ASD

7 /E.’/ping Hands

Volunteer Policy

M Review Date: 9" March 2027

Registered Charity Number: :1175729



Contents

L L8 fe o [ ST { o o I PPN 3
2. 0Ur Vision fOr VOLUNTEEIING .. cuieiiie e e ce e e e e e en et e s e e sa e s eanens 3
3. PrinCiples Of VOLUNTEEIING ..cuivniiiiiiiie e et e e e e e e e e e e e e e aaneas 3
4. Recruitment and Selection of VOIUNTEErS .....c.ccuiiiiiiiiiiiiiiiiiiiii e, 3
5. References, DBS Checks and Safer ReCruitment.....c.ovvviveiiiiiiiiiiiiiiien s 4
6. VOlUNTEEN ABIBEIMEBNT .. ittt i ittt et e et eetetteeeeneenensnsasnsesnenessrassnensnsnsnseses 4
A [g Yo [ TeauloT aTr=Ta Yo B K =11 o V1o F- PP 4
ST = 10 = o T [P PTN 5
SIS0 o] oJeY adr=Ta Yo ST o T=1 0V F] o) o FSFu 5
O o d o 1= 1T SRR 5
11. Insurance, Health and Safety, Accidents and Risk Assessment ..........ccccvevevenenenenen. 6
LR T: 1 (=T (U= o 1o = SO PPPTPRPN 6
13. Confidentiality and Data Prot@CHioN ......cuiieiiiii e 6
14. Equality, Diversity and INCLUSION ..iuiiiiiiiiic e e e e eae e 7
15. Concerns, Problem Solving and Ending a Volunteer ROle........ccvvviiiiiiiiiiniiiinininnnnns 7
16. Volunteering and Welfare BENefitS ...cc.iuiiiiiiiiiiii e ee e aas 7
L 2= V1= PPN 7

Volunteer Policy 2026-2027
Page 2 of 8



1. Introduction
ASD Helping Hands values the important contribution that volunteers make to the
organisation and to the people and communities we support.

This policy explains how volunteers will be welcomed, supported and treated by ASD
Helping Hands. It is intended to show current and prospective volunteers that the
organisation has taken care to plan volunteer involvement properly and is committed to
treating volunteers fairly, consistently and with respect.

It also sets out what volunteers can expect from ASD Helping Hands and what ASD
Helping Hands hopes for from its volunteers.

2. Our Vision for Volunteering
Volunteering is a valuable way to share skills, experience, enthusiasm and ideas while
meeting new people and making a positive difference.

Volunteers are an important part of ASD Helping Hands and help strengthen our work
across the community. We are committed to creating meaningful, inclusive and
rewarding volunteering opportunities that benefit both volunteers and the organisation.

3. Principles of Volunteering

ASD Helping Hands is committed to ensuring that:
e volunteers are welcomed and valued;
o volunteering complements, but does not replace, the work of paid staff;
e volunteers are treated fairly and consistently;
o volunteers are given appropriate support, supervision and training;

e volunteers are not disadvantaged because of any protected characteristic or
personal circumstance; and

e volunteeringis a positive and mutually beneficial experience.

4. Recruitment and Selection of Volunteers

ASD Helping Hands offers a range of volunteering opportunities. These may be
advertised on our website, social media, newsletters, email alerts or by other suitable
means.

People interested in volunteering will normally be asked to complete a registration or
application form. Once this has been received, a member of the team will make contact
to discuss available opportunities, the applicant’s interests, skills, availability and the
needs of the organisation.
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The organisation will aim to match volunteers to roles that suit their interests, skills,
experience and availability, while also meeting organisational needs.

ASD Helping Hands reserves the right not to place a volunteer where the role is not
suitable or where there are safeguarding, conduct or operational concerns.

5. References, DBS Checks and Safer Recruitment

ASD Helping Hands is committed to safer recruitment practices for volunteer roles.
Depending on the nature of the role, this may include:

e anapplication or registration form;

e aninformal meeting or interview;

o references;

e identity checks;

e induction and trial period arrangements; and

o aDisclosure and Barring Service check where the role is eligible.

Not all volunteer roles require an Enhanced DBS check. The level of DBS check required
depends on the actual duties of the role and whether it is legally eligible, including
whether it involves regulated activity with children or adults. DBS guidance says
eligibility depends on the role and activities carried out, whether the person is paid or
unpaid

Where a DBS check is required, ASD Helping Hands will explain this during the
recruitment process.

6. Volunteer Agreement

Volunteers may be asked to sigh a volunteer agreement before starting their role.

This agreement is intended to set out expectations, support arrangements and the
responsibilities of both ASD Helping Hands and the volunteer. It is not a contract of
employment and does not create an employment relationship. NCVO advises
organisations to avoid volunteer agreements sounding like employment contracts, as
this can create legal risk

7. Induction and Training

All volunteers will receive an induction appropriate to their role.

This may include:
e information about ASD Helping Hands, including its aims, values and services;
¢ an explanation of the volunteer role;
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e introduction to relevant staff and volunteers;

e atour of the premises or explanation of where the role will be carried out;

o relevant policies and procedures;

e practical information such as timekeeping, rotas, reporting and communication;
¢ health and safety information;

o safeguarding information;

e autism awareness or other relevant training; and

e details of any ongoing learning opportunities.

ASD Helping Hands recognises that volunteers bring a wide range of skills and
experience, and training will be tailored where possible to suit the role.

8. Trial Period

A trial period may be used at the start of a volunteering arrangement to allow both the
volunteer and ASD Helping Hands to decide whether the role is a good fit.

Where used, the usual trial period will be four weeks, with a check-in during that period
and areview at the end. This is intended to support the volunteer and the organisation
and is not a formal employment-style probation process.

9. Support and Supervision

The Operations Manager, or another named member of staff, will act as the main
contact for the volunteer.

Volunteers will be offered appropriate support, which may include:

e regular check-ins;

guidance on the role;

opportunities to discuss any concerns;

discussion of learning or support needs; and
o feedback on how things are going.

ASD Helping Hands wants volunteering to be a positive, enjoyable and meaningful
experience and will aim to provide the support needed to achieve this.

10. Expenses

ASD Helping Hands values its volunteers and does not want people to be prevented
from volunteering because of reasonable out-of-pocket costs.
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Volunteers may claim reasonable expenses incurred while carrying out approved
volunteering activities. This may include travel and, where appropriate, meals for longer
sessions.

To claim expenses, a volunteer must complete the relevant expenses form and provide
valid receipts where required. Claims should normally be sent to the Finance Officer
before the 27th of each month.

Expenses are reimbursements of actual costs and are not payment for volunteering
time. GOV.UK states that volunteers are not paid for their time, but can usually be
reimbursed for genuine expenses such as travel, food or equipment

11. Insurance, Health and Safety, Accidents and Risk Assessment
ASD Helping Hands is committed to providing a safe environment for volunteers.
Volunteers will be covered by relevant insurance while carrying out authorised

volunteering activities on behalf of the organisation, subject to the terms of the policy in
place.

Volunteers must follow health and safety guidance and any instructions given for
carrying out their role safely. ASD Helping Hands will provide relevant health and safety
information, and risk assessments will be carried out where appropriate.

Clear procedures will be in place for reporting accidents, incidents and emergencies.

12. Safeguarding
ASD Helping Hands is committed to safeguarding children, young people and adults at
risk.

Volunteers must follow all safeguarding policies and procedures relevant to their role
and must report any concern promptly to the appropriate safeguarding lead.

Safeguarding information will form part of induction and training for volunteers where
relevant.

13. Confidentiality and Data Protection

Volunteers are expected to respect confidentiality at all times.

This includes information about service users, families, staff, volunteers, trustees and
the organisation itself. Confidentiality expectations will be explained before
volunteering begins and apply equally to conversations, written records, digital
communication, social media and contact with the press.

Volunteers must also follow ASD Helping Hands’ data protection and confidentiality
requirements.
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14. Equality, Diversity and Inclusion

ASD Helping Hands is committed to equality, diversity and inclusion and expects
volunteers to support this commitment.

Volunteers should treat everyone with dignity and respect and must not behave in a
discriminatory, harassing or abusive way.

We will aim to make volunteering accessible and inclusive wherever reasonably
possible.

15. Concerns, Problem Solving and Ending a Volunteer Role

ASD Helping Hands hopes that all volunteers will have a positive experience. However, if
difficulties arise, volunteers should feel able to raise concerns.

In the first instance, concerns should usually be discussed with the Operations
Manager or the member of staff responsible for supporting the volunteer. If this does not
resolve the issue, the matter may be raised with the Chief Executive or, where
appropriate, with the Board of Trustees.

Likewise, if there are concerns about a volunteer’s conduct, attendance, suitability or
behaviour, ASD Helping Hands will try to address these fairly and appropriately.

Because volunteering is not employment, issues will normally be handled through a
problem-solving approach rather than formal employment procedures, though ASD
Helping Hands may decide to end a volunteering arrangement where necessary.

16. Volunteering and Welfare Benefits

People can usually volunteer while receiving benefits, provided they continue to meet
the conditions of their benefit.

Volunteers should make sure they understand any requirements that apply to them and
should notify the relevant benefits office if needed. GOV.UK states that people can
volunteer for as many hours as they like while claiming benefits, as long as they
continue to meet benefit conditions, and the only money they receive is to cover
genuine expenses

ASD Helping Hands can provide general information, but volunteers remain responsible
for checking how volunteering may affect their own benefits.

17. Review

This policy will be reviewed regularly and updated as needed to reflect changes in
guidance, legislation or organisational practice.
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