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1. INTRODUCTION
1.1
Peabody is committed to promoting good practice in volunteering and recognises that each volunteer brings with them additional skills, experience and knowledge which can enhance our ability to deliver services and develop the organisation. 

2.
POLICY OBJECTIVES
2.1
The purpose of this policy is to provide a framework for all Peabody staff across the organisation when considering involving volunteers in their work:

a) To provide an example of good practice for staff working in communities
b) To give a cohesive and consistent approach to ensure that volunteers are fully supported during their volunteering role

c) To ensure fairness and consistency when involving volunteers from diverse groups in line with Peabody’s Equality and Diversity Policy 

d) To provide a foundation for staff to refer to when making decisions around creating opportunities to involve volunteers
2.2
A ‘Volunteer’ is defined as someone who commits time and energy for the benefit of others, who does so freely, through personal choice and without expectation of financial reward, except for the payment of actual out of pocket expenses
.

2.3
Peabody understands that people volunteer for many reasons and we value their contribution, commitment and participation. Their involvement complements the work our organisation undertakes, but does not replace the work of paid staff members.

2.4
This policy must be read in conjunction with the Staff Toolkit and Volunteer Handbook
, Single Equality Policy, Health and Safety Policy & Procedures, Lone Working Policy, Caution Alert Register Policy, Work Placement & Young Workers Policy, CRB Policy, Complaints Procedure and Privacy & Confidentiality Policy.

3. TYPES OF VOLUNTEERING

3.1
Peabody believes that for volunteering to be successful, the needs of the organisation, service users and volunteers must match. We aim to ensure this match is successful through our recruitment and selection procedures and annual monitoring and evaluation of volunteer opportunities.

3.2 
Peabody supports residents, service users and local members of the community through several initiatives delivered through the New Business Directorate. These include activities such as Employment and Training support, Youth Services, community cafes, supporting communities manage community facilities and digital inclusion initiatives.
3.3 
These activities lead to a number of opportunities for volunteers to become involved with Peabody for example Community Centres, Youth Clubs, local schemes and the main office in a range of diverse volunteer roles that support our programmes and initiatives. Examples of potential volunteer roles are listed below.

a)
Kitchen Assistant


b)
Helping as an escort


c)
Befriending


d) 
Reception

e)
Administration or office tasks


f)
Activities Organiser


g)
Handy person

h)
Producing publicity materials


i)
Committee member


j)
Volunteer Advisor & Tutor


k)
Gardening


l)
One-off opportunities


m)
Business Employee volunteering

3.5
Each Volunteer opportunity will have a Role Description outlining clear roles and obligations, including a volunteer’s right to receive,  and Peabody’s obligation is to provide, appropriate support, supervision, training and development to assist  volunteers.

4. IDENTIFYING VOLUNTEER OPPORTUNITIES

4.1
There are many benefits to Peabody in involving volunteers. Volunteers can bring a different perspective to our work, often one that reflects the views of the local community and help reshape our delivery.
4.2
If a member of staff is interested in developing a volunteering opportunity, a staff toolkit is available on the intranet.  The toolkit provides advice and guidance on developing volunteer opportunities and how to prepare a volunteer role description. Once role description is completed the colleague should contact Peabody’s Volunteer Co-ordinator who can offer support throughout the volunteer recruitment process.

4.3
Volunteers are to be considered to be an integral part of the team attending team meetings, able to contribute their creativity and have their ideas recognised.

4.4
We will ensure that there is non-exploitative use of volunteers within a supportive environment.

4.5
Written approval from the respective manager (3rd Tier level) of service in the relevant directorate must be obtained for the creation of and recruitment to any volunteer position. The manager/staff member requesting the volunteer support must set out the case in writing captured within the volunteer role description in accordance with this policy including providing: 

· A clear description of what the volunteer will be required to do  

· Details of the expected length of the opportunity and the general pattern/regularity of the required involvement (e.g. one day per week).

· A named colleague the volunteer will be supported by 

4.6
The authorising manager, in considering the case for a volunteer(s), will ensure that any volunteering opportunities complement rather than supplement the work of the paid staff and that they consist of clearly defined tasks for which the volunteer can take ownership.

4.7
The manager hosting the volunteer opportunity may recommend that the volunteer’s supporting person (from this point forward known as a Volunteer Supervisor) should be a member of staff other than a team leader.  Where this is the case, and the staff member has not had basic management skills training, the manager should ensure that appropriate learning and development opportunities are arranged.

5. RECRUITMENT AND SELECTION

5.1
Peabody will ensure that volunteers are recruited and selected in accordance with our Single Equality policy and on the basis of clearly identified skills profiles.

5.2
We will promote volunteer opportunities across a range of platforms to engage communities in volunteering. We will strive to ensure our volunteers reflect the communities we work in and monitor our volunteer recruitment processes. Where there are significant and unexpected variances The Volunteer Coordinator will undertake a review working with the Volunteer Steering group
 and take action as appropriate.   
5.3
All volunteers will be required to complete in advance of their appointment an application form, attend an interview or informal discussion, provide two references and where necessary undergo a Criminal Records Bureau (CRB) Check
. All volunteers will be required to participate in relevant induction, training and support sessions once they become active volunteers.

5.4
Individuals will be selected as volunteers based on their suitability to fulfill the criteria laid out in the Volunteer Role Description for each opportunity.

5.5
Each volunteer will have a Volunteer Agreement stating what Peabody undertakes to provide them with and what is expected of the volunteer.  Nothing in this policy or in any supplementary guidance or Volunteer Agreement is intended to create a contract of employment/employment relationship between Peabody and any volunteer or group of volunteers.  

5.6
The individual terms of each Volunteer’s role are set out in the Volunteer Agreement. They will be different from salaried staff. Any literature containing information about terms of employment of staff will not apply to volunteers.

5.7
Volunteers are free to refuse to fulfill an opportunity and Peabody is not bound to provide opportunities. 

5.8
The Staff Toolkit and Volunteer Handbook includes more details of the recruitment procedure, including information on how the volunteer opportunities are advertised, application forms, risk assessments, interview, selection process, role description and person specification, references, trial-period and Volunteer Agreements.

6. INDUCTION & TRAINING
6.1
Peabody is committed to providing development opportunities to volunteers that enhance their skills. The Volunteer Supervisor and Volunteer are responsible for agreeing any training and development needs. The Volunteer Coordinator will also, from time to time, advertise forthcoming training or development opportunities to volunteers.  
6.3
As soon as is possible after their appointment, a general induction programme will be arranged for all volunteers. An Induction Training Day will take place according to need and delivered by the Volunteer Coordinator and/or respective managers who may be engaging volunteers. 
6.5
The Volunteer Supervisor will be responsible for ensuring that the volunteer attends the induction training day and discuss the following with the volunteer:

· Introduction to Peabody’s aims, activities, and operating structures.

· Introduction to the volunteer’s role and expectations of the volunteering opportunity (including the terms of the individual’s Volunteer Agreement).

· The volunteer’s key responsibilities and tasks and the working procedures that they are expected to follow.

· Volunteers should be given clear guidelines about boundaries of volunteer/customer/resident relationships

· Health and safety guidelines including risk assessment of the opportunity

6.6
The Volunteer Supervisor must take responsibility for ensuring that the volunteer is issued with copies of, and inducted in the contents of, the following, with which all volunteers will be expected to comply:

· Volunteer Handbook (including how to claim expenses, rights & responsibilities)
· Code of Conduct 
· Customer Care
· Single Equality Policy
· Privacy & Confidentiality Policy
· CRB Policy

· Complaints Procedure

· Health & Safety Policy and Guidance
· Anti-fraud Policy
· Financial Regulations Policy
6.7
Ongoing training will also be available to volunteers including coaching and support from the Volunteer Supervisor and other paid staff during the opportunity.

7. SUPPORT & SUPERVISION 

7.1
Each volunteer will have a named staff member (Volunteer Supervisor) to provide support and guidance on a day to day basis.

7.2
If the named staff member is unavailable when a volunteer attends, clear instructions will be left for the volunteer and another staff member briefed. 

7.3
Volunteers will have regular support and supervision sessions with their supervisor for the purposes of:

· Assessing and providing feedback on the volunteer’s progress against agreed individual responsibilities and tasks (reviewing these where necessary) and identifying and resolving any obstacles to achievement.

· Facilitating ongoing, open, two-way communication between the volunteer and their supervisor on any issues or concerns.

7.4
The Volunteer Coordinator and/or the Directorate 3rd Tier Manager will undertake spot audits quarterly to ensure that volunteers’ views and feedback is being put into effect. These audits will also ensure that all supervisors are following guidelines outlined in this Policy.

7.5
The Volunteer Supervisor will have primary responsibility to ensure that unreasonable requests are not made of volunteers, and that they are not put under pressure to extend their role beyond that for which they were recruited.
7.6
Peabody has established a consultative Volunteer Steering group. The Steering Group is open to and comprised of volunteers, service users and the Volunteer Coordinator. The Steering Group has terms of reference. The Volunteer Coordinator reports to the Steering Group on the progress on the Volunteer Strategy and developments within Volunteering. The Steering Group acts as a consultation forum for volunteers providing advice and guidance on improving Peabody’s support for volunteers and ways to improve the volunteering experience at Peabody. New volunteers are advised of the Steering Group during induction and actively encouraged to become a member.
8. VOLUNTEER EXPENSES

8.1
While recognising that some volunteers may not choose to claim out of pocket expenses, Peabody recognises that volunteers will come from all economic backgrounds and intends that volunteering should be accessible to all regardless of income.

8.2
Peabody will ensure that no individual is financially disadvantaged by the direct action of being a volunteer.

8.3
The level of expenses will be discussed and agreed with the volunteer during the interview process and supported with information supplied in the Volunteer Handbook.

8.4
Volunteers may claim reimbursement of expenses they incur as a result of their volunteering for Peabody within the following categories:

(a)
Travel expenses to and from the volunteer location, and for any journeys undertaken in the course of representing Peabody i.e. attending training or site visits
(b) Meals allowance to a maximum of £5.00 per day.  To be eligible for lunch allowance the volunteer must be volunteering for a minimum of 4 hours for the day they are claiming. 

(c) Childcare expenses where these have been agreed with the relevant manager before the opportunity started.
(d) All expenses are paid from the relevant department’s project budget.

8.5
A claim for reimbursement under the above categories will only be eligible where the volunteer has obtained authorisation from the Volunteer Supervisor and their immediate line manager in advance of incurring the expenditure.
8.6
Volunteers must provide receipts of all expenses and complete the expense claim forms available from the Volunteer Handbook. Receipts must be submitted against all claims made.

8.7
Expenses will be reimbursed as swiftly as possible to minimise inconveniences caused for volunteers. The amount should be reimbursed using petty cash for volunteers volunteering at Peabody Centres or by cheque once the Volunteer Expense Claim form has been completed.

8.8
Volunteers expense claims must be submitted to their Volunteer Supervisor within four weeks of the volunteer incurring the expenditure.  Expense claims must be via a completed A Volunteer Expenses Claim Form, The expenses will be checked by the Volunteer Supervisor who, upon approving, will pass the claim on to their immediate line manager for authorisation.  

8.9
Peabody will not pay Volunteers any amount or allowance of any kind to volunteers other than in accordance with 8.4 above.  

9. HEALTH & SAFETY 
9.1
Peabody recognises the valuable contribution volunteers can make to the work of the organisation and that it has a legal and moral duty under the Health and Safety at Work Act 1974 and the Management of Health, Safety and Welfare at Work Regulations 1999 to ensure that it provides opportunities without unacceptable risks to volunteers’ individual health and safety.
9.2
The authorising manager or assistant director of the directorate will ensure that the environment where volunteers are engaged in is safe by carrying out suitable and sufficient Health & Safety risk assessments of the tasks and the venues prior to their opportunity. Key findings are to be recorded on the risk assessment form/s. These risk assessments will be under constant review to note any significant changes in the activity or role the volunteer may undertake
.
9.3
Management and reporting arrangements should be agreed and in place prior to the volunteer opportunity (and communicated to the volunteers) to prevent and control risks and protect volunteers’ health, safety and welfare, so far as is reasonably practical.

9.4
If a volunteer has any disabilities and / or special needs, the authorising manager should ensure that reasonable adjustments are planned in consultation with the volunteer to comply with disability discrimination law and to make volunteering accessible to volunteers with disabilities or other special needs where practical.
9.5
Volunteers will be provided with the appropriate Health & Safety Information
 which will be discussed at their initial induction and be included in the Volunteer Handbook.  
9.6
The Volunteer Supervisor must ensure that volunteers receive adequate and appropriate training for the role they undertake and in particular for the safe use of any work equipment.  This will be tailored to the age, skill and ability of the individuals. The authorising manager will ensure that a risk assessment correctly identifies any risks and  appropriate controls.
9.7
All volunteers as part of the application process will be asked to provide emergency contact details for staff to refer to in the event of emergencies.
9.8
Volunteers will also be provided with a photo ID badge to ensure easy identification for staff, clients, residents and/or in emergency situations. 

9.9
In cases where Volunteers may be undertaking visits to residents’ homes e.g. one-to-one befriending schemes, they are not responsible for health & safety in the residents’ homes. The Volunteer Supervisor will assess the home for any risks, undertake a Lone Worker’s Risk Assessment and consult the Caution Alert Register before the volunteer begins home visits. Volunteers will be provided with appropriate training and will also be asked to abide by Peabody’s Lone Workers Policy and Caution Alert Register Policy before undertaking such activities
.
9.10
All health and safety concerns raised by volunteers will be addressed and reviewed by the Volunteer Supervisor in line with Peabody’s Health & Safety procedures. 
9.11
Volunteers taken on by Peabody and supported by a Volunteer Supervisor will be covered by Peabody’s insurance with regard to public liability and personal accident.

9.12
While it is not envisaged that volunteers would be asked to use their private motor vehicles for conducting their volunteer tasks, if the need arises and by agreement, (all agreements should be recorded), it is the volunteers’ responsibility to inform their insurer in writing that the vehicle is being used for voluntary purposes
. 
10. ENDING VOLUNTEER OPPORTUNITIES

10.1
Current volunteers are welcome to apply for other volunteering opportunities or externally advertised vacancies within Peabody, and will be subject to the same application/interview process as other applicants.

10.2
Volunteers may hold paid work and volunteering opportunities elsewhere or within Peabody.
10.3
Peabody will try to give volunteers advance notice if their opportunity may need to end sooner than planned. 
10.4
Similarly, volunteers wishing to withdraw their involvement are asked to give the Volunteer Supervisor as much notice as they can.  Peabody also recognises the right for volunteers to withdraw at any time; as is the right of Peabody to cease any opportunities.

10.5
It is desired that all volunteers participate in an exit evaluation (either by telephone or face-to-face) to ascertain why they are leaving and to establish whether they may want to be involved again in the future. This will support effective monitoring & evaluation of opportunities presented to volunteers.
10.6
Volunteers may name Peabody as a referee when they are seeking employment or alternative volunteering opportunities in line with Peabody’s Reference Policy.
11. DATA PROTECTION & CONFIDENTIALITY
11.1
Personal details of staff, volunteers and service users are treated in the strictest confidence. Information of a confidential nature must not be disclosed to anyone outside Peabody, unless there is a lawful basis for doing so and only with prior permission from the Volunteer Supervisor.

11.2
Subject to the provisions of the Data Protection Act, volunteers’ personal information will be kept confidential. Personal files will be securely stored and access will be restricted to the Volunteer Supervisor, Volunteer Coordinator and HR where appropriate. If confidential information needs to be passed on to any other Peabody staff members, the volunteer concerned will be consulted prior to disclosure.  

11.3
Volunteers are expected to meet their regular commitment as agreed with the Volunteer Supervisor and to keep Peabody informed about any changes in their address, phone number or contact details.

11.4
Volunteers must not speak to the media / press or communicate with other third parties about matters which directly relate to the affairs of the organisation or individual residents. In accordance with Peabody’s Privacy & Confidentiality Policy all media / press queries must be referred to the Communications Team.
11.5
All volunteers will be provided and are expected to comply with a copy of Peabody’s Privacy & Confidentially Policy.

12. PROBLEM SOLVING PROCEDURE

12.1
Peabody is committed to keeping volunteers informed about its activities and, particularly, any information or decision which has relevance to volunteers.

12.2
Volunteer Supervisors have a responsibility to keep volunteers informed about relevant matters and to feed any ideas and concerns from volunteers to their immediate line manager.

12.3
Volunteers may be asked by their Volunteer Supervisor to attend specific staff meetings where issues affecting their opportunity are to be discussed.

12.4
If a volunteer wishes to raise anything relating to the conduct or behaviour of another volunteer, staff member or beneficiary, they should in the first instance and where appropriate talk to the individual concerned to try and resolve the matter informally.

12.5
Similarly if a staff member or beneficiary wishes to raise an issue/s relating to the conduct or behaviour of a volunteer, they should in the first instance and where appropriate talk to the individual concerned to try and resolve the matter informally. 

12.6
If 12.5 is not possible, the volunteer / member of staff / beneficiary should speak to the Volunteer Supervisor or, where this is not appropriate, to the Volunteer Coordinator who will raise the matter with the person concerned as soon as reasonably possible.

12.7
Once this process has been completed the Volunteer Supervisor or Volunteer Coordinator will write to the individual to inform them of the result.

12.8
If at this stage, the issue is not resolved, the individual should put their concerns in writing to the Manager of the supervisor and the manager will advise on what action should be taken. 

12.9
If a resolution is still not agreed at this stage, the Service Manager and Assistant Director will meet to discuss what independent advice should be sought and further action to be taken. This decision will be regarded final.
13. REVIEW OF THIS POLICY
13.1
This policy and its implementation will be monitored and reviewed regularly to ensure it remains appropriate and in line with changes in legislation.

13.2 This policy supersedes all previous policies.
13.3 The review of this policy will be done in consultation with Directors, staff members, residents and volunteers. 
14. LIST OF APPENDICES:
A:  Staff Toolkit
B:  Volunteer Handbook

C:  Sample Volunteer Risk Assessments
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� Volunteering England Fact Sheet – Health & Safety of Volunteers





� Details of the Volunteer Steering group is contained in 7.6.


� Volunteers who spend time alone with vulnerable adults and/or children will be asked to apply for enhanced disclosure through the CRB. Volunteers who have applied for one-off events or one-off activities and are volunteering in a group or office environment where they will not be left alone and unsupervised with either vulnerable adults or children will not be asked to apply for enhanced disclosure through the CRB, although other vetting procedures will still apply. See CRB Policy and Staff Toolkit for further guidance.





� See Health & Safety section of this Policy for further details


� Please see Health & Safety Checklist and Guidance in the Staff Toolkit outlining individual responsibilities under Health & Safety


� As above, see Staff Toolkit


� Specific guidelines for both volunteers and residents participating in a befriending scheme will be included in the respective Volunteer Handbook and Resident Information Packs.


� Volunteers must adhere to the Driving at Work Policy before undertaking such tasks.


� Staff should contact the Policy Team or Company Secretary if they have any queries or concerns
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