Sandwell Advocacy
VOLUNTEERING POLICY

i. INTRODUCTION

1) Sandwell Advocacy works throughout Sandwell helping anyone who finds it difficult to say and get what they want and need, by offering advocacy and supporting its development.

2) We realise and value the importance of voluntary involvement in helping to achieve the above aim.  Volunteers bring added depths and skills to the organisation, and also provide greater community representation.

3) Sandwell Advocacy firmly believes that volunteering can complement and enhance the work of paid staff in helping to meet the needs of our partners, promoting active community participation and developing and delivering our services.

ii. EQUAL OPPORTUNITIES

1) Sandwell Advocacy believes that volunteering should be accessible to all and that everybody has the right to volunteer providing they are suitable for the opportunity for which they apply.  When volunteering opportunities are made available to all sections of the community, they can offer people the possibility of gaining (or utilising) new experiences or skills to those who may have previously been disadvantaged or under-valued.

2) Sandwell Advocacy is firmly committed to diversity in all areas of our work.  We believe that we have much to learn and profit from diverse cultures and perspectives, and that diversity will make our organisation more effective in meeting the needs of those who access our services.

3) Sandwell Advocacy is committed to developing and maintaining an organisation in which differing ideas, abilities, backgrounds and needs are fostered and valued, and where those with diverse backgrounds and experiences are able to participate and contribute.

4) Volunteers must provide an equal and professional service to all partners they encounter regardless of their age, ethnicity, culture, religion, caste, disability, gender or sexuality.  Equal opportunity issues are covered as part of our volunteers initial training, we expect all Sandwell Advocacy volunteers to show an understanding and commitment to Equal Opportunities policy and practices.

iii. GENERAL PRINCIPLES

1) Volunteers do not replace paid staff.  They complement the staff team, support them and are supported by staff.  Volunteers and staff shall be part of a cohesive team.

2) Sandwell Advocacy expects that staff at all levels will work positively with volunteers and, where appropriate, will actively seek to involve them in their work.

iv.
RECRUITMENT AND SELECTION

1) All volunteering opportunities should be publicised widely in ways that are accessible to all sections of the community.  Such publicity should indicate what volunteers could gain from being involved, as well as what they will be required to do.

2) The Volunteer Co-ordinator is responsible for recruitment and selection of volunteers within Sandwell Advocacy.

3) When prospective volunteers approach Sandwell Advocacy it is important that they are given an information pack containing all the necessary information about volunteering opportunities with Sandwell Advocacy.

4) All prospective volunteers will be invited to meet the Volunteer Co-ordinator to outline the role of volunteers and to explain the tasks they will be expected to do.  They will explore the abilities of the potential volunteer and determine their suitability for the role.

5) Provided the Volunteer Co-ordinator considers the prospective volunteer to have the necessary abilities, and the volunteer wishes to work with us, an application can be submitted.

6) Volunteers will be asked to provide two references to assist with the selection process.  The referee does not necessarily have to know the volunteer in a professional capacity.  Apart from close family, a referee can be any adult who has known them for a reasonable period of time who knows them well.

7) Where it is considered that we cannot offer suitable volunteer work within Sandwell Advocacy, or where volunteering does not meet the needs of the prospective volunteer, they should be informed.  It may, where appropriate, be suggested that she/he contact Sandwell Volunteer Bureau (or other relevant organisation) where they may be able to explore alternative avenues.

v.
INDUCTION AND TRAINING

1) All new volunteers will be entitled to a structured induction programme to familiarise them with:

· The work of the organisation.

· The people involved with the organisation.

· Health and safety.

· Ensure a Volunteer Handbook, or other relevant material outlining the role of the organisation and the volunteers role in relation to that, has been received.

2) All volunteers will be required to successfully complete all preparatory training sessions before any work with partners can commence.

vi.
SUPPORT AND SUPERVISION

1) All volunteers will be supported and supervised by the Volunteer Co-ordinator.

2) All volunteers should be offered equal access to on-going support and supervision on a regular basis with the Volunteer.  This should provide volunteers with the opportunity to:

· Reflect on/share volunteer experiences.

· Share any positive experiences.

· Share/discuss any problems which may have arisen.

· Evaluate what they are learning in terms of skills and knowledge gained.

· Discuss potential training opportunities and requirements.

3) All volunteers are expected to attend volunteer support group meetings to share ideas and experiences, as well as discuss future plans for the Citizen Advocacy Programme.

vii.
VOLUNTEER EXPENSES

1) Sandwell Advocacy values the work of our volunteers and the time that they give freely.  We are committed to the concept that nobody should be out of pocket for any voluntary work undertaken.

2) Expenses will generally be paid for all AGREED out of pocket expenses where applicable.  If volunteers are in any doubt about what expenses can be claimed for, or how to claim, they should consult with the Volunteer Co-ordinator.

3) Expenses will normally be refunded for:

· Reasonable travel expenses to and from the place of volunteering, including any travel undertaken in the course of volunteering.  Expenses will usually be paid for the cheapest appropriate means of transport available.

· Actual cost of crèche, childminding fees or other dependant costs incurred as a result of performing voluntary work.

· Postage and telephone costs.

4) Full details of our commitment to volunteer expenses can be found in our Volunteer Expenses Policy, this is included in our Volunteer Handbook.

viii.
INSURANCE

1) All volunteers are covered by Sandwell Advocacy’s insurance policy whilst they are on the premises or engaged in any work on Sandwell Advocacy’s behalf.

ix.
COMPLAINTS/PROBLEM SOLVING

1) Complaints or problems should be discussed with the Citizen Advocacy Co-ordinator or Volunteer Co-ordinator in the first instance.

2) Complaints against a volunteer by staff members, other volunteers or partners will be dealt with as detailed within Sandwell Advocacy’s Volunteer Disciplinary Procedure.  A copy of this can be found in the Volunteer Handbook.

3) Where a volunteer has a complaint against a member of staff or other volunteer, this should be dealt with as detailed within Sandwell Advocacy’s Volunteer Grievance Procedure.  This can be found in the Volunteer Handbook.

4) We hope that all volunteers will find working with us a positive and enriching experience.  However, any of the following actions will result in the volunteer being asked to leave by the Volunteer Co-ordinator, Project Co-ordinator or Chair of the Management Committee:

· Theft of property belonging to Sandwell Advocacy, another volunteer, a paid staff member or the public.

· Acts of violence towards a staff member – paid or voluntary, or against a member of the public.

· Malicious damage to property belonging to Sandwell Advocacy or its staff – paid or voluntary, or to users of Sandwell Advocacy.

· Deliberate falsification of expenses claims.

· Disclosure of confidential information to an unauthorised source relating to Sandwell Advocacy or our partners.

· Conviction of a criminal offence that undermines a volunteers suitability.

x.
CONFIDENTIALITY

1) All volunteers are asked to sign and are bound by our Volunteer Confidentiality Policy, a copy of which can be found in the Volunteer Handbook.  A copy will also be given to volunteers to sign when they start.

xi.
TRADE UNION MEMBERSHIP

1) All volunteers are encouraged to join a trade union.  Amicus/MSF offers free membership to volunteers.  Details can be obtained from the Citizen Advocacy Co-ordinator.

There is no intention for this to be a legally binding document, nor is there any intention to enter into a legally binding relationship.


