Age Concern Harlow 
Volunteer Policy

Improving the lives of older people.
Introduction 
Volunteers play a vital role in helping us to achieve our aims. As a small team, without the contribution of volunteers, we would only be able to achieve a small percentage of our work for older people. The older people with whom we work value the involvement of volunteers and it is our hope that volunteers will enjoy volunteering with us, meet likeminded people and develop some new skills. 

Within Age Concern Harlow (ACH) volunteers are involved in the following roles:   
· Serving  on our Board of Trustees 
· Support with the delivery of our services
· Active participation in projects and community-led activities supported by us 
· Help raise funds to support our work.

Administration
When involving volunteers we aim to work within the following principles of good practice:  
· All voluntary roles are clearly described so that everyone is sure about their respective roles and responsibilities; 
· We comply with current Data Protection legislation and guidance in the handling of all information we hold on all volunteers;  
· Volunteer roles will complement, not replace, the work of paid staff.; 
· Volunteers will have regular opportunities to share their thoughts/ideas/concerns with an allocated person in review meetings in line with our policies and procedures; 
· All of our existing and future policies and procedures will take into account how they affect volunteers. 

The Purpose of this Policy  
By adhering to this policy we aim to:   
· Recognise the value of the contribution made by volunteers ; 
· Reflect the purpose, values and  standards of ACH  in its involvement of volunteers; recognise the roles, rights and responsibilities of volunteers;  
· Create and work to agreed principles for the involvement of volunteers;  
· Ensure that we offer satisfying volunteering opportunities as well as support volunteers appropriately to carry out their role to the high standards possible.   
 
This policy should be read and considered alongside any other relevant policies, procedures and guidance etc that we use to support the volunteering in our organisation.  
 
Recruitment and Selection  
We will work to our Equalities and Diversity policy when recruiting and selecting volunteers. In addition we will abide by any relevant legislation e.g. on Data Protection and the Protection of Vulnerable Adults. All potential volunteers will be asked to complete an application form. Written role/task descriptions will lay out commitment, necessary skills and experience and actual duties required.  We will ensure that procedures are in place to cover good practice requirements for volunteers selected to work with children and/or vulnerable older people. It is our practice to request two references and a satisfactory enhanced DBS may be required for some individuals.  

Volunteers will be placed in activities which match their skills, talents and interests and, once placed, they will be required to comply with ACH’s existing policies and procedures. All volunteers will receive appropriate training and development opportunities to help them carry out their volunteering role. We will regularly review the ways in which potential volunteers can make contact with us.

Probation Period
Volunteers are subject to a three month probation period. This is an opportunity for both the volunteer and their supervisor to review their role and ensure they are both satisfied with their progress. At the end of their probation period volunteers will be asked to attend a review meeting and discuss any concerns with their reviewer.

Should either party decide that the role is not suitable for the volunteer; the volunteer will either be considered for another role with ACH or signposted to more suitable voluntary work with another organisation.

Support and Development  
Once their volunteering has started we expect volunteers to adhere to our existing policies and procedures. All volunteers are covered under ACH's Public Liability Insurance. All volunteers will receive appropriate induction into their volunteering. 

Following Induction, volunteers will have regular support meetings, either one to one or in groups, to discuss progress, identify areas for development, and to resolve any problems at an early stage. Volunteers are allocated a named reviewer who will carry out an annual review of the volunteer’s activities to identify any training that might assist in the volunteer’s future development and give the volunteer the opportunity to express views and ideas about the organisation and its work.  

Written notes of these discussions may be held within the individual volunteer’s records in accordance with data protection requirements. These records can be shared with volunteers at any time at their request. Ongoing training and development needs will be met as required. All volunteers will be able to claim out of pocket expenses for their volunteering in line with our systems and guidelines. 
  
Problems  
Volunteers have the right to discuss any concerns they may have with the Chief Officer or their named reviewer at any time. If a complaint is received about a volunteer, the Chief Officer will first discuss the complaint and the surrounding circumstances with the volunteer to find a resolution. If an amicable solution cannot be found, the complaint may be referred, in the first instance, to the Chair of the Executive Committee for further consideration. In extreme cases, if the volunteer’s behaviour is deemed to be in conflict with ACH’s policies, the volunteer may be removed from the ACH volunteering register.
  
Responsibilities  
Overall responsibility for the carrying out, monitoring and review of the effectiveness of this policy and associated procedures rests with the Chief Officer. Implementation and adherence to this policy is the shared responsibility of all staff and volunteers within the organisation. This includes:
· Ensuring  that all staff and  volunteers have access to and are aware of this policy.
· Ensure that safeguards are in place to protect the rights of the service user.
· Ensure that all relevant legislative guidelines or procedures are followed.

Out of Pocket Expenses  
Volunteers will be able to claim reasonable expenses for their volunteering. These should be agreed with the Chief Officer prior to the date of expenditure. Receipts must be produced for all claims. Where a volunteer has difficulty in meeting the expense prior to being reimbursed, the Chief Officer may authorise an advance on expenses.
                                                 
Insurance  
Volunteers are covered by ACH’s insurance whilst they are engaged in any work on ACH’s behalf if a Risk Assessment has been completed and signed off by the Chief Officer in advance of the activity. Any incidents that occur during the volunteering activity should be reported to ACH on the Accident Reporting Form within 24 hours of the incident taking place. In instances where a volunteer has suffered injury due to explicitly ignoring safety advice given by ACH  or through unreasonable behaviour, ACH will not accept liability. Similarly, in instances where an event attendee has suffered injury due to explicitly ignoring safety advice given by ACH or an ACH volunteer, or through unreasonable behaviour, ACH will not accept liability.  

Equal Opportunities  
ACH operates an equal opportunities policy in respect of both paid staff and volunteers and is committed to involving a diverse range of local people in its work. Volunteers, in their diversity of age, experience, cultural background and their involvement within communities, bring to our work a value which adds to our understanding of and response to older people's needs. All volunteers will be treated equally with respect to opportunities to volunteer, or the type of work allocated to them. However, where heavy physical work or working in an isolated location is required, we reserve the right to advise volunteers if, in our judgement, their efforts would be better and more safely directed in other areas. We aim to integrate diversity and equal opportunity into all of our activities, from key decisions and strategic objectives through to day-to-day operations.  We do not tolerate discrimination on the grounds of gender, race, disability, age, religion and belief, sexual orientation or other irrelevant distinction and we are committed to working with diversity in a wholly positive way to promote understanding, equality and inclusiveness. All paid staff and volunteers will be expected to have an understanding of and commitment to this, our equal opportunities policy. They must employ it in their dealings with co-workers and any other individuals that they interact with during the course of their work with ACH.  

Confidentiality  
Volunteers will be bound by the same requirements for confidentiality as paid staff. Where a volunteer is privy to confidential information through their work with ACH, the need for confidentiality will be highlighted. Primarily, this may arise in matters relating to client information.   

Leaving Age Concern Harlow
On the basis of their voluntary work, volunteers who have volunteered for more than 30 hours in total will have the right to request a reference. 

