Working with Volunteers Policy
Introduction 

‘Volunteering’ is spending time, unpaid, doing something that aims to benefit other people. A volunteer policy demonstrates a consistent commitment to volunteers. Here, we are talking about individuals investing time and energy getting involved in their activities. Voluntary activities are undertaken of a person’s own free will, without payment, except for the reimbursement of out-of-pocket expenses. The policy framework for volunteer involvement needs to be clear, consistent and encourage good practice – consider including equal opportunities and diversity; selection; induction training; recognition and reward; support and supervision; health and safety and problem-solving. ‘Role descriptions’ that reflect people’s abilities and capabilities can clarify expectations. 
Setting the volunteer policy framework

The policy framework for volunteer involvement needs to be clear, consistent and encourage good practice. You may want to recognise the importance of volunteers to the work of <NAME OF THE ORGANISATION>’s and encourage people to get involved. It’s important to make sure there’s a clear understanding of the remit of volunteers. Also, you may want to detail the ‘nuts and bolts’ of volunteer involvement so that everyone understands what procedures exist and how they should be followed.

Volunteer agreement

An agreement, setting out mutual expectations, rather than obligations, can strengthen the bond between volunteers and <NAME OF THE ORGANISATION> – although it’s important to make clear that the agreement is not a binding legal contract of employment. Also, it could be a good idea to set out examples of what might be considered to be inappropriate conduct and ways that it will be tackled. The volunteer agreement should be discussed with new volunteers as part of their induction. Volunteers will be acting on behalf of <NAME OF THE ORGANISATION> so it’s important that they understand what these documents mean.

Volunteer roles

There are lots of ways that people can get involved with <NAME OF THE ORGANISATION> – from investing time to help set up and make decisions about how <NAME OF THE ORGANISATION> runs, to contributing views about care issue. A role description can set out what tasks a volunteer will do, outline what support and training they will receive and clarify expectations – these descriptions can be flexible and reflect people’s abilities and capabilities. Volunteering roles can offer rewarding opportunities, a chance to meet new people and develop new skills. But roles that are de-motivating (for example tasks that are menial or repetitive) won’t keep people involved or engaged for long.

Equal opportunities and diversity

Volunteering can be an excellent way of bringing people together, whatever their background or culture. A clear equal opportunities and diversity statement removes any concerns that volunteers may have about discrimination. It’s important to remember that <NAME OF THE ORGANISATION> whole volunteer programme is drafted with principles of equal opportunity and diversity in mind, so that these themes are reflected throughout.

Induction

A well structured induction programme ensures that volunteers are informed of the tasks expected, prepares them for their role, gives them an understanding of <NAME OF THE ORGANISATION> activities and allows them to voice any doubts or concerns. Volunteers could have an induction appropriate to their level of involvement. A checklist could be used to be sure that volunteers get a good range of information. A handbook, or induction pack, could be produced as a reference guide.
Support and supervision

Preparation and support makes people feel valued, and is critical to successfully involving volunteers. It’s important to explain the levels of support <NAME OF THE ORGANISATION> could provide to volunteers. Also, identify the skills required from volunteers. So carry out a skills audit to identify any gaps, and think through how to address any skills shortages. <NAME OF THE ORGANISATION> volunteers may also need more specialists training or briefings on specific issues – which other people involved in <NAME OF THE ORGANISATION>, may be able to provide. On the other hand, volunteers should not receive training which isn’t directly relevant to their role.

Expenses

<NAME OF THE ORGANISATION> need to decide very early on whether they will have an expenses policy for people taking part in <NAME OF THE ORGANISATION> activities. Although it’s not about financial gain, volunteers shouldn’t be financially worse off because of their work with <NAME OF THE ORGANISATION>. It is good practice for volunteers’ out-of-pocket expenses to be met. This is because expenses (or the time taken to recover expenses) can pose a barrier to potential volunteers (particularly those on low incomes for whom ‘cash flow’ might be an issue) so having a good expenses policy can be part of <NAME OF THE ORGANISATION>’s commitment to providing equal opportunities. However, it’s very important to be clear about the kind of expenses that might be met, and how expenses may be reimbursed. If reimbursed, expenses should be claimed from receipts, such as public transport tickets. Where volunteers use their own vehicles, it’s important to have a consistent mileage rate, and to remain within the tax-free limits set by HM Revenue and Customs. It’s not advisable to ‘round up’ expenses to more than the actual out-of-pocket cost, because any extra money can be classed as earnings and as such can affect state benefits and be subject to tax. It can also potentially affect the employment status of volunteers, making them entitled to the National Minimum Wage and other employment rights. <NAME OF THE ORGANISATION> recognised that the range of refundable expenses should reflect real life needs, from travel costs to employing carers either to assist relatives at home or to help someone take part in a meeting.

Solving problems

Regulations stipulate that one of the procedures that <NAME OF THE ORGANISATION> must agree and publicize is around dealing with complaints. Whether it is volunteers with problems, or problems with volunteers - try to discuss complaints informally at first. If the issue is not resolved or continues to cause concern, it should be dealt with in a structured way (as per the <NAME OF THE ORGANISATION>’s Complaints Policy) where both sides can explain their point of view. 

Health and safety

Volunteers should be reassured that <NAME OF THE ORGANISATION> have procedures in place to protect them as they carry out its activities. Induction should include relevant health and safety information. Where necessary, risk assessments can be made, and acted on.

Criminal Records Bureau checks

People with regular contact with children or vulnerable adults as part of their role with <NAME OF THE ORGANISATION> should receive a Criminal Records Bureau (CRB) check. <NAME OF THE ORGANISATION> regulations stipulate that anyone who is considered for authorization by the <NAME OF THE ORGANISATION> to ‘enter and view’ premises must have a check as part of the authorization procedures. CRB checks can be an important part of deciding whether a person is suitable for particular roles, and should complement other risk assessment and safeguarding measures. A CRB check will probably not be justified if the volunteer doesn't come into regular contact with vulnerable service users. 

INDUCTION CHECKLIST 

Name.................................................................... 
(Please tick when completed. This should be on the first day of the placement) 
1. Volunteer agreement received, read and signed 

2. Key Policies Confidentiality, Health and Safety and Data protection 

3. Placement introduced to supervisor 

4. Hours of work agreed 

5. Tour of Dept given and information given as per paid staff induction 

6. Advice given on confidentiality and gifts 

7. Injury/accidents at work 

8. Smoking 

9. Fire evacuation instructions 

10. Amenities i.e. toilets, cloakroom etc 

11. Meal times and breaks 

12. Personal use phone/internet/<NAME OF THE ORGANISATION> property 

13. Whistle blowing 

14. Dress/appearance 

Other <NAME OF THE ORGANISATION>’s Policies and Procedures.

Signed _______________________ On behalf of <NAME OF THE ORGANISATION>
Signed ______________________ (Volunteer)
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