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VOLUNTEERING POLICY 

 
 

Introduction 
Homemaker Southwest believes volunteers are a crucial part of the services we deliver to 
our clients. We are committed to involving volunteers within the organisation to contribute 
to service delivery, organisational support, and to provide different skills and perspectives. 
We are committed to providing quality volunteer placements, considering volunteers’ skill, 
abilities and aspirations. 
 
Volunteers will not be engaged in work that facilitates the loss of an existing employee’s 
post; and will not be used to do the work of paid staff during an industrial dispute. 
 
Homemaker recognises that there are situations in which help from volunteers can make a 
significant and appropriate contribution to the work and service objectives of our 
organisation. This document defines the terms and sets out the principles, practices and 
procedures that will be followed in the appointment and management of volunteers. 
 
Definition 
Volunteers can be described as people who put their experience, knowledge and skills at 
the disposal of an organisation, free of charge, with the primary aim of helping the 
organisation to achieve its service objectives and/or with the aim of bringing benefit to the 
local community.  
(Volunteers are distinguished from students, other work placements and secondees, 
where the primary aim is usually for the student or secondee to obtain certain work 
experience or to carry out work or research in certain areas). 
 
Volunteers will be officially accepted and welcomed into Homemaker. 
 
Recruitment of Volunteers 
Homemaker will use the most appropriate means to advertise for volunteers locally that 
comply with our Recruitment and Selection and Equality and Diversity Policies.  
 
Prospective volunteers will be asked to complete a Volunteer Application Form that is 
available on both our websites. Once the application has been reviewed, an informal chat, 
or interview may be offered. Generally, the prospective volunteer will be interviewed by a 
member of the Management Team, and the person who will be supervising them. In the 
case of a successful interview, two references will be required prior to starting the post. A 
DBS check will be required if relevant to the role. 
 
If the prospective volunteer is deemed to be unsuitable for the opportunity, they will be 
offered a ‘debrief’ when reasons for the decision will be explained to them. 
 
Induction and Training 
Volunteers will be offered a thorough induction. No volunteer will be expected to fulfil a 
task until they and their supervisor, feel that they are confident and able. In addition to 
core training in the following areas, Health & Safety, Confidentiality and Data Protection, 
Safeguarding Vulnerable Adults, Children & Young People, Employment Legislation, and 



 

2  

Equality & Diversity: volunteers will be offered training opportunities that both consolidate 
and extend their knowledge in their own area of volunteering, as well as areas that that 
they might find of general interest.  
 
Prior to commencement of their placement, successful volunteers shall be formally 
allocated to a named employee who will supervise the volunteer.  The supervisor’s 
responsibilities will include ensuring that the volunteer receives the following: 

• A planned induction to the organisation, including appropriate forms i.e. expenses 
claim forms etc. 

• Copies of all the organisation’s policies that are relevant to the volunteering role. (ie 
Health & Safety, Discipline & Grievance and Confidentiality Policies). 

• Regular support and supervision sessions. 
• Feedback on their contribution. 
• Adequate accommodation, equipment and services to enable them to perform their 

tasks effectively. 
• Lines of communication – should operate in both directions both formally and 

informally. Volunteers should be consulted regarding decisions that would 
substantially affect the performance of their duties.  

 
Trial Period 
There will be a trial period for volunteers of 6 months, to give both Homemaker and the 
volunteer time to discover if they are suited to each other. A review will be carried out 
mid-way through the trial period, and at the end. 
 
Volunteer Agreement 
Each volunteer will have a volunteer agreement establishing what Homemaker Southwest 
undertakes to provide them.  This is not a contract; Homemaker Southwest has no 
intention of creating a contract with any volunteers. 
Homemaker expects volunteers to: 

• Be clear about the number of hours per week they wish to work 
• Arrange times of volunteering and arrive on time and be reliable and regular 
• Inform the relevant member of staff if they are going to be late or absent  
• Attend supervision and training events when required 
•  Follow the procedures and policies of the organisation 
•  Treat staff members, other volunteers and service users with respect 
•   Help the organisation to work towards its aims and objectives 
•   Perform agreed duties 
•   Report any accidents to a member of staff 
•   Respect confidentiality 
•   Consult the appropriate person if in need of help or guidance 
•  To claim for their out of pocket expenses  

 

Equal Opportunities 
Homemaker recognises that the activity of volunteering can provide a volunteer with 
experiences and opportunities for self and career development.  In accordance with our 
Equality and Diversity Policy, volunteer placements will be open to individuals irrespective 
of race, gender, disability, sexuality, age or marital status. 
 
Homemaker Southwest actively opposes all forms of discrimination and expects all 
volunteers to operate within its Equal Opportunities Policy, a copy of which will be 
provided during the induction process. 
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Confidentiality 
All personal volunteer information and records are treated in confidence, and kept in a 
secure place. 
 
Volunteers should regard all information given whilst volunteering as being confidential, 
and must adhere to Homemaker’s Confidentiality and Data Protection policies. 
  
Insurance 
All volunteers are covered by Homemaker’s insurance policies whilst they are on the 
premises, or engaged in activities on Homemaker’s behalf. 
 
Ending the Volunteer Agreement  
When volunteers move on from Homemaker Southwest, we ask that a minimum of one 
week’s notice is given in writing. On receipt of notice, volunteers will be offered an exit 
interview to give feedback to Homemaker on their experience: this interview will generally 
be conducted by one of the Directors.  
If a volunteer does not attend for two weeks without communicating with their supervisor, 
we will assume that they are no longer interested in volunteering, and will offer them an 
exit interview. 
Homemaker, represented by either Director, can, where appropriate, terminate the 
placement of the volunteer by giving one week’s notice in writing.  Should the volunteer 
wish to be debriefed on their termination they may request a meeting with the Director 
 
Concerns and grievances 
If volunteers are not satisfied that issues relating to their volunteering are being handled 
appropriately, they are entitled to have their concerns reviewed by the Management Team 
who will discuss the issue as soon as practical after receiving a written complaint, and take 
appropriate action. The Director makes the ultimate decision. 
 
 
Monitoring and Review 
The Management Team, with adequate consultation of the Board of Trustees, will 
regularly review the operation of this policy.   

 
 
Date Policy agreed/established:  September 2017 
 
Date of next review: September 2019 


