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Overview	
This policy outlines [Organisation Name]’s commitment to involving volunteers effectively and safely in supporting our work with young people. We recognise volunteers as valued members of our team who contribute essential skills, time, and energy to achieving our mission.
[Organisation Name] recognises the value volunteers can bring to the organisation. Volunteers can have a positive social and economic impact on the charity and its ability to deliver its mission, vision, and values. By providing volunteering opportunities, [Organisation Name] can provide individuals with a strong sense of purpose, opportunities to develop their skills, raise aspirations, increase conscience and self-esteem and build new connections.

[Organisation Name] welcomes volunteers from all backgrounds regardless of ethnic origin, religion, ability, sex, gender identity, age, class or sexual orientation. We make every effort to ensure that all activities volunteers participate in are interesting, fulfilling and safe. We treat all volunteers with respect, and we welcome their ideas, suggestions and feedback that may help us to improve the volunteering opportunities we offer. All volunteers are protected by the Health & Safety Policy and Procedures and are always supported by a trained member of staff. This policy should be read in conjunction with [Organisation Name]’s Safeguarding Policies and Allegations Policy, as well as [Organisation Name]’s Data Protection, Equality, Diversity & Inclusivity and Safer Recruitment policies.


Purpose
This policy sets out how [Organisation Name] will engage with volunteers and provide safe, meaningful opportunities.

Scope
This policy applies to all of [Organisation Name]’s volunteers and must also be followed by any [Organisation Name] staff member engaging with volunteers. [Organisation Name]’s Trustees are considered as volunteers; however, they are not covered by the scope of this policy. Please refer to the Trustee Recruitment process for further information.


Policy
Principles of Volunteering

Equal Opportunities and Inclusion
We welcome volunteers from all backgrounds and are committed to:
· Equal treatment regardless of age, disability, gender reassignment, marriage/civil partnership, pregnancy/maternity, race, religion/belief, sex, or sexual orientation
· Making reasonable adjustments to enable disabled people to volunteer
· Providing volunteering opportunities that are accessible and inclusive
· Challenging discrimination and promoting diversity in our volunteer team
When you volunteer within [Organisation Name], it is our aim that:
· You can make a difference to the lives of young people in Oxfordshire and make a valuable contribution to the youth sector.
· Your time, skills, experience and knowledge will be used well.
· Your volunteering will be appreciated and recognised.
· You will be provided with the appropriate information, guidance and offered the training required for you to carry out your volunteering role.
· You will be kept up to date with the work of [Organisation Name].
· You will volunteer in an organisation that strives to be diverse and non-discriminatory.
· You will be provided with out-of-pocket expenses with prior authorisation.
· You will volunteer in an environment that is safe.
  

In exchange, [Organisation Name]:
· Recognises that voluntary work brings benefits to volunteers themselves, to [Organisation Name]’s members, young people and to paid staff.
· Will ensure that volunteers are properly integrated into the organisational structure and that mechanisms are in place for them to contribute to the wider organisation, where possible or suitable.
· Expects that staff at all levels will work positively in partnership with volunteers and actively seek to involve them in other elements of [Organisation Name], when possible or suitable.
· Recognises that volunteers require satisfying work and personal development and will seek to help volunteers meet these needs, as well as providing the training for them to do their work effectively.
· Will endeavour to identify and cover the costs of supporting volunteers, when possible or relevant.
· Recognises that the management of volunteers requires designated responsibilities within specific posts at different levels of the organisation.
· Will endeavour to involve volunteers from a wide range of backgrounds and abilities and ensure our volunteering opportunities are as accessible as possible.
Safeguarding and Child Protection

[bookmark: _heading=h.gjdgxs][Organisation Name] is firmly committed to the belief that all children and young people have a fundamental right to be protected from harm and fully recognises its responsibility for child protection. The safety and protection of all children and young people that [Organisation Name] supports is paramount and has priority over all other interests. [Organisation Name]’s safeguarding principles and policies apply. The Safeguarding Adults, Safeguarding Children and Allegations policies should be referred to for further information.
Types of Volunteers
[Organisation Name] recognises that there are likely to be slight variations in the ‘types’ of volunteers we engage with. This can be loosely defined into the following categories but will be confirmed by the [Relevant Job Title].
Regardless of the type of volunteer we are recruiting for, appropriate checks and due diligence will need to take place, so staff must allow sufficient time for these processes. 


Short-Term Volunteers
Individuals are considered to be ‘short-term volunteers’ if they engage with [Organisation Name] for a specific one-off activity, event or day. Whether a volunteering role is defined as long-term or short-term will be confirmed in consultation with [Relevant Job Title].
Short-term volunteers will:
· Be provided with this policy
· Sign a Volunteer Agreement (see Appendix 3), which will lay out the expectations of the role
· Be provided with a named member of [Organisation Name] staff who will offer them support in the run-up to, and for the duration of their volunteering
· Be given any training required to fulfil the duties of the role
· Be required to go through the due diligence process (see Appendix 1, or full SOP for further details)
Long Term Volunteers
Individuals are considered to be ‘long-term volunteers’ if their engagement with [Organisation Name] involves regular volunteering over an extended period of time.  Whether a volunteering role is defined as long-term or short-term volunteers will be confirmed in consultation with long-term volunteers will:
· Apply for the role as outlined in the Recruitment section below. 
· Be required to undertake Safeguarding, Prevent, Health and Safety and GDPR Training. A L2 safeguarding certificate relevant to the age group with whom you are volunteering will usually be acceptable, however a higher level of safeguarding training may be required in some circumstances
· Be appointed a staff member who will act as their manager for the duration of their engagement with [Organisation Name]
· Receive full induction 
· Be required to undertake a DBS check
· Be provided with the [Organisation Name] Staff Code of Conduct to read and accept
· Be asked to sign a Volunteer Agreement
· Be asked to sign a Confidentiality Statement
· Be given a role profile, or similar document which clearly states the expectations of their duties
· Have regular 1-1’s with their appointed manager
· Be required to undertake any other training relevant to the position
· Be subject to reference checks in line with the [Organisation Name] Safer Recruitment policy
· If not provided with [Organisation Name]’s equipment, volunteers may be provided with a Bring Your Own Device Agreement to sign. 
[bookmark: _heading=h.6rgtw91l8882]Recruitment
[bookmark: _heading=h.h6savbsiqw3d]Recruitment of volunteers will largely be from within the local community and through online recruitment websites, and will be in line with the [Organisation Name]’s Equity, Diversity & Inclusivity, Safer Recruitment and Safeguarding policies.
[bookmark: _heading=h.ov0bl22npcux]Selection Criteria
[bookmark: _heading=h.5w8qsp27sskk]Selection will be based on:
· [bookmark: _heading=h.5w8qsp27sskk]Suitability for the specific role
· [bookmark: _heading=h.5w8qsp27sskk]Commitment to our values and safeguarding principles
· [bookmark: _heading=h.5w8qsp27sskk]Ability to work effectively with young people (where applicable)
· [bookmark: _heading=h.5w8qsp27sskk]Availability to meet the time requirements
[bookmark: _heading=h.eofb577ebyj8]Interview Process
· [bookmark: _heading=h.5w8qsp27sskk]All volunteers working directly with young people will be interviewed
· [bookmark: _heading=h.5w8qsp27sskk]Interviews will assess motivation, suitability, and understanding of youth work principles
· [bookmark: _heading=h.5w8qsp27sskk]Two satisfactory references will be obtained before appointment
· [bookmark: _heading=h.5w8qsp27sskk]Previous experience with young people is desirable but not essential with appropriate training
Long-term volunteers will be selected through the following process:
1. People interested in becoming volunteers with [Organisation Name] will meet a member of  staff in an interview setting to find out more information about the opportunity and to discuss their skills and experience.
2. They will be given information on the role description.
3. Volunteers will be asked to submit a CV and completed Volunteer Interest Form (see Long-Term Volunteers)
4. All volunteers will be asked to complete a specific application form appropriate to the role that they are applying for and will be asked to supply two references.
5. For roles which involve working in regulated activity with young people or adults with care and support needs, volunteers will also be required to have a full DBS disclosure check which will be arranged by [Organisation Name]. In addition to this they will be asked to provide information about any disciplinary procedures or criminal convictions.
6. Reference checks will be completed for long-term volunteers prior to the commencement of their post, in line with Safer Recruitment principles. 
7. [bookmark: _heading=h.lscwvw23sa12]Where applicants are not placed in the role applied for, they will be provided with feedback and given the opportunity to discuss alternative volunteering roles where appropriate.
Short-term volunteers will be selected based on the requirements of the activity or event that they will be used for. This may be openly advertised or recruited through a pool of people that are known to [Organisation Name].
[bookmark: _heading=h.tsrwmcg24fxl]Recognition and Retention
[bookmark: _heading=h.bpuk0zl4zv04]Recognition Programme
· Regular acknowledgment of volunteer contributions
· Annual volunteer appreciation events
· Reference letters and volunteering certificates
· Opportunities for increased responsibility and development
[bookmark: _heading=h.qregy3mab5j6]Volunteer Voice
· Regular feedback sessions with volunteers
· Volunteer representation in relevant decision-making
· Annual volunteer survey and action planning
· Open door policy for suggestions and concerns
[bookmark: _heading=h.ekd3inhrk43t]Volunteer Agreements and Voluntary Work Outlines
· Volunteers will receive a role description containing full information of their responsibilities.
· Volunteers will be asked to complete a variety of forms i.e. confidentiality agreement, Health form, Volunteer agreement. 
· Volunteers will be asked to read and accept [Organisation Name]’s Staff Code of Conduct.
· Volunteers will be given clear instructions, an induction and offered training appropriate to the specific tasks to be undertaken within their role.
· Volunteers will be assigned a named contact person (henceforth referred to as manager) who will be a point of contact and provide support when required.
· Volunteers can request informal support sessions, which will provide the opportunity for discussions about their current role, development of the volunteering role and any advice and guidance as needed. Long-term volunteers will have regular 1-1 meetings with their appointed manager. 
· Where the volunteering role is emotionally demanding these sessions also give volunteers the opportunity to access emotional support from the organisation.
·  [Organisation Name] can also assist volunteers who would like to maintain records of their volunteering experiences to evidence development for future learning, career progression or general development.
· Volunteers will be covered by [Organisation Name]’s insurance while carrying out agreed duties.
· [bookmark: _heading=h.lnk4o6l2l5h5][Organisation Name] at all levels will help deal with any concerns or grievances that volunteers may have. Volunteers have the right to discuss any concerns they may have about their role with their named manager.
[bookmark: _heading=h.n01zaq1r8qlj]Records, Confidentiality and Data Protection
Records will usually include the application form, references, self-declaration information, DBS information, records of any investigations you are involved in, emergency contact information, correspondence address and any other relevant information to facilitate the volunteering role. Volunteers can request to view information held about them by the organisation using the Freedom of Information Act. Following the end of the period of volunteering, records will be retained for a period of time in accordance with safer recruitment guidelines and retention schedule.
Records pertaining to any volunteer involved in a safeguarding investigation will be subject to the same data retention policy as staff.  
[bookmark: _heading=h.3e6o3winvqbt]Expenses
Volunteers should refer to the Expenses Guide (Appendix 2) for further information.  
Health and Safety
[Organisation Name] will take all reasonably practicable steps to ensure the volunteers’ health, safety and welfare while at work in accordance with the adopted Health and Safety policy. Volunteers will have access to the policy in operation at the level at which they are volunteering during their induction and training period.
Equity, Diversity and Inclusion
Volunteers and staff will work in accordance with the policy on Equity, and Diversity and Inclusion and will prevent discrimination on any grounds. Volunteer roles will be open to individuals irrespective of their protected characteristics. If volunteers demonstrate a lack of support to maintain the standards of the EquityDiversity and Inclusion policy, they will be deemed as unsuitable for a volunteering position within [Organisation Name].
Endings
[bookmark: _heading=h.a73zrm260d7l]When volunteers move on from their role at [Organisation Name] they will be given the opportunity to discuss their volunteering period with their manager. On the basis of their voluntary work, volunteers will have the right to request a reference.      
If a volunteer does not demonstrate appropriate behaviour, conduct, or performance in the role,  [Organisation Name] may end the volunteering placement with or without notice, if the misconduct is deemed to warrant this sanction. Where possible, efforts will be made to support the volunteer to improve their behaviour, conduct or performance.
[bookmark: _heading=h.rg75poubo5pw]Volunteers may receive Reward & Recognition (R&R) for the time they have dedicated to the  [Organisation Name]. The Manager responsible will oversee this, making sure that their R&R is bespoke to them, showing that they are grateful for their time.
[bookmark: _heading=h.bgtolv1gq5gn]

Appendix 1 – Due Diligence Flowchart
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[bookmark: _heading=h.7w2oxcwqc3mj]
[bookmark: _heading=h.k74m94al44j1]     






Appendix 2 – Expenses Procedure

Include details of your expense procedure and an expense claim template.



Appendix 3 – Volunteer Agreement

Volunteers are an important and valued part of  [Organisation Name]. We appreciate that you have chosen to volunteer with us. We will do our best to make your volunteer experience enjoyable and rewarding. We aim to be flexible and supportive. We believe that the volunteer relationship is built on trust and mutual understanding.

This agreement sets out:
· suggested start and end dates
· what support you can expect from us when you volunteer
· the expectations from you as a volunteer

As a volunteer, we ask that you:
· Strive for the best that you can do and complete your volunteering activities with dedication and commitment.
· Go to any briefings and training that we think will help you in your role.
· Be positive about and support the charitable work of  [Organisation Name]
· Follow and operate within the policies and procedures of  [Organisation Name] including Equity, Diversity, and Inclusion, Health and Safety and Equal Opportunities.
· Act responsibly and within the law.
· Maintain confidentiality of [Organisation Name]’s activity, the people in our care, our team and our procedures.
· Value and respect the rights of other staff, volunteers, young people, or any other individual engaged with [Organisation Name]
· Work in partnership with staff and volunteers to make society a better place for our beneficiaries.
· Let your volunteer manager know if you are having any problems or if you have any complaints, concerns or feedback.
· Meet agreed time commitments and give reasonable notice when you’re not available so that arrangements can be made.
· Follow [Organisation Name]’s Staff and Volunteer Code of Conduct
· Follow [Organisation Name]’s policies regarding confidentiality and GDPR, including signing [Organisation Name]’s Volunteer Confidentiality Agreement

In return, we will:
· Introduce you to how our organisation works and your role within it.
· Give information about [Organisation Name]’s work, policies and procedures.
· Offer training and support for your role.
· Reimburse agreed expenses.
· Strive to resolve any concerns fairly and reasonably, applying our complaints procedure when it’s needed.
· Respect and listen to your feedback, and keep you informed of any changes.
· Ensure your health, safety and welfare.
· Apply our Equal Opportunities policy.
· Encourage a positive and supportive volunteering experience.

	Start Date
	


	Expected End Date
	


	Description of Duties
	







	Overseeing Manager
	




	Confidentiality Statement
	All [Organisation Name] volunteers are expected to be fair and ethical with the information that they have access to and to use this information properly and correctly in the delivery of their duties and in accordance with the requirements of the Data Protection Act 2018.

The information that you will have access to must remain confidential and should not be used for commercial or personal gain or interests or be discussed outside the work environment
[Organisation Name] Volunteers may be required (at the discretion of the programme manager) to read/complete, understand, and comply with:
· [Organisation Name]’s Data Protection Policy
· Data Protection in the UK training every 2 years
If you see, suspect, or cause a data breach, you must report this to the Programme Manager immediately, who will escalate this further to the Data Protection Officer (DPO). 
Failure to comply with the data protection process and regulations may result in the termination of your voluntary work with [Organisation Name] and could be considered to be a criminal offence.
By signing below, you agree to act in accordance with the above statement.


	Health Declaration



	The purpose of the work health declaration is to give new employees or volunteers the opportunity to declare any health problems or disabilities that could affect their ability to effectively and safely undertake the duties of the job offered. It is also to ensure that we are providing appropriate support based on the person's individual needs. 
If the answer is ‘No’ to the questions below, then no further action will be taken, and this form will remain in your staff file to attest that you do not have any known health problem or disability that could affect your ability to undertake the job role on commencement of volunteering.
If the answer is ‘Yes’ to one of the questions, please do not put any further health details on this form.  If you are able and feel comfortable with expressing your needs with your new manager or a member of the HR team then this should be done as soon as possible before starting your volunteering, to ensure that any necessary adjustments or modifications to the role are fully considered and implemented accordingly.

Information provided within this form will remain confidential and will solely be used to ensure we are providing appropriate support for you at work. If you would like a copy of Oxfordshire Youth’s GDPR and Data Protection policy, please contact the HR team. 


	Do you have any health problems or disabilities (physical or psychological), which may affect your work?

	Yes / No

	Do you have a health problem or disability which may require any adjustments to your work activities or your place of work?

	Yes / No






Signatures

This agreement is in honour only. It is not intended to be a legally binding contract and either [Organisation Name] or the volunteer can end the agreement at any time.


Signed on behalf of the volunteer:


Signed ……………………………………


Print name………………………………


Date………….………….………….……
 

Signed on behalf of [Organisation Name]:

Signed ……………………………………


Print name………………………………


Date………….………….………….……

 [Organisation Name] Volunteering Policy – Last updated 02/08/2023


image1.png
Due Diligence flow chart
W?





