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VOLUNTEER PROCEDURE

The Volunteer procedure gives guidance to staff and volunteers relating to the recruitment, training, and mentoring of volunteers.
All FFL staff will be responsible for carrying out this procedure.

e All volunteers must be interviewed, provide two professional references who have known them for at least 12 months and have a DBS
disclosure (if relevant to the role).

e Within three working days of receipt of the application, volunteers will normally be contacted to proceed with the next steps of the
application process.

e Volunteers under 18 must have the consent of their parents/guardians to volunteer. Parents/guardians should sign the consent form.

e Volunteers will be required to attend an induction and complete an online safeguarding training module before they can start
volunteering.

e All volunteers will be invited and encouraged to attend training, and training records for volunteers will be kept on the database and in
individual contact logs.

e Volunteer files will be kept up to date and all contact written up. Volunteers will be informed of their right to access their files.

e Volunteers will be provided with a handbook that they can use for reference. Volunteers will be made aware of the policies and
procedures, and where to find them on the website.

e Volunteers will be given instructions for claiming expenses and providing feedback. It is vital that volunteers understand that Friends
for Leisure requires feedback of all contact with young people.
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When volunteers leave Friends for Leisure, they will be given a formal thank you and a certificate will be issued to the volunteer. An
exit questionnaire will also be sent.

e To support the volunteer, they will have regular reviews to assess whether the volunteer is happy in their role, identify any training
needs and address any queries that they have.

e Volunteers are asked to give reasonable notice of their intention to cease volunteering. Volunteers are asked to volunteer for a
minimum of 6 months where possible.

e Young people who have previously been registered with Friends for Leisure must be independent from the service for five years before
applying to become a Friends for Leisure volunteer.

The manager and volunteer co-ordinator have responsibility for reviewing and updating the procedure.
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APPLICATION

APPLICATION RECEIVED

- Electronic and paper file
and log created.

- Vol emailed confirmation
of application receipt.

- Brief phone call to
discuss application and to
arrange interview (if
necessary).

- Enter volunteer details on
database.

- Create hyperlink from
database to electronic file.

- Request and follow up
references.

INTERVIEW
- Meet in a public place.

- Go through roles and
responsibilities.

- Discuss and give out
Personal Development Plan
(PDP).

- Give consent forms.
NEXT STEPS

- Send login to
Safeguarding training.

- Follow up consent forms.
- Request ID photo.
- Create ID card.

- Arrange induction.

RECORD ALL ACTIONS ON
DATABASE AND
ELECTRONIC LOG.
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VOLUNTEER PROCEDURE

INDUCTION

- Meet for induction in a
public place.

- Go through vol handbook.

- Discuss completed
Personal Development
Plan.

- Give ID card.

- Discuss volunteer roles
available.

- Confirm completion of
safeguarding training.

- TRAINING

- Regular training
opportunities to be offered
to volunteers.

- Where specific training
needs are identified (e.g.
during a review), vol
coordinator should
consider organising
relevant training.

RECORD ALL ACTIONS ON
DATABASE AND
ELECTRONIC LOG.

FIRST ACTIVITY/LINK

1:1 LINK
- Give "All about me" form.

- Pass details to project
worker.

Project worker will:

- Identify suitable YP and
discuss with family.

- Send All About Me form
to YP.

- Make initial contact with
vol as soon as possible.

- Liaise with Volunteer
Coordinator to complete
DBS check.

- Arrange link meeting with
vol, YP and family.

- Liaise with Volunteer
Coordinator when link
ends.

RECORD ALL ACTIONS ON
DATABASE, YP LOG and
VOLUNTEER LOG.

GROUP ACTIVITY
- Arrange first attendance.

- Vol Coordinator to attend
if appropriate.

- Session leader made
aware of new volunteer.

RECORD ALL
ATTENDANCES/ACTIONS
ON DATABASE AND
VOLUNTEER LOG.

SUPPORT

>

ONGOING SUPPORT
Volunteer Coordinator will:

- Maintain regular contact
to monitor progress and
offer support. The PDP
should be used as a
baseline document.

- Check expenses and pass
authorised claims and
evidence to manager for
payment.

- Monitor 1:1 hours and
liaise with Project Worker
to update.

- Send out reminders for
activities, and e-mail flyers
to volunteers each term.

- Book volunteers onto
activities on database and
check that volunteers are
attending all activities.

- Undertake formal reviews
approx. every 6-9 months
in person. Consider PDP
during review process.

Project worker will:

- maintain contact with
family and volunteer for
the duration of a link. Any
concerns will be dicussed
with the Volunteer
Corordinator and remedial
action taken.

RECORD ALL
ATENDANCES/ACTIONS
ON DATABASE AND YP &
VOLUNTEER LOG.

STEPPING DOWN

ENDING
VOLUNTEERING

Through regular contact
the Volunteeer
Coordinator will be aware
when a volunteer is likely
to be stepping down. As
the leaving date
approaches:

- Issue a leaving
questionaire to assess the
volunteer's experience.

- Send a certificate of
appreciation.

RECORD ALL ACTIONS ON
DATABASE AND
ELECTRONIC LOG.

DATA

The Volunteer Coordinator
will take action in
accordance with CP1.1
Data Protection Policy
Appx A




