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 - Volunteer Recruitment & Selection Policy
[bookmark: _Hlk39645958]Subject to meeting mandatory requirements, all volunteers are welcome.  We particularly welcome volunteers from the black and ethnic minority communities. 

This policy details our procedures and will be applied, as appropriate, to help each volunteer find the role he/she would most enjoy, and which will enable him/her to contribute most to our work.  

That may range from a substantial time commitment and a requirement for professional qualifications and in-depth experience, to simply a willingness to join in and help out.  
[bookmark: _Hlk122610996]Promotion
Ways in which people can be made aware include promotion:
· Via websites, such as funders, local community groups and foundations.
· Social media – either groups relevant to our activity, or local town/village/community groups. 
· Posters in village/town, churches or mosques, doctors’ surgeries and shops. 
· Through networks of those who come into contact with potential beneficiaries, such as relevant statutory services and charities.    
For some groups, we may provide information a different way, such as an additional language, or to make these accessible to people who have disabilities. 
Recruitment
All potential volunteers will be interviewed.  We follow safer recruitment practices in that we: 
· Inform candidates of our commitment to safeguarding those in our care.
· Plan our recruitment timeline to ensure we have enough time to vet each candidate.
· Explain that volunteers have to undergo strict vetting procedures before appointment.
· Carry out pre-employment checks, including DBS checks, qualification checks, reference checks and identity checks. 
· Ensure volunteers are appropriately trained for their duties.
If working in a professional capacity, you must have up-to-date relevant training and undertake refresher training every 2 years.

· We encourage all volunteers working with vulnerable people to undertake training to Level 1 or 2. 
· Everyone working with vulnerable adults or children will be supervised.
Induction

· Checks and administration, including policies and procedures.
· Induction into our safeguarding procedures and:
· If applicable, relevant DBS checks and any safeguarding training required.
· Relevant identity and right to work checks. 
· Welcome and induction into our work, by a team member.
· Welcome and induction and/or on-the-job training for their role, by a team member from that area, including health & safety at work, such as fire procedures.
· Ongoing support and mentoring, and refresher training, as required. 
Selection
Mandatory Requirements

· A commitment to our work. 
· A desire to help and be kind to others.
· Sufficient time/flexibility to be able to carry out his/her role.
· Where a role specifically requires professional qualifications, experience or accreditation, or other requirement, such as a licence to practice. 

Those overseeing activities must undertake any necessary training in order to do so.  This may include: 

· First Aid.  Must hold Emergency First Aid at Work (EFAW) and, ideally, First Aid at Work qualification and undertake refresher training as necessary. 
· H&SW. A minimum of IOSH Working Safely or NEBOSH Safety Simplified and, ideally, IOSH Managing Safely, or similar qualification. 
· Food Handling & Preparation.  If volunteering on an ongoing basis or handling high risk food, we may require you to undergo training.
· Food handlers - the equivalent to level 2 in food safety and hygiene
· Supervisors and managers - at least level 3 in supervising food safety and hygiene.
We will provide or provide access to any relevant training and refresher training.   
Desirable Skills and Experience

· Knowledge of, or experience of working in a charity, or role relating to your volunteering role. 
· Relevant professional qualifications or experience.   
· Ability to work independently and as part of a team.
· Strong interpersonal and people management skills.
· Good verbal communicator, able to get on well with people and to ask questions positively.
Exceptions
We welcome anyone who wishes to volunteer to help us but there are some circumstances where this may not be possible.  For example:
· You must have the right to work in the UK and for some visitors to the UK (on visas), asylum seekers and refugees this may not always be the case, or.
· The role you would like may require experience or professional skills you don’t have, and for some roles, there may be specific legal requirements that we must meet.  
We should stress that there are only a few occasions when this might apply, and we will always do our best to find a way to welcome you into our charity.   
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Regulatory Guidance
Charity Commission: How to manage your charity’s volunteers.
Fundraising Regulator: Volunteers.
Health & Safety Executive: Volunteering – how to manage the risks. 
Gov.UK - DBS checks: guidance for employers.
DWP – Right to Try Regulations.
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Annex A – Volunteer Agreement Template
This agreement is made between:
Charity Name:
Address:
And
Volunteer Name:
Address:
On: Date ……………………..
Subject to the completion of any necessary checks, such as identity, right to work and DBS.
1. Nature of Agreement – in order for any organisation to work well and keep everyone safe, everyone in it must understand, accept and comply with the organisations policies and procedures.  This agreement is intended to do this by ensuring the charity provides the opportunities and support to the named volunteer and the volunteer understands their obligations in return.  
2. It is not an employment contract; this is an unpaid volunteer role and neither party intends any employment or other worker relationship to be created.
3. Responsibilities - an outline of the role and responsibilities, including any line management relationships and communicating with the charity.  Include any:
1. Professional Qualifications - accreditations and/or licences to carry out the role, such as a teaching or medical qualification.
2. Mandatory Training - that will be required, such as safeguarding and/or H&SW.
3. Induction and On-the-job - or other training required for this role.
4. Code of Conduct.  The volunteer is issued with and agrees to abide by the charity's code of conduct and/or values.
5. Policies and Procedures.  The charity will ensure that the volunteer is made aware of and has access to any relevant policies and procedures, such as safeguarding and IT use policies.  The volunteer agrees to comply with these.
6. Confidentiality - the volunteer must safeguard and not use or disclose any confidential information they have access to either whilst volunteering, or afterwards.
7. Payment - is limited to reasonable out of pocket expenses, subject to complying with the charity's expenses policy, such as what may be claimed, limits, approval required and providing receipts.
8. Authority – you may not enter into agreements, or commit or pay charity funding to anyone, unless you have been given prior, written and specific authorisation by the charity.  
9. Data Protection – you consent to the processing of personal data including sensitive personal data and, if they will be processing sensitive data of others, compliance with our data protection procedures.
10. Safety & Support - identify who will be the volunteer's point of contact, if they need help, or have a problem, particularly relating to safety issues.  We are committed to creating an inclusive and supportive environment. If you have a disability, health condition, or personal circumstances, such as dietary needs or preferences, please let us know so we can discuss any reasonable adjustments that may be needed to ensure you are able to volunteer with us safely, comfortably and effectively.
11. Training - taking advantage of opportunities for personal growth and skill development, where this training is required for the role. Include any mandatory training that may be required, such as safeguarding.
12. Communication - maintaining effective communication with the charity's coordinator or supervisor. This includes promptly responding to emails, attending virtual meetings or check-ins, seeking clarification or guidance when needed, any support you feel you might need and reporting any concerns that you may have.
13. Representing the Charity.  Posting about volunteering with our charity is very welcome but you must not represent the charity, or appear to represent the charity, unless you have been authorised to speak on our behalf.   If posting about the charity, you agree to not use language that may reasonably be seen to be inflammatory, offensive, or contrary to the charity’s values, and to not include issues that may reasonably be seen as contentious or political in nature.  
14. Charity Property.  The volunteer will safeguard and, on leaving, return any keys, car parking or other passes or equipment, such as banking devices, phones and laptops, and data or imagery.
15. Access to Systems.  Access to any equipment, such as a laptop and any systems is to be kept confidential and any changes to passwords and/or Pin numbers sent in writing to your line manager <insert name> or admin and handed over on leaving. This is to ensure the charity can access these, if you fall ill or similar.  For example, for laptops, phones, or banking devices.
16. If you set-up or have access to or control of an external system used by the charity, such as a social media account, you must notify any changes to passwords, pin codes, 2 factor authentication, or other access measures, to the individual above.
17. Intellectual Property (IP).  In entering into this agreement, you are agreeing that the rights of any IP created whilst working as a volunteer, such as copyright of imagery, content or other materials is assigned to the charity which will retain ownership.  
18. You may only use the material for other than work with the charity, if the charity issues you with a written licence to do so. 
19. Ending This Agreement.  This agreement maybe ended by you or the charity at any time. 
Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder. 

Ian 

Ian McLintock ½ Founder
ian@charityexcellence.co.uk
www.charityexcellence.co.uk

Sep 24 – volunteer agreement annex added.
Jun 25 – safety and support section extended to invite personal circumstances. 
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