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Wired Volunteer Policy

Introduction

A volunteer is understood to be a person who has agreed to perform an activity in an unpaid capacity at the direction and on behalf of Wired.  Wired recognises the value of volunteers as a significant resource who make a vital contribution to our aims and vision.  We endeavour to encourage, develop and support volunteer involvement in our work in which volunteers are already important stakeholders.  Volunteers bring new skills and perspectives to the organisation. 

Wired believes that our relationship with our volunteers is one of mutual responsibility and commitment, within which Wired and volunteers both have rights and responsibilities. We hope that volunteers enjoy their time with us and gain from it in terms of their own personal development.

Purpose of the Volunteer Policy 

Wired’s purpose in adopting this policy is to:

· Confirm Wired’s commitment to involving volunteers in the organisation

· Highlight and acknowledge the value of the contribution made by volunteers

· Provide overall support, guidance and direction to volunteers;

· Ensure volunteers are aware of all policy and procedures and understand their role in following these at all times


· Provide a safe working environment in line with Wired’s Health and Safety policy

· Establish clear principles and standards for the involvement of volunteers

· Clarify the roles and responsibilities of volunteers to ensure the ongoing quality of both the volunteering opportunities on offer and the role carried out by our volunteers.
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Wired Volunteer Charter

Wired recognises the value of our volunteers and the time and effort they freely give to support the organization. In this Wired and the team endeavour to:

1.
Have policies of equal opportunity and equal access applying to all volunteers.
2.
Provide Volunteers with induction (including health & safety) training so that they will be able to carry out their volunteer role safely and competently; Wired will offer appropriate and relevant training where required to carry out the agreed activity.
3.
Make sure that each Volunteer knows the paid or volunteer member of staff he or she is responsible to.
4.
Have insurance to cover every Volunteer against injury while carrying out a directed Wired activity.

5.
Reimburse authorised out of pocket expenses including travel expenses.
6.
Inform Volunteers about our policies, plans and programmes and invite them to contribute to our decision-making processes through existing management channels.


7.
To endeavor to make your volunteer time a rewarding experience

Signed:
Tracey McNaboe



Deputy Chief Executive 
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Summary of Rights and Responsibilities of Volunteers

Volunteer’s       In engaging volunteers, we recognise the rights of volunteers to:

· know what is expected of them and to be given clear information and an induction into the organisation

· have clearly specified lines of support and supervision in order to carry out the agreed activity
· have safe working conditions

· be insured

· be paid out of pocket expenses for costs actually incurred 

· have relevant training to carry out agreed activities
· be free from discrimination

· experience personal development through their participation as volunteers

· ask for a reference

· withdraw from voluntary work at any time
Volunteers Responsibilities
· carry out your tasks/activities in a way which corresponds to the aims and values of Wired at all times.

· ensure high standards of customer care are delivered in all aspects of tasks and activities carried out


· work within agreed guidelines adhering to instruction and safe working practices and attend relevant training and support sessions where possible and mutually agreed
· to follow principles of Good Practice and Equal Opportunities as outlined in the Volunteer Policy and in line with Wired’s mission 
· respect confidentiality – Volunteers will be asked to sign a confidentiality agreement.
· to positively promote and portray the professional standing of the organisation at all times 

· report any problem/issues/complaints  as soon as possible

· where possible to give as much notice to Wired as possible should you be unable to attend and or to end your volunteer activities.

Statement of Principles of Good Practice

Good Practice

In involving volunteers we will be guided by the following principles of good practice:
Steps will be taken to ensure that employees at all levels are clear about the role of our volunteers.

Tasks to be performed by volunteers will be clearly defined, so that all concerned with their activities are sure of their respective roles and responsibilities

The organisation will keep records of the work done by volunteers as a basis for monitoring, and volunteers will have access to their records

Opportunities will be given for volunteers to represent their views. 

Finding and Working with Volunteers

Wired aims to develop a team of volunteers, with the intent of broadening and expanding community involvement and supporting the work of Wired.

Volunteers will be engaged and valued in line with Wired’s Equal Opportunity Policy without regard to race, sex, age, disability, sexual orientation, religion and ethnic origin.    

To ensure that all volunteering opportunities are widely accessible they will be promoted appropriately.  Volunteers will be considered from a various sources including: word of mouth, Wired’s website, recruitment events and agencies, newspaper adverts, local community groups and institutions and friends groups.


· We will regularly review the way in which potential volunteers can make contact with us.

· People who offer to volunteer will have their offers dealt with as quickly as possible.

· Volunteers will be asked to complete a registration form.

· We will request references for volunteers where this is seen to be appropriate, and Criminal Records checks will be made in accordance with Wired’s policy in all cases.
· As far as possible, placements will match the volunteer’s skills, talents and interests with the voluntary work to be carried out

· Volunteers will receive a written Volunteer Policy, which sets out the terms of the voluntary arrangements.  Volunteers will be expected to comply with all of these arrangements.

· Wired reserves the right not to take up the offer of a potential Volunteer

Induction and Initial Training


Each volunteer will be assigned a clearly identified contact/mentor – known as the Coordinator - within the organisation.  This person will be responsible for ongoing guidance of the volunteer, and shall be available to the volunteer for consultation and assistance.  A volunteer may be a contact/mentor of other volunteers, provided that the supervising volunteer has a member of staff as their contact/mentor.

All volunteers will receive a general introduction and induction to Wired covering housekeeping  issues, expenses, equal opportunities, customer care, confidentiality, health and safety, code of conduct, the nature and purpose of the organisation, the nature, operation, purposes and requirements of the volunteer’s role. 

All volunteers will be offered appropriate access to support on a regular basis, with a named Coordinator and will be informed who to contact in an emergency. The Coordinator will ensure that induction takes place and will review the Volunteer’s progress and will endeavour to resolve any problems at an early stage.

Ongoing Support

All volunteers will be offered access to relevant and appropriate training to enable them to develop their capabilities and personal competence appropriate to their volunteering role wherever possible.

An informal review of the volunteer role will take place on a regular basis.  This will look at any problems or issues a volunteer or Coordinator has, any other areas a volunteer is interested in, and ideas for improving the quality of the volunteering role.  

Other written records may also be kept including recruitment documentation, tasks performed and training records.  Volunteers’ personal records shall be accorded the strictest confidentiality in accordance with data protection legislation.  Volunteers will be able to access their own records upon request.

Volunteer Approach for Raising Concerns and Making Complaints

Wired has an informal and formal complaints procedure to deal with any concerns a volunteer may have. This procedure can be found at the end of this document.
Health and Safety

Wired takes its responsibilities for health and safety very seriously.  Through careful risk management and planning we aim to provide a safe and healthy environment for all volunteers.  In return, everyone is expected to take reasonable care of themselves and those around them and to cooperate with all Health and Safety policies, procedures and instructions.  Wired’s Health and Safety Policy will be covered in the Induction. Risk Assessments will be undertaken as required.
Confidentiality

You must comply with Wired’s Volunteer Confidentiality Policy. 
You must return to Wired any documents and tangible items which belong to Wired, or which contain or refer to any confidential information which is in your possession or under your control should you leave your volunteer role.
Ownership of Material/Copyright

All work designed, developed and produced during your time as a volunteer remains at all time the property of Wired.
Leaving your Volunteer Placement

         We hope you enjoy your volunteering time with Wired. As a volunteer you are under no contractual obligation to give notice to leave.  However, if you can let us know as soon as possible that would be greatly appreciated.
Review of Volunteer Policy

This policy is the responsibility of the Deputy Chief Executive, who will ensure that Wired’s policy and procedures on Volunteers are monitored, reviewed and reported annually. 
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