
Volunteers, Trainees and Placements Policy 
1.
Introduction

Providing opportunities for volunteers, trainees and placements is an important part of LATCH’s work.  Volunteers, trainees and placements make a valuable contribution by providing LATCH with flexible and motivated workers.  In return LATCH will provide an enabling and supportive environment where people can gain skills and opportunities whilst volunteering.  
2.
Terms
Volunteer:  Someone who has chosen to work with LATCH in an unpaid role and who may choose to commit a certain amount of time to LATCH but doesn’t have to be here.
Example:  community volunteers, LATCH service users, i.e. tenants and supportees
Trainee:  Someone accepted by LATCH for a limited amount of time to fulfil an employment/ training need or requirement. This may involve external supervision resulting in accreditation. 
Example: PATH placements, college and university students
Placement:  Much the same as a trainee but placed with LATCH solely for the purpose of work experience for a specified period of time at the request of an external agency.

Example:  school, college, university students, employment services
3.
GENERAL PRINCIPLES
This policy is underpinned by the following principles: 

· LATCH aims to promote social change by offering volunteering opportunities to people who might not be able access paid employment because they have support needs (see LATCH’s Equal Opportunities policy and statement)

· LATCH will ensure that volunteers are properly integrated into the organisational structure and that mechanisms are in place for them to contribute to LATCH's work.

· LATCH does not aim to recruit volunteers to replace paid staff.

· LATCH staff and management committee will work positively with volunteers and where appropriate actively seek to involve them in the organisations work.

· LATCH recognises that volunteers require satisfying work and personal development and will seek to help volunteers meet these needs, as well as providing the training, skills and equipment for them to do their work effectively.
4.
Recruitment of Volunteers
Before involving volunteers LATCH staff, particularly site staff should be consulted to see if there is meaningful work for volunteers to do.  Considerations should also be given to appropriate supervision and support.
If the above criteria cannot be met by LATCH, volunteers (including trainees and placements) should not be recruited until these issues have been resolved.
LATCH will try to identify volunteering ‘assignments’ so that suitable volunteers can be sought.
LATCH can recruit through a number of different routes for example:
LATCH shop window

Word of Mouth

Voluntary Action Leeds

Student Groups

Community Groups

Support Groups

Events

Talks and presentations

Printed leaflets can be used to promote volunteering opportunities.
5. 
Registering Volunteers
· All prospective volunteers will be invited to LATCH for an informal interview to discuss their skills and suitability to volunteering and what they want to gain from volunteering with LATCH.
· REGISTRATION: Suitable applicants must complete the registration form indicating their preferred time and day for volunteering (pink form – see appendices).    

· TASTER DAY:  Before the volunteer makes a commitment they should be invited to attend a taster day.  This will:  a) give them the chance to see if LATCH is the right place for them, and b) give LATCH the chance to see if the volunteer is a suitable candidate for the volunteer work on offer.

· INDUCTION: All volunteers are required to take part in an induction which is a basic introduction to LATCH and includes the following:

- introduction to staff and other volunteers including the volunteer supervisor

- tour of the building or site including toilets, emergency exits etc.

- explanation of LATCH’s equality policy and health and safety policy and procedures

- a  health and safety assessment, for example, any allergies, problems with lifting etc.

- Volunteers should be provided with the LATCH Volunteers Handbook.

Once the induction is completed this must be signed off by both the induction worker and the volunteer and filed with the registration form.
6.
Expenses

· All volunteers will be entitled to out of pocket expenses for which they will be re-imbursed.  This includes a lunch entitlement and transport costs.

· Depending on individual circumstances, LATCH may be able to make a limited contribution to childcare expenses.
7.
Volunteers and Benefits
· If a volunteer receives more than out of pocket expenses, this will be classed by the Benefits Agency as paid work.  

· Voluntary work with LATCH should not affect entitlement as long as the volunteer receives no more than their out of pocket entitlement.

· Volunteers are responsible for informing relevant agencies of their volunteering status, for example, the Benefits Agency.   

Below are some general rules for volunteers on benefit:

1. Job Seekers:  claimants can volunteer as long as they are actively seeking work. Claimants should be aware that full-time volunteering may be seen as detrimental to them seeking work.

2. Income Support:  claimants can volunteer for as many hours as they like but must NOT receive any income.

3. Incapacity: claimants are fully entitled to volunteer for as many hours as they like and this should not call into question their incapacity to work (although this may change in the future).
8.
Support and Supervision

All volunteers will be overseen and supported by the LATCH volunteer co-ordinator. They will be provided with supervision where opportunities will be given to discuss personal development issues and any problems. 

Supervision should be frequent when the volunteer is new to help them settle in.

Supervision sessions should remain confidential and any notes kept in a locked cabinet. 
During supervision volunteers will be encouraged to express their opinions particularly in relation to their contentment with the work they are doing.
9. Recognition
It is important that volunteers are provided with regular and positive feedback as this is a way of acknowledging their contribution.  

10. Training
Where possible volunteers will be entitled to training through LATCH’s training budget.  This should take into account 1) issues that are important to LATCH, for example, first aid, health and safety, equal opportunities, 2) previous training and experience, and 3) appropriateness of training to the volunteers development needs.

Training can be requested through the volunteer co-ordinator.
11.
Service Users as Volunteers (Tenants and Supportees)

Tenants who are volunteers
Volunteering is a condition of being housed by LATCH and forms part of the Support Assessment procedure .  
Once an applicant is accepted for housing they are strongly encouraged to undertake a minimum of 5 days and maximum of 10 days volunteering which will usually be on their own property.  Participation in a LATCH social activity can be classed as contributing toward 
the 5 – 10 volunteering period.

Volunteering tasks are mostly re-settlement tasks whereby the volunteer will work with LATCH staff on preparing their own property to a decent standard prior to moving in.  

The aim of the ‘volunteering’ period is to:  

- help support staff assess the tenants capacity to manage;

- support the tenant with re-settlement maintaining an emphasis on self-help; 

- provide opportunities for the tenant to learn practical skills in relation to their tenancy.

Once a tenant has completed their assessment period, they will be eligible to continue volunteering for LATCH for a maximum of 2 days a week.  

If a tenant volunteer is unable to attend they should contact the office within 24 hours so that another time and date can be arranged.   Failure to contact the office during the re-settlement period may jeopardise the tenancy.  

If a service user volunteer, consistently fails to contact LATCH during their 10 day resettlement period, on the third occasion of this happening, their tenancy, and consequently their volunteering role will be cancelled.

Volunteers on Support
People who are signed up to LATCH’s floating support system and who are not tenants are eligible to volunteer for a maximum of 2 days a week.
12.
Health and Safety

LATCH will ensure as far as practicable, that volunteers are not exposed to risks to their own health and safety.   All volunteers are covered by LATCH's Health and Safety Policy which applies to both staff and volunteers.  
Volunteers will be provided with an understanding of LATCH’s Health and Safety Policy at their induction. In addition:  
· LATCH will ensure that the volunteer’s role is clear so that this can be risk assessed.
· All volunteers will be supported and supervised during site work.

· Information will be provided to reduce the probability of hazards and injury

· Safety clothing will be provide but must be returned to LATCH.
13. Insurances
LATCH will ensure that all volunteers are covered by LATCH’s employers liability and public liability insurances.  
14.
Criminal Record Bureau Checks
Under current law, LATCH is not obligated to carry out CRB checks on volunteers, however the organisation does have a duty of care to ensure that vulnerable service users are adequately protected.  

If in doubt the relevant legislation that covers CRB checks for volunteers are the:

Protection of Children Act 1999 and the Care Standards Act 2000.

With regard to CRB checks the following rules should apply:

· Long serving volunteers who are likely to come into frequent and unsupervised contact with service users will be CRB checked by LATCH.  

· PATH placements, social work placements and any other placement who is engaged by LATCH to work with service users must produce a CRB check through their placement agency.
· Volunteers will not work with young children but may come into contact with families and young people on work experience. It is LATCH’s responsibility to ensure that  children and/or young people on the service are not left un-supervised or in the care of a volunteer.
All applicants for volunteering should be asked if they have any criminal convictions. The applicant should be reassured that this will not necessarily exclude them from volunteering.
References may be sought at the earliest possible stage and this will be at the discretion of the volunteer co-ordinator.

LATCH volunteers will be supervised by a staff member in almost all circumstances so that any potential for risk is minimised.
15.
Equal Opportunities

All volunteers will be treated equally and protected from harassment and discrimination through LATCH’s equal opportunities policy.  LATCH aims to promote the social inclusion and empowerment of people who may find it difficult to obtain paid work or training.  LATCH will monitor the take up of volunteering to ensure that our volunteers are representative of the communities in which we work.  Volunteers will be provided with an understanding of equal opportunities through the induction process and will be expected to abide by it in practice.

16. Confidentiality and data protection
Volunteers are bound by the same confidentiality requirements as paid staff and will need to sign a confidentiality agreement if they are working in the office.

All information on volunteers will be recorded and stored in a safe place in the volunteer management file. 
Personal information will not be disclosed unless there is a legitimate request where LATCH is legally bound to do so.

17. Volunteers from Overseas 
People from EU are eligible for volunteering.  People from non-EU countries are only allowed to volunteer if they if they work for a charity and have a visa or entry clearance to remain in the U.K.  Refugees and asylum seekers are allowed to volunteer under the following conditions:
a) they volunteer with a registered charity

b) they only receive out of pocket expenses

c) the work is closely related to the aims of the organisation

18.
Exceptions to volunteering
Whilst LATCH operates of policy of non-discrimination as stated in our Equal Opportunities Policy there may be circumstances where we are unable to support an application for volunteering.  In most instances this will be due to: a) the lack of capacity, skills or knowledge within the organisation to supervise an individual adequately in a particular activity or task, b) where the applicant is assessed as posing a potential threat either to themselves or others and c) where it is clear that an applicant is unable to comply with LATCH’s Equal Opportunities or Health and Safety commitments.

Associated Policies

· Confidentiality

· Health and Safety

· Equal Opportunities

This policy will be subject to review and is due to be reviewed in 2011
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