[Name of club/group] – Volunteering Policy

[MM/YYYY]
[This template is provided as an example policy and provides suggestions for what to include. Dorset Youth Association recommend that clubs and groups thoroughly read the policy and procedures and amend them according to their own working practices. Whilst Dorset Youth Association make every effort to keep these policies updated and current, it is the responsibility of clubs and groups to ensure their policies meet legal requirements and current legislation.]

[Name of club/group] accepts the definition of volunteering as given by the National Compact Code of Volunteering:
“Volunteering is defined as an activity that involves spending time, unpaid, doing something that aims to benefit the environment or individuals or groups other than (or in addition to) close relatives.”

[Name of club/group]’s Volunteering Policy is underpinned by the following principles: 

· Will ensure that volunteers are properly integrated into the organisation.

· Does not aim to introduce volunteers to replace paid staff.

· Expects that staff at all levels will work positively with volunteers.

· Operates an equal opportunities policy in respect of their members, paid staff and volunteers. 
Health and Safety

Volunteers are covered by our health and safety policy and will be considered in all risk assessments. Volunteers will be made aware of their responsibilities regarding reducing and controlling risk.
All volunteers are covered by the club’s insurance policy whilst they are on the premises or engaged in any activities agreed in advance. They are not covered by this insurance if they go beyond the agreed boundaries of their volunteering role.

If a volunteer is using their own car to perform their volunteering role, they should inform their insurance company. 

Recruitment

A volunteer Role Description should be agreed and advertised as widely as possible, reaching a broad cross‐section of the community using a range of accessible recruitment methods. When someone interested in volunteering contacts the club, we will respond promptly. [Name of club/group] will follow procedures as outlined in the Safer Recruitment policy for volunteers.
Screening

All prospective volunteers will be interviewed to find out what they would like to do, their skills, suitability and how best their potential might be realised.
Volunteers will be asked to provide two character references and complete a Disclosure & Barring Service (DBS) check. Having a criminal record will not necessarily prevent someone from volunteering. All checks will be handled in accordance with the DBS’s guidelines and the clubs safeguarding policy.

Expenses

Travel expenses to and from sessions shall not be reimbursed. All volunteers will have travel as part of a session and other agreed expenses reimbursed. Volunteering is an unpaid activity; therefore, only receipted amounts can and should be reimbursed. 

People receiving benefits are required to let the job centre know if they are volunteering, this should not affect their income so long as they receive only actual expenses. 

Induction, Training and Development

All volunteers will receive an induction into the club and their area of work. Training will be provided as appropriate and relevant to the role they have taken. Any compulsory training will be outlined in the original advertisement for the role.
Support and Supervision

All volunteers will have a named person as their main contact and will be provided with regular supervision. The club aims to accommodate all suitable people as volunteers, including those with additional needs. We will endeavour to make the necessary adaptations to enable people to volunteer with us.
Behaviour and Code of Conduct

All staff, committee members, trustees and volunteers are required to conduct themselves in a manner that respects the rights and feelings of colleagues and the interests of [name of club/group].

[name of club/group] always expects all of its employees and volunteers to conduct themselves in an appropriate manner, not only in terms of behaviour but also with regards to their personal attire and choice of language. You are a representative of [name of club/group], and your conduct, both inside and outside of work premises, may reflect on the image and reputation of [name of club/group].
Please see [name of club/group]’s Code of Conduct for appropriate behaviour.
Volunteering coming to an end

We will always seek to find out why a volunteer is leaving and to learn from their experience with us. Anyone who has volunteered for over 3 months or 200 hours will be entitled to a reference; this would normally be provided by their Line Manager who has worked with them most closely. 

Signed: …………………………………………………………………………….

Name and position in group: …………………………………………………….

(ideally Chairman – policy dependent)

Date: ……………………………………………………………………………….

Date for Review: …………………………………………………………………..
[NAME OF CLUB/GROUP] Volunteering Agreement
This agreement is between [name of club/group] and [insert name of volunteer].

Full name of volunteer:

Date volunteering commenced:
Our expectations of you:
· To undertake Level 2 safeguarding training as soon as possible

· To report any safeguarding concerns you may have to the Designated Safeguarding Officer

· To be consistent in your availability to allow for adequate staffing coverage and continuity for young people

· To provide as much notice as possible if you are ill or unable to attend a session

· To adhere to the procedures set out in [Name of club/group]’s Health & Safety policy

· Take good care of any property belonging to the club at all times, returning any property at the end of your volunteering

· To not disclose any confidential information about the work of [name of club/group], its young people, staff, or volunteers without prior authorisation. If you are unsure if something is confidential, check with your line manager

· To provide information for a DBS check as soon as possible

· [any other expectations you may have of your volunteers]

You can expect from us:
· Reimbursement for travel as part of a session and other agreed reasonable expenses (check with your line manager before incurring expenses to know what is considered a reasonable expense)
· Realistic expectations on your availability and understanding when circumstances – and therefore availability – change

· A role profile to understand how volunteers are a part of the team at [Name of club/group]
· The right to raise complaints through our disciplinary and grievance policies [or Problem Solving policy if running solely as a voluntary organisation]

· A probationary period of [insert timeframe – consider how often someone is volunteering. If once a week, 3-6 months gives you a good idea. If volunteering once a month, you may wish to extend the probation period to a year as this would only be 12 sessions] to allow you adequate time to familiarise yourself with [Name of club/group], its policies and procedures and support from other staff in settling in
· Being treated as an equal as part of the team with a valuable contribution to make

· Opportunities for CPD and training courses relevant to the role

· [any other things you provide or do for volunteers that you wish to highlight]
Volunteer signature:

Volunteer name print:

Date:

[Name of club/group] representative signature:

[Name of club/group] representative name printed:

Date:
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