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SWAN Regional Youth Service	
Volunteer Policy and Procedural Guidelines

Statement of Policy
Swan Youth Service’s vision is for the empowerment of young people to take control of their lives, to own their destinies, and to reach their full potential. The organisation’s vision is one of equality, where the young people we work with have an equal voice and equal opportunity, embracing diversity and creating an open social and learning environment.
Swan Youth Service believes that volunteers contribute greatly to this vision and play a critical role in the success and development of the organisation. The voluntary Board of Swan Youth Service is committed to ensuring that volunteers are provided with the information, training and support necessary to gain a valuable experience from volunteering within the organisation at all levels.
Scope
The purpose of this volunteer policy is to provide overall guidance and direction to Board, staff and volunteers within Swan Youth Service. The policy does not constitute, either implicitly or explicitly, a binding contractual or personnel agreement. It supplements other policies as well as the organisation’s Mission, Strategies and Ethos. The policy applies to all volunteers within Swan at all times. Swan Youth Service will consider involving anyone who expresses an interest in volunteering. However, individuals must be able to demonstrate a commitment to the organisation’s mission, ethos and strategies.

As a volunteer with Swan Youth Service you have the right:
To receive information about Swan Youth Service’s purpose, work, values and its policy on volunteers.
To be given meaningful work to do.
To receive a clearly written description of the role and tasks you will undertake.
To receive appropriate training to carry out your role.
To receive support and to know who to turn to with problems and difficulties as they arise.
To be appreciated and have your work valued by Swan Youth Service and to be included in training opportunities, meetings, planning days, social occasions etc. 
To make mistakes and learn from them.
To express your views and opinions on the work in which you are engaged and on the running of the service.
To be listened to and taken seriously by members of staff.
To receive adequate supervision and constructive feedback on your performance.
	Privacy and Confidentiality.

A designated person for support to receive regular and constructive feedback on performance.

Have choices and the opportunity to negotiate on those choices.

To have safe working conditions.
To be covered by insurance.
To be able to say no and leave without feeling guilty.
To get something for yourself out of the work and carry out voluntary work without being exploited.
To be reimbursed for any agreed expenses.
Be free from discrimination on the grounds of gender, age, marital status, family status, race, sexuality, religion, disability and membership of the Travelling community.
As a volunteer with Swan Youth Service you have a responsibility:
To carry out work to the best of your ability and do so in a way that corresponds to the aims and values of Swan Youth Service as contained in its mission statement
To be reliable, punctual and committed to the work of Swan Youth Service
To attend your place of work at the times agreed and give the Board/Director/ Project Leader or coworker in the Organisation sufficient warning if unable to turn up.
To agree to Swan Youth Service’s volunteer policy.
To respect confidentiality.
To respect the rights of service users, other workers and volunteers within the Organisation
To be honest if there are problems.
To attend training sessions, support meetings if these are agreed as part of your work.
To give feedback, communicating relevant and important information to an appropriate staff member.
To acknowledge decisions made by others.
To ask for help or support when you need it.
	Notify the relevant person if he/she is unable to attend for some reason or is running late.


Swan Youth Service has the right:
To look for certain qualities and skills in volunteers to carry out tasks.
	To select only volunteers who are suitable for the work.
To ask for tasks to be done in a particular way.
To ask for commitment, reliability and punctuality.
To deal with disciplinary and grievance matters.
To ask volunteers to leave if their involvement hinders the organisation achieving its goals.

In return Swan Youth Service has the responsibility:
To define clear, meaningful roles for volunteers to ensure your volunteering experience is a rewarding one in whatever capacity.
To ensure equal access and not to discriminate.
To have policies and procedures in place for volunteers.
To provide information and be available for volunteers.
To provide training where necessary.
To thank and value volunteers.
To provide insurance cover.
To supervise and provide support.
	To reimburse pre-arranged out of pocket expenses.
To provide a safe working environment.

Recruitment

The Board of Swan Youth Service is committed to ensuring that procedures and practice used in the recruitment and selection of volunteers are fair, consistent and effective and in line with good practice for organisations working with children/young people.
Recruitment of volunteers for Swan Youth Service is on-going specific and targeted, using volunteer websites, social networks, personal connections e.g. parents etc. which may be suitable for the roles required to be filled. Volunteers are recruited in accordance with Swan Youth Service’s recruitment policy and procedures.


Application
Perspective volunteers are expected to complete the Volunteer Application form and a Garda vetting form.
Interview
Suitable candidates will be invited to attend for informal interview with either the Board member/Director/Project leader. The interview will be conducted in line with best practice and the organisation’s interview policy and procedures. 
Appointment
Appointment will be made only after appropriate references, are received and up to date Garda vetting through CDYSB completed. Offer of placement will be made in writing and acceptance is required in writing.

Trial Period
All volunteer placements are subject to a specified trial period. During this period volunteers will be supported and guided to understand all elements of the work assigned to them. There will be a formal review after one month and again after three. If there are difficulties which have been identified and not improved on the volunteer may be assigned to a more appropriate task or their service terminated.

Discipline & Grievance

Discipline
Volunteers who do not adhere to Swan Youth Service’s policies and procedures or who consistently fail to perform their volunteer role/tasks satisfactorily may be subject to dismissal. No volunteer s involvement will be terminated until the volunteer has had an opportunity to discuss the reasons for possible dismissal with their direct supervisor and or the Director/Board member. Grounds for dismissal include gross misconduct, breach of confidentiality, failure to adhere to Swan’s policies and procedures and failure to consistently complete duties to a satisfactory standard.

Grievance
Where volunteers have a grievance about any aspect of their work, they must first discuss the issue with their direct supervisor. The supervisor will consider the issue and decide on the most appropriate course of action. If the volunteer is unhappy with the decision, the matter can be referred to the Director .The decision of the director will be communicated to the Board and the decision of the Board will be final.



