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Volunteer Policy

1. Introduction

1.1 New Mills and District Volunteer Centre was founded by volunteers and remains to this day run and enriched by its volunteers. The emphasis of the NM&DVC's work - expressed in its governing documents – is to provide opportunities for volunteers to participate in the activities and projects offered by the NM&DVC to the benefit of both the NM&DVC's users and the volunteers themselves. 

1.2 Within NM&DVC, our volunteers can be involved in a variety of roles, including (but not exhaustive): Receptionist, Office Admin, Volunteer Car Driver, Minibus Driver, Passenger Assistant, Befriender, Trustee, Group Helper, Cook, Shopping Helper, Gardener and Fundraiser.

1.3 NM&DVC aims to have a mutually beneficial relationship with our volunteers; with their involvement informing and developing our work, and our work enabling individuals to learn skills and achieve personal development through their volunteering. 

1.4 The involvement of our volunteers will be guided by the following principles of good practice:
1.41 The tasks to be performed by our volunteers will be clearly defined, so that all volunteers, staff and clients are clear about their respective roles and responsibilities;
1.42 The organisation will comply with the Data Protection Act and GDPR in the use of data held on all volunteers; 
1.43 Volunteering opportunities will complement rather than replace the work of paid staff;
1.44 Our volunteers will be provided with regular opportunities to share ideas/concerns with a named contact, usually the project coordinator;
1.45 All existing and future policies will be checked for their impact on volunteers;
1.46 The added value that volunteers bring to our organisation and those who use our services are fully recognised and celebrated.

1.5 In recruiting people to do voluntary work with the NM&DVC, we seek to follow these seven principles: 
1.51 We believe that people who do voluntary work should do so out of personal choice. 
1.52 We believe that voluntary activity should be encouraged in as many forms as possible – including mutual support and co-operation, service giving, campaigning and advocacy - and that it should include unpopular causes as well as popular ones. We believe that all forms of volunteering are of equal value. 
1.53 We believe that appropriate volunteering opportunities should be available to all members of society. 
1.54 We believe that a vital function of voluntary activity is to empower people so that they can enjoy their rights and fulfil their potential. 
1.56 We believe that volunteering contributes substantially to the well-being of society and to social change. 
1.57 We believe that voluntary activity is a way of enabling a wide range of people to participate in social, economic and cultural life, including many who might otherwise be excluded. 
1.58 We believe that volunteering, to be effective, must reflect good practice in the involvement of volunteers and in the management of voluntary activity. 
2. The Purpose of this Policy

2.1 By adopting this policy NM&DVC aims to: 
2.11 Highlight and acknowledge the value of the contribution made by our volunteers;
2.12 Reflect the purpose, values, standards and strategies of the organisation in its approach to involving volunteers; 
2.12 Recognise the respective roles, rights and responsibilities of our volunteers;
2.14 Confirm the organisation’s commitment to involving volunteers in our work;
2.15 Establish clear principles for the involvement of volunteers; and
2.16 Ensure the ongoing quality of both the volunteering opportunities on offer and the work carried out by our volunteers;

3. Recruitment and Selection

3.1 NM&DVC will adhere to its Equality and Diversity policy when recruiting and selecting volunteers.  All potential volunteers will be asked to complete a volunteer application/registration form. Written task descriptions will outline the required time, commitment, necessary skills and actual duties of the task. 
3.2 Where specific training is required, this will be highlighted as part of the recruitment process. 
3.3 Where there is a requirement for a Disclosure Check this will be highlighted as part of the recruitment process. 
3.4 All volunteers will be required to provide two references. 
3.5 Where individuals cannot be placed, we will endeavour to refer them to another agency who can support them to find a volunteering opportunity. 
3.6 Once placed, we expect our volunteers to comply with existing policies and procedures. 
3.7 All volunteers are covered under NM&DVC’s Public Liability Insurance. 

4. Induction
All volunteers will have an induction to their volunteering which will involve an overview of the relevant policies and procedures. Following Induction, volunteers will have regular support with a named contact to identify areas for development, or to discuss any issues. 

5. Training
In addition to the volunteer induction our volunteers can access learning and development opportunities which are relevant to their volunteering role throughout their time with NM&DVC. 
Where appropriate we will conduct regular refresher training with volunteers on key areas such as food hygiene or safety training.

6. Expenses
6.1 Our volunteers will be able to claim reasonable expenses for their volunteering in line with the Expenses Policy. Our volunteers should discuss any planned expenditure with the project coordinator prior to incurring it to ensure that it will be covered by the organisation. 
6.2 Volunteers who support groups or group activities provided by the NM&DVC are not required or expected to contribute towards the cost of the group or activity.

7. Holidays and Other Commitments
Where volunteers have holidays or other commitments which mean that they cannot undertake their normal volunteering activities, they should advise their named contact as soon as possible so that arrangements can be made to obtain alternative cover. 

8. Responsibility
8.1 The responsibility for volunteers rests ultimately with the Board of Trustees, who are themselves volunteers. 
8.2 Day-to-day responsibility for volunteers is vested in the Centre Manager who can delegate this to other members of staff. 
8.3 Each volunteer will have a named member of staff who will take responsibility for all matters relating to them. It is, however, the responsibility of all members of staff to ensure that volunteers are welcomed and supported in their various roles. 
8.4 Volunteers should not undertake (or be asked to undertake) tasks which they have not been authorised or trained to undertake. 

9. Data Management
9.1 NM&DVC holds all our volunteer data on a cloud-based database called Charitylog. This data is highly protected by a series of passwords. Please see the Confidentiality policy for further guidance.

9.2 The data contained within this database is reviewed annually by the Centre Manager alongside the Project Coordinators, with an overview of all volunteers considered. Where a volunteer has not been active withing the previous year, contact will be made with them to determine whether they wish to remain on our system, or whether they would like their data to be removed. 

10. Concerns
Where a concern is highlighted – either by a volunteer or about a volunteer - this will be dealt with using the organisation’s Disciplinary, Grievance and Dismissal Policy.
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