
 

 

 

 

VOLUNTEER POLICY AND PROCEDURE 
 
Policy monitoring and review 

 
An annual review will be held unless required otherwise. 

 
Aim 

 
This policy aims to provide guidance and direction to volunteers and staff engaged in 

volunteering / supporting volunteering within the organisation. 

 
What is Volunteering? 

 
There are three key characteristics that define volunteering: 

a) The activity should not be undertaken primarily for financial reward. 

b) The activity should be undertaken according to the individual’s own free-will. 

c) The activity should be of benefit to someone other than the volunteer and their 

immediate family… although it is recognised that volunteering brings significant 

benefit to the volunteer as well. 

 
The scope of Voluntary Services at Leeds Rhinos Foundation (LRF). 

 

• Job centre related unpaid work placements 

• Student placements / schoolwork experience placements 

• Duke of Edinburgh placements 

• Internships 

• Employer supported volunteers 

• Community service / rehabilitation placements 

 
Trustees are volunteers but the entirety of this policy does not apply to Trustees, 

who are subject to selection, induction and training processes overseen by the 

Trustee Board. 

 
Things that DO NOT fall under the scope of Voluntary Services at the LRF: 

 

• Fundraising ‘supporters’ / donors –community fundraising supporters operate in 

aid of the LFR. They are predominantly acting on their own initiative and are not 

registered as volunteers and do not undergo any recruitment process. They 

undertake activities at their own risk and are not covered by LRF’s insurance or 

the scope of Voluntary Service policies. 

 



 

 

 

• Staff working outside of their contracted hours – if staff work above and beyond 

their contracted working hours this is not volunteering. It constitutes part of their 

employment. 

 
Anyone who is employed by LRF who wishes to volunteer for LRF needs to do 

so in a distinctly different capacity to the role which they are paid for. 

 
If the proposed volunteer role would involve volunteering during times where they 

would normally be working then they may be able to use 1 working day per year 

to complete this volunteering, provided the role would bring identified 

developmental benefit or wider benefits to the organisation. Line Manager and 

HR agreement is required for this. 

 
Why does LRF involve volunteers? 

 
Volunteers will be at the heart of the LRF’s future and are vital to our success. 

Volunteers freely give their expertise, skills, and time. LRF gains enormous value 

from volunteers, benefitting from a variety of experience and talents to deliver our 

services more effectively. 

 
We involve volunteers because they: 

• Offer a pool of skills and experience we would not otherwise have access to. 

• Bring extra credibility to our work – volunteers choose us and donate their time 

and talents freely. 

• Champion our mission and extend our reach in communities. 

• Bring fresh perspective – volunteers are not financially dependent on the 

organisation so can be better placed than staff to challenge us, guide us, and 

bring new ideas. 

• Enhance the spirit of LRF with enthusiasm, passion and 

commitment. 

 
 
Responsibility / Accountability 

 
The ultimate responsibility for this policy belongs to: Chief Executive Officer 

Chief Executive Officer 

The CEO has ultimate responsibility for ensuring that the culture of the LRF 

encourages, supports and motivates volunteers and that volunteers are included in 

the vision and strategy of the organisation. 

 

 



 

 

 
Senior Leadership Team 

 

• Provides a focal point for coordinating the ongoing support of volunteers. 

• Works with people across the organisation to identify, on an ongoing basis, 

opportunities to involve volunteers in the most beneficial ways. 

• Holds primary responsibility for generating interest in volunteering at the LRF, 

with the aim of fully meeting volunteer requirements throughout the 

organisation. 

• Is the first point of contact for all volunteer related enquiries. 

• Provides ongoing support and guidance to volunteers, and people who managers 

volunteers, as required. 

• Ensures a process of effective communication exists to inform and engage 

volunteers in all aspects of the organisation’s work. 

• Delivers a programme of regular volunteer recognition, ensuring that the valuable 

work of the volunteers is acknowledged and celebrated across the LRF. 

 
People who manage volunteers 

 

Each volunteer role description states who will be responsible for managing the 

volunteer(s) undertaking that role. It is the responsibility of that manager to: 

 

• Arrange an introductory interview / assessment and establish the suitability of 

the volunteer for the role they will be undertaking. 

• Ensure the volunteer has an appropriate induction into how to complete their role 

and relevant tasks. 

• Manage the volunteers within their service and to ensure support, help and 

guidance is provided to enable them to complete their role. 

 
All staff 

 

The role of volunteers is integral to the work of the LRF, and all staff are required 

to underpin this in their attitude and actions. This includes working with volunteers 

and supporting them in their role. 

 
Volunteers 

 

Volunteers are expected to: 

 
• Support the aims and values of the organisation 

• Always represent the Foundation in a professional manner 

• Carry out their role to the best of their ability 

• Complete training that the LRF deems to be mandatory for a role 



 

 

 

 

• Treat everyone associated with the LRF with respect and dignity 

• Take reasonable care for the health and safety of themselves, and of others who 

may be affected by their acts or omissions 

• Comply with all appropriate policies and procedures. 

 
Recruitment of volunteers 

 

1. Defining volunteer roles 

 
1. If an opportunity to involve a volunteer/s is identified, then a Volunteer 

Role Description should be created. This should include detail of: 

 

o What tasks are to be completed 

o The skills, experience and personal qualities required to complete those 
tasks to the required standard 

o The time required to complete the tasks 
o The location(s) where the volunteer(s) will be operating 
o Who will be responsible for managing the volunteer(s) 
o The training and support that will be available to the volunteer(s) 

 
2. Volunteer roles should provide benefit to the Foundation and be linked to one 

of the organisations strategic aims. These should be articulated in the 

Volunteer Role Description so that everyone is clear how the volunteer role 

benefits the LRF. 

3. When a staff member is proposing a new role the Volunteer Role Description will 

be shared with their line manager for review before the role is advertised. 

 

4. The contents of the Volunteer Role Description will form the basis of any 

subsequent role promotion, so it’s important that it is accurate and contains as 

much information as possible to ensure the correct people are recruited and 

unsuitable applications are reduced. 

 
2. Advertising volunteer roles 

 
• SLT will work in conjunction with the recruiting staff members to establish 

promotion processes that are suitable and appropriate for the role(s) they wish to 

fill, and the number of people they are looking to involve. 

• All promotional methods should be carefully considered so that they remain as 

cost effective as possible. 

• Once the recruiting staff member has recruited sufficient volunteers to the 

role, they should notify SLT and role promotion should cease. 

 



 

 

3. Volunteer enquires 

 
• All St Foundation staff and volunteers are encouraged to talk to people about the 

possibility of volunteering with the LRF, as word of mouth is proven to be one of 

the best methods for recruiting volunteers. 

 

• Any Foundation staff or volunteer who receives an enquiry from someone 

interested in volunteering should thank them for their interest and then: 

 
 

o If you feel confident to do so, speak to them about volunteering opportunities 

in your department and encourage them to complete an application form as 

per the process below.  

o Take the persons contact details and pass these to SLT (ensuring you 
handle their personal information securely) 

o If you can’t do either of the above, you can give the enquirer the 
contact details for a nominated member of SLT: 

 

• When SLT receives an enquiry from someone interested in giving their time to 

the Foundation they will communicate with them to try and establish the best 

available role for their skills, availability, and interests. 

• Enquirers will generally be directed to apply for a specific role that is available. 

However, if someone has skills or talents, or thoughts about how they could 

best offer their time that no-one had yet considered, then the SLT may liaise with 

colleagues and see if it would be mutually beneficial to create a bespoke role for that 

person. A volunteer role would need to be properly defined and a Volunteer Role 

Description would need to be created as per the process above. 

• If there is no available role that suits the enquirers skills, availability, and 

interests then they will be signposted to other possible volunteer involving 

bodies, for example their local Volunteer Centre. Or, with their permission, their 

details may be stored on a waiting list for a particular role so that they can be 

contacted if a suitable vacancy becomes available. 

 
4. Application 

 
• Anyone wishing to volunteer for the LRF will be asked to complete an 

application form with key details required for the role they are interested in. 

• Where we hold the required data about someone in another format, we will 

transfer this information to our volunteer management register directly 

without requiring someone to complete a form. 

• As per our Data Protection Policy volunteers, we will only collect personal data 

that we need to effectively, and safely, facilitate a volunteer role for someone. For 

example, to involve someone for an hour at a fundraising event we may only 

need their contact information, and that of an emergency contact. Whereas we 

would need much more information about someone wishing to volunteer regularly 



 

 

with the Foundation. As such, we will utilise a range of application forms rather 

than one standardised one. 

• Anyone under 18 years old will also be required to complete an additional 

consent form detailing the nature of their proposed involvement and the consent 

of their parent / guardian. 

 
5. Assessment of volunteer suitability 

 
i) Initial screening 

 
• When an application form is received by SLT they will complete a basic initial 

screening of the information, looking at whether: 

o the applicant has the required availability for the role they have applied for. 
o they can get to the volunteering location. 
o there are any obvious gaps in skills required against the Volunteer Role 

Description. 

SLT will contact the applicant to clarify where required. 

 

ii) Once basic screening is completed the application form will be forwarded to 

the recruiting staff member asking them to arrange an informal interview with the 

applicant to properly assess their suitability for the role. 

Interview / assessment 

 
• The recruiting staff member should contact the volunteer within one week and 

arrange a mutually convenient date and time to discuss their prospective 

involvement. 

• In the majority of cases best practice would be to arrange a face-to-face meeting. 

However, a phone or video call may be adequate when a face-to-face meeting is 

not plausible. 

• Interviews with volunteers should be much less formal than job interviews. 
 

o Volunteer interviews should be a two-way process - the applicant is 

offering their time to help us, so we need to convince them that this is a 

worthwhile way to spend their time. Equally, the recruiting staff member 

needs to be satisfied that the applicant is the right person for the role. 

o So, plan to spend 50% of the time listening to the volunteer’s wishes, hopes, 

and expectations. Dedicating time to understanding their motivations will give 

you great insight, and help you develop an understanding of what might keep 

them motivated further down the line. 

o The other 50% of the time should be spent: 
o Giving an overview of what the LRF does and how this volunteer role fits in to 

the wider organisation. 

o Detailing the role, they have applied for. 
o Asking questions to assess the suitability of the applicant for the role they  



 

 

 

have applied for against the skills, experience and personal qualities outlined 

in the Volunteer Role Description. 

o Depending on the requirements of the role it may be appropriate to include 

an assessment of abilities. For example, it’s difficult to assess someone’s 

proficiency with I.T. without seeing them use a computer. 

 
iii) Applicant deemed as being suitable for a role. 

 
In most cases there will be some background checks and / or training that will need 

to be completed before a volunteer can start their role (see section 6). 

 
iv) Deeming an applicant as unsuitable for a role 

 
• If at initial screening or interview / assessment stage an applicant is thought to be 

unsuitable for the role they have applied for they will be given constructive 

feedback as to the reason, and an effort will be made to place them in a suitable 

alternative role within the organisation. Sometimes this is not possible and will be 

at the discretion of SLT and recruiting staff members. If there is no suitable 

alternative role then they will be signposted to other possible volunteer involving 

bodies, for example their local Volunteer Centre. 

There are various other reasons why The Foundation may deem that it wouldn’t be 

appropriate for someone to join the organisation as a volunteer. Including, but not 

limited to: 

 

• Age and maturity. Some roles may come with a minimum age limit due to 

insurance, or the sensitive nature of some roles. If someone is close to the 

minimum age required, we may also need to also consider their relative 

maturity. 

• Conflict of interest. If there is deemed to be a conflict of interest arising from 

someone’s proposed role. This may include family members of staff volunteering 

alongside them. 

• Employment by the LRF. Anyone who is employed by LRF who wishes to 

volunteer for the Foundation needs to do so in a distinctly different capacity to 

the role which they are paid for. 

• Former employees or volunteers. It will not always be appropriate for people who 

have previously been employed by, or volunteered with, the Foundation to return 

as volunteers. 

• Service users. Service users are welcome to apply to volunteer, but they will 

not be able to volunteer in the same department where they are in receipt of a 

service. 

• Unsuccessful job applicants. People who have been unsuccessful in applying for 

a staff role within a department are unlikely to be appropriate to subsequently 



 

 

volunteer in that department. 

 
This list is not intended to be exhaustive and, in all cases, whether or not to accept 

a volunteer for a role is entirely at the discretion of SLT. 

 
6. Background checks 

 
In most cases there will be some background checks and / or training that will need 

to be completed before a volunteer can start their role. SLT will work with all 

departments to establish appropriate processes for their roles. Background checks 

may include: 

 
6.1 References 

 
An initial interview / assessment offers a snapshot of a prospective volunteer’s 

character and skills, but references can offer an insight into what someone is like in 

the experience of another person who knows them better. Therefore, references 

can be a helpful tool for providing supporting evidence in the selection of a new 

volunteer. 

 
Ideally, at least one referee will know the applicant in a professional capacity i.e., 

from a period of work, volunteering, or study. However, it must be acknowledged 

that: 

a) Many volunteers won’t recently have been in work, volunteering or study. 

b) Many organisations only provide factual information such as employment dates 

rather than any information about what the person is like. 

c) Character references can be sought as an alternative but the closer the personal 

acquainted the less likely they are to reveal any negative information. 

Therefore, references can have limited value. 

 
As such, the requirement for references will, for each role, be carefully considered 

based on the level of responsibility the volunteer will be afforded, and the frequency 

of their involvement. As a guide we may seek: 

o Service user contact roles – 2 references 

o Customer facing / money handling roles – 1 reference 
o One off event support – No references 

 
When referees are contacted but referee doesn’t reply we will either: 

a) Ask the volunteer for alternative referee(s) and try again 

b) Withdraw the volunteer’s offer of a role as reference(s) haven’t been received 

c) Proceed with volunteer’s involvement based on information from initial interview / 

assessment. Recruiting staff members will be responsible for this decision and will 

be required to document their reasoning. 

d)  



 

 

 
When a negative reference is received this will be shared with the recruiting staff 

member and in most cases the offer of a role will be withdrawn. If the information is 

subjective and the recruiting staff member wishes to proceed with volunteer’s 

involvement based on information from initial interview / assessment, then they will 

need to document their reasoning and share this with SLT who may in turn liaise 

with the CEO before any final decision is made. 

 
6.2 DBS (Disclosure and Barring Service) check 

 
The government’s Disclosure and Barring Service (DBS) helps employers make 

safer recruitment decisions and prevent unsuitable people from working with 

vulnerable groups. 

 
Having a criminal record is not necessarily a bar to volunteering within the 

organisation. This will depend on the nature of the position and the circumstances 

and the background of the offences. 

Where a volunteer role meets the required eligibility criteria, a DBS check will be 

carried out in line with PHR33 DBS Applications and Recruitment of Ex-offenders 

Procedure. 

 
6.3 Other background checks 

 
Other checks that may be required before a volunteer can begin their role may 

include: 

 

• Qualifications– recording evidence of qualifications or training required for the 

volunteer role as per the Volunteer Role Description. 

• Driving & vehicle information (see PHR23 Volunteer Drivers Policy and 

Procedure) 

• Work permits - Any child of compulsory school age (compulsory school leaving 

age is up until the last Friday in June of school year 11) who is not completing a 

Duke of Edinburgh placement, or formal schoolwork experience, will need a work 

permit in place from the Local Authority before they volunteer. 

• Training – some training may be required prior to starting a role. 

 
This list is not intended to be exhaustive. 

 
7. Arranging volunteer start date 

 
• Once any background checks have been complete the recruiting staff member 

will be responsible for contacting the volunteer to arrange a mutually convenient 

start date. 

• Their start date should be recorded on the volunteer management register. 



 

 

 
 
Managing Volunteers 

 

8. Induction 

 
• Ordinarily volunteers will receive an induction into their role from the recruiting 

manager who will follow the Volunteer Induction Checklist provided by the 

Foundation. 

• However, induction needs to be relevant for the role being undertaken, taking into 

consideration the level of responsibility the volunteer will be afforded, and the 

frequency of their involvement. So, one off event volunteers, for example, will just 

require clear and concise briefing before they start their role. 

• In addition, some positions are subject to a specific local induction and training 

relevant to the volunteer role e.g., Compassionate Neighbours.   

 
 
9. Training 

 
Training is important because: 

o we want to support volunteers to do the very best they can in their role. 
o providing consistent training is important for ensuring safety, and client / 

customer satisfaction and welfare 

o ensuring all our staff and volunteers are appropriately trained can form part 
of our regulatory and contractual requirements. 

 
Equally, training must be relevant and appropriate to the role the volunteer is doing. 

Some training may be required before / when a volunteer starts their role, and at 

regular refresher intervals to be determined by the LRF. 

 
Failure to complete training that the LRF deems to be mandatory for a role will 

result in the volunteer no longer being able to complete that role. 

 
Additional training that volunteers would benefit to fulfil their role should be 

budgeted for within individual departments training budgets in the same way that 

staff training is. 

 
10. Supervision and support 

 
• Volunteers are an integral part of delivering the LRF’s strategy, vision and values, 

and as with paid staff they need to be supported and guided in their roles. 

• Each Volunteer Role Description should state who will be responsible for 

managing the volunteer(s) undertaking that role. 

• It is the responsibility of that designated manager to manage the volunteers 



 

 

 

within their service and to ensure support, help and guidance is provided to 

enable them to complete their role. 

• Ensuring volunteers are given opportunities for giving and receiving feedback on 

their work is essential. As a minimum, all volunteers should have: 

i) a review with their manager shortly after starting their role to discuss whether 

they are meeting the role requirements and how they are finding the role. 

ii) an annual review to give and get feedback about how they are getting on in 

their role, what they find satisfying about volunteering and any concerns they 

may have about the role or the organisation. 

• Depending on the role and the number of volunteers a manager is supervising it 

may be appropriate to offer these feedback opportunities on a one-to-one or 

group basis.   

• The Volunteer Role Description is a valuable tool for supervision and support. 

Regularly reviewing the tasks, a volunteer is completing, the time they are 

giving, and the training and support required - and updating the role description 

for that individual as required - helps everyone remain clear on the expectations. 

• Feedback should be recorded against a volunteers file on the volunteer 

management register. 

• Part of providing support is also making volunteers part of the wider people team. 

Including volunteers in team meetings and away days and keeping them 

informed on departmental developments is a good way of achieving this. 

• If a designated manager has concerns about a volunteer’s capability or 

conduct, please see ‘volunteer problem solving procedure’ at the end of this 

policy. 

• SLT is available to advise where required. 

 
11. Recognition of volunteer contributions 

 
Volunteers provide a vital contribution to the services the Foundation provides. 

The Foundation undertakes to recognise volunteer’s valuable contributions in 

appropriate ways taking into account the different skills and levels of commitment 

that people are able to offer. 

 

• All staff should be aware of the importance of local recognition, for example 

saying “thank you” after a day’s volunteering. 

• Outstanding volunteer contribution can be recognised by nominating volunteers 

for external awards appropriate to their role and / or achievements. SLT can 

assist with this when nomination is recommended by managers. 

• Long service awards may be given to volunteers, normally as part of 

national Volunteers’ Week 1-7 June. 

 
 



 

 

 
12. Volunteer absence 

 
Volunteers, by their nature, are not obliged to be here for any set times or 

frequency. However, a volunteer’s role description will state how much time is 

required to complete their role effectively, and managers of volunteers ought to 

know when they expect a volunteer to be coming in. 

 
All managers should inform their volunteers how they wish to be contacted should 

the volunteer not be able to come for their agreed volunteering day / time (e.g., call, 

text, email etc.). Managers should make sure the volunteer has the required contact  

information. Likewise, managers should ensure they have access to their volunteers 

contact, and emergency contact information. 

 
The following sets out what to do if a volunteer doesn’t arrive when they are 

expected: 

 
i) Call the volunteer to explain that you were expecting them in, they haven’t 

arrived and that you wanted to check they are ok. Establish whether they will be 

coming in that day, or if not when they will next be coming in. 

ii) If there is no answer leave a message to that effect and give them your contact 

information to reach you. 

iii) If don’t hear back from them within 1 hour call their emergency contact. Explain 

that you were expecting that person into volunteer, they hadn’t arrived and while 

it is probably nothing to worry about you just wanted to take steps to check they 

are ok. 

iv) Again, if you can’t reach the emergency contact leave a message to that effect 

and give them your contact information to reach you. 

v) If volunteer subsequently contacts, you establish what has happened and why. 

Establish when they will next be coming in, and ensure they know how to contact 

you should they not be able to come for their agreed volunteering day / time. 

vi) If after trying to contact the volunteer and their emergency contact you still don’t 

hear back from them try contacting the volunteer again in a couple of days, 

leaving a message if needs be and trying other contact methods such as email. 

vii) If you still don’t hear from them inform SLT. 

viii) SLT will attempt to contact the volunteer. 

ix) If the manager or SLT haven’t heard back from the volunteer within 7 days a 

letter will be sent to the volunteer explaining the situation and asking them 

whether they are still available to volunteer with us. 

x) If no reply is received, then the volunteer will be assumed to have left their role. 

 
13. Problem solving 

 
The LRF aims to provide a fair and consistent way of handling problems which  



 

 

 
may arise in the course of volunteering, whether relating to concerns that a 
volunteer may have; or the conduct or capability of a volunteer. See full ‘volunteer 
problem solving procedure’ at the end of this policy. 

 

14. Leaving volunteering 

 

• Volunteers may resign or retire from their volunteer role at any time by 

informing their manager or SLT.  

• Volunteers are not obliged to give any notice of their intention to leave. Where 

volunteers are providing sensitive personal support to someone we may ask if 

a volunteer would give us some notice of their intention to leave to give us 

adequate time to find a replacement. However, the volunteer is under no 

obligation to do this. 

• When a volunteer notifies their manager of their intention to leave the manager 

should complete a Leaving Volunteering Feedback Form with the volunteer to get 

some feedback about their experience. 

• When the volunteer doesn’t give any notification of their intention to leave, or they 

contact the SLT directly, the Leaving Volunteering Feedback form will be sent to 

them via email / post. 

• The volunteers date of leaving, and any leavers feedback collected, should be 

added to the volunteers file on the volunteer management register. 

• If the manager holds any paper-based information about the volunteer this 

should be returned to SLT. 

• Volunteers records will be kept for the period defined in the Foundation’s 

Data Protection Policy. 

 
Summation of policies / processes relating to volunteer placements 

 
The following is intended to give a brief summation of key policies relating to 

volunteers, it does not give all the required detail on a particular topic. 

 
Full LRF policies are stored on the staff W: Drive. Full policies and procedures can 

be passed to volunteers via a request to their manager or SLT. 

 
Health and Safety 

 
Whilst they are not employees, under common law individual volunteers have a duty 

of care to each other and others who may be affected by their activities. 

 
As such volunteers must take reasonable care for the health and safety of 

themselves and of others who may be affected by their acts or omissions, and to co- 

operate with the LRF to enable its legal obligations to be met. 

 



 

 

 

 

 
While volunteering for the organisation, you must not do anything to endanger 

yourself or others by your actions, or carry out any other activity, or instruct others to 

carry out an activity that can reasonably be expected to result in an accident, injury, 

or dangerous occurrence. 

Volunteers are expected to abide by the organisations Health and Safety 

Policy. 

 
Confidentiality 

 
• Volunteers must hold in the strictest confidence all information of a personal 

nature that they learn about other volunteers, employees, clients and their 

families and carers. 

• They should only share such information within the organisation where required 

by their volunteering duties, and in a way that safeguards its sensitive nature. 

• They will not share any confidential information with anyone outside the 

Foundation unless they have prior written permission to do so, or they are 

following the Safeguarding procedure. 

• Volunteers will not disclose information relating to the storage of money, 

valuables, medicines, and equipment that would put the organisation or its 

assets at risk. 

• The above obligations remain even after their volunteering duties have ceased. 

 
Volunteers, personal information will be handled in accordance with the 

Foundation’s Data Protection Policy. 

 
Equal Opportunities 

 
LRF recognises the positive impact that a diverse team of volunteers can have on 

the organisation. We therefore welcome interest in our volunteer roles from 

everyone. 

 
We will take all reasonable steps to ensure that volunteers are not at a disadvantage 

because of role conditions or requirements which cannot be justified. If someone 

requires reasonable adjustments to carry out a role, we will endeavor to make these 

wherever possible. To help us achieve this we will ask volunteer applicants to 

declare any medical conditions that may be relevant, and we will document any 

considerations taken into account on a risk assessment. 

 
The LRF will take all reasonable steps to provide an environment in which 

everyone is treated with respect and dignity, and that is everyone is protected from 

discrimination based on age, disability, gender reassignment, marriage and civil 



 

 

 

partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 
The LRF l operates a zero-tolerance approach to any form of bullying or 

harassment from staff, volunteers and service users. If any form of bullying or 

harassment is reported the incident will be fully investigated and appropriate action 

taken. 

 
Bullying & harassment may include: 

• spreading malicious rumours, or insulting someone 

• deliberate exclusion or victimisation 

• ridiculing or demeaning someone - picking on them or setting them up to fail 

• setting impossible targets, giving a person an unreasonable workload, and / or 

constantly changing the work remit without telling the person, to bully or harass 

them 

• shouting at or behaving aggressively towards others 

• unwelcome sexual advances - touching, standing too close, display of offensive 

material 

• sending inappropriate 'text' messages 

• intimidation or threats 

• abusive language targeted at or about the individual 

• copying correspondence that is critical about someone to others who do not need 

to know 

• offensive jokes or sarcasm targeted at or about the individual, discriminatory 

language or behaviour related to a person's race, sexuality, age etc. 

 
See Ethics Diversity and Inclusion Policy. 

 
Social Media 

 
The LRF recognises that social media is an ever-expanding and increasingly 

effective communications tool. If used responsibly and appropriately social 

networking sites can offer many benefits for the LRF including: 

• raising awareness and the profile of the Foundation 

• developing fundraising support 

• attracting new staff and volunteers to join our teams building and maintaining 

professional relationships 

• being able to access resources for continuing professional development



 

 

 

 

However, volunteers are liable to face action if they act in any way that is 

unprofessional or unlawful on social media including (but not limited to): 

• sharing confidential hospice or patient information inappropriately. 

• posting pictures of clients/staff without their consent. 

• posting inappropriate comments about other staff members, volunteers, clients 

or our funders. 

• bullying, intimidating, or exploiting clients, staff, or volunteers. 

• building or pursuing relationships with clints. 

• stealing personal information or using someone else’s identity. 

• encouraging violence or self-harm. 

• inciting hatred or discrimination. 

 
Volunteers are expected to abide by the organisations Social Media Guidance 

 
Reimbursement of expenses 

 
• Good practice in volunteer management includes giving volunteers the 

opportunity to claim reimbursement for out-of-pocket expenses incurred whilst 

undertaking their volunteering role. This ensures that everyone who wants to 

provide benefit to clients and services can do so, rather than just those who can 

afford to do so. 

• However, the LRF is a charity and as such always needs to be mindful of its 

expenditure. Therefore, a commonsense approach needs to be applied to the 

reimbursement of volunteer expenses. If it became apparent that the potential 

cost to the Foundation of reimbursing someone’s full travel (or other) expenses 

was going to be counterproductive or prohibitive to the organisation, then we 

would need to seek a compromise agreement with the individual volunteer. 

• Volunteers can choose to donate back to the Foundation some or all of the 

expenses claimed, if they so wish. They may also choose, if eligible, to Gift Aid 

the sum they donate, so allowing the LRF to benefit even more from their 

donation. 

 

 
Insurance 

 
Volunteers are covered by the LRF Employers Liability insurance. 

 
Our insurance covers us to involve people aged 16 and upwards as volunteers, with 

no maximum age limit. 



 

 

 

 

Anybody under 16 years old who wished to donate their time to LRF could 

currently only do so if they are: 

 

i) Volunteering as part of a recognised group / organisation which has its own 

liability insurance. 

ii) Are being supervised by adult(s) from that group or organisation who are 

responsible for them while they are with us. 

 
If a parent / guardian is volunteering and brings an under 16-year-old along then 

the minor is solely the parent / guardians responsibility. 

 
 
Volunteer problem solving procedure 

 

The LRF aims to provide a fair and consistent way of handling problems which 
may arise while volunteering, whether relating to concerns that a volunteer may 
have, or the conduct or capability of a volunteer. 

 

If a volunteer wants to raise a concern 
 
If a volunteer has a concern or complaint about their role, or their treatment whilst 
performing their role, in the first instance they should speak to their manager who 
should try to address or resolve the concern. 

 
If after speaking to their manager the volunteer feels the matter has not been 
satisfactorily resolved, then the volunteer should speak to a nominated member 
of SLT who will advise on the course of action. 

 
If you the volunteer still does not agree with the outcome, they should write to the 

CEO clearly setting out the reasons why they do not agree. The CEO will, if 

required, contact the volunteer and / or others involved to seek further information. 

They will respond to you in writing with a final outcome. 

 
Addressing issues with a volunteer 

 

There are a number of reasons why people who manage volunteers might have 

concerns about a volunteer or need to speak to them about amending or ceasing 

their volunteer role. These include, but are not limited to: 

 
1. Capability – it is felt that a volunteer does not demonstrate the necessary ability 

to complete the tasks required in their role to the required standard. 

Although every effort should be made through effective interview / assessment  



 

 

 

prior to a volunteer starting their role, occasionally a volunteer may not 

demonstrate the required abilities or attributes. 

Alternatively, a volunteer may have demonstrated the required abilities 

previously, but now seems less able to because: 

o Perceived decline in physical or mental ability, or other deterioration in health. 
o The required standard has changed. 
o The abilities or attributes required to complete tasks has changed. 

 
When it is felt that a volunteer does not demonstrate the necessary ability to 

complete the tasks required: 

 

• The person managing the volunteer should discuss with SLT the appropriate 

approach, 

• Arrange an initial meeting to discuss the concerns with the volunteer. This would 

be a one-to-one meeting between the manager and the volunteer. SLT can 

support if it is felt necessary, but the manager will lead the conversation. 

• If appropriate, a plan may be put in place (where possible) to take action / put 

measures in place to enable the volunteer to function at the required standard. 

For example, guidance, training, practice, shadowing etc. 

• If this is not possible, this meeting may result in the volunteer regrettably being 

asked to cease their volunteering role or being asked to undertake an alternative 

role. 

 
2. Conduct – the way a volunteer behaves falls short of the standards required of 

them even though they have the ability to meet the required standards. 

This includes meeting the standards of: 

o Their role 
o The organisation 

 
If the person managing the volunteer has concerns in this regard they should: 

• Minor matters can be dealt with in a one-to-one meeting between the manager 

and the volunteer. The required standards should be reiterated to the volunteer 

and a record kept that the conversation has taken place. 

• However, if the conduct is felt to be of significant concern, or the manager has 

previously raised issues that have not been addressed satisfactorily by the 

volunteer, then this may result in the volunteer being asked to cease volunteering 

with the Foundation. In these instances, the manager should discuss with the 

SLT the appropriate approach. 

 
3. Capacity – the capacity of the volunteer or the organisation changes.  



 

 

 

This includes: 

o The availability of a volunteer changes and they are no longer able to offer the 
time required to complete the tasks of their role to the required standard. 

o The service a volunteer volunteers in changes and they no longer have relevant 
and beneficial tasks for the volunteer to complete. 

o The service a volunteer volunteers in changes and the person responsible for 

managing them no longer has the capacity to provide the support, help and 

guidance is required to enable them to complete their role. 

 
If the person managing the volunteer has concerns in this regard they should: 

 
• Discuss with SLT the appropriate approach. 

• Hold a conversation with the volunteer to discuss the concerns. 

• Wherever possible attempts should be made to find an alternative role for the 

volunteer to complete. SLT can assist with this. 

• If this is not possible the volunteer may regrettably have to cease their 

volunteering with the Foundation. 

 
Appeal 

 
If you do not agree with any decision made to amend or cease your voluntary role 

with the LRF, you should write to the CEO clearly setting out the reasons why you 

do not agree. 

 
The CEO will, if required, contact you and / or others involved to seek further 

information. 

 
They will respond to you in writing with an outcome. 



 

 

 

 

Equality and Diversity: 

The LRF is committed to delivering a service where Equality and Diversity is 

embraced by everyone. For the Foundation promoting equality, inclusion and 

human rights is integral to its values and delivery of services. The LRF will take 

every opportunity to strengthen its approach to equality and diversity in the design, 

delivery, and review of all our functions, policies and practices. 

 
The LRF is committed to reducing the inequalities that affect the served 

communities and ensuring that everyone has access to the support they need, 

while treating people with respect, dignity, and fairness. 

 
LRF seeks to create an environment that is inclusive and supportive for all staff and 

to promote a healthy culture throughout the orgainasation. 

 

• Diversity is valued and respected – an approach that embraces both visible and 

non-visible difference 

• The community works together effectively in an atmosphere of trust, 

harmony, and respect 

• Discrimination and prejudice are challenged 

• Both direct and indirect discrimination (associative, perceptive), harassment and 

victimisation will not be tolerated.  


