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	Document Description
Volunteers are essential to Age UK Exeter in providing services and opportunities to older people in Exeter.  This document sets out Age UK Exeter’s values, what is expected of volunteers and how we will support them in their role.


	

	Implementation & Quality Assurance
Implementation is immediate and this Policy shall stay in force until any alterations are formally agreed.

The Policy will be reviewed every two years by the Board of Trustees, sooner if legislation, best practice or other circumstances indicate this is necessary.  

All aspects of this Policy shall be open to review at any time. If you have any comments or suggestions on the content of this policy please contact Sue Stride, s.stride@ageukexeter.org.uk or at Age UK Exeter, 138 Cowick Street, Exeter, EX4 1HS, 01392 455600


Volunteer Policy

1. Responsibilities

Responsibilities of Age UK Exeter
· To have in place clear recruitment procedures

· To have in place clear procedures for resolving any volunteering concerns or problems

· Ensure that procedures are in place to explain, support and monitor good practice requirements 
· To arrange an Introduction to Age UK Exeter training session as part of the induction programme
Responsibilities of the Volunteering Co-ordinator

· To follow the recruitment procedures

· To ensure that all volunteering tasks and roles are clearly defined

· Ensure that volunteers are kept up to date with any policy changes

Responsibilities of the Line Manager

· Provide a relevant and suitable induction for new volunteers 

· Provide access to support and supervision on a regular basis

· Review the volunteers performance on a regular basis

Responsibilities of the Volunteer

· To commit to Age UK Exeter’s aims and objectives

· To adhere to all policies, guidelines and procedures as set out by Age UK Exeter

· To attend any required training for the role

· Undergo a DBS check if required for the role

2.
Introduction

2.1
The aim of Age UK Exeter is to promote the wellbeing of all older people in Exeter and help make later life a fulfilling and enjoyable experience. We do this by providing a range of support and social opportunities for older people in Exeter on a regular basis. Volunteers are an essential part of providing these opportunities including through fundraising, finance and administration activities.
2.2
Age UK Exeter is committed to involving a diverse range of people in our work through both formal volunteering and other forms of community activity. We do this because we believe that:
· Volunteers, in their diversity of age, experience, cultural background and their involvement within communities, bring to our work a value which adds to our understanding of, and response to, older people’s needs.
· Through the involvement of volunteers we contribute to the building and support of active and sustainable communities based on social justice and mutual respect.
· The development and support of vibrant community networks and individuals within them is vital to the wellbeing of older people.
· We work more effectively with and on behalf of older people by providing opportunities for people to use their skills, knowledge and experience through volunteering.

· As volunteers who reflect the diversity of their communities, people bring a different perspective to that of professional paid staff, which adds value to our work.
· People of all ages care about and want the opportunity to contribute to make later life a more fulfilling and enjoyable experience for everyone.
· Older people with whom we work value the involvement of volunteers.
· By involving volunteers we can offer opportunities for genuine involvement, learning and development for individuals.
· Without the contribution of volunteers, we would only be able to achieve a small percentage of our work with and for older people.
2.3
A volunteer is anyone who freely chooses to undertake supporting Age UK Exeter through the giving of their time, skills and experience without financial remuneration beyond out of pocket expenses. It is support undertaken by choice and is unpaid. 

Volunteers:
· help with the delivery of our services

· are active in projects and community-led activities supported by us

· help raise funds to support our work.
· help with administrative and financial tasks which underpin the work of the charity
2.4
We believe that our relationship with volunteers is one of mutual responsibility and commitment within which Age UK Exeter and volunteers have both rights and responsibilities. We aim to ensure that volunteers enjoy their involvement with us and gain from it in terms of their own personal objectives. Age UK Exeter will devote sufficient personnel, resources and training to support volunteers in their role.
3.
Purpose of this policy


Our purpose in adopting this policy is to:
· highlight and acknowledge the value of the contribution made by volunteers
· reflect the purpose, value, standards and strategies of Age UK Exeter in its involvement of volunteers
· recognise the respective roles, rights and responsibilities of volunteers in Age UK Exeter
· confirm Age UK Exeter’s commitment to involving volunteers in its work
· help to ensure the quality of both the volunteering opportunities on offer and the work carried out by volunteers
· acknowledge the current areas of volunteer involvement in Age UK Exeter.

4.
Scope of the volunteer policy


Unless specifically stated otherwise, the policy applies to all volunteers in all programmes and projects undertaken by or on behalf of Age UK Exeter to all its departments and site of operation.

5.
Statement of principles of good practice

In involving volunteers we will be guided by the following principles of good practice:
· Tasks will be clearly defined so that all concerned with volunteers’ activities are sure of their respective roles and responsibilities.
· Volunteer roles will complement the work of paid staff.
· Service Co-ordinators and the volunteers for whom they are responsible will discuss mutual expectations and review performance on a regular basis.
· Age UK Exeter policies are reviewed bi-annually and consideration will be given as to how any changes will affect volunteers. Any such changes will be brought to the attention of our volunteers at the earliest possible opportunity which will include an item in Volunteers Voice.
6.
Recruitment and selection

· Age UK Exeter is committed to building a diverse organisation.  We are committed to equal opportunities including the short-listing, interviewing and selection of volunteers which will be carried out without regard to protected characteristics: age; disability; gender reassignment; marriage and civil partnerships; pregnancy and maternity; race; religion or belief; sex; and sexual orientation.
· After an initial meeting with the Volunteering Co-ordinator, prospective volunteers will be required to complete an application form. If required Age UK Exeter will provide help to complete the form. 
· People who offer to volunteer will hear from the Volunteering Co-ordinator within 10 days of their initial enquiry.
· Written role descriptions will explain what is expected of volunteers in relation to time, commitment, necessary skills, experience and specific duties required.
· Potential volunteers will be asked to understand and agree the values and principles of Age UK Exeter which inform the way in which we work.
· Volunteers will be asked to sign a statement saying they understand the specific policies that affect them in their role and will be given help and assistance if needed to be able to do this.
· We will ensure that procedures are in place to explain, support and monitor good practice requirements for volunteers selected to work with vulnerable older people.
· We will request two references from prospective volunteers (except for Taskforce volunteers), one from a general practitioner (where possible) and one character reference from someone who isn’t a family member, has recent knowledge of the applicant, and has known them for at least two years.
· Volunteers supporting vulnerable older people will be asked to undergo an enhanced Disclosure & Barring Service (DBS) check which will be renewed every three years.
· Volunteers will be placed in activities which match their skills, talents and interests and, once placed they will be required to comply with Age UK Exeter’s existing policies and procedures.
· We will regularly review the ways in which potential volunteers can make contact with us.
· Age UK Exeter is not able to accept volunteer applications from those who are not willing to commit to Age UK Exeter’s aims and objectives or from those that Age UK Exeter considers to be unsuitable for the role.  The agreement between volunteers and Age UK Exeter is voluntary on both sides and either party can bring this to an end.

7.
Volunteering by children and young people
· A child is someone who has not yet reached the official minimum school leaving age (MSLA) is the school year in which they turn 16) and a Young Person is someone over MSLA but not yet 18.
· A child aged 13 is able to take up volunteering but the minimum age which Age UK Exeter would accept is 14.  
· Parental consent is required for everyone under the age of 18.
· All applications will be considered by the Volunteering Co-ordinator who will give careful consideration to the needs and requirements of the child/young person as well as those of the service.  We reserve the right to restrict the number of children/young people in a service at any one time to one.  
· They will have a named member of staff who provides supervision and a point of contact.
· A child/young person of a member of staff or volunteer is welcome to apply to be a volunteer but in arranging a suitable role for them they would be placed in different department/service to the adult.
· A member of staff or other volunteer can take their child/young person with them into a service if the sole purpose is for a visit.  The volunteer or member of staff would not be able to undertake any duties whilst their child is with them.  The exception to this is volunteer visiting as the volunteer does not have any responsibilities for the client.  However, the client’s permission must be sought in advance.
8.
Support for Volunteers

· Age UK Exeter will invest financial and personnel resources in the management of volunteers. This will be laid out in Age UK Exeter’s development plan and related budget.
· We will provide an induction programme and a review session for volunteers to assess the progress of their placements and resolve any problems at an early stage.
· We will provide funding for volunteers’ out of pocket expenses. Volunteers will be given clear information about what expenses can be claimed and how to make a claim.
· Appropriate insurance cover for volunteers will be provided.
· Volunteers will be given information on legislation and other policies which may affect them e.g. Health and Safety and Equal Opportunities. In these respects volunteers will be treated in the same way as staff for liability purposes.
· All volunteers will be offered access to support and supervision on a regular basis, with a named person, and will be informed of who to contact in an emergency.
· All volunteers will be offered access to appropriate training to enable them to develop their capabilities and competence in relation to their volunteering role.
· Opportunities will be provided for changing/upgrading volunteer responsibilities as desired by the volunteer and appropriate to Age UK Exeter’s needs.
· Volunteers will be made aware of Age UK Exeter’s complaints procedure and whom to contact if they have a complaint about an aspect of their role with the Charity.
· Volunteers will be made aware of Age UK Exeter’s policy on resolving volunteering problems and concerns.
· A designated person will be assigned responsibility for ensuring the disciplinary procedure for volunteers is followed in accordance with the general procedures of Age UK Exeter and the volunteer will be kept informed of all stages.
9.
Relationship with paid staff

· We will ensure that paid staff at all levels are clear about the role of volunteers and that good working relationships are fostered between them and volunteers.
· Appropriate training, support and resources will be provided for those who work alongside volunteers and for those who have a managerial role in relation to them.
· Volunteers will be given clear information about the roles undertaken by paid staff and of their value to Age UK Exeter.
· In the rare event of industrial action by staff, volunteers will not be engaged to do the work of paid staff.
10.
Contracts and Service Level Agreements

In entering into contracts or service level agreements which involve volunteers, we will ensure that:
· The role of volunteers is made clear and that satisfactory arrangements are in place for their management.
· The terms of the contract or service level agreement provide for the necessary resources to involve volunteers.
· Arrangements are made to set out the roles and commitments of volunteers.
· The impact of volunteering and its benefits are promoted and acknowledged.

11.
Relationships with other groups and organisations meeting the needs

of older people

In all our relationships with other groups, organisations or partners we will:
· Promote volunteering as an important means of contributing to the building and support of active and sustainable communities based on social justice and mutual respect
· Promote good practice in volunteering.

12.
Local volunteering

We will develop relationships with local organisations which support volunteering on the following principles:
· There is a need for a strategic approach to the development of volunteering locally.
· There is a need to support the work of local volunteering development agencies e.g. The Volunteer Centre, in providing leadership in developing awareness of, and standards for, practice in volunteering.

13.
Responsibility for the policy

Overall responsibility for the implementation, monitoring and review of policy lies with the Board of Trustees and on a day to day basis with the CEO who will report to the Board on a regular basis.
If you have any comments or suggestions on the content of this policy please contact 
Sue Stride, s.stride@ageukexeter.org.uk or at Age UK Exeter, 138 Cowick Street, Exeter, 
EX4 1HS, 01392 455600

Procedures

Procedures for Children/Young People
There are a number of schemes/routes by which children/young people can volunteer with Age UK Exeter.  In all instances the enquiries and applications will be considered by the Volunteering Co-ordinator with the supervision being provided as follows:
· Work Experience – Volunteering Co-ordinator

· Duke of Edinburgh Award Scheme – Service Co-ordinator

· Taskforce – Fundraising Manager

· National Citizen Award – Service Co-ordinator

· Under 18 Volunteer – Service Co-ordinator
· Student work placement – Service Co-ordinator
The following departments are considered suitable for placement 

· East Exe

· West Exe

· Cowick Street Café

· Sycamores kitchen

· Taskforce

· Imperial/Beacon Heath/Heavitree social groups

· Craft Group

· Reception/admin (suitable for work experience placements only in an observational/mentored capacity)
· Project based work 

· MiS Shop

An escorted visit to the Allotment would be suitable but it would not be appropriate if unescorted.

The following departments would not be suitable for placements:

· Park Club

· Lane Club

· MiS/Tools Co

Children of members of staff are welcome to apply to volunteer and should follow the usual recruitment procedures.  Placement in the same department as the member of staff would not be considered to be in everyone’s best interest.

Procedures for requests for Community Service
The Volunteering Co-ordintor to be the first point of contact for such requests.  
Decisions on the placement to be made in consultation with the CEO and/or Services Manager. The CEO will keep a confidential record of the decision making process.
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