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Volunteer Policy

Purpose of this Policy

· The purpose of this policy is to provide overall guidance and direction to

 
directors, staff and volunteers engaged in volunteer activity within

Community Action Northumberland (CAN).

· It seeks to set out the purpose, values and standards of CAN in relation to

working with volunteers, and to clarify the roles and responsibilities of

volunteers working for CAN

· The policy is intended for internal management guidance only and does

not constitute either implicitly or explicitly a binding contractual or

personnel agreement.

· This policy will be reviewed on an annual basis, and CAN reserves the

right to make reasonable changes to any aspect of the policy at any time

and to expect adherence to the changed policy.

The Organisation

· CAN's vision is of communities in Northumberland that are vibrant,

inclusive, confident, effective and capable of sustaining themselves.

· CAN is a representative body that works to influence policy on behalf of

the communities of Northumberland.

· CAN raises awareness of major concerns affecting individuals in their

communities.

· CAN offers services to groups and organisations, and links to services

provided by other bodies which complement those of CAN.

Working with Volunteers

· Volunteering England defines volunteering as ‘any activity which involves

spending time, unpaid, doing something which aims to benefit someone

(individuals or groups) other than or in addition to close relatives, or to

benefit the environment.

· CAN is committed to involving a diverse range of local people in

volunteering. We recognise that the contribution of volunteers is vital to

our work because:

· As a representative body, we need to reflect the views and needs of

every part of the community in Northumberland. Volunteers ensure

that we have a close connection with the people and communities we

represent, and an understanding of the perspectives of a broad cross

section of the population.

· Volunteers provide a unique source of invaluable skills, knowledge

and experience which strengthen our services.

· People of all ages, genders and cultures care about their

communities and volunteering provides the opportunity to contribute

to making local life a more fulfilling and enjoyable life for everyone.

· All relevant CAN’s policies and procedures are regularly checked to

ensure that these are relevant to volunteers as well as to staff. These

include equality of opportunities, health& safety, protection of vulnerable

adults and child protection, grievances, harassment, and confidentiality.

· Volunteers, and staff supervising or working with volunteers, will be

provided with copies of relevant policies, and given training to understand

what these policies mean for them (see induction below).

Volunteer Roles

Volunteers may work for CAN as

· Trustees with responsibility for the management of the organisation

· Representatives of community groups contributing to consultative groups,

and overseeing small grants schemes

· Hallmark visitors - Members of village hall committees who assess Village

· Halls working towards the Hallmark Quality Scheme.

· Professional advisers – e.g. Honorary Architect; Honorary Press and

Media Adviser.

· There is also the potential for individuals to contribute to the day to day

operation of the organisation, for instance in roles such as administrative

support, fundraising, publicity or service provision

Recruitment

Methods of recruitment may vary, depending on whether the volunteer is

sought as an individual, or as a representative of a local organisation or

group. However the same general principles apply in all cases. CANs

Equality of Opportunities policy will be adhered to in all cases, and every effort

made to ensure that voluntary opportunities are available to people from all

backgrounds.

Clear task specifications for each role will be prepared and made available to

prospective volunteers.

Any volunteers involved in working with children or vulnerable adults will be

assessed in line with CAN’s child protection policies and CRB checks carried

out prior to starting work.

Induction
On appointment all volunteers will receive:
· Background information on CAN, this volunteer policy and other relevant

policies, a copy of the volunteer agreement, and other information specific

to their new role.

· Induction sessions to include an introduction to CAN, an introduction to

their own area of work, an introduction to relevant staff, trustees and

volunteers, policies and procedures relevant to their work.

Support & Supervision

All volunteers will be given support and supervision as appropriate to their

role. This may include:

· Regular meetings with supervisor.

· Regular meetings with other volunteers and/or staff involved in the same

area of work.

· Meetings will be arranged at a time of day and a venue suitable to the needs of the volunteer and at intervals appropriate to the role.

Training

CAN will support volunteers with ongoing training which aims both:

· to be of benefit to the organisation; and

· to give the volunteer every opportunity for personal growth;

· A range of training methods will be used to suit the varying needs of

      individuals and circumstances.

· Volunteers may be given opportunities to participate in training    

      alongside paid staff.

Expenses

· CAN will pay all reasonable out of pocket expenses necessarily incurred

      by volunteers in the course of their work for the organisation.
· Volunteers will be given clear details of the claim procedure, and level of

       expenses payable. All claims must be supported by receipts.

Insurance and Health and Safety

· Volunteers are subject to CAN’s Health and Safety Policy at all times.

· CAN provides insurance, covering volunteers in all activities

      undertaken for the organisation. The insurance provision will be

      reviewed when any new voluntary activity is introduced, or in any case

      on an annual basis to ensure that it remains current and sufficient.

Confidentiality

· Volunteers are responsible for maintaining the confidentiality of all

proprietary or privileged information to which they are exposed while

serving as a volunteer, whether this information involves a single

member of staff, volunteer, beneficiary or other person or involves the

overall business of Community Action Northumberland.

· Failure to maintain confidentiality may result in termination of the

volunteer’s relationship with Community Action Northumberland.

Commitment

In any agreement between CAN and a volunteer CAN will commit to providing

the following to their volunteers:

· necessary induction material and information

· information about relevant developments in CAN’s work

· relevant information on the voluntary sector

· opportunities to become involved in CAN’s work

· payment of approved expenses for attendance at meetings and other

activities

· insurance cover when on CAN business, including public liability and

      individual personal accident cover

CAN requires volunteers to commit to:

· perform their volunteer role reliably and to the best of their ability

· help CAN to achieve high standards in all of its activities

· attend induction, training sessions, meetings and other events when

applicable

· work in accordance with CAN’s constitution, aims, objectives, vision,

values, business plan and policies

· maintain the confidential information of the organisation and of its

beneficiaries

· meet agreed time commitments and standards whenever possible,

giving reasonable notice so that alternative arrangements can be made

Reviewing the Volunteer Opportunities and Policy

The General Purposes sub committee will be responsible for the annual

review of this policy, taking into consideration changes in the equality of

opportunities and health and safety policies and any relevant legislation.

Appendix 1 – CAN Policies which relate to volunteers

Equal Opportunities

Health & Safety

Safeguarding

Grievances

Harassment

Confidentiality

Appendix 2 – Task Specifications

These will be specific to the role of the volunteer.
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