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Volunteering Best Practice Guidance for Statutory Bodies in Essex.
Background XE "Background" 
The Essex Local Area Agreement (LAA) 2008-2011 was the starting point for these best-practice guidelines.  It stated its overarching vision was to “support Essex people to liberate their potential to enjoy the best quality of life in Britain”

The Essex partnership of public, private and third sector organisations signed up to the Essex LAA and its agreed performance targets which focussed on four key themes:-

· Our People

· Our Communities

· Our Economy

· Our World

The targets and agreed action plans derived from these themes were taken to be the most important and urgent in turning that vision into a reality.

Priority 6 of the LAA in the “Our Communities” section focused on more participation in volunteering for the benefit of the whole community.

Within that sat National Indicator 6 (NI6) “Participation in regular volunteering”, which was and is seen as one sign of a strong, active community.  Expressly stated under NI6 was an action to increase the number of volunteers in the public sector.
Beyond this though and outside the remit of any targets or plans, the statutory sector in Essex increasingly recognised the value of volunteers and were looking to engage them more in order to improve service delivery and enhance connections with local communities.
Although some volunteering already takes place within statutory bodies in Essex, there are inconsistencies and a lack of sharing best practice in how volunteers are managed and the policies applied when involving volunteers.  Some statutory bodies have not yet realised the full benefits volunteers bring.  There is also a lack of clarity over legal aspects.  It is hoped this document will help change this.  
Additionally, the lack of a legal framework for volunteers and the need to ensure an employment relationship is not created or implied when involving volunteers, means that there is an increased need for statutory bodies to ensure good practice in the management of volunteers.  

It is therefore within this context that the following volunteering framework has been written.

Introduction XE "Introduction" 
The purpose of this document is as a foundation on which the involvement of volunteers within statutory bodies in Essex may be based.  It is intended that effective volunteer management will increase the numbers of volunteers recruited and retained across Essex.
It sets out a policy statement and framework for those responsible for managing volunteers.  It could equally be used by third sector organisations.  It is designed to be flexible to enable ease of use but sets out suggested minimum standards and good practice to ensure the effective management of volunteers.

Where volunteering policies exist, this document can be used as a checklist to confirm existing policies meet or exceed the minimum requirements.  It is not intended that this document should replace existing policies, more that it can be used as an audit tool to measure existing policies against best practice recommendations contained herein.

Aims XE "Aims" 
· To support and promote volunteering within statutory bodies in Essex.

· To promote best practise by providing a non-contractual framework.  This sets out minimum standards in recruitment, management and retention of volunteers in order to make the best use of a very valuable resource.

· To ensure fairness and consistency when involving a diverse group of people.  Being able to refer to a written policy ensures that decisions are not made on an adhoc basis.
· To give some ‘food for thought’ to organisations thinking about utilising volunteers, and to take a step back and think about how volunteers can help the work of statutory organisations.
Principles XE "Principles" 
In involving volunteers, statutory bodies in Essex recognise the four principles fundamental to volunteering as detailed in the Essex Compact Volunteering Code of Practice, namely:-

· Choice – volunteering must be the result of a free choice by the volunteer.

· Diversity – volunteering must be open to everyone

· Reciprocity – volunteers should benefit form volunteering in the sense that they gain satisfaction, feel both involved and that they are making a difference to the organisation and the wider community.

· Recognition – the contribution of the volunteers should be publicly recognised.

(Choice – all individuals should have the right to volunteer or indeed not to volunteer)

Additionally we recognise the obligations towards existing members of staff.  We also undertake that:-

· The involvement of volunteers should complement and supplement the work of paid staff, and should not be used to displace paid staff or undercut their pay and conditions of service;

· The added value of volunteers should be highlighted as part of commissioning or grant-making process but their involvement should not be used to reduce contract costs;

· Volunteers and paid staff should be provided with opportunities to contribute to the development of volunteering policies and procedures;

· There should be recognised machinery for the resolution of any problems between paid staff and volunteers;

In the interests of harmonious relations between volunteers and paid staff, volunteers should not be used to undertake the work of paid staff during industrial disputes.

Vision for volunteering XE "Vision for volunteering" 
We will consider involving volunteers when planning, contracting, monitoring, providing and revising activities, services and support in all statutory bodies across Essex.  

Involving volunteering will become an integral part of our culture.

Volunteering will become a key part of the delivery of services and engagement with local communities.

Glossary of Terms XE "Glossary of Terms" 
CRB – Criminal Records Bureau/Criminal Records Bureau checks 

CVS – Council for Voluntary Services

ID – Identification
LAA – Local Area Agreement

NI6 – National Indicator 6.  The national indicator that refers to volunteering
PCT – Primary Care Trust
PPE – Personal Protective Equipment
PV – potential/prospective volunteer.  Referred to as a “PV” right up to the point when they start volunteering “proper” i.e. after all pre-checks, references, taster sessions etc when they then formally become a volunteer (even if the first thing they do as a volunteer is to attend compulsory pre-volunteer training unless this training is part of the pre-screening process)
VC – Volunteer Centre

VCE - Volunteer Centres Essex.  A partnership of the 12 accredited Volunteer Centres in Essex


            – Best Practice
What is volunteering?  XE "What is volunteering?" 
Volunteering can be formal, for example an Eye Clinic receptionist for the local PCT or informal, such as baby-sitting for a close family member.

Formal volunteering is any activity or work in the community where people chose to undertake a specific task for others without expecting or requiring payment.  A volunteer freely gives of his or her time with the primary aim of bringing benefit to the local community.  Volunteering is distinct from, for example, work placements, secondments or community service where the primary driver is to obtain work experience, progress towards a qualification or legal or judicial obligation.

Why should we involve volunteers? XE "Why should we involve volunteers?" 
· We recognise that volunteers bring experience, skills, knowledge and a community understanding that is highly valuable.  They add value to us as statutory bodies and can complement the skills of existing staff.

· Volunteering is an important expression of citizenship and a powerful force for change.  Volunteers make a unique contribution to society and must be valued, supported and well managed.

· Volunteers we involve will raise awareness of our services within their local community and may generate interest from other potential volunteers.

· Involving volunteers enables us to expand the services we can offer, increasing the breadth and richness of activities, services and support available to the local community.

· Volunteers act as a community conduit and help build links with associated groups and clients as well as contributing grassroots experience to our planning and communication.
· Volunteering is good for us!  It has been shown to help improve health and well-being and provides opportunities for individuals to acquire skills and knowledge that can enhance career and employment prospects.  As statutory bodies in Essex, we should be leading the way in providing interesting, diverse volunteering opportunities to members of the public.

· Lastly, volunteering has been shown to contribute around £23b
 to the UK economy.  With such a resource to be tapped and potential spending cuts facing some of us, it would be irresponsible not to utilise such a resource.
Legal position of volunteers XE "Legal position of volunteers" 
Volunteers do not have the same rights as an employee. While volunteering is not contractual and volunteers have no contractual relationship with an organisation, it is good practice for volunteers to be given some form of written “volunteer agreement” setting out mutual expectations and relevant organisational policies. This greatly reduces the potential for misunderstanding. 
Any such agreement should state that the relationship is based on volunteering rather than employment and is not a contract of employment.  Care needs to be taken in the wording used when drafting a Volunteer Agreement to ensure an employment relationship is not implied.  However the mere existence of a Volunteer Agreement does not create a contract or confer employment rights; merely having a Volunteer Agreement does not create any kind of legal obligation on the organisation or the volunteer either. As such, this agreement would have no legal significance. 
In fact, having an agreement will help set out intentions and expectations for both parties.  It would help to keep things clear if the agreement stated whether procedures covering paid staff and volunteers, such as grievance and disciplinary, equal opportunities, health and safety and confidentiality policies, also apply to volunteers, bearing in mind that some equality and health and safety legislation will apply to volunteers in any case.
The wording used and the intention of the Volunteering Agreement is the key to ensuring an employment contract is not created.  Headings such as “What you can expect of us” and “What we would like you to do for us” which explain, for example, what days you need your volunteering done on or how you would like your volunteers to inform you that they are unable to attend a volunteering session, suggest goodwill and compromise rather than obligation; obligation is central to employment contracts so this should be avoided when writing Volunteering Agreements.  You can state that you need your volunteers to assist you on a Monday, for example, but you can’t insist it is every Monday, between certain times.  The volunteer is likely to be the one defining the relationship in terms of attendance, rather than the other way round.
Volunteering agreements will not be appropriate for all volunteering opportunities. For example, agreements are unlikely to be necessary for one-off volunteering opportunities.

Since volunteers are not workers, generally they are not covered by the National Minimum Wage Act 1998 or the Working Time Regulations.  One notable exception is volunteer drivers who, depending on the type of vehicle they are driving, may be subject to the regulations regarding rest as directed by the Drivers Hours and Tachograph legislation.  It is also best practice follow the provisions of equality legislation in recruitment of volunteers, for example monitoring take-up of different kinds of opportunities by different groups and making sure that decisions to select volunteers to go on to more responsible work are made on the basis of clear, openly shared criteria.
Legislation that does apply to volunteers include the Health and Safety at Work Act and the Data Protection Act so existing policies should be updated to include a sentence to indicate that they cover volunteers as well as employees and workers or additional policies to cover volunteers should be written.  In general, anti-discimination law also applies. It is unlikely that you will need to, and undesirable that you should, write your own volunteering agreement; contact your local HR department or your Volunteer Coordinator / Centre for the local template for you to use.

A. Preparation and Recruitment XE "A. Preparation and Recruitment" 

Introduction

We believe that all the volunteers who volunteer with statutory bodies across Essex should be properly recruited, trained, supported and protected and the service users should be similarly protected.
See Recruitment Flow chart – Appendix 11.
Where resources allow, a dedicated Volunteer Coordinator will manage the process centrally, in liaison with local managers.  The Volunteer Coordinator will be the conduit for all volunteer enquiries, volunteer paperwork and monitoring.

Where local managers are required to conduct their own recruitment of volunteers, it is recommended that do so in liaison with their local Volunteer Centre.  See Appendix 1 for a list of member of Volunteer Centres Essex or go to www.volunteering.org.uk to search for your nearest Volunteer Centre.

A. Preparation and Recruitment

1. PREPARATION  XE "PREPARATION" 
Every volunteering opportunity will have an approved
 associated role description and person specification outlining the purpose of the role, tasks, responsibilities, a named person that the role reports to and skills, experience and abilities likely to be needed to carry out the role successfully. This should be compiled in the first instance by the supervisor/manager who wants a volunteer.
Evidence from research and from the experience of many organisations suggests that the following actions can help attract and retain volunteers from some disadvantaged or under-represented groups, which make up a huge volunteering resource:

· Consider flexibility in the timing of volunteer sessions

· Avoid making stereotyping assumptions – for example, that an older person will want to volunteer with and for other older people

· Consider outreach to and personal contact with underrepresented groups

It is strongly recommended that these points are considered when creating role descriptions.


WHY? – Ensuring the volunteer role is clearly understood at the outset will help manage volunteer and staff expectations and define the boundaries of the volunteering role.  It will also prevent paid work being taken over by volunteers

WHAT MIGHT IT LOOK LIKE? – The role description might look like employee job descriptions in their format and headings.  It is likely to include:-

· Purpose of the role

· Nature of the tasks to be done

· When and for what length of time the volunteer is needed

· To whom the volunteer is accountable

· Any specifics with regards to fitness levels, equipment required, dress code etc

· Any standards that may be required in respect of things like reliability or attendance where a service provision is time-dependent, for example, a volunteer driver taking someone to a doctor’s appointment.

· Any standards regarding pre-existing qualifications, for example a driving licence 
See Appendix 7 for a role description template.

A. Preparation and Recruitment

2. MARKETING XE "MARKETING" 
We will use all appropriate means to advertise our volunteering opportunities locally.

WHY? – It makes economic, social, environmental and moral sense for our volunteers to be members of the local community and for us to build a mutually beneficial relationship with our community neighbours.

WHAT MIGHT IT LOOK LIKE? – The method of promoting volunteering opportunities is likely to be resource-dependent but as a minimum should involve liaison with your local Volunteer Centre who will have the expertise and contacts to increase the scope and effectiveness of your own marketing effort.  See Marketing Flowchart Appendix 14.

A. Preparation and Recruitment

3. CONTACT XE "CONTACT" 
All potential volunteers will be contacted within 10 working days of the initial contact.

WHY? – The market for volunteers is very competitive.  You risk losing the interest of the volunteer if you leave it longer than that. Moreover, they may feel unwanted and tell friends you don’t want them.
WHAT MIGHT IT LOOK LIKE? - If time is tight e.g. you are about to go on annual leave, the briefest of telephone acknowledgements will engage the volunteer’s interest and know they have are wanted, giving you time to do any more formal introductions at a slightly later date.

A. Preparation and Recruitment

4. REGISTRATION XE "REGISTRATION" 
All potential volunteers will be asked to complete a brief registration form.


WHY? – Registration forms offer a means of consistently collecting basic data about all volunteers.
WHAT MIGHT IT LOOK LIKE? - See Appendix 2 for a template registration form.  Some volunteers find the formality of registration forms off-putting so consider asking questions from a pre-prepared list (over the phone perhaps) or help the volunteer to complete the form at interview rather than risk losing a volunteer before the process has even started.
Assurances about the security of the information given and how the information will be used should be made, in accordance with your local Data Protection rules.

Where there is no central Volunteer Coordinator, a decision needs to be made about who will hold the completed forms.

A. Preparation and Recruitment

5. INTERVIEW XE "INTERVIEW" 
All potential volunteers will be invited for an informal chat about the volunteering role, where the role
· involves regular ongoing commitment, however infrequent
· involves working with vulnerable people

WHY? – An interview or informal chat with a prospective volunteer provides the opportunity to 

· explain the nature of the organisation and how the work of the volunteers fit into this
· ask the volunteer for the factual information needed to make a successful placement
· explore whether there is mutual compatibility in terms of what is needed and what is being offered by both the volunteer and the statutory body

· determine if any special health and safety criteria can to be met

· determine if the potential volunteer has any requirements to enable them to volunteer more successfully, under the Disability Discrimination Act


WHAT MIGHT IT LOOK LIKE? - See Appendix 3 for a template interview checklist.  Interviews/informal chats should be structured and where resources allow should be conducted by the intended line manager and one other representative (an existing volunteer, perhaps) to establish mutual suitability.
However, it is important not to over-formalise the process as this can be off-putting for some volunteers.  Nevertheless, notes taken at an interview are important in assessing suitability and should be kept securely with the registration form.

In some cases the prospective volunteer may have a support worker or advocate who is helping them find suitable volunteering opportunities. Managers should satisfy themselves that this person’s involvement is desired by the prospective volunteer and that the prospective volunteer is under no obligation to volunteer.  It is then appropriate to involve the support worker or advocate as fully as possible.

A. Preparation and Recruitment

6. TASTER SESSION XE "TASTER SESSION" 
Where possible, we will offer a taster session to every potential volunteer.


WHY? –A taster session may:-

· give potential volunteers the chance to see if they like the role.

· save time in the long run

· allow us to assess their suitability for the role

· suggest other, more suitable volunteering opportunities

WHAT MIGHT IT LOOK LIKE? – A taster session can take many formats but is likely to be of a relatively short (between 2 hours and one day), fully supervised exposure to the role they are interested in.

A. Preparation and Recruitment

7. DECISION XE "DECISION" 
Following an interview/taster session, a decision should be made as to the potential volunteer’s suitability for the role and communicated to the potential volunteer within 5 working days.  
WHY? –It is important to feedback decisions in a timely fashion to retain interest and professional reputation.

WHAT MIGHT IT LOOK LIKE? – It is acceptable to inform a potential volunteer of the outcome of the interview by telephone as long as this is followed up in writing.

If the potential volunteer is to commence volunteering, a mutually agreed start date should trigger the induction process to begin.  
If the role is deemed unsuitable for the potential volunteer and resources allow, alternative roles can be discussed.  


If resources do not allow, the potential volunteer must be sign-posted to alternative sources of volunteering information, e.g. the local Volunteer Centre, to allow them to search for a suitable opportunity elsewhere.

A. Preparation and Recruitment

8. REFERENCES XE "REFERENCES" 
All prospective volunteers offered a role should be asked to provide details of two referees.  However, some prospective volunteers are unable to provide such references (and some roles may not absolutely require references) so a judgement on the importance of references based on the nature of the volunteering role should be made to avoid excluding potentially valuable volunteers or discriminating against such groups as homeless people or asylum seekers.
WHY? –References can reinforce the information gained at the interview.  They can sometimes provide useful additional information and can occasionally “screen-out” people unsuited to volunteering roles associated with a particular client group.


WHAT MIGHT IT LOOK LIKE? – See Appendix 4 for references template, Appendix 5 for telephone reference request template, Appendix 6 for reference request template letter.
A. Preparation and Recruitment

9. HEALTH XE "HEALTH" 
Where appropriate as part of the engagement process, Occupational Health medical questionnaires should be completed by potential volunteers and forwarded, in a sealed envelope, to the Occupational Health department.

WHY? –Occupational Health questionnaires are confidential to health professionals.  They can occasionally identify people unsuited for particular volunteering roles due to health conditions, highlight areas of particular risk or where accommodation of a pre-existing condition is necessary in order to allow a potential volunteer to volunteer safely.

WHAT MIGHT IT LOOK LIKE? – Refer to your local Occupational Health department where relevant.  See Appendix 15 for a basic OH questionnaire template.
A. Preparation and Recruitment

10. QUALIFICATIONS XE "QUALIFICATIONS" 
Certificates or other proof of qualifications, where they are relevant to the volunteering role, must be checked prior to the commencement of volunteering.


WHY? – It is important and sometimes essential to check on a volunteer’s qualifications to volunteer in a particular role 

WHAT MIGHT IT LOOK LIKE? – It will depend very much on the role the volunteer will be carrying out for you, but might be professional qualifications e.g. C&G Childcare certificate, day-to-day qualifications e.g. driving licence or general certificates of education necessary to evidence basic skills prior to commencement of specific training for your volunteering role.
Wherever possible, volunteers should provide original certificates for copying.

A. Preparation and Recruitment

11. MONITORING XE "MONITORING" 
All potential volunteers should be asked to complete a Diversity Monitoring form.  Volunteer-recruiting managers should be able to explain why monitoring is undertaken.
WHY? – We are committed to developing and maintaining a diverse volunteering workforce that reflects our community.  One of the ways of checking our progress towards this goal is to use monitoring forms.


WHAT MIGHT IT LOOK LIKE? – Please refer to local policies with regards to Equality and Diversity and Equal Access to Opportunities to determine local monitoring processes.

A. Preparation and Recruitment

12. RISK ASSESSMENTS XE "RISK ASSESSMENTS" 
All roles will be risk-assessed in accordance with local policy and copied to the volunteer’s line manager/Department Manager, Health and Safety Department, Human Resources.  A copy should be filed with the volunteering role description and person specification for future reference.  A copy should also be given to and discussed with the volunteer as part of the induction process.


WHY? – We are committed to health and safety so it is essential that we keep a comprehensive record of our assessments.  This will baseline future assessments and make amendments easy.  It is entirely appropriate that volunteers are fully aware of any risks associated with their volunteering activity so they can make an informed decision as to the suitability of the role.

WHAT MIGHT IT LOOK LIKE? – Please refer to local policies with regards to Health and Safety and Risk Assessments to determine local processes and recording methods.

A. Preparation and Recruitment

13. BACKGROUND CHECKS XE "BACKGROUND CHECKS" 
Where appropriate, we will apply for a Criminal Records Bureau check for every potential volunteer prior to the commencement of their volunteering “proper”.  There will be no cost to the volunteer for this. We will assess whether a CRB check is required and if so, to what level, and will not apply blanket checks irrespective of the circumstances.
WHY? – We are committed to safeguarding and protecting service users, clients, employees, visitors, volunteers and others.  One way to do this is through the use of CRB checks.
Inappropriate CRB checking, however, is illegal and can present a barrier to appropriate volunteers.

Having a criminal record will not necessarily prevent a potential volunteer from volunteering with us but failure to disclose a criminal record may bar a potential volunteer.

[The Government is currently reviewing “vetting and barring” requirements.  This policy will be updated to reflect any changes.]


WHAT MIGHT IT LOOK LIKE? – It is likely that the most appropriate point in the process to apply for a CRB check, if necessary, is once both you and the potential volunteer are happy that there is a good volunteering match for both parties.  This may be after interview or after the potential volunteer has attended a taster session.  It is probably sensible to apply for a CRB where necessary, prior to any mandatory training especially where there are direct training costs.  However, please refer to local policies with regards to when and for what volunteering roles CRB checks are appropriate and to determine local processes, responsibilities and recording methods.
A. Preparation and Recruitment

14. PRE-COMMENCEMENT TRAINING XE "PRE-COMMENCEMENT TRAINING"  
Where pre-commencement training seems appropriate, we will organise this as soon as possible.  A balance needs to be achieved between effective use of resources and maintaining the interest of the volunteer whilst waiting for training to begin.
WHY? – Some roles require compulsory training to understand the complexities of the role and associated legislation or to safeguard and protect vulnerable people and the volunteer or for health and safety reasons.

WHAT MIGHT IT LOOK LIKE? – Training that needs to be completed prior to volunteering “proper” will vary enormously depending on the nature of the training.  There are a few considerations though if you want to enable as many volunteers as possible to attend the training:-

1. Frequency.  It might be best to conduct training 2 or 3 times a year to maximise attendance and minimise cost i.e. concentrate all your volunteer training so the maximum attendance can be achieved.  The downside of this is that volunteers may have a long wait so make sure you keep them engaged if you want to hang on to them.  (see section 15 below)
2. Flexibility.  Where possible, run the same course on a number of different times of the day and days of the week to accommodate as many different lifestyles as possible.  Training at the weekend may attract working parents but day time training may appeal to those on shift/night work.

3. Duration.  Consider “chopping up” the training in to manageable chunks of time so you are not asking volunteers to devote a whole day to training which those with caring responsibilities might find difficult.
A. Preparation and Recruitment

15. START DATE XE "START DATE" 
Where a timely start is not possible, we will, through the line manager, engage with the PV at least once a month.

WHY? – A lack of communication might lead the PV to assume they are no longer required.  The market for volunteers is very competitive and pro-active, pre-start engagement is essential to keep the PV interested in our opportunity/organisation.  There may be inevitable delays you can do little about e.g. waiting for CRB clearance but if you actively engage with your PV during this delay you are more likely to keep them interested.

WHAT MIGHT IT LOOK LIKE? – This could take any number of forms:-

· Inviting them to attend staff meetings

· Sending them newsletters or company magazines

· Inviting them for a tour to meet those they will be volunteering with

· Invitation to the AGM or other up-coming events
· Invitation to volunteer or staff social events

· sending them a birthday card as appropriate

There will be occasions when a PV does not achieve the required standard in mandatory training or presents an unsatisfactory CRB, but adequate preparations should minimise this risk so the time spent maintaining contact during any delays will be time well spent.

A. Preparation and Recruitment

16. THE VOLUNTEERING ENVIRONMENT XE "PERIPHERALS" 
We will ensure adequate planning has gone into the provision of suitable office accommodation, equipment, services etc to allow the volunteer to perform their role effectively.

WHY? – To ensure that each volunteer feels welcomes and worthwhile and is able to engage immediately in their activity/task to the benefit of all.

WHAT MIGHT IT LOOK LIKE? – It will depend very much on the role the volunteer will be carrying out for you but it might be necessary to:-

· Discuss the role with the office planning department to ensure desk space

· Engage with IT and Telephony to ensure a computer/phone and log-ins are available on the first day
· Inform Health and Safety department for the allocation of PPE or other equipment
· Advise Occupational Health if an introductory meeting is necessary.

· Advise your local HR department.

Please refer to local practices for employment of new members of staff as a guide to the requirements for arrival of new volunteers.

B. Commencement XE "B. Commencement" 

1. INDUCTION XE "INDUCTION" 
All volunteers will undergo an induction starting with the first session they attend.  This will be conducted by the relevant line manager or buddy (where allocated).


WHY? – An induction will introduce the volunteer to the organisation and the organisation to the volunteer and help them to settle in.  It will provide them with information you need them to know and will enable you to gather together the information you need to record about them.
WHAT MIGHT IT LOOK LIKE? – A volunteer induction might look like the induction for employees, with a few amendments.  It should ideally contain/consider the following:-
· Policies relevant to all e.g. Health and Safety, Equal Opportunities, IT protocol, Code of Conduct, Smoking policy
· Policies relevant to volunteers e.g. problem solving policy

· Volunteer Agreement and role description

· Tour of site/offices including canteen, post room, rest room, toilets etc as relevant to the role

· Information on insurance

· Claiming expenses

· Risk assessments relevant to the role

· Training

· Social events 

· Recognition events and initiatives

· Support and supervision

· Collection of information for central records e.g. emergency contact details, personal details (if not already gathered from interview), copies of relevant documentation e.g. driving license.
More details on some of these points can be found later on in this document.  See Appendix 10 for Induction Template.
Inductions should be completed with the first 4 volunteering sessions where possible.  Inductions that are not completely promptly lose momentum and relevance and do not achieve what they were designed to achieve.

B. Commencement

2. SHORT TERM VOLUNTEERING XE "SHORT TERM VOLUNTEERING" 
Short term volunteers and one-off volunteers will receive an induction in keeping with the duration of the volunteering activity.


WHY? – An induction is essential regardless of the length of the volunteering activity as we owe a duty of care to our volunteers regardless of how long they volunteer for.  However the scale of the induction will be sensible and in keeping with the scale of the volunteering activity.
WHAT MIGHT IT LOOK LIKE? –This may take the form of a briefing session immediately prior to the commencement of the volunteering activity but should still cover and capture essential items, typically

· risks associated with the volunteering activity

· issuing of PPE or equipment

· recording of emergency contact details.

It is the responsibility of the line manager to determine the absolute essentials to cover for short-term and one-off volunteers depending on the nature of the volunteering activity.  Please refer to “Guidance for Managers on Appointment of Short Term Volunteers” Appendix 13.
B. Commencement

3. TRIAL PERIOD XE "TRIAL PERIOD" 
We engage all volunteers on a 4-session or one month trial period, whichever is longest.  Line managers, in liaison with the central Volunteer Coordinator or HR department, where relevant, are responsible for meeting with the volunteer by the end of the first month/4th session to review progress with the volunteer.

WHY? – This will give the volunteer the time to decide if this is the right role for them and the organisation the time to assess the suitability of the volunteer.  The review meeting provides a structure within which to discuss progress, changes needed or how to part company.

WHAT MIGHT IT LOOK LIKE? – See Appendix 12 for a suggested pro-forma for this Trial Period Review Meeting.  Wherever possible, the outcome of the review meeting should be agreed within the meeting and communicated clearly so all parties are clear on the outcome.  At the manager’s discretion and for clarity, it may be appropriate to follow up this meeting with a written summary, copied to all parties.

C. Ongoing XE "C. Ongoing" 

1. CONFIDENTIALITY AND DATA PROTECTION XE "CONFIDENTIALITY AND DATA PROTECTION" 
We recognise the importance of confidentiality both in terms of ensuring the security of data personal to the volunteer and maintaining the confidentiality of data held by us as part of our normal operation of business.

WHY? - We have a legal requirement and moral duty to treat personal information with respect.  Volunteers are bound by the same requirements for confidentiality as staff and will be asked to respect the confidential nature of such data and sign a confidentiality agreement to this effect.

Volunteers can be reassured that we will only ask for information that we really need and that we will keep this information securely, will limit access to it and will not pass on volunteer details without express consent unless legally obliged to do so.  It may be appropriate to inform our services users that our volunteers understand and respect their privacy i.e. volunteers will be just as mindful of confidentiality as paid staff. 

All information kept on individual volunteers will be accessible on request from the volunteer concerned.

Please refer to your local policy on confidentiality and data protection for further details


WHAT MIGHT IT LOOK LIKE? – See Appendix 16 for an example Confidentiality Declaration template.
C. Ongoing

2. SUPERVISION AND SUPPORT XE "SUPERVISION AND SUPPORT" 
It is important that volunteers are appropriately supervised in accordance with their skills, experience, desires and the nature of the volunteering role.  


WHY? - It is best practice and essential that volunteers are responsibly managed.  All volunteers should have a named supervisor who they can access regularly and can turn to in the event of problems difficulties or ambiguity.
It will probably be helpful for the volunteer to attend a short briefing session at the beginning and a de-briefing at the end of each volunteering session.  These sessions will explain the focus of the session’s volunteering activity (volunteers should be informed that they can refuse to carry out any task at any time) and summarise the session at the end with the option to discuss successes and disappointments before the volunteer leaves for the day.  These may take as little as 5 minutes to conduct but are important in making the volunteer feel part of the team and that they are making a difference.
Mentoring and buddying schemes may be appropriate sources or support for some volunteers.  These can be considered as part of the induction process or as appropriate, on an on-going basis

The supervisor should also offer the volunteer regular meetings to review how the volunteering activity is going overall (at least annually) but the volunteer should not be obliged to attend these.  However, if a problem exist that the volunteer is unwilling to address informally, please refer to the Problem Solving procedure, section 9, below.

It is good practice to review the volunteer role description at least annually.  It may be appropriate to involve existing volunteers in this who may have a deeper understanding of the role and can add genuine value to the process.  All volunteers deserve feedback on their work and the review meeting would be a good time to discuss with the volunteer how their volunteering role could be developed, expanded or changed and whether training might help them to progress in their role.  It may be appropriate to record any outcomes in writing to ensure actions, where agreed, are clear and to allow for further, future reviews.  Where actions/meetings are recorded, copies should be given to the volunteer as well as being retained in local filing systems, in accordance with local Data Protection Act policies.  
This review meeting will also allow us to receive feedback from our volunteers on how we are doing.


WHAT MIGHT IT LOOK LIKE? -  Please see Appendix 12 Trial Period and Periodic Review Meeting template for guidance on what to cover in these meetings.
C. Ongoing

3. EXPENSES XE "EXPENSES" 
Volunteering is an activity that is undertaken as an act of freewill, without concern for financial gain.  At the same time, it is best practice for volunteers to be reimbursed for their out-of-pocket expenses. Such payments should be clearly identified and documented to avoid any suggestion arising that they represent pay which may affect benefit entitlement or breach conditions under which asylum-seekers are allowed to remain in the country.
The reimbursement of expenses is good practice and avoids discrimination against people on low incomes or, for example, disabled people obliged to use taxis. 

WHY? – Cost is a major barrier preventing people from volunteering and is an equal opportunities issue.

Volunteers should be encourage to claim their expenses and the process of being reimbursed should be quick, easy and free of embarrassment if we are going to attract and retain volunteers.  Ensure expenses are discussed early on in the process to avoid confusion and allow all parties to concentrate on the more important elements of volunteering.

Expenses may include

· travel to and from the place of volunteering and as part of the volunteering role, including parking fees

· meals taken while volunteering (usually where the volunteering exceeds 4 hours and spans a meal break)

· supply of protective clothing

· care of dependants whilst volunteering e.g. children, elderly

· reimbursement for clothing or property damaged while volunteering

· additional insurance premiums for business use of a vehicle if a volunteer is using their own vehicle in the course of their volunteering

· postage and telephone/broadband pro-rata costs when volunteering from home
Expenses should be reimbursed against receipts to avoid tax implications and affecting benefits.  It is reasonable to expect volunteers to use the cheapest practical from of transport.  It would not normally be appropriate to reimburse parking fines or loss of personal property although each case should be looked at on an individual basis.  Mileage reimbursement should not exceed HM Revenue and Customs rates.

Volunteering and the reimbursement of reasonable, out-of-pocket expenses should not affect a person’s entitlement to benefits.  Volunteers have the right to decline expenses offered.

WHAT MIGHT IT LOOK LIKE? – Please refer to local procedures for expenses claims forms and local rules

C. Ongoing

4. TRAINING XE "TRAINING" 
We will identify and offer volunteers initial and subsequent training in order to perform the tasks required effectively, safely, legally and well.
WHY? – This will enable us to make the best use of volunteer skills.
Equally, recruiting, supporting and managing volunteers requires different skills to managing paid staff so employees should be trained so they are able to effectively manage, support and work with volunteers.
The cost of training should be included when budgeting for departmental costs.

In order to avoid creating or implying a contract of employment with volunteers, all training should be directly relevant to the role.  There should be no charge to the volunteer but it would be reasonable to ask a volunteer to volunteer with you for a period of time if the training is expensive or complex in order to be sure the volunteer is truly committed to volunteering in the role and has a genuine interest.

It is the responsibility of the named supervisor and the person who requested a volunteer if different, to assess the training needs, a sensible timescale for delivery and ensure those are carried out.  Training can include informal learning such as coaching, and job shadowing as well as formal courses.


WHAT MIGHT IT LOOK LIKE? – Please refer to local procedures for booking places on training courses, job shadowing etc arrangements.
C. Ongoing

5. INVOLVEMENT AND COMMUNICATION XE "INVOLVEMENT AND COMMUNICATION" 
Volunteers will be actively involved and included in most communications.


WHY? – Volunteers form a vital part of our team and it adds value to our organisation to involve, gain opinions from and engender a team spirit by actively including volunteers.


WHAT MIGHT IT LOOK LIKE? – Volunteers can be involved in a number of ways:

· Team Meetings.  Volunteers or a volunteer representative should normally be invited to team meetings, though there may be specific business for which they should not be included. Where volunteers are working closely with paid staff but are excluded from team meetings, managers should be aware that this could create barriers and lead to feelings of resentment.
· Newsletters/in-house magazines.  Ensure volunteers receive a copy.

· All-in-One emails.  Where appropriate, include volunteers on distribution lists.

· Access to intranet.  Volunteers can then find out what is going on in the organisation in the same way staff members can.

· Company social events.  The Christmas events, for example, should be open to all and volunteers should be actively included.

· Periodic feedback.  Ask our volunteers to give us (anonymous) feedback on so we can improve our processes and see where we can improve.  The better we are, the more likely we are to retain our volunteers and encourage new ones to join us.  See Appendix 20 for a template questionnaire to send out as required but ideally at least once a year.

There may be times however when volunteer inclusion is not appropriate e.g. union or staff consultative meetings.  This should be explained to volunteers as part of the induction process so volunteers don’t feel over-looked or ignored.
C. Ongoing

6. INSURANCE XE "INSURANCE" 
Volunteers must be appropriately insured during the course of their volunteering.


WHY? – We have a duty of care to volunteers just as we have to paid members of staff, visitors, service users etc and they must be appropriately insured to carry out volunteering activities on our behalf.  Volunteers are indemnified through our insurance policies (which in most cases covers accidental injury to or damage to the property of, third parties, personal injury or death).

This applies to volunteers only whilst carrying out their voluntary activities and within the code of conduct issued to them.  Personal property is not normally insured against loss or damage.

Volunteers should be advised to inform their motor insurance company where they are using their vehicle in the act of volunteering.  See Appendix 19 for a template letter to give to volunteers to inform their insurance company that they are undertaking volunteer driving for you.
WHAT MIGHT IT LOOK LIKE? – For full details of insurance cover, please refer to local arrangements via your HR department, central Company Secretariat or Volunteer Coordinator. 

C. Ongoing

7.
EQUAL OPPORTUNITIES AND DIVERSITY XE "EQUAL OPPORTUNITIES AND DIVERSITY" 
Volunteers are covered by some equality legislation, in particular by protection against discrimination. Even where they are not covered, it is responsible to include volunteers when considering equal opportunities and diversity.
WHY? – A diverse volunteer team makes us more welcoming to and more representative of our local community.  We are therefore committed to equality of opportunity for all expressing an interest in volunteering with us.  This covers recruitment, training, and retention of volunteers (except where a project or client group can justifiably show a need to determine the background of its volunteers e.g. “self-help” groups).
We will have policies in place that support this, for example on expenses, and will monitor our progress towards a diverse volunteering team. 

All paid staff and volunteers will be informed of our policy during their induction training and are expected to follow both the spirit and letter of the policy and behave in a non-discriminatory way to clients, members of the public, other employees and other volunteers 

WHAT MIGHT IT LOOK LIKE? –Please refer to your local Equal Opportunities policy for further details
C. Ongoing

8.
HEALTH AND SAFETY XE "HEALTH AND SAFETY" 
We recognise and accept our responsibilities under the Health and Safety at Work Act 1974 and are committed to providing a safe work-place for all staff and volunteers.  In return we ask that volunteers accept their responsibility to work safely.


WHY? – Health and safety is enormously important to ensure the well-being of volunteers and others in the workplace.  Health and Safety forms an integral part of induction training, which will include:

· Manual handling

· Emergency procedures

· Fire safety and evacuation procedures

· First aid

· Accident reporting

· Risk assessment of a volunteer role

· Appropriate PPE for each volunteer role
· Lone workers/volunteers policy

· Specific guidance on dealing with clients/service users etc with challenging behaviour

· If the volunteer is under 18 years of age, the risks identified must be communicated to a parent/guardian prior to the commencement of the volunteering

WHAT MIGHT IT LOOK LIKE? – For further details please refer to the local Health and Safety policy which is likely to apply to staff and volunteers equally
C. Ongoing

9.
PROBLEM SOLVING AND COMPLAINTS XE "PROBLEM SOLVING AND COMPLAINTS" 
Problems and conflicts can arise when working with volunteers just as they do with paid employees.  However, it is best practice to have a separate policy to your Disciplinary and Grievance policies when dealing with situations involving volunteers, where informal routes fail to resolve a situation.

WHY? – A separate policy is best in order to avoid implying any kind of employment relationship.


WHAT MIGHT IT LOOK LIKE? – See Appendix 17 for a draft Problem Solving process to use instead of a Disciplinary policy and Appendix 21 for a draft Complaints procedure to use instead of a Grievance policy.
C. Ongoing

10.
DRESS CODE AND COMPANY IDENTIFICATION XE "DRESS CODE AND COMPANY IDENTIFICATION" 
Volunteers are required to adhere to prevailing guidelines on dress code and ID badges.

WHY? – Volunteers are ambassadors of our organisation and must represent us in a professional manner.

Where no formal dress code exists, volunteers should dress appropriately to the role they are undertaking and seek advice from members of staff if necessary.

Departments may wish to provide their volunteers with a uniform and/or name badge so they are identifiable to each other, members of the public and service users.  It is normally the responsibility of each department to budget for these.

Where company identification badges are provided, these should be worn visibly at all times and renewed as required.  Such ID remains the property of the organisation and must be returned if the volunteer ceases their volunteering with us.

WHAT MIGHT IT LOOK LIKE? – Please refer to local policies on dress code and ID badges.
C. Ongoing

11.
PRIVATE USE OF COMPANY EQUIPMENT/SERVICES XE "PRIVATE USE OF COMPANY EQUIPMENT/SERVICES" 
Volunteers should be made aware of and comply with the rules regarding the personal use of company equipment including telephone, the internet and email (where they exist).


WHY? – These rules apply to volunteers as well as paid staff.

WHAT MIGHT IT LOOK LIKE? – Please refer to local policies on personal use of company equipment and services.

C. Ongoing

12.
ABSENCE MANAGMENT XE "ABSENCE MANAGMENT" 
Volunteers should inform their supervisor as soon as possible if they are unable to attend a previously agreed volunteering session (or if they are expecting to be late), ideally at least one hour prior to their expected time of arrival.

WHY? – Volunteers are not obliged by a contract of employment to attend in the same way that paid staff are but to avoid problems delivering the service, we ask that our volunteers assist us in this way.  It also lets us know that a volunteer is safe.

We recognise that volunteers will want/need to take time off from their regular volunteering e.g. for holidays, and we would ask that volunteers give as much notice as possible.

Due to our reliance on volunteers, the important role they play within our organisation and our need to provide consistent standards of service to service users, volunteers that regularly fail to attend their volunteering sessions, with or without notice, may be informed that we are no longer able to use their services.

WHAT MIGHT THIS LOOK LIKE? – It is perfectly acceptable to use local holiday booking procedures for volunteers so they can give us as much notice as possible of time when they will not be volunteering, acknowledging that volunteers can take holidays whenever they chose and we are not in a position to refuse to allow them to take holiday i.e. they are not completing a booking form to seek our permission to take holiday, merely to inform us of when they will be absent.
Please see section 9 above and Appendix 17 for the Problem Solving Procedure.
C. Ongoing

13.
VOLUNTEER DEPARTURE XE "VOLUNTEER DEPARTURE" 
We recognise that volunteers are under no obligation to volunteer with us and can terminate their volunteering at any time and for any reason.  We ask that regular volunteers give us at least one week’s notice of their intention to terminate their volunteering with us.  For those who are volunteering with us on a short term project, we would appreciate as much notice as possible.
WHY? – This will help us plan as effectively as possible to maintain the high service standards we aim to provide members of the public, service users, members of staff, volunteers and others. 

WHAT MIGHT THIS LOOK LIKE? – Where a volunteer chooses to terminate their volunteering, we will aim to capture their final views on their volunteering experience by offering an exit interview, where resources allow.  This will be a discussion based on the following areas:

· Their “highs and lows” whilst volunteering with us
· Their views on the training they were offered or received during their time

· The reasons they are leaving us

· How we can improve our volunteering experiences for other volunteers

· Final feedback on how the volunteer performed, if appropriate.

This discussion should be recorded and a copy filed in the volunteer’s file and a copy given to the volunteer before they leave.

It is important to retain any ID badges, equipment issued, car park passes and any other items issued to the volunteer prior to their departure.

We will provide a written or verbal reference in response to a specific request.  This will be based on local reference policies as they apply to employees.  Generally references are given where a volunteer has been with us at least six months and will be in reference to the volunteering activity undertaken.  We will not generally provide testimonial references, that is, general “To Whom It May Concern” type statements.
C. Ongoing

14.
CONCLUDING A VOLUNTEERING PLACEMENT XE "CONCLUDING A VOLUNTEERING PLACEMENT" 
It may be necessary to end or cease a volunteering placement due to a project ending or being downsized or to ask a volunteer to leave due to, for example, poor performance, misconduct, attendance irregularities, CRB issues, criminal convictions or other factors.

WHY? – Occasionally, it is not possible to keep a volunteer for reasons nothing to do with the person’s performance.  The decision to ask a volunteer to leave should be a last resort.  Where this decision is taken, every effort should be made to ensure that the reasons are clarified, recorded and where appropriate, shared with the volunteer.
It is important to retain any ID badges, equipment issued, car park passes and any other items issued to the volunteer prior to their departure.

Where this course of action is necessary, we will signpost the volunteer to sources of volunteering information outside of our organisation where appropriate.  This should include www.do-it.org.uk and the local Volunteer Centre.


WHAT MIGHT IT LOOK LIKE? – Please refer to Appendix 17 Problem Solving procedures prior to a decision to terminate a volunteer placement.
C. Ongoing

15.
RECOGNITION XE "RECOGNITION" 
We will celebrate our volunteers and the contribution they make to our organisation.

WHY? –Volunteers make a huge contribution to our organisation for no financial gain and it is entirely appropriate that we should tell them how much we value them.  For volunteers, being valued also means being respected for their contribution and involved in the life and work of the organisation. We will show volunteers how much we value them in a number of ways.
WHAT MIGHT IT LOOK LIKE? – We will try to remember to say a heartfelt “thank you” at the end of each volunteering session.  Consistently, research
 makes it clear that being thanked at the end of the day, while seemingly a small thing, helps volunteers feel appreciated.  It should be the least we can do.
Where resources allow, we will organise a celebratory event during Volunteers Week (first week in June) to formally thank our volunteers.  We will consult with our volunteers on the kind of event they would like but it might be an Afternoon Tea or a social event like a Karaoke Night.

We will also involve our volunteers in as many aspects of our organisation’s life as is reasonable (see section 5 on Involvement above).
C. Ongoing

16.
MONITORING AND REPORTS XE "MONITORING AND REPORTS" 
We will monitor our performance with regards to volunteers in 3 keys areas
· Feedback from the recruitment process – see Appendix 8
· Diversity Monitoring – see Appendix 2, part 2
· Feedback from our current volunteers – see Appendix 20

WHY? – It is important to understand the impact we are having on a volunteers and prospective volunteers and the impact they are having on us in order to determine future action plans.  This is especially true if we want to ensure a diverse, happy and engaged volunteering workforce

WHAT MIGHT IT LOOK LIKE? – Please see Appendix 8a for a suggested presentation of recruitment feedback and Appendix 20a for a suggested presentation of periodic volunteer feedback.  Please refer to your local policies for Diversity monitoring.  
These evaluations should normally be undertaken at least annually and where appropriate, will be reported to the Board or Senior Management team on an annual basis.

Volunteering with statutory bodies in Essex XE "Volunteering with statutory bodies in Essex" 
Statutory bodies across Essex are many and varied.  Sometimes is it difficult to imagine how volunteers could be involved in your area.  The following might give food for thought.  It will also give members of the public an idea of the huge range of volunteering opportunities available and the contribution they could make to their local community and Essex as a whole.

PCT






Leisure Services
Eye Clinic Receptionist



Walk Leader
Baby Clinic Assistant




Assistant Football Coach
Breast Feeding peer support volunteer

Event Marshall
Health Champion





OT Assistant





Education
Pharmacy Assistant




Adult Learner Supporter
Musician





Crucial Crew/Reality Road show
Meet and Greet volunteer



Class room assistant/reader
Wheelchair Pusher




School Governor/PTA member
Advocacy






Environment





Community Transport
Conservation volunteer



Driver

Paths Protector




Vehicle Maintenance volunteer

Tree Surveyor





Booking Clerk

Libraries





ECC
General assistance




Youth Offender Panel Member

Archivist

Administrator





Tourist Information







Administrator/Advisor
Associated Services

Toe Nail Cutting Service Administrator

Police
Children’s Centres Playgroup Worker


Special Constable
Opportunities may also exist for volunteers to become involved in planning groups, focus groups, “mystery shopper” activities, interview panels, trustee roles, impact assessments or advisory groups either on a regular or ad-hoc basis.

We intend to maintain a flexible approach to the volunteer opportunities we offer to ensure volunteers consistently support and enhance the work of statutory bodies across Essex and we strive to become the “Volunteering Organisation of Choice” amongst the community.

Appendices XE "Appendices" 
1. VIO leaflet with VCE contact details
2. Volunteer Registration Form template
3. Interview Template

4. Reference Request form template

5. Telephone Reference request template

6. Reference Request letter template

7. Role description and specification template
8. Volunteer Follow-up Questionnaire– see recruitment flow chart.

8a&b
Monitoring Template & Graphs– see recruitment flow chart Appendix 8
9. Volunteer Centres Essex generic Volunteer Opportunity Registration form
10. Induction Checklist Template
11. Recruitment flowchart

12. Pro-forma for Trial Period and Periodic Review meeting

13. Guidance for short-term volunteering events
14. Marketing flowchart

15. Occupational Health questionnaire template

16. Confidentiality form template

17. Draft Problem solving policy.

18. Draft Volunteering Agreement

19. Drivers Insurance Form template (from Volunteering England website)
20. Periodic Volunteer Evaluation Form template
20a
Monitoring Template & Graphs – see Periodic Volunteer Evaluation Appendix 20
21. Complaints policy
Acknowledgements XE "Acknowledgements" 
The author wishes to thank the following for their assistance in providing background documents, research and feedback that contributed to the creation of this framework policy:-

Simon Banks, Essex County Council

Yovone Cook, Colchester Borough Council

Paul Hewitt, Epping Forest Country Care, Epping Forest District Council

Sarah Laskar, Maldon & District CVS Volunteer Centre

Hannah Morton, Basildon District Council
Paul Murphy, Maldon & District CVS Volunteer Centre

Angela Verghese, Braintree District Council

The author also wishes to thank Jacqui Foile, Voluntary Action Epping Forest, for her continued support.

INDEX TC "INDEX" \f A \l "1" 
A
A. Preparation and Recruitment
10

ABSENCE MANAGMENT
41

Acknowledgements
48

Aims
5

Appendices
47

B
B. Commencement
27

Background
4

BACKGROUND CHECKS
23

C
C. Ongoing
30

CONCLUDING A VOLUNTEERING PLACEMENT
43

CONFIDENTIALITY AND DATA PROTECTION
30

CONTACT
13

D
DECISION
17

DRESS CODE AND COMPANY IDENTIFICATION
39

E
EQUAL OPPORTUNITIES AND DIVERSITY
36

EXPENSES
32

G
Glossary of Terms
7

H
HEALTH
19

HEALTH AND SAFETY
37

I
INDUCTION
27

INSURANCE
35

INTERVIEW
15

Introduction
5

INVOLVEMENT AND COMMUNICATION
34

L
Legal position of volunteers
9

M
MARKETING
12

MONITORING
21

MONITORING AND REPORTS
45

P
THE VOLUNTEERING ENVIRONMENT
26

PRE-COMMENCEMENT TRAINING
24

PREPARATION
11

Principles
5

PRIVATE USE OF COMPANY EQUIPMENT/SERVICES
40

PROBLEM SOLVING AND COMPLAINTS
38

Q
QUALIFICATIONS
20

R
RECOGNITION
44

REFERENCES
18

REGISTRATION
14

RISK ASSESSMENTS
22

S
SHORT TERM VOLUNTEERING
28

START DATE
25

SUPERVISION AND SUPPORT
31

T
TASTER SESSION
16

TRAINING
33

TRIAL PERIOD
29

V
Vision for volunteering
6

VOLUNTEER DEPARTURE
42

Volunteering with statutory bodies in Essex
46

W
What is volunteering?
8

Why should we involve volunteers?
8


Notes
BP





BP





BP





BP





BP





BP





BP





BP





BP





BP





BP





BP





Your Logo here





BP





BP





BP





BP








BP





BP





BP


























BP





BP





BP








� TUC A Charter for Strengthening Relations Between Paid Staff and Volunteers Dec 2009





� Follow your normal approval processes for such things e.g. your direct line manager, N+1, HR department etc or your central Volunteer Coordinator, where exists.


� For life – not just Volunteers’ Week, Mark Restall, July 2003
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