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 A
t oth

er tim
es b

y ap
p

oin
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en
t 

disease or injury.  It can be extended to include 
volunteers. 
 Public Liability Insurance:  This covers the organi-
sation in the event of injury, death and the loss or 
dam

age of property of non-em
ployees. It is im

-
portant to confirm

 w
ith your insurers that this in-

surance extends to the activities of volunteers. 
 Professional Indem

nity Insurance: This is an insur-
ance package designed to protect anyone offering 
professional advice or services. 
  EQ

U
A

L O
P

P
O

R
TU

N
IT

IES
 

M
ost voluntary organisations now

 have a w
ritten 

equal opportunities statem
ent or policy, w

hich sets 
out their com

m
itm

ent to equal opportunities w
ithin 

the organisation, and in their treatm
ent of staff, 

volunteers and the public.  M
any funders w

ill ex-
pect an organisation to have such a policy.  For 
help w

ith w
riting a general Equal O

pportunities  
P
o
licy

 
co

n
ta

ct 
th
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V
o
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n
te

e
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C
e
n
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U
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R
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E
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D
V
C
 

host 
the 

D
aventry 

V
oluntary 

&
 

C
om

m
unity 

S
ector 

Forum
 

w
hich 

offers 
support, 

inform
ation 

sharing and training to V
C
S
 groups over a netw

ork-
ing lunch. C

om
e along to m

eet other V
C
S
 groups 

and share ideas. W
e offer V

C
S
 training inform

ation 
through regular e-bulletins, courses related to vol-
unteer recruitm

ent and support, and w
e have a re-

source library of books and publications available 
to borrow

. 

 U
S

EFU
L C

O
N

T
A

C
TS

:  
N

C
V

O
: 

(N
ational C

ouncil for V
oluntary O

rganisa-
tions) is the um

brella organisation for the V
C

S
 in 

England and offers a w
ealth of inform

ation for vol-
unteer involving organisations: w

w
w

.n
cvo

.org
.u

k
 

 C
h

arity C
o

m
m

ission
: R

egistrates the adm
inistra-

tion and affairs of registered charities: 
w

w
w

.ch
arityco

m
m

ission
.g

ov.u
k
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 D
aventry 

V
olunteer 

C
entre 

(D
V
C
) 

is 
the 

LIO
 

(Local Infrastructure O
rganisation) for D

aventry 
D

istrict, offering a V
olunteering B

rokerage ser-
vice to the local not for profit sectors (V

C
S
)  

using the D
o-it w

ebsite, one to one, and other 
recruitm

ent procedures. D
V
C

 also run projects 
involving 

volunteers 
to 

m
eet 

identified 
local 

need, 
and 

offer 
capacity 

building 
advice, 

and 
support 

and 
volunteer 

m
anagem

ent 
advice 

to 
local groups (see our separate leaflet fully detail-
ing our support services).  
 There are 

som
e sim

ple m
easures w

hich w
hen 

introduced as good m
anagem

ent practice in your 
organisation, should help you m

ake the m
ost of 

your greatest asset: your V
olunteers. 

 The follow
ing are issues you m

ay w
ish to consid-

er w
hen involving volunteers in you organisa-

tion: 
 W

H
Y

 IN
V

O
LV

E V
O

LU
N

TEER
S

?  
W

hat are the reasons you w
ant volunteers in-

volve volunteers in your organisation? C
an you 

think of positive, rew
arding roles for volunteers 

to carry out that w
ill help them

 increase their 
skills and m

otivate them
 to stay involved?  

 R
EC

R
U

ITIN
G

 V
O

LU
N

TEER
S

  
H

ave 
w

ritten 
“role 

descriptions” 
covering 

the 
tasks you w

ant your volunteers to carry out. A
ny 

selection criteria for  particular tasks should be 
m

ade available to prospective volunteers. W
rit-

ten role descriptions help everyone in the organ-
isation understand w

hat is expected of volun-
teers and help prospective volunteers decide if 
the role is right for them

. 
 S

C
R

EEN
IN

G
 V

O
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N
TE

ER
S  

If the role of the volunteer involves w
orking w

ith 
vulnerable people and/or w

orking unsupervised 
it is im

portant to have procedures in place that 
are applied consistently to all volunteers. S

uch 

procedures are necessary to safeguard the organisa-
tion and the people w

ho use its services. It is im
-

portant to recognise that Police (C
R
B
) checking is not 

infallible and are cannot substitute for good practice 
procedures by your organisation w

hich w
ill m

inim
ise 

the risks. 
 S

U
P

P
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R
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G
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O
G
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V
olunteers need to have a nam

ed person w
ithin the 

organisation w
ho acts as their point of contact. R

egu-
lar supervision, volunteer support m

eetings, training 
opportunities, volunteer representatives at m

eetings 
or on com

m
ittees are w

ays in w
hich you can support 

your volunteers. S
ocial events, certificates, thank you 

cards can help you show
 you recognise the contribu-

tions of your volunteers. 
 TU

R
N
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If a potential volunteer is not suitable for a particular 
task can you find them

 another role w
ithin the organi-

sation?  If you do have to turn a volunteer dow
n, in-

form
 them

  as soon as possible, thank them
 for their 

interest and offer feedback.  It can be very dem
oralis-

ing for a potential volunteer to be turned dow
n. so 

please refer them
 back to the V

olunteer C
entre so 

that w
e can help them

 to find som
ething else. 

 IN
D

U
C

T
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N
 TR

A
IN
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G

 
Induction or training at the beginning of volunteering, 
and the opportunity for on-going training, can help 
m

ake sure volunteers are clear about their role and 
have an understanding of the aim

s and structure of 
the organisation.  U

se a sim
ple volunteer inform

ation 
sheet or handbook w

ith a guide to w
hat the organisa-

tion does, w
ho's w

ho in the organisation, the m
ain 

contact for volunteers, health and safety inform
ation, 

essential telephone num
bers, etc. 

 V
O

LU
N

TEER
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N

D
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A
ID

 S
T

A
FF  

M
aintain a clear distinction betw

een the roles of paid 
staff 

and 
volunteers 

to 
avoid 

tension 
betw

een 
the 

tw
o, so that volunteers do not resent being used to 

substitute for a role that is norm
ally (or used to be) a 

paid one, and so that em
ployees do not feel that their 

jobs are at risk from
 volunteer replacem

ents.   

EX
P

E
N

S
ES

 
A
s volunteers donate their tim

e and energy to 
your organisation free of charge, it is im

portant 
that they are not also financially out of pocket. 
Travel w

hilst volunteering, child care and any 
special equipm

ent, phone calls, postage etc. in-
curred w

hilst volunteering are all acceptable out 
of pocket expenses. M

ileage should be repaid at 
the Inland R

evenue approved rates per 
m

ile. V
olunteer expense form

s should be provid-
ed during the induction process. 
 D

R
IV

ER
S

 
M

ake sure that volunteer drivers are insured and 
have told their insurance com

pany that they are 
using their car for volunteering.  M

any insurance 
com

panies w
ill not charge any extra for this, but 

if they are not told then the insurance cover m
ay 

not be valid.  A
sk for a copy of the volunteer's 

insurance docum
ent and M

O
T certificate if re-

quired; keep these on file and rem
em

ber to re-
new

 them
 each year.  

 H
EA

LTH
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N
D
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A
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The 1974 H
ealth and S

afety at W
ork A

ct im
poses 

a legal obligation on em
ployers to carry out cer-

tain procedures to ensure the safety of their em
-

ployees. R
egardless of w

hether or not you have 
any paid em

ployees, an organisation also has a 
legal duty of care to avoid carelessly causing in-
jury to persons.   This is a com

plex issue. The 
V
olunteer C

entre w
ill be able to provide you w

ith 
further inform

ation. 
 IN

S
U

R
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N
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Every organisation should check its insurance 
cover once a year and ensure that it has suffi-
cient insurance to cover its activities.  V

olunteers 
are not autom

atically covered by insurance; 
check w

ith your insurer that volunteers are ex-
plicitly included in the cover you have. The m

ain 
types of insurance are: 
 Em

ployers Liability Insurance:   B
y law

 em
ploy-

ees m
ust be covered in the event of accident, 


