RICHARD HOUSE CHILDREN’S HOSPICE

Recruitment and Retention of Volunteers

Scope of the Policy

This policy sets out how Richard House intends to manage the recruitment and retention of volunteers and relates to potential applicants and volunteers of Richard House.  This policy does not relate to corporate volunteers or supporter groups/local rotary or other groups.

Policy Statement 

Richard House Children’s Hospice is committed to providing effective voluntary support, as a complementary but necessary component in the delivery and development of the Hospice’s services.

Richard House recognises the important role which volunteers play in complementing the work of paid employees.  Richard House supports and encourages the efforts of all volunteers who provide a valuable service to the children and young people and their relatives.

The involvement of volunteers encourages the participation of local people in the work of the Hospice, resulting in the promotion of the Hospice, and developing and maintaining links with individuals and groups in the community.

Objectives

To ensure that volunteers feel comfortable and are compatible with those duties and tasks they have agreed to undertake.

To recruit volunteers from all sections of the community.

To develop a voluntary service which provides equal opportunities for all volunteers.

Volunteer Roles

Volunteers can be used individually, or as a group to assist with particular projects.  Roles for volunteers will include placements in the following areas:

Play Assistants

Drivers – shops/care

Shops

Fundraising/Events
Family Support
General Administration

Finance

Gardens

Kitchen & Domestic

Reception

Community Ambassadors

Maintenance

Recruitment

Method

We will raise awareness within the community for the wide ranging opportunities available to volunteers in order to help with Hospice care services by:

· Using all media opportunities available

· Speaking to appropriate groups

· Presenting a “professional” voluntary service

· Responding to enquiries promptly

· Using our shops and fundraising staff to promote volunteering

· Using our volunteers to promote volunteering

Response to enquiry

All applicants will be contacted promptly (within five working days), and a brief outline of the voluntary work available will be explained to them.  Should the volunteer wish to proceed with his/her application to join Richard House he/she will be invited for an informal interview.

In-house Applicants

· In-house applicants will receive an application form for completion and will be invited to attend an interview.

The purpose and structure of the interview will be explained to the applicant as per our recruitment and selection procedure.

Following receipt of the completed application form, interview arrangements will be made.

Interview: HR/Department / Shop Manager and Volunteer

The purpose of the interview is to find out about the potential volunteer’s interests and the type of volunteering they would like to do, their availability, their reasons for volunteering, skills/experience/knowledge and to tell them about the work of Richard House.

If the applicant is not seen as suitable for voluntary work at this time, the Director of HR & Operations will contact the applicant outlining the reasons or suggesting alternative options to them.

Process Following Successful Interview

Under the Rehabilitation of Offenders Act (1974) Exemption Order, prospective volunteers in the Hospice are required to declare all previous criminal convictions.  This information will be confidential and will not necessarily prejudice the candidate being accepted for voluntary work.

All hospice-based volunteers are required to complete the Criminal Records Bureau Disclosure Application Form.

All hospice-based volunteers are also required to provide details of two referees on their application form.  The referees will be contacted by letter and asked to complete a reference request form and return this to the HR department.

Proof of qualifications and insurance – Professional volunteers are expected to provide copies of the appropriate certification.  Copies of their certificates and their insurance will be required before a placement can begin.

Depending on the speed of return of the relevant forms and references, this recruitment process should take approximately a maximum of six weeks from initial enquiry to commencement of placement.

All applications should be treated in confidence and circulated only to those individuals involved in the recruitment/supervision process.

Shop Volunteers

The process for the recruitment of shop volunteers is slightly different.  After the initial contact, the volunteers are invited in to do a trial session. This is a two-way process for shop managers and the volunteers. 

· Have them in for a ‘trial day’

· Cover day one training at the trial day – this is a LEGAL requirement. Get them to sign the form

· If they are interested and you are satisfied, assist them with filling in the retail volunteer application form

· Make sure the form is completed including references. Put the shop name and their proposed days and hours on the top of the form and keep it safely.

· Make sure you have made a note of their details and emergency contact details for your records

· Continue with their week one and month one training and ensure they sign the forms and they are filed in a training file

· At the end of each month give the forms with the summary sheet to the Head of Retail. 
· N.B. They cannot be left on their own in charge of the till, or take anything home without paying until references are completed

References will be taken whilst they are on their trial and they will not be allowed to work on the tills during this time.

Hospice Placement and Induction of Volunteers

Once a volunteer has been accepted, they are required to attend an induction-training programme that is arranged by the Human Resources Officer and the Line Manager/Shop Managers are responsible.  Please refer to induction procedure under Policy & Procedures.

When appointed, the volunteer has a trial period of 3 months during which time the suitability of the placement can be ascertained.  The manager/supervisor has the authority to remove a volunteer from a work area at any time and to end the placement in consultation with the Director of HR & Operations.  Placements may also finish on the request of the individual volunteer.

Induction Training

Please refer to separate policy on Induction. 

Management

Day-to-day supervision of volunteers is the responsibility of the Departmental Manager/Shop Managers.

The Director of HR & Operations will meet with Managers/Shop Managers on a regular basis to:

· Identify additional training needs

· Review existing deployment of volunteers and identify current and future needs

· Discuss the placement of new volunteers and of volunteers with special skills

· To establish the reason for a volunteer leaving

Retention of Volunteers

Richard House recognises the importance of having a stable and experienced team of volunteers.  The retention of volunteers will be achieved by providing:

· A clearly defined role/activity

· Support, encouragement and motivation at the place of work.  All volunteers have direct access to the Director of HR & Operations at any convenient time

· Opportunities for volunteers to develop skills

· Training: The Director of HR & Operations/Line Manager will facilitate all training sessions

It may be possible to look at alternatives if a particular placement does not work out, or a change is sought.  Alternatives to terminating a volunteer’s work could be reassigning to a different placement area, or offering a break from volunteering.  In the event of a problem, the Hospice will endeavour to resolve the matter in an informal and timely manner.

Record Keeping

The HR department will maintain a file for each individual volunteer containing all 

relevant documents relating to the volunteers appointment and time spent with Richard House.  Additional information will be entered onto the database.

Individual departmental managers will be given contact details for their volunteers.

Individual departmental managers need to keep a record of which volunteers they use and this information should be passed to the HR department to update the volunteer’s work record.
Communication

This policy will be issued to all those involved in line managing volunteers.
Volunteer Programme Workflow Chart
Initial Enquiry for work in Hospice



Initial Enquiry Trading








Telephone contact or letter


Application form & role outline is sent





Meeting/Interview with HR/Line Manager





Application form sent back to HR.  Area of placement identified





References/CRB, add to database


Letter will be sent to volunteers informing them that references have not been received after 4 weeks of the decision being taken. 


Add to computer system





Trial day.  Fill in application form with applicant for interview and get candidate to sign declaration of criminal records. This will be sent to HR for processing references and adding to database.


Make sure form is completed including references, shop name and proposed days/hours. Ensure you have made a note of details and emergency contact. 





Telephone contact or letter





Trial period








After CRB and references received, contact form given to relevant department.  Follow up with the department after 4 weeks to ensure volunteer is being contacted and used.
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Training on till





Review after 3 months





Induction/Start Programme








Review after 3 months and on an annual basis by Supervisor
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