



1. Policy Statement

1.1. Casadh is committed to a consistent and supportive approach to volunteers that best meets the needs of the service user, the volunteer and the needs of the organisation.  

2. Purpose

2.1. This policy has been produced to provide guidance on all aspects of volunteering within Casadh.

2.2. It aims to ensure that there is a positive and mutually beneficial volunteering arrangement and that volunteers are properly recruited and well managed.

2.3. It also provides guidelines for the management of any risks or issues that may arise.  

3. Scope

3.1. This policy applies to all volunteers within Casadh from members of the management committee to workers.  

3.2. To volunteer with Casadh, all volunteers will be over the age of 18.

4. Principles

4.1. Casadh will consider involving anyone as a volunteer.  Individuals must, however, be able to demonstrate a commitment to the aims of the organisation and will only be taken on if their needs as volunteers match the needs of the organisation.  No person who has a conflict of interest with any aspect of the organisation will be accepted as a volunteer.  

4.2. Casadh may, at any time, and for whatever reason, decide to terminate volunteers’ relationships with the organisation.  Similarly, volunteers may at any time, and for whatever reason, decide to terminate their relationship with Casadh.  Notice of such decisions should be communicated at the earliest opportunity, preferably in writing.

4.3. Casadh affirms the rights of the volunteer:

4.3.1. to be given meaningful work to do that has been through discussions between the organisation and the volunteer

4.3.2. to know what is expected from them 

4.3.3. to be offered appropriate training 

4.3.4. to be thanked and have their voluntary contribution recognised 

4.3.5. to receive supervision and support 

4.3.6. to know who to go to if there is a problem 

4.3.7. to be reimbursed for out-of-pocket expenses incurred when volunteering 

4.3.8. to make mistakes and learn from them 

4.3.9. to be made aware of any disciplinary and grievance procedures 

4.3.10. to be treated fairly and not to experience discrimination 

4.3.11. to have safe working conditions, including insurance cover 

4.3.12. to be informed about, and given the opportunity to play an active part in, the organisation as a whole 

4.3.13. to be able to say 'no' and to leave without feeling guilty 

4.3.14. to be consulted with and kept informed of changes within the organisation.

5. Inclusion Policies for Volunteering (see Equal Opportunities Policy)

5.1. Casadh is committed to ensuring that volunteers will not be treated less favourably on the grounds of gender, marital status, family status, sexual orientation, religion, age, disability, race, or membership of the traveling community.

5.1.1. Former drug and alcohol misusers should not be discriminated against.  Applications will need to be considered on an individual basis taking into account the type of work the individual will be undertaking and the supports and structures required to facilitate this.  The principle of ensuring that the individual is competent to do the job will be an important consideration in what tasks and supports are offered and provided.  Services should state clearly the expectations they have for their volunteers, noting the organisations policy on drug and alcohol on the workplace.

5.1.2. Refugees and Asylum Seekers who have eligibility to live in Ireland, but not to work in Ireland are allowed to volunteer. They are also allowed to receive reasonable out-of-pocket expenses incurred in the course of volunteering if this is the organisations policy.

5.2. All volunteers should be appropriately vetted.  Having a criminal record should not automatically exclude someone from volunteering (see Garda Vetting Policy).  Recruitment decisions should take into account the individuals potential for change and reflect balanced judgement.  An objective assessment should be held which considers  and recognises:

5.2.1. The individuals abilities, skills, experiences and qualifications;

5.2.2. The nature of the conviction and its relevance  to the job;

5.2.3. The length of time since the offence took place;

5.2.4. The risk to the service users, employees and organisation;

5.2.5. Training which may have occurred while the individual was in prison.

6. Volunteer Management Procedures

6.1. Volunteer personnel records will be kept and they will be accorded the same confidentiality as staff records.

6.2. Casadh respects the volunteer’s right to privacy and confidentiality. In turn, volunteers are responsible for maintaining the confidentiality of all privileged information to which they are exposed while volunteering.  

6.3. Volunteers should be familiar with and work in line with Casadh policies and procedures.   Policies that are relevant will be made available to the volunteer by the organisation.  Volunteers are expected to work within the organisations Code of Conduct.

6.4. Volunteers are provided with appropriate work sites and will have access to space, equipment and facilities necessary to effectively fulfil their duties.

6.5. Working hours will be negotiated with the line manager and agreed in writing.  If the volunteer can not fulfil these arrangements then as much notice as possible should be provided.

6.6. Volunteers should be reliable and punctual, and appearance should be appropriate for professional relations.

7. Volunteer Recruitment and Selection

7.1. Volunteers are recruited in accordance with Casadh's policy on Equality of Opportunity.  All volunteers are required to provide a C.V.

7.2. Suitable candidates are invited to attend an informal chat with the Project Manager, to ascertain their interest in and suitability for the role.  All unsuccessful candidates are thanked for applying and encouraged to reapply for other volunteering opportunities.  Written records of all interviews are kept. 

7.3. All potential volunteers will be asked to complete a garda vetting background check (Commensurate with the position)  Other checks may also be completed (for example professional qualifications).

7.4. Formal appointments are made only after the role description has been agreed and all necessary checks have proved acceptable.  

7.5. All volunteers are subject to an initial trial probation period of 3 months.  At the end of this, the Project Manager will meet with the volunteer to discuss their suitability for their role.  Volunteers may continue in their current role, be reassigned to a more suitable role, or be asked to leave.

7.6. All volunteers should be given a clear and accurate description of the tasks and responsibilities they are expected to perform (role description).  This must include;

7.6.1. a title of the volunteering role, 

7.6.2. starting and finishing dates, 

7.6.3. hours and place of work, 

7.6.4. name of supervisor, 

7.6.5. tasks to be undertaken.  

7.7. The role description may be amended in joint agreement with the volunteer and the line manager.  A copy of the final version must be given to the volunteer before commencing voluntary work as it will be used in supervision and evaluation sessions.  Role descriptions must define a time limit for voluntary involvement, after which time they are reviewed, and updated if appropriate.

7.8. In the unusual event that there are volunteers under 18 years of age (Youth Volunteers), they must have written consent of a parent or guardian before volunteering. Students volunteering for their school must submit school name and contact information before volunteering.  Consideration should be given to the specific tasks for youth volunteers to ensure that are engaged in low risk activities and fully supervised, and that they are covered through insurance.  

8. Volunteer Training and Development

8.1. All volunteers should receive an induction process, on the organisation and the requirements of their role.  This should be delivered by Project Manager or direct manager.

8.2. Volunteers are encouraged to identify training courses, seminars, conferences, etc, which help them to perform their roles better and which would aid their personal development.  Approval to undertake such training must be given by the manager and this will only be done if sufficient funds are available.  All volunteers are required to submit a short report outlining the course or meeting attended.  

9. Volunteer Supervision and Evaluation

9.1. Each volunteer must have a clearly identified supervisor who is responsible for their day-to-day management.  

9.2. When not available to work, volunteers should inform their direct manager as soon as possible, so that alternative arrangements can be made.  

9.3. Volunteers and their supervisors should meet monthly to review their work, based on role descriptions.  

9.4. If appropriate, corrective action may be taken following evaluation sessions.  Examples include the organisation of training for an identified training need, the reassignment of a volunteer, or the dismissal of a volunteer. In such instances volunteers will be provided with a written corrective action plan.

9.5. Volunteers who do not adhere to the organisation’s rules or who fail to perform their volunteer assignments satisfactorily may be subject to dismissal (see organisational dismissal policy).  The procedures for dismissal of a volunteer are similar in nature to those for dismissal of an employee, and grounds for immediate dismissal may follow gross misconduct. 

9.6. Volunteers must seek prior approval from their supervisor before undertaking anything which might significantly affect the organisation.  This includes, but is not limited to, statements to the press, joint initiatives with other bodies, and agreements involving contractual or financial obligations.

9.7. If a volunteer feels they are being unfairly treated, they have the right to proceed with a grievance in line with the organisations grievance policy.

10. Volunteer Expenses

10.1. The cost of volunteering should never be allowed to discourage volunteering. Volunteers will be reimbursed for out of pocket expenses incurred directly as a result of their volunteering activity.  Expenses include:

10.1.1. public transport to and from the service.

10.1.2. mileage allowance for travel agreed in advance with the manager 

10.1.3. lunch is provided.

10.1.4. exceptional costs agreed in advance with the manager 

10.1.5. specialist protective clothing or other essential equipment.

10.2. The following procedures should be used for claiming expenses:

10.2.1. costs can only be reimbursed for receipts submitted 

10.2.2. volunteers must submit an expenses form to the manager for approval

11. Volunteer Support and Recognition

11.1. The time and  contribution of volunteers is important to the organisation, and will be acknowledged through the following formal mechanisms as well as on an informal basis:

11.1.1. Volunteer profiles in newsletters / website

11.1.2. Volunteer days / lunches etc

11.1.3. Training opportunities.

12. One-off Volunteer Opportunities

12.1. Volunteer placements for a one off activity such as at a fundraiser event or one off activity will not be subject to all the recruitment procedures outline in sections 7 to 9.

12.2. All one-off volunteers will be expected to:

12.2.1. Read and adhere to the organisations code of conduct

12.2.2. Read and adhere to the organisations confidentiality policy

12.2.3. Read and sign the Volunteer Agreement form

12.2.4. If participating in a fundraising event, one-off volunteers should read and adhere to the organisations fundraising policy.

12.2.5. Complete a volunteer form which includes an outline of what is expected, and what the volunteer may expect in return.
12.3. Any volunteer, even a one-off volunteer working with children, will be expected to be garda vetted according to the organisations garda vetting policy.

Appendix 1

Volunteer Agreement 

Volunteers are an important and valued part of Casadh. We are committed to a consistent and supportive approach to volunteers that best services the needs of the service user, the volunteer and the needs of the organisation.  


This agreement tells you what you can expect from us, and what we hope from you. 

We, Casadh affirm your right:

· To be given meaningful work to do 

· To know what is expected from you 

· To be offered appropriate training 

· To be thanked and have your voluntary contribution recognised 

· To receive supervision and support 

· To know who to go to if there is a problem 

· To be reimbursed for out-of-pocket expenses incurred when volunteering 

· To be able to make mistakes and learn from them 

· To be made aware of any disciplinary and grievance procedures 

· To be treated fairly and not to experience discrimination 

· To have safe working conditions, including insurance cover 

· To be informed about, and given the opportunity to play an active part in, the organisation as a whole 

· To be able to say 'no' and to leave without feeling guilty 

· To be consulted with and kept informed of changes within the organisation.

I, ________________________________, agree to do my best:

· To help fulfil Casadh's aims and objectives. 

· To perform my volunteer role to the best of my ability 

· To give as much notice as possible whenever I cannot volunteer when expected 

· To follow Casadh's rules and procedures, including health and safety, equal opportunities and confidentiality

· To abide by the organisation’s code of conduct.

Casadh may, at any time, and for whatever reason, decide to terminate volunteers’ relationships with the organisation.  Similarly, volunteers may at any time, and for whatever reason, decide to terminate their relationships with Casadh. Notice of such decisions should be communicated at the earliest opportunity, preferably in writing.

 Note: this agreement is in honour only and is not intended to be a legally binding contract 
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