Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Volunteer Policy
1. General Principles

Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) values its volunteers, who give their time and service of their own free will for no financial gain. We try to ensure that our approach is fair, and that everyone who enquires about volunteering will receive the same information and be treated with the same respect. This Policy describes the recruitment process and what volunteers need to know about CDGNS if they are to feel valued and supported as part of the organisation.

2. Diversity
CDGNS is committed to diversity in all areas of its work. We believe that we have much to learn and profit from diverse cultures and perspectives, and that diversity will make our organisation more effective in meeting the needs of older people in our community.
Although volunteering is not one of the protected characteristics under the Equality Act 2010, CDGNS will apply the same principles to its volunteers. Further information can be found in our Equal Opportunities Policy.

3. Recruitment
· Prospective volunteers may be invited to meet with a staff member who will carry out an informal assessment of the volunteer’s suitability and ascertain their specific interests and skills in relation to the available volunteering opportunities available.
· We require each prospective volunteer to complete an application form. Assistance with completion of the form will be provided if necessary. All information required will be gathered on a need to know basis and will be stored and used in accordance with CDGNS’s Confidentiality & Data Protection Policy.
· Two written references are required, preferably from a person known to the applicant for at least two years. The information gathered will only be shared with those who are involved in the recruitment process.
· For any volunteering roles requiring one-to-one unsupervised contact with service users an enhanced check by the Disclosure and Barring Service (DBS) will be required. Volunteers will receive assistance with this process where necessary and the cost will be covered by CDGNS. Applicants with an unclear DBS will be asked to meet with the Manager, who will make a risk assessment.
· For prospective volunteers with a criminal record, CDGNS will show its policy on employing ex-offenders to any applicant who asks for it. 
· Volunteers under the age of 18 may offer support only in supervised settings, where they will not be working one-to-one with service users.
· Prospective volunteers under but shortly to be 16 will have their applications considered on a case by case basis.
4. Induction
Before starting their role, all volunteers will be required to attend an induction session that will:
· Provide information on our services, our staff members and their roles.
· Inform volunteers how to seek and offer appropriate support.
· Enhance understanding of older age and relevant issues.
· Challenge stereotypical views and consider personal and professional boundaries.
· Provide Health & Safety and fire safety information, as found in CDGNS’s Health & Safety Policy and Fire Safety Policy & Procedure.
· Present a formal agreement that volunteers will be asked to sign to confirm their acceptance of CDGNS’s policies and principles.
On induction, volunteers will be provided with a personal copy of the CGDNS Volunteer Handbook, containing information including:

· Different volunteering roles.
· Who to approach for ongoing support.
· Allowable expenses and how to make a claim (see also Section 7).
· CDGNS’s Complaints, Disciplinary and Grievance Policies and Procedures (see also Section 8).
5. Training
CDGNS recognises that volunteering is a two-way exchange whereby volunteers bring their skills and knowledge and we in turn share our skills and experience with them.
We will ensure that volunteers receive any training needed for the roles they undertake.

6. Supervision and Support
Volunteers will be able to call on staff members or other volunteers who have skills in particular areas. Regular contact will be maintained between the volunteer and these supporters.

Each year volunteers will have an annual review where they can talk about the last 12 months, the future and provide feedback.

7. Expenses
Certain out of pocket expenses incurred as a result of volunteering can be reimbursed by CDGNS subject to approval by the Treasurer and a line manager or the Manager. Volunteers can claim expenses for:
· Travel to and from a meeting or event (to be discussed with the Manager and in accordance with the needs of the service user concerned), at a current agreed mileage rate and within an agreed mileage area.
· Reimbursement of other expenses will be agreed case by case with the Treasurer and a line manager or the Manager.
8. Grievance and Disciplinary Procedures
Volunteers who have a grievance should follow CDGNS’s Grievance Procedure.
Volunteers who act in an inappropriate manner, not in accordance with current policies and practice, will be made aware that the same conditions as those for employees apply and that the CDGNS Disciplinary Policy & Procedure may be implemented.
9. Confidentiality
Any volunteer who divulges information confidential to CDGNS or its service users in breach of CDGNS’s Confidentiality & Data Protection Policy may be removed from the volunteer register subject to a Management Committee decision.

10. Insurance
All formally recruited volunteers are covered by CDGNS’s insurance policies whilst on agreed CDGNS business or activities.

THIS PAGE IS INTENTIONALLY BLANK
This Policy was approved by the CDGNS Management Committee on: 01/02/17
This Policy was updated by the CDGNS Management Committee on: 12/02/19
This Policy was updated by the CDGNS Management Committee on: 10/03/20
Signature: ___________________________________
Volunteer Policy 10/03/20
Page 1 of 1

