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1. Purpose

This procedure is to be accepted and observed by all members, paid and unpaid workers
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the Induction Procedure of Four Pillars. The ownership of this Procedure is to that of
the Four Pillars board of trustees, who discharges its implementation to the management of
Four Pillars. The management may discharge duties to a nominated member of staff, or
unpaid worker.

3. Statement of procedure

Our procedure is to provide guidance on the induction of candidates to employees,
volunteers and service users. We also accept responsibility for all other people who may be
affected by our activities.

4. Recruiting Volunteers

4.1 Review online Application submission

4.2 Contact candidate and arrange interview date and trial shift. Ask they bring ID

4.3 Place printed application, with interview packs and associated paperwork in a volunteer
file, then place that inside New Volunteers folder.

4.4 Interview candidate — Introduce to Staff — Support Trial Shift

4.5 Handover paperwork to candidate and explain contents, ask them to complete before
leaving the building

4.6 Place volunteer file in to “induction” folder

4.7 Email Confirmation (date of induction and instructions)

5. PVG Requirements

5.1 A PVG is required for all roles (Volunteer group support worker / Volunteer educator)

5.2 Ensure candidate brings in ID at Interview point

5.2.1 You do not need to copy ID, just note it has been seen in candidates hand

5.3 Information required

5.3.1 If candidate is already a member (PVG number) *SRU

5.3.1.1 Ensure candidate is member of both child and adult. If not treat as New *SJR

5.3.2 Full legal name (including any middle names)

5.3.3 Date of Birth

5.3.4 Personal email address

5.3.5 Full Address

5.3.6 Position applied for (see 5.1)

5.3.7 Acceptable ID

5.3.7.1 1 x Photo ID &

5.3.7.21 X address ID

5.3.7.3 Or 3 x address ID if photo ID not available

5.4 Inform PVG Lead signatory (PLS) — Currently CEO

5.4.1 PLS will complete appropriate paperwork

5.5 Candidate will receive email invite to complete their application (This MUST be
completed within 5 days of candidate receiving email)

5.6 PLS & Candidate will be informed of result

5.7 PLS to update Volunteers file with PVG number

5.8 When a volunteer leaves
5.9 Inform PLS
5.10 PLS will inform Disclosure Scotland



6. Induction training

6.1 Candidate to attend 2hour induction
6.2 Trainer to deliver induction & set up volunteer on Spond
6.3 Induct volunteer with specific role duties

7. First Shift

7.1 Provide volunteer with lanyard

7.2 Induct volunteer with on-site instructions, layout, safety, etc. (tour) - Volunteers are Staff
7.3 Set First Shift

7.4 Ensure volunteer reads and records relevant policies and procedures — Minimum of 3
7.5 Encourage to read other policies and procedures within the first month

8. Volunteer Involvement

8.1 Failure to attend regular shifts (min 4 hours per month) and/or requested meetings will
activate Volunteer Policy section 9.

8.2 Ensure ongoing training and progression with volunteers

8.3 Keep volunteer hours and other data forms up to date at all times

8.4 Keep volunteers engaged throughout, make shifts fun and Four Pillars a place they wish
to be involved in. (This can be done through games, conversations, targets & rewards)

9. Volunteer Leaving

9.1 Volunteers leave for many reasons, our hope is that it is always on good terms with the
organisation.

9.2 Once we are aware a volunteer is leaving, ensure all Four Pillars items are returned,
lanyards, devices, etc.

9.2.1 Failure to return items within 28 days of leaving is breach of Volunteer Policy 9.12

9.3 VM to remove volunteer physical file from volunteer folder and scan contents into
electronic file:

9.3.1 Scan to move document to volunteers personnel folder

9.3.2 Move personnel folder to ex volunteers folder

9.3.3 Shred all paperwork for volunteer

9.4 VM to update data-collection stats, leaving dates etc.

9.5 If ex-volunteer is a PVG member refer to 5.8 — 5.10 above

10.Responsibilities

Overall and final responsibility for Volunteer Involvement Procedure is shared collectively by
Four Pillars Trustees,

Four Pillars trustees delegate the responsibility of following this procedure to the
management team.

The Committee will:
¢ Arrange for the implementation of this procedure in consultation with staff and
volunteers
e Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure
¢ Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure
e Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with



o Report potential or actual hazards as soon as possible

11.Risk Assessment

The trustees of Four Pillars will ensure that all risk assessments are undertaken for any part
of the charities activities to which they are applicable, copies of these risk assessments are
available upon written request.

12.Premises

The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:

e Health and safety compliant

o A full risk assessment has been completed

e Insurances are in place and displayed

¢ Any potential danger is reported to the management
13.Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this procedure or ensuring that others make such reports.

14.Procedure Development

Four Pillars board of trustees shall endeavor to progressively develop the charities
procedure on Volunteer Involvement Procedure use in response to risks and hazards
identified. Specific procedures and policies so developed shall be appended to this
document and form part of the committee’s statement on reporting volunteer involvement.

15.Review

The effectiveness of this procedure will be reviewed annually by a senior member of Four
Pillars staff. If appropriate, action will be taken as necessary to update our procedure to
ensure effective delivery on the objectives laid out at the start of this document.



