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Policy and Procedures for Volunteers 

 

1. Introduction 

 

This document provides a framework of good practice for those involved in the placement 

and use of volunteers. MOHFC recognises the importance of volunteers and hopes to 

provide positive and worthwhile volunteer placements that will be of benefit to the volunteer, 

and the community of Muir of Ord. 

 

MOHFC will positively promote the work of volunteers both internally and externally. 

 

2. Definition of Volunteers 

 

The tasks/activities undertaken by volunteers enhance the service provided by MOHFC staff 

 

Although volunteers offer time freely and willingly without binding obligation, there is a 

presumption of mutual support and reliability. Reciprocal expectations are acknowledged – 

i.e. what the organisation expects of volunteers and what volunteers expect of the 

organisation. 

 

Traditional volunteer 

An individual person or group of people who give their time and skills to carry out a 

task/activity without remuneration. MOHFC shows its appreciation by paying travel/out of 

pocket expenses, also offering training opportunities where appropriate, and social ‘thank 

you’ events when deemed appropriate by the Board. 

 

Student placement 

A person who gives their time as part of a course of study they are undertaking. This type of 

volunteer placement requires close supervision as the person would be working to meet 

specific criteria for course purposes, gaining a qualification. 

 

Work experience placement 

Aimed at assisting individuals who are not currently in paid work but are considering that as 

an option and need to demonstrate that they can successfully learn some of the skills and 

values required in employment. 

 

This includes individuals who are in receipt of unemployment benefits such as Employment 

Support Allowance. 
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3. Roles and Responsibilities 

 

It is the function of the Community Development Manager or nominated Director to oversee 

voluntary input of individuals or organisations. They will prioritise the needs/issues of the 

volunteer and be a central source of information. 

 

4. Recruitment Process 

 

All Volunteers for MOHFC will be recruited in accordance with its Recruitment Policy  

MOHFC 27 unless otherwise stated below:  

 

a) A discussion will take place with all volunteers before taking on any role on behalf of 

MOHFC. 

b) Confidential information about a volunteer will be stored in line with the Data 

Protection Act. 

c) Volunteers will be informed of their acceptance. 

d) The volunteer will be notified if they are not accepted. 

e) Volunteers will have an awareness of all general MOHFC policies through an 

induction. 

f) Potential volunteers must be above compulsory school leaving age (16 years). 

g) The selection of volunteers must be careful and consistent; all applicants will be 

treated on the same basis. 

h) Volunteers will not be placed unless an appropriate task/activity has been identified 

and agreed. 

i) Any identified training relevant to the task/activity will be provided. 

j) All volunteers will be entitled to receive travel expenses  (Refer to: Travel and 

Subsistence Policy MOHFC 20). 

k) To establish good working relationships staff and volunteers must have a clear 

understanding and a mutual respect for each other’s role. 

l) All volunteers will be shown the folder containing the company’s policies and 

procedures, which will include information on Equal Opportunities, Health and Safety 

and Grievance Procedures. 

 

The following more formal recruitment and selection process will be restricted to any 

volunteers who will have a significant responsibility for cash, fixed assets or staff. 

 

a) Initial enquiry 

b)  Application form 

c)  Two references  

d)  Volunteers with MOHFC are likely to meet vulnerable people and/or be in a position 

of trust. They will therefore be asked to provide information about any criminal 

convictions via a self disclosure form that is completed prior to starting volunteering. 

e)  Interview by Community Development Manager or nominated Director of the 

company 

f)  Induction 
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g)  Volunteers will be informed in writing of their acceptance or not. 

h) Every volunteer will be made aware of how to access company policies and 

procedures. 

i)  All volunteers will be made aware of the travel expenses process 

 

5. Support, Supervision and Recognition 

 

a) The Community Development Manager or nominated Director of the company will 

offer support for both the volunteer and staff. This is a vital element for a happy and 

productive placement. 

b)  All volunteers will be aware of and agree to regular support and supervision 

sessions.  

c)  The Community Development Manager and/or the nominated Director will monitor the 

placement periodically. 

d)  A process will be developed to give formal recognition of the contribution of the 

organisation's volunteers. 

 

6. Training 

 

An induction is mandatory for all volunteers, however any identified training relevant to the 

task/activity will be provided to ensure the volunteer is competent and comfortable carrying 

out their task/activity. 

 
7.  Expenses 
 
MOHFC will ensure that there is a clear and accessible system to enable volunteers to claim 
out of pocket expenses. 
 
8.  Insurance 
 
Volunteers will be covered by insurance while carrying out agreed duties.  
 
9. Confidentiality  

 
MOHFC will advise the volunteer on its confidentiality policy and procedures, including those 
relating to personal information held by the organisation about the volunteer. 
 
10.  Equal Opportunities 
 
Volunteers and staff will work in accordance with the MOHFC equal opportunities policy and 
will prevent discrimination on any grounds.  
 
11.   Grievances 
 
MOHFC has a policy to help deal with grievances that volunteers may raise.  In line with this 
policy, volunteers have the right to discuss any concerns they have with their named contact 
at any time. 
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If the contact person is unable to resolve the problem, they will refer the matter to a named 
Director and the bboard, with the permission of the volunteer. 
 

12. Health and Safety Principles and Policy 

 

a) MOHFC has the same responsibility for volunteers’ safety as that of paid employees. 

Volunteers must exercise the same duty of care to themselves and others as paid 

staff. 

b) MOHFC has a duty to ensure, so far as is reasonably practicable, that volunteers are 

not exposed to risks to their health and safety. 

c) The responsibilities, tasks and rights of volunteers must be made clear at the 

beginning of their placement in order that no misunderstanding arise later. 

d) All volunteers must adhere to the Health and Safety guidelines in the company’s 

Health and Safety Policy Statement MOHFC 12 

e) Volunteers must exercise care when carrying out tasks and not put themselves or 

others at risk. 

 

It is the duty of the Community Development Manager or nominated Director to make sure 

that volunteers understand MOHFC Health and Safety policy. 

 

It is the responsibility of the Community Development Manager or nominated Director to 

ensure volunteers are informed of the following health & safety requirements: 

 

a)  The fire evacuation policy. 

b)  Instructed/supervised in the use of any equipment or personal protective equipment 

(PPE) they will be using. 

d) What to do in the event of an untoward occurrence and who is responsible for 

providing help. 

 

Volunteers should not: 

a) Carry out any unsafe acts. 

b)  Operate any machinery without training and supervision. 

c)  Carry out any manual handling task which has not been risk assessed. 

 

13.  Leaving 
 
When volunteers move on from their role with the MOHFC, they will be asked to provide 
feedback on the volunteering experience by way of an exit questionnaire. They will also be 
given the opportunity to discuss their responses to the questionnaire more fully with their 
named contact or a member of the board. 

 
Based on their voluntary work, volunteers will have the right to request a reference.  
 
 

14.  Monitoring and Evaluation 
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MOHFC will systematically monitor and evaluate its use of volunteers regarding this 

Volunteer Policy. 

  

 


