


VOLUNTEER POLICY


Introduction
Volunteers offer a valuable resource by giving their time and dedication without pay. A volunteer is someone who is working in an unpaid capacity as part of a planned programme or activity, which includes individual work with service users. It is important to ensure that volunteers are protected by making sure that they are well looked after and treated with dignity and respect.  
Equal Opportunities
[GROUP NAME] is committed to the development of equal opportunities and believes that opportunities should be open to all regardless of social class, gender, sexual orientation, disability, age, marital status, religion, colour, race or ethnic or national origin. Teamwork promotes mutual interests, harmony, respect, co-operation and understanding between volunteers from diverse backgrounds.
Recruitment and Selection
Volunteers are recruited and selected according to their suitability in helping to meet the outcomes of planned activity. Prospective volunteers are asked to complete an application form, will be interviewed and must agree to induction and awareness training before undertaking any activity on behalf of [GROUP NAME]. On completion of training, [GROUP NAME] will require two references from each volunteer and when appropriate, Disclosure and Barring Service checks will be carried out. 
Volunteer Agreement
All volunteers sign an agreement which lays out general and specific expectations. This does not amount to a contract of employment, but clearly sets out what each party can expect from the other.
General Expectations
Volunteers will:

· Have the right to be made welcome, feel involved and valued

· Be expected at all times to promote the work of [GROUP NAME] and to acquaint themselves and work in accordance with all appropriate policies, guidelines and procedures. These are explained within the induction and training process.
· To undertake as necessary on-going training to maintain and develop skills
· Receive regular support and supervision and have access to facilitated peer support as appropriate.

· Undertake only those tasks and responsibilities as agreed.
· Respect confidentiality at all times.
· Perform volunteering roles to the best of ability.
· Take responsibility for providing feedback and information to supervisor or manager

· Report all accidents, serious incidents, or safeguarding concerns immediately to supervisor or manager
· Have the right to withdraw their volunteering services or take time off from their role.
Conflicts of Interest
It is [GROUP NAME]’s policy that any volunteers acting on behalf of the charity must be free from conflicts of interest that could adversely influence their judgement, objectivity or loyalty to that work. 

It is recognised that volunteers may take part in legitimate financial, business, employment, charitable and other activities outside their volunteering role for [GROUP NAME]. However any potential conflict of interest raised by those activities must be disclosed promptly to supervisor or manager.
Expenses
Subject to prior agreement and tariffs, eligible costs incurred during volunteering will be reimbursed. Volunteers must submit expense forms at the end of each month and include receipts for any purchases. 
Comments, Concerns or Complaints
[GROUP NAME] will try to resolve any problems, complaints or difficulties that volunteers may have while undertaking activity on behalf of the charity.

In the first instance concerns should be discussed with supervisor or manager. In the event of a formal complaint, the Complaints Procedure will be instigated. 

Volunteers will be fully engaged in all planning and have opportunities to influence all aspects of work. They will be made aware of changes that affect their work comprehensively and promptly.
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