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Volunteer & Trustee Policy 

1. Context aims & objectives of this policy

As an independent Abbeyfield Member Society, a Limited Company and a Registered Charity, our organisation is governed and largely managed by Trustees who freely volunteer their time, experience and expertise. Other volunteers assist with a variety of tasks and support for residents. This helps to keep our overall costs low and provides worthwhile and fulfilling activity for those involved. It is important to understand that, unlike the volunteers in managed houses who report to TAS staff, our volunteers are either self-managed as a Trustee of our Board or are managed by/report to Trustees who act in a managerial capacity.  Given the nature of our business and the degree of regulatory legislation which applies, the considerable responsibilities of trustees are onerous and not to be taken lightly.

In practice, most of our volunteers (whether or not they also become trustees) have been recruited through association with existing trustees, volunteers, residents past or present and staff. We also use other avenues, especially if we feel that specific expertise is required, and would wish to involve a diverse range of local people in our work.
We use voluntary effort because we believe that this helps to fulfil our & TAS’s vision of ‘making time for older people’ by providing opportunities for local people to use their skills, knowledge and experience through volunteering. Without the contribution of volunteers, we would only be able to achieve a small percentage of our work with and for older people. As volunteers who reflect the diversity of their communities, local people bring a different perspective to that of professional paid staff, which adds value to our work. Older people with whom we work value the involvement of volunteers and by involving volunteers, we can offer genuine opportunities to add social value to our local communities, providing learning and development for individuals. 
Our purpose in adopting this policy is to highlight and acknowledge the value of the contribution made by volunteers; reflect our purpose, value, standards and strategies in our involvement of volunteers; recognise the respective roles, responsibilities and expectations of volunteers; confirm our commitment to involving volunteers in our work; establish clear principles for the involvement of volunteers, clarify their roles and the relationships between them, those who involve them and those who receive their services or work alongside them; help ensure the quality of both the volunteering opportunities on offer and the involvement of volunteers and to acknowledge our current areas of volunteer involvement.

This document is intended for guidance only and does not constitute, either implicitly or explicitly, a binding contractual or personal agreement.

2. 
What are Volunteers and what do they do?

A volunteer can be defined as anyone who freely chooses to undertake work for us through the giving of their time, skills and experience without financial remuneration beyond the reimbursement of out of pocket expenses. It is undertaken by choice and is unpaid. Our relationship with them is one of mutual responsibility and expectations. We aim to ensure that they enjoy their involvement with us and gain from it in terms of their own personal objectives.
Our volunteers may serve on our House Committee, and/or as a Trustee on the Board. They help with the delivery of our services; provide additional support with administration; can be active in projects and community-led activities supported by us and may help raise funds to support our work.

3. Principles and Practice

3.1 General

In involving volunteers, we will be guided by the following principles of good practice:

· tasks will be clearly defined so that all concerned with volunteers’ activities are sure of their respective roles and responsibilities;

· records will be kept of work done by volunteers as a basis for monitoring, and volunteers will have access to their records;

· volunteer roles will add value to the services we provide to and for older people;

· existing and future policies will be checked as to how they affect volunteers; and

· The Abbeyfield Society core standard will be the mechanism by which policy and procedures on volunteers will be monitored, reviewed and delivered at a local house level.

3.2 Recruitment and selection
When recruiting and selecting volunteers we will
· adhere to our equal opportunities statement;
· provide role descriptions laying out time, commitment, skills and experience, and duties required;

· ensure that procedures are in place to cover good practice requirements for volunteers selected to work with children and/or vulnerable older people;

· request references in most circumstances, and where appropriate carry out DBS checks in relation to our DBS Policy and safeguarding procedures;

· deal as quickly as possible with people who offer to volunteer
· place volunteers in activities which match their skills, talents and preferences (once placed they must comply with our existing policies and procedures) and

· regularly review the ways in which potential volunteers can contact us.
3.3 What we expect of Volunteers and what they can expect from us.
New volunteers will be required to read the full set, or a defined limited set, of policies applicable at the time of recruitment and provide written confirmation that they have read, understood, accept and will adhere to the contents, breach of which may be taken as evidence of lack of capability or misconduct. To reflect these policies, with respect to safeguarding, confidentiality and privacy, we will expect volunteers to:

· carry out their tasks in a way which corresponds to our aims and values;

· work within agreed guidelines and remits;

· be reliable;

· attend training and support sessions where agreed;

· not discriminate against volunteers, staff, users and others associated with us; and

· maintain our good name and reputation.

To meet their likely expectations and provide support to volunteers we will:
· treat them in a non-discriminatory manner & invest financial and personnel resources in their management and development
· provide safe working conditions, an induction programme and review session(s) to assess progress of their placements and attempt to resolve any problems at an early stage.

· fund and give clear information about what expenses can be claimed and how to make a claim. 

· include volunteers in our insurance cover
· provide information on legislation and policies (e.g. HSE) which may affect them
· offer appropriate ongoing and clearly defined lines of support and supervision with a named person and inform them who to contact in an emergency.

· offer appropriate training to enable development of capabilities and competence in relation to their volunteering role.

· help develop involvement as desired by the volunteer and appropriate to our needs.

· by way of recognition and appreciation, make them aware of feedback and complaint procedure(s) and who to contact if they have problems about any aspect of their work.

· provide references on request (they may stop volunteering whenever they choose).

3.4     Volunteers acting as Trustees on our Board
To support our board members, we will provide:

· induction on their role and responsibilities as members and the work we and they will do;

· opportunities to meet with staff and volunteers of their choice; and

· timely information and reports on matters related to the governance of the organisation, our Constitution or Memorandum and Articles of Association and other relevant legislation.
Before appointment, we will ask prospective Trustees to sign a declaration to confirm that they have not been disqualified from acting in this capacity under Charities Commission automatic disqualification rules. Some senior manager roles within charitable organisations are also regarded as being trustee positions. We have identified that we have no such positions within our society.

Existing Trustees will similarly be required to sign a fresh declaration each year  or otherwise upon re-election following an AGM or at the time their DBS is renewed. 
We will also endeavour to make three yearly checks of relevant official registers which record the names of people who are disqualified from acting as charity trustees.

Note – Rules are changing 1st August 2018, and declarations need to cover those disqualified under either the new or previous rules – full details and a model are available via the CC website.
3.5 Relationship with paid staff

We will ensure that paid staff at all levels are clear about the role of volunteers and that good working relationships are fostered between them and volunteers. Appropriate training, support and resources will be provided for those who work alongside volunteers and for those who may have a managerial role in relation to or by them. Conversely, volunteers will be given clear information about the roles undertaken by paid staff and their value to us.
Trustees on our Board and/or volunteers on House Committee will observe fair and non-discriminatory standards employment and HS&E conditions in respect of paid staff.

3.6 Contracts and Service Level Agreements

In entering into contracts or service level agreements which involve volunteers, we will ensure that
the role of volunteers is made clear and that satisfactory arrangements are in place for their management. The terms of the contract or service level agreement will provide for the necessary resources to involve volunteers and arrangements will be made to set out the roles and commitments of volunteers. The impact of volunteering and its benefits will also be promoted and acknowledged.

3.7 Relationships with other groups and organisations meeting the needs of older people. 

In relationships with other groups, organisations or partners we will promote good practice in volunteering and its importance in contributing to our core value of ‘making time for older people. 
If we fund them, we will ensure they adopt volunteer commitments similar to those contained in this policy.
3.8 Social Value and Monitoring Impact of volunteers
We see volunteering as a key to growing social capital (alongside physical, economic, cultural and human capital) within our local communities by providing opportunities for local people to use their skills, knowledge and experience through volunteering. To this end we may monitor the impact of volunteering on our residents and the local community. If so, records will be kept on volunteers as a basis for monitoring, and volunteers will have access to their records. 
4.0 Changes since last version of this Policy 

This generic version of the Policy has been prepared for use by member societies. 

Format will have changed significantly compared to the TAS equivalent, but the underlying content is largely unaltered from the previous version but note the need for Trustees Declarations about disqualification.
Abbeyfield Dulwich Society Ltd



Registered Charity No. 231852

 
      Company No. 772489
Volunteer & Trustee  Policy v 2018 04                               Owner:  Chair


                   Copy Printed 7 February 2020
Volunteer & Trustee  Policy 

Page 4 of 4  



Copy printed on 7 February 2020

