Volunteering
Policy

Foothold Cymru undertakes a variety of activities, many of which have been and continue to be
provided through the support of volunteers and placements. Foothold Cymru takes pride in facilitating
opportunities for volunteers, enabling the development of aspiration, personal skills and knowledge

whilst increasing the diversity of the organisation.

This policy outlines Foothold Cymru’s commitment to volunteers, clarifying roles and expectations to support

meaningful volunteering experiences.

Commitment

Foothold Cymru:

- Values the unique and valuable contribution made by
volunteers and is committed to working in ways, which
encourage and support volunteers.

- Is committed to involving volunteers in appropriate
positions, which would benefit the organisation,
volunteers, participants and the wider community.

- Foothold Cymru

- Appreciates that volunteering is enjoyable and can change
and enrich the lives of individuals.

- Recognizes that volunteers require satisfying work and
personal development and will try to match volunteers’
skills, knowledge, experience, and motivation to their roles.

- Recognizes that volunteering has the capacity to build
skills and confidence and contributes to an individual’s
personal development.

- Respects volunteers in both listening to and learning
from what they have to say — feedback from volunteers is
always welcome.

- Acknowledges volunteering is of wider benefit to society.

- Values volunteering as an inclusive act of participation.

- Recognizes that volunteering has an important role to
play in helping people who are excluded from society
to participate and become active members of their
communities.

- Recognizes that volunteering is at the heart of the
emerging civil society agenda and that through
volunteering people can influence decisions.

- Distinguishes volunteering from employment and puts its
flexibility and informality to best effect to complement the
work of paid staff.

- Will not introduce volunteers to replace paid staff

Volunteer Definition

A volunteer is someone who, without expectation
of financial compensation beyond the
reimbursement of expenses, performs a task at the
request of and on behalf of the organisation.

The definition of volunteering used by the Welsh
Government is:

Volunteering is 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’,

Volunteering is a legitimate activity that is
supported and encouraged by the organisation
and is not intended to be a substitute for paid
employment. The role of volunteers complements
but does not replace the role of paid staff.

Steps will be taken to ensure that paid staff, directly
involved in volunteer placements, are clear about
the role of volunteers. Good working relationships
are fostered between paid staff and volunteers.

Volunteers will not be utilised during times of
industrial action to do the work of paid staff.

The volunteer role 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
set a minimum amount of time or carry out the
tasks provided. Likewise, the organisation cannot
be compelled to provide regular work, payment or
other benefit for any activity undertaken.

Although volunteers offer time freely and

willingly and without binding obligation, there is

a presumption of mutual support and reliability.
Reciprocal expectations are acknowledged - both
what the organisation expects of volunteers and
what volunteers expect of the organisation.



Recruitment and

Selection

The organisation is committed to
equal opportunities and believes that
volunteering should be open to all
regardless of age, gender, ethnicity,
ability, religion, political beliefs.

The acceptance of the volunteer
assistance for a particular role is
made on merit, the sole selection
criterion being the individual’s
suitability to carry out agreed tasks.

The organisation implements a

fair, effective and open system

in the recruitment and selection

of volunteers and treats all
information collected in the process
confidentially.

The organisation will have designated
volunteering representatives with the
responsibility for the management
and welfare of the organisation’s
volunteers. Either the volunteering
officer or designated officer who is a
member of staff will be allocated to
and responsible for the day-to-day
guidance of each volunteer.

Volunteers have a clear and concise
description of their role and tasks.
The designated officer will establish
these after discussions with the
volunteer. Volunteers will be properly
briefed about the activities to

be undertaken and given all the
necessary information to enable
them to perform with confidence.

Roles involving regular interaction
with vulnerable adults and/ or
children and young people will be
subject to a DBS check in line with
current legislation. We fully comply
with the DBS Code of Practice
regarding secure storage, handling,
retention and disposal of disclosures
and disclosure information.
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Training and Development

- All volunteers will be made aware of and have access to all the
organisations relevant policies including the volunteering policy, health
and safety policy and the equalities and diversity policy.

- All volunteers will receive a copy of the organisation’s volunteer policy.

- During the induction process volunteers will be given all the necessary
information required to complete their role.

- The development of training and support for volunteers is a high
priority for the organisation in order to equip them with the necessary
information and skills to carry out their tasks.

- All training offered to volunteers will be relevant to their role to equip
volunteers with the information and skills they need.

- Volunteers’ training needs will be identified, and training will be arranged
and / or delivered by the designated officer.

- Training on ‘working with volunteers’ will be available for staff and

volunteers involved in volunteer management, supervision, support, and
training of volunteers.

Support and Supervision

The organisation acknowledges the need for a clear, consistent
organisational framework for voluntary involvement.

Each volunteer will have a designated member of staff to guide and advise
them in their tasks. Volunteers will be informed of whom to approach for
support and have regular access to that person.

The designated officer will support volunteers and give day-to-day help
on any issue related to the voluntary work.

Regular supervision meetings will be available for volunteers to discuss
any problems or issues that may arise.

The frequency, duration and format of this support and supervision will be
agreed between the volunteer and his / her designated officer.

Expenses

The organisation recognises that payments of expenses are important
from an equal opportunities perspective and vital in ensuring that all
individuals have access to voluntary opportunities.

The organisation’s volunteers can claim reasonable out of pocket
expenses, subject to the production of receipts as evidence of
expenditure.

The organisation has a consistent approach to the reimbursement

of expenditure incurred by the individuals upon the affairs of the
organisation. The rates of reimbursement apply to volunteers and staff
and are those approved by Inland Revenue and outlined in the volunteer
handbook.

The organisation will ensure that all volunteers are aware of the procedure
for claiming expenses including all other information relating to this.
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The organisation’s liability insurance policies include the H A
activities of volunteers and liability towards them. nghtS and RGSpOhSIbIlItIeS
The organisation recognises the rights of

The organisation does not insure the personal possessions volunteers to:

of volunteers against loss or damage. . Know what is expected of them

The organisation recognises that volunteers may cease - Have clearly specified guidelines of support
their involvement at any time. Exit interviews are offered . Be shown appreciation
to ascertain why a volunteer is leaving, share any learning

points and establish whether they may want to be involved + Have safe working conditions

again. - Beinsured
- Know what their rights and responsibilities are if
Security and Confidentiality something goes wrong
The organisation will advise volunteers of the need for - Be paid expenses
confidentiality where they have access to sensitive - Be trained
information. - Be free from discrimination
The Central Services Manager will hold a record of names - Have the opportunity for personal development.
and addresses of all registered volunteers for the purposes Also, to ensure that they and all others working
of security and health and safety. with and dealing with the organisation are free

from discrimination on grounds of race, colour,
ethnic origin, nationality, political beliefs, religion,
physical or mental disability, class, age, gender,
sexual orientation, marital or parental status.

There may be instances where additional information may
be kept such as training undertaken or for the purpose of
equal opportunities monitoring. Volunteers can see these
records at any time.

This information and all other personal data is subject Andinreturnit expects volunteers to:

to the provisions of the relevant Data Protection Act - Bereliable
and will be treated in accordance with the organisation’s . Be honest
data protection policy and privacy policy. Volunteers are

informed of their rights, under data protection legislation, * Respect confidentiality

to have access to personal data. - Make the most of training and support
opportunities

Settling Differences - Carry out tasks in a way which reflects the aim
Th - . . and values of the organisation

e organisation aims to treat all volunteers fairly,
objectively, and consistently. The organisation seeks to » Work within agreed guidelines and remits
ensure that volunteer’s views are heard, noted and acted - Respect the work of the organisation and its
upon promptly, and aims for a positive and amicable members and not bring it into disrepute
sglution based on the organisation’s guidelines for settling . To comply with the organisation’s health and
differences. safety policy
The designated officer is responsible for handling problems - To compIY yvith the organisation’s equal
regarding volunteer complaints or conduct and these opportunities policy
should be reported to him / her. In the event of a problem, - To comply with the organisation’s data
all relevant facts should be obtained and acted upon as protection policy.
quickly as possible. The organisation will endeavor to
resolve the problem in an informal manner. \_ Y,

Policy History and Review

This policy was approved by the Board
on 16 March 2012 and takes effect
. from 1st April 2012. In the event of any

significant change to the legal position

Foothold Cymruis a | )
CY IVl R U charity registered in any relevant statutory reqmlreme.nts or
. . any other related matter, this policy will

England and Wales b biect toi diat . Inth
number: 1188696 e subject to immediate review. In the
NEWID BYWYDAU CAM WRTH GAM 5 0.any registration absence of such a change, the policy

CHANGING LIVES STEP BY STEP  number: 02633128. will be reviewed annually.




