
Volunteer policy template 

This template can be adapted to help you to develop a policy for working with young volunteers.  For details on developing a volunteer policy, see section 2.2 in the Volunteering Handbook.
	Section 1 - Values

	What are the key aims and objectives of your library service?
	

	Why do you want to use volunteers in your work?
	

	How will volunteers help you to meet the aims and objectives of your library service?
	

	How will volunteers complement the work of your paid staff?
	

	How do your library service policies on equal opportunities, diversity, quality and access apply to young volunteers?
	


	Section 2 – Staff briefing

	Do all staff have an understanding of why you are using volunteers, what role volunteers will be playing and what support they will need?
	


	Section 3 – Health and Safety

	What is your health and safety policy for staff?
	

	Are any amendments needed to make this policy suitable for young volunteers?
	

	Have you completed a risk assessment for young volunteers?
	

	Are the staff working directly with young volunteers CRB checked?
	

	Have you made sure you've got parental permission to work with young volunteers under 16?
	

	Do you need to undertake CRB checks for any of the volunteer roles that you are creating?
	


	Section 4 – Volunteer roles

	Have you developed volunteer role descriptions that outline the purpose, tasks and main requirements of the roles?
	

	Are you clear about what support volunteers will need and who will provide this support on a day-to-day basis?
	

	Have you identified adequate resources for volunteers to perform their roles?
	

	Do you have a budget and a policy for paying volunteer expenses?
	


	Section 5 – Recruitment

	Do you have an equal opportunities policy which can be applied to volunteering?
	

	Have you developed a fair and open recruitment and selection process for volunteers? 
	


	Section 6 – Induction and briefing

	How will volunteers be briefed on their role? By whom?
	

	Within what timescale can volunteers expect to have received an induction?
	


	Section 7 – Training and support

	What training opportunities will be available to your volunteers? How will it be delivered?
	

	Will you need a budget for volunteer training?
	

	Who will provide support and supervision for your volunteers? On what basis?
	

	How will any grievances or complaints be addressed?
	

	How will you keep volunteers informed about service developments and publicise volunteer achievements?
	

	Do you have clear guidelines on confidentiality that are communicated to volunteers?
	


	Section 8 – Recognition

	Will you be offering accreditation to your volunteers? How will it be delivered?
	

	How else will you recognise and celebrate volunteer involvement?
	

	What kind of records will you keep of volunteer involvement and achievements?
	


	Section 9 - Progression

	What support can young people expect in identifying progression routes?
	

	How will you evaluate the impact of your volunteering programme?
	


	Review

	How often will you review your volunteer policy?
	

	Who will be involved in conducting the review?
	

	How will you communicate the results of a review to your staff?
	


Volunteer risk assessment template

For more information on Risk Assessment see section 3 of the Volunteering Handbook
	Describe the area/role this assessment covers:



	Identify the 
MAIN  RISKS 

to people ,property and/or organisation’s work and reputation


	Evaluate the seriousness of these risks:
	How can you manage these risks?
	REVIEW

	
	Likelihood of risk:

High/Medium/Low


	Magnitude of risk:

High/Medium/Low


	1.Stop the Activity

Action needed/
Mitigating

factors:
	2. Reduce

the risk

Action

needed/

Mitigating

factors:
	3. Finance

the Risk

Action

needed/

Mitigating

factors:
	How and when will you review the risks in this area?



	
	
	
	
	
	
	

	
	
	
	
	
	
	


Identifying volunteer roles template 

Use the matrix below to think about the kind of volunteering roles you could provide, taking into account the timing, length of commitment and accreditation status that young people might require. For more information about creating volunteer roles see section 4 of the Volunteering Handbook.
	
	Short-term commitment
	Medium-term commitment
	Long-term 
commitment
	Accredited or
 non-accredited

	Can be done out of 9-5 hours e.g. after school and at weekends
	
	
	
	

	Can be done during school holidays


	
	
	
	

	Can be done off-site?


	
	
	
	


Develop volunteer roles template

Use this template to help you to develop clearly defined volunteer roles for young people. For more information on creating volunteer roles see section 4 of the Volunteering Handbook.

Role title:  
________________________________________
Main purpose:  _______________________________________
	What does the role involve?

· List all the activities a young person will be involved in

· Which clients/ user groups might they be involved with?

· What might be difficult?


	

	When will the young person take part?

· Will the role entail short-term or long-term involvement? Evenings, daytimes or weekends? Set times or flexible times? 

· How many hours per week/month?


	

	Where will the volunteer be 

expected to work?

· In the library? 

· In other venues?


	

	With whom?

· Will the volunteer work alone or as part of a volunteering team? 

· Will they work with paid colleagues?
	

	Support and supervision

· Who will support the volunteer?

· What kind of support and supervision will they need?


	


	Training, resources and information

· What training will the volunteer require in order to fulfil the requirements of the role?

· What resources and information will they be given?


	

	What will the volunteer get out of this role?

· What skills will they develop?

· What experiences will they have?

· What might the role lead on to?

· What qualifications might they gain?

· What expenses/ perks will they get?


	

	What kind of person would this role suit?

· Creative

· Organised

· Outgoing

· interested in computers/reading etc


	


Volunteer recruitment template 

 “If fear is there you won’t feel motivated, you won’t be willing to take part.  But if you get good at something it builds confidence and then you get better at it.” Young volunteer, HeadSpace Haslingden
When you're promoting a volunteering role it's important to put yourself in the place of a young person and think about what they're going to get out of it. For more information on promoting and recruiting volunteering roles see section 4 of the Volunteering Handbook.

Example Role: Stock selector

Bored? Like spending other people's money? Want to make a real difference in your community? Join our lively and committed team of young people to choose DVDs, CDs, books and games for the library. We offer fun training, a chance to meet other young people, refreshments and bus fares. You can also get discounts when you borrow DVDs, CDs and games from the library and, if you're interested, you could get a Youth Achievement Award.

We meet on a Wednesday evening 6-8pm with occasional shopping trips at other times.

If you're interested, drop in on a Wednesday evening or get in touch with James (our volunteer co-coordinator) by text 077................ or email james@................

How you present this information is up to you. It could be a recruitment talk at a school or other youth venue, a flyer or an online advertisement. Your use of pictures and catchy headlines or your enthusiasm as a presenter will also have an impact on your audience.

Notice how the advert sells what young people will gain from the role and also relieves fears e.g.

1.
 It'll be fun and relaxed

2.
 I get free stuff

3.
 I won't have to be starving if I can't get my dinner first

4.
 I won't have to walk home in the dark

5.
 I don't have to make a phone call for more information

6.
 I could just have a look and see if it's for me 

Volunteer application form template 

Use this sample volunteer application form below to think about how young people interested in volunteering in your libraries might apply. 
We're really glad that you want to volunteer with us. It would help us if you could answer a few questions, just so we can make sure that you get what you want out of volunteering with us and so that we know where to contact you.

[image: image1.png]


Name:






Tel No(s):
Address:



















E-mail:

Why are you interested in volunteering with us?

	


What kind of volunteering would you like to do? e.g. volunteering with people, using computers, doing design and promotional work?
	


What kind of skills do you have that might help you in your volunteering? e.g. are you creative or good with money? Have you done paid work with customers before? Have you got experience of young children through playing with family members? What other things are you good at?

	


When do you want to volunteer? Are you free during the day, in the evenings or at weekends? Do you want to take part in a particular project or do you want something long-term?

	


Do you want to be accredited for your volunteering? Yes / No / Maybe

Are you already working towards any accreditation that we could help you with e.g. Duke of Edinburgh's Award, Youth Achievement Award?

If you're under 16 please ask a parent or guardian to sign this form to say that they're happy for you to volunteer with us. If you're over 16, then you can sign the form yourself.

Please sign and date below:
Signed:  _______________________________________  Date: ___________________________

Name of signatory and relationship to volunteer:

_______________________________________________________________________________

Thank you for filling in this form. We look forward to welcoming you to our team! 

Sample volunteer induction checklist 

For more information ion on the young volunteer induction process, see section 5 of the Volunteering Handbook.
	The Project and the Library
	Done
	Date

	Mission statement and values
	
	

	Introduction to Library Service, groups of young people you are working with and services offered.
	
	


	Volunteering Information
	Done
	Date

	Volunteer Agreement & Volunteer Role Description
	
	

	Volunteer Policy
	
	

	Expenses Procedure
	
	

	Acceptable behaviour/rules 
	
	

	Support
	
	

	Accreditation 
	
	

	Dates of Volunteer meetings and events
	
	


	Volunteer Safety
	Done
	Date

	Health & Safety
	
	

	Child Protection/Protection of Vulnerable Adults
	
	

	Data Protection and Confidentiality
	
	

	Complaints Procedure
	
	


	Practical Details
	Done
	Date

	Tour of Library, toilets, what’s kept where etc. 
	
	

	Introduction to other staff and volunteers
	
	

	Work space (eg access to computer/telephone)
	
	

	Refreshments, breaks etc
	
	

	First Aid
	
	

	Fire Drill 
	
	


	Training
	Done
	Date

	Using equipment e.g. photocopier, computer system, coffee machine etc
	
	

	Reader development 
	
	

	Display 
	
	

	Other training specific to role 
	
	


Signed:

Date:

Sample volunteer agreement 

Use the sample volunteer agreement as the basis of your own agreement when recruiting a young volunteer. For more information on volunteer agreements see section 5.2 of the Volunteering Handbook.
Name of Volunteer:
Name of Support Worker:
Welcome to[X LIBRARY]. We are really pleased that you want to start volunteering with this project. This sheet is a record of what you have agreed to do when you are volunteering. It also tells you what we have agreed to do so that your volunteering experience is a positive and rewarding one.

You should have been given some other really useful pieces of information- let’s check: 

Do you understand the Volunteer Policy?
Y/N

Do you understand the [NAME OF VOLUNTEER ROLE] role description?
Y/N

This agreement is between [NAME OF LIBRARY SERVICE] and the volunteer named above.

Volunteer activity

Your volunteer activity is to be a [NAME OF VOLUNTEER ROLE] you can find out all about this from the [NAME OF VOLUNTEER ROLE] role description. 

Time Commitment

Volunteering in [X LIBRARY] means regularly giving your time to help others and develop the project. We’re really pleased that you’ve agreed to [ENTER TIME COMMITMENT] 

Support and Training

We’ll make sure that you get an introduction session so that you know who you will be working with, how to find your way around and any other really useful information you’ll need to do your job well. [NAME OF PERSON PROVIDING SUPPORT] is here to answer any questions you have and give you any other support and information you need to be a volunteer. You can talk to [NAME OF PERSON PROVIDING SUPPORT]  any time that you are volunteering, and you will get regular one to one support sessions, while you are volunteering with us.  These will help you get the most from your volunteering, allow you to raise any issues you wish to talk about and also help us to understand how we can make the volunteering role more enjoyable for you. 

Expenses

We can’t pay you to be a volunteer in[X LIBRARY],  but we don’t think it should cost you anything to be involved here. [NAME OF LIBRARY SERVICE] can pay you for any expenses such as travel [INCLUDE ANY OTHER EXPENSES INTEND TO PAY] that you have because of volunteering in[X LIBRARY].  If you need to claim expenses you will need to [GIVE CLEAR BRIEF DETAILS OF PROCESS]

Problems

We really hope that you enjoy volunteering at [X LIBRARY], but if you have any concerns or complaints about being a volunteer you should talk to [NAME OF PERSON PROVIDING SUPPORT] about it first. If they can’t help you they will ask your permission to pass on your concerns to the Head of the Library Service who will reply to your issues.

To make the [X LIBRARY] project a success we need all volunteers to behave well and carry out their role to the best of their ability. If you aren’t able to carry out your role or if your behaviour upsets others we will always talk to you about this first. You may be asked to stop being a volunteer if we aren’t able to resolve the situation.

Your safety

 [NAME OF LIBRARY SERVICE] will provide you with supervision, training and support to make sure that you are safe when working in [X LIBRARY]. It is important that you understand and follow any information and training you are given.  If you don’t understand or remember something you need to do, always ask. 

If you understand all the information on this sheet and are happy to be a [X LIBRARY] volunteer please sign below:

Signed…………………………………………(Volunteer)                          

Date………………..

Signed…………………………………………(Support Worker)  

Date………………..
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