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VOLUNTEER INVOLVEMENT POLICY

Introduction

Oxford Homeless Pathways knows that volunteers can enhance the services they provide for their clients.  Volunteers add an extra dimension to the support and help which OxHoP already provides for the homeless population of Oxford.  Volunteers choose, from a huge range of options available to them, to give their time to support the clients of OxHoP. Recipients of this support, freely-offered for no financial reward, always view it in a special way.
OxHoP will always aim to make use of volunteers within the organisation to gain the maximum benefit from these particular qualities, and to enhance the quality of the service it provides. It will not use volunteers as a substitute for essential paid staff.

Staff-volunteer relations
The Volunteer Coordinator will provide an induction for staff to ensure that there is a clear understanding of the nature and limits of the roles that the volunteers will be undertaking. The process for identifying and allocating volunteer roles will be discussed and agreed with staff. This process and other aspects of the volunteering project(s) will be regularly reviewed with relevant staff.  
Working with Other Agencies
Given that many of OxHoP’s clients are involved with several agencies, the Volunteer Coordinator will also establish on-going and effective communication channels with relevant organisations to ensure that they understand the service volunteers offer, and there is no duplication or conflict in the support provided to clients through any volunteering project set up by OxHoP.

Equal Opportunities and Diversity OxHoP is committed to eliminating discrimination and promoting good relations and equal opportunities. OxHoP in its employment of staff, recruitment of volunteers and the provision of services will seek to involve and assist people from all groups in the community within which we work. Breaches of the policy are likely to lead to disciplinary proceedings and, if appropriate, disciplinary action.
The aim of the policy is to ensure no one who is, or who is applying to be, an employee, trustee, volunteer, or client is discriminated against either directly or indirectly on the grounds of race, colour, ethnic or national origin, religious belief, political opinion or affiliation, sex, marital status, creed, sexual orientation, gender reassignment, age or disability.

A full policy statement is contained in OxHoP Equal Opportunity Policy

Recruitment and Selection

OxHoP aims to recruit a diverse range of volunteers in terms of age, gender and ethnicity, and this aim will be reflected in the style and  location of publicity and recruitment materials.

Selection of volunteers will be based on their skills, experience and availability and the extent to which these meet the criteria for the particular volunteer role (see relevant Volunteer Role Description).  The selection process includes an initial interview with the volunteer co-ordinator, participation in induction/training and a review meeting following the training.  At any time during this process both the volunteer and OxHoP have the right to discontinue the selection process.  There will be an introductory period, generally of 3 months, during which time both the volunteer and OxHoP can review the appropriateness of the role for both parties.  

If former clients of OxHoP wish to volunteer on any of our projects, we will take into account the amount of time that has passed since they have used homelessness services, and any problems or advantages this might present them with when carrying out their volunteer role
Induction and Training
The initial induction and training will be over several sessions (the amount and intensity of training will depend on the volunteer role).  The purpose of these sessions will vary, depending on the role to be undertaken, but will generally include the following:

· to raise the volunteer’s awareness and understanding of the context in which they will be working: 

· To clarify the extent and limitation of the volunteer’s role, with a particular focus on boundaries;  

· To explore and practice the range of skills required to be effective in the volunteering role;

· To explain the practical aspects of the role, including submission of expenses, maintaining an activity log, participating in support groups and one to one meetings.

· To cover any relevant health and safety issues.

Acceptance onto the project

Once the volunteer has satisfactorily completed the selection process and all relevant references and checks have been received by OxHoP, s/he will be sent an official notice of acceptance by the Volunteer Coordinator. At the time of final acceptance, each volunteer will complete all necessary paperwork and receive a copy of their role description and agreement of involvement with OxHoP.

Expenses

Expenses will be reimbursed for any out of pocket expenditure incurred whilst engaged in the volunteering role.  These will include travel costs, telephone calls, refreshments and any other out of pocket expenses which have been pre-agreed with the Volunteer Coordinator. OxHoP may also be able to make a contribution towards volunteers’ childcare and other care costs incurred in order to carry out their volunteer role: this must be discussed and agreed with the Volunteer Coordinator before a claim is made.  All expense claims must be submitted on a monthly basis with supporting receipts on the forms provided by the project.  
Support and Supervision

The Volunteer Coordinator will run regular support group meetings at a mutually convenient time.  It is expected that all volunteers will attend this meeting.  In addition, the Volunteer Coordinator is available to discuss any issues as and when they arise on an individual basis. Other staff may also provide support on specific issues as relevant, in coordination with the Volunteer Coordinator.  Regular one-to-one support meetings with the Volunteer Coordinator may be needed in particular cases.  Volunteers will also be expected to participate in on-going training which will be offered at periodically.
Insurance
Volunteers receive the same insurance coverage as staff. They are covered by OxHoP’s Employers Liability and Public Liability insurance.
Criminal Record and other checks

Clients of OxHoP are vulnerable adults. We will therefore be conducting a range of background checks on potential volunteers.  These checks include a Criminal Record Bureau check, references from 2 referees who have known the volunteer in a professional capacity for at least 1 year  As these checks are essential, we will not be in a position to take on any volunteer who does not agree to these checks being conducted.  All volunteers will be expected to register with the Independent Safeguarding Authority once it has been established.

Health Screening

All volunteers are advised to obtain Hepatitis B vaccination and to check the status of their immunisation against TB.

Any potential volunteer who tells us they are under the care of a doctor for either physical or psychological treatment, particularly for any condition that may compromise their immune system, may be asked to present confirmation from the doctor that they are able to safely perform their volunteer duties, and that their health will not be adversely affected. 

Any volunteer who, after acceptance and assignment by OxHoP, enters a course of treatment which might adversely impact on their volunteer role, or which might mean their health is placed at risk by their volunteer activities, should consult with the Volunteer Coordinator.
Health and Safety

OxHoP attaches great importance to health and safety matters. OxHoP accepts the responsibility to carry out its operations to ensure as far as practically possible that neither residents, staff, volunteers, Council of Management members nor visitors to its premises shall be exposed to risks to their health and safety.

All volunteers will receive training in assessing risk and preserving their personal safety. Written guidance on health and safety specifically for volunteers is also provided and must be observed. See Health and Safety for Volunteers.

Problem-solving procedures
If a volunteer, member of staff or client should have a complaint about any aspect of a volunteering programme run by OxHoP, we hope that this can be resolved by early discussion. However, we are aware that this does not always happen.  We have therefore set out a procedure to be followed. There is also a written procedure for clients who wish to make a complaint about the behaviour of a volunteer. See Volunteer Project Complaints Procedure

Recognition of Volunteers
We really appreciate the support that OxHoP receives from our volunteers and we want to ensure that volunteers are fully aware of our appreciation.  To that end we will report on the qualitative and quantitative contribution made by volunteers in the OxHoP Annual Review.  We will also issue certificates of recognition for any volunteer who effectively and successfully participates in any of our projects. Volunteers who have successfully carried out their role with OxHoP may name the Volunteer Coordinator as referee in  future applications for paid and unpaid posts elsewhere

Confidentiality

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they are exposed while serving as a volunteer, whether this information involves a single client, staff member, volunteer or other person or involves OxHoP business, except where that information concerns potential risk to the safety and welfare of that person or others, or the actual or the actual or potential commission of a crime. See Confidentiality policy with special reference to volunteers.
Volunteers will be provided with sufficient information about clients they will be working with, in order to carry out their role safely, sensitively, and with no unnecessary risk to themselves or the client.

Failure to maintain confidentiality may result in termination of the volunteer’s relationship with OxHoP.

Data Protection
A system of records will be maintained on each volunteer, including dates of service, positions held and duties performed. 
Volunteers will be responsible for submitting all appropriate records and information to the volunteer coordinator in a timely and accurate fashion.

Volunteer personnel records shall be accorded the same confidentiality as staff personnel records.
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