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1.
Introduction
This policy relates to volunteers working in whatever capacity within any council service area. It is also recommended for acceptance by governing bodies for schools in the Borough.

A dictionary definition of a volunteer is “one who offers service …… of his [her] own free will”.

This policy acknowledges the need for the council to issue a statement on volunteering. It also acknowledges the variety and importance of the contribution of volunteers to all our services.

2. Purpose of the policy
The policy:

· acknowledges the mutual benefits and value of volunteering, both to the council and to the volunteer

· serves to ensure a consistent approach to the principle of working with volunteers across the council

· is a statement of commitment and support by the council to volunteering and to volunteers

· provides a framework and guidance to managers and staff

· recognises the roles, rights and responsibilities of volunteers and the council.
Staff employing and working with volunteers should be aware of the 

council’s commitment to volunteers. Volunteers will be treated as paid   members of staff: however, the direction of volunteers’ duties will always be undertaken by paid staff.
3. Practice in working with volunteers

The roles of volunteers across the council will be varied, depending upon their setting. This policy is comprehensive and proposes that the deployment of volunteers is in compliance with policy and best practice in order to maximise the benefit to the council, staff, managers, volunteers and to the public.
4. Supporting volunteering
In supporting and engaging volunteers, the council subscribes to the view     that volunteering is to supplement and not to substitute paid employment. In turn, volunteers make a valued contribution to the work of the council and schools. Staff, management and service users are expected to afford due respect and commitment to volunteers.
Benefits to the volunteer and to the community include:
· experience for the volunteer in personal and skills’ development

· an opportunity for the volunteer to interact with service users and to contribute to their community
· appropriate training to be received

· insight into local government services

· an opportunity for the volunteers to take on responsibility

· previous training and learning to be put into practice

· the opportunity, where necessary, to further prepare a volunteer for paid employment or for further learning opportunities.

Benefits to the council include:
· the volunteer’s experience, life-skills and input

· matching service need with a ready-made response in which the council, service users and volunteers benefit

· supporting services which would otherwise be at risk as a result of the impact of budget efficiencies on paid employee recruitment.
5.  The Policy 

The following relate to the respective rights and responsibilities of each party.
5.1 Responsibilities of the council 

The council recognises its responsibility with regard to the rights of volunteers. Volunteers need to: 

· know what is expected of them. A Job Accountabilities should be issued and discussed with them 

· complete a DBS (previously CRB) form where appropriate

· have clear specified lines of support and supervision 

· be shown appreciation and respect 

· have safe working conditions 

· know their rights and responsibilities if something goes wrong 

· be trained as appropriate for tasks 

· be free from discrimination 

· have confidentiality respected 

· experience personal development 

5.2 Responsibilities of volunteers 

The council expects that volunteers will: 
· be reliable 

· be honest 

· respect confidentiality: all volunteers will be required to sign a confidentiality agreement 

· agree to undergo an enhanced or standard DBS check as appropriate 

· attend training and support sessions as agreed and seek guidance or information as required

· make themselves aware of and follow RBWM procedures as required

· act with care for their own safety and that of others 

· adhere to council policy and procedure: managers should therefore arrange appropriate induction for volunteers as they would for paid staff. 

· represent the Service professionally 

· be anti-discriminatory in work 

· treat colleagues, service users and members of the public with respect 

· honour the commitment they have made 

5.3 Human Resources Issues 

Whereas the council actively encourages the use of volunteers since they can provide valuable support to its services and to schools, to ensure the protection of children and service users we are required to make certain that volunteers are subjected to the same level of vetting as our employees. 
All those wishing to partake in voluntary work in the Royal Borough must complete the ‘Volunteer Application Form’ and associated documentation (see following paragraphs).  

· volunteers will be appointed in accordance with the policies of the council which are designed to achieve fairness and good practice. 

· Managers and schools can access the Volunteer Application form. The application form is available on Sharepoint or for schools the AfC Leadership website The recruiting manager will send out the letter and application form in respect of non-school appointments. The application form requests personal details, the names and contact details of two referees and also requires the volunteer to disclose any criminal convictions.

Ideally, one reference will be from the current or most recent employer and the other from a previous employer.  The recruiting manager or the head teacher (in the case of schools) will contact referees to verify the content and the applicant’s character and suitability for the role. It is accepted that some volunteers may not be able to provide an employment reference, in which case two personal references will need to be sought. 
As part of this process the volunteer will be required to complete an online DBS application and will be sent an activation email directly from the DBS which will contain the link to complete the application plus a username and password to enable them to access the system. 

Upon completion of the online DBS Application, they will be required to come in with their original documents that they entered on the online DBS system as proof of identity and will need to liaise with the recruiting manager to arrange a time to come into the office.
Once the volunteer has received DBS clearance, they need to arrange to bring the original disclosure to the recruiting manager as they will not be allowed to commence as a volunteer until a satisfactory disclosure has been obtained/seen.
Volunteers accepted should complete and submit an on-line medical questionnaire via an internet link as with paid employees. The results will be sent directly to the individual and the recruiting manager/school informing them of any advice or recommendations from Occupational Health.   The Occupational Health check is for the protection of both the volunteer and service users.  We have a duty of care to protect the health and safety of our employees and our volunteers, and a voluntary post may involve, for example, lifting or manual handling. The volunteer will not be allowed to commence until a satisfactory health check has been obtained.
The council also needs to ensure that arrangements are in place to ensure the health and safety of not only its volunteers but also those who might be affected by volunteers’ acts or omissions whilst they are carrying out their duties.
Managers must also ensure that appropriate risk assessments have been completed for the task(s) on which the volunteer will be working. Specific consideration will need to be given to matters including any hazards and risks associated with the task(s) the site and the working area.  Consideration should also be given on competency of the person(s) carrying out the task(s) along with their ability and fitness.  All volunteers should attend an induction presentation and be supplied with the correct tools to complete the task(s) and appropriate PPE (personal protection equipment) required by the volunteer.  Where there are any accidents/incidents/near misses, the RBWM Accident Incident Near Miss Reporting Form should be completed and copies sent to the RBWM Health and Safety Team.  All necessary records will need to be maintained by the service.
Any concerns raised in relation to any clearances should be discussed with HR as soon as possible. 
Once all satisfactory clearances have been received, the recruiting manager will contact the individual concerned to confirm that the volunteer may commence duties.  
5.3
Issues for Services /Line Managers

Budget managers must ensure that, prior to taking on volunteers, they are able to meet expenses, pay for appropriate DBS checks and any other related costs and contain these within their existing budgets

Managers taking on volunteers should to take into account the demands that will be put on full-time staff and must satisfy themselves that there is enough paid staff time available to support volunteers. 

Lunch and other breaks will apply to volunteers exactly as for paid staff. Therefore, provisions of the Working Time Directive will apply as will other local arrangements applicable in individual service areas. 
A volunteer will have access to any risk assessments carried out in relation to the responsibilities to be undertaken. Appropriate health and safety training will be given according to the council’s normal training regime for any activities with health and safety implications. 

Volunteers will have access to training from induction through to on-the-job or ongoing skills training where appropriate. Relevant training will form part of recruitment and review discussions. 

Paid staff at all levels must be clear about the role and rights of volunteers and ensure that good working relationships are fostered. It will be the responsibility of managers where volunteers have been appointed to ensure that other staff understands roles and responsibilities. 

While relationships between paid staff and volunteers will be productive, beneficial and rewarding to both parties, circumstances may arise in which one party is not satisfied with the other. If a volunteer feels they are being treated unfairly they can raise this within the management structure at their work location. If, despite reasonable support, a volunteer is not performing adequately the relationship can be terminated. 

No volunteer should be out of pocket as a result of their work with the council. Any agreed, evidenced and authorised expenses incurred in the course of work or training will be reimbursed in accordance with prevailing council policy and the same criteria will be applied as for paid employees. 

Any expenses paid to volunteers should only be for actual costs necessarily incurred and payments are processed through Agresso not through Payroll. Please refer to your Directorate/Schools Accountancy team.  

Volunteers are treated as paid employees for the purposes of insurance. 

Volunteers can expect support from those assigned to supervise them within the management structure. They can also expect support from colleagues and from the wider council in accordance with specific areas of this policy.

The views of volunteers will be welcomed in assessing and reviewing service delivery. Managers, supervisors and colleagues should therefore accept and consider volunteers’ opinions in the course of normal work. In addition, the contributions of volunteers will be welcomed at any meetings or training in which they are involved. 

Volunteers should be monitored by scheduled meetings, as for paid staff, to discuss progress and contribution.

Ultimate responsibility for the implementation of this policy and related procedures rests with Heads of Service. Responsibility for day-to-day implementation rests with management or supervisors and with volunteers themselves.  
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