VOLUNTEER POLICY AND PROCEDURE

POLICY
The nature of events at Hanslope Village Hall means that it isn’t possible to have one set of volunteers. To this end the Secretary of the charity maintains an informal list of people who are prepared to volunteer for Ad-Hoc events. This means there is no need for a formal volunteer agreement but that shouldn’t detract from ensuring that volunteers know and understand their role AND obligations when agreeing to attend events at the hall and that the Secretary has sufficient information to ensure the volunteers wellbeing.
To that end we must keep sufficient information on every volunteer and make it readily available at each event where volunteers are involved.

PROCEDURE
It is difficult enough to get volunteers so any procedures must be simple and not onerous to either the volunteer or the Trustees but we need to capture sufficient information to enable the Trustees look after the welfare of the Volunteer. To this end the information we need to capture at a minimum is:-
· Full name
· Address and or e-mail
· Contact number for emergencies
· Any allergies or medical conditions which may affect their ability to carry out the volunteer tasks
Each volunteer would fill in a simple form with this information (see appendix).
This information is only useful if it can be readily accessed as events are occurring. To this end a copy will be kept on file in the Managers cupboard so that it is accessible to any Trustee that is attending the event. (this assumes a trustee is always at the event is this a safe assumption). 
The volunteer organiser should acquaint themselves with the information of all volunteers before the event to know if any allergies or medical conditions should be made known to the other trustees. This is to ensure that a volunteer isn’t assigned a task that would give rise to problems. E.g. asking someone with a nut allergy to cut up a cake containing nuts. 
On a regular basis, say annually, the volunteers should be asked if there has been any change in their circumstances, and if so to fill in a new form.


APPENDIX
Example of volunteer form

Full Name
Address





Contact number for emergencies
Allergies



Medical conditions (that may affect volunteer tasks)



Signed ………………………….			Date ……………………………
