This model policy should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.
VOLUNTEER POLICY
Role of Volunteers
(Name of Organisation) has a commitment to working with volunteers and involving them in the organisation.  Their tasks will complement the duties of paid staff and be beneficial to the organisation and the volunteer.

Recruitment & Selection
Volunteers will be recruited for the skills and experience they bring to the organisation and good practice in equal opportunities will be observed at all times.  However, (Name of Organisation) will offer volunteers a learning environment where they can gain new skills, knowledge and experiences.

As far as possible (Name of Organisation) will try to match the needs of the organisation and the volunteer; at times it may be necessary to decline an offer from a volunteer but this will only be done on the basis of their suitability for the task.

All volunteers will be asked to provide a reference that identifies their suitability to work in a way that recognises equal opportunities and confidentiality.

Training and Support
An induction programme including written information and verbal briefings will be available for every volunteer at the beginning of their involvement with (Name of Organisation)  

This will provide information on the work of (Name of Organisation), its management structure, the volunteer's role and tasks and a named supervisor.

Volunteers will receive training, if necessary, to perform their tasks efficiently and ongoing support from a designated member of staff.

After an agreed probationary period the volunteer and their designated supervisor will review the situation and decide on future working arrangements.  This gives both

 (Name of Organisation) and the volunteer the opportunity to decide if they wish to withdraw.

Insurance
All volunteers will be covered by (Name of Organisation) insurance policies in all aspects of their involvement.

Expenses
All volunteers can claim out-of-pocket expenses these include travel to (Name of Organisation) offices from home or to any other venue agreed by (Name of Organisation), meal allowance if work is around meal times or more than 4 hours a day. Actual cost of child minding or other dependent care costs

Involvement in decision making
Volunteers will be encouraged to attend staff meetings and contribute their views and ideas to discussions.

Complaints
If Volunteers wish to make a complaint about their treatment at (Name of Organisation) they should speak to their designated supervisor.  If the complaint is against their supervisor they should speak to the Director/Manager.

Any complaints against the volunteer will be dealt with by their supervisor. 

Volunteer Attendance
Volunteers will normally be expected to be involved for a minimum of three and a half hours a session between 9.30am and 5pm.

Occasionally volunteers may be asked to attend in the evening.  The hours for each volunteer will be agreed individually.

Volunteers will be expected to let the office know if they are unable to attend on an agreed day and to advise of holidays.

Equal opportunities
(Name of Organisation) has an equal opportunities policy and takes positive action to address barriers experienced by people who are discriminated against and/or are disadvantaged.  All volunteers will be expected to respect this policy and can expect to be treated fairly.

Health & Safety
  Volunteers will be expected to comply with the Health & Safety Policy.

Monitoring and Evaluation
In order to deliver a quality service to its members and customers (Name of Organisation) monitors and evaluates all its work.  Volunteers will be expected to take part in any evaluation of their work.
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