

VOLUNTEER POLICY 
1. Introduction and scope 
· West Monkton Parish Council recognises the vital role and contribution of volunteers. This policy aims to ensure that all volunteers can work with us in a safe and supported environment.

· Many of the Parish Council’s activities involve working in partnership with community groups and volunteers who also work directly with the Council for a number of reasons: 
· To encourage involvement and increase our engagement with the communities we serve 
· To help ensure our services reflect the needs of our community 
· To increase skills, experience, perspectives and diversity in decision-making and the workplace 
· To enable us to increase our skills and capacity to respond to emerging priorities.

· Volunteering with the Parish Council will be guided by the following principles: 
· Tasks to be performed will be clearly defined so everyone is sure of their role and responsibilities 
· The Parish Council will comply with the Data Protection Act (2018) when processing volunteers’ data 
· Volunteering opportunities will complement rather than replace the work of paid staff and professionals.
· Parish Council staff and Councillors will work positively with any volunteers and where appropriate, will actively seek to involve them in their work 
· Volunteers will be provided with regular opportunities to share ideas/ concerns with a named contact 
· Volunteers will be provided with all the information they need to enable them to fully participate in the activity
· Volunteering activities will be developed in a way that helps the Parish Council to achieve the wider aims and ambitions of the Parish Council e.g. maintaining Biodiversity and Environmental sustainability and will be guided by policies in those areas where they exist. 
· Existing and future policies will be checked to ensure their impact on volunteering is considered. 


2. Policy aims 
· This policy sets out the principles for voluntary involvement in activities authorised by West Monkton Parish Council, who acknowledge that volunteers contribute in many ways and that volunteering can benefit the council, local communities and the volunteers themselves. 
· This policy applies to volunteers working on behalf of the Parish Council, not those employed by the Parish Council, or Parish Councillors.
· This policy confirms the Parish Council’s commitment to involving volunteers in its work. 
· This policy provides an overview of the scope of volunteering opportunities that can be provided by the Parish Council. 
· This policy, alongside other related policies, procedures and guidance provides a framework for the Parish Council’s volunteering opportunities. 

3. Volunteer Work 
· Volunteering opportunities must be formally developed and approved by the Parish Council or a relevant Committee before recruitment is commenced. 
· Such work needs to be set out in a clear and understandable format. 
· The final decision about the type of work and its execution lies with the Parish Clerk.
· Volunteers would not normally be asked or expected to do jobs for which the Parish Council would normally engage professional services.
· All volunteer positions will be provided by the Parish Council on its website and local noticeboards, outlining the scope of the volunteering opportunity, time commitments, specific tasks & duties, skills levels, previous experience and any other requirements.
· All potential volunteers will be required to complete a Volunteer Registration Form and send this to the Clerk before volunteering roles are allocated. References may also be required for certain roles. 
· The Parish Council will adhere to its Equalities Policy when recruiting and selecting volunteers. 
· Where there is a requirement for a Disclosure and Barring Service (DBS) check, this will be highlighted as part of the recruitment process. 
· Where individuals cannot be provided with a volunteering opportunity within the Parish Council, the council will endeavour to signpost applicants to other suitable organisations offering volunteering opportunities. 

4. Training & Risk Assessment 
· Volunteers must be adequately trained, skilled and equipped to enable them to carry out the role/ tasks required. The exact nature of the training, skills and equipment will depend on the role and the findings from the Risk Assessment. 
· A Risk Assessment will be undertaken to identify any risks that might be faced and how they will be managed. The Parish Clerk will provide a template Risk Assessment to the lead organiser of the volunteering activity and a completed copy must be returned and approved by the Parish Clerk before any volunteering activity may be undertaken. A visual inspection of the work area must also be carried out and relevant information/ photos recorded in or attached to the Risk Assessment prior to work commencing. 
The risk assessment should include as a minimum: 
· A full description of the volunteering activity 
· The date/s, time/s and specific location/s (including postcode) where the activity is taking place 
· The expected duration of the activity (weeks/months/ongoing)
· An assessment of the site detailing any risks and how they will be managed 
· How First Aid will be accessed 
· The minimum competency/ capability required from volunteers 
· The circumstances of the work e.g. the degree of supervision required 
· Details of any tools and/or equipment being used 
· Training/ skills requirements. 

· The training standard must be sufficient to ensure the Health and Safety of volunteers and any people who might be affected by the work. 

· All volunteers must be over 16 years of age unless being supervised by an adult parent/ carer who is also a registered Parish Council volunteer. 

· Where appropriate, volunteers will be provided with any necessary PPE, tools and training to enable them to carry out agreed tasks. If volunteers provide their own tools, they do so at their own risk. West Monkton Parish Council cannot be held liable for any injury caused by inappropriate use of any equipment/tools, or through the use of faulty equipment/tools provided by volunteers. 
· Where appropriate, volunteers will receive an induction into West Monkton Parish Council and their own area of work. Training will be provided where appropriate.

· Volunteers must be informed about the task and its purpose, health, safety and supervision arrangements. 



5. Health & Safety 
· All works undertaken by volunteers shall have regard to the Health & Safety at Work Act. Volunteers will not be authorised to carry out work that the Council considers hazardous or would contravene the principles of the Health and Safety at Work Act, considering the competence of the volunteer(s) carrying out the proposed work.
 
· Volunteering activity is covered by West Monkton Parish Council’s Health and Safety Policy; a copy of which will be provided to each volunteer. 
· All volunteers are covered by West Monkton Parish Council’s insurance policy whilst they are on the Parish Council’s premises or engaged in any Parish Council volunteering work. Only registered volunteers carrying out volunteer work that has been authorised by the Parish Clerk will be covered by the Parish Council’s insurance, however the council does not insure volunteer’s personal possessions. 

6. Equal Opportunities 
· West Monkton Parish Council operates an Equalities Policy in respect of both paid staff and volunteers. Volunteers will be provided with a copy of this policy and will be expected to demonstrate their commitment to it as a Parish Council volunteer. 

7. Confidentiality 
      a.   Volunteers will be bound by the same requirements for confidentiality as paid                          	staff. 
b.	All volunteers will sign the Confidentiality Statement before commencement 	of volunteering activities.

8. Problem Solving 
      a.   We aim to identify and solve problems at the earliest possible stage. West 	Monkton Parish Council has a policy and procedure for dealing with 	complaints which extends to complaints by or about volunteers.

 9. Expenses 
      a.  	Expenses for essential items and travel carried out on behalf of the Parish 	Council will be met providing this is agreed in advance with the Parish Clerk. 	A Volunteer Expenses Form must then be completed and submitted to the 	Parish Clerk within 30 days of the first item of expenditure. Volunteers must 	without prior approval of the Parish Clerk. 

10.Council Business 
       a.  All volunteers must have due regard to the fact that they are carrying out 	authorised work on behalf of West Monkton Parish Council and as such are 	representing the Council, both in quality of work and possible interaction with 	the public. 

11.Responsibility 
· This policy will be approved and reviewed by the Parish Council on an annual basis. Implementation and adherence to this policy is the responsibility of all staff, Councillors and volunteers within the Parish Council. Overall responsibility for monitoring the implementation of this policy lies with the Parish Clerk.
Approval Date: November 2021, May 2023
Review Date: May 2024
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