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Volunteering Policy
1. 
Introduction – The Values of Volunteering and The Vision
This policy document sets out the principles for voluntary involvement in Student Volunteering Bangor (SVB).

1.1 SVB enables and empowers students from Bangor University to develop and lead their own community based volunteering projects.
1.2 SVB believes that it should be commonplace for students to volunteer whilst they are studying at Bangor University.

1.3 SVB recognises that volunteering enriches the lives of students and compliments the academic curriculum in a very positive way.

1.4 SVB acknowledges the need for a clear and consistent organisational framework for voluntary involvement, which creates a positive climate for development. 

1.5 SVB appreciates that volunteering should be enjoyable and should contribute to personal development.
1.6 SVB is committed to working in ways which encourage and support volunteers and will involve volunteers in every aspect of its management and development.

1.7 SVB values teamwork, diversity, excellence and simplicity.

1.8 SVB values the wider benefits of volunteering and the positive impact it can make in the community, in particular with those who may be socially excluded. SVB also values the wider benefits of volunteering to society.
1.9
SVB values the diversity of skills and experiences within its membership and will endeavour to match volunteers’ skills, knowledge, experience and motivation in a way that best meets the needs of the project.

1.10
SVB distinguishes volunteering from employment and puts flexibility and informality to best effect to complement the work of paid staff.
2.
Scope of the Policy

This policy affects all Student Volunteers, all Students’ Union Staff and Members; and all organisations working in partnership with SVB. This policy also affects SVB project service users.
3.
Definitions

3.1 A Volunteer

An individual who, without expectation of financial compensation beyond the reimbursement of expenses, performs a task at the request of and on behalf of SVB.
3.2 Volunteering

SVB agrees with the Welsh Assembly Government definition of volunteering as

‘…an important expression of citizenship and an essential component of democracy. It is the commitment of time and energy for the benefit of society and the community and can take many forms. It is undertaken freely and by choice, without concern for financial gain’.

In addition, volunteering is in no way recognised as a substitute for paid employment.
3.3 Volunteer Partnership

The partnership between volunteer and SVB is a gift relationship, binding only in honour, trust and mutual understanding. No enforceable obligation, contractual or otherwise, can be imposed on volunteers to attend, give or be set a minimum amount of time to carry out the tasks provided. Likewise, SVB cannot be compelled to provide regular work, payment or other benefit for any activity undertaken.

It is essential to maintain a balanced, effective and mutually beneficial volunteer partnership. It is based on the principle that staff provide structure, organisation, direction and day-to-day management together with appropriate levels of accountability while volunteers undertake much of the community based work by undertaking a range of roles, contributing time and skills. 

3.4 Partnership Project

A Partnership Project refers to a project that is organised and managed by one or more student volunteer and an outside organisation for which SVB is jointly responsible and holds an equal stake.
3.5
Student Led Project


A student led project refers to a project which is organised and managed by one or more student volunteer for which SVB is entirely responsible.

4.
Volunteers Rights and Responsibilities
4.1
SVB recognises the rights of the volunteer to
· Know what is expected of them in their volunteer role 

· A volunteering placement which is safe and well organised
· Advice and support with any questions or concerns regarding the volunteering experience

· Have clear policies and procedures to govern their work

· The opportunity to get involved in the planning and delivery of SVB work

· Information about volunteering opportunities, events and activities within SVB

· Any information being treated confidentially and in accordance with the Data Protection Act 1998

· An induction into the SVB Health and Safety arrangements and Child Protection Policy

· Be treated fairly and in accordance with the SVB and SU Equal Opportunities policy

· Be shown appreciation for the work that they do

· Be insured when undertaking voluntary work

· Be paid out of pocket expenses by prior arrangement

· Have the opportunity for personal development to include regular supervision and appraisals if requested

· Refuse to carry out any request they consider unreasonable

4.2 SVB recognises the responsibilities of the volunteer to

· Adhere to SVB policies and procedures

· Ensure that all other volunteers are free from discrimination

· Refuse to carry out any request they consider unreasonable

· Be reliable and honest

· To give adequate notice if unable to attend or complete voluntary work or if they are going to be late

· To refuse to complete activities that they know or suspect they will not be able to complete

· Respect confidentiality

· To make every effort to attend any training sessions

· Carry out tasks in a way which reflects the aims and values of SVB and not bring its’ work into disrepute

5.
Recruitment and Selection
5.1 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.
5.2 SVB implements a fair and open system of recruitment and selection of volunteers and treats all information collected confidentially.

5.3 Recruitment for roles will be carried out at Serendipity 1 and 2 held at or near the beginning of Semester 1 and 2. Roles will also be advertised by emails sent to all students registered on the SVB database (i.e. all students who have registered an interest in volunteering either online or in person) and via postings on the Bangor University intranet.

5.4 Volunteers will complete an application form for volunteer roles where there is a large number of students wishing to attend an interview. 

5.5 Volunteers will undergo an interview with the Volunteering Manager and / or the Project Leaders if there are a limited number of placements available and if a role involves working with vulnerable groups. Selection in these cases will be made in accordance with the SVB Recruitment Procedures. Selection of the SVB Chair and RAG Manager will however be made by democratic process.
5.6 Volunteers will be required to provide details of two referees for roles which involve working with vulnerable groups.

5.7 Volunteers will need to undergo a Criminal Record Bureau disclosure for roles which involve working with vulnerable groups.
6.
Training, Supervision and Appraisal

6.1 Training

Each new volunteer will undergo an New Volunteer Induction and subsequently the training needed to fulfil their roles. This training will be supervised by the Project Leader. Each project Leader will undergo an enhanced training course delivered by the Volunteering Manager to be held at the beginning of every term. This training course will include training in First Aid.
Volunteers will have access to all SVB policies and procedures.

6.2 Supervision and Appraisals

All volunteers will be able to access suitable supervision from their Project Leaders. If the volunteer wishes to undergo an appraisal of their work, the Project Leader and the Volunteering Manager will make every effort to respond to this request. Appraisals will follow an agreed procedure.
Volunteers placed on partnership projects will also receive supervision from a member of staff from that organisation. The name and contact details of this person will be made available at the start of any volunteering activity.

7.
Financial Arrangements and Expenses

7.1 SVB will reimburse any out of pocket expenses incurred by the volunteer. These expenses however will have been incurred by prior arrangement with the Volunteer Manager.

7.2 Expenses will be reimbursed in accordance with the SVB Expenses Procedure.
8.
Confidentiality

8.1 SVB or a partnership organisation where applicable, will advise volunteers of their responsibilities towards maintaining confidentiality. In all cases, volunteers should never discuss issues relating to individual service users with anyone outside of SVB unless required to do so by law. In these cases, the Volunteering Manager can advise the volunteer on the most appropriate steps to take. 

8.2 The SVB office will hold on record, personal information about a volunteer or service user. All information held will be maintained in such a way that it meets the requirements set out in the Data Protection Act 1998. Records can be viewed by volunteers, however a minimum amount of half a day’s notice should be given to the Volunteering Manager. Time will be needed to retrieve information from the filing system.

9.
Volunteer Agreement and Conditions of Service

9.1 Volunteer Agreement

All volunteers will be required to sign a Volunteer Agreement. This document merely sets out the rights and responsibilities of the volunteer and SVB and in no way constitutes a contract, written or otherwise. Both the volunteer and SVB retain the right to cease this agreement at any time and without notice. 
9.2 Insurance

SVB’s liability insurance policies include the activities of volunteers and liability towards them. SVB does not however insure the personal possessions of volunteers against loss or damage.

10.
Grievances and Complaints
10.1 SVB aims to treat all grievances and complaints promptly, fairly, objectively and consistently. SVB seeks to ensure that volunteers views are heard, noted and acted upon and therefore operates a Grievance Procedure that all volunteers can view at any time a the SVB Office. SVB will always aim to achieve a positive and amicable solution to any grievance. 

10.2 The Volunteer Manager is responsible for responding to issues regarding volunteer complaints, the conduct of volunteers and any such issues should be reported to them. 
11.
Policy Review

This policy was passed by the SVB Steering Committee in February 2008.

This policy will be reviewed annually and will next be reviewed therefore in August 2010.

Student Volunteering Bangor – Volunteer Agreement

What you can expect from Student Volunteering Bangor

· To know what is expected of you in your volunteer role

· A volunteering placement which is safe and well organised

· Advice and support with any questions or concerns regarding your volunteering experience.

· Have clear policies and procedures to govern your voluntary work

· The opportunity to get involved in the planning and delivery of SVB work

· Information about volunteering opportunities, events and activities within SVB

· Any personal information being treated confidentially and in accordance with the Data Protection Act

· An induction into the SVB Health and Safety arrangements and Child Protection Policy

· Be treated fairly and in accordance with the Equal Opportunities Policy

· Be shown appreciation for the voluntary work that you do

· Be insured when undertaking voluntary work

· Be paid out of pocket expenses by prior arrangement

· Have the opportunity for personal development to include regular supervision and appraisals if required

· To be given the right to refuse to carry out any request you consider unreasonable

· Advice and support if you’ve got a good idea for a new community project

What Student Volunteering Bangor will expect from you

· To honour the commitment you have made to your volunteering placement

· Adhere to SVB policies and procedures

· To keep us updated with your progress as you volunteer and keep the project informed of anything that may affect your volunteering

· Be reliable and honest

· Return information to us such as registration forms and CRB checks

· To give adequate notice if unable to attend or complete voluntary work or if you are going to be late

· To refuse to complete activities that you know or suspect you will not be able to fulfil

· To report any concerns or complaints to your Project Leader or Volunteering Manager
· To respect confidentiality

· To carry out tasks in a way which reflect the aims and values of SVB and not bring its work into disrepute

What you can expect from your project

· A clear explanation of your duties

· Opportunities to meet regularly with your Project Leader to discuss your volunteering

· Opportunities to provide and receive feedback about your volunteering

· An appropriate induction and training

This agreement demonstrates our commitment to do the best we can to make your volunteer experience with SVB enjoyable and worthwhile. It is binding in only in honour and trust and is not a legal contract. It may be cancelled at any time at the discretion of either party, without notice. Neither of us intend any employment relationship to be created either now or at any point in the future.

Volunteer Signature__________________________________________________________________________________________
Volunteer Manager Signature__________________________________________________________________________________
Date______________________________________________________________________________________________________
This document should be read in conjunction with the Volunteer Recruitment Procedure, the Volunteer Agreement and any other, more specific, codes of practice and guidance as appropriate.
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