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Helping children and adults with motor impairment towards independence




The Rainbow Centre

VOLUNTEER POLICY

1. Introduction

The Rainbow Centre (established 1990) is a registered charity based in Hampshire, offering Conductive Education services to help children with disabilities causing developmental delay such as Cerebral Palsy.  It can also help motor-impaired adults with conditions such as multiple sclerosis, Parkinson’s disease and stroke survivors, gain greater mobility and independence.
The Rainbow Centre aims to be an inclusive organisation, and actively seeks to involve a diverse range of individuals who can contribute and add value to our work either as members, staff or volunteers.

The Rainbow Centre recognises that volunteering can benefit our organisation by increasing the range of skills, interests, life experiences and cultural backgrounds within the organisation.  Volunteers can look at the work we do with a fresh eye and provide valuable input to The Rainbow Centre.

As well as providing a valuable resource for the organisation, The Rainbow Centre recognises the benefit of volunteering to the individual volunteer.  Where possible, The Rainbow Centre will aim to respond to volunteers’ needs by providing the opportunity to gain relevant skills and work experience to help them move into employment.  The Rainbow Centre also acknowledges that not all volunteers want to move into employment, and welcomes all individuals interested in giving their time freely to help The Rainbow Centre.

2. Role of the Volunteer
The Rainbow Centre will consider anyone over 16 as a potential volunteer. In addition the Rainbow Centre acknowledges the difficulty faced by disabled school children, students and graduates in finding suitable work placements and will facilitate work experience placements or work shadowing where possible.  Individuals placed through these schemes, or similar training or further education schemes are not volunteers. However, similar good practice as outlined in the Volunteer Policy should be adhered to and it may be appropriate to use similar induction procedures and paperwork.
Trustees and Committee members
The Rainbow Centre’s trustees and Committee members perform a valuable voluntary service which enables the work of the Rainbow Centre to continue.  Whilst they are strictly speaking volunteers, as they receive no remuneration for their work, the procedures outlined in this policy do not relate to recruitment or the remit of Trustees work.  These are covered in separate documents.  They are eligible, finances allowing to claim for travel expenses incurred whilst on Rainbow Centre business.
3. Recruitment & Selection
Application procedure

Potential volunteers will be given information about The Rainbow Centre and an application form, they should apply for a specific volunteer role. They should be invited to speak to a named person if they want to talk over any aspect of the application procedure.

They can if they prefer apply with a CV, but their covering letter should address the main areas of information requested in the application form.

Tasks and opportunities

Volunteer roles will be advertised as and when the role becomes available and will be for a specified term.
Interviews

The volunteer coordinator will interview applicants in the first instance.  Once a preliminary assessment of the volunteer’s abilities and interests has been made, a second member of staff will then be involved, usually the person who will be working most closely with the volunteer.
References

Offers of a voluntary placement shall be made subject to the checking of a reference.  This can be professional or personal, but not from a relative.  Applicants will be informed of the need to provide a referee and asked to bring details to the interview.  The volunteer coordinator can waive this requirement if they consider that it would create a barrier to volunteering if the person has come to us through recommendation.

      Application/Rejection of potential volunteer

Potential volunteers should be informed of the outcome of their application as soon as is practically possible, preferably within 5 days.  They should be told at interview that this is the timescale for response.  A start date for the volunteering should be set as soon as possible.

Any applicant who is turned down will be offered the opportunity for feedback from the Volunteer coordinator.

4. Induction & Involvement of new volunteers

All staff and existing volunteers shall be informed of the appointment of a new volunteer prior to their first day in the office, either by email or use of the notice board.

All volunteers will receive an induction as soon as possible after their start date.  

      Training

The Rainbow Centre will provide a variety of training where possible that enables volunteers to perform their agreed duties.  Where possible this will be provided in-house.  Any additional needs will be discussed during reviews and allowing for funding, appropriate arrangements will be made.

Trial period

All volunteer placements shall start with an initial trial period of one month. At the end of this time a second interview with the volunteer shall be conducted, allowing for confirmation of the arrangement, a change in duties, or an end to the agreement.

Length of Agreement

All volunteer placements shall last for a set length of time not exceeding one year.  At the end of this time the Volunteer Agreement will end, although there will be a review meeting with the volunteer coordinator at which the individual’s circumstances can be considered.  Volunteers are not expected or required to renew the Agreement, although in most cases they will be welcomed to do so, or to negotiate a fresh Agreement.

Volunteer Agreement / Volunteer Role Description
All volunteers will be given a Volunteer Agreement and Volunteer Role Description.  They will be asked to sign a copy which will be put on file.  This will be referred back to at the end of the trial period, and during reviews.  

Communication

In order to involve volunteers as fully as possible, The Rainbow Centre is committed to keeping volunteers informed about the activities of the organisation, and facilitating volunteers’ input and comments.  This will demonstrate the value and significance placed upon volunteers and their work.  

Staff should make every attempt to include volunteers in the circulation of information within the organisation.  This will include leaving copies of appropriate memos, messages etc. in the volunteers in-tray in their absence and including ‘Volunteer’ in their distribution list for appropriate emails.  Final responsibility for keeping volunteers informed will rest with the volunteer coordinator.
Volunteers may be invited to attend staff meetings.  Where they cannot attend but would like to bring something to the attention of the meeting, they should discuss the issue with the Volunteer co-ordinator who will, if appropriate, present it on their behalf.

Insurance

Individuals who are volunteering or on work placement with The Rainbow Centre will, like paid staff, be covered by The Rainbow Centre’s insurance while on and off the premises.

      Social events

Volunteers will be invited to The Rainbow Centre’s social events and encouraged to attend.

5. Support, Supervision & Evaluation

Management and supervision

Line management responsibility for all volunteers will rest with the volunteer coordinator who will be responsible for daily management (contacting volunteers who don’t turn up, organising expenses etc.)

Where the volunteer is performing tasks throughout the organisation, especially when involved in general admin support for different staff, the volunteer coordinator will also act as their supervisor.  However, when a volunteer is working primarily within a certain area of The Rainbow Centre (e.g. Information Service) or on a project for a designated member of staff, the supervision of their tasks will be taken on by an appropriate named staff member.

In all cases the volunteer should be made aware of alternative members of staff to approach in the case of staff absence.  This may include staff in other offices, with whom contact should be established as part of the induction process.

Regular Reviews

All volunteers will be expected to participate in a review of their position on a regular basis.  This will normally be with the volunteer coordinator, with input where appropriate from their supervisor.  The frequency of these reviews will be three months after start date and annually thereafter.
The review session should be seen as an opportunity for both the volunteer and The Rainbow Centre to discuss and further develop their relationship. The Volunteer Agreement and Volunteer Role Description will form the basis for the discussion, and a prompt sheet of topics to be addressed should be made available to the volunteer beforehand, then used and filled in during the review.  The volunteer should be allowed to read, and asked to counter-sign, any notes or amendments to the Agreement that have been made before the revised document is filed.

On-going support

It is expected that all staff will support volunteers on a daily basis where appropriate, referring all requests that they cannot deal with onto the volunteer coordinator or their line manager.  Staff can support and recognise the value of volunteers by remembering to thank the volunteer.  No staff member will be expected to supervise a volunteer without their explicit consent, and if necessary, appropriate training will be provided for the paid staff member in management skills where this is agreed with their own line manager.

Additional tasks

Volunteers have the right to refuse tasks that go beyond those which were outlined in their Volunteer Role Description.  It is the responsibility of staff not to make unreasonable demands on the volunteers and to channel all requests for additional help through the volunteer coordinator.
The Rainbow Centre recognises that volunteers may choose to leave for personal reasons at any point in time.  By creating a supportive atmosphere where volunteers can express their opinions and changing needs both formally and informally, it is the intention of The Rainbow Centre that no volunteer will ever leave without letting us know why, preferably in advance.

References

The Rainbow Centre will provide a reference after the volunteer has been with the organisation for three months if requested.

Paid positions within The Rainbow Centre

Volunteers are welcome to apply for paid positions within The Rainbow Centre, but will be subject to the same application/interview procedure as other applicants.

Exit Interview
All volunteers will be asked to complete an Exit Interview (in person or by post) so that The Rainbow Centre receives feedback on the individual’s experience of volunteering.

Access to information

Volunteers will have access to all information kept by The Rainbow Centre about them as an individual.  The Rainbow Centre will keep any paper records in a confidential file.

Dress Code

The Rainbow Centre’s dress code within the office is relatively informal, depending on the position of the staff member and the occasion.  Volunteers should be clean and tidy for normal office duties, and make an effort to be smart on days when they are in the public eye (e.g. conferences, exhibitions).

Copyright

The copyright of any documents or work created by individuals who are volunteering or on work placement during their time with The Rainbow Centre will be deemed to belong to the organisation.

Signing documents

The volunteer coordinator retains responsibility for items that are sent out bearing the volunteer’s name or signature, and as such, should monitor any correspondence closely.

Computer use

Volunteers will only use the computer if it is part of their volunteering task.

Phone & Photocopier use

If volunteers need to make urgent local phone calls while in the Rainbow Centre office they can do so at the discretion of the volunteer coordinator. The making of long or numerous personal calls is not allowed.  Personal photocopying is at the discretion of the volunteer coordinator to whom all requests must be made.  There may be a not for profit charge for this activity.

Leave of Absence
At the discretion of the supervisor, leaves of absence may be granted to volunteers. Leaves of absence will not alter or extend the previously agreed term of service.
Absence/Illness

Volunteers are performing a valued role within the Rainbow Centre, and are relied on by staff to fulfil these agreed duties at stated times.  If they are unable to turn up or expect to be late it is important that they inform the volunteer coordinator as soon as possible.  Continued inability to attend or contact the Rainbow Centre to explain their absence will result in a review of their Volunteer Agreement in order to arrive at a mutually more acceptable level of commitment to the Rainbow Centre.

Volunteers who fail to turn up and do not notify a member of the Rainbow Centre will be contacted within 24 hours by the volunteer coordinator.  At least two further attempts to contact the volunteer should be made within the next fortnight.  If the volunteer has not made contact with the Rainbow Centre within this time the Volunteer Agreement will deem to have ended.  the volunteer coordinator will then send a copy of the Exit Interview Form and a letter thanking them for their time, and making it clear that they are welcome to contact the Rainbow Centre in the future if they want to discuss the situation or return to volunteer.

Volunteers who leave without giving notice will not be taken back automatically, but are welcome to discuss their individual circumstances.  If their absence was related to exceptional circumstances then the Rainbow Centre will aim to be as supportive as possible.

Difficulties

a) With a member of staff

Volunteers have every right to raise issues they feel to be a concern or make a complaint about any matter that causes them concern.  This could include difficulties with their tasks or a member of the Rainbow Centre staff.

Volunteers are asked to approach the volunteer coordinator first of all.  They will make every attempt to solve the problem through discussion with the people involved.

If the volunteer is not satisfied with the result they can approach their supervisor who will investigate and respond within a reasonable length of time.  If the person they are unhappy with is the volunteer coordinator then their supervisor will be the first contact.

The next stage would be the Chief Executive.

The volunteer coordinator will provide help for the volunteer to contact the above individuals.  However, methods of contacting them directly will be made clear in the procedure as well.

a) With the volunteer

If a member of staff feels there is a problem with a volunteer they are asked to approach the volunteer coordinator in the first instance.

The volunteer coordinator will raise the subject with the volunteer at their next review, or sooner if this is felt necessary.  They will try to resolve the matter through discussion or re-negotiation of duties.  The Volunteer Agreement could be amended if appropriate.  A timescale will be agreed for monitoring the situation.  The volunteer coordinator will set a date to meet the volunteer again after this time.

If the situation has not improved by the second meeting, the volunteer coordinator will try to find an alternative solution, and set a further deadline.  They will make it clear that if the situation does not improve then the Volunteer Agreement may have to end. The volunteer coordinator will summarise the situation and put it in writing to the volunteer, mentioning the timescale involved.

At the third meeting if the problem is continuing or has been repeated, then the Volunteer Agreement will end and the volunteer will be asked not to continue volunteering with the Rainbow Centre.  The volunteer will still be entitled to a reference for the duties they have completed, provided they have been with the organisation for at least three months.

There are some actions that may cause the Volunteer Agreement to be ended immediately.  These include, but are not limited to:

i. Physical or verbal abuse, intimidation or harassment of other volunteers, staff or members.

ii. Theft or intentional damage of the Rainbow Centre property.

iii. Being under the influence of drugs (other than medically prescribed ones) or alcohol while at the Rainbow Centre.

iv. Dishonesty in completing the Rainbow Centre’s documents and records, such as application forms or expenses claims.

Volunteers will be made aware that if at any time they are not happy with how the situation is being dealt with they can approach their supervisor and ask for their involvement in the proceedings.

The volunteer may also bring a friend to any pre-arranged meeting, and every effort should be made to accommodate this through advance notice of times and dates.

All disputes will be resolved in accordance with the procedures set out in the Policies and Procedures document.
6. Confidentiality

Volunteers are expected to comply with The Rainbow Centre’s policy on Confidentiality.

7. Expenses 
Any unusual expenses incurred by the volunteer as part of their volunteering role will be considered.
8. Health & Safety 
     The Rainbow Centre will provide adequate information, training and feedback in support of their   

      health and safety policy.  A copy of which can be found in the Policies and Procedures folder.

9. Equal Opportunities
The Rainbow Centre is committed to promoting diversity and equality for all volunteers. 
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