	CROYDON VOLUNTARY ACTION 

POLICY ON THE INVOLVEMENT OF VOLUNTEERS


1
INTRODUCTION 

This policy is intended to ensure consistency and good practice in managing CVA’s  volunteers.  It is a framework from which individual departments can develop more detailed methods. It may also be used by other organisations as a guide in formulating their own policy. It has been produced jointly by CVA volunteers and staff.

CVA has a long history of encouraging community involvement through voluntary work. CVA values the contribution made by a wide range of volunteers, from service delivery to decision making in committees. Volunteer Centre Croydon (VCC) is a department of CVA and a quality accredited member of Volunteering England. Its main aims are promoting volunteering, advising volunteers and advocating good practice in the involvement of volunteers. CVA needs to be seen to be implementing good practice in its own involvement of volunteers.

All staff are required to be familiar with this policy, and line managers are responsible for its implementation within their department.

2
KEY VALUES (from Investing in Volunteers in the Wandle Valley model)

· Commitment - from the whole organisation to creating a positive environment in which the involvement of volunteers leads to a quality experience for all concerned.

· Accessibility - of the opportunity to volunteer to a wide range of people that reflects the abilities, background and diversity of the local community, and CVA is willing to commit the resources and make reasonable adjustments to do so.

· Realising Potential - identifying and recognising an individual volunteer’s   contribution and valuing it; seeking to maximise their potential to the benefit of both the volunteer and the organisation.

· Respect - volunteers should not be out of pocket, or put at risk of harm, discrimination or exploitation.

3
VOLUNTEER TASK IDENTIFICATION AND SPECIFICATION

3.1
Before a voluntary position is created, it must be approved by the appropriate line manager, who should consider the following:

3.2 
If a post is made redundant, that paid post should  not be replaced by a volunteer post.

3.3 
The position must allow for job satisfaction on the part of the volunteer

3.4 Staff in the relevant department must be consulted and, where the position will affect the role of existing volunteers, they too must be consulted.

3.5  
A task description outlining the duties, skills or personal qualities required and terms and conditions must be available in writing. Benefits to the volunteer must also be specified.

4      RECRUITMENT AND SELECTION

4.1
Nominated members of staff with the appropriate skills will be responsible for the selection of volunteers in each department. Staff recruiting volunteers should obtain a pack outlining CVA’s procedures, including pro formas, from the Volunteer Centre.  Volunteers will be recruited from the widest possible base and selected according to their ability to perform the required task.

4.2
A task description and person spec will be drawn up for each volunteer role. It will make clear CVA’s expectations of the volunteer, and what CVA offers the volunteer. This will be given to the Volunteer Centre, who will advertise widely through their database of opportunities to all enquirers, on the Internet, and through the Volunteer Centre’s quarterly newsletter.

4.3
The nominated member of staff will respond as soon as possible to the volunteer’s enquiry, and definitely within one week unless there are exceptional circumstances, for example holiday or sickness.

4.4
Volunteers will be asked to complete an application form in a standard format for all volunteers in that task, e.g. volunteer interviewer or admin volunteer.  If necessary, volunteers will be given help in completing the form.  They will then, within a week, be invited for an interview, where the member of staff will verbally make clear CVA’s expectations of the volunteer, and clarify what the volunteer’s own motivation and expectations are, so that a suitable match can be made.

4.5 CVA will take up references on all volunteers who are dealing with the public, dealing with vulnerable people, or dealing with sensitive confidential information or finances. A standard letter will be used for all volunteers doing a particular task. Volunteers will be given a broad range of people they can use. If they are seeing vulnerable people, albeit closely supervised, as with VCC volunteer interviewers, one of the referees should be official, not just a friend.

4.6 A risk assessment will be carried out against each volunteer opportunity. Volunteers will be asked to disclose criminal convictions, and disclosures should be asked for from the Criminal Records Bureau, in cases where volunteers have regular contact working with children under 18, or unsupervised with vulnerable adults who are at risk.

For definitions of vulnerable and further information, see paper References and Criminal record Checks for Volunteers, April 2002.

4.7 A volunteer will be invited to work for a mutually agreed trial period, during 

which either party can opt out if they feel the placement is not suitable

4.8 If unable to involve a particular volunteer, the member of staff responsible for selection must make the reasons clear to the volunteer, and should refer the person back to the Volunteer Centre, immediately or within a week, so alternative opportunities can be found.

5
SUPPORT

5.1 
A member of staff will be nominated to provide support to each volunteer, and help them with any problems arising. If that person is unavailable when a volunteer attends, clear instructions must be left for the volunteer and/or another staff member briefed. Volunteers should not be left alone in the building. All staff should be courteous to and supportive of volunteers in the agency.

5.2  
Staff must devote time to support volunteers; if necessary staff should be provided with training in relevant skills.

5.3  
Where appropriate, additional methods of support should be used, i.e. Volunteers’ Meetings, Newsletters, Thank You Parties

5.4  
Regard will be shown for individual volunteers’ needs for support.

5.5 
A working climate must be created where volunteers can develop, and if 
appropriate move on.

6. 
INDUCTION AND TRAINING

6.1 
All volunteers will be given an introduction to CVA and the work of their department. Requirements of the task and boundaries must be explained. Supervisors will go through the induction checklist with the volunteer. Volunteers must be taken round and introduced to all staff and other volunteers.

6.2.1 Any training required, to enable volunteers to perform their roles, will be arranged and paid for by CVA. Volunteers will be consulted on their training 

      
needs.

7 
ROLE IN DECISION MAKING

7.1 
Volunteers must be consulted on any major policy or operational changes in CVA or their department that might affect them.

7.2  
Volunteers will be encouraged to express their opinion on the work of their department and to develop their role within CVA.

7.3  
At least one person on the Trustee Board of CVA must have particular responsibility for volunteering. They will be the point of contact and representative for CVA’s volunteers.

8.   
WORKING CONDITIONS

 
Volunteers will not be asked to work in conditions considered unsuitable for paid staff.  Volunteers can refuse demands they consider unrealistic, beyond the scope of their role or which they do not have the skills to carry out.

9.
EXPENSES

9.1 
Out of pocket expenses for voluntary work carried out with the agreement of the relevant staff will be reimbursed, including travel to and from the office/centre. Rates for mileage allowance will be those in operation for staff. Expenses forms will be given to volunteers, and the procedure for reimbursement explained.

9.2 
A budget will be made available, from which volunteers whose involvement is inhibited by the cost of childminding arrangements could claim an agreed amount towards the cost. Childcare must be provided by registered childminders or nurseries.
9.3
Where voluntary work involves a shift of more than 3 hours over a meal-time, a meal will be provided or cost of lunch reimbursed up to, but not exceeding, the current rate of £4.  Volunteers must not be paid a fixed regular amount, as this could result in them being classified as part-time paid workers.

10
BENEFITS

If volunteers are receiving benefits and are in any doubt of how volunteering will affect them, they should consult the VC manager.

11       DEALING WITH CONCERNS AND ISSUES

11.1
Mediation/Grievance

If volunteers are not happy about something, they should take this up firstly with the person who supports and supervises them, unless the issue is with that person. Otherwise, or if the matter is not satisfactorily dealt with, they should take the matter up with that member of staff's line manager or the VC manager.   A meeting should be held within 2 weeks. If the volunteer feels the matter has not been resolved, they can put their case in writing to the volunteer representative (currently Angy Bell) on the Trustee Board, who will hold a meeting within a month. Their decision will be final.

11.2
Taking up issues with volunteers

Volunteers will be made clear about the tasks they are to perform, what is expected of them and boundaries of the role. Examples of misconduct are breaches of confidentiality or health and safety, racist or homophobic comments, aggressive behaviour or coming to do voluntary work when not in a fit state, for example under the influence of alcohol. If there is a matter of misconduct or unsuitable performance, the supervisor will take this up with the volunteer as soon as possible, obtaining as much information as possible, and taking notes.  A time-scale will be given during which conduct will be monitored or additional training will be given to enable the volunteer to better perform the task, or improve their behaviour..

At the end of this time, normally a month, the supervisor will meet with the volunteer, who may be accompanied by a friend.  Discussions will be held over whether there has been suitable improvement, and alternatives discussed. A decision will be made about whether the voluntary work is suitable for this volunteer. The volunteer may take the matter to that staff member's line manager, or the volunteer representative. Their decision is final.

12    
HEALTH AND SAFETY

12.1
Volunteers are covered by CVA’s Health and Safety policy, and should be encouraged to read it. Health and safety procedures should be included in volunteers’ induction.

 12.2
All volunteers will be made aware of the above rights and conditions without having to ask. Details of current rates for expenses, CVA’s Health and Safety policy and Equal Opportunities policy must be readily available.

13
INSURANCE

CVA's staff and volunteers are protected through Employers' Liability, General Liability insurance and Professional Indemnity Insurance for claims arising from:

· Personal injury to the member of staff or volunteer arising because of employers' negligence through the course of their work

· Claims by a third party for damages caused by the member of staff or volunteer, including bad advice

13.1  Volunteer drivers using their own cars other than travelling to and from the place of work must ensure that their own insurance policy covers them for doing voluntary work. The volunteer must tell their insurance company that the vehicle is being used for voluntary work to carry passengers, and that they will receive mileage allowance to cover their running costs, but will not make a profit. This should not require any further payment. If it does, CVA will reimburse this payment.

14
CONFIDENTIALITY

Volunteers are made aware of their confidentiality responsibilities, and asked to fill a confidentiality form.  Knowledge of volunteers’ personal details is restricted to those who need it, and passed on only with volunteers’ consent.  Personal documents on volunteers will be kept securely.

15 
EQUAL OPPORTUNITIES


CVA relies on volunteer participation to keep it relevant to the community it serves and so encourages involvement from all sections of the community.

  
CVA operates an Equal Opportunities Policy, and should ensure that it does not unfairly exclude or discourage the involvement of potential volunteers because of:

15.1
Class

Race, colour, nationality or ethnic background

Physical disability, learning disability or mental health need


Age


Gender


Marital status

Sexual orientation

Unrelated criminal record

Religious belief


Other criteria not relevant to the needs of the task

 15.2
Each volunteer task specification must make clear the volunteer’s requirements to adhere to the Equal Opportunities policy.

It should be made clear to volunteers what behaviour or language is not tolerated. Should an incident arise which they cannot resolve themselves, they should  refer to the mediation/grievance procedure.

15.3
CVA will make every effort to accommodate volunteers with extra support needs or disabilities. If this does not prove possible, CVA will give the individual in question a full explanation.

15.4    CVA will actively challenge discrimination in all of its forms both in its working practices and in relation to staff and volunteer discriminatory behaviour that may arise.  

16
TRANSPORT

If volunteers are having problems with transport, particularly to evening events, they should contact their supervisor, who will see what can be arranged.

17
 WHEN A VOLUNTEER LEAVES

When a volunteer tells you that   they are leaving, they should be asked to complete an Exit Questionnaire form. This could be worked through with them, if the volunteer wishes, or could be sent to them in the post, particularly when they have left unexpectedly. 

Volunteers should be told that a reference will be supplied provided they have been volunteering for at least a month.

Note: 
CVA operates a No Smoking policy in all its buildings and shops.
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