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Student Volunteering Bangor

Volunteer Recruitment and Selection Policy
1. 
Equal Opportunities Statement
SVB commits to ensuring that its’ volunteering opportunities are free from discrimination on any grounds. The acceptance of volunteer assistance is made on merit, the sole selection criteria being the individual’s suitability to carry out the tasks set out in the Role Description.
SVB will not tolerate discrimination or prejudice of any kind. We also resolve to create a positive and welcoming atmosphere for all our volunteers, members of staff, service users and visitors. We are committed to an equal opportunities policy that ensures that no volunteer, member of staff, service user or visitor will be treated less favourably, except on grounds of competence. 
2.
How we Recruit Volunteers
2.1 Serendipity and Serendipity 2

Recruitment of volunteers will initially be carried out at the Serendipity fairs held at the beginning of semesters one and two. Student Volunteering Bangor will showcase volunteering opportunities and invite students to register their interest in volunteering.
2.2 Student Volunteering Website and Facebook Page
Students browsing the SVB website and facebook page will be able to register their interest by joining the online mailing list and learn about new opportunities throughout the academic year.
2.3 Notification of Volunteering Opportunities
All volunteering opportunities when they arise will be advertised by email to students on the mailing list and through the facebook page. A Role Description which includes a person specification will in most cases be included with the advertisement email.
Potential volunteers will also be directed to the SVB website where they can access further information about student volunteering.

2.4 General Promotion of Volunteering

The SVB promotions committee will at various points during the academic year, undertake activities designed to raise awareness of Student Volunteering Bangor and recruit volunteers.

3.
Applying to Volunteer and Time Scales for Applications
Once a volunteering role is advertised to students on the SVB Mailing List, they will be given a time scale of between 3 and 5 working days to register their interest in the role. They must do so by following the instructions set out in the recruitment email which will usually be to email the project with their name and contact details.

Depending on the number of applicants, the decision will be taken by the Project Leaders whether to interview all of those interested or whether to ask people to complete an application form.  As a general rule, if there are more than 8 applicants per available role, then application forms should be completed so as to reduce the number of people needing to be interviewed.
All applicants will be invited to complete an application form within 3 to 5 days of the closing date for registering interest in a role. All applicants will be given 3 to 5 working days to complete their application forms. 
Once all application forms have been received by the Project Leaders, or if no application form is being used, applicants can be expected to be invited for interview (or told that their application is not to be taken further at this stage) within 3 to 5 days of the closing date or of applications being received.

Once interviews have taken place, candidates can expect to be informed of the outcome of their application within 24 hours of the final interview.

A copy of the standard SVB application form can be found in the appendix to this policy. 

4.
Selection

4.1 Selection for Interview
In cases where interested students have completed application forms for roles, selection for interview will be made based on the application forms alone. The Project Leaders will be in charge of selection and interviewing and should assess all application forms together, after the closing date. 
4.2 Criteria for Selection
When selecting applicants for interview, the Project Leaders should rate the applicant based on their responses to the questions asked in the application form. Selections will be made in line with the Role Description.
Guidance for selecting applicants is included in the appendix to this policy.

4.3 Interviews

Applicants will be invited for interview via email or phone call. Interviews will usually be conducted by the Project Leaders although the Volunteering Manager will, in some cases, sit in on interviews in order to provide support and guidance to the Project Leaders. The Volunteer Manager will interview all applicants for the posts of Project Leaders, along with the current Project Leaders.
An Interview procedure is included in the appendix to this policy.

5.
References and Criminal Records Disclosures

For all volunteer roles working with children and / or vulnerable adults, applicants will be required to provide details of two referees to whom SVB will apply for references. These volunteers will also be required to complete a CRB disclosure application form.

It is the policy of SVB that no-one shall work or volunteer to work with children and young people within or on behalf of SVB who:

· has been convicted of or has received a formal police caution concerning an offence against children as listed in the First Schedule of the Children and Young Person’s Act 1933; or

· has been convicted of or has received a formal police caution concerning sexual offences against children and young people.
6.
New Volunteers Induction

Before commencing voluntary work, the new volunteer must submit a completed Volunteer Registration Form and where necessary a CRB form. These should be submitted to the Volunteer Manager at the Volunteering Office.
The Volunteer Manager will then obtain references and submit the necessary forms to the Criminal Records Bureau.

New volunteers will be given an induction and issued with a SVB Volunteers Handbook which includes information about Health and Safety and where required, Child Protection issues and the Protection of Vulnerable Adults. The induction will also include information about the role they will be undertaking and the arrangements for their voluntary work. 
All volunteers must be informed that if they claim benefits, they must inform the benefit office that they are commencing voluntary work.
All volunteers must be informed that they may wish to undertake a probationary period of up one month and should they decide that the role is not appropriate for them; they can cease their volunteering with full support from Student Volunteering Bangor.
7. Policy Review

This policy will be reviewed every three years. Next Review – June 2013
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Procedure – Recruiting Volunteers
When it’s time to recruit volunteers for your project, please follow these procedures.

1. Choose a Good Time to Recruit 
Firstly, make sure that both Project Leaders are available to complete the recruitment procedure. Recruiting volunteers is impossible if Project Leaders are busy with course work or are about to go on holiday.
2. Notify the SVB Manager of your Intentions to Recruit
Email the SVB Manager to say that you need a recruitment email sending out to everyone on the SVB mailing list. Please supply the following information:


(i)
How many roles are available?

(ii)
When the email should be sent

(iii)
The closing date to register interest (no less than 3 days after email is sent out)

(iv)
When interviews will be held
3. The SVB Manager invites applications
The SVB Manager will then send a standard email out to everyone on the mailing list asking them to contact the project to register their interest. They will be asked to supply their full name, email address and telephone number.

4. Make a List of the Applicants and send out Application Forms if Necessary
 Once the closing date has passed, check the email account and make a list of all the interested parties. If there are more than 8 people applying for an average of 2 roles, applicants should be asked to complete an application form. Email them a copy of the application form (found in appendix 3) and allow them no less than 3 working days to complete it.

5. Select Applicants for Interviews
 Once all application forms have been received, both Project Leaders should select applicants to be interviewed following the selection criteria in Appendix 2. You should aim to interview no more than 4 applicants per role available.

6. Invite Applicants to attend an Interview 
Contact all applicants selected and invite them to attend an interview, giving them a date and time. If they are not available, they should be offered an alternative date and time. If they are still not available, it is up to the discretion of the Project Leaders whether they should try and accommodate the applicant on an alternative date. The non-successful applicants should also be notified at this stage that their application is not being taken further.
7. Select Volunteers
Once interviews are arranged and have been conducted, Project Leaders should meet to discuss the applicants and using the selection criteria in Appendix 2, make a decision on who will be offered the roles.

8. Notify your New Volunteers and your Unsuccessful Candidates

Once a decision is made, the successful candidates should be contacted and offered a role. Following this, the unsuccessful candidates should be notified.
End of Procedure.
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Interview Procedure

1. Who will conduct the interviews?
The Project Leaders, or a Project Leader and an experienced volunteer should interview candidates for volunteer roles. Interviews should be carried out by a minimum of two people and no more than three. When interviewing for Project Leader roles, the Volunteering Manager will take part in the interview process. 

All interviewers should meet prior to interviews to look through the application forms and decide who will ask which questions during the interview.

2. Where will the interviews take place?

Through discussion with the SVB Manager, the Project Leaders should arrange a suitable private room for the interviews to take place. Provision should be made for volunteers who are awaiting interview i.e. a chair should be placed outside the room and clear instructions should be given so that interviews are not disturbed by the next candidate arriving.

3. Interview Questions

Questions to ask the candidate (if they have not already been asked at the application stage)
(i)
Will you be able to attend the project session every week with the exception of occasional absences?

(ii)
Will you be able to continue volunteering for the entire academic year?
(iii)
What do you already know about this particular SVB project?
(iv)
What interests you about this project?

(v)
What do you think you can bring to this project and do you have any ideas for future developments?

(vi)
Do you think you will be able to meet the time commitment for this project?

(vii)
Do you have any past convictions or cautions that we should be aware of? (Only ask if the role involves working with vulnerable groups)
Scenario Questions

Part of the interview should involve asking at least one scenario question to all candidates. They should be given a scenario of a typical incident which may occur while they are volunteering and they should be asked how they would respond to it. 

Interviewers should then ask (of themselves and each other, not the candidate) the following questions.

· Does the candidate demonstrate good interpersonal skills? Do they listen carefully to the questions and communicate well?

· Does the candidate demonstrate a non-judgemental attitude?

· Does the candidate demonstrate an understanding of the needs of others and respect for others views?

The scenario and subsequent questions should be decided upon before hand and written down so that they can be read out to each applicant. It should also be agreed upon and noted what the interviewers will be looking for in the responses to the questions.
Making Selections
Once the interviews have taken place selections should be made following the guidance set out in Appendix 3. 
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Guidelines for Selecting Applicants for Interviews and Volunteering Roles
1.
Who should make the decisions?
Selecting applicants for interview or selecting applicants for roles once an interview has taken place must be carried out by those who conducted the interviews and no one else.
2.
Rules to follow when selecting volunteers
2.1
Selecting applicants for interviews and ultimately for volunteer roles, must not involve any discriminatory practices and should be done systematically. The Role Description for each role should be the basis for selection both for interviews and volunteer roles.
2.3
All facts must be checked against factual criteria. Do not make assumptions and avoid stereotyping. Do not try to eliminate people when selecting candidates for interview by guesswork.
2.4 
Criteria such as age, gender, race, marital status, religion or disability should not be used in any circumstances.
2.5 
Interviewers should guard against making assumptions about the abilities of men or women in general, or generalities about people from ethnic minority groups or people with disabilities. There is no rule that states there must be at least one male on each project and you should certainly not choose a male over a female because there are fewer males volunteering.
2.6 
Reasons for selection and rejection must be documented on the interview form to confirm that the same criteria have been applied to all candidates. All application forms, including those who are declined an interview should be kept and handed in to the Volunteering Manager once the process is finished.
2.7 
SVB exists to provide experience for Bangor University Students; therefore experience should not be used in order to ascertain somebody’s suitability for a volunteering role. Students are welcome to tell us about their experience but selection for interview or a role should be made based on the applicants’ enthusiasm for the opportunity and their commitment to attend. Sample questions can be found in appendix 2.
2.9
The applicants’ stage in their course can be considered to inform your decision if it is otherwise impossible to choose between two or more candidates. If no other factors make one person stand out over another but one person is in a lower year and will potentially continue to volunteer for longer than someone in a higher year then priority should be given to them.
2.10
The fact that an applicant already volunteers with SVB can inform your decision if it is otherwise impossible to choose between two or more candidates. If no other factors make one person stand out over another, but one person already undertakes a role within SVB and is already benefitting from volunteering, then priority should be given to the individual who is more in need of gaining experience.
3.
What should influence your decision?
The final decision should be based on the answers provided to the questions in the interview and Project Leaders should be looking to recruit candidates who provided the best answers and performed best at interview. 
Project Leaders should review the interview record forms (appendix 4) and choose the best candidates for the roles.
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Interview Record Form

Name of Applicant:________________________________________________________________________________

Email:_____________________________________Telephone Number:_____________________________________

Name of interviewees:______________________________________________________________________________

Notes and Observations for each questions asked
1. 
Will you be able to attend the project session every week with the exception of occasional absences?

2.
Will you be able to continue volunteering for the entire academic year?
3.
What do you already know about this particular SVB project?
4.
What interests you about this project?

5.
What do you think you can bring to this project and do you have any ideas for future developments?

6.
Do you think you will be able to meet the time commitment for this project?

7.
Do you have any past convictions or cautions that we should be aware of? (Only ask if the role involves working with vulnerable groups)

Scenario Question
________________________________________________________________________________________________

________________________________________________________________________________________________



This document should be read in conjunction with the Volunteer Policy, the Volunteer Agreement, the Equal Opportunities Policy and any other, more specific, codes of practice and guidance as appropriate.

































































Thank you for your time. If you have any difficulties in completing this application form or to track an application, please contact Helen Munro, Student Volunteering Manager � HYPERLINK "mailto:helen.munro@undeb.bangor.ac.uk" �helen.munro@undeb.bangor.ac.uk� 01248 388021
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