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INTRODUCTION
The ......................... believes that volunteers play a critical role in the success and development of the organisation.  The Voluntary Board of Management (VBOM) comprises of volunteers who use their own particular experience and expertise in a collective manner to govern the organisation. The VBOM have an agreed code of practice, a defined role and areas of responsibility which are all outlined in the Ltd Company’s Articles of Association and Memorandum. Voluntary Directors of the Board are legally required to adhere to these.

There may also be members of the community who give of their time voluntarily to work within the Family Resource Centre.  The organisation views volunteers who offer there time as a major resource and who make a vital contribution to the overall work of the centre. However, ................................ also recognises that the role of volunteers is to compliment and not to replace the role of paid staff. The ............................is therefore committed to ensuring that volunteers  at all levels within the organisation are provided with the information, training and support necessary to gain a valuable experience from volunteering there time.

In addition, the ................................... is committed to building positive working relationships with volunteers. This relationship is to be founded on mutual respect and valuing the experience and skills which volunteers bring to the organisation. Every effort will be made to provide opportunities that will enhance and develop those skills and create the potential for volunteers to take up further training and / or employment opportunities.
The purpose of this Volunteer Policy is to provide overall guidance and direction to other volunteers who are giving of their time to work within the centre. The Policy applies to all volunteers working within ......................... at all times. 

1. WHAT IS A FAMILY RESOURCE CENTRE (FRC)











2. THE ....................FRC’s VALUES, AIMS AND KEY AREAS OF WORK.

2.1 Mission statement  

2.2 Vision Statement 

2.3 Equality statement

	2.4 STRATEGIC AIMS / KEY AREAS OF WORK

	STRATEGIC AIM No 1:  
	STRATEGIC AIM No 2:  

	KEY ACTIONS INCLUDE:

	KEY ACTIONS INCLUDE:


	STRATEGIC AIM No 3:
	STRATEGIC AIM No 4:  

	KEY ACTIONS INCLUDE:

	KEY ACTIONS INCLUDE:

	STRATEGIC AIM No 5:
	STRATEGIC AIM No 6:  

	KEY ACTIONS INCLUDE:

	KEY ACTIONS INCLUDE:


	STRATEGIC AIM No 7:  


	KEY ACTIONS INCLUDE:



3. COMMUNITY DEVELOPMENT APPROACH

There is a long history of community development work in Ireland and this has led to the understanding that we live in a society that is not equal, creating greater levels of disadvantage for some communities. This is not the fault of individuals but the way that society is structured. The Family Support Agency recognises that some families, individuals and communities do not have equality of access to education, economic wealth, health care, services and facilities and decision making. This is why Family Resource Centres are placed in areas that experience high levels of disadvantage and struggle as a contribution to try and address the inequalit
“Community development is about promoting positive change in society in favor of those who usually benefit the least. However, it is not just about making concrete changes in the quality of people’s lives. It is also about how this is done i.e. both task and process are important……..community development involves the inclusion of local people, most especially those who experience disadvantage, in making changes they identify to be important and which put to use and develop their own skills, knowledge and experience”. 


[image: image1]
4. HOW VOLUNTEERS WILL BE RECRUITED
4.1  General practice 
The VBOM of ............................ is committed to ensuring that procedures and practice used in the recruitment and selection of volunteers are fair, consistent and effective.  

4.2  Role Description 
Prior to any volunteer assignment or recruitment effort, a role description will be developed for each voluntary role. This will include, title of the volunteering role, starting and finishing dates, hours and place of work, name of the designated Line Manager and details of tasks to be undertaken. 

4.3  Person Specification 
A person specification for each volunteering role will be developed that outlines the type of volunteer the organisation is looking for and identifying any skills or attributes that are deemed essential or desirable for the role. 

This will be used in the recruitment process to:

· Help Volunteers assess if they have the necessary qualities; 

· Outline what is needed for the role; 

· Provide an objective way of determining volunteers suitability; 

· Help identify training needs. 

4.4  Recruitment
Recruitment campaigns will be specific and targeted, using advertising avenues which are suitable for the roles required to be filled. Volunteers are recruited in accordance with ........................ Recruitment Policy and Procedures. 

4.5  Application 
Prospective volunteers are expected to complete the ..........................Application Form whether responding to an advertisement for volunteers or applying speculatively. 

4.6 Interview Process 
Suitable candidates will be invited to attend for interview. The interview will be conducted in line with best practice and the organisations Interview Policy and Procedures. Records of the process will be maintained. 

4.7 Appointment 
Formal appointment will be made only after necessary reference checks are taken up and be subject to Garda Clearance. Offer of a placement will be made in writing and acceptance is required in writing. 

4.8  Volunteer Agreement 
All volunteers will be required to sign a  Volunteer Agreement. The purpose of this agreement is to outline the terms of engagement and to underline the commitment of volunteering on the part of both the ....................... and the volunteer. 

4.9 Trial Period 
All placements are subject to a specified trail period. During this period volunteers will be supported and guided to understand all elements of the work assigned to them. There will be a formal review after one month and again after three. If there are difficulties which have been identified and not improved on the volunteer may be assigned to a more appropriate task or their service terminated. 

4.10 Exit Interview
Where possible, an exit interview will be undertaken with any volunteer who is leaving the organisation, either because they have reached the end of their agreed placement time or for any other reason. Interviews will cover how the volunteer found working within ............................and any suggestions they would give the organisation to improve the way it operates or supports volunteers.
4.11 Out of Pocket Expenses
The cost of volunteering should never be allowed to discourage volunteering. The .............................will reimburse any out of pocket expenses that the volunteer may incur while undertaking their voluntary work for the organisation. Current rates and procedures for claiming expenses are outlined within the Policies and Procedures of the ......................... and are applicable to both staff and volunteers. 

4.12 Insurance 

Insurance is provided by ............................ to cover all volunteers working on behalf and at the direction of the ...........................

5. ACCOUNTABILITY AND CODES OF CONDUCT

5.1  Garda Clearance
The ................................... is committed to ensuring that Project Users come into a safe, welcoming and friendly environment. All volunteers (and paid staff) who apply for positions within the Centre will therefore be offered positions subject to Garda Vetting and Clearance. 

5.2 Who the voluntary worker is accountable to

Volunteers working within the Centre will be allocated a direct Line Manager who will:

· Undertake their Induction Process;

· Assist in the process of volunteers understanding their role;

· Provide regular peer and individual support as required;
· Be available for answering queries in relation to the role or address concerns.
5.3  Rights of volunteers
The .................................. recognises that volunteers have rights and should be treated with equality and respect within the organisation which is committed to ensuring that volunteers:

· Know what is expected of them and have a clear role description and service agreement;

· Understand who they are accountable too;

· Be informed about the organisations policies and procedures;

· Have a safe working environment;

· Be covered by the organisation’s insurance;

· Be covered for out of pocket expenses;
· Be treated fairly and without discrimination;

· Have access to training or further professional development where possible;

· Be consulted on issues which effect what they do;

· Be treated as part of the overall team and have opportunities to voice their opinions;

· Have the right to breaks and to take time off;

· Have a reference on leaving the work.

5.4  What is expected of volunteers (Code of Conduct)
Volunteers will be  expected to work within the  aims, values, ethos and expected codes of conduct that are outlined in the .......................................Policy and Procedures, each volunteer will be expected to sign a Service Agreement with the Centre stating that they will:

· Carry out their tasks in a way which corresponds with the ethos and aims of the Centre;

· Respect the confidentiality of the Centre and the people who use it;

· Work as part of team and respect other members of staff and volunteers;
· Respect the human rights of others and operate within the organisations anti-racist and anti-discriminatory policies and practice;

· Carry out their task with regard to the health and safety of others;

· Attend training and / or support sessions as requested;

· Inform the designated Line Manager if there is a problem with turning up to agreed hours of work within the Centre;

· Be involved with ongoing review and planning as appropriate within the organisation.

5.5 Relationship with paid staff
· Volunteers will be expected to work as valued member of the team in conjunction with paid staff;
· The roles of paid staff and volunteers will be  complementary and mutually supportive;
· Volunteers will also be given clear information on the roles and remit of paid staff;
· Volunteers will not be engaged in times of industrial action should it arise in relation to paid staff. They may continue with their regular work and will not be asked to take on any additional duties;
· All volunteers (as outlined below) will be designated a direct Line Manager, who will be a paid member of staff, with whom they are accountable to and who they can talk to about concerns or issues in relation to their role or their work.
6.  INDUCTION & ACCESS TO ONGOING TRAINING AND SUPPORT
6.1 Induction

All volunteers will receive an induction when they begin their voluntary work within the .................... This will consist of general induction to the organisation as well as specific orientation on the purpose and requirements of the volunteering role. 

6.2 Training

Volunteers will receive initial and ongoing on the job training to provide them with the information and skills necessary to perform their tasks well. The training will be appropriate to the demands of the work and the needs and capabilities of the volunteer. 

Volunteers will also be encouraged to identify training courses, seminars, conferences etc., which will help them to perform their roles and enhance their personal development. Request for financial assistance towards the cost of such training can be made in writing to the Staffing Sub-group of the VBOM. 

6.3  Support and Supervision

The .........................endeavors’ to provide the support necessary to encourage and empower the volunteer to make a meaningful contribution and gain significant benefits from their voluntary work within the organisation. Support forms part of the regular supervision session which will provide volunteers with a safe setting in which to express them selves and discuss how they feel about their role within .....................
Each volunteer will be assigned a direct Line Manager who will establish regular support and supervision meetings for each volunteer and be responsible for the day to day management of the volunteer. This is seen as a necessary structure in supporting the volunteer within their role. 

These Supervision Meetings will provide an opportunity to review the work based on the agreed role description. They will:

· Review performance of the volunteer;

· Identify any changes required in work style;

· Seek suggestions from the volunteer on means of enhancing the volunteers experience within the ...........................; 

· Convey appreciation to the volunteer;

· Ascertain the continued interest of the volunteer, in volunteering within the organisation and provide an opportunity to identify and agree future actions/targets. 

7. PROCEDURES FOR DEALING WITH DIFFICULTIES
7.1  Difficulties arising with the work of the volunteer 

Volunteers who do not adhere to the organisations policies and procedures or who consistently fail to perform their volunteer assignments satisfactorily may be subject to dismissal. No Volunteer’s involvement will be terminated until the volunteer has had an opportunity to discuss the reasons for possible dismissal with their direct Line Manager and / or a member of the Staffing Sub-group. Grounds for dismissal include gross misconduct, breach of confidentiality, failure to adhere to the ...........................Policies and Procedures and failure to complete duties to a satisfactory standard.
7.2   Difficulties arising for the volunteer with the organisation
Where volunteers have a grievance about any aspect of their work, they must first discuss the issue with their director Line Manager. The Line Manager will consider the issue and decide on the most appropriate course of action. If the volunteer is unhappy with the decision, the matter can be referred to the Staffing Sub-group in writing. The decision of the Staffing Sub-group will be conveyed in writing   and will be final.    

8. SAMPLE VOLUNTEER APPLICATION FORM
NAME:  _______________________________________________________
ADDRESS:_____________________________________________________________________________________________________________________________________________________________________________
TELEPHONE: __________________________________________________
EMAIL:  ______________________________________________________
APPLICATION FOR THE ROLE OF:

____________________________________________________________
PREVIOUS VOLUNTARY EXPERIENCE:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	REFEREE NO 1


	REFEREE NO 2

	Name:

Address: 

Tel No: 

Email: 


	Name:

Address: 

Tel No: 

Email: 




SIGNATURE: _____________________________  DATE: _______________________
9. SAMPLE VOLUNTEER SERVICE 

AGREEMENT FORM

NAME:  _______________________________________________________
ADDRESS:_____________________________________________________________________________________________________________________________________________________________________________

TELEPHONE: __________________________________________________

EMAIL:  ______________________________________________________

VOLUNTEERING FOR THE ROLE OF:

____________________________________________________________

ROLE DESCRIPTION:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

NUMBER OF DAYS PER WEEK: ______________________________________
FROM:  _____________ TO: ______________ TOTAL HRS: _______________
WHO  VOLUNTEER IS ACCOUNTABLE TO:

____________________________________________________________
I AGREE TO BE ACCOUNTABLE TO_________________________FOR MY VOLUNTEER WORK WITHIN THE ................................. AND TO ABIDE BY THE CODE OF PRACTICE FOR VOLUNTEERS, THE CENTRE’S ETHOS, VALUES, CONFIDENTIALITY AND GOOD PRACTICE POLICIES AND PROCEDURES.

SIGNED: _______________________________
DATE: _________________________________
THE ............................................ AGREES TO FOLLOW ALL PROCEDURES LAID DOWN IN RELATION TO THE RECRUITMENT AND TREATMENT OF VOLUNTAREY WORKERS WITHIN THE CENTRE.

SIGNED: _______________________________
                   (On behalf of the Centre)

DATE: _________________________________
DEPT. COMMUNITY, GAELTACHT & EQUALITY AFFAIRS AFFAIRS





FAMILY SUPPORT AGENCY


(FSA) 


ESTABLISHED 2003, FUNDS FAMILY RESOURCE CENTRES & HAS 3 OTHER KEY AREAS OF WORK





Resources


for Counselling
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FAMILY AND COMMUNITY SERVICES RESOURCE CENTRE PROGRAMME 





Research into Family issues / advising the Minister





Family


Mediation


Service





107 FRC’S


SET UP AROUND THE COUNTRY


IN COMUNITIES


EXPERIENCING


DISADVANTAGE





NATIONAL


FRC FORUM





2 REGIONAL SUPPORT AGENCIES


Set up to provide and deliver day to day support, advice, training, conflict resolution and carry out monitoring of each Project.


Project contracted to work with designated agency.





8 REGIONAL


NETWORKING FORA





4 SPECIALIST SUPPORT AGENCIES








The aim of a Family Resource Centre is to help combat peoples experience of disadvantage by supporting the function of the family unit through:


Provision of services and supports; education / training opportunities; childcare and after schools supports, supports for parents / lone parents, older people, community groups, provide information and referral, counselling services, influence policy and support collective action.





4.1  Working with people who


experience disadvantage lack of opportunity and or discrimination / inequality.





4.5  The development of good working relationships / partnerships between the community, other agencies and organisations for the benefit of the community.





4.3  Building the capacity, skills and knowledge of local people to bring about effective change in their own community.





4.2  Social change, justice, fairer distribution of resources, power and influence.





4.4  Tackling issues through participation in collective action, consultation, involvement, empowerment and inclusion.





4.6  How everyone works together is the PROCESS…..what gets improved as a result is the TASK.





COMMUNITY DEVELOPMENT PRINCIPLES ARE ABOUT….








