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	MindOut

Volunteer Policy

	1. Introduction and purpose of the policy

	Volunteers play a crucial role in supporting and developing MindOut’s’ work. Our service capacity is greatly enhanced by the commitment of individuals who give freely of their time, knowledge, skills and experience.
MindOut recognises that those who volunteer do so for a number of reasons, possess distinct skills, experiences and motivations and wish to volunteer for differing lengths of time.
Volunteers shall be recruited based on the individual’s compatibility with the volunteer opportunity irrespective of race, colour, nationality, religion, ethnic or national origins, age, gender, marital status, sexual orientation or disability.

At present, the main volunteer roles are within the casework service providing volunteer advocacy support and assisting at our weekly group work service. Volunteers help the staff to facilitate group work in numerous ways. These include: helping to set up and clear away the groups, supporting the group facilitator in the open group, chatting to service users at the social session afterwards and preparing and serving food.

We greatly value the contribution volunteers make to the project and are committed to ensuring that they receive proper support and recognition for their efforts.  The purpose of this policy is to outline what volunteers can expect from MindOut and to ensure consistency in the recruitment, development, support and management of volunteers and those involved in the volunteer relationship. We will also outline our commitment and responsibilities towards volunteers and our expectations of them so that they know where they stand in relation to the organisation.
The policy seeks to ensure a positive experience for all those involved in volunteering and volunteer management throughout the organisation and is supported by documentation pertaining specifically to volunteers.

 

	

	This Revised Policy has been prepared by the Director and was approved by

The Board of Trustees.

It will be reviewed every 3 years by the Director.  Should the amendments be substantive, the Director will ask the Board of Trustees to approve the revised policy.

	

	3.  Related MindOut Policies

	

	Supervision and Support

	Recruitment and Selection

	Staff Handbook

	Grievance Policy


	5.  Definition of a Volunteer

	

	A volunteer is an individual who wishes to perform duties and tasks at the direction of and on behalf of MindOut. The volunteer enters the relationship with the understanding that there will be no monetary compensation or other compensations other than the reimbursement of receipted expenses incurred in the course of volunteer duties. 

	

	Status of a volunteer

	

	A volunteer is not employed by the organisation and will not be paid a salary. There is no obligation from MindOut to provide volunteering opportunities or for an individual to accept a volunteer placement.
Volunteers should be treated with respect by all staff as contributors to MindOut’s aims.
Volunteers have the right to approach the Director and /or other workers to express their views on any aspect of the organisation’s work. Volunteers do not have the same legal status as employees but are owed the same Health and Safety considerations and  MindOut will act appropriately to ensure volunteer safety.
Volunteers are required to adhere to many of the organisation’s policies. Each volunteer will be required to sign confirmation that they have read the policies applicable to them and have received an induction.
MindOut feels strongly that once a volunteer has made a commitment to the organisation then they should see this through. If a volunteer is unable to attend we request that as much notice as possible is given. If a volunteer commits to undertake a session of work we request that they see it through. Repeated failure to honour this commitment may mean that their position would have to be reviewed. If a volunteer placement is terminated by their supervisor they have the right to appeal in writing to the Director.

	

	6. Who can volunteer?

	

	MindOut welcomes anyone wanting to volunteer provided they have the skills for the specified roles that we need help with and identify as LGB or T. The role descriptions will give the volunteer detailed information on what is included.  Ex service users are welcome to apply to become volunteers with MindOut but can only volunteer in services which they do not regularly attend as service users.
A criminal record will not prevent someone volunteering unless the conviction is relevant to the volunteering role.


	Asylum seekers and refugees are entitled to volunteer, including individuals appealing against an asylum decision. 

	Age: There is no upper age limit for individuals wishing to volunteer. Any issue with regards to fitness to perform or to health and safety requirements should be considered on an individual basis and not linked to age.

	Benefits Claimants: Many benefit claimants are entitled to volunteer. Volunteers in receipt of Job Seekers Allowance, Income Support or Employment Support Allowance (ESA) should seek advice from the Benefits Agency prior to undertaking volunteering and those in receipt of ESA should take particular care to emphasise that this is a volunteering opportunity and not ‘permitted work’ which is categorized differently.

Volunteers in receipt of benefits are encouraged to declare their voluntary work to the appropriate agency and to keep up to date with any changes that may affect their benefit entitlement.

	

	7. Recruitment and selection

	

	Volunteers will be recruited in accordance with our Recruitment and Selection Policy

Application Form: Volunteer applicants will be provided with a standard application form and relevant MindOut information. Potential volunteers are asked to complete the application form which asks for contact details, experience and skills relevant to the role, any additional support needs in order to carry out the role, details of two referees whom MindOut can approach for references. The application form also includes a declaration of criminal convictions.

Interviews/informal discussion: All prospective volunteer applications will be considered by the Senior Practitioner/Director. The prospective volunteer may be invited for an informal interview / discussion with the Senior Practitioner/Director to find out more about what they would like to do, their skills, suitability and how best their potential can be realised.
Their suitability to carry out any volunteer role will be judged against the skills required for that role. The interview is also an opportunity for the volunteer to gain as much information as possible about MindOut.

Shortly after the interview the volunteer will be informed of the result of their application and if successful, a placement will be offered pending suitable references and a CRB check being received by MindOut.

Criminal Records Bureau (CRB) checks: Volunteering roles within  MindOut require an enhanced  CRB check which will be arranged by the organisation.

Role Descriptions: All volunteers will have a role description with a clear explanation of the tasks that they are expected to perform. The role will be discussed and agreed with the volunteer before they start their placement. Some role descriptions will include a minimum or maximum time commitment from volunteers. Volunteers are not restricted to doing these tasks and can discuss changing the tasks if appropriate with agreement from the supervisor.
Volunteer Agreement (see appendix A): Volunteers are asked to sign a Volunteer Agreement establishing that they have read and understood what their voluntary commitment entails and what MindOut undertakes to provide for them. The Volunteer Agreement is not a contract and has no legal status in relation to Employment law.

	

	8. Induction of Volunteers

	

	All volunteers will receive an induction to MindOut and their own area of work. This includes meeting relevant staff and volunteers, a tour of the building, and introduction to the systems and workings of the organisation. Volunteers will be introduced to the role and shown what tasks they will be expected to undertake. They will also undertake our volunteer training programme.

Staff Handbook: Every volunteer will receive a copy of the Staff Handbook when they start volunteering at MindOut. The Handbook gives details about all the services provided by the organisation, our policies and guidelines for volunteering with us.

Training: Training will be provided as appropriate to the volunteering role. It may be on-the- job training or group training.

The Volunteer’s Voice: Volunteers are encouraged to express their views about matters concerning MindOut and its work during their supervision meetings.

Problem Solving / Complaints

Whilst we hope that your volunteering with MindOut will be a positive experience, during your time as a volunteer you may find you have cause to make a complaint against a member of staff, another volunteer or a service user of MindOut.

We hope that most problems can be solved informally and encourage volunteers wherever possible to raise these directly with the person concerned so that they can be addressed. However, if that is not possible then you should refer to the Grievance Policy.

Volunteer Expenses: MindOut will reimburse travel and other out of pocket expenses (please see the Expenses Policy).

	

	9. What Volunteers Can Expect From MindOut

	Training in LGB&T mental health 

Regular supervision meetings

One to one support and supervision on request


Annual appraisal meeting

Out of pocket travel expenses

A reference following  a three month work period

Access to further work -related training

Support with career development

Input into developing MindOut services and the volunteer team

Specialist LGBT mental health mentoring, support and guidance from the MindOut team.

	

	10. Support and supervision

	Support In order to enable volunteers to carry out their tasks to the best of their ability, all volunteers will have a named person as their main point of contact from whom they can expect regular support and supervision. Volunteers will be provided with regular supervision to feed back on progress, discuss future developments and air any problems

Leaving: volunteers should make their supervisor aware of their plan to leave so that where possible there is enough time to recruit a new volunteer.  Each volunteer will also have an exit interview preferably with his or her supervisor, on their last day.The purpose of the discussion is for MindOut to learn how the volunteering experience has been for them and to make positive changes in future.

Volunteer Recognition: MindOut values the contribution made by all its volunteers and appreciates the time freely given to support the organisation. Volunteers are included in social events with Staff and Trustees throughout the year.

	


Appendix A Volunteer Agreement

Expectations of MindOut volunteers

The following information will outline what will be expected of you as a MindOut volunteer and what you can expect from MindOut.

MindOut volunteers:

· must identify positively as Lesbian, Gay, Bisexual or Transgender and have a personal understanding and experience of LGB&T issues

· must be able to support people in a non-judgmental way

· must have an understanding of how heterosexism, homophobia, biphobia and  transphobia  affect the emotional and mental health of LGB&T people

· are expected to work within the MindOut ethos of user empowerment and show commitment to supporting and encouraging service user involvement and participation.

· Are expected to read and implement all MindOut policies and procedures, specifically confidentiality and conflict of interest.

· must operate within MindOut’s Equality, Diversity and Anti Discrimination Policy and Confidentiality Policy and show commitment in practice to their implementation 

· are expected to attend MindOut’s volunteer training course, regardless of your experience, skill or qualifications.

· are expected to attend regular  supervision with a MindOut worker.  Team supervision  gives the opportunity to discuss and share work related issues, feelings and concerns; talk about training and support need;  gain advice and information and peer support.  One to one supervision is also available on the request.  

· MindOut is aware that all volunteer time is precious and that you have other commitments. However, we do request that anyone who chooses to apply, train and take up post as a volunteer commits themselves to volunteer with us for a minimum of 12 months.

Appraisal

Volunteers are required to attend an annual review with their supervisor.  This will be an opportunity to discuss the volunteers work, needs and future plans.

Absences and holidays

Volunteers are encouraged to take holiday time and regular breaks.  It is helpful if you can give a months notice of any holiday wanted.  If you are ill, please let us know as soon as possible by ringing the office.

.

Resignation

It is requested that volunteers provide one month’s notice if they want to resign.  Volunteers arwill be offered an exit interview during their last month

Expenses

Travel expenses are paid to volunteers who need to travel to meet with or on behalf of service users or MindOut.  Travel claims should be agreed beforehand with your supervisor.  

Appointments and responsibilities

Volunteers should at all times be punctual and reliable for appointments and other commitments made with service users and when representing MindOut.  Service users and MindOut staff must be notified as soon as possible of cancellations or appointment changes.

Data Protection/Confidentiality

Volunteers are expected to maintain client confidentiality at all times.  Any issues about confidentiality must be discussed with a MindOut worker.  

Access to client files is on a need to know basis, following discussion with MindOut staff.

No information about a service user should be discussed with any person, other than the MindOut team without permission from the service user. 

Under no circumstances should a service user’s file or any documented information about a service user leave MindOut offices

Computer records and files, including USB’s must be password protected.

Recording Information

All case work or group work done by a volunteer must be written up and filed appropriately.  Follow up work and appointments should be made with service users and communicated to your supervisor.

Personal/Professional Boundaries

A professional working relationship between volunteers and service users must be maintained at all times.  If a services user is known to a volunteer personally or socially, this must be discussed with your supervisor or MindOut staff member as soon as possible.  

Conflicts of Interest

Whilst volunteering at MindOut you may find yourself with conflicting interests, eg if you know a service user personally or if a service user knows your friends or acquaintances.  Any conflicts of interest must be discussed with a MindOut worker as soon as possible.

References

Reference requests will be provided after three months of working as a volunteer

Any Problems

As with permanent staff, any problems or concerns relating to a volunteers work will be raised in supervision in the first instance. 

The volunteer induction pack will contain Mind’s disciplinary, grievance and complaints procedure.   

Volunteers and MindOut both have the right to terminate this agreement

This agreement is binding in honour only and not intended to be legally binding

Volunteer    ………………………………..    Date    ………………….

Supervisor   ……………………………….     Date    …………........

8

