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                        brought to you by the Dublin City North Volunteer Centre
                                                                                         a local service of
Workshop 3 – Volunteer Policies    29th July 2009
Group Work Questions
For discussion during breakout session
The points noted here are suggested guidelines to consider when answering these questions for yourself in your own organisation. We hope that the conversations today and discussions arising in your break out group will inspire you to take these points further.

Please don’t hesitate to contact the Volunteer Centre if you would like to explore any of these areas. 

A
1. What are the Steps to writing a Volunteer Policy?
· Research

· Consultation

· Writing it and getting it approved

· Distributing and Implementing

· Evaluation

2. What can an organisation do to encourage volunteers to Comply with their Volunteer Policy?
· Sensitive wording

· State the ‘why’

· Make compliance easy

· Make policies accessible

· Communicate policies at every opportunity

· Signed Agreement
3. What are some of the issues a volunteer policy might cover?
· Why do you involve volunteers

· Who is defined as a volunteer in your organisation

· Does everyone have the right to volunteer at your organisation (what about eg. Minimum age, students on placement, staff working overtime, your own client group?

· Will your organisation allocate sufficient resources to volunteer development (including a VCordinator)

· Representation in decision making process

· Access to information/confidentiality issues

· Conflict of interest issues

· Use of organisational affiliation / speaking on behalf of org

· Relationship between vols and client group

· Relationship between vols and paid staff

· Relationship between vols and scheme staff

· Recruitment (what are appropriate methods? Who is responsible?)

· Role Descriptions and Person Specifications (what will they do? What level of service will they be providing? Is there a time limit?

· Application Process (forms, interviews, references, Garda Checks, checking professional qualifications)

· Placement, probation/trial, acceptance/appointment

· Training (induction/orientation and other training)

· Working conditions for volunteers

· Support, Supervision, Recognition, Review/Evaluation of volunteers

· Expenses and other financial issues

· Insurance

· Volunteer records and other administrative issues

· Attendance and absence

· Dress/behavioral code

· Dealing with problems (industrial action, discipline and grievance, dismissing volunteers etc)

· How do other policies affect volunteers (eg. Health and safety, equal opportunities)
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