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Introduction

Thank you for expressing an interest in volunteering with us at Salford CVS and Volunteer Centre Salford. 
Salford CVS is a charity, we support volunteering, VCSE (Voluntary, Community & Social Enterprise) organisations and social action in Salford. We also manage volunteers who support a number of different projects in Salford.

We are based in Eccles and you can visit our website www.salfordcvs.co.uk  for more information about what we do. 

This handbook has been developed to support you in your role with us.

If you need to contact us you can phone us on 0161 787 7795 or email us volunteer@salfordcvs.co.uk.
Contact Details

Email - volunteer@salfordcvs.co.uk

Twitter - @VCSalford1

Facebook - Volunteer Centre Salford Official

Meet the Team

In your role you will mainly be in contact with the Volunteer Centre Team and the Age Friendly Salford Team and they are as follows.

Claire Roberts - Volunteer Centre Coordinator 

Grace Kennedy - Volunteer Centre Assistant

Michael Carroll - Volunteering Development Worker

Nicola O’Neill – Volunteering Development Worker

Details of our full team are listed here:

https://www.salfordcvs.co.uk/our-team
Current Volunteer Roles & How to Get Involved
Current roles are listed on our website I want to volunteer | Salford CVS
The Volunteering Process

A Volunteer completes the registration form either online or a paper form is available.
We will process your recruitment checks, including references and ID checks.
You will be sent a copy of the volunteer handbook & role description.
A member of the team at Salford CVS will contact you with further information about getting started.
If your role requires a DBS check you will be invited to an informal interview and we will take you through the DBS checking process.
If the role does not require a DBS check we will take you through the next steps. 

For all roles a member of the team will take you through the induction process.

A member of the team will be in regular contact with you, to support you in your role, troubleshooting if necessary. You can also contact us any time.
You will be offered any training that is relevant to your role. 
What to expect from volunteering

Any questions or problems with volunteering should be directed to your Volunteer Coordinator at Salford CVS on 0161 787 7795 or you can email volunteer@salfordcvs.co.uk or email or phone your contact within the team.
Volunteer Support
All volunteers will have a Volunteer Coordinator who will provide support throughout your volunteering role. We encourage volunteers to share their feedback and to raise any concerns and will regularly check in with volunteers.
 Role Description
The role descriptions for current roles are on our website and we encourage people to read them before applying for the role. A copy of the role description will also be emailed to volunteers when we receive their application form. The role description will help to ensure that volunteers are clear on the tasks and responsibilities involved.
References
Volunteers are asked to provide two references. We ask volunteers to provide contact details of two referees when they apply to volunteer. References must be from someone you have known for a year or more and must not be a relative. Some examples include a friend, neighbour, previous or current employer, colleague, volunteer supervisor, tutor or support worker. 

If volunteers have difficulty finding a suitable reference please contact Claire Roberts claire.roberts@salfordcvs.co.uk and we will help you with this process.
Expenses

All volunteers are encouraged to claim out of pocket expenses. All reasonable travel expenses (car mileage, public transport, bicycle allowance) can be reimbursed. Lunch expenses (up to the value of £5) can be reimbursed if you are volunteering for 4 hours or more. If you are volunteering under 4 hours expenses for refreshments can be reimbursed (up to the value of £3.50). 

To claim your expenses you will need to complete a simple expenses form and email to your Volunteer Coordinator, you will also need to attach a copy of receipts if applicable. You will need to email us your bank details the first time you submit a claim and expenses will be transferred directly into your bank. 

You can submit your expenses after each volunteering session or on a weekly or monthly basis whichever is easiest for you. 

If you don’t have a bank account we can pay expenses in cash instead.

Attending Volunteering Absences and Sickness

If you are in a public facing role, you will be given a branded Salford CVS t-shirt. This is optional but it can help people to identify that you are there to help and can help you to feel part of our team.

If you feel unwell on the day of your volunteering please don’t attend and let us know so that we know you are ok.

Some of our volunteering opportunities are ad hoc rather than being set dates and times each week. Sometimes requests come through last minute. We send details of the requests by email and text and ask volunteers to let us know if they are available and would like to help.
Training
Training relevant to the role will be offered to all volunteers. If you think there is any training you require for your role please contact your Volunteer Coordinator in the team to discuss.
Volunteer Availability
Volunteering is flexible, if you need to take a short time out for any reason that is fine please just let us know so that we don’t continue to contact you. Please let us know when you are ready to return.
We believe it shouldn’t be an awkward experience for a volunteer to say that they wish to stop volunteering. We understand that there are many reasons why volunteers move on. We are always interested to know why a volunteer leaves, but respect the right of the volunteer not to disclose their reasons unless they wish to. We encourage volunteers to share their thoughts and feedback with us about their volunteering experience but again this is the volunteers’ choice.
Emergency and First Aid

Please report any accidents as soon as possible to your Volunteer Coordinator or you can contact any member of our team if they are not available.

Insurance

Volunteers are covered by Salford CVS’ Public and Employer’s Liability Insurance. Volunteers are only covered for tasks that they are authorised to do. Volunteer Drivers must inform their insurance company that they will be driving in a voluntary capacity. 

Problem Solving Procedure

As in any organisation problems may occur from time to time. Our hope is that any problems and complaints will be resolved openly, fairly and quickly to:

· Protect volunteers

· Safeguard and protect the people we support

· Minimise disruption to staff, volunteers and service users

· Protect the reputation of Salford CVS and Volunteer Centre Salford

We hope that problems and complaints can be dealt with collaboratively after they are highlighted to the volunteers named supervisor or other member of staff where appropriate. However, if this is not possible or appropriate the procedure below will be followed.

Complaints raised by a volunteer

All complaints will be treated confidentially
Step 1 

If a volunteer has a complaint that they wish to raise, they should speak to their supervisor to raise the issue formally. If the complaint relates directly to the supervising member of staff or the volunteer feels unable to discuss this with them, the matter should be raised in the first instance with another appropriate member of staff.

Step 2

A meeting will be held between the volunteer and the volunteer’s supervisor or another member of staff where appropriate. Notes will be taken of the meeting and a course of action will be agreed.

Step 3

If the volunteer is not satisfied with the outcome of their complaint, they need to contact the Services Manager Annemarie.marshall@salfordcvs.co.uk. The Services Manager will investigate and respond within 14 days and will contact the volunteer to try and resolve the matter. The decision of the Services Manager will be final.

A volunteer who is making a complaint has the right to be accompanied or represented by an appropriate person of their choice.

Complaints about a volunteer

Each stage of this procedure will be treated confidentially and only discussed with those immediately concerned.

Step 1

If there is a complaint about a volunteer, the volunteer’s supervisor will investigate. The volunteer’s supervisor will discuss the complaint with the volunteer and try to resolve informally. It may be that more support is needed or a training need may be identified. Matters such as these can be easily resolved.

Step 2

If the issue cannot be resolved informally, a formal meeting will be held between the volunteer and their supervisor. Notes will be taken of the meeting and a course of action will be agreed to resolve the situation.

Step 3

If the situation is not resolved, the Services Manager will write to the volunteer, outlining the reason for the complaint. A meeting will be held between the Services Manager, the volunteer’s supervisor and the volunteer. The volunteer has the right to be accompanied by an appropriate person of their choice. Outcomes can range from further objectives being set and support being given to their volunteering being suspended or terminated. Termination will always be a last resort. 

If a serious complaint is made about a volunteer, for example abusive or threatening behaviour or a safeguarding concern, the volunteer will be suspended from their role immediately pending further investigation. Step 3 will then be followed and if the complaint is confirmed the individual’s volunteering will be terminated. This decision is final.

Health and Safety Law
To comply with the Health & Safety at Work Act 1974 and all relevant health and safety regulations, it is the policy of the organisation to seek to provide a safe, healthy place and environment for all and to enlist the active support of all individuals in achieving this. To achieve this effectively, we will, so far as is reasonably practicable:

· Provide safe premises and procedures
· Provide safe and healthy working conditions

· Ensure all employees and volunteers are competent to undertake their tasks and to give them adequate training and advice

· Provide information, instruction and support in safety matters 
· Carry out risk assessments on all volunteer roles and where necessary will share with you the outcomes of those assessments.
Duty of volunteers

The Health & Safety at Work Act also lays down certain duties on all individuals operating within the organisation. In particular, individuals have a duty to:
· Carry out duties without endangering either your own health and safety, or that of other volunteers, staff, third parties and/or the general public. 

· Comply with all relevant instructions, policies and procedures relating to health and safety and follow any guidance provided.
· Report all accidents, near miss occurrences and hazardous situations to the appropriate person(s) 

· Inform your Volunteer Coordinator of any personal health and safety requirements that you have. 

You can read policies in full at https://www.salfordcvs.co.uk/our-policies
Covid 19
Please remember:
· To test regularly before volunteering using the lateral flow tests. You can get tests from Salford CVS but please phone us first on 0161 787 7795.
· If you feel unwell even if you do not have Covid-19 please do not volunteer.

· If you become unwell with COVID-19 symptoms, you must not volunteer. 
· If you have been in close contact with someone with Covid-19 please do not volunteer.
· For further advice and information go to https://www.nhs.uk/conditions/coronavirus-covid-19/
 Safeguarding Adults & Children
All volunteers have a requirement to comply with Salford CVS’ Safeguarding policy, procedures and code of conduct. This will be explained during the induction process. A full copy of the Safeguarding Policies can be found here https://www.salfordcvs.co.uk/our-policies 

What is Safeguarding?
Safeguarding is what we do to protect the health, well-being and human rights of individuals.  

Safeguarding means protecting children, young people and adults to live in safety and free from abuse, harm and neglect. 

All professionals have a duty to safeguard. As a volunteer it is important that you understand how to spot the signs of abuse and neglect and how to report any concerns that you may have. We recommend that volunteers attend the Safeguarding training run by Salford CVS. Please speak to your Volunteer Coordinator or check the website for up and coming courses. Book well in advance as this training gets booked up quickly https://www.salfordcvs.co.uk/event-feed. If the volunteer role involves activities with vulnerable groups (children and/or adults) Safeguarding Training is an explicit requirement and will be organised by your Volunteer Coordinator. 
Who are we safeguarding?

A child or young person means anyone under the age of 18. It means protecting individual children identified as suffering or likely to suffer significant harm.

An adult at risk is anyone over the age of 18, who has care and support needs or is at risk of abuse or neglect, and, as a result of those needs, is unable to protect themselves against the abuse or neglect or the risk of it.
What should I do if I am concerned about a child or an adult? What do I need to do?

We are all responsible for the welfare of children and adults. 
If you believe a person to be at immediate risk of harm or in need of emergency medical attention, call the emergency services on 999.
Otherwise, if you are worried about any person in relation to safeguarding please contact your Volunteer Coordinator so that they can report the concerns through the proper channels. If your Volunteer Coordinator is not available please call us on the main office number 0161 787 7795 and speak to another member of our team.
ALWAYS ACT and know how to report any concerns that you have.
Equal Opportunities, Confidentiality & Data Protection
Equal Opportunities

Salford CVS and Volunteer Centre Salford are totally committed to the principle of equality of opportunity for all of its service users, staff, volunteers and trustees. The organisation is opposed to all forms of discrimination on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, gender identity or other discrimination. 

We recognise that every person is unique and that the differences between people can enrich us and make us more effective in meeting the needs of all our stakeholders therefore we strive to develop an environment that is accessible to everyone. We expect you to treat all other volunteers, staff, and people you support equally and with respect.
Confidentiality 

Volunteers must abide by Salford CVS practice regarding confidential information about people who use our services. Confidentiality will be discussed during the induction process. Depending on your role within the organisation you may be asked to sign a confidentiality agreement.
· Confidential information is information entrusted by an individual in confidence, where there is general obligation not to disclose that information without consent.
· Information will be disclosed to those who have a legitimate need to know in order to fulfil their key tasks.
· Confidential information may include personal information such as name, age, address, and personal contact details and circumstances etc.
An accepted principle is that all personal information must be treated as confidential. We ask that when you are supporting individuals you do not disclose this to others (including on social media) to protect the interests and safety of people.
Data Protection
Your data will be used to administer your volunteering and will not be shared with any third party without your prior permission. Your data may be used for statistical purposes. The extent of the personal data will vary but may include contact details, DBS checks, medical information, etc. Our commitment is to respecting volunteers’ rights in data protection law. Whilst you are volunteering you may come into contact with and use confidential personal information about people such as names and addresses or even information about a person’s circumstances, families, health or other private matters. We ask you not to disclose any personal data to others as this would result in a breach of the Date Protection Law. 
Volunteering Agreement
Salford CVS are committed to treating all volunteers with the respect. This agreement is used to indicate a mutual commitment between you as a volunteer and the organisation for whom you are volunteering. It is also about making sure that your volunteering experience is both rewarding and enjoyable.
As a Volunteer you can expect:

· A supportive and positive environment that ensures you enjoy your volunteering experience.
· To be treated with respect and courtesy.
· To be treated fairly and the same regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation, gender identity, class, language, immigration status, appearance, caring responsibilities or other discrimination.
· A named contact for support.
· Relevant and up to date information and advice.
· Recognition and thanks.
· Equal opportunities.
· Adequate public liability insurance.
· Respect of your right to privacy and that of your contacts.
In return we ask that you:

· Support the organisation’s aims and objectives.
· Remember that you are a representative of your organisation. 

· Be clear about the time and commitment you can give.
· Meet the time commitments you have agreed, except in unavoidable circumstances, or provide adequate notice so that alternative arrangements can be made.
· Treat fellow volunteers, staff and people receiving the service with courtesy and respect.
This agreement is binding in honour only, is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. 
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