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Volunteer and Recruitment Policy for volunteers within Somerset You can Do Services (SYcD)
Mission Statement

Volunteering - a career for life!
The SYcD service primary role:

The Somerset You can Do service (part of Careers South West Ltd) aims to support and recruit people who wish to be volunteers. SYcD services have a number of contracts but chief among them are: 
1. Somerset You can Do/ Somerset County Council - recruiting and supporting volunteers is Somerset County Council’s Social Care Services, including: 

· Transporting Somerset 
· Somerset Partnership

· Learning Disability Services

· Children and Family Services 

· Adult Services

      2. 
Somerset ‘You-can-Do’  – developing a range of volunteer lead initiatives for customers who do not have a substantial need but still need some kind of moderate intervention that include:-

· facilitating groups

· Somerset friendship circles including internet support groups

· 1 to1 support and befriending

· Supported volunteering

· IT support volunteers

· Text, Phone and Email volunteers 

The role of a SYcD Volunteer

Please note that any volunteer working within the SYcD team is not a paid member of staff and will not have the same responsibilities as a paid member of staff. Volunteer plans or agreements do not constitute a contract of employment. Volunteers can claim legitimate agreed expenses only 

The volunteers work as part of the team and are treated with the respect and consideration that would be expected by any paid member of staff. The views contributed by our volunteers are given equal consideration as those of paid staff.
The role of a Volunteer

· to support the work of paid staff

· to work inline with the policies and procedures of Careers South West Ltd of which SYcD is a part 

· to adhere to their volunteer plan and agreement 

Values of Somerset You can Do service (SYcD)

SYcD are committed to the following:

· SYcD will not introduce volunteers to replace paid staff

· for volunteers to have a defined place in the structure of the organisation 

· for volunteers to be integrated and treated equally as part of the team

· to recognise the individual skills each person brings to the organisation and help to develop a volunteer ‘career’ path 

· for volunteers to feel supported and valued in their role through a comprehensive induction to Careers South West and the SYcD services 

·  encouraging volunteers to develop and build on existing skills and knowledge through sharing good practice and training

Somerset You can Do service (SYcD)

Good Practice.

· SYcD seeks to recruit volunteers from a diverse range of backgrounds that reflects the makeup of the local community

· before recruiting SYcD will consider and take advice on how to attract people from a diverse range of backgrounds to the organisation

· each potential volunteer will be invited to a meeting and complete an application form

· each person who volunteers for SYcD will be asked for a minimum of two references 

· Each person who volunteers for SYcD will have an enhanced CRB check with exceptions for specific roles. A CRB check is a police check to see if any offences have been committed that would restrict work with children and vulnerable adults. However a criminal record does not necessarily stop a person  from volunteering for the scheme

Induction and Training

· each volunteer will receive information about health and safety, equal opportunities, data protection, ICT and confidentiality in line with Careers South West staff induction
· each volunteer will receive induction training into the company with specific induction into SYcD
· SYcD will discuss with the volunteer about any other training needs 
· each volunteer will be on a trial basis of three months to ensure both SYcD and the volunteer is happy with the role

· volunteers will have a volunteer agreement and volunteer plan which shows the agreed activities and the support offered by SYcD
· each volunteer will have access to online support resources that is accessible to paid and unpaid team members this will include the Employee Handbook.(please note not all of the contents of the handbook directly relates to volunteers for instance terms and conditions relating to paid employees etc).   
Support

· each volunteer will have a main point of contact within the team and if appropriate a volunteer mentor 

· volunteers will have a full review on a one to one basis every year

· volunteers will be invited to team meetings and team away days etc to get together with the other volunteers and listen to guest speakers or share good practice

· The SYcD team can be contacted within working hours (generally 9-5) for support. Contact out of hours via a mobile phone in the case of an emergency 

· volunteers can call in to the Bridgwater office to discuss any issues (but it is advisable to phone first)

Expenses

· All volunteers will have their travel and other agreed expenses reimbursed. Travel cost  are paid at 45p per mile

Insurance

· all volunteers are covered whilst they are on the premises or engaged in working as a volunteer (see volunteer agreement) by the insurance policies held by Careers South West 
· it is the responsibility of volunteers to inform their motor insurance company that they are using their car as part of their volunteering
Health and Safety

· each volunteer will have access to the Careers South West health and safety policies and the full staff handbook

· each volunteer will have the opportunity to undertake basic health and safety training

· volunteers will be aware of general health and safety and personal safety

· a risk assessment is in place for each volunteer role

· volunteers will know how to report an accident or incident

· volunteers will have some knowledge of risk assessment

(see Health and Safety manual and staff handbook and on the intranet for more information)

Equal opportunities and diversity

“Careers South West Ltd is committed as both a service provider and an employer to achieve equality of opportunity and remove indirect and direct discrimination to ensure an inclusive service relevant to the diverse needs of the communities we serve.

We see commitment to equality and diversity as central to everything we do and treat our service users, employees, and those with whom we come into contact with dignity and respect, irrespective of age, gender, race, disability, religion and belief, sexual orientation or gender identity to ensure a culture of mutual respect and tolerance.

We aim to engage with the diverse communities we serve and seek to recognize, understand, value, and celebrate diversity in all its forms”.

· volunteers will be expected to have an understanding and commitment to equal opportunities and diversity.(See Careers South West equality and diversity policy and on the intranet)

Problem-solving

· SYcD will try to solve any problems at the earliest possible stage using procedures set out in the volunteer problem solving policy  

· all volunteers are able to access the Careers South West Compliments and Complaints  procedure

Confidentiality

· volunteers are bound by the same requirements regarding confidentiality as paid staff (see Careers South West confidentiality policy in the staff hand book  and on the intranet)
· volunteers will be required to sign the Careers South West confidentiality and data protection agreement 
For more information on anything mentioned in the Volunteer Policy, refer to the handbook and on the intranet 
This policy will be reviewed annually:   

Reviewed July 2010 the next review will be June/July 2011
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