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1. Welcome
We would like to take this opportunity on behalf of SCCSA to welcome you as a 
volunteer.

SCCSA recognises and acknowledges the crucial contribution that volunteers 
make to enable it to meet its objectives.

Volunteers enable functions and events to operate successfully and your 
contribution as a volunteer with us is greatly valued and appreciated.

This handbook contains information to assist you in your work as a volunteer. It 
outlines what is expected of you and what you can expect from the organisation.

If you require any additional information about your role as a SCCSA volunteer, 
please do not hesitate to ask your Co-ordinator, Section Leaders or Club 
Management.
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2. SCCSA Management Committee
2.1 Management Committee’s Role
The Management Committee currently comprises up to 9 members.

The Club elects from its membership a President and 2 Vice Presidents for 
each term of office.

The Club also elects from its membership a Secretary and Treasurer.

The Management Committee meets monthly on the fourth Monday of the 
month.

The Management Committee is the governing body of SCCSA and is 
responsible for setting the strategic direction for the Club. 

A staff representative, namely the Club General Manager attends Management 
Committee Meetings.  

3. Our Mission, Structure and    
 Strategic Plan
Mission
The Club will, through its members:

• Promote and encourage the collection, preservation, restoration and  
 use of historic and notable motor vehicles;

• Promote and conduct Motorsport competitions and events;

• Support major Motorsport events with management expertise   
 and provision of officials;

• Promote, collect, collate and disseminate motoring and Motorsport  
 history through the maintenance of a library;

• Support outside organisations such as charities with the use and   
 display of members’ vehicles.
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Structure
To allow the Mission to be achieved the following structures shall be in place:

• The general conduct and management of the Club shall be   
 vested in the Management Committee;

• Members will form section or interest groups as the need arises, for  
 categories such as historic motoring, Motorsport, library, competition,  
 social and special events etc, and leaders or chairpersons of such  
 groups will report activities etc to the Management Committee   
 through the Club Manager and/or committee forums;

• Leaders of interest groups will arrange and hold regular meetings to  
 inform the members of each group’s activities;

• The responsibility for financial management of member groups, office  
 administration, facility hire and special event management will be  
 with the Club General Manager, who in turn reports to the   
 Management Committee.

Mode of Operation
The Club is an Incorporated Association, and as such will at all times conduct 
its affairs in accordance with the provisions of the current Club Constitution, 
Rules and Standing Orders, and other legal requirements.

Strategic Plan
The Club is committed to providing a continuing strong, vibrant and 
progressive institution for all its members and staff.

The Club is committed to continuously building its reputation, ensuring 
excellence as a hallmark of all activities, attracting and energising its staff, 
members and volunteers, and creating an environment to achieve these goals.

The Management Committee is responsible to the membership of the Club for 
future planning and the formation, communication and enactment of a Club 
Strategic Plan.

The Strategic Plan must be reviewed and evaluated on an annual basis.



7

4. Work Health & Safety Policy   
 Statement
Sporting Car Club of SA (SCCSA) is committed to ensuring the safety and 
welfare of its employees, contractors, visitors, volunteers and the wider 
community. The Management Committee considers Work Health & Safety a 
primary concern, ranking at least equally with all other organisational activities 
and will allocate adequate resources to ensure this commitment is achieved.

SCCSA will meet this commitment by adhering to the following principles and 
beliefs:

• All work related injuries and illnesses are preventable

• Work health & safety has at least the same priority as other business  
 imperatives

• Management are responsible for creating and evaluating work   
 health & safety systems  

• Management and Section Leaders are responsible for leading   
 continuous improvements in work health & safety.

• All employees and volunteers are responsible for identifying and   
 assessing hazards and eliminating or controlling, where practicable,  
 associated risks

• All employees and volunteers are responsible for their own actions,  
 health and safety and for looking after their co-workers, contractors,  
 volunteers and the wider community

• Ensuring work health & safety is linked to SCCSA’s strategic   
 goals and objectives 

• Ensuring work health & safety performance meets or exceeds   
 regulatory requirement.

To enable this to be applied:

• All employees, volunteers and Section Leaders will be consulted in  
 relation to matters affecting their health, safety and  welfare
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• All employees, volunteers and Section Leaders will be trained in safe  
 systems of work when necessary.

• Management, Section Leaders and employees will monitor and review  
 systems to ensure that work health & safety performance is based on  
 best practice standards and meets or exceeds regulatory    
 requirements.

On behalf of the Management Committee and Management of the SCCSA

President SCCSA  General Manager

5. SCCSA History
Founded in Adelaide on the 22nd May 1934, we celebrate our 85th successful 
year in 2019. We are one of Australia’s oldest Motorsport and all-marque 
motor car clubs with Members owning an estimated 5000 historic motor 
vehicles between them.

We are the second oldest continually running car club in the World. Our 1,500 
members all love cars and taking part in motorsport.

We aim to promote and hold Motorsport competitions and other motoring 
events. We promote and encourage the preservation and restoration of 
historic motor vehicles.

The SCC owns and operates Collingrove Hillclimb track, located just 7kms from 
Angaston on the Eden Valley Road in the Barossa Valley.

We organise Club activities and social gatherings for members, their families 
and guests. There is a long list of events, among them runs, rallies, cruises as 
well as sporting events. 

6. Volunteers
There are four main areas where volunteers contribute to the Sporting Car 
Club.

1.  “DAD’S ARMY” – a team of members who assist in the maintenance  
 and upkeep of the premises at 51 King William Road, Unley. Generally  
 meet Tuesday mornings.
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2.  LIBRARY – a team of members who maintain the Library and carry  
 out research work for other members and their associated sections  
 and the public. Library hours Wednesday 9.00am to 4.00pm and   
 Friday 10.00am to 1.00pm.

3.  COLLINGROVE WORKING BEES -  held several times throughout   
 the year, to improve the grounds and facilities for competitors and  
 spectators alike.

4.  MOTOR SPORTS AND OTHER EVENTS – these volunteers carry out a  
 variety of jobs such as marshalling, timing, etc.  Refer Officials Safety  
 Briefing and Site Induction Notes for Mallala Motorsport Park, The  
 Bend Motorsport Park and Collingrove.

Motorsport Volunteers – What you can expect and what is required 
As a Motor Sport Official your services are highly valued and the rewards are 
great, not in any monetary sense, but in the feeling of a job well done and 
enacted in the company of a great bunch of people: all working to a common 
end – a successful and enjoyable Motor Sport event.

You can expect:

• To be valued for the gift of your time, energy and effort that you   
 donate to the cause of Motor Sport.

• To work in a safe environment where within the inherent dangers of  
 a Motor Sport event, everything is done that can be done to ensure a  
 safe workplace.

• To work with a dedicated team of people all of whom share a common  
 interest in Motor Sport and wish to be part of a team that delivers a  
 successful Motor Sport event.

• To work with a team who are well trained, well briefed and well led.

• Encouragement to participate in the Motorsport Australia training  
 programme to enable you to progress to the Licence levels that you  
 prefer to attain.

•  At Mallala, Collingrove, the Bend and other Sporting Car Club events  
 to be provided with a simple lunch and water.
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What we require of you:

• That you arrive at the venue punctually, in good health and ready and  
 willing to do the task that you are assigned.

• That you will arrive suitably attired for the weather conditions and  
 with adequate weather protection for the prevailing conditions  
 (including sun protection). As a minimum you will be clothed from  
 head to wrist to ankle and with full covered shoes or boots and a hat  
 or cap.

• That you sign on with the provided Motor Sport documentation and  
 ensure required information is correctly recorded.

• To have the minimum of a trainees (Motorsport Australia) official  
 licence.

• That you will give your full attention to the Motor Sport activities while  
 at your post and while the track is in use.

• That you know and have the contact details of your Team Leader.   
 That you have undertaken training appropriate to the role and   
 responsibilities you are assuming and follow protocols as per training.

• That should you observe an incident that requires a report that, to the  
 best of your ability, you will give all of the details  requested to   
 the Clerk of the Course.

• That you give your full co-operation to the other members of   
 your team and follow directions given by your Team Leader.

• That when in a position that brings contact with members of the   
 public, you display politeness and when you are required to give   
 directions do so as a request rather than an order.    
 Do not engage in debate and if you require assistance to deal with a  
 difficult or potentially dangerous situation that you call immediately  
 on your Team Leader’s assistance to handle the matter.

We welcome and encourage all members to become involved as volunteers in 
Motor Sport events. Please contact the SCCSA for more details and your offer 
will be forwarded to the appropriate section for incorporating in their events.
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Remember you are the most important person in Motor Sport – without you, 
the volunteer, nothing would happen. Enjoy!!

The services provided by volunteers are essential for SCCSA to be able 
to maintain its high level of service to its members and the public.  As an 
organisation, our aims are to provide an environment in which volunteers are:

• properly inducted into the organisation,

• adequately trained,

• supported so they provide high quality services,

• consulted about how best to carry out their volunteer work, and

• provided with positive and mutually supportive working relationships  
 with management and paid staff.

We believe that interaction between volunteers, Members & staff and the 
people we serve enhances the quality of service.

Its purpose is to issue and promote a wide range of positive communications 
to staff, members and the public.

7. Code of Conduct
SCCSA is reliant on and committed to a positive public image and strong 
relationships with members, stakeholders and members of the public.  

Any questions/concerns can be directed to your Co-Ordinator, Club General 
Manager or Facilities/Functions Manager.

Expectations of the Code include:

7.1.1  Respect, Care and Compassion
This is about the way that you provide service and interact with the people 
that you work with and provide service to.  It requires you to acknowledge 
the context of their situation, to be sensitive to their needs and to behave in a 
manner that takes account of their feelings.
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7.1.2  Awareness to Create a Safe    
  Environment
You have a responsibility, along with all other staff and volunteers to create a 
safe environment for others.  This is both from a physical and psychological 
perspective.  You are required to ensure that you report for volunteer work in 
a fit state for the duties involved.  

7.1.3  Equitable Relationships
It is expected that you will value diversity and that you will treat all people 
fairly & equitably.  It also means that you will not apply any unjustifiable 
favourable or unfavourable treatment to any person in any situation.

7.1.4  Quality Service
SCCSA is committed to providing high quality service.  It recognises that an 
effective complaint system to enable fair avenues of redress is important to 
be able to continue to improve.  It also recognises that independent avenues 
of redress will be available to complainants and that confidentiality must 
be maintained where requested by the complainant. SCCSA also provides a 
“Whistleblower” avenue to report any issue of maladministration or breach of 
Regulations or policy without fear of victimisation. (refer 9.5).

7.1.5  Ethical Conduct
This requires your conduct to be professional and above reproach in relation 
to the intent or the perceived meanings of your actions both in your work 
and private life.  It means doing your best to meet specified performance 
standards, SCCSA’s policies and legislative requirements.  It also means that 
you only perform duties that you are legally qualified to perform.  You are 
required to perform your duties in a politically neutral manner and are not to 
use your position for personal gain.

7.1.6  Accountability and Due Diligence
This requires you to perform your duties in a competent and capable manner 
and to exercise your best professional judgement to ensure that the best 
interests of SCCSA are served at all times.  You are required to obey all lawful 
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instructions.  It requires honesty and the exercise of proper care at all times 
and adherence to legislative requirements.  

7.1.7  Confidentiality and Public Comment
The right to privacy and confidentiality of information of clients, staff, 
volunteers and SCCSA is to be respected at all times.  You may only release 
information to a third party where there has been prior proper and adequate 
authorisation.  This especially applies to the release of information to the 
media.  Sensitive information must be securely stored to ensure access cannot 
be obtained by any unauthorised person.

7.2  Professional Behaviour
Volunteers are expected to behave in a professional and dignified manner 
on the premises or at outside venues to protect both the individual and the 
SCCSA.

7.3  Conflict Of Interest
You must avoid participating in any decisions and activities, which may conflict 
with the duties and responsibilities of your volunteer work with SCCSA.  Where 
there is doubt, you should provide details to your Accountability and Due 
Diligence

This requires you to perform your duties in a competent and capable manner 
and to exercise your best professional judgement to ensure that the best 
interests of SCCSA are served at all times.  You are required to obey all lawful 
instructions.  It requires honesty and the exercise of proper care at all times 
and adherence to legislative requirements.  

8. Guidelines for Volunteering
8.1 Registration of Volunteers (Non MotorSport)
When you accept the role of volunteer, you are required to complete and sign 
the Volunteer Registration Sign On Sheet.
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For insurance purposes, no person shall carry out any voluntary work within 
SCCSA until they are registered as a volunteer.

8.2 Transport
(i) Use of Private Vehicles for Volunteer Work

 Volunteers will not be required to use their private vehicles for   
 volunteer work against their wishes. 
 Should you wish to use your private vehicle in the course of   
 your volunteer duties, approval must be sought from the Volunteer  
 Co-Ordinator or Management. 

 If you are required to use your private vehicle in the course of your  
 volunteering duties you will need to adhere to the following   
 requirements:

•  Ensure your motor vehicle is currently registered and thus   
 insured for third party bodily injury.

•  Hold an appropriate South Australian Driver’s Licence.

•  Provide to the Volunteer Co-ordinator your current Driver’s   
 Licence and motor vehicle registration for sighting.

•  Ensure your vehicle is roadworthy and in good mechanical   
 condition.

•  Adhere to all Road Traffic Act Laws and Regulations, including   
 when driving on Private Property.

 SCCSA does not provide comprehensive car insurance to volunteers  
 using their private vehicles for volunteer work.  It is recommended  
 that you comprehensively insure your private vehicle.

 If your private vehicle is required for volunteer tasks you are   
 entitled to reimbursement of petrol/running costs.

 (ii) Traffic Infringements

 The onus is on you to adhere to driving regulations whilst performing  
 your duties and any indiscretions or traffic infringements will be your  
 responsibility.



15

8.3 Out-of-Pocket Expenses
You can apply for reimbursement of out-of-pocket expenses to the Facilities 
Officer or Administration for approval of expenses incurred as a direct result of 
your voluntary service.

Your transport to and from the site at which you work is not considered an 
out-of-pocket expense.

To obtain reimbursement, receipts must be presented and the Notice of 
Reimbursement form completed and signed.

8.4 Accidents, Incidents & Insurance
You are not covered by WorkCover.  However, SCCSA has an insurance 
policy for volunteers who may be involved in an incident or accident while 
performing a legitimate task in the course of their volunteer work for SCCSA. 

You are insured for both public and professional liability.  As noted before, 
SCCSA does not provide comprehensive car insurance for volunteers using 
their private vehicles to undertake volunteer work.  SCCSA recommends that 
you have a minimum of Third Party Property Insurance for your vehicles, or 
preferably comprehensive insurance.  If you are injured, a SCCSA Accident 
Report Form must be completed.  

Forms are available from the Club General Manager, Functions/Facilities 
Manager and are at Collingrove .

8.5 Cessation of Volunteer Duties
If you need to leave or have a break from volunteering it would be appreciated 
if you could advise your Section Leader or Club Management.

8.6 Cessation of a Volunteer’s Service
You may be asked to cease your volunteer duties for:

•  Unsatisfactory/unsuitable performance

•  Misconduct
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Should the misconduct be of a serious nature, you may be asked to 
immediately cease your volunteer service.

In the case of unsatisfactory or unsuitable conduct you must be given an 
opportunity to discuss the concerns with your Co-ordinator and/or Section 
Leader.  It is the Volunteer Co-ordinator’s role to advise you that there has 
been a report of unsatisfactory conduct, or that there are concerns about your 
conduct.  

A meeting should be arranged as soon as possible to discuss the concerns.  
In arranging the meeting, we will give consideration to any particular 
circumstances (eg health, family issues) that may affect your ability to take part 
in the discussion.

During the discussion you will be provided with the details of the concerns 
raised and will be given an opportunity to respond to the issues and raise any 
other relevant matter.

We will outline the areas of improvement required and the timeframe in which 
these improvements need to occur.  A date will be set on which your conduct 
will be reviewed.  

If there is no improvement in your conduct by the review date you may be 
asked to cease your volunteering duties with SCCSA. 

8.7 Signing On & Off Duty
Each site should have a Volunteer Attendance Sheet.  You are to sign on when 
you enter the site and sign off again when you leave.  A contact name and 
phone number is also required in the case of an emergency or accident. This 

procedure ensures safety and helps us record how much valuable work you do.

8.8 Medical Certificates
If you have a significant pre-existing illness or injury you may be asked to 
provide a medical certificate before commencing voluntary work.  This will 
assist the Co-ordinator to allocate suitable duties.

Similarly, if you suffer a significant illness or injury during your time as a 
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volunteer you should make a time to speak with your Co-ordinator before 
recommencing your duties. A health clearance from a medical practitioner 
may be required in such circumstances.

8.9 Training
Training opportunities are available to all volunteers.  When required, 
training will be provided in order that you may do your job more 
effectively.  

8.10 Dress Code
You are required to wear neat attire, appropriate to the work environment. 
Appropriate personal hygiene standards are expected, particularly if working in 
food preparation areas.

8.11 SCCSA Property
You must not remove SCCSA property from any site without authorisation from 
an appropriate Manager or Co-ordinator of Volunteers. Any items taken from 
the Clubrooms must be recorded in the Register held at reception.

9. General Policies
9.1 Policy Information
SCCSA is committed to providing its staff and volunteers with clear guidelines 
and procedures within which to carry out their work. The Club is aware of its 
responsibilities and encourages everyone to seek assistance if any duties are 
unclear or considered unsafe or not in their capabilities. Our policies support 
our vision and values and reflect legislative requirements.

You must abide by all SCCSA policies and procedures, and if in doubt, seek the 
advice from Management.

9.2 Smoking Policy
SCCSA, in line with its duty of care responsibilities, provides a smoke-free 
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9.3 Work Health & Safety
SCCSA has a strong commitment to WHS.  While management has 
responsibilities and obligations staff and volunteers are equally responsible.  
Policies on WHS can be found in hard copy at the Club

Your responsibilities are to:

• work in a safe and responsible manner so as not to endanger   
 yourself or any one else;

• to comply with all safety policies and regulations;

• to wear any prescribed safety equipment;

• to report any hazards.

In the event that you are involved in an accident or a near miss you are to 
report the incident on the required form.

SCCSA uses a Consultation Forum that meets regularly to address WHS 
matters. Check the notice board to read the copy of the minutes of the 
meetings.

9.4 Alcohol Abuse and Illegal Drug Use
Alcoholic beverages are not to be consumed in any working area of SCCSA, 
without the prior approval of Management.

Any volunteers whose performance is affected by the consumption of alcohol 
or drugs will not be permitted to work.

Any volunteer member found to have used or be in the possession of illegal 
drugs on SCCSA premises may be reported to the Police, and may be subject to 
cancellation of their membership.

9.5 Whistle Blowers
You have an alternate and protected avenue to report issues of waste, 
maladministration, illegal activity or inappropriate behaviour that you witness, 
are subject to or are aware of.  SCCSA will provide a safe reporting option 
where it is inappropriate to report through the normal reporting line of 
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command, or where no action has been taken on a report already made by 
you. The contact for reporting is the Club General Manager or the Facilities 
Manager.

9.6 Harassment/ Bullying
Harassment including sexual harassment and bullying has no place in the 
workplace and will not be tolerated by SCCSA.

Any form of harassment and/or bullying where a staff member or volunteer 
feels offended humiliated or intimidated by that conduct must cease 
immediately.  SCCSA assures you it will be treated seriously, carefully, quickly 
and confidentially.

9.7 Grievance Procedures
SCCSA is committed to ensuring that grievances, disputes or claims of 
harassment or bullying between staff (which includes managers) and / or 
volunteers or clients or residents or those associated with clients or residents 
are resolved promptly and fairly with the aim being to preserve a positive 
working relationship.

You are encouraged to contact either the Club General Manager or the 
Facilities Manager first when problems arise which you cannot resolve.  You 

are entitled to have an advocate present during this process.

9.8 Use of Electronic Mail and Internet
The e-mail system and the internet at SCCSA is provided to assist staff and 
volunteers with business communications and information and, as such, 
should be used for communication related to SCCSA business.  The system 
must not be used for non-club related purposes including soliciting outside 
business ventures, or advertising for personal enterprises.

The e-mail system and the contents of all e-mail messages sent, received, or 
stored in the e-mail system is the property of SCCSA.  SCCSA management has 
the right to access, monitor, review, copy, delete, and disclose any employee 
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e-mail messages on the e-mail system with or without prior notice.

SCCSA reserves the right to restrict the use of Internet resources.  SCCSA 
periodically reviews the external traffic out to the Internet.  Connections into 
SCCSA’s network may only be arranged for and administered by Information 
Systems.  This includes individual remote access by phone, as well as 
connections by external third parties, for purposes such as exchanging Internet 
content, electronic commerce or other system access.

Information retrieved from the Internet using SCCSA resources must not 
include material that would reasonably be considered offensive.  This includes 
messages that can be disparaging of others based on their gender, race, 
sexual orientation, age, national origin, or religious or political beliefs as well 
as discriminatory material, pornographic material, and malicious access (e.g. 
cracking, hacking) to Internet sites.

9.9 Telephone 
SCCSA provides telephones to assist staff and volunteers with business 
communications and, as such, these should be used only for communication 
related to SCCSA business.  Private use of these resources should be limited to 
emergencies only.

9.10 Personnel Records
We ask that changes to name, address and emergency daytime contact 
telephone number be notified to Administration as soon as possible in case of 
emergency.  It is your responsibility to ensure Administration has your most 
current information.

Nothing is retained in a personnel file that you are not aware of.

9.11 Working at Heights Policy
The OHSW Act 1986 and OHSW Regulations 1995 place a duty of care on 
employers, employees and volunteers to ensure safety in the workplace. 
The Regulations use the principle of hazard identification, risk assessment 
and risk control to minimise the risk of injury in the workplace. Emphasis is 
placed on consultation between all parties to achieve a safe and healthy work 
environment.

All volunteers should refer to the separate policy on working at heights which 
is held by the Volunteer Co-ordinator and the Facilities Officer.
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Appendix A: Guidelines if you are 
Injured at Work

If You Are Injured

1.  Immediately telephone or notify your Volunteer Co-Ordinator,   
 Facilities Officer or Club General Manager.

2.  Complete SCCSA’s Incident Notification form.

3.  Be involved in the investigation of your incident.

If You Cannot Perform Your Normal Duties

1.  Immediately notify your Volunteer Co-Ordinator, Facilities Officer or  
 Club General Manager and inform them so they can assist you.

2.  Discuss with them what alternate duties you are able to do.

If You Require Medical Attention

1.  Immediately notify your Volunteer Co-Ordinator, Facilities Officer or  
 Club General Manager and inform them so they can assist you.

2.  Complete Incident Report Form.

3.  Let the Doctor know that the injury has occurred whilst carrying out  
 Volunteer work.

4.  Ensure the Doctor completes a Medical Certificate.

5.  Give copies of the Medical Certificate (if required) to your Manager  
 together with an Incident Report Form.

Completing the Incident Report Form

1. With your Manager or Co-Ordinator complete the Incident   
 Report Form.

Your Medical Costs 

1. Volunteers are responsible for their own Doctor’s bills or  Medical  
 treatment bills. Insurance cover for voluntary workers of SCCSA   
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 provides cover for capital benefits (ie death or permanent   
 total disablement), and if applicable, loss of the volunteers   
 regular income at 85% of the normal income, limited to $1,000 per  
 week for a maximum of 104 weeks.

2. The general insurance industry is prevented from insuring ‘Medical  
 and Health Expenses’ as stipulated in the Health Insurance Act 2007.  
 This means the SCCSA insurers are prohibited from providing any   
 cover for any medical expenses incurred by the injured person,   
 whether they are covered, in part or in full by Medicare and all of  
 those expenses that are not.  

Your Role

1. Let the Club General Manager know your situation, and contact   
 him/her if you have any questions or problems.

2. Contact your manager if you are unable to attend meetings,   
 appointments or agreed working hours.

The Role of Your Manager/Supervisor

1. Will regularly communicate with you and provide support.

2. Will forward any documents where necessary to the appropriate   
 authorities.

3. Will provide alternate work and support you in your Return to Work.

The Role of SCCSA’s WHS Co-ordinator / Facilities Manager

The role of the WHS Co-ordinator is to offer assistance and support to help you 
return to volunteer work as soon as possible.

They will:

1. Communicate with you during your return to work program.

2. Attend arranged meetings with you to discuss your progress and any  
 difficulties you may be experiencing.

3.  Talk with you on how you can safely return to volunteer work.
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51 King William Road 
Unley, SA 5061 

Telephone: 08 8373 4899 
admin@sportingcarclub.com.au 

www.sportingcarclub.com.au


