2

[image: image5.png]Service/Individual seeks volunteer
opportunity with Council





[image: image6.png]Opportunity available





[image: image7.png]YES





DUNDEE CITY COUNCIL

VOLUNTEER POLICY
1. Introduction

Dundee City Council is committed to supporting volunteering and recognises how it contributes to skills development, wellbeing, community empowerment and strengthening public services.  Many people across Dundee and the country as a whole volunteer and volunteering can bring a sense of personal fulfilment and achievement.

This policy is a revision of the Volunteer Policy 2010 and supports the vision and priorities of the Dundee Partnership and the Dundee Fairness Commission. This policy also supports the People Strategy which aims to build capacity within the community and deliver positive outcomes for the people of Dundee. It sets out to clarify the relationship between volunteers, council services and service users, the responsibilities of services and volunteers and aims to achieve a proportionate approach in the recruitment and support of volunteers. 

2. Definition of Volunteering

The Scottish Government and Volunteer Development Scotland define volunteering as:-

'the giving of time and energy through a third party, which can bring measurable benefits to the volunteer, individual beneficiaries, groups and organisations, communities, environment and society at large. It is a choice undertaken of one's own free will, and is not motivated primarily for financial gain or for a wage or salary' 
This definition applies for the purposes of this policy. This policy does not cover informal arrangements such as short-term work experience, eg related to a course or proposed course of study, or people seeking short-term work experience with a view to gaining employment.  

3. Recruitment and Selection

Where departments are considering potential volunteering opportunities, a role assessment should be completed which will provide guidance on the process to be followed.  The role assessment form is attached as Appendix 1 and guidance is attached as a flowchart at Appendix 2.  The Corporate Business Support Service will assist in the administration of implementing this policy. 

4. Volunteer Roles

Any volunteer roles identified should provide the volunteer with rewarding tasks as well as enhance the service being provided by the section/department.  It is important to develop a volunteer role description and volunteer specification for each volunteering opportunity. 
Departments are encouraged to identify volunteering opportunities where possible.  Types of volunteering roles have included:  English for Speakers of Other Languages (ESOL) Buddy, Driver, Conservation, Archivist, Crafts Volunteer.
5. Role of Departmental Named Volunteer Co-ordinators
It is good practice for services to identify a named volunteer co-ordinator(s) who will be responsible for identifying volunteering opportunities within the department. They will also provide support to line managers as necessary. A list of the Volunteer Coordinators are outlined at section 9 and this will continue to be reviewed and additional coordinators identified, if required.
6. Role of Line Managers within Departments

Line Managers will supervise volunteers on a day-to-day basis in their departments to ensure:-

· adherence to recruitment procedures.

· support arrangements are in place and identify who will provide this.

· induction is provided.

· volunteer training needs are identified and appropriate training delivered.

· records of volunteers' service and training needs/achievements are kept.

· administration/financial arrangements are in place (for example, expenses).

7.
The Council’s Commitment 
The Council will:-

· seek to develop volunteering opportunities for all.  Departments will register volunteering opportunities with Volunteer Centre Dundee and advertise through appropriate methods including Council internet, libraries and noticeboards.
· ensure that volunteers will be identified, recruited as appropriate for the role being undertaken, selected, inducted and supported consistent with good practice and equal opportunities. 

· not use volunteers as a substitute for paid staff.
· expect that staff at all levels will work positively with volunteers and, where appropriate, will actively seek to involve them in their work.
· recognise that volunteers require satisfying work and personal development and will seek to help volunteers meet these needs, as well as providing the training for them to do their work effectively.

· draw up a volunteer agreement outlining all aspects of the volunteer and council’s roles and responsibilities (example at Appendix 9). 
· identify and cover the costs of involving volunteers (refer to examples in FAQs in section 9)
· monitor, measure and assess the effects of volunteering for individuals, within departments and on the wider community, including both positive and possible negative impacts of volunteering including skills development, economic contribution and benefits to service users.  This assessment will be carried out regularly in order to measure change over time and will include an exit questionnaire once a volunteer leaves (example at Appendix 10).
· work towards achievement of the Volunteer Friendly Award where appropriate.

· ensure all necessary insurance is in place.

· fully brief volunteers on their responsibilities and any legal implications related to the tasks (for example Health and Safety legislation, membership of the appropriate PVG Scheme for volunteers undertaking regulated work).  
· carry out any necessary checks in relation to the volunteering opportunity, for example driving licence if required; health surveillance as appropriate.

· Adhere to the Equalities Act 2010.
8.
The Volunteer’s Rights and Responsibilities

The volunteer will:-

· adhere to the aims and values of the Council in line with the Council Plan 2012-2017.

· seek to promote equality of opportunity and be anti-discriminatory in his/her practice.
· strive to be effective and efficient within available resource.
· be accountable for resources given or lent to him/her.

· accept that the needs of those in receipt of services must take priority.

· adhere to departments' policies on confidentiality, health and safety, equality and diversity and use of ICT equipment.

· carry out the tasks outlined in the volunteer agreement. 

· comply with standards of practice and conduct within departments.

· accept responsibility to work as a member of a team.

· have the right to request a reference. 

· have a right to discuss any concerns with a named contact at any time and should the concerns not be resolved, the complaint’s procedure may be followed. 

9.
Frequently Asked Questions

1
What is volunteering?
Volunteering is any activity or work in the community for which someone undertakes a specific task but receives no payment.  A volunteer freely gives his or her own time to a role without financial recompense.  Volunteering is distinct from paid work and roles should complement, not take the place of work undertaken by paid employees.  
2
Do volunteers have employment rights?
Volunteers do not have a contract of employment and are not entitled to the same rights as an employee, eg sick pay, holidays and other statutory rights.  It is, however, good practice to set out details of the volunteer’s involvement in terms of tasks and hours in a volunteer agreement.  However, Health and Safety legislation, equal opportunities, confidentiality and insurance cover apply. 

3
Should expenses be paid and who pays this?
Good practice dictates that all ‘out-of-pocket’ expenses are paid to the volunteer, for example, local travel undertaken in the course of volunteering or taking a service user for a coffee. Any money received over and above could be deemed as income and, therefore, should be avoided.  The department/section offering the volunteering opportunity would meet these costs. 
4
Where can I get more information/advice about recruiting volunteers?
Volunteer Centre Dundee (Number 10, 10 Constitution Road, Dundee, DD1 1LL, tel: 01382 305705) supports volunteering in the city and can provide a wealth of experience and expertise.  Volunteering opportunities must be registered with them.
5 
What other support is available?

Volunteer Centre Dundee provides a Volunteers Managers Forum which meets regularly.  It also provides support for departments/sections wishing to work towards the Volunteer Friendly Award.

The Learning and Workforce Development Team can provide advice and guidance on induction, training requirements and can issue a ‘guest’ log-in for a short period of time to allow volunteers to access any relevant e-learning courses (for example, equality and diversity e-learning).  Please contact the E-learning Training Assistant on extension 4354 to obtain a guest log-in.  Please note, there are limited numbers available.

6 
What if the volunteer is related to an employee or service user/client/customer? 
Often volunteers are identified by personal recommendation because they are known to an employee or responsible person.  Where a potential volunteer is a relative or partner of a member of staff, service user, client or customer, a risk assessment should be carried out by the named contact to ensure there is no conflict of interest.
7. Who are the volunteer Coordinators?

Rose Sinclair, Stategic Planning and Commissioning
Mark Neil, Children and Familes Service

Tracie Macmillan Neighbourhood Services 

Peter Sandwell, Neighbourhood Services

Fiona Bissett, Neighbourhood Services

Sue Holland-Smith, Corporate Services

Kenny McKaig, Corporate Services

George Manzie, Corporate Services
Alan Millar, City Development
A link officer from IJB to be identified

A link officer from L&CD to be identified

Further coordinators will be identified for services as necessary and details can be sought from Gaynor McLean, HR on (ext 4361) 

APPENDIX 1

VOLUNTEER ROLE ASSESSMENT 

	1
	Centre/Unit/Section:


	

	
	
	

	
	Named Contact Person:


	

	
	
	

	
	Title of Volunteer Opportunity:


	

	

	2
	Please provide a brief overview of what the volunteer will be doing (main duties).  Please note that volunteers must not be used to replace paid members of staff.

	
	

	
	

	

	3
	Activity Risk Assessment completed and attached

	
	

	
	Please tick box to confirm  
	

	
	

	4
	Type of Role

	
	
	

	
	a) One-off (eg helping at an event, litter-picking)
	Volunteer can start
	

	
	
	

	
	b) Volunteers in partnership with Dundee City Council
	Volunteer can start if
	

	
	Volunteers responsible to other organisations, Charities, Local Management Groups or Friends of groups
	relevant checks carried out by third party before volunteer starts
	

	
	
	
	

	
	c) School community volunteers (eg parents/carers) 
	Volunteer can start
	

	
	
	once considered Question 5 and PVG check done where doing regulated work
	

	
	
	

	
	d)  Ongoing (eg agreed shifts/pattern)                                          Go to questions 5 and 6
	

	
	

	5
	Is the work regulated?  (ie is PVG required?)
	         Yes
	
	                     No
	

	
	

	
	Guidance is available on Disclosure Scotland website and each volunteer opportunity must be checked using the regulated work self-assessment tool at:
http://www.disclosurescotland.co.uk/disclosureinformation/pvg_training/self-assessment/index.html

	
	

	
	If yes, please seek PVG check 

	
	

	
	If no, consider whether a Basic Disclosure check is required.

	
	

	6
	For all ongoing volunteering opportunities, the full recruitment process must be followed, even if a PVG check is not required.  Please refer to flowchart at Appendix 2 for guidance.


	
	
	
	
	
	
	
	
	APPENDIX 2

	
	
	
	FLOWCHART FOR RECRUITING VOLUNTEERS
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APPENDIX 3
VOLUNTEER ROLE DESCRIPTION TEMPLATE

CONSTRUCTING A VOLUNTEER ROLE DESCRIPTION

	QUESTIONS FOR CONSTRUCTING A VOLUNTEER ROLE DESCRIPTION



	Questions


	Role Description

	Title
	

	What is the volunteering opportunity on offer called?
	

	Main Purpose of the Role
	

	What are the objectives of the position?
	

	Activities
	

	What will the volunteer be required to do?
	

	What are the different elements of the work?
	

	What are the key tasks?
	

	What is expected of the volunteer by way of initiative, independence and teamwork?
	

	What aspects of the work are difficult or unpleasant?
	

	Commitment
	

	How many hours will the volunteering opportunity require?
	

	What options are available to volunteers?
	

	Location
	

	Where is the volunteering opportunity located?
	

	Volunteer/Paid Staff
	

	What is the relationship between volunteers and paid staff?
	

	Client Group
	

	What client group will the volunteer be involved with?
	

	Support and Accountability
	

	Who will support/supervise the volunteer?
	

	Who will the volunteer be accountable to?
	

	What training will be necessary and available (including induction)?
	

	
	

	
	

	
	

	
	

	
	


VOLUNTEER ROLE DESCRIPTION

	Service/Section:
	

	
	

	Volunteer Role:
	


	Role Purpose
	

	Activities
	

	Commitment
	

	Support, Accountability and Training

	

	Location


	

	Additional Role Requirements
	


APPENDIX 4
VOLUNTEER SPECIFICATION TEMPLATE

CONSTRUCTING A VOLUNTEER SPECIFICATION

	QUESTIONS FOR CONSTRUCTING A VOLUNTEER SPECIFICATION



	Questions


	Volunteer Specification

	What particular knowledge/skills/experiences/qualities are required?
	

	Which of these are essential?
	

	Which of these are desirable?
	

	Will there be regular/irregular hours?
	

	Does the volunteer need to work as part of a team?
	

	Does the volunteer need to deal with administration?
	

	Does the volunteer need to deal with money?
	

	In what practical ways will the volunteer need support?
	

	What is in it for the volunteers?
	

	· new friends
	

	· leisure interests
	

	· being useful
	

	· a chance to get involved etc
	

	
	


VOLUNTEER SPECIFICATION

	VOLUNTEER ROLE
	

	
	
	

	SERVICE/SECTION
	


	
	ESSENTIAL REQUIREMENTS
	DESIRABLE REQUIREMENTS
	METHOD OF ASSESSMENT

	KNOWLEDGE

	
	
	

	PARTICULAR SKILLS/ABILITIES


	
	
	

	PERSONAL QUALITIES


	
	
	

	ANY ADDITIONAL REQUIREMENTS


	
	
	


APPENDIX 5
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	EXAMPLE VOLUNTEER APPLICATION FORM
(applications via Talentlink is being developed)


Please contact Human Resources on tel: 434540 if you require assistance or support in completing this form
PERSONAL DETAILS

	Name
	

	
	

	Address
	

	
	

	
	
	Post Code
	

	
	
	
	

	Telephone Number (Day)
	
	(Evening)
	

	
	
	
	

	Mobile
	
	Email
	


Why do you want to volunteer?  (Please tick all that apply)

	Meet new people
	
	     Self Development
	
	      Experience for CV
	
	

	
	
	
	
	
	
	

	Make a Difference
	
	               Share Skills
	
	  Give something back
	
	            Other
	


PREVIOUS EXPERIENCE - WORK AND/OR LEARNING

List any relevant experience/qualifications

	


VOLUNTEERING OR UNPAID WORK EXPERIENCE

	


WHICH VOLUNTEER OPPORTUNITIES ARE YOU INTERESTED IN?

Post title(s) from the Volunteer role description

	


Do you have any additional support needs in relation to this opportunity? Yes/No If yes, please give details
	


How did you hear about volunteering with us?

	Facebook
	
	    Twitter
	
	  Word of mouth
	
	       Event
	
	  Volunteer Centre
	
	        Other
	


Please give details

	


KNOWLEDGE AND SKILLS

Please tell us about your skills, knowledge and interests that may be relevant to this opportunity

	


AVAILABILITY
	Approximately how many hours a week can you offer?
	


What days and times do you think you may be available?

	DAY
	AM (time to and from)
	PM (time to and from)
	EVENING (time to and from

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Saturday
	
	
	

	Sunday
	
	
	


NEXT OF KIN DETAILS

	Name
	

	
	

	Relationship
	

	
	

	Address
	

	
	

	
	
	Post Code
	

	
	
	
	

	Telephone Number (Day)
	
	(Evening)
	

	
	
	
	

	Mobile
	
	Email
	


REFEREES

Please provide us with the name of one person we can contact in respect of your application (the reference can be from your present or most recent employer; from education establishments where you have been in education; or a character reference from a person of ‘good standing’, eg a Minister, leader of a voluntary organisation, GP.  The Council does not accept references from a family member or friends. 
	Name:
	

	
	
	
	

	Address:
	

	
	
	
	

	Telephone:
	

	
	
	
	

	Email:
	

	
	
	
	

	Occupation:
	

	
	
	
	

	Relationship to applicant:
	


DECLARATION

I declare that the information given on this application is true

	Signed
	
	   Date
	


APPENDIX 6
PVG FLOWCHART

	
	Is the applicant a member of the PVG Scheme? ie PVG scheme ID/ PVG membership  number. Can be for either/both workforces
	
	
	
	Use “Existing PVG Scheme Member” application form
	
	Is the application only for workforce already a member of?
	

	
	
	
	Yes
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	No
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Use “Application to Join PVG Scheme” form
	
	
	Yes
	
	No

	
	
	
	
	
	
	
	
	
	

	
	Employee completes application to join PVG for appropriate workforce and seeks Scheme Record at A1 and cross A2 for each relevant workforce.
	
	
	
	
	Seek 

Scheme Record Update at A1
	
	
	Seek Scheme Record at A1

	
	
	
	
	
	
	
	
	
	

	
	Await response from Disclosure Scotland
	
	
	Does the Scheme update state there is vetting information on the Scheme Record?  
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Scheme Record rec’d by Counter-signatory who reviews info 
	
	Under consider-ation for listing
	
	Barred/

listed
	
	No.

No need to view Scheme Record 
	
	
	
	Yes
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Cannot proceed. Refer to Legal & HR
	
	Does the update detail whether there is new vetting information since the Scheme Record
	
	Seek Scheme Record at A1 for workforce already a member of at A2
	
	

	
	
	Can proceed but must carry out risk mgt in cons with Legal & HR
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	No
	
	Yes
	
	
	
	Await response from Disclosure Scotland

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Proceed
	
	Seek Scheme Record at A1 for workforce already a member of A2
	
	Proceed
	
	Do not proceed

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Await response from Disclosure Scotland
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Proceed
	
	
	Do not proceed
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Appendix 7
GUIDANCE NOTES

All applicants are required to complete a Criminal Record Declaration Form. 

We will not discriminate against ex-offenders, and if you are required to give details of any previous convictions, this will not automatically prevent you from getting the job.  We will consider how previous convictions could affect the job and these will only be taken into account if the offence is relevant to the type of work you would be doing.  Any information given will be kept confidential and used only in connection with this application.  

The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2015 came into effect on 10 September 2015 and guidance on what convictions need to be declared can be found on Disclosure Scotland website at 

https://www.disclosurescotland.co.uk/news/index.htm
Under the Rehabilitation of Offenders Act 1974, if someone has been convicted of an offence and is not convicted of any other offence during a specified period, their conviction becomes 'spent'.  A spent conviction does not need to be mentioned on this form or at the interview, unless you are applying for a job which is exempted from this legislation. Only the relevance of the convictions to the post for which you are applying will be considered. 

The main categories of exempted positions in the Council are those undertaking regulated work with children or protected adults or both; those involved in the administration of the law; and senior managers in banking and financial services and higher level disclosure checks are undertaken. You are required to disclose any unspent convictions or cautions and any spent convictions for offences included in Schedule A1, ‘OFFENCES WHICH MUST ALWAYS BE DISCLOSED’ of the Rehabilitation of Offenders Act (Exclusions and Exceptions) (Scotland) Amendment Order 2015.

There may be occasions where you are of the view that certain spent convictions should NOT be disclosed for exempted positions in light of the Disclosure Scotland guidance at 

https://www.disclosurescotland.co.uk/about/SummaryofChanges.htm
Please note that you are not required to disclose spent convictions for offences included in Schedule B1, ‘OFFENCES WHICH ARE TO BE DISCLOSED SUBJECT TO RULES’ until such time as they are included in a higher level disclosure issued by Disclosure Scotland. 

How Long are the Rehabilitation Periods? 

This Act allows a person to treat a conviction for which they are deemed to be rehabilitated as if it had never happened for employment purposes.  After the rehabilitation period set out in the Act the conviction becomes spent, provided further offences have not been committed before the period has expired. 

The main rehabilitation periods are set out on next page.

	Sentence
	Over 17 years of age at time of sentence
	17 years of age or under at time of sentence

	Custodial sentence between 6 months and 2½ years 
	10 years
	5 years

	Sentences of 6 months or less
	7 years
	3½ years


(Also applies to suspended/deferred sentences.)
	A fine, community service order or Supervised Attendance Order
	5 years
	2½ years

	Absolute discharge / Admonished
	6 months
	6 months


	Probation

sentence before 5 February 1995 (under Rehabilitation of Offenders Act 1974)
	Until the Order expires (with a minimum of one Conditional Discharge year)


	Sentence 5 February 1995 or after (under Criminal Justice and Public Order Act 1994)
	5 years
	2½ years

or the length of the Order whichever is longer


	Sentence of discharge with public disgrace or dismissal with disgrace from Her Majesty’s Service
	10 years
	5 years

	Sentence of dismissal from Her Majesty’s Service
	7 years
	3½ years

	Any sentence of detention in respect of a conviction in Service disciplinary hearings whilst in Her Majesty’s Service
	5 years
	2½ years


Please note a sentence over 2½ years can never be spent.  It is the sentence set by the Court that counts (even if it is a suspended sentence), not the time actually spent in prison.

Once a conviction is spent nothing can re-instate it.  Where a further offence is committed during the rehabilitation period and it is treated as a summary offence the rehabilitation period is not affected.  If the further offence is more serious then neither conviction will become spent until the longer rehabilitation has expired. 

Where Can I get Further Advice about How the Rehabilitation of Offenders Act 1974 Applies to Me?

If you are not sure about whether you have to declare a previous conviction, contact your local Police Authority; Citizen's Advice Bureau; or your Solicitor.

Disqualified from Working with Vulnerable Groups
Please note that under the Protection of Vulnerable Groups (Scotland) Act 2007, it is an offence for an individual to do or seek to do any regulated work from which the individual is barred.

	NAME:
	

	
	

	PORTAL ID NUMBER:
	

	
	

	POST TITLE:
	

	
	

	TYPE OF POST:
	Rehab of Offenders Act applies / Exempted post

	
	

	LEVEL OF CHECK:
	PVG / Standard / Enhanced / Basic / None

	
	

	DEPARTMENT:
	


Please give details here.

	DATE OF

CONVICTION
	COURT
	DETAILS OF OFFENCE
	SENTENCE

	
	
	
	


Please give details of the circumstances that led to your offence(s)

	

	

	

	

	Have you been served with any form of criminal complaint in the UK or the equivalent of a criminal complaint in any other country that has not, as yet, led to a criminal court disposal?
	YES / NO


	If yes, please give details
	

	

	

	


Please give details of any current police investigations against you in the UK or the equivalent of police investigations against you in any other country; any conditional offers given by the police in the UK or the equivalent of the police in any other country; any conditional offers given by the Procurator Fiscal in Scotland or the equivalent of the Procurator Fiscal in the UK or in any other country; any fixed penalty notices. 

	

	

	


DECLARATION:

I have read this form and have sought guidance from Disclosure Scotland’s website to determine what conviction information I am required to disclose for posts which require a Higher level disclosure (PVG/Enhance/Standard) 

I have not withheld any information which may effect my application for appointment.

I understand that false information or omissions may lead to any offer of employment being withdraw.

The council may verify the information above.

To the best of my knowledge I am not barred from seeking regulated work with children, protected adults, or both children and protected adults as defined by the PVG Act 2007.

	SIGNATURE:
	

	

	DATE:
	


PLEASE NOTE: AN OFFER OF EMPLOYMENT MAY BE WITHDRAWN IF YOU DO NOT GIVE DETAILS OF PREVIOUS UNSPENT CONVICTIONS OR SPENT CONVICTIONS, WHERE APPROPRIATE
APPENDIX 8
VOLUNTEER REFEREE - COVERING LETTER

	PRIVATE AND CONFIDENTIAL


	If calling please ask for

  

	Our Ref
	

	Your Ref
	  

	Date
	


Dear 

VOLUNTEERING OPPORTUNITY:  
APPLICANT:  
The above named is seeking a volunteering opportunity quoted and has provided your name as a referee.

I would be grateful if you could complete the attached questionnaire as appropriate and return it to me, in the stamped addressed envelope provided, by (DATE) (copies of the volunteer role description and volunteer specification for the post are enclosed for your information).

Please note that, unless you state when replying that the reference is given in confidence and must not be disclosed, then the reference will be disclosed to the data subject if a Subject Access Request is received from the individual concerned.

Please accept my thanks for your help with this matter.

Yours sincerely
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VOLUNTEER REFERENCE REQUEST QUESTIONNAIRE
	Volunteering opportunity:
	

	Referee’s name:
	

	Referee’s contact details:


	

	Volunteer’s name:

	

	How long have you known the above-named person?



	In what capacity, (eg line manager, business/professionally, socially, etc?)


	Please comment on the suitability of this person for this volunteering opportunity (please refer to the copies of the volunteer role description and volunteer specification enclosed):



	Are there any additional comments you wish to make?



	Signature:
	
	Date:
	


APPENDIX 9
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	VOLUNTEER AGREEMENT


	Centre/Unit/Section
	

	Name of volunteer
	

	Address
	

	
	

	
	

	Contact details:
	

	Emergency Contact:
	

	Title of volunteer opportunity:
	

	Responsible to:
	

	Main duties: The following areas of work and responsibilities have been agreed as:-
· 

	Hours of commitment/duration of commitment where appropriate:

	Training: Before starting at the (centre/unit/section/team) the volunteer worker will participate in initial training & will be expected to take part in on going training related to the volunteering opportunity.

Details:

	Contact person:  

Name:……………………………………………….....................................................……………………….

Phone Number:………………......………... E Mail address: …………………………………………………..

	Attendance at meetings: The volunteer is expected to attend regular meetings (frequency to be agreed), with contact/nominated person, or to seek support as required.

Details:

	Expenses: Appropriate travel and out of pocket expenses will be paid (this should be discussed & agreed in advance with named contact).

Insurance: The volunteer will be covered by the council’s insurance policy.
Confidentiality: The volunteer must adhere to the Data Protection Act and confidentiality
Termination of the volunteer agreement: The council reserves the right to end the services of the volunteer if, in its opinion, the volunteer concerned, is unable to meet the needs of the centre/unit/section/team, has been negligent of his/her duties; has behaved unacceptably; if there is no work available; if there is a change in the area of work available and/or at the end of the period of commitment previously agreed.

The volunteer may end his/her services at any time.

Concerns/Complaints: If the volunteer has a concern/complaint that can not be resolved with his/her named contact, the council’s complaints procedure will be implemented.


I agree with the conditions set out above.

Volunteer’s signature:…………………………..….……………………………. Date: ……………........…….

Named contact’s signature: …………..………...……………………………… Date: …........……………….
APPENDIX 10
VOLUNTEER EXIT QUESTIONNAIRE
	Volunteer:
	

	Named Contact:
	

	Meeting Date:
	


	1.  What have been your biggest achievements /what has given the most satisfaction?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	2.  What have been the biggest difficulties / what has given the least satisfaction?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	3.  In what way did the systems and procedures of the department/section help or hinder your
     activities as a volunteer? 

	

	

	

	

	

	

	

	

	

	

	

	

	4.  In what way did relationships with your named contact and colleagues or others help or hinder
     your activities as a volunteer?

	How effective was your contribution to good working relationships?

	

	

	

	

	

	

	

	

	

	

	

	5.  Please comment on the training you received to help you carry out your activities as a
     volunteer. 

	 

	

	

	

	

	

	

	

	

	

	6.  Did you enjoy your volunteering experience and would you recommend it?  If not, can you
     say why?

	

	

	

	

	

	

	

	


THANK YOU!  If you wish to have an exit interview, please discuss with your named contact.  Please take your completed form with you to the interview.
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