SPIN VOLUNTEER POLICY 

(includes Health & Safety policy & Volunteer code of conduct)


Definition of a volunteer for SPIN
Person undertaking an entirely voluntary role within the organisation of SPIN and is unpaid.  Volunteers can expect to either hear a description of a role and/or read a description of a role and/or be involved in amending a role description once volunteering.  
Training and supervision

Training needs will be discussed BEFORE the volunteer commences and during the time they volunteer with SPIN bearing in mind timing, availability and budget available for relevant training.   Volunteers can expect support and supervision during their role.  It is important that we both know your preferred learning style and it may be worth you looking at some of these materials when you start volunteering with us.  www.learning-styles-online.com
Health and safety (Health & Safety at work Act 1974) and risk assessment 
Volunteers are entitled to see a copy of the SPIN Risk Assessment Policy and clarify risk within their role.  SPIN makes every effort to ensure a safe environment for both members and volunteers.   The Director has overall responsibility for health and safety and the Director will identify risk and management of risks and concerns although all volunteers have the responsibility to develop measures to take reasonable care of themselves and others.  

Personal safety

The majority of our members are not seen face to face or in close contact with volunteers.   Other contact is in a public place at public events. Where possible volunteers will avoid one to one contact with vulnerable parents on their own such as attending their home and or seeing them in the office when a single volunteer is present with the member.   SPIN volunteers are advised to use mobile phone numbers rather than home phone numbers and ideally not meet in their homes.  All volunteers carrying any other volunteers/ members in their car including children should ensure that all are wearing seatbelts and in the case of children are carried in car seats appropriate to their size, weight and age.  
Induction including confidentiality

Volunteers can expect induction and briefing on the role before they commence and during the volunteering.  Volunteers will be given policies and procedures relating to their role but may also request any other policies and procedures held by SPIN.  A checklist is held to confirm that documents such as the Safeguarding policy have been read, understood, signed, dated and returned by the volunteer.  This policy clearly states how SPIN volunteers will manage disclosures and concerns.    Policies and procedures are in accordance with the Protection of Children Act and Protection of Vulnerable Adults scheme.  

Probationary period/trial periods/reviews
This will be discussed according to the role undertaken.  

References 

References may be sought by SPIN before commencement of a role and or during the volunteering.  

DBS checks

We aim to create an environment in which everyone involved in SPIN knows that the protection of vulnerable parents and volunteers is taken seriously and DBS checks may be required for certain roles within SPIN.  
Expenses

Reimbursement of expenses relating to the role of the volunteer need to be agreed in advance with the Director.  This could include: -

· Travel to or from the place of volunteering (receipts or show return tickets)
· Lunch or other meal whilst volunteering entire day
· Stationery used

· Postage used

· Phonecalls made

· Childcare or care of dependents (please note this may be registered or unregistered but the responsibility of the quality lies with the volunteer.  It would not be paid if the child(s) would normally be at school)
Expenses must be accompanied by appropriate receipts ie detailing date, amount and provider.  Reimbursement should also be agreed IN ADVANCE ie whether it will be on the day or monthly for example and by cash or cheque.   Volunteers must complete either a SPIN expenses form or use a petty cash voucher and clarify when and how expenses will be reimbursed for their particular role.
Volunteer drivers

Drivers using their own vehicles should inform their insurers of their voluntary activities but this may incur additional cost.  It is important that there is very clear information provided that you are not undertaking any paid work so that in the event of any accident, do not use the words ‘meeting’ or ‘work’ etc or it could invalidate your insurance.  

Volunteering and welfare benefits

Claimants claiming JSA/ESA and other work related benefits are fully entitled to volunteer as long as they remain available for, and actively are seeking work.  There is no limit to the number of hours but it is likely that someone volunteering full-time may be regarded as being unavailable for work.   
References and testimonials wanted by volunteer during/after role with SPIN

Volunteers can request references in relation to the activities undertaken whilst volunteering with SPIN.  Volunteers can also request a testimonial after they have volunteered with SPIN.  

Exit interviews

Volunteers may be asked if they would be prepared to assist SPIN with future roles/recruitment/management by providing feedback at an exit interview.  This might also assist in providing accurate and useful references for the member as it may give us more background information such as personal difficulties impacting on volunteer role or highlight conditions that do not support that particular volunteer.
VOLUNTEER AGREEMENT

Volunteers are an essential, important and valued part of SPIN.  We hope that you enjoy volunteering with us and feel a part of our team.  We wish to show our appreciation of your time with us and do our best to make the experience useful, enjoyable and rewarding.  This agreement tells you what you can expect from us and what we expect from you.  We aim to be flexible so please discuss any issues and changes and we will try and accommodate you.  This agreement is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of anyone.  There is no employment relationship at this time and no commitment to any future employment.   

COMMITTMENT BY SPIN

We, SPIN will do our best to: -

· Introduce you to the organisation, your role and provide training 
· Provide discussions within the organisation to discuss your work, how it is organised and get feedback from us

· Respect your skills, dignity and individual wishes

· Pay your agreed receipted travel and childcare costs

· Consult/inform you of organisational changes especially if they affect your role

· Provide a safe workplace and apply our health and safety policy

· Apply our equal opportunities policy

· Apply our complaints procedure if there are problems

COMMITTMENT BY VOLUNTEER TO SPIN’s AGREEMENT AND CODE OF CONDUCT
I, agree to do my best to: -

· Work reliably to the best of my ability 

· Follow policies and procedures especially confidentiality

· provide references if requested

· agree to a DBS check if required

· participate in induction, training and development activities

· arrive on time (I am aware that timekeeping will be important and could be a reason to discontinue a volunteering role)
· attend meetings as requested and agreed
· advise a member of the management team as early as possible if unable to attend/going to be late (request a mobile phone number)
· be a positive role model for other volunteers and/or members especially when children are present.  This means not making inappropriate comments, jokes, swearing, touching etc

· be welcoming, encouraging and supportive

· be inclusive and respectful

· be responsible and ensure the safety, wellbeing and comfort of other volunteers and/or members
	Signed on behalf of SPIN


	Date

	Signed by Volunteer


	Date
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