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Template Volunteer Management Policy

About this template

This template is provided for general informational purposes only and does not constitute legal or professional advice. While every effort has been made to ensure the accuracy and relevance of the content, users are responsible for reviewing and adapting the template to suit their specific circumstances, legal requirements, and organisational needs.

Gloucestershire VCSE Alliance accepts no liability for any loss or damage arising from the use of this template. 
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[bookmark: _Toc224552112]Purpose

[Organisation Name] recognises that volunteers play a vital role in achieving our mission and supporting the communities we serve. Volunteers bring valuable skills, experience, and perspectives that strengthen our work.

This policy sets out how we recruit, support, manage, and recognise volunteers in a fair, consistent, and safe way.

The policy also ensures that volunteering activities are carried out in a way that protects volunteers, staff, service users, and the organisation.

[bookmark: _Toc224552113]Scope

This policy applies to all volunteers working with or representing [Organisation Name], including those volunteering:
· In person
· Remotely
· On a short-term or long-term basis
· As part of placements or corporate volunteering

This policy should be read alongside other organisational policies including:
· Safeguarding Policy
· Equality, Diversity and Inclusion Policy
· Health and Safety Policy
· Data Protection Policy
· Complaints Policy
· Risk Management Policy

[bookmark: _Toc224552114]Definition of a Volunteer

A volunteer is someone who freely gives their time, skills, and experience to support the work of the organisation without receiving payment.

Volunteers are not employees and volunteering does not create a contract of employment.

However, the organisation is committed to providing volunteers with appropriate support, guidance, and recognition.


Principles of Volunteer Involvement

[Organisation Name] is committed to:
· Valuing the contribution volunteers make
· Ensuring volunteering opportunities are inclusive and accessible
· Providing clear and meaningful volunteer roles
· Supporting volunteers through training and supervision
· Creating a safe and respectful volunteering environment
· Ensuring volunteers complement, not replace, paid staff

[bookmark: _Toc224552115]Volunteer Roles

All volunteer roles will have a clear role description which includes:
· Purpose of the role
· Key responsibilities
· Expected time commitment
· Skills or experience required
· Training or checks required
· Named supervisor
This helps ensure volunteers understand expectations and are supported in their roles.

[bookmark: _Toc224552116]Recruitment and Selection

Volunteers will be recruited through a fair and transparent process.

This may include:
· Promotion of volunteering opportunities
· Completion of an application or expression of interest
· Informal discussion or interview
· References where appropriate
· Disclosure and Barring Service (DBS) checks where required

Recruitment procedures will be proportionate to the responsibilities and risks associated with each role.









[bookmark: _Toc224552117]Induction and Training

All volunteers will receive an appropriate induction.

This may include:
· Introduction to the organisation’s aims and values
· Explanation of the volunteer role
· Overview of relevant policies
· Health and safety guidance
· Safeguarding training where appropriate

Volunteers may also receive additional training to help them carry out their role effectively.

[bookmark: _Toc224552118]Support and Supervision

Each volunteer will have a named contact person or supervisor.

Support may include:
· Regular informal check-ins
· Guidance and feedback
· Opportunities to discuss concerns or ideas
· Support with learning and development

[Organisation Name] aims to ensure volunteers feel supported and valued.

Safeguarding

[Organisation Name] is committed to safeguarding children, young people, and vulnerable adults.

Where volunteers work with these groups:
· Safeguarding training may be required
· DBS checks may be carried out
· Clear procedures will be in place for reporting concerns

All volunteers must report safeguarding concerns immediately in line with the organisation’s safeguarding policy.




[bookmark: _Toc224552119]Equality, Diversity and Inclusion

[Organisation Name] is committed to promoting equality, diversity, and inclusion.

Volunteering opportunities will be open to people from all backgrounds and communities.

Where possible, reasonable adjustments will be made to support volunteers with disabilities or additional needs.

[bookmark: _Toc224552120]Health and Safety

The organisation has a duty of care to volunteers and will take reasonable steps to ensure their safety.

This includes:
· Providing health and safety information
· Conducting risk assessments where appropriate
· Ensuring safe working practices

Volunteers are expected to:
· Follow health and safety procedures
· Report accidents or hazards
· Take reasonable care for their own safety and the safety of others

[bookmark: _Toc224552121]Insurance

Volunteers are covered by the organisation’s appropriate insurance policies while carrying out authorised volunteering activities.

This typically includes:
· Public liability insurance
· Employer’s liability insurance where applicable

Insurance coverage applies only when volunteers are acting on behalf of the organisation and within agreed roles.

[bookmark: _Toc224552122]Expenses

Volunteers should not be out of pocket as a result of volunteering.



Reasonable out-of-pocket expenses may be reimbursed, such as:
· Travel
· Meals during volunteering activities
· Materials purchased for volunteering tasks (if agreed in advance)

Claims should be made in accordance with the organisation’s Volunteer Expenses Policy and supported with receipts where possible.

[bookmark: _Toc224552123]Confidentiality and Data Protection

Volunteers may have access to confidential or sensitive information.

Volunteers must:
· Respect confidentiality
· Follow data protection procedures
· Handle personal information responsibly

Confidential information must not be shared without appropriate permission.

[bookmark: _Toc224552124]Volunteer Agreement

Volunteers may be asked to sign a volunteer agreement which outlines:
· The organisation’s commitment to the volunteer
· The volunteer’s responsibilities
· Expectations around conduct and behaviour

The volunteer agreement is not legally binding and does not constitute a contract of employment.

[bookmark: _Toc224552125]Addressing Problems or Concerns

If issues arise during volunteering, they will normally be addressed informally first through discussion with the volunteer’s supervisor.

If concerns cannot be resolved informally, the organisation may follow a more formal process to review the situation.

The organisation will aim to treat volunteers fairly and respectfully throughout this process.




[bookmark: _Toc224552126]Volunteer Complaints

Volunteers who have concerns or complaints should raise them with their supervisor or the volunteer coordinator.

If the issue cannot be resolved informally, volunteers may submit a complaint through the organisation’s complaints procedure.

[bookmark: _Toc224552127]Ending a Volunteer Role

Volunteers may end their involvement at any time.

The organisation may end a volunteer placement if:
· The role is no longer required
· Policies or procedures are not followed
· The volunteer is unable to carry out the role safely
· Safeguarding or conduct concerns arise

Where possible, discussions will take place before a placement is ended.

[bookmark: _Toc224552128]Recognition and Appreciation

The organisation values the time and commitment volunteers give.

We aim to recognise volunteers through:
· Informal thanks and feedback
· Volunteer appreciation events or recognition activities
· References where appropriate
· Opportunities for development

[bookmark: _Toc224552129]Monitoring and Review
The organisation will review volunteering practices regularly to ensure they remain effective and inclusive.

This policy will be reviewed every 2–3 years or sooner if required.
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