VOLUNTEERING POLICY

[name of organisation] aims to provide a range of services and opportunities for the local community, including promoting opportunities for volunteering.  Our aim is to encourage and support people from all sections of the community who wish to volunteer in a variety of ways.  Volunteering can be on a regular basis, an occasional basis or a one-off basis.  

Exceptions

This Volunteering Policy does not apply to [name of organisation]’s Directors in their voluntary roles as Board Members. Director’s roles and responsibilities are the subject of other policy documents and legal regulations.

This Volunteering Policy does not apply to student or Job-Seeker placements as these are subject to other agreements between [name of organisation] and educational institutions.

The Role of Volunteers – Policy Statement

[name of organisation] recognises the importance of the contribution that volunteers can make to our services. We aim to give all possible support to our volunteers, so that they and [name of organisation] will gain maximum benefit from their contributions. This policy statement sets out the ways in which we shall seek to achieve that aim and the mutual volunteering relationship.  It forms part of the volunteering agreement between [name of organisation] and its volunteers.

Guiding Principles

Volunteers are an important part of the life and work of [name of organisation]. The work they do is not peripheral but is an essential component in our overall response to the community.

Volunteers may have a role in promoting [name of organisation] through their contacts within community.  If so, they are asked to observe the rules of confidentiality regarding any information concerning service users.

Volunteers are not a substitute for paid staff, and volunteers should never be used to replace workers except in instances of employee absence.

Volunteering Agreement

A written Volunteering Agreement will be discussed with each volunteer and we hope that both parties will sign it. It will include a statement of details and parameters of the role to be performed and the name of the person with whom the volunteer will liaise, their supervisor.

The agreement is not a contract and no relationship of employment is created.

[name of organisation]’s Policies

We hope that all volunteers will act in accordance with [name of organisation]’s Health and Safety, Equal Opportunities, Confidentiality and other relevant policies. Induction and training will be given as necessary to enable volunteers to achieve this.  

Recruitment

Consistent procedures for encouraging people to volunteer are in accordance with the Equal Opportunities Policy. Applicants will be asked to complete a registration form, and will have an interview to assist in determining their role, support needs and future development.

References: in keeping with current legislation, [name of organisation] will request appropriate personal references from volunteers, and in line with the recent Protection of Children Act 1999, disclosures will be required from staff who act in a direct or ancillary role to any services connected with children.

Induction, Training and Support

All volunteers will receive an induction with the member of staff supporting and supervising them when they start at [name of organisation].  The induction will be appropriate to the circumstances of the volunteer, and the role to be undertaken.  It will include an introduction to the work of the centre, the members of staff and to [name of organisation]’s policies.

All volunteers will receive support and supervision from a member of staff, their Supervisor, the frequency dependant on the nature of their role.  The purpose of the support will be to ensure that the volunteer is clear about their role and tasks, to enable their supervisor to feedback on their performance and for the volunteer to express their views and development needs.

Expenses

Volunteers will not receive any payment for their services, but their out-of-pocket expenses necessarily incurred in the course of their work, including their travel and essential food costs, will be reimbursed as permitted by current legislation or guidelines. Their supervisor will ensure that the volunteer is informed of how to claim for expenses. Expense claims should be supported by receipts or other evidence unless there is good reason otherwise.

Evaluation

[name of organisation] will encourage the volunteer to comment on the ways in which she/he in particular, and volunteers in general are used and involved at [name of organisation]

All volunteers can expect to be consulted about their experience of volunteering, to help the centre develop a continually progressive response to volunteers needs.

It is important that volunteers keep [name of organisation] informed of any concerns regarding their roles and responsibilities, or work or the safety of persons and the premises.

Notice

Volunteers are asked to give as much notice as possible of any expected inability to fulfil their normal volunteering (e.g. because of holiday or other absences). [name of organisation] will similarly give as much notice as possible of occasions when a volunteer’s attendance may not be required.

Volunteers intending to withdraw their voluntary services are asked to inform [name of organisation] and to give as much warning as possible of the intended withdrawal of their services.  This will be reciprocated by [name of organisation]

Complaints Procedure

Should a volunteer have any complaint in the course of their volunteering, they should bring it to the attention of their supervisor. Should the volunteer remain dissatisfied, they will have the right to present their complaint to the Centre Director as outlined in [name of organisation]’s Complaints procedure.

Suspension

Should a volunteer flagrantly breach codes of conduct and policies of [name of organisation] or act in such a way as to bring [name of organisation] into disrepute the Centre Director shall have the right to immediately suspend the Volunteer Agreement. The Centre Director will advise the Board. Should the volunteer seek to appeal against the Centre Director’s decision the Board shall appoint two Board Members as an Appeal Panel and invite the volunteer to attend. The decision of the Appeal Panel will be final.

Volunteers’ Charter

Volunteers at [name of organisation] can expect:

· an initial interview to determine their key interests and skills

· a clear agreement indicating their role

· induction  training

· support and training for their role at [name of organisation]

In return the Centre can expect and benefit by:

· referenced and motivated volunteering

· an infusion of extra skills 

· increased involvement by the local community in the delivery of services

and can offer:  

· training opportunities 

· support 

· skills and c.v. development 

· career enhancement 

· increased involvement and awareness of how a voluntary sector organisation like [name of organisation] operates

[name of organisation]
Volunteering agreement

Volunteer Name:

The Association aims to value the contribution that volunteers make to the running of the organisation’s activities throughout the period of their involvement.

This agreement reflects the hopes and intentions of the volunteer and [name of organisation] ([name of organisation]) and is not contractually binding in any way on either party.

Details relating to your volunteering at [name of organisation] are set out in your role description attached to this agreement. 

Please read the following statements dearly before signing this agreement.

As a volunteer with the [name of organisation]  I understand that I will be expected to:

1. Engage with other volunteers, employees, and management in accordance with [name of organisation]’s Equal Opportunities Policy.

2. Operate within [name of organisation]’s confidentiality procedures, including record keeping requirements and confidentiality of organisation and centre user information.

3. To submit a claim to my supervisor on an agreed regular basis for reimbursement of all agreed out of pocket expenses.

4. Familiarise myself with [name of organisation]’s policies and procedures that are relevant to my role.  These will be explained at induction.

5. Attend for voluntary work on a regular basis and if I am unable to come in, to [name of organisation] at the earliest opportunity.

I have read and understand the above points:



volunteer



on behalf of [name of organisation]



date

This agreement is not a contract and no relationship of employment is being created.

This agreement was approved by the Board of [name of organisation] on …………………..and will be reviewed periodically.


