volunteer Policy & procedure

Introduction:

The Council recognises the significant and valuable role that volunteers have in creating and implementing its services. 

Volunteering should also be a worthwhile and rewarding experience for volunteers, who are an important community resource.  Volunteers’ experiences of working with the Council will shape his / her overall view of the Council. 

This document defines the term 'volunteer' and sets out the Councils principles and objectives with regard to the use of volunteers.  It provides a framework of best practice and procedures, which should be followed when appointing, managing and supporting volunteers. 

Definition 
Volunteers are individuals or groups who offer the Council their time, experience, knowledge and skills without financial gain, helping the Council to achieve its service objectives, or with the aim of providing a benefit to the local community. 

The role of volunteers is very different from that of councillors, employees, consultants, students on work placements and secondees (staff doing a different job for a set amount of time).  There is no contract of employment or services between the Council and its volunteers.  Volunteers do not have to commit to a given number of hours. 

If volunteers are asked to work a given number of hours this will be at the individuals discretion, who must not be penalised if they are unable to do so. 

Application:

This procedure does not apply to schools where, by law, such matters are under the control of the Governing Body. 

This policy excludes, external consultants, and supply and casual staff either directly employed or supplied through an agency. 
Principles:

The Council will:

· apply its Equal Opportunities in Employment Policy to the engagement and management of volunteers

· take particular care in relation to engaging volunteers to work with or have contact with children, young people and vulnerable adults 

· provide a volunteer agreement to all volunteers, which will be signed, and a copy retained by the engaging manager and the volunteer 

· make information available for volunteers to enable them to claim any expenses agreed 

· advise all volunteers of their rights under the Data Protection legislation and expect volunteers to respect the confidential nature of Councils business, and where applicable sign a confidentiality agreement 

· provide appropriate public liability insurance cover for all volunteers whilst they are engaged in a volunteer activity with the Council

· not regard volunteers as unpaid employees and will not expect volunteers to undertake inappropriate responsibilities or be used in a situation where a paid member of staff or a person who provides services under contract to the Council should be used 

· consult and involve volunteers on issues concerning their volunteering activity 

· offer on the job training and support for volunteers 

· provide suitable training and support for staff who manage volunteers 

· expects all volunteers to behave reasonably and not bring the Council into disrepute 

· all of the information that the Council gives to volunteers, and all of the forms that they are asked to complete will be clear, user friendly and easy to understand 

· provide all volunteers with a copy of this Policy and Procedure.  

Recruitment Process:

1. Application Procedure/Form

The application procedure is designed to help both the Council and the volunteer find out whether the placement is right for the volunteer by enabling an exchange of information. The Council will provide information about the authority and volunteering opportunities to enable the volunteer to make a decision as to whether they want to volunteer.  The volunteer will provide information about their needs, aims and motivations, as well as existing skills and experiences, to enable the Council to make a decision as to whether a suitable placement can be provided.  All volunteers must complete a volunteer application form.  The Volunteer Application Form can be found in HR/Payroll Forms on Enfield Eye

2. Interviews 

Potential volunteers will be given an interview by the engaging manager to enable him / her to decide whether the individual is suitable for a placement with the Council and for how long the individual should be placed.  The manager will provide a detailed list of the activities that the volunteer will be expected to undertake, and discuss these with the individual at the interview. 

Potential volunteers should be informed of the outcome of their interview as soon as is practically possible.  They should be told at interview the timescale for response.

If the manager considers that the volunteer is not suitable he / she will provide the volunteer with feedback as soon as possible.

3. Pre-volunteering Screening/References 

Potential volunteers must supply details of at least two referees whom the engaging manager can approach for references.  They should not be family members and should be people whom the volunteer has known for at least six months.

It is important for volunteers to note that in some sections of the Council more than two referees will be required.  In addition there may be restrictions against a volunteer interacting with individuals (customers), which she / he has a relationship or friendship with, is known to the volunteer or has been involved with the volunteer in any capacity.  Where these restrictions apply the volunteer will be advised by the manager prior to the commencement of the volunteering.
Youth Offending Service

Individuals who have an offence against children, or a criminal conviction that is less than two years old will not be able to volunteer for the Youth Offending Service (YOS).  All other criminal convictions are subject to an additional successful interview by YOS Head of Service.

Criminal Records

All potential volunteers are required to complete a Criminal Offences Declaration.  The volunteer must declare details of any criminal convictions, cautions, reprimands, final warnings and any court cases that are pending. 

It is important to note that volunteers with a criminal record who are asked whether they have any previous convictions can lawfully answer 'no' if, under the Rehabilitation of Offenders Act 1974, the convictions are regarded as ‘spent’.  This does not apply if the volunteer will be working with or will have contact with children, young people or vulnerable adults.  In these instances, the volunteer must provide details of all convictions and in addition the manager responsible for engaging the individual, must obtain a Criminal Records Bureau (CRB) disclosure.  

Further information on obtaining CRB disclosures is available in the Pre-employment Screening Policy.  

In all cases the CRB disclosure must be obtained prior to the volunteer commencing his / her volunteering with the Council.

There are two types of Criminal Offence Declaration Forms.

· Declaration of Spent and Unspent Criminal Offences Form – this should be completed if the volunteer will be working with or has contact with children, young people or vulnerable adults.  Please refer to Appendix 1 – Declaration of Spent and Unspent Criminal Offences Form.  In addition to completion of the form, it will also be necessary to obtain a Criminal Records Disclosure for the individual.  See note above.

· Declaration of Unspent Criminal Offences Form – this should be completed in all other cases (volunteers that will not be working or have contact with children, young people or vulnerable adults).  Please refer to Appendix 2 – Declaration of Unspent Criminal Offences Form.

4. Volunteer Agreement

The Council will enter into a volunteer agreement with all volunteers. An example Volunteer Agreement is outlined in Appendix 4. This agreement is intended to be flexible enough to take account of individual service issues.  The form should not be changed without taking advice from Legal Services.

The volunteer should sign the form and retain a copy for his/her records.  The engaging manager should also retain a copy of the agreement.

5.   Monitoring Volunteering Activities

In order for the Council to monitor volunteering activities the manager responsible for engaging the volunteer must complete the Volunteer Monitoring Form outlined below and email it to:


hr.policies@enfield.gov.uk
The use of volunteers particularly those working with children and vulnerable adults is important to the Council, therefore the return of monitoring information is subject to audit.

	Volunteer Monitoring Form



	Date Volunteering due to Commence


	

	Name of Volunteer


	

	Department and Section


	

	Name of the employee/team, the volunteer will be shadowing/working with


	

	Job title of the employee or responsibilities of team the volunteer will be shadowing/working with


	

	Name and Job title of volunteers line manager


	


Induction Process:

All volunteers will have a named supervisor who shall be responsible for: 

· organising a planned full induction to the organisation, including explaining the following relevant policies and procedures (as well as those in relation to dealing with other people)

· Health & Safety Policy (for the relevant department)

· Dignity at Work Policy 

· 

 HYPERLINK "http://enfieldeye/downloads/file/5633/whistleblowing_policy" 

Whistleblowing Policy 

· 
arrange for the volunteer to sign a confidentiality form if applicable.  Please see appendix 3 for a Confidentiality Form.

· arranging a tour of where the volunteer will be located, and the duties and tasks agreed

· ensuring that volunteers are aware of their agreed responsibilities with regards to confidentiality of sensitive information 

· ensuring that volunteers have adequate work space, equipment and services necessary to perform their tasks effectively and safely including personal identification where necessary 

· arranging a Health & Safety induction, and any other mandatory training applicable to the department, section, team 

· arranging regular meetings so that the volunteer is given the opportunity to receive and give feedback 

· providing regular support 

· providing the volunteer with instructions on how to claim expenses

· providing the volunteer with a copy of this policy and procedure.

Training

The Council will provide training to make sure that volunteers can carry out their activities on behalf of the Council effectively. This training will directly relate to the activity for which they volunteer. 

In some departments volunteers will be required to give a commitment to complete compulsory training in order to commence the volunteering.
If there is any doubt as to whether the training is related to the volunteer’s task, the Head of the relevant Department should seek further advice from the Learning and Development Team. 

Health and Safety
The Council has a responsibility for the health and safety of volunteers.  Volunteers should at all times follow the Council's health and safety policies and procedures. Volunteers have a duty to take care of themselves and others who might be affected by their actions. Volunteers should not act outside their authorised area or work. Volunteers should report all accidents to their manager.

The Council will provide volunteers with appropriate guidance on any health and safety issues that arise.

Volunteer Expenses:

As a volunteer involving organisation the Council is committed to ensuring that volunteers are not left out pf pocket for volunteering with the authority.  Therefore the department responsible for engaging the volunteer will reimburse travel and lunch expenses according to the guidelines listed below: 

Travel: 
Reimbursement of travelling expenses to the placement office/site and back home, provided such expenses do not exceed £5.00 per day.  It is important to note that volunteers may only claim the amount that they have spent travelling (providing the claim does not exceed £5.00 per day).  Volunteers do not have a right to automatically claim £5.00 per day for travelling.  A valid receipt must accompany all expenses claims.

Car Mileage – volunteers that use a car to travel to a placement office/site and back home are able to claim car mileage, provided that the mileage claim does not exceed £5.00 per day.  The mileage rate applicable is at the discretion of the Assistant Director for the department/section/team and must not exceed 0.40 pence per mile.  

Volunteers do not have a right to automatically claim £5.00 per day for mileage.  Mileage will be based on the number of miles travelled, up to a maximum of £5.00 per day.  The engaging manager must be able to satisfy him / herself that the volunteer is using a car to travel to and from the placement site/office

Lunch: 
Up to £3.50 per day reimbursed if volunteering for more than 20 hours per week. It is important to note that volunteers may only claim the amount that they have spent on lunch (providing the claim does not exceed £3.50 per day).  Volunteers do not have a right to automatically claim £3.50 per day for lunch.  A valid receipt must accompany all expenses claims  

Volunteers working for less than 20 hours per week will not be entitled to be reimbursed for lunch.

Where the above expenses are not considered sufficient, an Assistant Director, duly authorised by the Director may agree to pay lunch and travel allowances in excess of the amounts outlined above, provided the amounts to be paid can be justified if challenged.

Payment of Volunteers Expenses Claim

All volunteers must complete a Volunteer Expenses Claim Form in order to receive payment for expenses incurred.

Managers that have access to an imprest account are able to pay volunteer expenses in cash.  Prior to making any payments the manager must thoroughly check the expenses claim form.

For managers who do not have access to an imprest account, it will be necessary to submit the completed Volunteer Expenses Claim Form, along with a completed Payments Request Form (AP1) to Payroll – Payments Team.  Payroll will arrange to make a BACS transfer payment for expenses into the volunteers’ bank account.

Volunteer Code of Conduct:

The Council expects the following standards of behaviour and conduct from all volunteers:

Policies and Procedures

Volunteers must demonstrate a willingness to work in accordance with the aims and values of the Council, and in line with the organisation's existing policies and procedures.

Professional Conduct

Volunteers will work in a professional manner, positively representing Enfield Council

Reliable and Constructive 

The nature of volunteering is that a person is free to decide what activities he / she wishes to do.  Consequently no volunteer can be obliged to do any activity he /she does not want to.  However, if a volunteer takes on a task or a role he / she will be expected to do that task or role and comply with any guidelines or procedures that it requires.  

Honesty

Honesty is both presumed and expected at all times from a volunteer.

Allow others to express themselves

The Council expects volunteers to interact with other volunteers, employees and in some cases, members of the public in ways that do not make other people feel threatened. This includes no bullying or harassment, physical or threatened physical assault, ridicule and humiliation. 

Treat other people fairly and equally 

The Council expects volunteers to treat all people fairly and will not tolerate discrimination against volunteers, employees and members of the public based on a person’s age, race, nationality, faith, disability, gender, sexuality or HIV status. 

Keep confidentiality when necessary 

Council volunteers may at times come across information, either about the Council, clients of the Council or people within Council which is sensitive, confidential or both. Volunteers should not unnecessarily discuss issues that should not be publicly discussed. 

Do not misuse or abuse Council property 

This includes theft, deliberately damaging property and misuse of any information that a volunteer has due to his/her involvement in Council. 

Adhere to policies and procedures

All volunteers are expected to follow the Council’s policies and procedures where applicable. 

Be safe 

All volunteers must comply with the Council’s health and safety regulations, and policies and procedures at all times. 

This list is not exhaustive, and the Council may at its own discretion terminate a Volunteer Agreement with an individual if it considers that his / her conduct or behaviour is unacceptable.

Managing Misconduct:

The Councils Disciplinary Procedure or Grievance Procedure does not apply to volunteers.   However, managers should arrange to discuss any concerns about the volunteers’ conduct or behaviour.  The volunteer must also be given the opportunity to discuss any concerns that they may have about their volunteering and consult with the manager generally. 

If there are concerns about the conduct or performance of a volunteer, the manager should investigate to find out what is happening. This should include talking with the volunteer concerned, appropriate colleagues. 

If the conduct or performance of a volunteer is unsatisfactory, the volunteer should be informed accordingly and offered guidance and additional support for a period determined by the manager responsible for engaging the volunteer.  If at the end of the period of ‘additional support’ the volunteers’ conduct or performance does not improve the volunteer agreement should be terminated, and the volunteer should be asked to leave immediately.

If the volunteer displays behaviour or conduct that is equivalent to gross misconduct, the volunteer activity should be terminated immediately. 

Volunteers engaged in the Youth Offending Service will be provided with an additional set of guidelines regarding misconduct.

Raising Concerns:

Volunteers should raise any complaints or concerns with their manager.  If this is not appropriate or they are not happy with how this is dealt with, volunteers should take their complaint to the Head of Service.

In the event of doubt or difficulty, please contact the HR Consultant/Advisor for the department for further advice.

	Appendix 1 – Declaration of Spent and Unspent Criminal Offences - Volunteers

	


LONDON BOROUGH OF ENFIELD

DECLARATION OF SPENT AND UNSPENT CRIMINAL OFFENCES - VOLUNTEERS

BEFORE COMPLETING THIS FORM, PLEASE READ THE FOLLOWING NOTES CAREFULLY.

It is the policy of this Council to require volunteers for certain posts to disclose certain information on any previous criminal record they may hold.  

This does not mean that possession of criminal record will automatically prevent you from volunteering at the Council, rather, as part of the recruitment process such information will only be considered in the light of its relevance to the post for which you applying.  

In many cases, a particular conviction will be of no relevance and so can be discounted for the purposes of volunteering.  

You must give details on this form of any spent and unspent convictions, cautions, reprimands and warnings that you have and any court cases that you have pending.  

Under the provision of The Rehabilitation of Offenders Act 1974, workers, including volunteers do not have to disclose information on certain convictions after a set period of time, i.e. when they become 'spent'.  However, volunteers engaged to work with certain categories of person are required to disclose all spent and unspent convictions.  The work categories where this is required are for roles where the volunteer will work with:

· persons over the age of 65

· persons suffering from serious illness or mental disorder of any description

· persons addicted to alcohol or drugs

· persons who have a visual, hearing or speech impairment

· other persons who are substantially and permanently disabled by illness, injury or congenital deformity

· any placement concerned with the provision of health services

· any placement concerned with the provision to persons aged under 18 of accommodation, care, leisure and recreational facilities, schooling, Social Services

Because of the nature of the work you will be undertaking it is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  Volunteers are, therefore, not entitled to withhold any information about convictions which for other purposes are 'spent' under the provisions of the Act.  The Council will use information provided by the Criminal Records Bureau Disclosure Service when assessing your suitability for volunteering.  In the event that you are engaged, any failure to disclose such convictions will result in automatic termination of the volunteer agreement.  Any information you give us about convictions will be kept confidential and will only be considered in relation to the work that you are volunteering to undertake.

Therefore if you have been convicted of a criminal offence in the past (including any convictions in a Court of Law outside Great Britain) you must give details (convictions, date and sentence) below.

DECLARATION OF CRIMINAL OFFENCES
Using the above guidelines, please list all your unspent and spent convictions, cautions, reprimands and warnings.  Do not forget to include any pending convictions and indicate that they are pending.

If you have no convictions cautions, reprimands or warnings please write 'none' and sign the form.  If you have any queries about the completion of the form, please contact the manager engaging you for volunteer work.
	Nature of Offence(s) (1)
	Name of Court and 

Date of Conviction (2)
	Sentence(s) (3)

	
	
	


All information given will be treated in the strictest confidence.  Following receipt of this form you may be contacted to discuss the information you have given.

I certify to the best of my knowledge, the information on this form is true and accurate.  

I understand that if the information I have supplied is false, misleading or incomplete in any way, it will automatically disqualify me from volunteering for the Council

Please complete this form and enclose it in the attached envelope. 

Signed: 












Name (please print in CAPS): 








Date …………………………………………………………………………………………..
	Appendix 2 – Declaration of Unspent Criminal Offences - Volunteers

	


LONDON BOROUGH OF ENFIELD

DECLARATION OF UNSPENT CRIMINAL OFFENCES - VOLUNTEERS
BEFORE COMPLETING THIS FORM, PLEASE READ THE FOLLOWING NOTES CAREFULLY.

It is the policy of this Council to require all volunteers to disclose information on any previous ‘unspent’ criminal record they may hold.  

Under the provision of The Rehabilitation of Offenders Act 1974, volunteers do not have to disclose information on certain convictions after a set period of time, i.e. when they become 'spent'

This does not mean that possession of a criminal record will automatically prevent you from volunteering at the Council, rather, as part of the recruitment process such information will only be considered in the light of its relevance to the volunteer work that you will be undertaking

You must give details on this form of any ‘unspent’ convictions, cautions, reprimands and warnings that you have and any court cases that you have pending.  

If you have no convictions cautions, reprimands or warnings please write 'none' and sign the form.  If you have any queries about the completion of the form, please contact the manager engaging you for volunteer work.
	Nature of Offence(s) (1)
	Name of Court and 

Date of Conviction (2)
	Sentence(s) (3)

	
	
	


All information given will be treated in the strictest confidence.  Following receipt of this form you may be contacted to discuss the information you have given.

I certify to the best of my knowledge, the information on this form is true and accurate.  

I understand that if the information I have supplied is false, misleading or incomplete in any way, it will automatically disqualify me from volunteering at the Council.

Please complete this form and enclose it in the attached envelope. 

Signed: 












Name (please print in CAPS): 








Date: …. …………………………………………………………………………………………..
	Appendix 3 – Confidentiality Form (Volunteers)

	


Confidentiality Agreement - Volunteers

You shall not, except as authorised by the Council use for your own benefit or gain or divulge to any persons, firm, company or other organisation whatsoever any confidential or sensitive information belonging to the Council or relating to its affairs or dealings which may come to your knowledge during your volunteering. This restriction shall cease to apply to any information or knowledge, which may subsequently come into the public domain other than in breach of this clause. 

All records, documents and other papers considered to be confidential, together with any copies or extracts thereof, made or acquired by you in the course of your volunteering shall be the property of the Council and must be returned to the Council on completion or termination of your volunteering. 

Confidential information shall include all information, which has been specifically designated as confidential by the Council and any information, which relates to the financial activities of the Council, the unauthorised disclosure of which would embarrass, harm or prejudice the Council. 

In the event that you do not comply with this agreement your volunteering with the Council will be terminated immediately.

I ……………………………..[insert name of volunteer] confirm that I have read and understood this agreement.

Signed: ……………………………………………………. Date: …………………………

	Appendix 4 – Volunteer Agreement

	


The Council's main purpose is to deliver effective and quality services to the residents of Enfield. The Council encourages and welcomes volunteers. This agreement sets out the relationship between a volunteer and the Council.

This agreement is binding in honour only. It is not intended by the parties to be a legally binding agreement nor is it intended to create an employment relationship between the Council and the volunteer. 

Referees
The Council requires you to provide two referees.  The Council may also require you to be checked by the Criminal Records Bureau.

Your role as a volunteer
The tasks that you will be asked to undertake as a volunteer are:

[Insert here the tasks to be undertaken by the volunteer].

What you can expect from the Council
The Council will provide you with [delete from or add to the list as appropriate]:

· An introduction to the Council and your volunteering role within it

· Training related to your responsibilities as a volunteer 

· A manager who will supervise your volunteering and with whom you can discuss your work

· A review of your volunteering role that will be undertaken by your manager

· Personal liability insurance to cover you while you are fulfilling authorised volunteer work

· Reimbursement of your expenses in accordance with the Volunteer Policy.

What the Council expects from you
The Council will discuss with you the amount of time that you are willing to commit to volunteering, when you will be available each week, and how your availability will fit in with the Councils needs. If, for any reason, you will not be attending as agreed, please let your manager know as soon as possible so that a substitute can be found or different arrangements can be made.  If the Council has work for you, your manager will let you know as soon as possible.

Confidentiality

In the course of your volunteering you may come across confidential or sensitive information about the Council, its staff, its clients and third parties.  You must respect this confidentiality and not use the information for your own benefit or disclose the information, except where required or permitted to do so by law.

Policies

You will abide by the Council's Health and Safety, Equal Opportunities and all other policies and procedures that relate to your volunteering.  The manager will provide you with further details during your induction.  

Ideas and problems

You may have ideas for the better performance of your duties or of ways in which we can meet our objectives as a Council. Please discuss these with your manager.

You may run into problems when performing your duties. You should discuss any complaint or problems with your manager.

Your manager will discuss with you any issues that he/she may have with your work.

Termination
Either you or the Council can terminate this agreement with or without notice at any time.

Name [insert name of volunteer]

Signed: ……………………………………………….. Date: ………………………………
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