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Welcome

The Executive Committee welcomes all new volunteers to (*Insert your Organisation name here*).  We hope that by working with us, every individual can find personal enrichment.  (*Insert your Organisation name here*) supports all staff and volunteers to meet and develop their personal potential in a happy and diverse working environment.

Aim and Objectives

(*Insert your Organisation’s aim and objectives here*) 
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Volunteer Policy

(*Insert your Organisation name here*) is committed to the following:

· Not to introduce volunteers to replace paid staff.

· For volunteers to have a defined place in the organisation.

· For volunteers to be integrated and treated equally as part of the team.

· To recognise the individual skills each person brings to the organisation.

· For volunteers to feel supported and valued in their role through a comprehensive induction and a named staff member as a point of contact.

· Enabling volunteers to develop and build on existing skills and knowledge and encouraging their personal development.
Equal Opportunities
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(*Insert your Organisation name here*) seeks to recruit volunteers from a range of backgrounds that reflect the makeup of the local community.

· (*Insert your Organisation name here*) is committed to equal opportunities (see Equal Opportunities Policy) and will only recruit volunteers on their ability to do the tasks required and not on any other basis e.g. race, gender, disability, sexuality, age or marital status
· Volunteers must support the general principle of equal opportunities and any prospective volunteer who shows a clear lack of support for the equal opportunity policy will be unsuitable for a volunteer position.
· (*Insert your Organisation name here*) offices are accessible and (*Insert your Organisation name here*) will make every reasonable effort to meet the requirements of volunteers with special needs.
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Recruitment

· The potential volunteer will complete an application form, and help can be given with this if necessary. 
· The potential volunteer will be interviewed by the person who will be managing his/her work at (*Insert your Organisation name here*). 
· If at the end of the interview, both the volunteer and the staff member agree that there is appropriate work for the volunteer, one or two references will be taken up. These must be supplied by someone who is not a close relative. 

Supervision and Support

Each volunteer will be linked to a particular employee who will manage and supervise him or her. This person will make sure that the volunteer receives:

· a planned induction to the work of (*Insert your Organisation name here*)
· a copy of the Equal Opportunities policy, Confidentiality Policy and the Health and Safety policy.

· a role outline which shows the scope of the volunteering work. (This is not a contract)
· regular supervision and support sessions;

· positive feedback on his or her contribution;

· adequate office accommodation, equipment and services to perform his/her tasks effectively.
Expenses

· All volunteers will have their travel, and other agreed expenses paid promptly. 
· Volunteers should travel by private car or public transport. In exceptional circumstances expenses for taxi fares or childcare may be payable, but these arrangement need to be agreed in advance.
· Volunteers should fill in an expenses form and attach receipts where appropriate.

· Volunteers can receive reimbursement for expenses on the day they volunteer if they ask for this arrangement in advance.
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Insurance

All volunteers are covered by the (*INSERT YOUR ORGANISATION NAME HERE*) insurance policy while they are on the premises. It is the responsibility of the volunteers to inform their motor insurance company if they are using their car in the act of volunteering. (This usually makes no difference at all to the insurance policy)
Health and Safety
Health and safety issues apply equally to paid and unpaid workers. A copy of the Health and Safety policy is in the staff handbook and will be given to each volunteer to read as part of his/her induction process. Volunteers will be shown the first aid box and told how to report an accident.
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Confidentiality

Volunteers working with (*Insert your Organisation name here*) may get to know personal information about staff, volunteers or clients. They must treat this as confidential whether it is given verbally or written down. Information must not be passed on to anyone else without the permission of the person concerned. Volunteers are bound by the same requirements for confidentiality as paid staff (see confidentiality policy in staff handbook). 
If any volunteer is worried about some information which he/she learns – for instance if it may involve a crime or put a child or vulnerable adult at risk – this must be reported at once to the most senior member of the staff team who is present at the time. The volunteer should not try to investigate the matter.
Gifts
All (*Insert your Organisation name here*) services are offered free of charge. Volunteers should try not to accept gifts, favours or hospitality connected with their work. Exceptions to this are very small items of little value such as diaries, calendars, pens etc which may be given away, especially at Christmas time. If any person or organisation insists on giving a volunteer something, he/she must tell them that it will be used by (*Insert your Organisation name here*) or given to another charity. If someone wishes to make a donation to (*Insert your Organisation name here*), they may of course do this and they will be sent an official thank you letter and a receipt.

Intellectual Property Rights – 

Who owns the work that you do at (*Insert your Organisation name here*)
All the work done by volunteers with (*Insert your Organisation name here*) belongs to the organisation, and not to the volunteer personally. While working at (*Insert your Organisation name here*) volunteers may contribute ideas to projects or work on producing materials for us. In theory, this could extend to copyrights, trade marks, designs etc. It does not matter whether the work is hand written, on a computer or in any other form, volunteers must not use it outside the organisation without permission. Signing the volunteer agreement commits you to giving copyright to (*Insert your Organisation name here*) for any work you do for the organisation.

Data Protection (This is linked to confidentiality)

Under the Data Protection Act 1998, you are personally responsible for treating personal information properly and only using it for the reasons it was given to you. You must not leave personal information about people or organisations lying around. It makes no difference whether the information is on computer, on screens or written down.
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If there is a problem

(*Insert your Organisation name here*) will try to resolve any problems at the earliest possible stage. Where there is a mis-match between the skills or expectations of the volunteer and the work provided, (*Insert your Organisation name here*) will seek to modify the tasks, or may be able to provide training for the volunteer. However, it is accepted that the organisation may not be able to provide regular tasks to meet particular skills or interests. 

· Initially a volunteer should raise any problem with the member of staff who supervises him/her.

· If this does not resolve the problem, the volunteer may raise it with the Chief Executive

Ending the volunteering 
Both (*Insert your Organisation name here*) or the volunteer will give at least one week’s notice of the intention to terminate a volunteer’s work. (*Insert your Organisation name here*) will provide an explanation to any volunteer about a decision not to continue using him/her.
More Information

· (*Insert your Organisation name here*) is an open organisation and volunteers may ask questions about the work or procedures from any staff member. 










