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1.0 Introduction

1.1
FASS aims to improve the quality of life of people in Fife affected by alcohol and substance related problems and general health & social well-being.
1.2
FASS neither condemns nor condones alcohol or substance use or other behaviours that in excess may be harmful to the self, and therefore takes a non-judgemental approach to the service needs of people who engage with us.

1.3
FASS aims to be inclusive and actively seeks to engage volunteers who have the qualities required to contribute to the agency’s aims in an empathic, accepting and genuine way.     
1.4
Volunteers give their time freely to FASS and in return they have the right to be recognised for the roles they perform. The aim of this policy is to set out good volunteering practice for use throughout FASS and to provide guidelines for all staff in relation to working with volunteers.  

1.5
Volunteers are seen as an essential and valuable part of FASS, complementing the work of employed staff.
2.0 
The Purpose and Advantages of this Policy
FASS has adopted this policy in order to:
· Highlight and acknowledge the value of the contribution made by volunteers;
· Recognise the respective roles, rights and responsibilities of volunteers;
· Confirm FASS’ commitment to involving volunteers in its charity activities;
· Establish clear principles for the involvement of volunteers;
· Clarify the roles of volunteers and address the relations between volunteers; those who engage them and those who receive their services;
· Help to ensure the on-going quality of both the volunteering opportunities on offer and the work carried out by our volunteers;
· Acknowledge the current areas of volunteer involvement.
2.1 
The advantages of this policy are:
· It provides a basis for the expansion, if required, of volunteer involvement;
· It sees volunteer involvement as a valuable way of extending services and adding choice for our service users;

· It sees volunteers as a resource that we cannot afford to lose and not a cheap alternative to paid staff;
· It gives a framework for recruiting and supporting volunteers including people from underrepresented groups such as young people, people with a disability, older people, and people from black and ethnic communities.
2.2 
In involving volunteers we will be guided by the following principles of good practice:
· The tasks to be performed by volunteers will be clearly defined, so that all concerned with their activities are sure of their respective roles and responsibilities.
· The organisation will comply with the Data Protection Act; by the use of application/registration forms and by keeping records of the work done by volunteers as a basis for monitoring, and by enabling volunteers to have access to their records.
· Opportunities will be given for volunteers to present their views in the course of their activities for the charity;
· A mechanism will be established by which the policy and procedures for volunteers can be monitored and reviewed.
· Respect for human rights and equal opportunity.
2.3 FASS makes its commitment to volunteers through the following and they can expect:
· to be valued as an individual

· to be respected for their individual knowledge and skills

· to have support, feedback, appreciation, and encouragement

· to have opportunities to contribute to developments

· to have opportunities to discuss concerns or problems relating to their duties

· to be reimbursed for out of pocket expenses

· to be insured

· to have an agreed volunteering policy

· be provided with up to date information about agency activities and developments
· be provided with information about FASS philosophy, policies and procedures

· be provided with opportunities for training, both general and specialized
2.4 FASS expects its volunteers to carry out their tasks in a way which corresponds to the aims and values of the agency: 
· show commitment to the project and respect other volunteers, service users and staff

· volunteer within agreed guidelines and remits

· respect confidentiality

· follow procedures and guidelines

· be punctual, be reliable and regular in their attendance

· inform the agency in all cases of absence
· attend training and support sessions where appropriate
· keep themselves and others safe at all times 

· report any accidents promptly to staff

· discuss any  concerns  or issues with their supervisor
· consult their supervisor if in need of help and guidance
3.0 Recruitment and Selection
· FASS will adhere to its equal opportunities statement when recruiting and selecting volunteers

· To ensure that all volunteering opportunities are widely accessible they will be recruited appropriately in accordance with agency procedures. Such promotion will specify the task to be undertaken and will draw attention to the benefits and experience to be gained from participation in volunteering.

· Volunteers will be required to complete a volunteer’s application and volunteering agreement. 
· Written task descriptions will outline time, commitment, necessary skills and actual duties.

· Volunteers will be placed in accordance with our written volunteer selection procedures.

· We will request references for volunteers where this is appropriate

· People who offer to volunteer will have their offers dealt with as quickly as possible

· We will regularly review the way in which potential volunteers can make contact with us.

· Placements will match the volunteer’s skills, talents and interests with the voluntary work to be carried out.

· Once placed, we will expect volunteers to comply with existing policies and procedures.
· At any point during voluntary service with FASS, we will be happy to provide volunteers with a reference for any prospective employee.
4.0 Support for Volunteers
· We will provide an induction period and a review session for volunteers to assess the progress of their placements and to resolve any problems at an early stage.
· All volunteers will be offered appropriate access to support and supervision on a regular basis, with a named supervisor, and will be informed whom to contact in an emergency.
· All volunteers will be offered equal access to appropriate training to enable them to develop their capabilities and personal competence appropriate to their volunteering role.

· Opportunities will be provided for changing and/or upgrading volunteer responsibilities as desired by the volunteer and appropriate to agency needs.

· Volunteers will be provided with information about what expenses can be claimed and how to make a claim:
· Volunteer travel expenses incurred from home to the place of volunteering and return,  will be reimbursed
· Volunteers are encouraged to car share where possible.  However, when using your own car a petrol allowance will be offered at the current rate. 

· Volunteers using public transport will be reimbursed on production of receipts. 

· Costs for on-going personal development courses will be negotiated as necessary on an individual basis.

· Appropriate insurance cover will be provided by Fife Alcohol Support Service (FASS).
· Volunteers will be given information on legislation and policies that may affect them e.g. Health and Safety, Data Protection, Human Rights and Equal Opportunities as part of their induction process.  
· The organization’s complaints, grievance and disciplinary procedures will be explained to volunteers and they will be informed of who to contact if they have a grievance about any aspect of their work.

· Complaints about volunteers will be dealt with in line with the organisation’s existing policies and procedures. 
4.1 Rights and Responsibilities
In engaging volunteers, we recognize the rights of volunteers to:
· know what is expected of them and to be given clear information and induction

· have clearly specified lines of support and supervision

· respect, confidentiality and privacy

· be shown appreciation

· have safe working conditions

· be insured

· know what their rights and responsibilities are

· be paid expenses

· holidays and breaks

· be trained and receive ongoing opportunities for learning and development

· be free from discrimination

· experience personal development through their participation as volunteers

· ask for a reference
· be consulted on decisions that will affect what they do

· withdraw from voluntary work
5.0 Volunteer Conduct
· Do respect the client’s right to a confidential service by not discussing them in any forum or context other than in discussions with your supervisor.


Reason: you are providing a service for someone who will need to feel safe and secure in the knowledge that they can trust you.  It is also easy for other people to identify clients from the slightest bit of information.

· Do remain within the law and local protocols when working with clients and encourage them to remain within the law.

Reason: if you break the law or encourage a client in any way to break the law this could put you, the client, and the agency at risk.

DON’T!


· Don’t buy gifts or give money to clients. Don’t borrow anything from clients.

Reason: you will be giving a gift of time, interest, and consistency during your relationship with the client.  You are not expected to spend money and doing so could create an expectation or dependency.
· Don’t accept any gifts in the form of money or other consideration from clients, their friends or relatives without consulting their FASS supervisor. 
· Don’t develop a physical relationship with clients. Clear boundaries are essential; 
Reason: you are in a more powerful position than the service user and such a relationship would be exploitative. It is essential to establish and maintain professional boundaries between clients and volunteers for the safety of both parties and to protect against bringing FASS into disrepute. 

· Don’t accept/put up with any form of harassment from clients.  If such incidents occur, or you feel they are likely to occur, please contact your supervisor, who will support you in dealing with this.

Reason: any form of harassment, intimidation or abuse is not to be tolerated and you have the right to conduct your voluntary work without fear of it.

· Don’t give your home address or phone number to clients and never invite clients into 

your home.

Reason: your time away from volunteering is exactly that – time away.  You need space and privacy.  During your agreed time with clients, policies and guidelines protect you whereas in your time you are not.

Communication

Achieving good communication within the agency is crucial.  Everyone must work to achieve this.  Volunteers are asked to make every effort to keep up to date with information and to attend relevant meetings.
Absence

Volunteers are asked to inform the FASS office administration staff if they will not be available for work due to illness, holidays or for any other reasons as soon as it is practicable. It is helpful if volunteers can give as much notice as possible so that cover may be arranged.

Health and Safety

Fife Alcohol Support Service (FASS) has a statutory responsibility under the Health and Safety at Work Act 1974 not to harm or damage the health of volunteers through their involvement in the activities of the organisation.
All volunteers are required to adhere to the guidelines as laid down in the Health and Safety at Work Act 1974 and are expected to conduct them selves in a safe manner and not to act in a way that may cause injury to others.
Grievance procedures

FASS has polices in place to address any grievances that volunteers may have.  If a volunteer has a grievance with any aspect of their position they should refer to the guidelines as laid down in the Grievance and Disciplinary Procedures documents. Volunteers are advised to discuss any concerns they have with their supervisor in the first instance. 
Smoking

FASS, in line with the Smoking, Health and Social Care (Scotland) Act 2005, operates a non-smoking policy in its offices, Drop in venues and clinics.  Doing so is considered to be a breach of FASS policy.

Drug/Alcohol/Substance Misuse

The use of alcohol and misuse of drugs, and other substances, which may inhibit the facilities of an individual, is not permitted during time committed to FASS. Any member of staff or volunteer having difficulties with alcohol or other substances will be offered help in accordance with FASS’ Alcohol & Drugs Policy.

Confidentiality
All volunteers are required to read and adhere to the governing agency’s confidentiality policy. In line with this, volunteers should regard all information they have access to or are given as a result of their volunteering as being confidential unless advised otherwise. No information should be released to a third party without first seeking the agreement of your supervisor and/or the individual concerned, as appropriate. Volunteers should not disclose personal details (home address, telephone number etc) to clients but should use their business address when an address has to be given. FASS will fulfill its duty to safeguard the information contained within application forms etc.  Volunteers have the right to access their own records, including personal training records and application forms.  
______________________________
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