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YOGA & WELLBEING SERVICES





VOLUNTEERS POLICY

Volunteers are a valuable asset to our organisation. They compliment and support our existing team bringing with them a wide range of individual skills. The Organisation aims to continuously recruit volunteers and endeavours to nurture volunteer skills, offering opportunities for development through a range of training provision. The Organisation listens, values and responds to volunteers’ suggestions and recognises that successful volunteer involvement requires an open two way communication leading to mutual understanding and a good relationship between the organisation and volunteer.

PROCEDURE

1.0
RECRUITMENT AND SELECTION

1.1
The Organisation seeks to recruit volunteers who are enthusiastic, have a willingness to learn, and have a friendly caring and helpful approach to children, young people, families and carers, that reflects a mature attitude and an open mind that is non- judgmental and non-discriminatory. Our organisation applies its Equal Opportunity Policy to all its work with volunteers.

1.2
The Organisation follows the requirements of legislation and good practice guidelines in offering volunteering opportunities to offenders.   As many of our services are provided to vulnerable groups, all our volunteer roles require that applicants must declare convictions even if they are spent. Generally speaking Hollytree Yoga will not offer volunteering opportunities if there are convictions relating to children or violence.  Due to the vulnerability of our service users, ex drug users need to demonstrate that they have been clean for 10 years. All information regarding convictions is treated in a confidential manner and will only be disclosed to those responsible for decision making or managing the individual if the conviction is relevant to the placement.

1.3
When a person approaches a member of our team showing interest in becoming a volunteer an informal meeting will be arranged with either Holly Webb or Ann-Marie Hall to talk through any queries and enable the potential volunteer to learn about the project and organisation.

1.4
If the person feels that they wish to give some of their time to the organisation the above Directors will request that they fill in an Application Form and at the same time confirm that references will be taken up and enhanced police checks made for all placements in line with Hollytree Yoga and Wellbeing services policies and procedures.

1.5
A further interview may take place. After the return of satisfactory references and checks, the volunteer will be invited to volunteer for a trial period of between 4-6 weeks to see if the arrangement suits both the volunteer and the project, this trial period will allow for changes to be made or for the placement to end.

1.6
No formal contract will be issued but a Letter of Engagement and role description will be issued that spells out:

a) 
The nature of the volunteering to be undertaken and who will manage it.

b) 
The location in which volunteering is to be undertaken

c) 
The agreed hours of volunteering

d)   Any special terms and conditions pertaining to the placement.

2.0
TRAINING AND DEVELOPMENT
2.1
The Organisation seeks to encourage its Directors, regular Facilitators and Volunteers to develop their skills. Volunteers are entitled to the same training opportunities, support and expenses as Facilitators but not to pay.

2.2
During the induction period all members of the team who will be working alongside the Volunteer are expected to co-operate in training new volunteers in policies, procedures and methods of responsibilities within our organisation.

2.3
Volunteers are required to undertake an induction with one of the organisations Directors overseeing their chosen project. 

2.4
The induction period enables volunteers to understand the services delivered by The Organisation, how their role as a volunteer fits within the organisation and the contribution expected from them.

2.5
Training needs will be identified throughout the period a volunteer gives their time for the organisation.  The Board of Directors may meet to discuss and may recommend suitable training that helps meet the need of the organisation and volunteer.

2.6
Directors will support volunteers should they wish to apply for further training / courses and for grant funding for their training. 

2.7     All volunteers are required to complete an annual online safeguarding certificate.

3.0
EXPENSES
3.1
The Organisation volunteers for are entitled to  ‘out of pocket’ expenses. These include: 

· Travel to and from the place of volunteering


· Travel undertaken in the course of volunteering


· Light meal taken during the period of volunteering work if over 4 hours

· Postage and telephone costs if required for the volunteering activity



There is a form to be filled in to claim expense which will need to be approved by the relevant Director overseeing the finances.

3.2
If claiming benefit The Organisation recommend the Benefits Office be advised that “out of pocket” expenses for volunteering at Hollytree Yoga are being claimed.

3.3     Please see the expenses policy for further details regarding expenses.

4.0 
PROBLEM SOLVING 

4.1
The Organisation values their volunteers and wishes them to be happy in their roles. Sometimes problems may arise which can cause bad feeling and upset, affecting whether a volunteers wishes to continue volunteering for the organisation. We will endeavour to address any issues and to seek to find ways of meeting the volunteers’ needs as well as those of the organisation, Facilitators and service users.

Examples of the problems that may arise include:

· Feeling overworked

· No clear understanding of role and responsibilities 

· Needing some time off

· Feeling bullied 

· Unsure of how expenses are calculated 

· Wanting to change to a different project and role.

· Being asked to do something unreasonable

In the first place volunteers should talk to the Practitioner running the project. He or she will best understand the way the project service is delivered and the people within it.

If this is uncomfortable for any reason, arrangements should be made to speak to either one of our Development Directors; Holly Webb or Ann-Marie Hall. You will be listened to in the strictest confidence and efforts will be made to resolve any problems. 

At any of these meetings, the volunteer can be accompanied by a friend, colleague or representative.

5.0
What happens if The Organisation has a problem with a volunteer?

There may be some reason that volunteers are unable to meet the requirements of their role. Examples might include:

· The volunteer is in need of more training for what we are asking 

· The volunteer cannot commit to the hours we are asking

· The volunteer’s timekeeping is making it difficult for the orgaisation to rely on 

· The volunteer’s behaviour is inappropriate

· The volunteer is discussing confidential information about people while being a volunteer

· The volunteer does not get on with other Volunteers or Facilitators.

In these circumstances one of the Board of Directors will have a confidential talk to the Volunteer.

If the situation does not improve, or if a mutually satisfactory agreement cannot be reached, the Volunteer will be asked to have a further meeting with the organisation’s Board of Directors. The Volunteer would be invited to have a friend with them if they so wish.  If it is not possible to resolve the problem the Volunteer may decide to leave the organisation. 
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