[image: image1.jpg]W Volunteer Centre






KENSINGTON & CHELSEA VOLUNTEER CENTRE
Writing a Volunteering Policy

To help you to think through the involvement of volunteers in your organisation, and to ensure that you work with them in a consistent way, it can be useful to develop a Volunteering Policy.

A Volunteering Policy sets out your organisation’s approach and commitment to volunteers. By ensuring that everyone knows why volunteers are involved, what kind of roles they play, and what they can expect from the organisation, it can help you to involve volunteers more effectively.

Step 1 - Research

It might be helpful to look at the policies of other similar organisations. Consider how the policy will fit in with other documents such as a Volunteers Handbook, Volunteers Agreement and Volunteer task descriptions. You can contact the Volunteer Bureau to ask for copies of sample Volunteering policies.

Step 2 – Consultation

As many people as possible, from all levels of the organisation, need to be involved in the process of writing a volunteering policy, staff, volunteers and Committee members should be invited to contribute. If people feel that a policy has been imposed on them it is unlikely to be effective. Think about the costs and benefits of volunteer-involvement. If the costs outweigh the benefits you will need to think again about involving volunteers!

Step 3 – Why are you working with volunteers?

It is important to spell this out in your Volunteering policy. Is it because you can’t get funding for the post or do you value the ways in which your service can be enhanced by the active contribution of people who are there, not because they are paid to but because they wish to be? Your Volunteering policy can state how volunteers are perceived and valued within your organisation.

In organisations with paid staff you must be aware of the possibility of volunteers being seen as a threat to paid jobs. Volunteers should never be used to replace paid staff, but to give that bit extra, over and above what paid staff are able to do.

Ensure that

· you are clear about your reasons for working with volunteers and that these reasons are positive

· your staff team understand and are committed to the benefits of volunteering to your organisation

· you are fully utilising the opportunities afforded by volunteering

· your volunteer roles are well defined, well designed and well supported.

It is also very important to be clear about what your organisation is able to offer volunteers, in terms of expenses, induction, training, references, etc.

Step 4 – What should be in it?

There is no set format for a volunteering policy. Each organisation has its own unique needs that should be reflected in its policy. Most organisations prefer to have a short volunteer policy that refers to other separate documents, such as health and safety. View the volunteering policy as a statement of intent with the day-to-day details covered in separate policies or in a volunteer handbook. Start your policy with an explanation of what your organisation does, and why it involves volunteers in its work. You can also include a statement of intent, setting out the principles that will inform your involvement of volunteers, and this is a good place to add something to the effect that volunteers will not be used to replace paid staff. It is a good idea to have a few sentences about your recruitment process, for example how you advertise for and interview volunteers.

Step 5 – Write the policy

Think about who the policy is aimed at, use clear language and avoid jargon. Circulate drafts of the policy to ensure that everyone in your organisation is happy with it. You can also send a draft to the Volunteer Bureau for advice.

Step 6 – Evaluation

Establish when and how often the policy will be reviewed to consider its success and to make modifications as the needs of your organisation evolve.

SEE SAMPLE VOLUNTEERING POLICY ATTACHED.
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