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The Good Practice Guide for Volunteering Involving Organisations is the Volunteer Handbook we distribute to individuals who volunteer with our organisation. It is designed as a guide to help your organisation in best practice when dealing with volunteers. 

Whilst we hope that this resource is used by organisations involving volunteers Basildon, Billericay and Wickford Council for Voluntary Service would like to clarify that the guide cannot be seen as a definitive statement of the legal requirements for volunteer involving organisations.
Sample volunteer policies are available from the Volunteer Centre, please contact Faye Kadesh on the contact details below.

For further information the Volunteer Centre please telephone 01268 282604 or email faye@bbwcvs.org.uk. 

For further information about BBWCVS please telephone the Admin Team on 01268 288870 or email admin@bbwcvs.org.uk . 

Basildon, Billericay and Wickford

Council for Voluntary Service
(BBWCVS) 

Volunteer Handbook

Welcome to BBWCVS
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Introduction

Thank you for agreeing to become a volunteer with our organisation.

As a new volunteer within the Basildon, Billericay and Wickford Council for Voluntary Service, (BBWCVS), we want you to feel welcome and valued. We want you to feel that you are making a contribution to the work we do and hope that this handbook provides you with useful information to help you to feel part of our organisation.

This handbook carries information that we hope will be helpful for you as part of your day-to-day work for our organisation. There is a lot of information to take in during the induction period, starting in a new environment is never easy; this handbook is not a substitute for induction but a reference point, particularly in your early days with us.

We always welcome feedback and contributions to how volunteers work within our organisation and you will be given regular opportunity to do this with a named supervisor.

We hope your placement with our organisation is an enjoyable and beneficial time.

Who are we?

BBWCVS is an umbrella organisation which provides advice, information and development support services to voluntary and community organisations based in Basildon District.

What do we do?

BBWCVS undertakes 5 core functions:

· Development:  Identifying local need, working with others to develop appropriate action and working strategically to benefit the local voluntary and community sector.

· Liaison:  Helping to maintain links with a wide range of voluntary and community organisations and promoting cross sector relationships.

· Representation:  Enabling the local voluntary and community sector to present its views to statutory and public sector bodies through consultation, networking, for a, seminars and workshops, etc.

· Services:  Funding information and advice, training, legal, financial, management and constitutional advice and information, meetings, space, newsletters and mailings.

· Strategic Partnership:  Working with the Local Strategic Partnership, helping to develop the voluntary sector Compact, participating in neighbourhood regeneration and working with other statutory bodies at a strategic level.

BBWCVS also hosts the Volunteer Centre that provides a volunteer recruitment, placement and support service to residents of Basildon District as well as voluntary and community organisations seeking volunteers.

How does everybody fit in?

BBWCVS is governed by its members (voluntary and community groups operating within the Basildon District Area), through an elected executive committee. The organisation currently has 151 members, and an executive committee of 10 voting members and 2 non-voting representatives of local statutory agencies.





Equal Opportunities

BBWCVS aims to ensure that no employee, volunteer or client receives less favourable treatment on the grounds of race, colour, nationality, religion, ethnic or national origins, sex, marital status, sexual orientation or disability. All volunteers are expected to work within this equal opportunities framework.  As a volunteer you can expect to be treated in accordance with the policy. 

What do our Volunteers do?

We aim to offer creative and innovative projects for volunteers to become involved in. We hope that the voluntary placements provide an opportunity for volunteers to use and develop their skills and abilities. The type of work volunteers have previously become involved in include designing and producing marketing literature; updating database and website; planning and preparing events; manning displays and research.

Where Are We?
The CVS office is located in the Basildon Centre in Basildon Town Centre. There are good links by road, rail and bus into the town.  

 


Travelling by Car

Approach Basildon on the A13 or A127. Follow signs to Basildon Town Centre and then head towards the Basildon Centre. Pay and Display car parking is available nearby at Gloucester Park Swimming Pool or at Great Oaks.

Travelling by Train

Basildon is on the main line between Fenchurch Street (London) and Shoeburyness. Trains run at regular intervals.  On exiting the station cross the road ahead and walk down Fodderwick towards the pedestrianised shopping area (St Martin's Square). The Basildon Centre is on the opposite side of St Martin's Square. The CVS office is at the back of the building.  

Travelling by Bus

Regular bus services operate between Basildon and the surrounding areas. On arrival at the Central Bus Station walk across the Market Square and then turn right into Fodderwick.  Walk across St Martins Square and you'll find the CVS office at the back of the Basildon Centre.
The Volunteer Centre is located in the Eastgate Shopping Centre on the 3rd Floor in the Galleries.

If you are travelling by car approach Basildon on the A13 or A127.  Follow signs to Basildon Town Centre and then head towards the Eastgate Shopping Centre. Pay and Display parking is available.

Basildon Bus Station is right next door to the Eastgate Shopping Centre and buses run regularly to the station from across the district and outside. 

Basildon Railway Station is just across the road from Eastgate Shopping Centre, running regular local and regional connections.  

Both buildings are wheelchair accessible. The CVS office is on the ground floor and the Volunteer Centre and PPI Office is accessible by lift.

BBWCVS aims to enable everyone to volunteer. If you have any additional support needs please talk to the Volunteer Centre Manager about your particular individual needs.

Starting as a Volunteer with us

We want to help and support you as much as we can.

You will be given a named supervisor; this will be the person who has the most contact with you. If you have any concerns, questions or comments please feel free to contact him or her.

Expenses

We will cover reasonable travel expenses on any day you volunteer with us. We will also pay lunch expenses of up to £3.00 if you arrive before 1.00pm and spend more than four hours at BBWCVS.

If you do not have any money to buy lunch on a particular day then we can advance you up to the daily allowance from petty cash please ask.

Expenses for lunch and travel can be paid daily on production of a receipt. If you are coming in more than once a week we can pay at the end of the week, if you prefer. Amounts up to £15.00 can be paid in cash, anything more than this will normally be paid by cheque.

We do not currently pay for childcare or other caring expenses, but please discuss this with us if this is an issue.
Very important We do not want you to be out of pocket as a result of your volunteering so please keep all your receipts and remember to claim what is due to you!

Benefits

As long as you only receive out-of-pocket expenses there should not be a problem with volunteering while on benefits. It is always good practice to keep the Benefits Agency informed if you are volunteering. Please talk to the Volunteer Centre Co-ordinator if you have any concerns.

Refreshments

You can help yourself to tea, coffee and water during the day.  

In the CVS Office there is a kitchen with a fridge, a toaster, and a microwave that you are welcome to use.  

In the Volunteer Centre and PPI Office there isn’t a kitchen on site but there is access to a kitchen with a key on the floor below.

In the office there is a water machine for hot and cold water, a fridge and a microwave that you can use. All washing up has to be done in the kitchen off site.

In the CVS Office the meeting room is generally made available for lunch between 12 noon and 2.00pm for staff from both sites.  Please phone and check on availability
Staff Meetings

You are welcome to attend monthly staff meetings. These meetings are held on the first Wednesday of every month at 10.00am in the meeting room of the CVS Office. If you cannot attend but would like to bring something to the attention of the meeting please discuss it with your named supervisor.

Outings and Events

Volunteers are welcome to come on staff outings and events.

Currently, staff meet on the last Wednesday of each month for a pub lunch, your named supervisor will be able to give you details.

Smoking

Both the CVS Office and the Eastgate Shopping Centre Site are non-smoking zones.

Dress Code

BBWCVS Staff dress relatively informally in the office.

Insurance

Individuals who are volunteering with BBWCVS, like paid staff, will be covered by BBWCVS’ insurance while on the premises.

Health and Safety

We take Health and Safety seriously. Here are some points to note:

· Always tell a member of staff about injuries or accidents, no matter how small, so that it can be put in the accident book
· Report ‘near miss’ accidents so that the causes can be investigated and actual accidents avoided
· If anything is split on the floor, ensure it is mopped up quickly before it could become a slipping hazard
· If you see anything on the floor that may cause anyone to trip, please do move it
On both sites there will be a named paid member of staff responsible for Health and Safety and they will tell you about Fire Exits and procedures on your first day in the office.

Records

BBWCVS will keep simple records about you. This will be the information you gave us when you applied, the two references given about you, your phone number & address, medical conditions (if disclosed), next of kin and CRB disclousure (where appropriate). Records will be kept of supervision meetings, annual appraisals etc and these will be used to provide you with a reference should you require one.

This information will only be used in connection with your volunteering and will not be used outside the organisation. Under the Data Protection Act, you are entitled to see what information the Charity holds about you. Please see the Confidentiality and Data Protection Policy for more information.
Confidentiality

You may sometimes see or hear things that are of a confidential or personal nature. Please don’t discuss these with anybody else.  BBWCVS will ask you to sign a confidentiality agreement at your induction. You will be given a copy of this and BBWCVS will hold the other copy.

Gifts

Sometimes clients may offer you a small gift as thanks for the help you have given. Small gifts of less than £5 can be accepted, but must be reported to your named supervisor. Money should never be accepted by you, instead the donor should be encouraged to donate the money to BBWCVS. This can be done via either the BBWCVS or Volunteer Centre/Onsight office.

Commitment

Please take seriously the time commitments you have made. We do rely on you to turn up when you say you will. If you are unable to turn on any occasion, for example if you are unwell or going on holiday, please let your named supervisor know as soon as possible. We are happy to make an agreement that allows you more freedom about the hours you come into BBWCVS – please discuss this with your named supervisor.

Trial Period 

We really hope you enjoy volunteering with us. However in case there are any initial worries, we will set a trial period with you and at the end of that time we will have a chat, if you want to stop volunteering with us, that’s ok. If you would like to clear up some concerns or maybe change some of the tasks you’re doing, this can also be discussed.

Length of Agreement

Once you’ve decided that you want to stay with us, we can make a joint decision on how long your Agreement will last for. This will depend on the tasks you are doing, and what you hope to gain from your time with us.

On-going Support and Training

While you are with us we will help you to complete the tasks you have agreed to perform. This may involve initial training, which we would identify during selection or induction.
You will be given a named supervisor, who can give you the best day-to-day support for the tasks you are undertaking.

If you are not happy with anything you are doing or being asked to do you should talk to your named supervisor as soon as possible.  You will not be asked to do the work of any staff member whose post has been made redundant.

We will also discuss your Volunteer Agreement on a regular basis with you, once a month in supervision. At this time we will look at what you have been doing recently, and see if there are any other areas of BBWCVS’ work you might want to become involved in.  If you or BBWCVS feel you need training to perform any of the tasks better then we will discuss it at this point.

Problems

BBWCVS want you to be happy while you are volunteering with us.  If you have any problems or concerns while you are volunteering, please talk to your named supervisor as soon as possible, and we will try to sort them out promptly.

If we think there is a problem with the work you are doing for BBWCVS then we will also try to talk to you as soon as possible.

For further details of how problems will be dealt with please refer to BBWCVS Volunteer Grievance Procedures.

Copyright

The copyright of any documents or work created by individuals who are volunteering or on work placement during their time with BBWCVS will be deemed to belong to the organisation.

Use of ICT

All volunteers are subject to the same rules as staff when using ICT. You will be made aware of policies and procedures around ICT during your Induction. For more details you should refer to the BBWCVS ICT Acceptable Use Policy.

Moving On

References

Once you have volunteered with BBWCVS we will provide a reference if you need one for paid work, study or another voluntary position. It is advisable to discuss this with your supervisor prior to providing our details as a referee.

Job Search

If you want to use the computers at BBWCVS to work on your CV or application forms then please ask your named supervisor who will check their availability for you. We are happy to give you advice or help with job applications, CVs, interviews, etc.

Paid Positions within BBWCVS

You are welcome to apply for paid positions within BBWCVS while you are volunteering with us. We advertise all positions externally and on BBWCVS website. You will be expected to go through the same selection procedures as other applicants.

Leaving BBWCVS

When you decide to stop volunteering please let us know, whatever the reason. We hope you will complete an exit form so we get some feedback about how you have found your time with us, and any suggestions for how we can improve our Volunteer Programme.
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