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Conference Handbook Template
(For adaptation by local conferences) 
This handbook provides a practical guide for the day-to-day running of the Conference, bringing together key information on roles, meeting processes, member compliance requirements, home visitation, CDS data entry, appeals, pantry management, financial procedures, and safety and reporting. It is intended for all Conference members and volunteers and should be adapted to reflect local arrangements. Keep this document up to date by recording agreed changes as they occur and by reviewing it at least annually, ensuring details such as contact names, schedules, and procedures remain accurate.

Conference Details
Conference Name: [Insert Conference Name]
Parish/Meeting Venue: [Insert Parish or Location]
Meeting Schedule: [e.g. Fortnightly on Mondays, 7–8 p.m.]
President: [Insert Name]
Vice President(s): [Insert Name(s)]
Secretary: [Insert Name]
Treasurer: [Insert Name]
Spiritual Adviser: [Insert Name]
Twinning & Overseas Representative: [Insert Name]
Membership and Compliance
All Conference Members and Volunteers must:
· Hold a Working with Vulnerable People (WWVP) or Working with Children Check (WWCC)
· Have a National Police Check
· Complete mandatory Training Modules via Member Training Portal or group training
· Sign the Code of Conduct and follow the Society’s Safeguarding Policy
· No visits or companion contact may occur until compliance is verified by the Conference Support team.
Conference Operations
Meetings and Administration:
· Meetings are held [insert frequency] at [insert venue].
· Secretary records and distributes minutes before the next meeting.
· Companion-related notes must be securely destroyed after one month.
· Essential and credit cards are managed by authorised officers (President, Vice Presidents, Treasurer).
Communication:
· Member contact lists and building access details are maintained by the Secretary.
· Rosters and updates shared following each meeting.
Home Visitation Process
Record availability for visits during each meeting.
Helpline allocates referrals daily and sends updates to nominated conference members.
Visits are conducted in pairs only.
Record visit outcomes and assistance in CDS (Community Data Solutions).
Destroy all handwritten notes related to visits within one month.
Members without CDS access should provide their notes to a CDS-authorised member for entry.
CDS Data Entry Overview
Include in each entry:
· Companion name and visit date
· Type of assistance (e.g. food, utilities, rent)
· Funding source (Cash / In Kind)
· Assistance value and voucher codes
· Duration of visit and notes on the interaction with the companion (mandatory)
· Family or safety flags where applicable
Refer to the CDS User Guide or Conference Support Team for full step-by-step instructions.
Appeals and Special Projects
Christmas Appeal:
Form a Christmas Committee in October.
Contact local schools and parishes to coordinate hampers and donations.
Record all requests through Helpline/CDS.
Prepare and deliver hampers in early December.
Winter Appeal:
· National Appeal (May–August).
· Liaise with schools and parish for food and donation drives.

· Coordinate sharing of proceeds with neighbouring conferences where applicable.
Ozanam Sunday:
· Ozanam Sunday takes place in September and can be used as both a fundraising and awareness opportunity for the Overseas Partnership Program (OPP).
· Liaise with the parish early to include a short notice in the bulletin, a brief appeal message during Mass, or a display explaining how OPP supports communities overseas.
· Invite parishioners and community members to contribute through donations, prayer, and awareness-raising, while also highlighting the broader mission of the Society and the legacy of Frédéric Ozanam.
Pantry Management (Optional)
For conferences that maintain a food pantry
· Maintain an appropriate supply of essential food items based on local needs and available storage.
· Ensure stock is rotated and stored in accordance with hygiene requirements.
· Keep records of pantry donations, purchases and food provided to companions.
· Record donated food provided from the pantry as In Kind in CDS.
· Record food purchased for the pantry using Conference funds as Cash in CDS.
Companion Referrals and External Supports
Examples include:
·  Vinnies Home Energy Efficiency Program (ACT)
Refer to MemberConnect > Resources > Referrals Directory for updates.
Financial Procedures
· Treasurer reconciles EFTPOS and supermarket cards, shop and doona vouchers, and receipts at each meeting.
· Monthly reports submitted to Territory Council Finance Team.
· CDS entries must reflect all financial assistance accurately.
Safety and Reporting
· Conduct visits in pairs and ensure personal safety.
· Report any incidents or safeguarding concerns immediately to the President.
· Follow WHS and Safeguarding procedures as per Society policy.
Appendices (Optional)
· A: CDS Quick Reference Guide
· B: Home Visit Record Template
· C: Pantry Stock Log
· D: Appeal Coordination Checklist
· E: Key Contacts (Regional President, Conference Support, Case Work Team, etc.)
Document Control
Version: [Insert Version No.]
Date Updated: [Insert Date]
Prepared by: [Insert Name or Role]
Approved by: [Regional President or Manager Conference Support]
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