Volunteer Policy
At The Bond Board we highly value and respect our volunteers and endeavour to make volunteering with us both an enjoyable and fulfilling experience.
The points outlined below not only show the process volunteers will have to follow from their initial application through to a final interview, but also discusses expectations both for the volunteer and for The Bond Board. It must be stressed that acceptance onto the project is not automatic and prospective volunteers must undergo an interview and induction training.

Application Form

Contains basic questions including reasons for applying to volunteer with The Bond Board, and a request for two references.  An application pack will be sent out, giving the applicant further information regarding the project.
Interview

On receipt of the application, if appropriate, a volunteer staff mentor/buddy will be allocated, and they will arrange a mutually convenient interview/informal discussion, in order to discuss the project in more detail, discuss expectations, the nature of the job and transferable skills.

This will be conducted as informally as possible and is an opportunity for both parties to meet. References will be applied for at this stage if applicant is to be asked to participate in the induction process.
Induction/training
If the candidate is successful in the first interview, they will be invited to participate in a 1 month induction process. This period is the final stage of the application process and is designed to familiarise the volunteer with The Bond Board aims, policies and procedures and the day to day tasks that volunteering in the project will involve. It is an opportunity for  volunteers to gain an understanding of what they can expect and gain from volunteering with the From My Place to Yours project. It also allows the Bond Board to assess the volunteer’s skills and suitability to the role, arrange any necessary training  and to  assess any issues or risks which may need addressing before the volunteer position is confirmed. 

Induction will be adjusted to reflect the tasks which have been agreed for the volunteer to undertake, and will include shadowing staff where appropriate, volunteers will be encouraged to carry out tasks as soon as they feel able. Induction training will always include Equal Opportunities, Confidentiality, Child Protection, Adults at Risk, Data Protection and use of I.T, along with other Bond Board policies and procedures.
Training will be provided both in–house and by external organisations. Training needs identified will be discussed at individual Supervision sessions. 
Supervision and support
It is recognised by The Bond Board that many volunteers want to further their personal development by working with us, working with clients can be stressful, and 1:1 supervision is provided in order to ensure that volunteers have adequate support and that they are able to discuss any concerns that they may have.
Supervision will be carried out by the allocated volunteer staff mentor/buddy, notes will be taken and a copy given to the volunteer.

These sessions will be carried out in a frequency that has been agreed by the volunteer and staff mentor/buddy, however can be brought forward if required.

Volunteer meetings will be held twice a year, and the opportunity will be given for volunteers and volunteer staff mentors/buddies (even if they are not currently buddying a volunteer) to add to the agenda, at least two weeks before the scheduled meeting. All volunteers will be expected to attend as these meetings will help maintain contact with the rest of the team and will help volunteers to remain updated on any changes that have occurred.

Expenses

The Bond Board will refund travelling expenses occurred by volunteers for the journey to the office, to and from home. They will have to be signed for and where applicable, receipts must be supplied. Any extra expenses incurred during working for The Bond Board, will be refunded if agreed beforehand.
Time Requirement
We ask that project based volunteers make a commitment to work with The Bond Board for at least six months. This gives the opportunity for volunteers to gain more experience within their chosen field, and is more beneficial for our clients as they often require a certain level of stability when working with staff.  Ideally, our project based volunteers should have at least half a day free per week and the rota is usually arranged at least two weeks in advance.

Volunteers will be asked to sign an agreement prior to commencing work with The Bond Board. 
Volunteers involved in fundraising can get involved for shorter periods of time and for an amount of time that suits the fundraising activity. 

In turn the Bond Board would be able to provide prospective employers with a reference if the volunteer has committed themselves to a period of six months or more. 

Volunteers are recruited purely on their ability to undertake the tasks agreed. Volunteers will be recruited and supported without discrimination in line with our policy, and diversity within the team will be valued and respected.

Confidentiality

The Bond Board maintains a strict policy of confidentiality and a full copy of our current policy is available. Information should not be discussed with individuals outside the Bond Board unless authorised to do so, or indeed when not to share information will put either the client or another individual at risk. If in doubt please see a project worker. The Bond Board’s Confidentiality Policy and procedures will be included in induction training.
Boundaries

In order to safeguard both volunteers and clients, the following guidelines have been produced and it had been strongly recommended that they are adhered to at all times.
1. Avoid over involvement: Do not give your telephone number or address to a client and certainly do not arrange to meet a client outside of a professional capacity or business hours.
2. Do not offer or accept expensive gifts, as this may cause problems or misunderstanding. Accepting small gifts that can be shared e.g. box of chocolates, can be accepted under some circumstances, however this must be discussed with their volunteer mentor.
3. Do not compromise your personal safety, volunteers are expected to follow the lone working & health & safety guidelines that have been issued.

Records
Part of the induction training will include appropriate record keeping in line with the current Data Protection Regulations. It is imperative that any contact with a client is recorded, inclusive of telephone contact, and is filed accordingly as outlined by their volunteer mentor. Volunteers will be supported by their mentor to ensure they are aware of and complaint with The Bond Board’s Data Protection Policy in all aspects of their role.
Probationary Period

The first three months of a volunteer’s service shall serve as a probationary period. At the end of this period the volunteer mentor and the volunteer will meet to review the volunteer’s progress and to decide whether the volunteer should and/or wants to continue in their role.
Expectations
At The Bond Board, we do not expect our volunteers to carry out work as ‘cover’ for paid staff members. 
Health and Safety

Each volunteer will be made aware of the Health and Safety Policy during induction, which will outline what a volunteer can expect from the organisation in order to protect their health and safety, and also what the organisation expects from the volunteer during their role. Volunteers must put their personal safety first & if they feel threatened in any way remove themselves from the situation. They should report any such incidents to a member of staff

immediately.
Attendance

All volunteers are expected to contact the office before 9.30am if they cannot attend that day for any reason i.e. sickness. If a volunteer is absent repeatedly, then their volunteer mentor / buddy will meet with the individual to ascertain their commitment to the project. 
Volunteer complaints
If the volunteer has a complaint about the organisation, a member of staff or another volunteer, they should in the first instance raise the matter with the volunteer co-ordinator, we hope that most problems can be solved informally. If the issue isn’t resolved then it should be put in writing to the Chief Officer.  

Disciplinary Procedure
In order to ensure fair treatment of our volunteers, The Bond Board has adopted the following procedure.

Stage One

Where there is dissatisfaction with the volunteer’s performance or conduct, the Volunteer Co-ordinator will have an informal discussion, with the aim of resolving the situation, e.g. failure to follow procedures set out.
Stage Two

Where more serious misconduct occurs, or there have been no improvement in performance/behaviour, the volunteer mentor may issue a verbal warning.
Stage Three

Where subsequent cases of misconduct or poor performance occur, a written warning will normally be issued.

Stage Four

If misconduct and/or poor performance continue, a final written warning may then be issued, making reference to any previous warnings that have been issued, any further misconduct will usually result in dismissal from the project.

Instant Dismissal

Where gross misconduct occurs, the Bond Board has the authority to terminate the position with immediate effect. An example of this would be theft of mistreatment of an individual.
Please Note: At each stage, the volunteer will be given a written copy of the warning and a copy will also be kept on the volunteer’s individual file.

Appeal

Each volunteer will have the right to appeal against any warnings issued and must do this in writing to the Chief Officer within ten working days of issue. Any decision following this will be final.
References
It is expected that there may become a time when a volunteer requests a reference to gain future employment, whether this be paid or voluntary work. We will be able to provide a factual reference, as long as the volunteer has actively worked with us for at least six months and given consent for us to disclose this information. The Bond Board will not be able to provide a reference if the volunteer’s records have been destroyed, as per the data retention period set out in The Bond Board’s Data Protection Policy.
Volunteer Meetings
All volunteers will meet together periodically, ideally every quarter, to discuss any issues, concerns, share good practice etc.   
Exit Interview

When a volunteer decides to leave their placement an exit interview will be carried out to determine why they want to leave and improve our volunteer management. 
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