that group registrations will no longer
be accepted

Save Cancel

om
Regional Supervisor Actions
[ Regional Supervisor Actions. B .
‘ Amend details nsurance € men

When the Team Leader saves each volunteer, each volunteer will be sent an email inviting them to log on to our
website to enter their details.

¢ The Team Leader also needs to enter all of their own details and upload their personal
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documents such as signature page, medical certificate, child protection and verification of
payment of the volunteer fee for the team.

e The Team Leader should enter a realistic estimated value for the Travel costs (airfare,

accommodation & meals) for each of their volunteers so that RAWCS can value our volunteer
contribution to the project.

Submission of Application - Time

The Volunteer Team on-line application form and uploads must be completed by every Volunteer on the team
not less than one month (4weeks) before the date of departure.

How does a Volunteer find the site to enter their details?

When a Team Leader enters the initial details of each volunteer an email is sent to the individual volunteer

with a link to the website. The volunteer clicks on the link and then enters their unique email address and
password on the page below.

Australian
Rotary ‘G RAWCS
Districts

RAWCS Volunteer Registration

Please log in to this site using your email address and password.

New volunteers please note: you will be sent an "invitation email’ containing your password once your team leader has added
you to the project.

Email Address:| B | changed Email?
Password:

Forgotten Password?

After entering the site, they should click on the “New Password” tab located at the top of the page and change

Australian
Rotary * SUSMIES
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‘ Home Reports Settings John Roberson

Change Password
Logged in as: John Roberson
Old Password:

New Password: [ @]
Verify New Password:[ @3]
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their password to one that they can remember to give security for their information.

What information does the volunteer have to enter?

When they enter the website, the page below will appear.

Australian 1..’ RAWCS
~

Home Reports

Jan Pryor

User Details
Logged in as:

Role this session: Team Leader

Jan Pryor

Information for Team Leaders
0 RAWCS Volunteer Team Leader Instructions. R

Team Details
Team No:
Team's Region:
Anticipated Dep
Project No:
Project Name:

Country:

Project Description: To create sustainable futures for under privileged persons, regardless of religion or

ER17-2024-25
Eastern
Date: Sun 30-Mar-2025
60-2012-13
The Didi Foundation Inc. working to educate under privileged children and
empowering women, Nepal
Nepal

caste by providing a safe environment, education and nutritious food. Especially
targeted at women and children. Initially near Pepsicola, Kathmandu, Nepal.

Volunteer Application:

Upon the Team Leader receiving an application from a Volunteer, the details are registered, and each
volunteer will be sent an email inviting them to log onto the RAWCS website to enter their details.

Each volunteer and the Team Leader are required to enter the following personal details and then save them
(see page example below):
e Complete all parts of the Online Volunteer Application Form (at least 5 pages before saving) (All red
crosses must become green ticks)
e  Enter all required information in the various sections:

1.

vk wnn

Personal — Name, DOB, sex, occupation, date you are leaving home and returning home
Passport — current passport details (must have at least 6 months validity left on it)
Contact — contact address & phone details for the volunteer

Destination - must have name and address for the accommodation

Emergency — details of the person who can be contacted in an emergency and your own
contact details overseas — mobile phone roaming number or foreign phone number.

* Note: If you have more than one destination (Multiply countries) you need to enter a second, and
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subsequent destinations so that the information is available to DFAT for contact in case of
emergency.

When all is entered save your information.

You can modify your application or download it as a PDF and print it if you wish.

Australian 1'.’
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Volunteer Application Form

Team No: NR7-2024-25

Project No:  51-2011-12

Project Name: Umoja Orphanage Building & Health Program, Ukunda, Kenya
Country: Kenya

Personal Passport Contact Dest 1 Emergency

Personal Information

Title: [Please select v

First Name: |Geoffrey -4

Preferred Name: Geoffrey 4

Middle Name(s): [Paul v

Last Name: |Ebert 4

Place of Birth: | Je

Date of Birth: | &

Gender: O Female O Malex

Dates leaves/returns Home: | J«to | +

Occupation (if retired vour previous occupation):|

Agreement, Release & Waiver of Liability:

Once the website accepts the details provided, each volunteer must read & agree to Volunteer Agreement,

Release and Waiver of Liability by electronically signing the on-line acceptance link. The date & time of agreement

will be detailed on the application.

Code of Conduct and Child Safeguarding Policy:

Once the website accepts the details provided, each volunteer must read & agree to abide by the Code of Conduct

by electronically signing the on-line acceptance link. The date & time of agreement will be detailed on the
application.

Signature Form:

Each volunteer must electronically sign their own Volunteer Acceptance of Agreement form. Their
name and IP address are recorded as proof of signing.

If under 18 years of age their parent or legal guardian must sign the form also in addition

to the volunteer.
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e This form is to verify that each volunteer has read and accepts to adhere to the RAWCS

Volunteer Agreement, Release and Waiver of Liability, RAWCS Child Safeguarding Policy and
the Code of Conduct.

Medical Statement - Fit to Travel:

e  Each volunteer must print off and then arrange their own Medical Practitioner to sign Medical Statement

— Fit to Travel form.

*  When signed, scan and upload all pages to the medical form link on the website.

¢ Note: RAWCS will accept a medical statement that is dated by the Medical Practitioner within 6
months of the departure date of the volunteer so keep the medical statement on file if you intend to
travel as a volunteer within a 6-month period.

Do all volunteers need a Medical Certificate?

*  Yes. RAWCS insists that all our volunteers seek medical advice from their own Medical
Practitioner on the latest vaccinations and medications required for their protection in the
countries that they are travelling to.

Insurance

All RAWCS Volunteers (Rotarians and non-Rotarians) are covered for medical expenses incurred whilst
travelling by the Rotary Australia National Insurance Programme for a maximum of 90 days, which can
include up to 21 days of private travel. Note insurance will not cover a volunteer who exceeds either of
these two requirements. A full summary of travel insurance is available on the RAWCS website — Rotarian
Centre/Operational Guidelines and Templates page.

Upon the completion and registration of the Volunteer Team Application, the RAWCS Regional Volunteer
Supervisor notifies: -
e Eachindividual Volunteer with details of the Team Registration and copy of the Rotary Australia
National Insurance Policy Summary including details of what to do in an emergency or claim.
¢ the Rotary District Governor of the Australian District sponsoring each Volunteer.
¢ the Rotary District Governor in the recipient country that a team will be working on the project.
e Rotary Australia National Insurance Company.
e District Insurance Officer of the sponsoring Club’s District.

Travel Advice

e Travellers are advised to check cancellation terms and conditions when booking flights,
accommodation etc., to ensure either a refund or credit is available in the event of cancellation or
curtailment, as these costs are not claimable under insurance.

e Volunteers must seek advice on the international travel requirements required for all the
overseas countries visiting. Seek additional health advice from Federal Government Smart
Traveller website. https://www.smartraveller.gov.au/

e Smart Traveller no longer asks you to register your trip with them, instead you should
subscribe to receive travel advice and alerts to the destinations you are travelling to and
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through. Subscribing gives you the latest updates to our travel advice and news. We
strongly encourage you to subscribe so you're well-informed for your trip overseas.

Child Protection:

Do all volunteers need to be cleared to work with children?

¢ Yes. RAWCS has a comprehensive Child Safeguarding and Code of Conduct Policy that
requires all our volunteers to be registered to work with children according to their state of
residence.

e The website gives the relevant authority in each state.

e Each volunteer needs to scan their authority to work with children, save it to their
computer and upload the completed form to the website.

e Each state of residence is different so please check the information available for each
state if you do not have an authorisation to work with children.

e Eachvolunteer must conform to the policies of Rotary International, RAWCS Ltd and the laws
of their state of residence and the country they are working in on the protection of children.
Full details can be found in the RAWCS Company Policies found in the footer of the RAWCS
website.

e  Where a team is working with children, in addition to providing a WWCC Card or
documentation to prove they have one, they are required to provide the name, email
address and phone number of two referees who will be automatically send an email with
guestions for them to answer. See below:

Child Protection Details for John Roberson

WWCC: Information: [Nsw v

WWCC Card:

Referees: Please nominate two referees. The referees will be asked to complete a brief
questionnaire containing questions on general conduct, reliability and where relevant,
experience working with children or vulnerable people.

Referee 1: Name:
Email:
Phone:
Referee 2: Name:

Email:

Phone: ]

RAWCS Volunteer Teams Information & Application Instructions — June 2025
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*  When all this information is entered, Rgtary b(l? DuARPe GO G500
remember to Save your information. IStricts
e The On-Line Application Process will [Hom] Ao
remind you that you must enter many —
Logaed a o

of the items before it will accept your

Role thy session: Volunteer on project

completed application.
e You can go back and modify your

Information for Users
O rancs voteer tnformation and Appication tastructicns. [

application later if you wish. You can
also download it as a PDF and print it if
you wish.

NOTE: The on-line application form and uploads
must be completed by every Volunteer on the

team not less than two weeks before the date of

Tean Dwtaly

Team fio: nR1-

Team's Ragion: Necthern

Aaticipated Oep Date: Tue

Project Nec 1201819

Project Rama To support Vision Camboda Oroanization to buld schools and water wels in rural
aeas of Cambodia (RADAS)

Country: Camdanss

Project Description:  Bulld repair and refirtinh poblic and commenity infrastructure and support clinics iIn
1wl and remote tegond of Camdoda,

Project’s Regiona: Northern

Sponsor O Rotary £-OW0 of Outback Autrala

St Current

OFar: RANCS encowrapes al yolunbeers 10 enter thelr ravel Getalls on the Department of
Foreign Alfains & Trade website, 3 rotBer 9Ly, 50 BAOL OFAY Can offer asuistance
0 2 Uene of emargency. Wa have Deon Mdvised Tt GrovD registrations will ne knger
te accegted.

Your Appication

departure.

What must be paid with this application?

* There are no Volunteer Registration

Fees.

The appication peocess involves the following six stept. AN steps tunl be completed.

1Y Applcation Foem:

2.7 Agrearment, Raleate & Walver of Uabiity:
3.v Code of Conducr!

4.7 Sgnature Form

SV Parent/Gusdan: Nt reuired.

6. Medcal Cennficate: m

7.7 NS Protection: ) '.u E

Bocte: M you are enadbie 1o 10 and Wioad completed Uonature and meScal forma, pleate poit them to
your BAWCS Regional Voluntoor Supervisor who will 50 303 wpload e for you.

¢ You will be required to pay individual

airfares, accommodation, living costs I
and the costs of RAWCS Shirts, Badges 1:

& signage that you order. j

fk‘n ety

(e

Note: Donations by a Volunteer for these payment & expenses are not tax deductible.

RAWCS Logo/Branding

¢ Use of RAWCS logo must be in accordance
with the current branding design.
Information on the current logo can be
obtained from the RAWCS National
Communications Manager
national.comms@rawcs.org.au

RAWCS Volunteer Teams Information

Key to Symbols on RAWCS Volunteers Website - (TIP hover cursor over symbol):

Pencil - open to edit

Magnifying glass — open to View

Green vertical arrow — Upload document — preferably in PDF or jpeg
Envelope or letter - resend email to volunteer

Red Cross — Delete volunteer and all data

Application | Signature | Medical | WWC | Action
Y s £ 7 i (@K
r e, 27 |2\ BK

& Application Instructions —June 2025
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Teams working with Children

Where a team is in contact with children, the answers to the six questions to the volunteer and the thirteen
YES/NO questions to the referees are listed on the website visible to Regional Supervisors.

The Regional Volunteer Supervisor needs to check and approve the answers to questions produced by both
the volunteer and their referees. They are responsible for ensuring all Child Safeguarding processes have been
followed. See example below:

Team member details

Member Ref 1 Ref 1 Ref 2 Ref 2

Team Member: | Role e C Questions | Details | Questions | Details | Questions
John Roberson Team Leader v v v B X v =B R
Bilbo Baggins Volunteer v R v B K v =il
Cameron McKern | Volunteer v v v

The Role of the Regional Volunteer Supervisors

e The Regional Volunteer Supervisor, can search for any volunteer application within their Region and
make amendments and changes.

e A Regional Volunteer Supervisor can delete a Team Leader and team.
e A Team Leader can add, amend or delete Team members but not themselves.
e Team Leaders can enter and delete Team members from their team.

e The National Co-ordinator & the relevant Regional Volunteer Supervisor are the only ones who can
enter or delete a Team Leader. NOTE - If you delete a Volunteer, you will lose all the data entered.

e If you as Regional Supervisor have added a Team that you are listed as a Team Leader or volunteer,
you will have to log off and log in again as the Team Leader or volunteer to enter your details.

What does the Regional Volunteer Supervisor have to do to finalise a Team?

When all team members have completed uploading their documents, an email is circulated to the Regional
Volunteer Supervisor advising that all team documents have been submitted.

Regional Supervisor must:
1. Go online and check all the team documentation is correctly filled out and uploaded.

2. The Regional Supervisor must also check and enter the following details for all Team members at
“Amend Detail”, including the Team Leader:

11
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estimate the total cost of the team X
leader or volunteers travel, i
accommodation and food for this o
trip to work on this project in AUS R

If this is not completed the
notification emails cannot be sent.
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Project Days - How many days will
the team leader or volunteer be
working on the project.

Team memben

[ ™™ Toetaits | progeess [ Apotc [ sapmarare [ Farver

T

saticat | wwve | Actien |

[ e

3

| Regional Supervisor Acthons

1 f end dela m
Sponsor Club Approval o
Amend detalls: m
e This approval is completed Team member detals:

. i Child protection: w e
electronically at the Regional Sponsor club pres approval: [ %
Volunteer Supervisor stage of insurance Documents: [
the process. e

otary Australia: m
Rotary Overseas:
Final Report: No report submitted.

The sponsoring Rotary Club
President is sent a notification which requests the approval by electronically signing the on-line
acceptance link, that their Rotary Club acknowledges that they have agreed to sponsor all volunteers
on this team and commits their District to cover the volunteer with Rotary Australia National Travel.

RAWCS Volunteer Teams Information & Application Instructions — June 2025

Upon the website accepting the details provided, the date & time of agreement will be detailed on the
Actions Page.

Once satisfied that all information is correct, the Regional Volunteer Supervisor can then send the
notification emails to:
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Regional Supervisor Actions
Amend details: - gt

Team member detalls:

Sponsor club pres approval: ETNSSE K Email sent at 1:20 pm on 27-Dec-2024 by

l :

Insurance Documents: v’ Last sent by on Saturday 28-Dac-2024 at 11:41 am.
Insurer: v’ Last sent by on Saturday 28-Dec-2024 at 11:41 am,
Rotary Australia: v Last sent by on Saturday 28-Dec-2024 at 11:41 am.
Rotary Overseas: IOl v Last sent by on Saturday 28-Dec-2024 at 11;41 am.
Final Report: No report submitted.
1. Insurance Documents forwarded to each Team Member - the Rotary National Insurance Policy

information and Emergency Assistance card to all volunteers.
Notify the Rotary Insurer of the Team Details.

Notify the District Governor in Australia sending the volunteers (Also notifies the District RAWCS Chair,
District Insurance Officer, Regional RAWCS Chair, Regional RAWCS Secretary, and National Project
Coordinator).

4. Notify the District Governor of the Overseas Country.

NOTE: every time you submit a notification, an email will be sent, so please do not send multiples unless you
are requested to do so.

13
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