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A WELCOME MESSAGE
FROM OUR CEO
Dear friends,
Welcome to the PPIS family!
PPIS has come a long way since its humble beginnings in 1952. Today, we have grown to become a
compassionate organisation that supports women and their families across different phases of their lives
– a goal made possible by all those who have supported us, including our volunteers.
As a voluntary welfare organisation that was founded and historically managed by 22 women volunteers,
it is important to us that we build a strong and effective network of dedicated volunteers, for these are
the people who add value and meaning to the work that we do. With the myriad of services and
programmes at PPIS, volunteering opportunities here are aplenty, each with its own rewarding journey.
Wherever you choose to go and whatever you choose to do, we
are deeply appreciative of all our volunteers for their generosity
of time, energy, skills, and for being the faces of PPIS. It is your
warmth and sincerity that enables PPIS to truly realise our mission
of inspiring women and strengthening families.
As PPIS continues to grow, it is essential that we have a
comprehensive framework to manage all our volunteers.
Thus, I am excited to introduce our new Volunteer
Management Handbook. With this, we hope to effectively
mobilise and engage our volunteers, as well as tap on their
wealth of skills and experiences, to better improve PPIS’ capacity
to serve the community.

Thank you for choosing PPIS, and I hope you will have a
meaningful time volunteering with us!

Mdm Tuminah Sapawi
Chief Executive Officer, PPIS

| CHAPTER ONE
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Organisation Overview

ABOUT PERSATUAN
PEMUDI ISLAM
SINGAPURA (PPIS)

OUR VISION
A

Compassionate

Organisation

Connecting

Communities
OUR MISSION
Inspiring Women - Strengthening Families
OUR S.A.C.R.E.D VALUES
Sincerity - Show earnestness in helping

Founded in 1952, PPIS (Persatuan Pemudi

Pro-Active - Display readiness to serve

Islam Singapura or the Singapore Muslim

Compassionate

Women’s

concern

Association)

is

a

non-profit

-

Give

attention

and

show

organisation focused on community services.

Reliable - Perform our duties with quality

We are dedicated to working with women of

Effective - Deliver services backed by knowledge

all ages in carrying out their multiple roles in

and skills

society. PPIS runs three core community

Dakwah - Enjoining what is good

services namely Family Services, Student Care
and Early Childhood Education (ECE). With 16
centres

island

wide,

the

services

work

seamlessly together to provide a quality and
holistic support as well as developmental
programmes for women and their families.
PPIS engages volunteers to help light the way
and empower Muslim women and their
families to achieve a future fulfilled with hope,
promise

and

success.

In

turn,

the

assignments enable volunteers to increase
their awareness of Muslim women in the
community, and develop a sense of socially
responsible citizen. PPIS does this by offering
a range of volunteer assignments to cater to
the varying interests, skills, and availability of
the volunteer community.

For more information about PPIS and its programmes, please visit www.ppis.sg.
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ABOUT PPIS VOLUNTEER
PROGRAMME
2.1 OVERVIEW
The PPIS Volunteer programme connects volunteers with communities to contribute
experiences and skills in our programmes.

2.2 VOLUNTEER MANAGEMENT SYSTEM
PPIS has developed a comprehensive Volunteer Management System (VMS) to support our
volunteers through their volunteer journey and help them effectively contribute to the
development of Muslim women community. The chart below illustrates this system.
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CHAPTER THREE |

SUPPORT FOR VOLUNTEERS
Volunteers may embark on different types of assignments:

Events-Based Volunteers
Volunteers who provide ad-hoc assistance at events such as logistics, packing,
photography; outing with children; distribution of festive hampers/food packs; etc.

Service-Based Volunteers
Volunteers who are directly involved in services provided by PPIS such as tutoring students
from low-income families; befriending and mentoring women; child-minding; transportminding; etc.

Skills-Based Volunteers
Volunteers who provide certain skillsets to strengthen the capabilities of the organization
such as workshop panellists; skills trainers; mentoring; poster-designing; etc.
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VOLUNTEER CONTINUITY
PLANNING & CONTINUED
ENGAGEMENT
4.1 Volunteer Continuity Planning
Given the unpredictability of any potential recurrent outbreaks, PPIS will continually review and
update the Volunteer Continuity Plan (VCP) throughout the crisis period such as impact
assessment at pre-crisis, risk assessment and safety compliance during crisis as well as
assessment of response and recovery of preparation. Volunteers will be kept updated on
continued involvement on essential services.

4.2 Appreciation for our Volunteers
PPIS deeply appreciates your partnership in empowering Muslim women and their families.
The following are some initiatives we have in place to express our appreciation as well as to
support and keep our volunteers engaged:
E-Certificate of Appreciation
Long-service awards for volunteers who have served for 5 years and beyond
Nominations for other awards for volunteers in Singapore, e.g. President Award, MUIS Award,
National Day Award, etc.
Volunteers Networking Events. We organise networking sessions to give volunteers platforms
to exchange volunteering experiences, learn from each other, forge new friendships and build
a community amongst our PPIS volunteers.
Volunteers Appreciate Events
Volunteer related training/workshops. Training workshops may be organised to equip you with
the skills needed to carry out volunteering assignments. All volunteers may, depending on
their assignment, complete an orientation, on-the-job programme training and participate in
relevant courses arranged by PPIS. The training will set out the skills and knowledge necessary
to perform the volunteer’s assignment.
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VOLUNTEER CONTINUITY
PLANNING & CONTINUED
ENGAGEMENT
4.3 Join Us!
PPIS Centres are always looking for passionate volunteers who wish to make a difference. If you
wish to join us on a meaningful journey to help pave the way for Muslim women and their families
to achieve a future filled with promise, register with us as a Volunteer today! Register yourself at
ppis.sg/volunteer.
To find out more, please contact the Volunteer Manager:
Email: volunteer@ppis.sg
Tel: 6744 0258

4.4 Stay Connected
We welcome our volunteers to stay connected with the community and PPIS via the following
social media platforms:

@ppis.sg

@ppissg
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VOLUNTEER CODE OF CONDUCT
The Volunteer Code of Conduct promotes responsible volunteering. Your support
of the principles it upholds will help to ensure a spirit of partnership, solidarity
and respect between you, PPIS, the service users and community with which you
volunteer.

5.1 To be ethical and responsible in safeguarding
the interests of vulnerable persons that I
encounter in the course of my volunteer stint.
Your volunteering stint may see you come into regular
contact with vulnerable persons such as children,
vulnerable women, the sick, or the elderly. Often, these
people are in a position of need and may look to you
for guidance and support. In these situations, fulfil
your moral obligation to protect their rights and
interests.

5.2 To conduct myself in a professional manner during my assignment.
As a volunteer fielded by PPIS, you are an ambassador for the organisation. Your conduct will also
set a precedent for all volunteers who come after you. Thus, it is important for you to conduct
your volunteer responsibilities with professionalism.
Set boundaries with service users who are overly friendly or try to seek special attention and
behave appropriately even if they exhibit inappropriate behaviours.
Do not engage in inappropriate physical contact eg. having service users such as children sitting
on your lap, kissing or touching. Intimate/personal care of the service users such as toileting or
bathing are to be conducted only in the presence of staff and as part of your volunteering role
(eg. childcare assistant). Unless otherwise required by your volunteer role as indicated in Letter
of Appointment, you will not exchange contact information with your service user. You will not
meet with your service user outside of the scope of your volunteering assignment. Where
necessary and as required by your volunteer assignment, you will discuss this with PPIS staff and
seek approval from your Volunteer Coordinator prior to arranging to meet them.
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VOLUNTEER CODE OF CONDUCT
5.3 To take due care with my personal safety, and
physical and mental health.
While PPIS provides our volunteers with guidance and
training, it is also your responsibility as a volunteer to
abide by that advice and to use discretion while
making any decision. Do your part to ensure a safe
care environment for all eg. keeping a lookout for the
safety of everyone, including service users, fellow
volunteers and staff.
If you are unwell, refrain from attending any
volunteering event or assignment and inform your
Volunteer Coordinator or Volunteer Manager. Please
wear a mask at all times. Practice good hygiene by
sanitizing/washing your hands regularly, especially
after visits to the restroom as well as before and after
meals. Do not share your meals and personal items
such as bottled water and cutlery (such as cups, plates,
spoon and fork). All volunteers should wear gloves
when preparing or serving meals.

5.4 The signing of the volunteer appointment
letter acts as an agreement to abide by the Code
of Conduct.
Depending on the nature of your assignment, you
might be required to sign an Agreement with PPIS; in
which case this handbook will serve as an addendum
to the contract. The clauses in this handbook are
binding for volunteers who do not need to sign
Agreements with PPIS. The information in the
handbook (First Edition, 2021) is correct at the time of
printing. PPIS reserves the right to amend or change
the policies and procedures at any time, and will
communicate the relevant changes to you periodically.
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SECTION A - PERSONAL CONDUCT
1. Acceptance of Gifts and Gratuities
Volunteers are strongly discouraged from accepting cash, donations or gifts from service users or
clients in return for their service. In the event that you’re unable to decline a gift, you will declare
any such gifts (of value above $10) to the Volunteer Manager and return it to PPIS. You will not
accept any cash from service users or clients.
2. Child Protection
To protect and safeguard the well-being of children in our programmes, PPIS requires all
volunteers who will work directly with children to undergo special screening processes and
reference checks. PPIS will not permit volunteers to work with children if they pose unacceptable
risks to children’s safety or well-being.
3. Commercial Activities
Volunteers are prohibited from engaging, whether directly or indirectly, in commercial activities
during their period of appointment. Commercial activities include but are not limited to:
Exploiting one’s volunteer status for financial gain.
Investing in real estate, bonds, shares or stocks of commercial nature.
4. Discrimination or Exploitation of Vulnerable Persons
PPIS does not condone any conduct which discriminates, exploits or abuses the rights and wellbeing of women, children, elderly, the disabled, and other vulnerable persons. Conduct giving rise
to allegations of discrimination or exploitation of vulnerable persons, including sexual
harassment, will be taken seriously, amounting to corrective action or termination of the
volunteer assignment.
5. Personal and Public Communication
Volunteers shall exercise discretion in any public communication regarding their assignments.
They shall refer ALL media requests received to their respective Volunteer Coordinator or the
Volunteer Manager, and seek the PPIS’ prior permission and guidance before speaking to the
press or other forms of media.
Volunteers shall exercise extreme discretion when taking photographs or videos of a service user
or client, friends/family of the service user or client, programme or volunteering event. You are
required to seek their permission before taking the photographs or videos.
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SECTION B - PROFESSIONAL CONDUCT
Volunteers have the responsibility to conduct themselves in the highest possible professional
standard so as to uphold the good image of PPIS. They are to perform to the expected standards
and achieve deliverables established for the position, within the given timeline.
1. Punctuality
Volunteers are expected to perform their duties on a regular and punctual basis. When expecting
to be absent from scheduled duty, volunteers are to inform their respective Volunteer
Coordinator or the Volunteer Manager as far in advance as possible so that alternative
arrangements may be made. Continual absenteeism will result in a review of the volunteer’s work
assignment or terms of service.
2. Confidentiality
Volunteers are expected to maintain the confidentiality of all proprietary or privileged information
to which they are exposed while serving as a volunteer, whether this information involves a staff
member, volunteer, service user, client, or other person or involves the overall business of PPIS.
Volunteers are advised to not share confidential information about other employees, volunteers,
customers, clients of PPIS unless required by Singapore law.
3. Conflict of Interest
Volunteers are expected to avoid situations which may have conflict of interest with the
organisation (e.g. other commitments, roles in other organisations). Volunteers should declare in
writing (via email or WhatsApp) to their respective Volunteer Coordinator or the Volunteer
Manager if any potential area of conflict arises. We can help to advise how to either remove the
conflict by recusing yourself from the situation (such as decision making or ability to influence
decision making) altogether, or develop a plan to manage the conflict.
4. Dress Code
Volunteers shall dress appropriately for their duties.
5. Performing under Influence of Alcohol or Drugs
Volunteers are not to report for service under the influence alcohol or Illicit drugs. Any volunteer
who reports for service while impaired by the use of alcohol, over-the-counter medications, illicit
drugs, or other controlled substance may be subject to the termination of his/her volunteer
assignment or contract.
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6. Media
Any media recording, including photographic images of you during your volunteer service may be
used at PPIS’ discretion, for PPIS’ publicity efforts and internal use, without prior notice or
consent. You may not make any statement about PPIS or the programme/activity to the press or
other forms of public media, except with PPIS’ written consent or represent yourself as working
for or employed by PPIS.
7. Social Media
Volunteers shall exercise sensitivity when posting or uploading the photographs or videos that
you have obtained or in posting personal comments about programmes, promotional material, or
volunteering events on social media or on your personal blogs/vlogs. Offensive or unwarranted
negative comments may result in corrective action.
Volunteers should contact PPIS if they require advice on such communication. Corporates,
educational institutes and interest groups who wish to post photographs of volunteering events
with our clients or service users on their social media or official website are required to seek
clearance from PPIS before doing so.
8. Responsibilities to PPIS
Volunteers are required to to carry out your responsibilities to the best of your abilities in which
you are engaged as outlined in the Letter of Appointment. This includes submission of written
reports to PPIS on assigned programme, engagement with service users and related matters
upon request. Your tasks and responsibilities may be changed from time to time as deemed
necessary. Such changes shall be mutually discussed and expectations explained and agreed with
advance notification.
Volunteers shall not represent themselves as working for or employed for PPIS at any time.
Except where PPIS expressly authorises you in writing, you shall not be appointed as PPIS’ agent
or representative in any way, nor will you have the ability to enter into any contract on PPIS’ behalf
or to bind PPIS or to make any commitment, representation or warranty for or on PPIS’ behalf.

WELCOME
MESSAGE

PAGE | 14

CHAPTER FIVE |

9. Termination
PPIS may review or terminate any volunteer who engages in behaviour which, in the opinion of
PPIS, affects the proper discharge of his/her duties and responsibilities as a volunteer or affects
the reputation of PPIS. These may include but not limited to breaching any of the rules and
regulations and the code of conduct set in the Letter of Appointment or PPIS Volunteer
Handbook, gross misconduct or insubordination, reporting for duty under the influence of alcohol
or drugs, is charged or is under investigation for any criminal offence.
10. Use of PPIS Property
Volunteers are not to use the organisation’s property, resources, information or funds for any
purposes other than for authorised uses. Upon the completion of your assignment, you are
required to promptly return to PPIS, all documents and information stored in removable or
mobile storage devices made available to you.
11. Volunteer Supervision and Evaluation
PPIS has in place a system of supervision and evaluation for volunteers. This is to maintain
accountability and ensure quality service delivery. Every volunteer or volunteer team will work
with an assigned Volunteer Coordinator who will monitor their well-being and the programme
progress through various channels including regular communication and reports submitted by
the assigned Volunteer Coordinator. Volunteers will be advised on the format of reports, timing
and regularity of report at the time of appointment.
12. Data Protection Policy
The Personal Data Protection Act (PDPA) establishes a data protection law that governs the
collection, use, disclosure and care of personal data.
PPIS collects personal data of volunteers so as to assess, select, recruit and mobilise volunteers,
and to communicate with volunteers regarding the services and the activities of PPIS. We respect
your privacy and recognise that personal data is important to you. PPIS is committed to treat all
personal data with due respect, in accordance with the relevant data protection laws of
Singapore.
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