	Project Name
	Volunteer Policy



	Volunteer Policy

	Organisation’s Name 

	Approval date: 00/00/00

	Revision date: 00/00/00


	1.Responsibility for approval of policy
	(Board, management committee or senior officer)

	2.Responsibility for implementation
	Staff role

	3.Responsibility for ensuring review
	Staff role


Policy Statement

1.1. (name of organisation) is committed to promoting positive, mutually beneficial volunteering arrangements that meet the needs of service users, the volunteer and the organisation.  

2. Purpose

2.1. This policy provides guidance on all aspects of volunteering within (Name of organisation).
2.2. It aims to ensure that volunteers are appropriately recruited, supportively and effectively managed, and that there is a consistent and supportive approach.  This is to maximise the value of the volunteer’s time with this service. 
3. Glossary

3.1. The term volunteer refers to those who conduct fixed term, short term or long term volunteer placements, as well as those who work with us as interns. An internship is something chosen in order to develop skills in a profession. Volunteering can also serve this purpose, but the driving force is the desire to help out. 
4. Scope

4.1. This policy applies to all volunteers within (Name of organisation).

4.2. This policy does not include members of the Board of Management (please see Board of Management Handbook).  
4.3. All volunteers will be over the age of ______________. (Note: if volunteers must be older than 18 the service should have a clear rationale for this).
4.4. This policy should be read in conjunction with the Student, Intern and Volunteer handbook and all other policies relating to the role of volunteer as outlined below.
5. Principles

5.1. Volunteering fosters collective responsibility, participation and community interaction. This service values volunteering as beneficial to our service users, our team and to the volunteer.  
5.2. Volunteers have a right to be effectively, supportively and safely involved in (Name of organisation).
5.3. Volunteers are expected to be respectful of staff, service users and stakeholders of this service, and to act with integrity and responsibility, and be accountable for their actions in relation to their work with this service.
5.4. (Name of organisation), through this policy and documents referred to in the policy, endeavours to provide full and clear information about roles, expectations and entitlements.

5.5. Volunteers are welcomed and treated as integral members of our team, and volunteering increases the capacity of this service to attain our goals. 
5.6. It is appropriate for volunteers to cease their volunteering or say ‘no’, and be responded to in a way that does not incite feelings of guilt.

5.7. (Name of organisation) may, at any time, and for whatever reason, decide to end the volunteers’ relationship with the organisation.  Similarly, volunteers may decide to end their relationship with (Name of organisation).  Notice of such decisions should be communicated at the earliest opportunity, preferably in writing.
6. Inclusion and Volunteering (see Equal Opportunities Policy)

6.1. (Name of organisation) is committed to ensuring that volunteers will be recruited and treated equally regardless of gender, marital status, family status, sexual orientation, religion, age, disability, race, or membership of the Travelling community.
6.1.1. Individuals in recovery from addiction should not be discriminated against.  Applications will be considered on an individual basis taking into account the type of work the individual could undertake and the supports and structures required to facilitate this.  Services should state clearly the expectations they have for their volunteers, noting the organisation’s policy on drugs and alcohol on the workplace.

6.1.2. Refugees and Asylum Seekers who have eligibility to live in Ireland, but not to work in Ireland are eligible to volunteer. They will also receive reasonable out-of-pocket expenses incurred in the course of volunteering as per section 10 of this policy.
6.2. All volunteers should be appropriately vetted.  Having a criminal record should not automatically exclude someone from volunteering (see Garda Vetting Policy).  Recruitment decisions should take into account the individuals potential for change.  An objective assessment should consider:

6.2.1. The individual’s abilities, skills, experiences and qualifications.

6.2.2. The nature of the conviction and its relevance to the job.

6.2.3. The length of time since the offence took place.

6.2.4. The risk to the service users, employees and organisation.

6.2.5. Training which may have occurred while the individual was in prison.

6.2.6. Any therapeutic interventions such as counselling that have taken place since the offence.

7. Volunteer Recruitment and Selection
7.1.  (name of organisation) will consider all volunteer applications, particularly where the needs of the volunteer match those of the organisation.
7.2. Volunteering opportunities will be advertised (name websites / lists / publications) as they arise, but ad hoc applications will also be considered.
7.3. All volunteers are required to fill in an application form /provide a C.V and one / two written references from work / education / other.
7.4. Suitable candidates are invited to attend an informal chat with the line manager, to ascertain their interest in and suitability for the role.  All unsuccessful candidates are thanked for applying and where appropriate are encouraged to reapply for other volunteering opportunities.  Written records of all interviews are kept. 
7.5. All potential volunteers will be asked to complete a Garda Vetting background check.  Other checks may also be completed (for example professional qualifications).
7.6. Individuals considering volunteering should be able to demonstrate a commitment to the ethos and aims of the organisation through application and interview.
7.7. Formal appointments are made only after the role description has been agreed and all necessary checks have proved acceptable.
7.8. Where a potential volunteer is employed or is volunteering in another service in the local area and/or with a similar service user group, agreements regarding confidentiality and potential conflict of interest should be agreed between managers prior to volunteering work commencing in this organisation.
7.9. All volunteers are subject to an initial trial period of ____ months.  At the end of this, the line manager will meet with the volunteer to discuss their suitability for their role.  Volunteers may continue in their current role, be reassigned to a more suitable role, or be asked to leave.
7.10. Volunteers under 18 years of age:
7.10.1. Must have written consent of a parent or guardian before volunteering. 
7.10.2. Where students are volunteering for their school, a formal agreement should be in place with the principle/other representative of the school regarding role, hours, purpose, insurance and supervision. 
7.10.3. Consideration should be given to the specific tasks for youth volunteers to ensure they are engaged in low risk activities and fully supervised, and covered for liability.  
8. Volunteer Role Description and Agreement

8.1. Volunteers should be given a clear and accurate description of the tasks and responsibilities they are expected to perform (see appendix Volunteer Role Description and Agreement). This must include;
8.1.1. Title of the volunteering role.
8.1.2. Starting and finishing dates.
8.1.3. Hours and place of work.
8.1.4. Name of supervisor.
8.1.5. Tasks to be undertaken.  
8.2. The role description may be amended in joint agreement with the volunteer and the line manager.  A copy of the final version must be given to the volunteer before commencing voluntary work as it will be used in supervision and appraisal sessions.  Role descriptions must define a time limit for voluntary involvement, after which time they are reviewed, and updated if appropriate.
9. Volunteer Management and Supervision 
9.1. Volunteer personnel records will be kept and managed in line with the Data Protection Policy and relevant data protection legislation.

9.2. (Name of organisation) respects the volunteer’s right to privacy and confidentiality. In turn, volunteers are expected to work in line with this service’s Confidentiality Policy.  

9.3. Working hours will be negotiated with the manager / volunteer coordinator / supervisor and agreed in writing.  If the volunteer can not fulfil these arrangements then as much notice as possible should be provided.  All leave should be arranged with the supervisor in line with Section 3 of the Student, Intern and Volunteer Handbook.
9.4. Induction

9.4.1. All volunteers should receive an induction to the organisation and on the requirements of their role.  This should be delivered by (manager / volunteer coordinator / supervisor). (See Volunteer Induction Checklist below).
9.4.2. All volunteers will be asked to fill in a form which contains important contact information including emergency contact details, which will be stored in the volunteer’s file.
9.4.3. Volunteers should be familiar with and work in line with (name of organisation) policies. Prior to commencing any additional volunteering work, the volunteer should sign off on the following policies:

9.4.3.1. Confidentiality

9.4.3.2. Complaints

9.4.3.3. Code of Conduct

9.4.3.4. Child Protection

9.4.3.5. Volunteer Policy

9.4.3.6. Volunteer Handbook

9.4.3.7. Other (core service provision)

9.4.3.8. Other (core service provision)

9.4.4. Volunteers will be provided with appropriate work sites and will have access to space, equipment and facilities necessary to effectively fulfil their duties.

9.4.5. Volunteers should be inducted to an agreed schedule on the following areas: (see volunteer induction checklist appendixed below).

9.4.5.1. Health and safety

9.4.5.2. Policies and procedures

9.4.5.3. The Building

9.4.5.4. Time and Hours

9.4.5.5. Financial issues

9.4.5.6. Training requirements

9.4.5.7. The organisation, it’s culture and values.

9.4.5.8. Other

9.4.5.9. Other

9.5. Supervision

9.5.1. (Name of organisation) recognises that volunteering provides a learning opportunity for the volunteer.  Supervision provides a valuable opportunity for the volunteer to discuss their work, including any mistakes made and what to learn from them, their needs as volunteers and to review how the organisation can fully support them.

9.5.2. Each volunteer will be assigned a named supervisor from a manager / volunteer coordinator / supervisor role. Volunteers and their supervisors should meet (weekly / monthly / other) to review their work, based on agreed role descriptions.  
9.5.3. Volunteers and supervisors should conduct an appraisal every (3 months / six months / other) and where relevant at the end of the agreed volunteering time period.  (The procedures for appraisal of a volunteer may be conducted in a similar way to that outlined in the Appraisal Policy, and Performance Evaluation Sample Form 1, attached to the Appraisal Policy, may be of some use).
9.5.4. Volunteers must seek prior approval from their supervisor before undertaking anything which might significantly affect the organisation.  This includes, but is not limited to, statements to the press, joint initiatives with other bodies, and agreements involving contractual or financial obligations.
9.6. Grievance and Dismissal

9.6.1. Volunteers who do not adhere to the organisation’s rules or who fail to perform their volunteer assignments satisfactorily may be subject to warning(s) and/or asked to cease volunteering with the organisation (see Student, Intern and Volunteer Handbook / Disciplinary Policy).  The procedures for asking a volunteer to cease volunteering are similar in nature to those for dismissal of an employee, and grounds for immediate dismissal may follow gross misconduct. 
9.6.2. If a volunteer feels they are being unfairly treated, they have the right to proceed with a grievance in line with the Grievance Policy.
9.7. Training and Development
9.7.1. Volunteers are encouraged to identify training courses, seminars, conferences, etc, that would help them to perform their roles better and / or that would aid their professional development.  Approval to undertake such training must be given by the manager and this will only be done if sufficient funds are available.  
9.7.2. All volunteers are required to submit a short report outlining any course or meeting attended as part of their volunteer work with this organisation.  
10. Volunteer Expenses

10.1. The cost of volunteering should never be a barrier to volunteering. Volunteers will be reimbursed for out of pocket expenses incurred directly as a result of their volunteering activity.  Expenses include:
10.1.1. Public transport to and from the service: up to a maximum of €__per day or the cost of disc parking for the hours worked. 
10.1.2. Mileage allowance for travel agreed in advance with the manager. 
10.1.3. Lunch allowance of €__ if working over 4 hours. 
10.1.4. Exceptional costs agreed in advance with the manager. 
10.1.5. Specialist protective clothing or other essential equipment. 
10.1.6. Car insurance. 
10.2. The following procedures should be used for claiming expenses:

10.2.1. Costs can only be reimbursed for receipts submitted.

10.2.2. Volunteers must submit an expenses form to the manager for approval. 

10.2.3. Expenses must be submitted within one month of being accrued. 

10.2.4. Expenses will be reimbursed within ___ working days of being submitted. 

10.3. Volunteers are insured by the organisation while working under the banner of the organisation.

11. Volunteer Support and Recognition

11.1. The time and  contribution of volunteers is important to the organisation, and will be acknowledged through the following formal mechanisms as well as on an informal basis:

11.1.1. Volunteer profiles in newsletters / website

11.1.2. Volunteer days / lunches etc

11.1.3. Training opportunities.

12. One-off Volunteer Opportunities

12.1. Volunteer placements for a one off activity such as at a fundraiser event or one off activity will not be subject to all the recruitment procedures outline in sections 7 to 9.

12.2. All one-off volunteers will be expected to:

12.2.1. Read and adhere to the organisations code of conduct.
12.2.2. Read and adhere to the organisations confidentiality policy.
12.2.3. Read and sign the Volunteer Agreement form (appendixed).
12.2.4. If participating in a fundraising event, one-off volunteers should read and adhere to the organisations fundraising policy.

12.3. Any volunteer, even a one-off volunteer working with children, will be expected to be Garda vetted according to the organisations garda vetting policy.
13. Evaluation
13.1. All volunteers will be invited to formally evaluate their experience as volunteers with this service at the end of the programme / at final supervision / every 6 months / other.
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Appendix 1

Volunteer Agreement and Role Description
Volunteers are an important and valued part of (name of organisation). We are committed to promoting positive, mutually beneficial volunteering arrangements that meet the needs of service users, the volunteer and the organisation. This agreement tells you what you can expect from us, and what we hope from you. This agreement can be consulted at each supervision to review our progress and yours in relation to your goals.

	Volunteer Name:
	

	Title of the volunteering role:
	

	Supervisor name and role:
	

	Supervision arrangements:
	

	Starting Date: ________________________  

Finishing / Review Date: _____________________________

	Place of Work:
	

	Hours of Work: (insert day and times below)

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	

	Tasks to be Undertaken

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 


In line with our Volunteer Policy, we, ___________________ (name of organisation) affirm your right:

· To be given meaningful work to do 

· To know what is expected from you 

· To be offered appropriate training 

· To be thanked and have your voluntary contribution recognised 

· To receive supervision and support 

· To know who to go to if there is a problem 

· To be reimbursed for out-of-pocket expenses incurred when volunteering 

· To be able to make mistakes and learn from them 

· To be made aware of any disciplinary and grievance procedures 

· To be treated fairly and not to experience discrimination 

· To have safe working conditions, including insurance cover 

· To be informed about, and given the opportunity to play an active part in, the organisation as a whole 

· To be able to say 'no' and to leave without feeling guilty 

· To be consulted with and kept informed of changes within the organisation.

I, ________________________________, agree to do my best:

· To work in line with the role description outlined above, and the Volunteer Policy.

· To help fulfil ___________________ (name of organisation)’ aims and objectives. 

· To perform my volunteer role to the best of my ability 

· To give as much notice as possible whenever I cannot volunteer when expected 

· To follow ___________________ (name of organisation)’ rules and procedures, including health and safety, equal opportunities and confidentiality

· To abide by the organisation’s code of conduct.

___________________ (name of organisation) may, at any time, and for whatever reason, decide to end volunteers’ relationships with the organisation.  Similarly, volunteers may at any time, and for whatever reason, decide to end their relationship with ___________________ (name of organisation).  Notice of such decisions should be communicated at the earliest opportunity, preferably in writing.

 Note: this agreement is in honour only and is not intended to be a legally binding contract 
Signature of volunteer: 





 Date: 

Signature of supervisor





 Date: 

Appendix 2: Induction Checklist for volunteers and supervisors

	INDUCTION CHECKLIST FOR VOLUNTEERS


	Name of Volunteer:


	Date started:

	Name of Supervisor:
	Projected completion date for induction:


The organisation will aim to ensure that all the items on this list are discussed with you within the first [time] of commencing volunteering.   Please tick each subject as you have been informed about it and have had a chance to ask questions.  Once all the information has been covered to your satisfaction, please sign the form with your supervisor.  The supervisor will keep this form throughout your induction and will file it in your volunteer file following its completion.

	Items to be covered with each new employee


	Completed / Discussed

	Category
	Description
	Yes
	No

	Health and Safety


	Emergency exits and evacuation procedures
	
	

	
	First aid facilities
	
	

	
	Health and safety policy (including sharps disposal etc)
	
	

	
	Accident / incident reporting
	
	

	
	Policy on smoking
	
	

	Policies and procedures
	Core policy  & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Location of policies for future reference
	
	

	The Building
	Layout of the building, toilets, etc.
	
	

	
	Introduction to colleagues / organisation chart
	
	

	
	Telephone system / phone list
	
	

	
	Computer / photocopier / fax
	
	

	
	Car parking arrangements
	
	

	
	Security procedures
	
	

	Time and hours
	Absence/sickness reporting procedures
	
	

	
	Supervision and appraisal arrangements
	
	

	
	Discipline and grievance procedures
	
	

	
	Working hours / notification of change of hours
	
	

	
	Trial period
	
	

	Financial
	Reimbursements for out of pocket expenses and payment arrangements of same
	
	

	Training
	Agreed training plans
	
	

	
	Learning and development opportunities 
	
	

	Culture and values
	Background
Vision and mission statements
Key strategies and objectives
	
	


I have been informed about and understand the above items.

Signature of volunteer: 





 Date: 

I confirm that this Induction Programme has been completed for the named volunteer.

Signature of supervisor





 Date: 

	INDUCTION CHECKLIST FOR SUPERVISOR


	Name of Volunteer:


	Date started:

	Name of Supervisor:
	Project completion date for induction:


· Each item on this list should be discussed with the new volunteer.  

· Please ensure that the volunteer has adequate time to ask questions and understand each item appropriately.

· Try to adhere to agreed completion date 

· Ensure a copy of the signed form is given to the manager / stored in the volunteers file.

	Items to be covered with each new employee


	Completed / Discussed

	Category
	Description
	Yes
	No

	Health and Safety


	Emergency exits and evacuation procedures
	
	

	
	First aid facilities
	
	

	
	Health and safety policy (including sharps disposal etc)
	
	

	
	Accident / incident reporting
	
	

	
	Policy on smoking
	
	

	Policies and procedures
	Core policy  & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Core policy & agreed timeframe for sign off
	
	

	
	Location of policies for future reference
	
	

	The Building
	Layout of the building, toilets, etc.
	
	

	
	Introduction to colleagues / organisation chart
	
	

	
	Telephone system / phone list
	
	

	
	Computer / photocopier / fax
	
	

	
	Car parking arrangements
	
	

	
	Security procedures
	
	

	Time and hours
	Absence/sickness reporting procedures
	
	

	
	Supervision and appraisal arrangements
	
	

	
	Discipline and grievance procedures
	
	

	
	Working hours / notification of change of hours
	
	

	
	Trial period
	
	

	Financial
	Reimbursements for out of pocket expenses and payment arrangements of same
	
	

	Training
	Agreed training plans
	
	

	
	Learning and development opportunities 
	
	

	Culture and values
	Background
Vision and mission statements
Key strategies and objectives
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