SAMPLE HEADINGS FOR A VOLUNTEER CODE OF PRACTICE

Having a Policy or Code of Practice for volunteers within a Project can be useful and helpful for setting standards and ensuring that  everyone understands their role. Whilst Directors on the VBOM will have some direction on how they should conduct themselves from their Articles of Association and Memorandum which comes with the Ltd Company, this is often written in language that is not easy to understand. In addition volunteers working in a Project need to understand the work of the organisation and the ethos behind that work and be prepared to sign up to that if they are interested in volunteering. The following headings could be used and adapted in developing a Volunteer Policy depending on whether it is for new VBOM members or for people who wish to help out on a voluntary basis

	FOR DIRECTORS ON THE VBOM

	FOR VOLUNTEERS WORKING IN THE CENTRE


	· Information about who funds the Project;

· An outline of the key areas of work of the Project and the values the organisation works from;

· An outline of Internal Accountability Structures;

· Terms of reference of all Sub-groups;

· Summarised information from the Articles of Association on the regulations of the Board, for example, how VBOM Members are selected and how long they can stay in office etc.;

· Procedures for dealing with difficulties or conflicts of interest;

· Induction of new members;

· An outline of how skills of outgoing directors can be transferred to new directors.

· An expected Code of Conduct and ethics, as well an outline of the consequences if this is breeched. This should also require a signature of agreement.


	· Information about who funds the Project;

· An outline of the key areas of work of the Project and the values the organisation works from;

· An outline of who each volunteer is accountable to;
· A clear description of areas of responsibility and who each volunteer is accountable to;
· Procedures for dealing with difficulties or conflicts of interest;

· Induction process for volunteers;

· An expected Code of Conduct and Ethics, as well an outline of the consequences if this is breeched. This should also require a signature of agreement.
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