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Volunteer Policy

1. Introduction
As a volunteer you are a person who offers their time, experience, knowledge and skills without financial gain, helping to achieve objectives or with the aim of providing a benefit to the local community. The role of volunteers is very different from that of employees. There is no contract of employment or services between HL and its volunteers. A person might decide to become a volunteer to gain new skills and experience, to put existing skills to use, to make new friends and to work in the community.

This policy provides Homeless Link (HL) with a framework of best practice and procedures for the appointment, management and support of volunteers. A copy of this document is available on the intranet and will be provided to all volunteers during the induction process. 

2. Purpose of the policy
This policy:

· demonstrates our commitment to volunteers;
· ensures fairness and consistency; 
· ensures that decisions are not made on an ad hoc basis, and that all volunteers are treated equally and fairly; 
· clarifies the relationship between volunteers and paid staff at all levels;
· ensures that volunteers have a clear role and a list of responsibilities and tasks to work to, and that they receive appropriate support, supervision, training and development to help them carry out their tasks; and
· ensures non-exploitative use of volunteers in a supportive environment.
As a volunteer you bring substantial benefits to HL by bringing skills to the organisation and through the provision of additional human resources to particular services. HL recognises and appreciates the major contribution that you can make to our work. In return, HL can offer you a rewarding experience by providing opportunities to: 

· meet new challenges and new people; 

· make a significant contribution to combating homelessness; 

· develop skills and experience within a dynamic, positive, friendly and supportive environment; and
· increase individual career opportunities, build community capacity and contribute to developing a skilled workforce.

Volunteering should be a worthwhile and rewarding experience for you. Your experience of working with us will shape your overall view of the homeless sector. 
3. The status of volunteers
· You do not have the legal obligations or the employment rights of employees;

· The terms and conditions of employment relating to salaried staff will not apply to you;
· There is a three-month trial period at the start of your work with HL. At the end of this period, HL and you will discuss whether you both wish to proceed with the volunteering arrangement;

· HL would hope that the arrangement of volunteering carry on as long as it is mutually agreeable for you and HL but there are no time limits set on this relationship;

· Contribution towards travel expenses or meals does not constitute any form of contract;

· We acknowledge that personal circumstances change and so you may resign at any time. We appreciate as much notice as possible;

· HL reserves the right to terminate your volunteer relationship. This will be done in writing. HL will where possible try and give volunteers at least two weeks notice of termination of the volunteering relationship but has the right to terminate the volunteer relationship without notice at any time without prejudice.
4. Principles
(a) HL will apply the Equal Opportunity Policy to your recruitment and management;
(b) HL will provide you with a volunteer agreement at your induction; 
(c) HL will make information available for you to help them to claim any reasonable expenses;
(d) HL will provide appropriate public liability insurance cover you whilst you are engaged in a volunteer activity with us; 
(e) HL does not regard you as an unpaid employee and will not expect you to undertake inappropriate responsibilities or be used in a situation where a paid member of staff or a person who provides services under contract should be used; 
(f) HL will consult and involve you on issues concerning your volunteering activity;
(g) HL will offer training and support for you, in relation to your tasks;
(h) HL expects you to behave reasonably and not bring Homeless Link into disrepute; 
(i) All of the information provided to you will be clear and easy to understand; 
(j) We will provide you with a copy of the Volunteer problem solving and fair treatment procedures and expect you to adhere to our Code of Conduct. 

5. Volunteer management and support
You will have a named supervisor who shall be responsible for: 

(a) providing you with a written description of your role, outlining responsibilities and reporting structure;
(b) organising a planned induction to the organisation, including explaining relevant policies and procedures and agreed duties and tasks; 

(c) ensuring that you have adequate work space, equipment and services necessary to perform your tasks effectively and safely;

(d) facilitating ongoing, open, two-way communication between you and him/ her;
(e) identifying and resolving any obstacles to achievement;
(f) providing regular support and review of the role and activities. 

In order to ensure that you are adequately supported at all times, you are generally expected to only be on the HL site if your supervisor, or a person s/he temporarily delegated the role to, is present. However, we recognise that in exceptional circumstances alternative authorised arrangements can be made with your supervisor.

Both your supervisor and HL’s paid staff are responsible for ensuring that unreasonable requests are not made of you and there is no pressure to extend your role beyond the terms of their agreed remit.

HL will appoint a member of staff as a Volunteer Co-ordinator. S/he will amongst other be responsible for ensuring that the terms and spirit of the Volunteering policy is complied with. The Volunteer Co-ordinator and your line manager should be your main contact for all volunteer related matters.

6. Volunteer agreement

We will record the arrangements for your volunteering activities in a volunteer agreement. The agreement is flexible enough to take account of individual issues.

The volunteer agreement is not a contract of employment. We do however require that you sign the agreement as indication of your acceptance of the policies and procedures you are subject to at HL.

7. Recruitment
7.1. General
HL will accept volunteers in accordance with HL’s Equal Opportunities Policy and will:
a) provide descriptions for all volunteering activities, outlining specific tasks, responsibilities and reporting structure;
b) ask all volunteers to complete and sign a Volunteer Application and Emergency Contact Details Form (please refer to the induction pack); 

c) invite all prospective volunteers to meet their intended supervisor for a two-way discussion of the proposed role, its requirements and the expectations of both parties. This meeting enables both parties to evaluate the suitability of the opportunity;

d) have the right to refuse the offer of service of any volunteer;

e) not accept volunteers of less than 18 years of age;

f) ask for two satisfactory references. In the case that you do not have suitable employment references you may obtain a reference from a person in a position of responsibility such as a lecturer or your GP, or a hostel manager or a key worker.
7.2. Trial period
a) You will have an initial three-month trial period, unless you offer your services for a shorter period than three months or where the role is a one-off volunteering opportunity;
b) On completion of the trial period, a review meeting will be held with your supervisor where you will receive feedback on your performance to date. You will also have an opportunity to give feedback on what you enjoy doing and whether you would like more support in certain tasks. An extension of the placement will be offered if that role is still available and you demonstrate an ability to perform the role to a suitable level;

c) In circumstances where either party feels the placement is unsuitable, the placement can be reviewed and revised at any point before the three-month review;

d) In circumstances where your supervisor feels that problems exist with your performance or your conduct or commitment might warrant consideration of ending the voluntary position - either during the trial period or as a result of the end-of-trial-period review meeting – s/he may end your voluntary role with immediate effect. This will be done in writing. S/he has the option to use the Volunteer problem solving procedure but is not required to do so (please see Volunteer Handbook, section 7, for details).

7.3. Conduct and performance 
· You are subject to HL’s Code of Conduct (see section 5 in the Volunteering Handbook) and should therefore familiarise yourself with it.
· Because of the nature of our work and in order for HL to work effectively, it is important that you arrive on time for the hours you have agreed to volunteer. If you can’t make the agreed time commitment we ask that you give us as much notice as possible so that alternative arrangements may be made.
· You should raise any complaints or concerns with your supervisor. If this is not appropriate or any complaint is not dealt with sufficiently, you should take your complaint to the Head of Department or follow the Volunteer Fair Treatment Procedure (see section 6 in the Volunteering Handbook).

7.4. Leaving  
If you wish to withdraw from your voluntary role you are asked to give your supervisor as much notice as possible. HL would appreciate at least two weeks’ notice of you leaving your role but recognises your right to withdraw at any time without prejudice. You will be offered an exit interview upon leaving your voluntary role at HL.

Subject to our standard reference policies and procedures, HL will provide a reference for you up to three years after you stop volunteering with us.

8. Induction 
You will receive an induction when you begin your placement at HL. Your supervisor will be responsible for ensuring comprehensive induction, which should include the following: 

a) An introduction to HL’s aims, activities, and operating structures;

b) An introduction to your role and the terms and expectations of the volunteering assignment (including the terms of your Volunteer Agreement); 

c) Your key responsibilities, tasks and the working procedures that you are expected to follow;

d) An introduction to HLs competency framework and our description of the competencies required by volunteers; and

e) Induction into HL policies, specifically: 

· Volunteer Policy 

· Equal Opportunities Policy

· Health & Safety Policy
· HL’s Code of Conduct for staff and volunteers

· Volunteer fair treatment procedure 

· Volunteer problem solving

· Non-smoking Policy

· Environmental Policy

· Copies of these policies will also be made available to you and are included in the Volunteer Handbook.

9. Training 
HL will provide training to enable you to effectively carry out your activities on behalf of HL. This training will directly relate to the activity for which you volunteer. The training provision will generally be available to you will be in the nature of on-the-job instruction, coaching and support from your supervisor and other paid staff. Your supervisor will asses your training needs and training will be provided and tailored on a case-by-case basis. 

10. References 
During or after your time with HL, we will, in accordance with organisational policy, supply a reference, based on your service, indicating the skills and knowledge acquired as well as personal qualities observed.

11. Disclosure of convictions 
Having a criminal record will not be a bar to volunteering with HL unless the Head of Department considers that a conviction means that the applicant is unsuitable for the volunteering role. Under the requirements of the Rehabilitation of Offenders Act 1974 and any other relevant legislation there may be a need to ask all volunteers to disclose any ‘unspent’ convictions. 
12. Health & Safety
HL has a duty to look after your safety and well-being. We will make you aware of the Health & Safety Policy and any special safety arrangements relating to your individual role. 
You, as well as employees, must take reasonable care for the health and safety of yourself and others who may be affected by what you do, or omit to do, at work. 

13. Expenses 
Subject to Government legislation and guidance, Homeless Link refunds reasonable out-of-pocket travel and lunch expenses to volunteers. If you wish to claim you must provide receipts and/or travel tickets. 

As a volunteer you are entitled to claim out-of-pocket expenses for lunch up to a maximum of £5 per day. To be eligible to claim this out-of-pocket expense, you must volunteer for a minimum of four hours for the day you are claiming.

If you so require, you are also entitled to claim reasonable travel expenditure to travel from your place of residence to the place you are volunteering. You should, where possible, use public transport and incur the expense as economically as possible.
A claim for refunds for any out-of-pocket expenses other than lunch and travel will only be valid where you have made an agreement with your supervisor in advance of incurring the expenditure.

If you wish to claim expenses you must complete an Expenses Claim Form (available from your supervisor) and attach corresponding receipts and/or travel ticket or other evidence of expenditure. You are not eligible for a loan for any purpose from HL.

Individual expenses arrangements will be explained to you before you start your volunteering activity.
14. Insurance 

HL undertakes to provide adequate insurance cover for you whilst undertaking voluntary work approved and authorised by us, to cover accidents caused to you or by you.

15. Copyright 

All records in any medium (whether written, computer readable or otherwise) including accounts, documents, drawings, photos and videos about Homeless Link and its activities and all copies and extracts of them made or acquired by you in the course of your volunteering activity shall be: 
(a) HL’s property;
(b) used for HL’s purpose only; 
(c) returned to HL on demand at any time;
(d) returned to HL without demand if you cease for more than one month to be actively involved with HL’s work.

16. Asylum Seekers
Homeless Link does consider asylum seekers and their family members for voluntary positions. HL recognises that asylum seekers and their family members may not be given the right to remain in the UK. In light of this voluntary activity should not be regarded as a step towards refugee status being granted.

17. Monitoring and Review 
It will be the responsibility of the Volunteer Co-ordinator to regularly review the operation of this Volunteer Policy and to make sure that it is always in accordance with the Equal Opportunity Policy and current volunteering best practice.
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