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Getting you started as a [Volunteer_Role] at [Organisation’s_Name]
[A warm welcome message and overview of the organisation’s purpose]

Welcome! It is great to have you as part of our team!!!
We appreciate your time and dedication volunteering with [Organisation’s Name]. 
We aim to provide a mutually beneficial volunteer programme, giving a worthwhile volunteering experience while your time makes an invaluable contribution to the work at [Organisation’s_Name] and the Islington residents that we are supporting.
This pack is a ‘work in progress’ and we may make changes and additions from time to time. Please tell us if you think of something useful that could be added.

We look forward to working with you.

















Who we are
Who we are 
[Organisation’s_Name] [Organisation brief description of what the organisations does and its impact]
How volunteers contribute to your impact…
Who is who
[key staff and key volunteers’ names and titles if relevant]
All new Volunteers will be supported by [Organisation’s_Name] to ensure they fully understand their volunteer role.

Volunteer Role Description & Responsibilities
· Hours:
· Length of the role:
· Venue:
· Supervisor: (name/contact details)
· Purpose of the role:
· Responsibilities:
· Skills and experience:
· We will provide: 

· Training: To be undertaken in advance and as part of your volunteering. 
· Expenses: (We recommend to pay travel and lunch expenses when applicable)
· Insurance: Volunteers are covered by the organisation’s public liability insurance. Volunteers are required to carry out their role in a safe manner. Volunteers are only covered for tasks that they are authorised to do.
· Support: Supervision will be provided by the volunteer’s supervisor, together with on-going support.
· Volunteer ID card when needed.
· References: Once you’ve successfully completed your trial period with us, we’ll be happy to give you a reference.








Policies & Procedures
[Include or reference (add link) your key policies]
Code of Conduct
Safeguarding (adults and/or children)
GDPR & confidentiality
Health & Safety
Equality, Diversity & Inclusion
Expenses policy
Complaints procedure
Lone working policy (if applicable)
Driving policy (if volunteers drive on duty)

Data protection and Confidentiality
Let’s start with some key information that will help protect you and the people you are supporting.
For the purposes of General Data Protection Regulations (GDPR), the data controller in respect of your personal data is [Organisation’s_Name]. We hold personal data about all our volunteers. Your data will be used to administer your volunteering and will not be shared with any third party without your prior permission. Your data may be used for statistical purposes. Our commitment is to respecting volunteers’ rights in data protection law.
During your volunteering you will come across personal and sensitive information about individuals as part of the support you will offer. We want to make sure that all information stays safe and confidential in line with the GDPR Legislation. We want you to treat other people’s personal information in the same way you would want yours to be treated. If you do acquire information about an individual you may be supporting (for example, names, addresses and possible medical information), we ask that you maintain confidentiality and do not discuss or disclose any data or information with anyone outside of [Organisation’s_Name] or with anyone who doesn’t need to know.
	DO 
	DON’T 

	
· Keep any data secure and treat other people’s information in the same way you would want yours to be treated. 

	
· Discuss any information or data with anyone outside of [Organisation’s_Name] or with anyone who doesn’t need to know. 


	
· If you think there has been a mistake or breach of data protection you’re your supervisor at [Organisation’s_Name] about it so we can manage this. 

	
· Share client personal information without their permission. Leave any messages on answerphones with any personal information if you are not sure who is going to be able to hear them. 



Equal opportunities

The recruitment of all volunteers will operate within the principles of [Organisation’s_Name]’s equal opportunity policy. 
[Organisation’s_Name] believes that volunteers should not be discriminated against either by the organisation or its users and will ensure that it does not unfairly exclude or discourage the involvement of potential volunteer on the basis of age, race, sex, disability, religion, sexual orientation, gender reassignment, marriage and civil partnership or pregnancy and maternity.
Volunteers and service users receive the same treatment regardless of their gender, culture, sexual orientation, marital status, age, race, colour, ethnic or national origin, religious belief, disability or background. We encourage you to treat all other Volunteers, staff, and people you support equally and with respect.
You will support a diverse range of individuals in diverse communities and we ask that you respect every individual’s beliefs and that nobody is treated less favourably or excluded in anyway. We are all different and all have the right to be treated with dignity and respect. If you witness any behaviours where you feel someone is being treated less favourably or excluded, then you must inform your supervisor at [Organisation’s_Name] of this immediately so we can tackle this and take appropriate action.

Safeguarding 
At [Organisation’s_Name] we place the safeguarding and well-being of volunteers, employees and people we support above anything else. You may come across children or vulnerable adults or at risk of harm and they should never experience abuse of any kind. We want you to be alert to any signs or patterns of abuse or anything that may concern you and always raise your suspicions. Be assured you will always be supported by the charity and not raising your concerns is worse than raising a suspicion that is incorrect. 
Your supervisor will also be on hand to support you with any safeguarding concerns, including providing guidance on how to let us know if you are worried about someone's health and wellbeing, or safety.







Volunteer agreement
We want volunteering to be a great experience for everyone involved in our organisation. This agreement outlines what you can expect from us, and what we’d like you to do to help things run smoothly and mean that your time and effort freely given is put to the best use. You should read this agreement and our Volunteering Handbook carefully before beginning to volunteer.

	You can expect us to provide you with: 
	As a volunteer with [Organisation’s_name] we ask that you agree to: 

	
· A safe, respectful, fair and non-discriminatory volunteering environment. 
· A clear explanation of what your role involves, what is expected of you and who you need to speak to if you need support. 
· Relevant and up to date information and advice
· Reimbursement of your out of pocket travel/lunch expenses (if applicable). 
· Insure you against any injury you may suffer or cause due to negligence.
· Provide you with a reference after your trial period.
· The ability to stop volunteering with us without pressure or judgement. 

	
· Enjoy volunteering with us!
· Recognise that the needs of the charity’s beneficiaries are our priority. 
· Perform your volunteering role to the best of your ability. 
· Be accountable for your actions. 
· Support and abide by the charity’s instructions within the documents provided to you. 
· Not accepting any gifts or monetary gifts from people you are supporting. 
· Respect and maintain confidentiality, keeping any information you gain about the charity, its services and those we support.
· Give feedback to your supervisor to help us improve the project and our work




This agreement is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. Neither party intends an employment relationship to be created either now or at any time in the future.

I confirm that I have read this volunteer handbook, any specific guidance for the role I’m volunteering for and this Agreement. I also confirm that I have completed an induction for my role with my supervisor (or another member of staff).
	Name of Volunteer (please print):

	Telephone:

	Email:

	Volunteer signature:

	Date:




	Volunteer Supervisor signature:

	Date:




Induction checklist

	
	Your
initials 
	Supervisor
initials

	Met your supervisor and know how to contact them
	
	

	Know about us
	
	

	Know about the project you’re volunteering for
	
	

	Know about the role responsibilities
	
	

	Agreed with your supervisor what times you wish to volunteer
	
	

	Know how to claim expenses if applicable
	
	

	Understand about Data Protection and Confidentiality in your role
	
	

	Understand about equal opportunities and diversity
	
	

	Understand about Health and Safety in your role
	
	

	Understand about Safeguarding in your role
	
	

	Understand and have signed Volunteer Agreement
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