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Name ____________________________

Introduction

Manchester Deaf Centre exists to deliver positive services for Deaf and hard-of-hearing people and to promote independence, rights and deafness as a culture.

This is achieved through:

· Education, health, training, leisure, information, advice, communication support and other services.

· Responding to the diverse needs of the deaf community including different language preferences.

· Representation of the Deaf community to the wider community.

· Campaigning in the wider community.

· An accessible facility as a focus for Deaf people in Manchester and the surrounding area.
Purpose of Document

· To provide a foundation on which our involvement of volunteers will be based.

· To offer staff a step-by-step guide for how to involve members of the local community in our work.

· To give a cohesive and consistent set of guidelines to ensure that volunteers are fully supported during their volunteering.
· To help ensure fairness and consistency when involving a diverse group of people.

· To ensure that volunteers know where they stand. They will know what they can expect and where they can turn to if they feel things are going well or wrong.

· Being able to refer to a written policy ensures that decisions are not made on an ad-hoc basis and that all volunteers are treated equally and fairly.

Volunteer Co-ordinator

To source and register volunteers to organisation and arranging DBS checks. Roles and responsibilities are to:
· Recruiting and inducting new volunteers, through to the stage where volunteers feel confident and comfortable in their role.

· Introducing volunteers to project co-ordinations who provide one-to-one support
· Be a contact person for safeguarding issues

· Identifying and developing areas of opportunities within Manchester Deaf Centre, which can create more opportunities for volunteering.

Definition

A 'Volunteer' is defined as someone who commits time and energy for the benefit of others, who does so freely, through personal choice and without expectation of financial reward, except for the payment of actual out of pocket expenses.

Why Include Volunteers?

There are many reasons to involve volunteers. These include:
· Bringing a different perspective to our work, often one that reflects the views of the local community.

· Bringing credibility to our organisation – giving their time for free suggests that the work must be of value.

· Helping to extend services we currently offer.

· Bringing a fresh approach, which includes diversity of knowledge and experience.

Recruitment

A variety of cultural sensitive approaches will be used to recruit volunteers to encourage a wide range of people from different backgrounds. We will:

· Raise awareness of volunteering opportunities through local voluntary/community groups and organisations.

· Display posters within the Centre.

· Use personal contact networks.

· Use internet sites including our own site, deafuk.org and deafok.com.

· Use email networks.

· Use flyers and distribute them to local shops, student’s unions, other voluntary organisations and libraries.

· Use Student Community Action at Manchester and Salford Universities and CoMMUni at Manchester Metropolitan University.

· Use the Deaf Centre’s membership list to publicise volunteering opportunities.

A role description and skill set will be written for each volunteering opportunity. A sample is included as Appendix 1 of this policy.

Selection and Screening of Volunteers

It is essential that our system for recruiting volunteers is transparent and robust. From the perspective of the potential volunteer, it should be seamless.

Anyone wishing to be a volunteer shall be interviewed by the Volunteer Co-Ordinator initially then informally by the staff member who will be responsible for their day-to-day supervision and a Centre user. They will be judged against the criteria on the skill set.
A criminal records check with the DBS will be applied for volunteers where necessary.
Induction and Training of Volunteers

There will be an induction prepared and delivered by the nominated staff member. This will include:
· A show around the building, including fire exits and emergency procedures. 

· The role of the volunteer.

· Essential procedures, i.e. signing in, possible rotas etc.

· Induction training and details of any possible ongoing training.

There will be a 6 week trial period, extendable to 20 weeks where further issues are identified and need to be resolved. This will give Manchester Deaf Centre and the volunteer time to discover if they are suited to each other.

Expenses

We value our volunteers and want to ensure that as far as possible, there are no financial barriers to volunteer involvement. Out-of-pocket expenses, including expenses for travel and some meals, if required, will be reimbursed. Our reimbursement policy is outlined below. 
Claiming Process

Volunteers have a 2 month period from the date they incurred the expense, to make a claim for reimbursement, using a standard expense claim form, which is available from and authorised by the volunteer co-ordinator (Annie Roberts). 

Expenses are reimbursed via direct transfer to a bank or building society account. For this we have a standard form you will need to complete. We will need your bank details so that we can transfer the money directly.
Travel Expenses 

As Manchester Deaf Centre is a charity, and would like to minimise our costs, we ask all volunteers to try and use the cheapest travel option available. 

1) For volunteers who live within Greater Manchester, (see attached map for details) we will reimburse travel expenses, as follows;

· Train – The ticket will need to be shown and photocopied for evidence.

· Bus – The ticket will need to be shown and photocopied for evidence. We will reimburse the amount of a day-rider for the day you volunteered. If you volunteer more than twice within a week, then the full cost of a weekly rider can be reimbursed.
· If you use private transport the approved mileage rates are:-
Cars and vans – 40p per mile (please see below map of approved areas to claim for mileage. Unfortunately we cannot pay over £5 mileage for outside these areas)
Motorcycles – 24p per mile.


We unfortunately cannot pay for car park expenses.
2) For volunteers who live outside of the Greater Manchester area, we will only pay a flat rate contribution of £5 towards travel expenses. Evidence of travel will still be required.

Meal Expenses 

If volunteering for 3 hours or more over a recognised meal time, then the cost of a meal may be claimed. A receipt will be needed and the claim must be authorised by the volunteer coordinator. We are prepared to reimburse up to, but no more than, £5.00 per meal.

Greater Manchester

The boroughs referred to in part 1 of this policy include; Manchester City Council, Trafford, Salford, Wigan, Bolton, Bury, Rochdale, Oldham, Tameside, and Stockport. Please see map below.


We encourage all volunteers to use public transport if possible to reduce costs.

Support

It is essential that volunteers are made to feel welcome and that their contribution is recognised.

· A nominated member of staff will be identified to offer direct support to each volunteer. All staff will be expected to support volunteers where they are able.

· The nominated member of staff will agree specific times to meet and give support to volunteers. This will be more regular during the probationary period and, thereafter, every 2-3 months.

· Where a volunteer requests a specific meeting, the nominated member of staff will arrange to see them as soon as is practicable after the volunteer request.

· It is essential that the volunteer knows what is expected of them and works within the boundaries of their Volunteer Agreement and role description at all times.

Insurance

Manchester Deaf Centre covers all volunteers through insurance policies whilst they are on the Centre’s premises or engaged in any volunteering on the Centre’s behalf.
Confidentiality

The Centre’s requires that all staff, members of the Board and volunteers observe our confidentiality policy, which will be supplied to you during your induction.

Working With Vulnerable Adults and Providing (One to One) Low-Level Support.

Most of our volunteering roles here at Manchester Deaf Centre require volunteers to support service users within a group environment, where intervention, advice and guidance are very minimal. 

Due to the development of a new ‘Drop-In’ session in January 2011, that will offer Deaf service users the opportunity to access information and signposting, volunteers in this project will be required to provide low-level support on a One-to-One relationship. 
To effectively undertake the role (and responsibilities) within this kind of project, volunteers will need to be aware, and agree to the following;
· To understand their boundaries as volunteers and be aware of their roles and responsibilities.
· To undertake induction and training for this role and have a positive attitude towards undergoing any other relevant training.

· Through this training, to fully understand, and be aware of the level of intervention and when to signpost service users on to the sensory team or another service. 

· To complete a DBS background check and give details of referee in order for Manchester Deaf Centre to gain a better character profile of the volunteer.

· To be qualified to BSL Level 2, and to be making good progress to achieving the Level 3 qualification.  

Resolving Problems

The relationship between the Centre and its volunteers is entirely voluntary and is not legally binding. However, it is important that the Centre is able to maintain its agreed standards of service to the beneficiaries who use it, and also important that volunteers should enjoy making their contribution to the Centre. To this end, we ask that volunteers sign a Volunteer Agreement, which outline’s expectations of the Centre and the Volunteer.

If your role as a volunteer does not meet with the Association's standards, here is how it will be dealt with:

· Initially a meeting with the nominated staff member who will explain the concerns.

· If this does not resolve the concern then a meeting with the Operations Manager will be convened.

· If this does not resolve the concern then a meeting with a member of the Board will be convened.

· If your volunteering still does not meet with our standards then we shall have to stop using your voluntary services.

At all times you will be able to freely state your case. If you are dissatisfied with any aspect of your volunteering you should:
· Initially explain your dissatisfaction with the nominated staff member.

· If this does not resolve the concern then a meeting with the Operations Manager should follow.

· If this does not resolve the concern then a meeting with a member of the Board should follow.

· If, after this, your dissatisfaction remains unresolved, and we are unable to resolve your grievance, then it would be inappropriate for you to continue to be a volunteer and your volunteering agreement will be terminated.
This volunteer policy is freely accessible to all that require it. This policy is kept in the Manchester Deaf Centre Administration Office and will be made available upon request. It will be reviewed on a bi-yearly basis to adapt or improve it.

Equality of Opportunity.
Manchester Deaf Centre actively implements an Equal Opportunities policy that welcomes and promotes diversity within the volunteering project, and aims to encourage volunteers from marginalised groups. 
Disclosure and Barring Service background checks.

To ensure the health, safety, well being and protection of both the volunteers and service users, some people undertaking a volunteering experience within Manchester Deaf Centre are required to complete a  DBS check. MDC will accept DBS checks for external organsiations if they are in date. 
It is only when working with vulnerable adults (Deaf-Blind group) or children and young people (Youth Group + Baby and Toddler Group), that an (enhanced) DBS will need to be undertaken. All other volunteering allows volunteers to commence as soon as they have been registered as a new volunteer and they have been inducted to their role and the organisation
An enhanced DBS only related to volunteers coming into direct contact with children, young people or vulnerable adults. 
The Rehabilitation of Offenders Act 1974.
For most volunteer roles, this Act makes it unlawful for a volunteering provider to dismiss a potential volunteer or refuse to take on the volunteer because they have a spent conviction.

Once a conviction is ‘spent’, the convicted person does not have to reveal it or admit its existence in most circumstances. The two main exceptions relate to volunteering with children or volunteering with the elderly or sick people.  
If a person wants to apply for a position that involves volunteering with children or volunteering with the elderly or sick people they are required to reveal all convictions, both spent and unspent. 

 Manchester Deaf Centre

VOLUNTEER AGREEMENT FORM

This Volunteer Agreement describes the arrangement between Manchester Deaf Centre and you. We wish to assure you of our appreciation of your volunteering with us and will do the best we can to make your volunteer experience with us enjoyable and rewarding.

Name of volunteer
..................................................................................................................

Address 

..................................................................................................................




..................................................................................................................




..................................................................................................................

Post Code

......................................................................

Telephone
.............................................
Mobile  ..........................................................

Your role as a volunteer is .......................................................................................................

and starts on ..............................................................................

You can expect Manchester Deaf Centre:

1. Induction and Training

· To provide induction on the work of Manchester Deaf Centre, its staff, your volunteering role and the induction and/ or training you need to meet the responsibilities of this role.

2. Supervision, support and flexibility

· To explain the standards we expect for our services and to encourage and support you to achieve and maintain them;

· To do our best to help you develop you’re volunteering role with us.

3. Expenses

· To pay out-of-pocket expenses for travel to and from home and, when the work demands that you are volunteering for a period over 3 hours, meal allowance, agreeing to the conditions mentioned.
4. Health and Safety

· To provide adequate information on health and safety policy.
5. Equal Opportunities

· To ensure that all volunteers are dealt with in accordance with our equal opportunities policy.
6. Problems

· To try to resolve fairly any problems, grievances and difficulties you may have while you volunteer with us;

· In the event of an unresolved problem, to offer an opportunity to discuss the issues in accordance with Manchester Deaf Centres policies and procedures relating to volunteers.
The Volunteer

We expect you:

· To help Manchester Deaf Centre fulfil its objectives;

· To perform your volunteering role to the best of your ability;

· To follow the organisation's procedures and standards, including health and safety and equal opportunities, in relation to its staff, volunteers and users;

· To maintain confidential information of the organisation and of its users;

· To meet time commitments and standards agreed to and to give reasonable notice so that other arrangements can be made when this is not possible;

· To provide details of referees who may be contacted, and to agree to a DBS check being carried out where necessary.
In signing this form, you will agree to Manchester Deaf Centre’s standards of practice and will adopt these in my role. I accept the responsibilities outlined in the attached volunteer role description.

For Manchester Deaf Centre

Signed: .....................................       Name: ........................................   Date ..........................

The Volunteer

Signed: .....................................       Name: ........................................   Date ..........................

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. Neither of us intend any employment relationship to be created either now or at any time in the future.

Volunteer �Policy and Agreement
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