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MIND IN EALING AND HOUNSLOW LTD

VOLUNTEER RECRUITMENT POLICY AND PROCEDURE

1.  
Introduction
1.1
Volunteers play an important role in the life of Mind in Ealing and Hounslow, both in the delivery of services and in the provision of administrative and organisational support.  Volunteering offers opportunity for people who, for various reasons, may not be ready, able or willing take on paid employment, to offer their free services to the organisation.  In return what volunteers expect to get is stimulating work in a supportive and welcoming environment in which they may acquire new skills, build on their experience, or simply make use of their spare time in ways that will be fruitful and beneficial to them.  It is the aim on Mind in Ealing and Hounslow to make volunteering both worthwhile and rewarding. 

1.2
Volunteers may sometimes be engaged for short periods of time in very limited scopes of work.  Usually, however, volunteers offer longer-term services, and some may be involved in all or most of the work of the service or project.  There are also opportunities for occasional volunteer support, as from those who may only offer to help with a particular task, such as a specific fundraising campaign, a trip by service users, or preparation for a major event like an Annual General Meeting.  Our use of volunteers also covers the engagement of professionals and experts in such areas as publicity and public relations, media interface, fundraising and grant-seeking, and human resources development.  

1.3
All volunteers, even occasional ones, work in the name of, and on behalf of, Mind in Ealing and Hounslow.  This therefore requires standard regulation of the processes for their recruitment and engagement, to ensure that they work to the basic standards expected of all other staff, and to avoid any acts of a volunteer placing the organisation in dispute or disrepute.  Volunteers will need to have structures and systems to assure their health and safety as well as clarity about their roles, and access to the organisation’s provisions for grievances and supervision.

1.4
Projects may receive enquiries from members of the public who want to volunteer for the organisation, or the particular project.  Additionally, Project Managers and Workers may identify personnel and skills gaps within the projects which could be filled through volunteer recruitment.  In either of these instances, Mind in Ealing and Hounslow, as employer, is required to recruit and engage workers (paid or voluntary, full or part-time) subject to employment legislation and other regulations relating to the employment of people who work with vulnerable adults.  

1.5
For these reasons, the recruitment and engagement of volunteer workers shall be regulated by the Head Office of Mind in Ealing and Hounslow.  Additionally, as a norm, and except in special cases, volunteers will only be recruited via recognised volunteer agencies, such as ECVS.  All requests and enquiries shall be directed through line management to the Chief Executive Officer.

2.
Definitions
Volunteers are individuals who offer their expertise, time, knowledge and skills without receiving or expecting to receive financial gain. The DWP define a Volunteer as a person who is:

I. Not given any money, apart from their expenses

II. Not legally obliged to volunteer

III. Doing something for a not-for-profit organisation

IV. Doing something for someone who is not a family member.
(“A guide to volunteering while on benefits”, DWP, May 2006) 

3.
Scope of Policy

This policy sets out Mind in Ealing and Hounslow’s principles and objectives as well as the procedures for engaging volunteer workers.  Volunteers do not have to commit to a given number of hours. Where volunteers agree to work a given number of hours it will be expected that they do as agreed; volunteers may request a review of their working hours if they are unable to commit to the agreed hours.   

This policy sets out Mind in Ealing and Hounslow’s principles and objectives as well as the procedures for engaging volunteer workers.  

4. 
Principles 
Mind in Ealing and Hounslow will agree a time commitment with volunteers as part of the recruitment process. Where a volunteer is unable subsequently to commit to the agreed time, the manager shall be expected to take appropriate action to ensure that services are not seriously affected by such absences.

4.1  
Volunteers will be recruited and managed in accordance with the Diversity and 
Equal 
Opportunity policy of Mind in Ealing and Hounslow.

 4..2  
All engagement of volunteers, even if for a short time, shall be formalized in 
writing.(See Volunteer Assignment form)  

4.3   
We will undertake to reimburse all volunteers all their agreed work-related 
expenses; any unusual expenses should be agreed with line management in 
advance, or they may not be paid.  

4.4   
All volunteers shall be covered, while working in Mind in Ealing and Hounslow, by 
the organisation’s public liability insurance.  Such insurance, however, does not 
cover unauthorised work undertaken by volunteers.
4.5  
Volunteers will not be expected to function as ‘unpaid workers’ where they take 
on responsibilities such as would be required only of paid staff; this shall include 
carrying out risk assessments, managing centres or services, or crisis 
intervention on their own.  

5. 
Volunteer Management 
All volunteers will have a named supervisor who shall ensure that:

5.1  
The volunteer has a clear understanding of their role and their specific tasks.

5.2
New volunteers are properly inducted in accordance with the Mind in Ealing and 
Hounslow Induction Policy and Procedure.

5.3
There is an agreed schedule of supervision, and that records are made of such 
meetings.

5.4
There is adequate and proper workspace and necessary equipment for the 
volunteer.

5.5
All volunteers receive appropriate information regarding mandatory training for 
staff, as well as any other training they may be entitled to receive.  Requests for 
training should follow the MiEH Training request procedure.
6.
Volunteer Supervision And Development 
The MiEH policy and procedures for staff supervision shall also apply to volunteers, except that the frequency of supervision shall vary, depending upon the number of days (hours) the volunteers attend, where fewer attendances will mean less frequent supervision.  
 6.1.  
All volunteers shall be provided with a written description of their role, general 
responsibilities, and specific tasks.  

 6.2.  
The supervisor shall, in discussions with the line manager (where this is different) 
organise a planned induction for the volunteer. 

6.3.  
Volunteers will be provided with such equipment and other assistance to enable 
them carry out their duties effectively.  

7.
Recruitment Procedures
7.1  
All recruitment of volunteers shall follow the organisation’s volunteer recruitment 
procedure below.  This will include: completing a Volunteer Application Form, 
providing names of at least two referees, and where the prospective volunteer 
will have access to service users, completing a CRB clearance application. 
7.1.1  
Volunteer applicants will be interviewed to ascertain their interests and skills.

7.1.2 
Mind in Ealing and Hounslow reserves the right to refuse to engage any 
volunteer; in 
this instance the reason for refusal shall be explained to the 
applicant.

7.2
Project Needs  
Managers or Workers intending to recruit a volunteer should consider the following:
7.2.1
The formal assessment of personnel and/or skills gap in the project.

7.2.2
A clear statement of the tasks to be performed (Schedule of tasks).

7.2.3
The availability of sufficient and relevant work to make the engagement 
meaningful.

7.2.4
A formal induction system and a plan for ongoing supervision of the volunteer.

7.2.5
The possibility and facility for training necessary for the performance of the 
identified tasks.
7.3
Recruitment of Longer-term Volunteers


The following procedure should be followed for all other than occasional volunteers:

Managers intending to recruit a volunteer should notify their Line Manager, who will advise the Chief Executive. 

They should prepare a brief of the skills sought, the tasks to be performed, and the hours involved in all cases.  This should contain suitable and sufficient information for the vacancy to be advertised if necessary.

All prospective volunteers will complete an application form.

I. References must be obtained from at least two persons as indicated in the application form. 

II. The Person in Charge should examine and make copies of relevant documentation, such as relevant qualifications for professional services, and UK entitlement to engage in employment or profession. 

III. The Person in Charge should indicate if the prospective volunteer has any special health needs to be taken account of.

IV. Originals of application forms and signed copies (by Managers) of all documentation should be sent to the Administrator at the Head Office.

V. The Person in Charge, in consultation with their Line Manager, should make arrangements for the interviewing of the candidate.

VI. The Line Manager should forward a report of the interview and their recommendation to the Chief Executive for authorisation to appoint.  (Interview reports should be sent to the Chief Executive even if the decision is not to appoint.)

7.4.
Recruitment of Mind in Ealing and Hounslow Service Users


I. Engagement in work (even part-time) has been found to have immense therapeutic benefits to people with mental health support needs, and it is the policy of Mind in Ealing and Hounslow to encourage it as far as resources permit.  However, there is a distinction between engaging a service user as a volunteer worker, and generally promoting user involvement in a project.  It is important for Persons in Charge and Workers to be clear of this distinction so as to be able, especially, to help erase conflicts and confusions in service users who are also volunteers in the projects they use and work in.

II. Persons in Charge intending to recruit a Mind in Ealing and Hounslow service user as a volunteer should notify their Line Manager, who will advise the Chief Executive. 

III. The service user should complete a Volunteer Application Form as applies to external candidates.

IV. The Person in Charge should assess the applicant’s suitability – their ability and preparedness.  They should determine the applicant’s training requirements and if they can be provided by the project.  

V. The Person In Charge should examine and make copies of relevant documentation and act as in (e) above.  (Current service users, where they apply to be workers, are still subject to UK employment law.)

VI. The Person in Charge, in consultation with their Line Manager, should interview the applicant and make a written report and recommendation to the Chief Executive for authorisation to appoint.
7.5.
Recruitment of Occasional Volunteers


I. The term ‘Occasional Volunteers’ refers to a wide range of volunteers: from professionals who assist and involve in a one-off campaign or event, to a person who offers a few hours to help address a large volume of mail on one occasion.  Such volunteers, who work in the name of the organisation, should be distinguished from people who decide not to charge for work they do for (and not necessarily on behalf of) Mind in Ealing and Hounslow, such as a leaflet distributor who offers free time and service on a particular occasion.  The latter are not Mind volunteers. 

II. Persons in Charge intending to recruit an occasional volunteer should exercise great discretion in the engagement of such volunteers.

III. The Person in Charge should obtain as much information as necessary including: their full name and address with land line telephone contact where they have one; the skills and experience of the prospective volunteer; and their professional or trade references where applicable and appropriate.  

IV. Where the services or skills offered are directly health-related, the prospective volunteer should be requested for evidence of their qualification and/or experience.  In these instances, and in particular where there will be supervised or unsupervised contact with service users, evidence should be obtained of the prospective volunteer’s criminal records and employment eligibility. 

V. All that is agreed prior to commencing the delivery of the intended service should be offered in writing as an ‘Occasional Volunteer Engagement Contract’ to the prospective volunteer who will sign two copies, with the Line Manager signing for Mind in Ealing and Hounslow.  The prospective volunteer shall retain a copy of the Contract duly signed.  

VI. If the same person is engaged again in the future for similar or different work, only stage (d) will be repeated.   

8.  
Volunteer Costs
Volunteers should not charge for the work that they do.  Nevertheless, they may incur costs in connection with their volunteering work for the organisation.  Such costs include: travel; meals; personal materials used; and hire of equipment.  These costs will be reimbursed by the project.  It must be expected that where volunteers will need to use protective clothing, this will be provided by the project. Managers should therefore ensure that they have the budget to cover such costs as they plan to recruit volunteers.

9.  
Diversity and Equal Opportunities 
All volunteers shall be recruited and engaged, and shall work, in compliance with the Diversity and Equal Opportunities policies of Mind in Ealing and Hounslow.

10.  
Criminal Records Checks
It is the policy of Mind in Ealing and Hounslow to obtain CRB (Enhanced) clearance for every new person engaged, paid or voluntary, before they commence working for the
11. 
Complaints and Grievances 
The Grievance and Disciplinary procedures of Mind in Ealing and Hounslow shall not apply to Volunteers.  Where a grievance relates to conduct that may breach Mind in Ealing Hounslow Diversity and Equal Opportunities Policy, appropriate action will be taken against the alleged offender under the disciplinary policy.  Volunteers who have issues concerning their supervision or work assignment should report them to the appropriate manager for the necessary action.  Where volunteers are not happy with the response given, they may raise the matter with the Chief Executive Officer.  

12.
Volunteer Conduct and Performance

Managers or supervisors should observe and supervise volunteers appropriately, and raise any matters of concern with them immediately or at the earliest appropriate time. 

The volunteer should be made aware of any such concerns and what is expected of them.  Senior staff support should include a period on placing the volunteer of ‘support and observation’.

Where measures considered appropriate to the performance or conduct issues addressed as above fail to produce necessary change in conduct or improvement in performance, volunteers may be asked to leave, unless they can be offered other tasks. 

If a volunteer engages in conduct that falls under ‘gross misconduct’ under the discipline policy of MiEH the volunteer engagement will be terminated immediately. 
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