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Volunteer Policy  - 11-05-20

1.  Introduction

1.1. Poole Communities Trust (PCT) recognises that Volunteers can make a significant contribution to the work and objectives of the PCT and offer individuals to be involved and learn new skills. PCT strives to be a “volunteer friendly organisation”. This document defines the PCT’s approach to volunteering and outlines practices for the appointment, management and support of volunteers.
1.2. Volunteers maybe described as individuals who offer their experience, knowledge and skills, free of charge, with the aim of helping the PCT to deliver its activities and bring benefit to the local community. 
1.3. PCT will aim to offer volunteering roles, which suit the needs of the individual and the PCT. 
1.4. PCT recognises that Volunteers have the choice to undertake an activity.
1.5. PCT expects Volunteers to be committed to its’ work and ethos.
1.6. PCT recognises Volunteers as valuable contributors to its’ work and also recognises the individual skills that Volunteers bring.

2. Recruitment and Training of Volunteers

2.1 Volunteer opportunities will be advertised in the PCT’ s centres, on the website and by word of mouth. Brief Volunteer job roles and short person specification will be produced outlining what the Volunteering role will involve and the skills and knowledge required. 
2.2. Potential Volunteers will be asked to complete a short application and will be invited to a 2-way discussion with the line Manager to discuss the role, and each other’s expectations with a view to assessing mutual suitability. Following the meeting the Manager will make a decision on the suitability of the potential volunteer for the role.
2.3 Prior to starting volunteering, PCT will obtain 2 references and the DBS check (if required) for the potential volunteer. 
2.4 New Volunteers will be provided with induction training. This will include an outline of the work and organisation of the PCT; it’s values, staff and trustees. The layout of the Centre and procedures will be explained, including health and safety, equal opportunities, safeguarding, IT and confidentiality/data protection. 
All Volunteers are required to comply with these policies. 
2.5. Volunteers will agree a trial period with the PCT to see whether it suits both the Volunteer and PCT. The PCT may ask the Volunteer to leave. If this occurs the Volunteer will be entitled to an explanation of the decision. 
2.6. The manager will ensure that all Volunteers are involved in team meetings, any training provided for staff, are offered regular support sessions positive feedback on their contribution and a written reference if requested. 


3. Expenses
3.1 Volunteers will be entitled to travel expenses if they are required to travel between Centres and may purchase food and drinks at half the advertised price in PCT cafes. 

4. Insurance
4.1 Volunteers will be covered by the PCT employers public liability insurance. If Volunteers use their own cars while volunteering they must ensure that they have the appropriate insurance cover, MOT and driving licence. 

5. Problem Solving / Complaints 
5.1. If a Volunteer has a complaint this should be made to the Chair of Trustees. 
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