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Support today, hope for tomorrow



                  Volunteer Policy
Rett UK is committed to volunteering and volunteers are an important and valued part of the organisation. The purpose of this policy is to ensure that there is fairness and consistency and that all volunteers are treated equally and fairly. 

Recruitment 

· We will use appropriate means to advertise for volunteers that take into account the principles of our Equality and Diversity Policy
· The applicant will be asked to complete an application form
· The applicant will be invited to a meeting with the Office Manager and another appropriate member of staff 
· The applicant will be asked to provide two references which will be taken up
· Each person who volunteers for Rett UK and works with children or vulnerable adults will be asked to undertake a Disclosure and Barring Service Check
· The minimum age for volunteers is 16 years of age prior to commencement of any duties

Induction and Training

There will be an induction and training process prepared and delivered by the Office Manager. This will include:

· The role of the volunteer

· A list of all staff, trustees and volunteers

· Copies of all the relevant policies including this Volunteer Policy, the Confidentiality Policy, Health and Safety Policy and Equality and Diversity Policy

· Essential procedures for the role

· Appropriate training and details of on-going training

· Other information as appropriate

Expenses

We value our volunteers and want to ensure that there are no barriers to volunteer involvement. All out-of-pocket expenses, if required will be reimbursed, including expenses for travel and meals. In order to claim expenses, an expenses form must be completed and counter-signed by the Office Manager.

Support

· The Office Manager will provide support and supervision for the volunteer. As far as possible the Rett UK Support and Supervision Policy will be followed

· Office based volunteers will normally have supervision on a one-to-one basis every four to eight weeks

· All volunteers will have supervision at least annually.

· Office based volunteers will normally be invited to team meetings to get together with the staff team
Insurance

All volunteers are covered by Rett UK’s insurance policy whilst they are on the premises or engaged in work as a volunteer. It is the responsibility of the volunteers to inform their motor insurance company that they are using their car in the act of volunteering.

Health and Safety

· Each volunteer will have access to the Fire, Health and Safety and other relevant policies

· Volunteers will be made aware of general health and safety and personal safety

· Volunteers will be made aware of how to report an accident or incident as outlined in the Accident/Incident Policy

Confidentiality

Rett UK has a Confidentiality Policy, which all staff, volunteers and trustees are obliged to observe.

Resolving Problems

The relationship between the organisation and its volunteers is entirely voluntary and does not imply any contract. However, it is important that the organisation is able to maintain its agreed standards of service to the clients who use it, and it also important that volunteers should enjoy making their contribution to this service.

If the volunteer’s role does not meet with the organisation’s standards, the following process will be followed:

1. Initially with a meeting with the appropriate line manager who will explain the concerns. 

2. If this does not resolve the concern then a meeting with the Chief Executive will be held.

3. If the work still does not meet with our standards then we will discontinue using the volunteer’s services.

At all times the volunteer will be able to freely state their case and can have a friend to accompany them.

If the volunteer is dissatisfied with any aspect of their work they should:

1. Initially explain to their line manager their dissatisfaction or grievance

2. If that does not resolve the concern then a meeting with the Chief Executive will be held.

3. If after this, the volunteer’s dissatisfaction/grievance remains unresolved,  then it would be inappropriate for the volunteer to continue with Rett UK

At all times the volunteer will be freely able to state their case and can have a friend to accompany them.

This Volunteer Policy is freely accessible to all. 

Please note that the appropriate person referred to throughout this policy will normally be staff member responsible for the supervision of the volunteer role.
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