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1. INTRODUCTION
The Church as a whole has always relied heavily on volunteers to achieve its mission and work effectively.  Our diocese is no exception.  Thankfully in this reliance we are blessed with many willing people with valuable gifts and skills to offer.  To each and every one of them we owe much gratitude and it is, therefore, crucial that we treat them well.  Part of this should involve establishing fair ways of working so that volunteers and staff know what they can expect from one another.
These guidelines are intended to give parishes an insight into some of the policies and procedures that can be established to help manage the expectations of volunteers and those they are working with.  
Although this is suggested guidance on managing volunteers, if your role/s involve volunteering with children and young people and adults experiencing, or at risk of abuse or neglect you must follow the Practice Guidance: Safer Recruitment which outline a specific recruitment process that must be followed.
If you have any queries or questions relating to engaging volunteers, please contact Judith Wilson.
2. WHO IS CLASSED AS A VOLUNTEER?
The term “volunteer” is used to cover many different arrangements ranging from the informal (serving teas and coffees after the Sunday service when needed) through to formal agreements (helping regularly at Sunday school with responsibility for the work of others).  Most parishes rely on a large number giving their help on an informal basis and when this is the case formal policies and procedures are largely unnecessary.
However, when a more formal arrangement exists (in which the individual carries out work for the parish on a regular basis and has a certain level of responsibility) it is advisable to have a written agreement of the terms of the arrangement.   

There have been a number of legal cases in which volunteers have claimed that they are employees and have won the right to be paid the minimum wage and to employment protection. To determine employee status tribunals have looked at the terms of the volunteer’s arrangement, focussing particularly on:-

· whether the volunteer is bound to work and whether the PCC is bound to provide work (e.g. is there a rota in which the volunteer is compelled to take certain shifts), and;

· whether payment, benefits in kind or training unrelated to the volunteer's work are provided
If these factors exist then the volunteer is likely to be viewed as an employee.  It is, therefore, advisable to have a written record of the arrangements made with a volunteer who works on a formal basis.
The agreement should also deal with the question of insurance, including professional and public liability insurance, and insurance in respect of personal injury.

Please see Appendix A for a sample written agreement.
In addition to a written agreement for formal volunteers it is also recommended that a policy is written and communicated to all employees in order to give them guidelines about working with volunteers.

Please see Appendix B for a sample policy. 

3. RECRUITING VOLUNTEERS*
It is not always necessary to have a lot of documents for informal volunteers but it is a good idea to have the following for those who will be working under more formal arrangements:
· Details of the main requirements of the role

(See Appendix C for a template that may be used to record the 
information)

· A completed application form 

(See Appendix D for an application form template) 

· Copies of at least two references


(See Appendix E for a reference request letter)

*If your volunteering role is for the purpose of working with children and adults experiencing or are risk of abuse or neglect, you must refer to the models of good recruitment practice in Practice Guidance: Safer Recruitment.
This document also usefully lists those roles that are likely to be covered by this guidance
4. WORKING WITH VOLUNTEERS
Just like employees, volunteers need to be valued and given time to develop their role and sense of contribution.  It is, therefore, a good idea to ensure they are included in any general communications and that regular discussions are held with them to see how they are doing.  
Even when this is done there can of course be times when problems arise, either from the volunteers or parish’s perspective.  It is always a good idea, therefore, to have in advance, an understanding about how such matters are likely to be dealt with.  A useful draft procedure may be found in Appendix F. This procedure can be used as a point of reference for both the PCC and volunteers if problems do arise.
{For volunteer roles that do not involve working with children and vulnerable adults}
APPENDIX A

Ref:
Date:

Dear xxxx
Volunteer’s Agreement

This agreement explains what you can expect from xxx and what we hope from you.  Please let us know at any time if you would like to make any changes and we will do our best to accommodate them. 

Your role as a volunteer
The tasks that you will be asked to undertake as a volunteer are: [insert here the tasks to be undertaken by the volunteer].

What you can expect from us
The PCC will provide you with [delete from or add to the list as appropriate]:

· An introduction to the Parish and your volunteering role within it. 

· Training related to your responsibilities as a volunteer. We hope that you will take advantage of this to improve and maintain your skills. 

· A co-ordinator who will organise your volunteering and with whom you can discuss your work. 
· Respect your skills and contribution to our Parish
· A review of your volunteering role after [three/six] months. This will normally be carried out by your co-ordinator. 

· Personal liability insurance to cover you while you are fulfilling authorised volunteer work. 

· Injury insurance for injuries incurred while fulfilling your authorised volunteer work. 
· Try to resolve any problems, complaints or difficulties you have while you volunteer
Reimbursement of your expenses. 
The PCC does not want you to be disadvantaged financially as a result of your volunteering. 

All agreed expenses should be submitted, with receipts where possible, to your co-ordinator.

What we expect from you
We have agreed that you will be available at [ ]. If, for any reason, you will not be attending we would be grateful if you could let us know as soon as possible so that a substitute can be found or different arrangements can be made. If we have no work for you we will let you know as soon as possible.
Confidentiality
In the course of your volunteering you will come across confidential information about the Parish, its staff, and parishioners. You must respect this confidentiality and not use the information for your own benefit or disclose the information, except where required or permitted to do so by law.

Policies
You will abide by all relevant PCC policies including the PCC's health and safety, safeguarding and equal opportunities policies. 
Ideas and problems
We welcome any ideas you may have about ways in which we can meet our objectives better.
You may run into problems when performing your duties. You should discuss any complaint or problems with your co-ordinator.

Your co-ordinator will discuss with you any issues that he/she may have with your work.

Termination
Please note that this Agreement is in honour only and is not intended to be a legally binding contract between you or the PCC. It may be cancelled at any time at the discretion of either party. Neither of us intends any employment relationship to be created either now or at any time in the future.
If you are happy with what is set out here, please sign and date both copies of the Agreement and return one to me.  The other is for your own records.

We do hope that you enjoy volunteering with us.

Yours sincerely

Signed: ......................................................... 
Date: ..................................

(on behalf of the xxx PCC)

Signed: ......................................................... 
Date: ..................................

(Volunteer - {name})

APPENDIX B
Volunteer Policy
The PCC recognises the immense benefits that volunteers bring and how important they are to the delivery of its mission.  

In turn, the PCC hopes to give its volunteers an opportunity to exercise their skills in a different environment and to undertake new experiences.
The purpose of this policy

This policy sets out the broad principles governing the involvement of volunteers.  

Status of volunteers
A volunteer is not an employee and will not have a contract of employment with the PCC. The PCC will agree a role with a volunteer and there will be an expectation that the volunteer will meet the role's requirements.  The PCC will endeavour to provide work for the volunteer, but is not bound to do so, and the volunteer is free to refuse the work. It is expected that both the PCC and the volunteer will give as much notice as possible if unable to meet agreed expectations.
Recruitment
A person wishing to become a volunteer will be asked to complete an application form. References will be required and, depending on the nature of the role, the prospective volunteer may be required to undergo a check under the Disclosure and Barring Service (DBS).
For roles volunteering to work with children and vulnerable adults, there will be a more detailed recruitment process as outlined by Church of England Practice Guidance: Safer Recruitment.
Training
An introduction to the Parish and the role will be provided at the first opportunity. This will include health and safety training and safeguarding training where appropriate.  

Further training which is integral to the role will also be provided when necessary.
Health and safety
The PCC has a responsibility for the health and safety of volunteers.   At any stage, where a health and safety risk is identified, a review will be undertaken with a volunteer to determine whether the volunteering arrangement should continue.  
Volunteers have a duty to take care of themselves and others who might be affected by their actions. They should, therefore, follow the PCC’s health and safety policies and procedures at all times. Volunteers should not act outside their authorised area or work and should report all accidents to their co-ordinator.
The PCC will provide volunteers with appropriate guidance on any health and safety issues that arise.

Recompense
Volunteers are unpaid but will be reimbursed for appropriate agreed expenses. 

Policies and procedures
Volunteers are expected to comply with all the PCC's policies while they are on its premises or undertaking any of their volunteering duties. Their induction will include an explanation of these policies and procedures.

Insurance
The PCC will ensure that volunteers are provided with professional and public liability insurance. The insurance will not cover unauthorised actions or actions outside the volunteering arrangement.  

The PCC will also ensure, where possible, that volunteers are covered for insurance purposes in respect of personal injury.  
Confidentiality
Volunteers may become aware of confidential information about the Parish, its staff and parishioners. Volunteers should not disclose such information or use it for their own or another's benefit without the consent of the party concerned. This does not prevent disclosure once the information is in the public domain (unless it has been made public as a result of the volunteer's breach of confidentiality) or where the law permits or requires disclosure.
Volunteer organisation
Volunteers can expect to have a named co-ordinator.
Dealing with problems
The volunteer’s co-ordinator will normally try to resolve any problems informally.
If a formal complaint is made about a volunteer, the volunteer will be notified and the co-ordinator will decide whether any action should be taken. If the volunteer is dissatisfied with the decision they may raise it with the PCC.

If a volunteer wishes to make a formal complaint they should put the complaint in writing to the PCC. 
Termination
Either the PCC or a volunteer can terminate their work with or without notice at any time.
APPENDIX C

Volunteer Role Description

Role title;

Responsible to;

Hours agreed;

Expenses to be paid;

Outline of tasks;

{For volunteer roles that do not involve working with children and vulnerable adults}

APPENDIX D

Volunteer Application Form
Personal details
Full name





Title
Address

Postcode

Telephone:  Home




Mobile
Email
Emergency contact details:

Name






Tel no

Date of birth (this is for insurance requirements)
How did you hear about us?
Application Details

Volunteer role(s) applied for 

What hours/days can you commit as a volunteer?
	MON


	TUES
	WEDS
	THURS


	FRI


	SAT


	SUN



	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM
	AM
	PM

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Information to support your application (experience, skills, languages etc)

Rehabilitation of Offenders Act 1974

Do you have any unspent convictions?

If yes, please specify
Please note that a conviction will not necessarily exclude you from volunteering with us, but will be taken into account when assessing your suitability for certain roles.

References

Please give names and addresses of two referees, making sure that they are not family members (suitable referees will include former employers or independent people who can give a view as to your experience or character)

Referee One





Referee Two

Name 





Name

Address





Address

Tel






Tel

In what capacity do you



In what capacity do you

know this referee?




know this referee?
Declaration
I understand that any offer of volunteering within the parish is subject to the satisfactory receipt of documentation including references (if applicable) and is binding in honour only.
In accordance with the 1998 Data Protection Act I agree that the PCC may hold and use personal information about me for volunteering reasons and to keep in touch with me.  This information including information in this form can be stored on both manual and computer files.  It will be held securely and only accessed by authorised personnel.

Signature





Date
Name:
{For volunteer roles that do not involve working with children and vulnerable adults}

APPENDIX E

Volunteer Reference Request Form
Volunteer Name:

Volunteer Address:

Referee’s Name

Referee’s Address

Telephone




Email

The applicant named above has applied to work as a volunteer for the PCC in the role of xxxxxxx and has given your name as a referee.  We would be grateful if you could complete this reference form and return it as soon as possible to the address below. (Please note that if you are volunteering on the same event or activity as the person named above, are a relative or a spouse, or have known them for less than 6 months, you are not eligible to provide a reference for them)

How long have you known the applicant?

How frequent is your contact with the applicant?  
	DAILY
	WEEKLY
	MONTHLY
	YEARLY

	
	
	
	


In what context?
How does the applicant respond to working:
a) with a Team Leader?

b) as part of a team?

Is there anything else you consider relevant to this application?

To the best of my knowledge, the information I have given on this form is current and accurate.

Signed






Date

Please return this completed form as soon as possible to:

Please note that references come under the provisions of the Data Protection Act 1998, which gives individuals the right to see information kept about them and so you may wish to share this reference with the applicant.  Access to application forms and references is restricted to designated PCC staff.

APPENDIX F
Problem Solving Procedure

While we do not have legal duties towards volunteers, and do not wish to create a contractual relationship with them, we feel that is it is important that problems or complaints are dealt with fairly, openly and consistently.  To help with this we have put in place the following procedures:

If a volunteer has a complaint about the PCC, a member of staff or another volunteer;

We hope that most problems can be resolved informally.  But if this is not the case a volunteer should raise the matter formally with their supervisor.

If the complaint is against their supervisor, then the volunteer should request a meeting with a member of the PCC.

If the issue is not resolved then it should be put in writing to the Chair of the PCC.  The matter should be dealt with within 14 days.

If there is a problem with a volunteer’s behaviour;

Again, hopefully, this can be resolved informally.  Many ‘problems’ are simply due to a misunderstanding, training needs, a lack of support or inappropriate roles.  Where informal measures are not enough the supervisor will raise the issue in a formal meeting with the volunteer.  The volunteer will be entitled to put their case.  If it is felt necessary, an informal warning may be issued, with steps agreed to improve conduct.

If the issue is still not resolved a meeting involving the volunteer, supervisor and a member of the PCC will be called.  This may result in a formal warning, with the understanding that following another warning the volunteer will be asked to leave.  In the case of serious matters the volunteer may be asked to leave immediately.

In all cases volunteers may be accompanied at meetings.
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