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VOLUNTEERING IN HIGH LIFE HIGHLAND – Report by Chief Executive
	Summary
This report informs Directors of the scale and impact of volunteering in High Life Highland and recommends adopting a policy that will further support and encourage volunteering.  It describes and recommends an approach to volunteering and details the rights, responsibilities and need for support that this would bring and the necessary work in progress to implement a policy that impacts on so many users, staff, volunteers and parts of the organisation.
It is recommended that Directors agree to:-
i. comment on and adopt the volunteering policy contained in Appendix A;
ii. note the scale of volunteering in High Life Highland, and of the task of supporting and developing these volunteers;
iii. note the work in progress to develop systems and processes to implement the policy; and
iv. acknowledge the work of the five Principal Managers in the preparation of this report.
  


	1.
	Background



	1.1
	High Life Highland (HLH) has 1030 active volunteers, working in most of the nine service areas, but particularly in adult learning, youth work, sport, libraries and museums. These volunteers are based in all parts of the Highlands and it is very likely that HLH is the largest voluntary organisation supported by the largest number of volunteers in Highland.


	1.2
	Volunteers make a very significant contribution to HLH and through it to their communities.  By one calculation the value of volunteers to the organisation is in excess of £1 million a year.


	1.3
	The development of a policy and detailed process for managing volunteers forms the background to this report and is the outcome of a working group of the five Principal Managers of HLH.


	2.
	Volunteering Policy


	2.1
	The draft policy on volunteering is included in Appendix A and Directors comments and endorsement is sought.


	
	The basis of the approach to volunteering is that volunteering is to be encouraged for the benefits it brings to:
· High Life Highland, 
· the communities of the Highlands and
· the volunteers themselves
The approach clarifies  the legal position that volunteers have similar rights and responsibilities as staff in terms of health and safety and vetting for protection of vulnerable people and that HLH should seek to recruit and support volunteers in no less a way than paid staff.


	2.3
	On the other hand, the policy acknowledges that volunteers should enhance the work of HLH and not be used to replace paid staff.



	3.
	Volunteer Handbook and Staff Guidance


	3.1
	A draft handbook for volunteers and guidance for staff is included in Appendix B.


	3.2


	The approach to managing and supporting volunteers outlined in this report has been the general way of working for a number of years. However, this is the first time that a systematic and organisation wide approach will have been adopted. The benefits of this in terms of understanding and reporting on the contribution of volunteers are significant.


	3.2
	However, it will require changes to working practices across the areas of work of HLH to ensure common standards and coaching and training of staff on the policy and its implementation. Flexibility and adaptation will also be required to meet specific sectional and local needs. The scale of the process also means that the implementation of the policy will, in all likelihood, have to be adapted to meet circumstances as it is rolled out.



	4.
	Work in Progress


	4.1
	Further background papers have been prepared as part of the preparation of this report. Standard letters for the recruitment process have been prepared, as has a volunteer induction scheme and record management system. These are included in Appendix C.  It is planned that volunteering opportunities will be publicised on the recruitment section of HLH’s website and passed to employment agencies and jobcentres alongside advertisements for paid employment.


	4.2
	Further work is underway to develop a volunteer recognition scheme and a public relations programme to raise awareness of HLH as a major voluntary organisation and the opportunities we offer to volunteers. The volunteer recognition scheme is being worked up alongside the staff recognition scheme requested by the Board and may come forward in a merged format.


	4.3
	Once the policy and procedures have been embedded, opportunities to increase the number of volunteers will be examined in the light of the organisation’s capacity to grow this.




	Recommendation
It is recommended that Directors agree to:-
i. comment on and adopt the volunteering policy contained in Appendix A;
ii. note the scale of volunteering in High Life Highland, and of the task of supporting and developing these volunteers;
iii. note the work in progress to develop systems and processes to implement the policy; and
iv. acknowledge the work of the five Principal Managers in the preparation of this report.
  


Signature:

Designation:  Chief Executive
Date:

29 May 2012
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	Policy on Volunteering 

v1 – February 2012


Policy Statement for High Life Highland
We offer a range of exciting volunteering opportunities which will enhance the work of High Life Highland and enrich our communities.

We aim to engage volunteers from a diverse range of backgrounds, skills and experiences

We will enable volunteers to make a useful contribution to society, develop their own skills, achieve their own goals and contribute to the goals and values of High Life Highland.

We will ensure that in terms of employment rights and responsibilities all volunteers will be given parity with employees.   Volunteers will not be used to replace paid staff.

We will communicate clearly with our volunteers.   When more than one organisation is involved in a session it will be made clear to volunteers when HLH is responsible for their deployment, health and safety etc.

We will pay reasonable expenses to new volunteers when we require them to work away from their agreed volunteering base.

Vetting
We aim to ensure that anyone, whether a child, young person or protected adult, is protected and kept safe from harm whilst engaging with staff or volunteers in this organisation.   In order to achieve this we will ensure our staff and volunteers are carefully selected, screened, trained and supervised. (see Policy on Protecting People who may be at Risk of Harm)

In accordance with the Disclosure Scotland Code of Practice, for registered persons and other recipients of Disclosure Information, we will ensure that all volunteers are aware of our Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information. 

We will treat any applicant for a voluntary position within our organisation fairly and not discriminate unfairly against the subject of a disclosure on the basis of conviction or other information revealed. (Policy on Recruitment of Ex-Offenders)

If the subject of the Disclosure Check is found to be on the ‘Disqualified from Working with (Children/Adults) List’ we will notify the Police that an attempt has been made to acquire work with children/adults.

High Life Highland will only work in partnership with other organisations who have an appropriate protection policy which covers staff and all volunteers including parents, carers and guardians.

Training and supervision
Volunteers will receive induction training, which will include an overview of the organisation to ensure they know its purpose, values, services and structure.

Relevant Training and Support will be provided to volunteers on an on-going basis, including information about their role and opportunities for practising the skills needed for the task.

Training on specific areas such as health and safety procedures, identifying and reporting abuse, and confidentiality will be given as a priority to new volunteers.   

Annual reviews will be offered to all volunteers to enable discussion about performance, skills, motivation and expectations.

All young people under the age of 16years will be supervised at all times when engaged in voluntary work.

High Life Highland will recognise and reward the contribution of volunteers by a range of methods appropriate to the individual volunteer.
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  Volunteer Record Card  

Name:     Volunteering position:    

  DATE      TIME    WORK CARRIED OUT  DATE  COPY  SENT TO  BASE    AUTHORISED  

             

             

             

             

             

             

             

    Named contact:  ……………………………………………………..  
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1. Introduction  

High Life Highland offers a range of exciting volunteering opportunities which complement the work of our dedicated paid staff and enrich our communities.   Recognising that good communication and understanding is the key to creating positive volunteer/staff partnerships, this document sets out guidelines to ensure that volunteering with High Life Highland (HLH) is a positive, valued and enjoyable experience.

2. Volunteering – Expectations and rights
High Life Highland will take time to understand what each volunteer expects to gain from the experience and to agree what we can expect from each other.  In recognition of the vital role volunteers play in the success of the company, HLH employees will do everything possible to enable volunteers to make the fullest possible contribution to achieving the goals of the service, whilst developing their own skills and interests.   All forms of volunteering will be valued from significant regular commitments to ad hoc assistance with a one off activity or event. HLH undertakes to keep bureaucracy to the appropriate minimum level required for safe operation. 
The following table lists some of the responsibilities and expectations that will be involved.
	HLH responsibilities to volunteers

· Provide relevant, interesting opportunities

· Ensure that people from across the Highlands and in all sections of the community are aware of the invitation to volunteer.

· Provide or create task/job descriptions of available volunteering roles

· Provide induction meetings 

· Provide a named, approachable contact  

· Provide a safe, risk assessed environment  

· Offer encouragement and support

· Ensure insurance is in place

· Give training where necessary

· Comply with Equal Opportunities legislation

· Give access to HLH grievance and disciplinary procedures

· Include procedure for reclaiming expenses 

· Keep bureaucracy to the minimum required for the specific volunteer task 
	What volunteers can expect from HLH 

· A meaningful task

· Equitable, informative recruitment process

· Prior knowledge of what is expected of them

· Access to induction training 

· Knowledge of who to contact

· Information on Health and Safety procedures and on risk assessment

· Regular and reliable support 

· To be insured while volunteering
· To be part of an organised and well planned programme that includes training when necessary

· To receive recognition

· Appropriate reimbursement of expenses

· To have fun



	Volunteer responsibilities to HLH

· Punctuality
· Run sessions/complete role responsibly and enthusiastically
· Follow procedures within the service including Health and Safety 
· Inform contact of any changes to their task or ability to attend
· Discuss any problems with the appropriate representative from HLH
· Work to an agreed standard 
	What HLH employees expect from volunteers

· To be punctual

· To be responsible for and enthusiastic about the  task

· To follow procedures within their volunteering environment

· To communicate regularly with staff 

· To alert staff of any problems or concerns
· To work to an agreed standard 


3. Voluntary work/Paid work
High Life Highland recognises that volunteering complements and supports the work of the organisation; it is not a substitute for the provision of paid staff.   A key principle of volunteering is the need for a commitment to encourage people from a broad range of backgrounds to participate and to contribute their skills and experience.   Engaging volunteers is an opportunity to add diversity and value.   In all aspects of employment rights and responsibilities volunteers will be treated the same as employees.
4. Partnership Working 
High Life Highland often works in partnership with or delivers services for other organisations including The Highland Council.    In order to ensure that volunteers know to whom they are responsible and whose policies and procedures to follow, High Life Highland undertakes to make this clear when deploying volunteers.    An example of a situation where clarity could help avoid confusion is where a HLH volunteer is being asked to assist with an Active Schools event in a school where they also volunteer in a different role on behalf of the school.   
HLH will only work in partnership with agencies who have an appropriate protection policy and statement for all volunteers (including parents, carers and guardians) and staff.

5. Disclosure Checking Volunteers
High Life Highland strictly adheres to current legal requirements for disclosure checking paid staff for whose work disclosure is required.   This also applies to volunteers who work with vulnerable groups including young people, children and vulnerable adults.   An offence is committed if an organisation knowingly employs a disqualified person in child care or procures such employment for such a person, or if an organisations fails to remove a disqualified person from work in child care. 
Strict adherence to the policies and legislation allows High Life Highland both to protect the rights of volunteers and to ensure the protection of the young people and vulnerable adults with whom they may work. Even in cases when volunteers are helping with one off activities that do not include unsupervised access to children HLH staff will require a record of name, address, purpose of visit, and times in and out.   Clarification of this or any other aspect of volunteer disclosure will be available from the appropriate HLH Managers or Heads of Service and from the HLH Policy on the secure handling, use, storage and retention of Disclosure information. 
6. Young People as Volunteers
Whilst it is expected that most volunteering will be undertaken by adults it is recognised that some volunteering work may be carried out by young people.   High Life Highland expects that where such volunteering takes place appropriate and proper levels of support and supervision will be put in place.
While disclosure checking of school age volunteers is seen as a necessary precaution it can also be seen as a helpful step for those wishing to pursue a career working with children. An exception to the vetting process will only apply therefore to secondary school pupils who involve themselves in supervised, school based volunteering: for example assisting younger pupils with reading and writing.   All young people under the age of 16 years will be supervised at all times when engaged in voluntary work.  For those aged 16 and over the procedures for vetting adults will be applied.   When volunteering takes place on behalf of a school normal school policies, guidance and staff supervision procedures will apply unless a specific arrangement has been made with High Life Highland. 
7. Protection of Vulnerable Groups
All staff and volunteers have a duty to report any incident that has led them to suspect that a child or a vulnerable adult is being abused or is at risk in any way. 

Staff and volunteers should be assured that their concerns will be treated seriously and reported.

8. Volunteer Recruitment 
High Life Highland will publish a list of volunteering opportunities at www.highlifehighland.com.   When opportunities occur they will be advertised in ways that are accessible to all sections of the community and advertisements will include details of the benefits and experience that volunteers and HLH can expect to gain from each specific opportunity.   Agreements will be exchanged in the form of role descriptions and acceptance notifications detailing tasks, time, commitment, necessary skills, actual duties and appropriate line management.   Where a position requires a disclosure we will make this clear on the application form, job advert and any other information provided about the post. 

9. Recording Volunteer Information and Opinion
Contact details together with a note of any experience and skills that volunteers agree to share with HLH will be recorded in a secure, confidential database in accordance with Data Protection Act 1998.   This will be managed by local HLH staff to enable them to access essential information including Health and Safety information as required.  Information may be used for HLH statistical purposes.
Volunteers will be encouraged to complete a record sheet which can be used to acknowledge significant contributions and time commitments.    HLH will encourage participation in national volunteer award schemes, such as the Saltire Awards and Youth Achievement Award. In addition, HLH will recognise the contribution and achievement of its volunteers.
HLH is committed to continuous improvement as an organisation and as such will encourage all volunteers to provide evaluation feedback on activities and events, to enable them to contribute to service development and to allow HLH to benefit from their experience, observation and opinion.

10. Summary 
HLH welcomes volunteers, and will create volunteering opportunities that will be meaningful and worthwhile. HLH undertakes to create positive, safe and healthy volunteering environments.   Volunteers will enhance the work of paid staff and, while they will not replace staff, they will be offered parity in terms of employment and Health and Safety rights. For the protection of volunteers and of the young people and other vulnerable groups with whom they may be working appropriate vetting is in place as are procedures for reporting any concerns about the safety or health and wellbeing of anyone with whom they may work.  Bureaucracy will be kept to an appropriate level and every effort will be made to ensure that volunteering with High Life Highland is an enjoyable and rewarding experience.

For further information see the following High Life Highland policy documents:

· Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information.
· Policy on Recruitment of Ex-Offenders

· Adult Protection Policy

· Policy on protecting people who may be at risk of harm 
· Child & Adult Protection Policies for Your Community Group

Volunteers Handbook for High Life Highland

Staff Guide
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The Volunteer Handbook
1. Introduction
Welcome to the Volunteer Handbook for High Life Highland (HLH).  The aim of this document is to provide clear guidelines, policies and advice for recruiting, training and working with volunteers.  This handbook is in two parts, Part One gives information to the High Life Highland employee on how to recruit, retain and support volunteers.  Part Two compiles the documents required for this process.
2. Responsibilities and Expectations of volunteers and High Life Highland Employees
Volunteering is a two way process and not simply an act of someone giving time.  It is the exchange of time, skills and understanding of one another’s motivations for doing so.  In order to make volunteering with High Life Highland sustainable it is important to ensure the motivational needs of volunteers are met.  It is therefore important to understand what our volunteers expect, and what our shared responsibilities are.
	HLH responsibilities to volunteers

· Provide relevant, interesting opportunities

· Ensure that people from across the Highlands and in all sections of the community are aware of the invitation to volunteer.

· Provide or create task/job descriptions of available volunteering roles

· Provide induction meetings 

· Provide a named, approachable contact  

· Provide a safe, risk assessed environment  

· Offer encouragement and support

· Ensure insurance is in place

· Give training where necessary

· Comply with Equal Opportunities legislation

· Give access to HLH grievance and disciplinary procedures

· Include procedure for reclaiming expenses 

· Keep bureaucracy to the minimum required for the specific volunteer task 
	What volunteers can expect from HLH 

· A meaningful task

· Equitable, informative recruitment process

· Prior knowledge of what is expected of them

· Access to induction training 

· Knowledge of who to contact

· Information on Health and Safety procedures and on risk assessment

· Regular and reliable support 

· To be insured while volunteering

· To be part of an organised and well planned programme that includes training when necessary

· To receive recognition

· Appropriate reimbursement of expenses

· To have fun



	Volunteer responsibilities to HLH

· Punctuality
· Run sessions/complete role responsibly and enthusiastically
· Follow procedures within the service including Health and Safety 
· Inform contact of any changes to their task or ability to attend
· Discuss any problems with the appropriate representative from HLH
· Work to an agreed standard 
	What HLH employees expect from volunteers

· To be punctual

· To be responsible for and enthusiastic about the  task

· To follow procedures within the school or community environment

· To communicate regularly with staff 

· To alert staff of any problems or concerns

· To work to an agreed standard 


3. Volunteer Recruitment Steps 
Following these steps will make the recruitment process simpler and clearer for both you and the volunteer.  These steps are to be used by anyone recruiting a volunteer to High Life Highland.
	Requirement
	Tasks/Steps
	Document or template

	Decide what you require in a volunteer
	Make a list of things you will need a volunteer(s) to do 


	

	Role Descriptions
	Write a job description for the volunteers you require, you might find that one has already been developed.
	

	Recruit volunteers
	Spread the word that you are looking for an advertisement for a volunteer post.  These might also already have been developed.
	

	Informal chat
	Once someone has approached you to volunteer, have an informal chat 
	n/a

	Volunteer application form
	When someone approaches you wanting to volunteer, ask them to fill in a volunteer application form.
	Volunteer Application Form

	Arrange a meeting
	If their skills and experience are satisfactory invite them to a meeting.  Discuss the role, expectations and the candidates experience in more detail
	Interview Letter

	Check the references given in the application
	Phone or write to the applicant’s referees
	Reference Letter

	Offer the position to the volunteer
	Should the references be favourable write to the candidate to invite them to join us.  Include a copy of the High Life Highland Acceptance form for them to complete. 
	Acceptance Letter

Acceptance Form

	Enter their details to database
	Keep their details on file in the appropriate data base, ensure files holding personal details are secure.
	

	Volunteer Induction
	Take your volunteer through the points on the induction sheet, further details in document 10.
	Induction Checklist

	Continue to support
	See Section 2.4
	


4. Working with volunteers
It is important to give the process of recruiting and working with volunteers some time and thought to ensure a positive experience for you as well as the volunteer. Volunteering is a two way process in which both you and the volunteer will gain.  We should aim to:
Enable volunteers to make their full contribution to the programme or service’s goals whilst developing their own skills and interest.
There are four general steps in working with volunteers
1. Planning for volunteer involvement

2. Recruiting volunteers

3. Selecting volunteers and inductions

4. Supporting and retaining volunteers

4.1 Step One: Planning for volunteer motivation

Find out what would encourage an individual to volunteer.  If you know the reason why people volunteer you can better match volunteers to roles.  This is very important if you want people to enjoy their tasks and continue to volunteer for a long time.  Motivations could include: meeting new people, seeing activities delivered at their child’s school, making friends, wanting to help others, learning a new skill, gaining new experiences, building a CV, feeling needed, experiencing a sense of achievement, being affiliated with an organisation, the list is virtually endless! Often volunteers give their time for a combination of the reasons listed above. 

By speaking to potential volunteers you can usually find out what motivates them. 
4.2 Step Two: Recruit
Know what you want the volunteers to do.  Give some thought to what you want the volunteer(s) to do and how often you will need a volunteer.  Create a task description or check for one within High Life Highland you could adapt  www.highlifehighland.com .

Some reasons you might recruit volunteers include:

-Providing additional opportunities for children 
-Sustainability

-Linking with the community


-Diversity/new faces

-Feeding into community clubs


-Supporting the growth of a group

-Saving on costs



 
-Increase participation

-New skills/experience/knowledge

-Enthusiasm

Understand what the barriers to volunteering are, people might be hesitant or put off by certain things such as not knowing that expenses are available, having to go through Disclosure checks, not knowing how to get involved.  You should be aware of these barriers during the recruitment process and do your best to minimise them if possible. 
Once you have decided what you need a volunteer to do, let as many people as possible know that you are looking for volunteers.  Explain what your project/programme/service is about and how important volunteers are to its function.  Using the branding templates, make up flyers, posters, letters and adverts to advertise the position.  Think of where your target group is likely to read your posters and ads.  Be sure to emphasise not only why you need help, but also describe what they can gain from volunteering with you (it’s fun, training is given, meet new people, etc).  Spread the message wide! 
4.3 Step Three: Select
Although it might be tempting to think the first volunteer through the door is the right one for the job this might not always be the case.   Use the meeting to explore what they can offer HLH.  Have a chat with potential volunteers, in person or on the phone, and note down your conversation on the Volunteer Application Form (Document 6).  You will be able to find out what the interests of the volunteers are and if they match your activities.  If applicable, you must let them know if they will need to be Disclosure checked and complete the rest of the steps outlined in the chart in section 3 of this document, set up a meeting, check references and if all goes well, offer them the position.  

You will need to create a file for each volunteer including information obtained in the recruitment and selection process, and enter the volunteer’s details into the database.  Be sure any paper files are stored securely.

Remember, it will be a lot less work to get the right volunteer from the start than to recruit again after a short time. 
4.4 Step Four: Support and Retain
Supporting your volunteers will help retain them.  While your volunteers will all help for different reasons, they will also stop volunteering for different reasons.  Some people will cease volunteering for reasons outwith your control, but some people will stop because they feel unsupported in some way.  Recognising the reasons that stop people volunteering will enable you to take steps to prevent those within your control.  

Some of the reasons people will stop volunteering:

-lack of support



-lack of training



-isolation or communication issues
-too many responsibilities

-badly behaved classes/groups

-lack of incentives/out of pocket

-moving away from the area

-not enough time/situation change

-feeling undervalued


-not having enough responsibility

It is important to provide your volunteer with the right level of support and/or supervision.  Remember there is a clear difference between supporting and supervising your volunteers.  You will need to decide which is appropriate and when. 
Support is facilitating and enabling groups/individuals to enable them to reach their full potential and fulfil their role.  Ways you can support your volunteers include education and training, one to one mentoring (doesn’t have to be you that is the mentor), and creating a volunteer agreement. 
Supervision is overseeing that your volunteers are doing the correct job.  You must be present to fulfil a supervisory role.  You can supervise by assisting or simply observing sessions and how often you provide support and supervision will vary for different volunteers.   It may take some time to find the level that works best for you both.  On-going support will help both you and your volunteer. 

Retention Supporting volunteers well will go a long way to retaining them.  There are also ways of retaining the volunteer using small but effective gestures:
-Keep in regular contact with volunteers.  This can be via phone, text, email, or face to face conversations

-Say thank you

-Have a Personal Development Plan (PDP) with your volunteers to address any training, mentoring or development issues there might be, PDPs can be formal or informal depending on the needs of your volunteer but it is advised to discuss progress and development on a regular basis

-Ensure they have the opportunity for development; keep them up to date with all training opportunities  

-Keep track of their hours of service (Document 11)

-Nominate them for a High Life Highland Volunteer Award

-Let them know of award schemes they could qualify for (ie Saltire Award, Millennium Volunteering)

-Offer expenses where possible, (see further in this section for expenses availability)

-Use the monthly monitoring statistic checklist if they run sessions for you

-Use participant evaluation forms at the end/middle of the session to monitor

-Involve the volunteer in decision making, ie changes to the programme, purchasing equipment, supporting other volunteers

-Recognise their contribution

-Make sure they are challenged or the tasks are varied

-Every year from 1 – 7 June is Volunteers Week, an ideal opportunity to highlight your volunteers and the work they are doing, and to recruit more volunteers if required.  For more information and ideas visit www.volunteersweek.org.uk  

4.5 Expenses
When new volunteers are asked to travel on behalf of HLH they should be offered expenses as though they were paid employees.   This means that if they are travelling somewhere which is not their normal base they are entitled to claim back their expenses for doing so in the same way as an employee of High Life Highland would.  Youth Voice Volunteers are entitled to claim their expenses from home.  Gift Aid forms may be made available to encourage and enable volunteers to donate their expenses to HLH should they wish to.

4.6 Tools and Resources
When your volunteer is ready to start be sure to provide them with the tools and resources they will require to do their job properly.  This may include comfortable desk space, registers for the group they are leading, blank session plans, key telephone numbers and contacts or equipment.

4.7 For more information or support on recruiting or retaining volunteers:
4.7.1 Volunteer Centre Network

The Volunteer Centre network Scotland is a match-maker between organisations looking for volunteers and volunteers looking to get involved in an activity.  The Volunteer Centre will advertise your volunteering opportunities free of charge to a wide range of potential volunteers and many local groups in your community.  The network can also offer training, resources and special events that you can link into. 
4.7.2 Sportscotland

sportscotland, the national agency for sport, links to several volunteering organisations in Scotland.  If you require a volunteer for a sport related activity, visit:


www.sportscotland.org.uk/volunteering

www.helpforclubs.org.uk

www.volunteerscotland.org.uk 
4.7.3 High Life Highland Volunteer Policy

The High Life Highland Volunteer Policy outlines the organisational policy and procedures when working with volunteers in Adult Education, Archives, Art, Community Centres, Leisure, Libraries, Museums, Outdoor Education, Sport and Youth.  To view the policy visit: www.highlifehighland.com 

5. Induction procedures
Once you have recruited and where necessary PVG/Disclosure checked a new volunteer you will need to induct him or her.  Induction and training for volunteers form parts of the same process, the purpose of which is to ensure that volunteers are able to carry out their volunteering role as effectively as possible.  The induction aims to introduce new volunteers to High Life Highland and help them understand their role within it. 
5.1 Introduce your service and procedures

This is not an exhaustive list of what your volunteer will need to know.  Please see Document 10 for a complete checklist which you can add to with any additional considerations.

-  explain what the goals of your service are
-  explain where the volunteer fits into achieving those goals

-  explain who is involved in delivering the service

-  health and safety considerations for their role/location

-  accident/incident reporting 

-  insurance

-  financial issues e.g. how to claim expenses (and what can be claimed)

-  explain arrangements for support and supervision

-  problem solving procedures (who is the contact for complaints)

-  training programmes available 

-  relevant policies e.g. confidentiality, data protection, taking registers

-  if applicable, distributing and filing parental consent forms

Insurance

All volunteers need to be insured when volunteering for an activity that involves the public.  Public Liability Insurance, also known as third party insurance, protects you for claims by members of the public for death, illness, loss, injury or accidents caused by negligence (as the result of actions of a volunteer).

Volunteers are insured under the High Life Highland Policy whether they are working within or outwith a High Life Highland building when there is a member of High Life Highland staff present and when carrying out duties covered by their volunteer job description. 

7. Volunteer Drivers
Volunteers must pass the Highland Council minibus test if they are going to drive a minibus to transport children to and from activities.  

8.  Health and Safety for Volunteers
This section is an outline of the basic principles and procedures of Health and Safety relevant to volunteers.  Please refer to the High Life Highland policy on Health and Safety for more detailed procedures.

Your volunteers will need:

-Sufficient and appropriate information, instruction, and supervision to meet Health and Safety requirements


-Procedures to deal with any foreseeable emergency situations

8.1 Risk Assessment

If your volunteer is undertaking a new activity, prior to starting, a generic risk assessment needs to be undertaken by you.  Risk assessments ensure that activities are safe for participants and volunteers. 

8.2 Activity checklist and procedures

It is good practice for those volunteers running sessions, for example classes or sport sessions, to carry out a checklist prior to leading their activity.

9.   Working with Children and Vulnerable Adults
High Life Highland aims to ensure that anyone, whether a child, young person or vulnerable adult, is protected and kept safe from harm whilst with staff or volunteers in this organisation.   In order to achieve this we will ensure our staff and volunteers are carefully selected, screened, trained and supervised. 

Volunteers must be aware of their duty to protect children and vulnerable adults.  If your volunteer is working with either of these groups you must make them aware of the policies and procedures in place.  See relevant High Life Higland Policy on protecting people who may be at risk of harm.   

Volunteers and staff who have any concerns about a child’s safety should be reported immediately and followed up by the Child Protection Lead in HLH.   Child Protection Training will be offered to all volunteers working with children. For more information visit www.forhighlandschildren.org 
10. Summary
Working with volunteers can be a rewarding experience and can add value to your service or your programme.  Volunteers can add their time, enthusiasm, expertise and dedication to your service or programme.  By supporting them, helping them develop and managing them in the appropriate way benefits …for a long time.

11.  Useful documents, organisations and websites 

Documents

The following documents available on www.highlifehighland.com have been created to help you. 

	Document 1
	Policy on Volunteering

	Document  2
	Handbook for Volunteers

	Document 3
	Guidance for Staff

	Document 4
	Thank you for Interest Letter

	Document 5
	Volunteer Availability Form

	Document 6
	Volunteer Application Form

	Document 7
	Attend Interview Letter

	Document 8
	Acceptance Letter

	Document 9
	Volunteer Acceptance Form

	Document 10
	Volunteers Induction Checklist

	Document 11
	Volunteer Record Card

	Document 12
	Reference Form


Relevant High Life Highland Policy Documents

· Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information.
· Policy on Recruitment of Ex-Offenders

· Adult Protection Policy

· Policy on protecting people who may be at risk of harm 
· Child & Adult Protection Policies for Your Community Group

Organisations

-Signpost (a collective of the organisations formerly known as Volunteering Highland, CVS Inverness and CVS Nairn): www.volunteeringhighland.org

Signpost, The Gateway


1a Millburn Road


Inverness, IV2 3PX


Tel: 01463 711393

-High Societies (Community Information Directory) :  http://www.high-societies.org/index.html

-Voluntary Action Lochaber: http://www.valochaber.org/ 


Voluntary Action Lochaber, An Drochaid 


Claggan Road


Fort William


Tel: 01397 706044
-Voluntary Action Badenoch and Strathspey


Voluntary Action Badenoch and Strathspey, Inverewe


Grampian Road


Aviemore, PH22 1RH


Tel: 01478 810004 Ext: 4
-Ross-shire Voluntary Action, http://www.rossvolact.org.uk/ 


Ross-shire Voluntary Action, Thorfin House


Bridgend Business Park


Dingwall, Ross-shire


IV15 9SL


Tel: 01349 862431

-Caithness Voluntary Group, http://www.cvg.org.uk/index.php/site/contact/


Telford House 


Williamson Street


Wick, Caithness 


KW1 5ES


Tel: 01955 603453

Appendix C
Standard letters for recruitment process:

Thank you for Interest Letter
Volunteer Availability Form
Volunteer Application Form
Attend Interview Letter
Acceptance Letter
Volunteer Acceptance Form
Volunteers Induction Checklist
Volunteer Record Card
Reference Form

​
Please ask for:










Direct Dial:

Email:

Your ref:

Our ref:

Date:

Dear 

Thank you for showing an interest in volunteering with High Life Highland.   I have enclosed some information which I hope will encourage you to investigate further some of our exciting volunteering opportunities.

I have also enclosed application and availability forms which, once completed, should be returned to <<lead officer>>.
Thereafter, prior to you beginning volunteering, we would invite you in for a discussion about the role, your skills and experience and what you hope to get out of volunteering with High Life Highland.

You will be aware of the importance that is placed on protecting children and vulnerable adults. Towards that, for certain volunteer positions, there may be a requirement for a PVG (Protection of Vulnerable Groups) check.

Should you wish to find out more please contact <<lead officer>> on <<xxx>>
Yours sincerely

<Name>

<Designation>
Enc.

Document 4
PERSONAL DETAILS

Surname:  . . . . . . . . . . . . . . . . . . . . . . . . . ……………….     Title: ……………
Forename(s): . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    Male □
  Female □  

Address: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Postcode: . . . . . . . . . . . 
Telephone Number:  Day:  . . . . . . . . . . . . . . .
  Home: . . . . . . . . . . . . . . .  
Mobile: . . . . . . . . . . . . . . . . . . 

Email Address: . . . . . . . . . . . . . . . . . . . . . . .    
Driving Licence Holder: 
Yes  □

No  □              

Volunteering Position(s) ……………………………………………………………………………………………….

Availability:


I am available as follows:  ………………………………………………………………..
Please enter the times you are available in the appropriate boxes.

	Day
	09.00 – 12.00 
	12.00 – 14.00
	14.00-17.00
	17.00-20.00

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	


I am available to volunteer in the following locations.  Please state
…………………………………………………………………………………………
I WILL INFORM HIGH LIFE HIGHLIFE HIGHLAND OF ANY CHANGES

Signature …………………………………………………

Date …………………

Volunteer position: ……………………………………….

PERSONAL DETAILS (please complete in capital letters and black ink)

Surname …………………………………
Title:  (Mr/Mrs/Ms/Miss/Dr/Rev/Other) ..…………..

Forename(s) ………………………………………………………………   Male □   Female  □

Address ……………………………………………………………………………………………………
……………………………………………………………………
Postcode ………………………….
Telephone number ……………..  Daytime  ………………….. Home  ……………………  

Mobile……………………………………..  
Email address …………………………………………..

EMPLOYMENT STATUS

Not currently seeking employment
□

Retired 



□

Unemployed but seeking employment
□

In full/part-time employment
□

In secondary/higher education

□

Self-employed


□

Retired but seeking employment

□

Involved in training scheme
□

Work placement



□


EXPERIENCE AND SKILLS - please tell us about what experience and skills you bring to this volunteering opportunity?  Please include details of experience of working with young people or vulnerable adults if appropriate.

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

VOLUNTEERING EXPERIENCE – please give details. 

Volunteer position and responsibilities

Organisation


Dates

…………………………………………………

……………………………..
………………

…………………………………………………

……………………………...
………………

…………………………………………………

………………………………
……………….
Qualifications/training

Please provide details of any qualifications/training courses you have attended which are relevant to the volunteering position in which you are interested; including those relevant to working with children, young people or vulnerable adults, if appropriate.  (Please use a separate sheet if necessary).

Title of qualification/training ………………………………………………………………………………………...

………………………………………………………………………………………………………………………….

Name of organisation/awarding body ……………………………………………………………………………..

Date …………………………..


Length of course ………………………………………………...

Title of qualification/training ………………………………………………………………………………………...

………………………………………………………………………………………………………………………….

Name of organisation/awarding body ……………………………………………………………………………..

Date …………………………..


Length of course ………………………………………………...

References

Please provide two referees.  Ideally, one should know you in an employment capacity.  The referees should not be directly related to you, and should have known you for at least one year.

Referee 1
Name …………………………………………………………………………



Address ……………………………………………………………………………………………..



…………………………………………………………………………  Postcode ……………….

Referee 2
Name …………………………………………………………………………



Address ……………………………………………………………………………………………..



…………………………………………………………………………  Postcode ……………….

HEALTH

A disability or health issue does not exclude you from volunteering.  Applications from people with disabilities are welcomed.  Do you consider yourself to have disabilities/health issues that could affect your volunteering?         

YES  □       NO  □

If yes, please give details ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

CRIMINAL OFFENCES

Because volunteering may involve you in providing help and support to children, young people, the elderly and vulnerable people, we ask you that you give details of criminal offences.  A prior criminal conviction may not prevent you from working with High Life Highland, but failure to disclose relevant convictions in full, will result in you being unable to volunteer with High Life Highland.  

Have you ever received a criminal conviction?         YES  □       NO  □   

If yes, High Life Highland will need to assess whether this will affect the volunteering opportunity that we can offer you.  All information will be kept confidential and the Rehabilitation of Offenders Act (1974) applies.  Please give details on a separate sheet.  Volunteers working with the above groups will undertake a Protection of Vulnerable Groups check.

Data Protection
In accordance with the requirements of the Data Protection Act 1998, you are advised that the information provided on this form is used for recruitment and selection of volunteers, that a database of volunteers will be maintained and that the information provided may be used for payroll purposes in respect of reimbursement of expenses and for personnel purposes by High Life Highland. 

All personal details will remain confidential and are used solely for administrative purposes.

I declare that all the foregoing statements are true and complete to the best of my knowledge.  I agree to the use of personal data for the purposes stipulated above.

Signature of Volunteer  …………………………………………………….  Date  …………………………..

How did you hear about this volunteering opportunity?

Local newspaper


□

High Life Highland website

□


In in a centre (e.g. library)

□

Signpost



□

Other (please specify) ……………………………….

Please return this form in an envelope marked “Volunteer application-confidential” to:

<insert name>

<insert address>
ocument 6
	
	Date:

Our Ref:

Your Ref:
	


Dear
Thank you for your application to become a volunteer with High Life Highland.  I would be pleased if you would come and meet me at <location> on <time/date>, so we can discuss the possibility of you becoming a volunteer with us.  
Please confirm your attendance by telephoning <name> on <phone number>.
Volunteer applicants may be subject to a Protection of Vulnerable Groups (PVG) check.  Accordingly I enclose the form for completion of Part B (Personal details) and Part C (Declaration) only.  Please bring this with you to our meeting; there will be no cost to you for this procedure.
Please note that you should also bring three original means of identification as listed in the form (Section 7-Confirmation of Identity).   Please also bring any relevant qualifications that you hold including driving licence, first aid certificates etc.

I look forward to meeting you and once again thank you for your interest.
Yours sincerely

<<name>>

<<designation>>

	
	Date:

Our Ref:

Your Ref:
	


Dear
Further to our recent meeting to discuss the possibility of you volunteering with High Life Highland, I have great pleasure in inviting you to join our team.

I would be grateful if you would complete and return the enclosed Volunteer Acceptance Form as confirmation of your intention to accept this opportunity.  
<name> will be in touch to agree a start date, to introduce you to your colleagues and agree your tasks and conditions of work.
Thank you very much for the commitment you have made to volunteer with High Life Highland. We hope to make this an enjoyable and worthwhile experience for you.

Yours sincerely

<Name>

<Designation>

[image: image2.emf]   

  Volunteer Acceptance Form  

  Name:     Volunteering position:       EMERGENCY DETAILS     Name …………………………… …………..   Relationship ……………………… .     Address  …………………………………… ……………………………………………………… …     …………………………………… ………………   Postcode …………………………. .     Telephone number s     Daytime  ……………….. Home   ……………………  Mobile     … … … … … … … … … ..           MEDICAL REQUIREMENTS     Please let us know of any medical conditions which may affect your volunteer  position.     ……… …………………………………………………………………… …………………     …………………………… ……………………………… …………………………………         I have read and understood the Hi gh Life Highland Volunteer Handbook   and  I  a m   happy to accept this position.     Signed:  ……………………………………………………   Date  … … ... ……… ………….                



[image: image3.emf]HIGH LIFE HIGHLAND   Volunteers Induction Check List    

Prior to Start  Person  responsible  Date Completed    + Initials  

   

Acceptable  PVG   Form  Named  Contact   

Letter of Appointment    Receipt by  Named Contact  of  Acceptance  Letter  Named  Contact   

Volunteer Record Card  created  Named  Contact   

Volunteer Database Amended  Named  Contact   

Inform other staff of appointment & start date  etc.  Named  Contact   

Day One   as appropriate to Volunteer  position  Person  responsible  Date Completed    + Initials  

Workplace layout    

Introductions as approp riate      Organisational structure  (area/service/dept) explain reporting  procedures    

Signing in/Clocking - in for H&S  if applicable    

Tour of building: toilets, staff facilities    

Health & Safety info: fire exits, fire alarm drill  and location of fire exting uishers, policies incl.  No Smoking Policy, identify First Aider, first aid  kit, security codes allocated where necessary     

Communication: staff meetings, notice boards,  newsletter etc.    

Staff and volunteer attitude, discretion, H LH   Code of Conduct, Goo d Practice for Volunteers     

ID Badge    

Volunteer Record Card:  completion and  authorisation.  Explanation of recognition  scheme    

The job:  tasks involved, duties &  responsibilities, standards expected, priorities    

Confirm working hours    

 

    During  First Week  –   1 Month  Person  responsible  Date Completed    + Initials  

Explain expense claim procedure    

Absence  r eporting    

Relevant  High Life Highland   Policies     

Accident & incident reporting    



Handbook for Volunteers
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Volunteer Application Form
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Name:

Volunteering position:

		DATE




		TIME

		WORK CARRIED OUT

		DATE COPY SENT TO BASE

		AUTHORISED



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





Named contact:  ……………………………………………………..





Volunteer Record Card
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Name:

Volunteering position:  


EMERGENCY DETAILS

Name ………………………………………..
Relationship ……………………….

Address ………………………………………………………………………………………………

……………………………………………………
Postcode …………………………..

Telephone numbers


Daytime ……………….. Home  ……………………  Mobile   ………………………..

MEDICAL REQUIREMENTS

Please let us know of any medical conditions which may affect your volunteer position.


………………………………………………………………………………………………


………………………………………………………………………………………………

I have read and understood the High Life Highland Volunteer Handbook and I am happy to accept this position.

Signed:  …………………………………………………… Date ……...………………….






Volunteer Acceptance Form
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Volunteers Induction Check List


		Prior to Start

		Person responsible

		Date Completed 


+ Initials



		

		

		



		Acceptable PVG Form

		Named Contact

		



		Letter of Appointment 

Receipt by Named Contact of Acceptance Letter

		Named Contact

		



		Volunteer Record Card created

		Named Contact

		



		Volunteer Database Amended

		Named Contact

		



		Inform other staff of appointment & start date etc.

		Named Contact

		



		Day One as appropriate to Volunteer position

		Person responsible

		Date Completed 


+ Initials



		Workplace layout

		

		



		Introductions as appropriate


· Organisational structure (area/service/dept) explain reporting procedures

		

		



		Signing in/Clocking-in for H&S if applicable

		

		



		Tour of building: toilets, staff facilities

		

		



		Health & Safety info: fire exits, fire alarm drill and location of fire extinguishers, policies incl. No Smoking Policy, identify First Aider, first aid kit, security codes allocated where necessary 

		

		



		Communication: staff meetings, notice boards, newsletter etc.

		

		



		Staff and volunteer attitude, discretion, HLH Code of Conduct, Good Practice for Volunteers 

		

		



		ID Badge

		

		



		Volunteer Record Card:  completion and authorisation.  Explanation of recognition scheme

		

		



		The job:  tasks involved, duties & responsibilities, standards expected, priorities

		

		



		Confirm working hours

		

		





		During First Week – 1 Month

		Person responsible

		Date Completed 


+ Initials



		Explain expense claim procedure

		

		



		Absence reporting

		

		



		Relevant High Life Highland Policies 

		

		



		Accident & incident reporting

		

		



		Communication and Customer Care

		

		



		Complaints Procedures

		

		



		Training and Development

		

		



		Location of staff manuals & instructions/ Intranet

		

		



		Use of equipment:  photocopier, fax, telephone, till as appropriate

		

		



		

		

		



		Use of PCs eg Acceptable Use Policy

		

		



		

		

		



		Within 1-3 Months (as appropriate to tasks agreed)

		Person responsible

		Date Completed 


+ Initials



		Operation of any additional equipment 

		

		



		Other parts of the service

		

		





Once induction is complete, this check list should be filed by the Named Contact in the Volunteer’s personnel file
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