Volunteer Policy

Introduction

Age UK Camden is a voluntary organisation and volunteers are at the heart of its structure - as trustees, committee members and in the day to day running of the services. The contribution of volunteers to the work of the organisation is especially valued and respected. 

Volunteers increase our capacity to fulfil our mission statement and deliver on our objectives. They keep the organisation in touch with our purpose and provide a wide range of relevant skills and perspectives that improve the work we do.

Mission Statement:

Age UK Camden aims to promote the well-being of people in later life in the London Borough of Camden, and to help make later life a fulfilling and enjoyable experience.

This policy sets out how Age UK Camden intends to support its volunteers
Principles

This Volunteering Policy is underpinned by the following principles:

· Age UK Camden will ensure that volunteers are properly integrated into the organisational structure and that mechanisms are in place for them to contribute to its work.

· Age UK Camden does not aim to introduce volunteers to replace paid staff.

· Age UK Camden expects that staff at all levels will work positively with volunteers and, where appropriate, will actively seek to involve them in services.

· Age UK Camden recognises that volunteers require clear roles, a satisfying personal experience and will seek to help volunteers meet these needs, as well as providing the training for them to carry out their tasks effectively.

Types of Volunteer

Age UK Camden recognises three different types of volunteers. 

Regular Volunteers

These are people who take on a particular task, on an ongoing basis.  The range of these roles will reflect the services and projects being undertaken by ACC at any given time.  Examples are:  Befriending/Home Visiting, Advocacy, Computer Training, Resource Centre and Shop help.
Trustees and committee members

These people hold positions of responsibility and have been elected by members of the organisation or selected on the basis of their skills and experience.

Employer Supported Volunteers /One time Volunteers
These are people who volunteer through the Corporate Programme of the company or other organisation they are attached to and help in a variety of ways, such as:

Organising outings/events

Decorating spaces or gardens

Sharing specialist skill/knowledge

PRACTICE GUIDELINES 

Age UK Camden is committed to good practice when supporting its volunteers. For more detailed information on how the organisation supports volunteers, see the Volunteer Induction Pack.

Recruitment 

Age UK Camden will make ongoing efforts to recruit volunteers who match appropriate needs. This selection process will be based on the skills and interest of the volunteer and the current needs of the organisation.

Volunteer Roles

Regular volunteers and trustees will have clear roles and tasks which have been agreed by all parties. In agreeing to undertake these roles, volunteers are expressing a commitment to the organisation and its policies and procedures and to carrying out their duties in line with these guidelines. 

Induction, information and training

Volunteers will receive an appropriate induction, which will include information on the aims, background and organisational framework of the organisation. Additional information will be provided to help the volunteer with their role. Age UK Camden will strive to make the information sessions accessible. Opportunities to develop knowledge and skills will also be provided as appropriate. 

Volunteers will receive a copy of the Volunteer Induction Pack to keep and refer to when necessary.

Support and Supervision

Volunteers will be supported and supervised by a named contact person within the organisation. This person will provide the volunteer with feedback on their role, the opportunity to discuss future tasks and developments and a chance to discuss any issues that may arise. 

Health and Safety 

Age UK Camden will, as far as is practical, care for the health, safety and welfare of its volunteers. Volunteers will be provided with copies of relevant health and safety procedures and receive appropriate support and training relevant to the role/ task they are undertaking. Volunteers will adhere to the health and safety policies and guidelines.
Expenses

Volunteers will be reimbursed travel and other approved expenses when allowed by Age UK Camden Expenses Policy. To claim expenses, supporting receipts must be provided. 

Having a voice

Volunteers will be given opportunities to express their views about issues concerning the organisation and its work.  You can also give us feedback through your appointed supervisor.

Insurance 

Volunteers will be covered by the organisation's insurance policy while engaged in approved work for Age UK Camden

Equality & Diversity 

All volunteers need to recognise and fulfil their personal role in making Age UK Camden a genuinely inviting and inclusive organisation.

Age UK Camden has a commitment to diversity, which is about:

§
Recognising and seeking to redress inequality and disadvantage

§
Recognising and valuing difference

§
Treating all in a fair, open and honest manner

§
Recognising the right of service users , volunteers and  employees to be treated with dignity and respect

Confidentiality

Volunteers are bound by the same Confidentiality Policy as staff.

Volunteers will have access to personal information about some individuals. Some volunteers will also hold information about, for example, financial and personnel matters. The organisation needs to be able to trust its volunteers with such information, which is confidential.  However, volunteers suspecting mistreatment or abuse of a client, another volunteer or staff member should discuss the matter with their supervisor. This person will make an informed decision on what needs to be done. 

Adult Protection Policy

Age UK Camden has adopted Camden Adult Protection Policy, Camden Council December 2007.

In all cases regarding the abuse or inadequate care of vulnerable adults, Age UK Camden staff and volunteers must alert their line manager and the Advice and Rights Manager immediately.  See:  Safeguarding Adult Guidelines for Volunteers
Managing Problems
Though we hope the volunteer experience will be a positive one, it is important that measures are in place to allow both the individual and the organisation to deal with problems and issues as they arise.  
Volunteer 
If a volunteer has any issue or concern relating to their role, a member of staff, volunteer or client, they are advised to raise it with their supervisor or the next appropriate person as soon as possible.  If the issue cannot be resolved informally, the volunteer can access the Volunteer Managing Problems Procedures to resolve it. 

Organisation
 If Age UK Camden has an issue or concern regarding a volunteer, they will raise it with that person at the earliest possible time with a view to resolving it informally.
If the complaint is made by a client regarding a volunteer, they will be kept informed of the matter and any decisions reached.

If the matter cannot be resolved informally, the organisation can access the Volunteer Managing Problems Procedures.  
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