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VOLUNTEER POLICY

Purpose
This policy has been developed to ensure that Reading Community Learning Centre (RCLC) provides a valuable and consistent experience to people who volunteer with us, whilst also safeguarding the wellbeing of our centre users.
We will aim to communicate key information in a clear and accessible way and make reasonable efforts to support volunteers where English is not their first language.  If you need assistance, please reach out to a member of staff. 
Recruitment and Selection
· We will use appropriate means to advertise for volunteers that take into account the principles of our Equal Opportunities and Diversity Policy 
· Before applying to volunteer with us, you are encouraged to have an informal conversation with a member of staff to understand the best fit for your skills, experience and availability 
· All volunteers are required to complete and submit the RCLC Volunteer Application Form. Assistance is available if you require support to complete the form 
· You will be interviewed by the person most appropriate for the volunteering opportunity, usually in the first instance by the CEO
· If your application is successful, we will take up the two references provided in your Volunteer Application Form 
· It is our policy to undertake a Disclosure and Barring Service (DBS) check at the correct level depending on the volunteering opportunity 
· You will be invited to read and agree to the Volunteer Agreement Form 
· You will not be able to start volunteering with RCLC until each of the above has been completed 
Induction and Trial Period
You will be invited to attend a brief induction. This will include:
· Information about RCLC and our work
· Information about the roles of staff members and volunteers
· Governance and the role of the Board of Trustees
· The role of the volunteer
· Safeguarding, confidentiality and professional boundaries
· Signposting to all relevant policies
· Essential procedures, for example timekeeping and rotas
· A discussion on your training needs
· Other information as appropriate

There will be a trial period of up to four weeks to give RCLC and the volunteer time to discover whether we are suited to each other. We will review how this is working midway through the trial period and again at the end of the trial period.

Expenses
We value our volunteers and want to ensure that there are no unnecessary barriers to volunteer involvement. Reasonable agreed out-of-pocket expenses, such as travel costs incurred in carrying out volunteering duties, may be reimbursed. Any claim for expenses must be agreed in advance with the volunteer expense form to the CEO and supported by receipts. In order to claim expenses, an expenses form must be completed and given together with receipts to the CEO.
Support
The CEO is your main point of contact and your first point of contact for any support you may need. From time to time, we will organise meetings for volunteers where you can share ideas and discuss any problems or issues which have arisen during your time as a volunteer.
Confidentiality
All volunteers, as well as staff and trustees, are bound by the Confidentiality Policy, which you are required to observe. Please talk to a member of staff if you are unsure about what the policy means.
Safeguarding 
RCLC is committed to safeguarding and promoting the welfare of all children, young people and adults at risk who come into contact with RCLC.  All volunteers are required to:
· read and follow the Centre’s Safeguarding Policy and any related guidance relevant to their role 
· complete any safeguarding induction or training required for their volunteering role 
· maintain appropriate professional boundaries at all times 
· report any safeguarding concern, disclosure, allegation or incident immediately to a member of staff or the Designated Safeguarding Lead 
· follow any instructions given by staff in relation to safeguarding, health and safety, confidentiality and professional conduct 

Volunteers must not:
· investigate safeguarding concerns themselves 
· promise to keep safeguarding concerns or disclosures secret 
· work outside the boundaries of their role or undertake tasks they have not been authorised to carry out 
Any safeguarding concern involving a volunteer will be taken seriously and may result in the volunteer being asked to stop volunteering, either temporarily or permanently, while the matter is considered.
Resolving Problems
The relationship between Reading Community Learning Centre and its volunteers is entirely voluntary and does not imply any contract. However, it is important that we are able to maintain agreed standards of service to our users and it is also important that volunteers should enjoy making their contribution to this service.
If your role as a volunteer does not meet the organisation’s standards, this is how it will be dealt with:
· Initially you will be invited to a meeting with the CEO, who will explain their concerns and suggest ways in which you can address the issues they raise 
· If this does not resolve the concern, then you will be invited to meet with a trustee and the CEO to discuss the most appropriate way to resolve the difficulties 
· If your volunteering still does not meet our standards, then we may bring your volunteering with us to an end 
· At all times you will be encouraged to state your case and you may have a friend accompany you 
If you are dissatisfied with any aspect of your volunteering role you should:
· Initially explain your dissatisfaction to the CEO
· If that does not resolve your concern, then we will arrange a meeting with the CEO 
· If that does not resolve the issue, then you can request a meeting with a member of the Board of Trustees 
· If, after this, your dissatisfaction remains unresolved, and we are unable to resolve your grievance, then it may be inappropriate for you to continue as a volunteer 
At all times you will be encouraged to state your case, and you may have a friend accompany you.
This Volunteer Policy is freely accessible to all. It will be reviewed every three years.  
Storing Personal Information
RCLC will process personal data relating to volunteers in accordance with UK data protection law, including the UK GDPR and the Data Protection Act 2018. Further details about how the Centre handles personal data are set out in the Data Protection Policy, Confidentiality Policy and Privacy Notice.
	Holding your personal information
	RCLC needs to collect and store certain personal information relating to volunteers in order to manage volunteering arrangements and carry out its day-to-day activities safely and effectively

	How your personal information will be stored
	Personal information will be stored securely, either in a locked cupboard or on password-protected systems, with access limited to those who need it for legitimate purposes

	How long we will store your information for
	Personal information will be kept only for as long as it is needed and in accordance with RCLC’s retention arrangements

	The type of information that we will store
	This may include contact details, application information, references, DBS information where applicable, emergency contact details, training records, expenses information, and records relevant to the volunteer role

	Why we will keep your information
	Personal information is needed so that RCLC can recruit, support, supervise and communicate with volunteers, meet safeguarding and health and safety responsibilities, and administer volunteering arrangements

	The legitimate reason (or “lawful basis”) for us storing your information
	RCLC will only collect and use volunteer information where there is a lawful basis for doing so under data protection law. Where consent is relied on, this will be made clear



	Date Approved by Board 
	June 2026

	Review Date
	June 2029

	Signed on behalf of the Board of Trustees 
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	Dated
	June 2026
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