
POLICY ON VOLUNTEERS
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1. BACKGROUND TO THE EMMAUS MOVEMENT
1.1 Emmaus is an international organisation which aims to tackle the problems of homelessness through a network of self-supporting communities where people are offered a home, work and a sense of belonging.

1.2 The Universal Manifesto of Emmaus International is set out in Section 2 below.

1.3 Emmaus residents (or Companions) have a room of their own and work together refurbishing and selling donated goods.  

1.4
Each Emmaus Community aims to become self-sufficient through raising income in this way.  In an atmosphere of practical support, Companions have an opportunity to gain new skills and regain their self-respect while working to support other people in greater need. 

1.5
Emmaus Bolton is a Registered Charity which will eventually provide accommodation for 17 Companions who will recycle and re-circulate household items.  Emmaus Bolton is managed on a day to day basis by a General Manager and steered by a Board of Trustees. 

1.6
The organisation will be dependent on volunteers undertaking a variety of tasks to support the development of Emmaus Bolton as a successful, self-sufficient community and this document sets out the policy of Emmaus Bolton for the recruitment and support of volunteers.

2.
THE UNIVERSAL MANIFESTO OF EMMAUS INTERNATIONAL.

2.1 Our Guiding Principle is one which is essential to the whole human race if there is to be any life worth living and any true peace and happiness, either for the individual or society:

Serve those worse off than yourself before yourself. Serve the most needy first.

2.2.
Our Conviction is that respect for this principle must be the driving force behind any search for justice, and therefore peace, in the world.
2.3.
Our Aim is to act so that each individual, every society, every nation may live, flourish and achieve fulfilment in a spirit of giving, sharing and mutual respect.
2.4. Our Method is to create, support and promote Communities in which all feel free and respected, and where they can meet their own needs and help each other.
2.5. Our Primary Means wherever possible is through recycling and recirculating.  This form of work prevents waste as well as increasing the possibilities for providing emergency relief to those most in need.

2.6.
Every Other Means of arousing consciences and of presenting the challenge of Emmaus must be used to help and persuade others to help those who are most in need, by sharing their hardship and their struggles, both public and private, until the causes of all their ills are removed.

2.7 Our Freedom. In carrying out this task Emmaus recognizes no ideal other than that expressed in this Manifesto and no other authority other than its own constitution. It acts in accordance with the Universal Declaration of Human Rights adopted by the United Nations and with the just laws of every society and every nation. It makes no distinction on political, racial, linguistic, religious or any other grounds.

2.8.
This Manifesto constitutes the basis of the Emmaus Movement. Acceptance of this Manifesto is the only requirement of anyone wishing to share in our work.

3. RECRUITMENT AND SELECTION OF VOLUNTEERS
3.1 Equal Opportunities
Emmaus Bolton declares itself to be an Equal Opportunities organisation and thus it is appropriate that all applicants are given that same opportunity.  
3.2 Role Descriptions
Role descriptions will provide written details of the tasks that the volunteer will carry out and will define the boundaries between volunteers and paid staff, as well as indicating the skills and knowledge needed by the volunteer.  

3.3
Minimum age

The minimum age for volunteers is 18 years old.  All volunteers are expected to demonstrate a mature attitude to their work.

3.4
Application form

All volunteers will be asked to complete an application form including details of their experience, skills, interests and their times of availability.
3.5 References

Volunteers will be requested to supply the names, addresses and telephone numbers of two people who are willing to act as referees.  These must not be close relatives or be under the age of 18 years old.

3.6 Rehabilitation of Offenders Act (exceptions) Order 1976

As volunteers may come into contact with vulnerable people, we may have to check with volunteers the nature of any convictions, including those which in other circumstances would be considered “spent”.  This could involve Disclosure and Barring Service (DBS) Checks.

3.7 Interviewing Volunteers

All volunteers will be interviewed in order to identify their expectations and their reasons for wanting to volunteer with Emmaus, as well as providing an opportunity for the potential volunteer to find out more information on Emmaus, its focus and organisation.

4.
SUPERVISON AND TRAINING

4.1 Supervision
Supervision and support sessions are a useful way of informing volunteers of the contribution they can make to the organisation.  This may be carried out in a group format (ie with other volunteers) or on a one-to-one basis.  This helps to ensure that volunteers have a voice and can make a valued contribution to the development of a successful organisation.

4.2 Training
Volunteers will receive training as necessary on all issues that are relevant and appropriate to their role and tasks and in particular health and safety related topics, including fire training, use of equipment, and basic food hygiene if dealing with food.

4.3 Disciplinary Policy
In the unlikely event of a volunteer’s conduct giving cause for concern, action will be taken which could be simply warning the volunteer about their conduct, or, depending on the seriousness of the circumstances, withdrawing the volunteer from working for Emmaus.  Emmaus has a disciplinary policy, which will be used in the event of a volunteer failing to uphold the principles and aims of Emmaus.

5.
PERSONAL SAFETY
5.1 The health and safety of all volunteers is a major concern and volunteers will never be knowingly put at risk.

5.2
Volunteers will be informed of safe working practices and procedures and will be expected to carry out tasks in accordance with these procedures to ensure their own safety and that of other people.  Volunteers are encouraged to suggest ways in which these practices and procedures could be improved.

5.3 An Accident/Incident Report Form must be completed should a volunteer be involved in an accident or near miss.
5.4 Do not enter of leave the building alone. Make sure someone knows where you are at all times.
5.5 Never allow yourself to be alone with Companions.
5.6 Never take a Companion to your own home.

5.7 Do not confront people who are showing aggressive or violent behaviour

5.8 Drugs and alcohol may not be brought or consumed on the premises.

5.9 Always sign in on arrival and out when leaving
6. FINANCIAL PROCEDURES

6.1
Financial procedures are in place for volunteers who are responsible for handling money on behalf of Emmaus, ie in the shop or café and these will be provided for volunteers in those areas.

6.2
Under no circumstances should a volunteer borrow money from or lend to a Companion, trustee, other volunteer(s) or staff.
6.3
Volunteers shall not accept any gifts or gratuities from Companions, other volunteers, trustees or staff other than a small token of appreciation, which must be declared.
6.4
Expenses whilst being a volunteer will be reimbursed on production of a receipt in respect of:
· refreshments whilst out with Companions (includes non-alcoholic drinks);
· bus fares incurred travelling as part of an activity; 
· the purchase of goods necessary for the work in hand.
7. DRIVING

7.1
All volunteers who undertake driving in the course of their duties for Emmaus must produce a valid driving licence and ensure that they are properly insured to carry passengers or goods in their vehicle in the course of their voluntary work.  Their vehicle must be maintained in a roadworthy condition.

Volunteers who undertake to drive an Emmaus vehicle will be required to produce their driving licence for annual checks and will only be allowed to drive following an initial driving assessment.

8.
INSURANCE
8.1
Emmaus Bolton accepts responsibility for all volunteers whilst undertaking official duties and will treat volunteers in the same manner as paid members of staff

8.2 A volunteer who incurs an accident in the course of their duties, will be covered by appropriate Liability Insurance.

8.3
All accidents are to be reported to the person in charge at the time. Volunteers are treated as members of staff for the purposes of accident reporting.

8.4
Volunteers will have access to a secure place where they can store their personal property for the duration of their work, but Emmaus Bolton cannot be held responsible for personal belongings

9.
RECORD KEEPING
9.1
Emmaus Bolton will maintain an up to date list of all current volunteers, including times and dates of when committed to voluntary work.

9.2
Never give your own other peoples personal information to anyone.

10.
CONTACT WITH THE MEDIA AND OTHER ORGANISATIONS

10.1
Contact with the media is a decision of the Management or Trustees.
10.2
No individual my give personal opinions or statements in the name of the organisation.

10.3
Contacts with other organisations must be cleared by the Management.

11.
GUIDELINES FOR VOLUNTEERS IN EMMAUS BOLTON

The following documents will be made available to volunteers:
11.1
Copy of this policy;
11.2.
Volunteers' Charter. (attached as Appendix 1)
11.3 Volunteers Agreement (attached as Appendix 2)

This document represents a formalised agreement with the volunteer in terms of times committed to voluntary work, tasks to be undertaken and an assurance to observe Equal Opportunities and Health and Safety policies.
It particularly highlights the expectations of the volunteer in promoting and supporting the aims and objectives of Emmaus Bolton and emphasises compliance with issues of confidentiality.
The supervisor/manager is expected to reinforce all aspects covered in the "Volunteers Agreement” and ensure that it is fully understood.

11.4
Task Specification
11.5.
Volunteer Application Form. (attached as Appendix 3)
APPENDIX 1

EMMAUS BOLTON VOLUNTEERS' CHARTER

1. Volunteers should have a clear idea of the tasks they are being asked to perform and of the responsibility that goes with these tasks

2. Volunteers should know who is designated as having responsibility for their support and supervision.  Volunteers should have regular access to this person, and the person should ensure that each volunteer is adequately supported.

3. Volunteers will be protected against exploitation of their interests, both as individuals and as volunteers. Volunteers should not be put under any moral pressure to do work which goes against their principles.

4.
Volunteers will be adequately protected against any risks which may arise from doing voluntary work; and appropriate health and safety information will be provided.

5.
Volunteers are covered by appropriate Liability Insurance.

6.
Volunteers are entitled to receive out of pocket expenses and will be provided with appropriate equipment/tools/materials to enable them to carry out their tasks.

7.
The relationship between paid workers and volunteers should be complementary and mutually beneficial.  Paid workers in the organisation should be fully aware of the areas of work undertaken by volunteers and of the responsibilities of both themselves and volunteers

8.
Volunteering should be a fulfilling experience. Emmaus aims to provide adequate support and supervision, to enable volunteers to develop, expand and change their area of work, if appropriate

9.
Individuals will be given the opportunity to carry out voluntary work regardless of race, gender, class, disability, sexual orientation, religious or cultural beliefs.
10.
If a volunteer has any concerns about any aspect of the work of Emmaus an opportunity for private discussion will be provided.

APPENDIX 2
EMMAUS BOLTON VOLUNTEER AGREEMENT

As a volunteer with Emmaus Bolton.

I agree to the following:

1
To volunteer on the following days/times as specified below:


(alterations to these hours can be agreed as necessary).

2.
To carry out the tasks as listed in the Volunteer Handbook. 

3.
To support the aims and objectives of Emmaus Bolton
4.
To observe the Equal Opportunities Policy and Health and Safety Policies and procedures.

5.
To attend Volunteers' Meetings.


6.
Confidentiality

To comply with procedures relating to confidentiality as follows:

I understand that as part of my duties I may have access to confidential information about Companions, trustees, members of staff, or other volunteers.

I agree to divulge such information only to those persons whom I am informed are authorised to have access to this information; if I am in doubt I will seek advice from the General Manager.
Failure to comply with this requirement may result in the termination as a volunteer.

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

Please print name: ………………………………………………………………………………

For Emmaus Bolton: ……………………………………..Date:……………………………..
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