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Volunteering Factsheet 5
vOLUNTEER pOLICY

A Volunteer Policy provides organisations with a framework for working with volunteers.  It demonstrates commitment and care to working meaningfully with volunteers.

What Should a Policy Contain?

Each organisation needs to consider what needs to be included in its volunteer Policy.  There is no blueprint for the ideal Volunteer Policy; however, the following elements may need to be included.

Aims and Principles

This is a short statement that summarises: - 

· Why the organisation wants to include volunteers

· How volunteers will be valued

Statement of Intent
This is a short statement that states the commitment the organisation will make to volunteers in relation to providing: -

· Clear roles

· A safe environment

· Rewarding opportunities

· Support and encouragement

Recruitment and Selection

A policy needs to describe the recruitment and selection procedure.  This could include: - 

· How and where posts will be advertised

· When an application form will be used

· How volunteers will be interviewed

· When references will be sought

· How to deal with suitable/unsuitable applicants

· The circumstances in which volunteers will be screened

Equal Opportunities and Diversities
A policy needs to demonstrate, with a statement, that the organisations’ equal opportunity and diversity policy applies to the recruitment and management of volunteers.

Support and Supervision

A policy needs commitment to volunteers by stating: -

· A main point of contact for volunteers

· The process of support and supervision

· How volunteers will be supported through training

Expenses
An organisation needs to state its commitment to reimbursing volunteer expenses by clarifying: -

· Items that can be claimed for

· When expenses can be claimed

Health and Safety
Organisations have a duty of care to protect their volunteers.  The policy should contain clear links to the organisations overall health and safety policies.

Other Organisational Policies
Care must be taken to include all other organisational policies which may include;

· No Smoking Policy

· Child Care Protection Policy

· Lone Working Policy

Insurance
Again organisations have a duty of care to protect volunteers and service users.  The policy should therefore have a clear statement that makes apparent: - 

· How volunteers would be covered by insurance

· When volunteers will not be covered by insurance

Confidentiality

Information on organisations confidentiality policy need to be included to highlight the rules and procedures volunteers must follow.

Resolving Problems
Information should be included about the process for dealing with problems and complaints raised by, or about volunteers by stating: - 

· The contact for concerns

· The process for reaching agreement

· What will happen if the issue is unresolved

Review Date
State when and how the policy will be reviewed.

For policies to work efficiently it is essential that every opportunity is taken during training, one to ones and team meetings, to discuss the volunteers understanding of these polices.

This is not an exhaustive list and it is recommended that you consult widely with staff members, volunteers and trustees when drawing up your policy.  It is also recommended that all information relevant to volunteers should be outlined in a Volunteer Handbook.

Factsheets, which will support elements of volunteer policies, can be found on Volunteer England Website www.volunteering.org.uk

For support and advice on your policies contact:
Beverly Harris, Telford and Wrekin CVS, Meeting Point House, Southwater Square, Town Centre, Telford TF3 4HS.  Tel No: 01952 291350. beverlyharris@tandwcvs.org.uk
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