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As organisations grow and become more complex a need develops for them to have a consistency of approach to their volunteers.  A volunteer policy ensures that this exists, encourages debate about important issues and helps towards fairness.





 It should be considered the foundation on which your organisation’s involvement of volunteers is based.  It helps define the role of volunteers within the organisation 





What is a Volunteer Policy and why do you need one?





A policy demonstrates an organisation’s commitment to its volunteer programme and to its volunteers.  





A policy helps to ensure fairness and consistency and that all volunteers are treated the same.





A policy lets the volunteers know where they stand, how they are to be treated and who to turn to if there is a problem.





A policy ensures that paid staff and management fully understand why volunteers are involved and their role.





Developing the Policy





It needs to be agreed and accepted by the organisation


It must be circulated and understood by everybody.


It should be a living document and must be re-examined constantly





Accessibility


Try to make your policy as accessible as possible.  Working with a diverse range of staff and volunteers means takings care to be as inclusive as possible.  Make sure also that the policy is written in clear English and is easy to understand.  Remember that  policies are guidelines for everyone to be aware of


























Contents of


a Volunteer Policy





Role of volunteers





Your policy should start with an explanation of what your organisation does and why it involves volunteers in its work.  This will let the volunteers know how they are helping.  It is a good idea to state that volunteers are not being used to replace paid staff.





Recruitment





Include a mention about your recruitment process e.g. Advertisements, application forms, interviews, references.





References and Screening





Not all organisations require references or screening (disclosure checks) –it will  depend on the work involved (remember that Disclosure checks are job specific).





However, organisations have a ‘duty of care’ toward the people they work with and this may mean that some volunteers will require to be screened especially if they will be working in regular or close contact with either children or vulnerable adults.





NB If your volunteers work with children then your group has a legal responsibility to include a Disclosure check as part of your recruitment process – to ensure that their name is not on the official Disqualified from Working With Children List (DWCL) held by Scottish Ministers.  





If screening is necessary, then your policy should make it clear that any volunteer working with vulnerable people is required by law to declare convictions.   


                                                                        The majority of convictions will not have a bearing on someone’s suitability for volunteering and your policy should reassure that your organisation will be fair and not discriminate against ex-offenders.  


For more information on Disclosure checks see our leaflet Community Groups & Disclosures or contact the CRBS � HYPERLINK "http://www.crbs.org.uk" ��www.crbs.org.uk�














Induction and Training





Try to include some information about how volunteers are inducted and trained in your organisation.  State also if a trial period is required





Support





Volunteers should have a named supervisor for any problems or issues that may arise and the opportunity to have meetings to discuss these.  





Insurance





Volunteers should be insured under either public or employer’s liability cover.  Include a mention of this in your policy.





Expenses





These are very important to volunteers and should be considered important to your organisation too, in helping to attract volunteers regardless of their income.  Volunteers should only be paid out-of-pocket expenses only e.g. travel, meals, childcare.





Grievance, discipline and complaints





Make sure you have a well-planned grievance and disciplinary procedure in place to deal with any complaints by or about volunteers.  This should be separate to any procedures you have for paid staff.
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Equal Opportunities and diversity





It is a good idea to include in your policy that you have a commitment to offering equal opportunities to volunteers from different backgrounds. Although volunteers are not covered by equal opportunities legislation it is good practice to include this in all policies.





Health and Safety





Organisations have a duty of care to avoid exposing volunteers to risks to their health and safety.  Include basic information about your Health and Safety Policy and make volunteers aware of this at their induction along with any practical safety issues.





Confidentiality





Volunteers should be bound by the same requirements where confidentiality is concerned as paid staff are. Include this in your policy to make it clear to everyone.





Monitoring and Evaluation





Once the policy is complete introduce it to everyone at a meeting.  All staff should receive a copy and volunteers should get the chance to discuss it at their induction. 








A good policy should show why and how your organisation chooses to involve volunteers.





Ensure your Volunteer Policy becomes part of everyday life in your organisation and is regularly updated.





Useful websites:-


� HYPERLINK "http://www.volunteering.org.uk" ��www.volunteering.org.uk�   


national centre for volunteering


� HYPERLINK "http://www.vds.org.uk" ��www.vds.org.uk�  Volunteer Development 


Scotland


� HYPERLINK "http://www.volresource.org.uk" ��www.volresource.org.uk�

















Support your Volunteers





Develop a Volunteer Policy
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Skye & Lochalsh Council for Voluntary Organisations





Tigh Lisigarry Bridge Road Portree Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 























Every care has been taken to ensure information given is accurate and current.  SLCVO cannot accept any responsibility for claims arising from error or misinterpretation.                         Updated Aug 2006











Annual Membership of 


Skye & Lochalsh C.V.O 


costs from just £15.00 per year for small community groups- take a look at the benefits this brings…


(


FREE ACCESS to  Funderfinder


 to help you identify funding sources


FREE ACCESS 


to Outreach sessions


FREE LINE ENTRY 


in the Community Groups Register


50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing & administration services plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas 


on our website  www.slcvo.org.uk














