Volunteer Cntre Fife

Volunteers

how to recruit them
how to keep them
how to help them develop

An essential guide
for organisations

Central Fife :10 St Brycedale Ave, Kirkcaldy KY1 1ET, 01592 645540,
kirkcaldy@volunteeringfife.org
East Fife :69-73 Crossgate, Cupar, Fife KY15 5AS, 01334 659134,
cupar@volunteeringfife.org
West Fife : 29a Canmore Street, Dunfermline, KY12 7NU, 01383 732136,
dunfermline@volunteeringfife.org

www.volunteeringfife.org




What is V olunteering?

“Volunteering is the giving of time and energy through a
third party, which can bring measurable benefits to the
volunteer, individual beneficiaries, groups and
organisations, communities, the environment and society
at large. It is a choice undertaken of one’s own free will,
and is not motivated primarily for financial gain or for a wage
or salary.”

Volunteering Strategy,
Scottish Government

Volunteer Centre Fife Vision

“Our vision is a Fife where volunteering
is universally valued and recognised,
with the overwhelming majority of people
choosing to volunteer and having a
fulfilling and worthwhile experience.”

Volunteer Centre Fife is part of the Volunteer Centre
Network Scotland and serves the whole of Fife from three
offices in Cupar, Dunfermline and Kirkcaldy. Volunteer
Centre Fife staff are here to help volunteer-engaging
organisations make the most of the services we provide.
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Introduction

Could your service be enhanced by volunteers?
Would you like help in keeping your volunteers?

Almost every aspect of life is touched by volunteering.

From the clubs our communities attend, to the lifeboats that protect our
friends and families; from the beaches where we walk the dog, to the
museums that record our history; from the charities campaigning for a better
future, to the counselling services helping us in times of need - they are all
supported by volunteers.

Volunteer Centre Fife recognises the important role of volunteers in our
communities. The focus of this booklet is to support organisations and
community groups, whether you already have a volunteer programme or
are planning to involve volunteers.

Our aim is that you will
. Gain a better understanding of why people volunteer
. Have longer, rewarding relationships with your volunteers
. Understand the importance of planning or reviewing volunteer
involvement
. Discover what other resources are available to support you

Don’'t underestimate the importance of planning
and reviewing your volunteer programme.




Who can help you?

Volunteer Development Co-ordinator/V  olunteering
Resource Advisors
(one in each office)

First point of contact for volunteers and organisations. Their roles include
interviewing and placing potential volunteers, promoting volunteering in
Fife and providing information to encourage and help people to take
part. They also provide support to organisations in terms of good practice
to enable them to work effectively with volunteers.

Youth Development W orker (Fife-wide)

Promotes volunteering to young people, supports organisations with
young volunteers, and promotes and administers the MV Award.

Training Co-ordinator  (Fife-wide)

Delivers a range of training (including tailored in-house) to voluntary and
community groups as well as those working in the statutory sector who
engage volunteers.

Please cont act your local V olunteer Centre Fife office for the latest
information on support for volunteers.

Employer-Supported V olunteering

Volunteer Centre Fife promotes and encourages employers to allow their
staff to take part in Team Challenges. These enhance the company’s
standing in the community and give staff the chance to try something
different.




How Can W e Help You?

Volunteer Centre Fife provides a variety of support to volunteer-
engaging organisations.

Information on Good Practice

We offer information and advice on a variety of vital topics including
. Insurance
. National issues
. Expenses
. Confidentiality
. Police checks
. Volunteering whilst on benefits

Whether you are new to involving volunteers or an
experienced organisation it is always worthwhile to review
your policies and procedures for working with volunteers.

Recruitment, Matching and Publicity

We can help voluntary and statutory agencies across Fife with
volunteer selection and recruitment.

We can promote your volunteering opportunities  through
. Our website: www.volunteeringfife.org
. Fife Direct
. eVOLve —the VC Fife newsletter
. Our regular e-bulletin
. Press releases
. Assistance with publicity materials

We can advise on alternative types of volunteering which may suit your
organisation’s needs such as home-based volunteering, ad hoc
opportunities or team challenges.
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Volunteer Managers’ Network
- for those who support volunteers

Fife Volunteer Managers’ Network (VMN) is a forum to support those,
both new and experienced, who have responsibility for volunteers. The
network promotes the sharing of skills and a problem-solving approach
to volunteer management issues through meetings, e-bulletins and training,
to enhance professional development and service delivery.

VMN meets regularly across Fife to give members the opportunity to
* Network with other organisations across Fife
» Raise the profile of your organisation
» Share good practice
* Meetlike-minded people
* Increase/share your knowledge and expertise
» Raiseissues in relation to volunteer management

VMN is open to all those who work with volunteers — you do not
necessarily have to be a ‘manager ’

Training

We offer a variety of free courses specifically designed for voluntary and
statutory sector staff, community groups and volunteers. Our rolling
programme of courses covers all issues of volunteer management
including

* Recruiting, retaining and supporting volunteers

» Creating positive staff-volunteer relationships

* Risk assessment

* Diversity

* Preparing for volunteering

We also offer in-house training which can be tailored to meet the needs
of your organisation. These can include ways of enhancing the
effectiveness of your committee as well as team-building with volunteers.
See Appendix on p age 30 for more information.




Youth V olunteering

We offer awareness-raising and promotion of volunteering to young
people through talks to schools, youth groups and career events. We
also work with organisations to support them in taking on young people
as volunteers.

We promote and administer the MV Award. This is an Award scheme,
sponsored by the Scottish Government, for young volunteers aged 16 —
25.

The Volunteer Centre dat abase

By registering with your local Volunteer Centre, your organisation and
volunteer opportunities can be included on the Volunteer Centre database.
The database is used by Volunteer Centre staff to match prospective
volunteers to an appropriate opportunity thus helping you to recruit new
volunteers. Opportunities registered on the database can also be included
on the website www.volunteerscotland.info offering prospective volunteers
the opportunity to find out about volunteering with your organisation via
the internet.

Identity Checks for Central Registered
Body in Scotland (CRBS)
Disclosure Checks are now a part of life for the volunteering community.

CRBS have a very helpful website for organisations wishing information
on disclosures www.crbs.org.uk

Volunteer Centre Fife is a member of the Trusted Partner Scheme. This
allows prospective Collators/Lead Signatories to have their identification
verified locally, rather than in Stirling. For more information contact your
local VC Fife office.

= . You remove barriers to motivation by designing satisfying
@ o Volunteertasks and creating systems that allow volunteers to
N / meettheir needs. This is the essence of volunteer retention.




Many people face barriers to volunteering - for example those from black
and minority ethnic groups (BME), those with a physical disability or learning
difficulty, younger or older people, those with a record of offence and peoplé
with poor mental health.

Attitudinal Barriers

Physical Barriers

Barriers to V olunteering

Image/Perception

Some potential volunteers do not think they are ‘the right type of
person’ for a certain organisation and, without enquiring further, decidg
they would not fitin.

Organisational Attitude

Some organisations view people with a disability or from an ethnic
minority as needing help rather than being able to offer help. Wide
sections of the community are left out in this way.

Prejudices

Prejudices can be held by staff or other volunteers and can prevent
recruiting volunteers from certain sections of the community.
Organisations should work to promote a diverse approach to recruiting
volunteers.

Access to Transport

In both urban and rural areas, lack of public transport, or the
inability to use it, can hamper the involvement of volunteers of all
ages. Try thinking about opportunities which could be done in a
volunteer’s home, using a phone or computer. For example,
researching funding, writing editorial for a newsletter, campaigning
for a certain cause.

Expenses

Out-of-pocket expenses should be available so that no volunteer

is excluded on financial grounds. A volunteer may choose not to
accept expenses and can give them back to the organisation as

a donation. If necessary, separate funding to cover volunteer
expenses can be sought to supplement your organisation’s budget.
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Volunteers’ Motivation

Some of the reasons people volunteer

* Forfun

* To help out in the community

» A personal interest or hobby

» Their friends or family do it

» To change things

 To help them into work or to learn new things

« To get out and meet people

e Toimprove their CV

» A chance to do something they wouldn’t otherwise do

Volunteering is now regarded as an exchange .

Organisations offer Volunteers offer
opportunities roles/opportunities
support N support
training ge training
recognition recognition
reward satisfaction
expenses expenses

Maintaining a two-sided exchange is one of the keys
to good volunteer involvement
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FLEXIVOL

Your step-by-step guide to effective volunteer recruitment

The following eight points are adapted from the research report “What
Young People Want from Volunteering” by Katherine Gaskin and can be
applied equally to volunteers of any age . FLEXIVOL describes what
organisations should consider in order to effectively recruit and retain
volunteers. So, what does FLEXIVOL mean?

FLEXIBILITY
LEGITIMACY

EASE OF ACCESS
EXPERIENCE
INCENTIVES
VARIETY
ORGANISATION
LAUGHS

Flexibility — Will the task you are asking the volunteer to perform meet
any restricted time commitments?

Legitimacy — Ensure the task is important and will be of benefit to others.
People need to feel that they are making a difference.

Ease of Access - Is the activity located close to where the volunteer
lives? Information about volunteering opportunities should also be readily
available.

Experience - Will your volunteering opportunity help the volunteer with
their CV? Can you provide volunteer opportunities that are relevant to
his/her personal life and career goals?

Incentives — Ensure your recruitment process highlights the benefits of
volunteering, for example references, new skills, experience, social
contact, expenses.




Variety - You need to offer variety to create a positive volunteering
experience, tailored to the volunteer’s needs.

Good Organisation - Is your organisation well respected in the
community? Do your volunteers know how their work contributes to
the overall service of your organisation? Do you provide support when
needed?

Laughs - Does the position provide the chance to have fun? Volunteers
who have a good time are more likely to continue volunteering.

h

@@ Key points to consider for retaining volunteers

* Always listen to the volunteer, their needs, aspirations,
motivations and expectations

* Be clear why your organisation uses volunteers and their roles
and responsibilities

* Be enthusiastic and keep up the momentum, changing
direction if need be

* Make sure the volunteer has realistic aspirations and goals
and that you as an organisation can meet them

e Supervision is essential; make sure the volunteer sees any
comment about their work as constructive criticism and not a
negative comment

* Volunteer organisers and managers should strive to ensure a
climate of mutual respect within the organisation, together with
regular and appropriate recognition for all volunteers, their
knowledge, skills, capacities and experience

Always have FLEXIVOL in mind. It's a simple starting point for an
effective relationship.
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How do you make your
organisation more effective?

Review your task design and recruitment messages

Break tasks down into smaller, more manageable parts
Create short-term assignments

Review your volunteer team. Are some ready to take on more
responsibility?

It's important for organisations to value all volunteers equally
and ensure all members of the team value all contributions

Members and volunteers from
visually-impaired group, BASE,
enjoying tandem cycling

Remember, no one formula or set of principles will work for
everyone, but by paying attention to the needs of your
audience you should get the right results.

13




Different T ypes of V olunteer

The short-term volunteer

Motivation for the short-term volunteer can be their interest in a specific
task or cause, or because it fits in with their needs at that time, for example
experience for work or the gap between school and further education.
However, the short-term volunteer sometimes becomes a long-term
volunteer because they enjoy it or develop a commitment to the
organisation.

Short-term volunteers tend to want a well-defined task of limited duration.
Organisations should recognise their personal achievement and allow
them to move on. Organisations should view this as positive development
and review existing volunteer opportunities to recruit from a wider base.

Examples of short-term volunteering

Data input volunteer - limited to the duration of the activity
Festival - one-day event with weeks of pre-planning
Steering group member - until particular date is reached

The long-term volunteer

The long-term volunteer's motivations can be different from the short-
term volunteer. They will often seek out the organisation because of their
personal commitment to the cause; they may become increasingly
involved with the organisation over time or they may feel a connection
with other volunteers in the organisation. Motivation is often a matter of
both achievement and affiliation, and recognition of this is often best
expressed as a greater involvement in the organisation.

Examples of long-term volunteering
Befriending - with a particular organisation
Fundraising - involvement in a particular cause
Ad hoc Driving - fits in with other commitments
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The more mature volunteer

Scotland ‘s population is ageing and predictions state that, within 10 years,
the 50+ age group may constitute over 40% of the population. There have
also been changes recently in the working patterns of the older population,
with more demands for workers to remain in employment beyond the
current state pensionable ages of 60 and 65. The Scottish Government
recognises volunteering as an important part of the transition from work
to retirement.

Implications for your organisation

Older people today are healthier and more active. They possess an ever-
increasing range of skills and knowledge and many now seek meaningful
and rewarding ways of using their time.

Recruitment and selection systems for older volunteers should be kept
under review to ensure that they are not unnecessarily complex or
unintentionally discriminatory. This is good practice in all circumstances
but particularly important with older people, who may be more likely to be
deterred by what they see as ‘red tape’.

In March 2006, RSVP (Retired and Senior Volunteer Programme)
published “50+ Volunteering - a Vital Resource”, which identified some
key points for organisations to consider in relation to recruiting and retaining
more mature volunteers:

. Their role should be agreed from the start
. There should be no emotional pressure to extend their role
. Good support systems for maintaining morale
. Regular contact and encouragement
. Access to appropriate training and workshops
. Prompt payment of expenses
. Guidance on insurance requirements
. Provision of adequate insurance cover
. Clear and accurate information about any possible
impact on benefits, income tax etc.

15



Older volunteers’ motivations may include

* Having something useful to do

» Seeking a way back into employment or education
* Adesire for better health and fithess

* The need to get out from under their partner’s feet!

The younger volunteer

Capture the energy of young people by involving young volunteers in your
organisation. Recent research has shown that 16 — 25 year olds really
want to volunteer and the reason some are not currently volunteering is
because they have not been asked!

Just as with the more mature volunteer, the younger volunteer will bring
their own motivations, needs, expectations, skills and experience to your
organisation. Young people have certain requirements that need to be
met if they are to become engaged in volunteer work and stay motivated
to continue.

Volunteer Centre Fife promotes volunteering to young people across
Fife and our Youth Development Worker can provide information and
advice to organisations on involving young people.

MV Award

This is an award scheme, sponsored by the Scottish Government, for
young volunteers aged 16 — 25. Participants receive certificates for 50,
100 and 200 hours of volunteering, completed over a period of two years.
The Award recognises the achievement of young volunteers and also
the commitment of organisations to creating positive volunteering
experiences for young people.

16+ Learning Choices ensures that all young people receive an
appropriate, relevant, attractive offer of learning, well in advance of their
school leaving date. Volunteer Centre Fife has a designated post to
work specifically with schools and young people to enable volunteering
to be a ‘Formal Offer’ as part of the 16+ Learning Choices programme
in Fife.
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Many young people may elect to continue at school, go on to further
education or join a national training programme. However, these
opportunities may be unsuitable for some young people but in an innovative
development, informal learning and volunteering can also be offered to
young school leavers.

Committees

How many people do you know who volunteer on a committee?
Charitable and community groups are managed by volunteers, identified
as committees, trustees or directors.

Many of them will have essential skills relating to working with other people.
These can include: organisational, communication and decision-making
skills; being able to speak out and express themselves appropriately;
knowing how to chair a meeting or to be the secretary or treasurer.

Volunteering as a
Learning Experience

You don’t need qualifications to be a volunteer but it can be a great learning
experience. Volunteering not only offers a great sense of achievement, it
also gives the chance to try new activities and experiences.

Volunteering can help with
Acquiring new skills or developing existing ones
Getting a job for the first time, finding a new job or setting out on a
different career
Accessing a whole range of training programmes eg through
Volunteer Centre Fife, European Social Fund

Learning can be a very important motivation for volunteers. "
By making sure that you are supporting the learning - informal %

)

and formal - which takes place in your organisation, you can
greatly enhance the volunteering experience.
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Many organisations offer good training to their volunteers, so they can
confidently and competently carry out their tasks. It also allows them to
develop new skills. For example, volunteers can learn to manage a shop,
including sales and marketing; they can learn about social care and drug
and alcohol problems; they can learn counselling skills and how to give
accurate advice.

But learning is not just about formal training or attending courses.
Many volunteers learn unexpected things from their volunteering

. Life skills

. Leadership

. Taking responsibility

. Having a sense of belonging

. Learning how to say “no”

By recognising the importance of all the learning that goes on in the
organisation and supporting and helping volunteers in learning, everyone
benefits.

The organisation gains higher standards and competent, confident
volunteers. The volunteer gains satisfaction and the reward of knowing
they have developed themselves.

An effective organisation reflects on the benefits to the

 J . .

~ ~. organisation and has higher standards and competent,
CIRC) . . .

N confident volunteers. Volunteers have the satisfaction and

reward of knowing they have developed themselves.
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The Import ance of THANK YOU

Retaining your volunteers is largely a matter of making them feel valued
and important. When a person feels good about their job, paid or unpaid,
they look forward to doing it.

Volunteers must get a sense of appreciation and reward for the work they
do. This can be divided into formal and informal ways of giving recognition.
It is important to vary your approach according to the individual or group
of volunteers.

Day to day recognition may include

. Saying ‘thank you'’

. Greeting them when they come in

. Telling them they did a good job

. Asking them for their opinions

. Saying something nice about their personal qualities
. Involving the volunteer in decisions that affect them

. Showing an interest in the volunteer’s own life

. Celebrating the volunteer’s anniversary with the group
. Dropping them small thank you notes

. Praising them to others while they are around

. Offering training to increase their skills

Intermediate means of recognition may include

e Taking themto lunch

* Providing food at volunteer meetings

»  Getting the local radio station to mention them

e Letting them put their name on the products they produce

» Putting them on important task forces or committees

* Having them present their results to ‘higher-ups’

» Writing articles about their experience for newsletters or papers
» Celebrating major accomplishments

* Having them represent you at important meetings

19



Major means of recognition may include

» Getting their picture in the paper for outstanding accomplishment

* Making special shirts, caps, badges etc to recognise the group

* Encouraging them to write an article about an accomplishment

*  Buying them good equipment

» Giving additional responsibilities and a new title

* Enlisting them in training staff and other volunteers

* Involving them in the annual planning process

» Giving a plaque, certificate or trophy for being the best volunteer,
best team, best results

* Nominating them for the VC Fife Volunteer of the Year Awards

Volunteers Moving On

Volunteers may leave an organisation for a number of different reasons:
. To take up paid employment

. To start a training course

. A change in personal circumstances

. A desire to try something different

Whatever their reasons they should be offered an ‘exit’ interview which
can provide good insight into the volunteer’s experience and be informative
for both the volunteer and the organisation

20



Policies

Equal Opportunities and Diversity

Equality and Diversity is about challenging prejudices and changing habits
in order to develop the full potential (paid/unpaid/clients) in an organisation.
These principles should be reflected in all your organisational policies.
Recruitment, access to training, payment of expenses and
communication methods are just a few.

An effective organisation will:

. treat people differently - not the same

. acknowledge people as individuals with different needs
. value the differences

Volunteers must be given clear guidelines about their role in respect of
the organisation’s Equal Opportunities Policy and training should be
provided as required. Many funding bodies are keen to include money
for volunteer allowances to enable equal involvement and participation.

Increasingly, funders are asking for a commitment to equal opportunities
and often will request a copy of an organisation’s Equal Opportunities
Policy.

If a volunteer is found to have behaved in a discriminatory
manner the organisation will be held responsible.

21



If you engage volunteers in your service delivery,
a volunteer policy is essential

Effective volunteer programmes do not happen spontaneously nor by
accident. A well-designed programme is the result of good planning and
many decisions need to be made before any volunteers are taken on. Itis
important to have the support of management within the organisation and
all staff, whether or not they will be working with volunteers.

The first step in designing a volunteer programme is to decide why the
organisation wishes to involve volunteers. This decision will enable the
organisation to

» Determine the types of tasks and responsibilities

» Better explain to volunteers how and why they are contributing to the
work of the organisation

» Better explain to staff why volunteers are being involved

» Develop a method for evaluating how effective their use of volunteers
has been

It should, in essence, answer the question “Why are we doing this?” . Once

you've answered that question you should be ready to start thinking about
your policies.
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What is a volunteer policy?

A volunteer policy should

Be a written statement of the aims and values of your organisation
and of the role that volunteers have in it. You should (re)clarify your
aims and values and look at how volunteering fits into those aims
Deal with what your organisation expects of volunteers and what
volunteers can expect of your organisation

Outline the principles upon which volunteers are involved in your
organisation

Define the roles, rights and responsibilities of volunteers and your
organisation

Benefits of an effective volunteer policy

Makes a clear statement to volunteers, employees and your
community that your organisation cares about your volunteers
Ensures everyone understands how and why you use volunteers
Aids recruitment if you can demonstrate a professional approach
to volunteer management

Helps to retain volunteers if they feel supported and valued
Ensures the delivery of a good quality service through well-trained
and happy volunteers

Enhances the reputation of your organisation

Meets funders’ requests for evidence that you support volunteers
Sets out expectations and helps eliminate disappointment and a

failed relationship

The following sections in this booklet will help your organisation to plan,
implement or revise policies. These policies, if used effectively, will help
to ensure a productive and enjoyable experience for the volunteer and
for the organisation.
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What should be in a volunteer policy?

There is no set format for a volunteer policy and each organisation has its

own unique needs that should be reflected in its policy. It should, however,

include at least some of the following

* Anexplanation of what the organisation does and why it involves
volunteers

* Recruitment and selection methods

* Induction and training

e Support and supervision

e Communication

* |nsurance

e Out-of-pocket expenses

» Equal opportunities and Diversity

* Health and safety

e Grievance, disciplinary and complaints procedures

» Confidentiality

* Involvement of volunteers in consultation and decision-making
processes

» References for volunteers

e Holidays and other breaks

e Recognition and reward

e Monitoring and evaluation

There will be other specific references to the work of your organisation
e.g. child protection, criminal records checks, procedures to support
volunteers with additional needs.

Keep your volunteers - Keep them informed.
A volunteer policy will make sure your volunteers know
what's expected of them and what to expect from your
organisation.

24



Recruitment and Selection

Before you consider the recruitment of volunteers, you should consult
everyone in your organisation and agree why you need volunteers. Help
your paid staff and any existing volunteers to develop volunteer roles
with appropriate support. This applies equally to the first time of
involving volunteers and to ongoing volunteering involvement.

Remember the motivational needs of the groups of people you want to
recruit (your target audience). Be clear about why you are recruiting so
that both you and the volunteer will be clear about what they will be
expected to do.

Diversity is about valuing difference. An effective organisation
recognises that people with different backgrounds, skills, attitudes and
experience bring fresh ideas to the work of the organisation. It will also
reflect the community it serves.

Tasks

Think about

* Arange of on-going volunteer assignments

e Short-term and one-off projects

* Rolesthatindividual volunteers can do

e Tasks thatteams of 2 or 3 volunteers or family units could do
« Tasks that can be done by anyone — generalist tasks

« Tasks that require particular skills — specialist tasks

It should then be relatively simple to draw up a task description for
each volunteer role, which should include

e Adescription of what the volunteer will do

* The skills they will need to do it

* When and where the volunteer is required

*  Who the volunteer will work with

*  Who will support the volunteer and how they will do it

25



~ By having a task description you will ensure that all
% @\ Volunteers are appropriately-matched to a task or role. Being
under-valued or over-burdened can soon lead to
dissatisfaction and a lost volunteer.

Before selecting volunteers, you should consider the following

Are there links in place between the selection panel and the person
managing volunteers?

Will you need to request references?

How will you deal with people you think are not right for the particular
volunteer role they are interested in?

If your organisation works with vulnerable clients, what procedures do
you have in place to protect both them and your volunteers?

Bear in mind that your procedure should be fair and transparent and
should comply with equal opportunities legislation

Induction and T raining

Decide how you will welcome new volunteers and give them all the
information and skills they need to be able to take up their duties and
contribute to the work of the organisation.

Will you want to specify a trial period during which the organisation
and the volunteer can discover whether or not he/she is comfortable in
and/or suitable for their role?

Will you draw up a volunteer agreement in order to clarify the rights
and roles of the volunteer and the organisation? (The agreement should
be signed by the volunteer and a representative of the organisation.)
What training and induction will be offered or will you approach other
agencies to help deliver this eg Volunteer Centre Fife?

Have you considered the longer-term need for ongoing training due
to, for example, new or changing responsibilities or projects, the
demands of funders and the introduction of new legislation?

Volunteer Centre Fife website www.volunteeringfife.org

Recruit new volunteers by registering your opportunities on the

It won’t cost you a penny!
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Communication

Effective communication is central to all productive relationships. It is
essential to keep volunteers up-to-date on matters that have an impact on
their work, but it is also important to keep them up-to-date with wider issues
that might affect the organisation as a whole.

Support and supervision doesn’t need to be formal but having a formal
approach will ensure no-one gets forgotten.

Support and Supervision

The amount and type of support and supervision that a volunteer will need
will vary according to the activities of the organisation and the volunteer’s
role.

Ways of offering support can include

. Practical - ensuring volunteers have access to the resources and
equipment they need to carry out their tasks

. Organisational - having a volunteer policy (see earlier section)

. Informative - about the organisation and the volunteer role

. Personal - through a named person to offer ongoing personal support

Investing in V olunteers

Organisations which gain the ‘Investing in Volunteers Award’ manage their
volunteers effectively. The improved motivation that this will bring to both
volunteers and paid staff leads to higher morale, improved retention rates,
reduced absenteeism, readier acceptance of change and identification
with the organisation beyond the confines of their role. For more information
see www.investinginvolunteers.org.uk
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Insurance

Whilst your organisation’s aim should be to minimise risk of harm to all
volunteers (see Health and Safety above) you do have a legal and moral
duty to ensure that insurance cover, which is appropriate for the activities
carried out by your organisation, is in place.

Types of insurance could include Employer’s Liability, Public Liability,
Personal Accident, Motor Vehicle Insurance.

Out-of-Pocket Expenses

The payment of expenses can be extremely important to volunteers and
is also vital in helping to attract a diverse volunteer workforce with the
appropriate interests and skills to make a contribution to your organisation
(see Equal Opportunities above). Some volunteers may wish to donate
their expenses back to the organisation - that is their choice.

» Decide on and explain to volunteers what will be reimbursed e.g.
travel, meals, child care etc

* Explain the arrangements for claiming expenses

* Do not pay a flat rate but instead reimburse actual expenses

» Pay out against an expenses claim form authorised by a supervisor
and accompanied by receipts

Monitoring and Evaluation

It is a good idea to regularly, perhaps annually, review your policies and
procedures and adapt or improve them as necessary. It is useful to include
staff and volunteers in the review and even if very little is changed the
process of looking through your policies will remind everyone within the
organisation of their importance. A useful document is The Volunteering
Impact Assessment Toolkit (see page 32).

Volunteering whilst on Benefit s
In most cases, itis possible to volunteer without any effect on benefits, but

volunteers should contact their benefits adviser before starting any
placement.



Grievance, Disciplinary and Complaints Procedures

In most cases and using the appropriate support mechanisms the
organisation should be able to resolve any difficulties. However, to protect
all concerned it is important to have procedures in place.

These should include methods of dealing with

» Complaints made by or about volunteers

* Inappropriate behaviour

» Breach of agreed procedures e.g. confidentiality

» Health and Safety Policy issues and providing the safe environment
required to keep your volunteers happy and committed

Health and Safety

An organisation can be held legally liable if it does not exercise a duty of
care for all its volunteers, clients and members of the public. Every
individual also has a duty of care.

Atinduction, all volunteers should be made aware of the organisation’s
Health and Safety Policy and practical safety issues relating to their
particular role. On-going training should be provided as necessary.

Confidentiality

Organisations need to consider the confidentiality of information relating
to their volunteers and service users. Therefore, volunteers should be bound
by the same requirements for confidentiality as paid staff.

The organisation should include guidelines on the storage of and access
to personal information and ensure that all information that is out of date,
or no longer relevant, is destroyed.

A sense of ownership and belonging should be encouraged.
. Some volunteer tasks can seem less important than others.
. Involving your volunteers in decisions and keeping them
informed will affirm the important part they play in the
organisation.
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Training

Training can show a volunteer how much you value them. It is also a
motivation for volunteering. Many people volunteer to gain experience or
training. Training comes in various forms. It can be a matter of simply
gaining new skills or working towards recognised qualifications.

Courses in V olunteer Management

FREE training is provided in volunteer management and in-house training
delivered through the ESF (European Social Fund) ‘Skills for Scotland’
programme with Adam Smith College and CVS Fife.

These enjoyable and interactive courses will enhance your professional
management of volunteers and enable you to share good practice with
others.

Intermediate:

. Planning Strategically for Volunteer Involvement

. Effective Volunteer Recruitment

. Matching Volunteers to Roles and Tasks - Effective Inverviewing and
Selection

. Increasing Volunteer Effectiveness through Training and
Devleopment

. Supporting and Supervising Skills

Advanced:

. Promoting Diversity in your Volunteer Programme

. Health and Safety and Risk Management in your Volunteer
Programme

. Motivation, Retention and Development of Volunteers

. Developing Volunteer Portfolios

. Creating Positive Volunteer-Staff Relations

. Managing Youth Volunteering



Accreditation

Gain recognition for your work with volunteers. Undertake courses in
Volunteer Management with Volunteer Centre Fife and apply for
Accreditation of Prior Learning (APL) with VVolunteer Development
Scotland.

SCOQF Level 6 =SQA Level 3
Co-ordinating Volunteers - Complete 5 Intermediate courses

SCQF Level 7=SQA Level 3
Managing Volunteers - Complete any 2 of 6 Advanced courses.

NB: You do not need to complete Level 6 before level 7

In-House

Training tailored to the needs of your organisation, staff and volunteers
is available.

More information on all the above training courses is available on our
website www.volunteeringfife.org plus information on other courses
including committee training and an introduction to volunteering.

As a responsive organisation we welcome feedback: if
there’s something you think we should be doing let us know.
Tell us your success stories too! There doesn’t need to be
a problem for you to contact us!

We are indebted to Volunteer Centre W estern lIsles
for allowing us to use their ‘Good Practice Guidelines for
Organisations’ as a reference tool for this Guide.

31



Health and Safety Government Information
For information and advice on legal issues. Includes free-to-download
leaflets and publications.Tel: 0845 345 0055 or visit www.hse.gov.uk

Central Registered Body in Scotland (CRBS)
For the latest information on free Disclosures (police checks) for
volunteers www.crbs.org.uk, tel: 01786 849777.

Disclosure Scotland
For statutory bodies seeking police checks on volunteers, visit
www.disclosurescotland.co.uk, tel: 0870 609 6006.

Councils for V olunt ary Service

Information on charity law, legal responsibilities and governance of
committees.

West and Central Fife - CVS Fife: www.cvsfife.org tel: 01592 567001
East Fife - VONEF: www.vonef.org.uk, tel: 01334 654080.

Scottish Council for V olunt ary Organisations

SCVO seeks to advance the values and shared interests of the voluntary
sector by fostering co-operation, promoting best practice and delivering
sustainable services. See www.scvo.org.uk, tel: 0131 556 3882.

Volunteer Development Scotland  (VDS) Centre for Excellence
Works strategically and in partnership to disseminate good practice in
volunteer management and volunteer development in Scotland. Tel:
01786 479593 or visit www.vds.org.uk

Essential V olunteer Management, Rick Lynch and Steve McCurley.
ISBN no. 1900360187.

The Volunteering Imp act Assessment T oolkit
Via VDS - details above.

Investing in V olunteers S tandard
See iiv.investinginvolunteers.org.uk. tel: 01786 479 593
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