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Introduction

Volunteers are individuals who undertake activities on behalf of the Basement Project,
unpaid and of their own free choice. The support of Volunteers is invaluable to the
Basement Project. They help us as a charity to:

increase our service capacity & reach more young people under the age of 25
help to improve the quality of service

enable staff to focus on other tasks

operate our charity fully and effectively

Volunteers may be involved in one-off and short terms activities and assignments or
longer-term regular volunteering including:

e the direct delivery of our services

e joining our board of management as trustees

e community engagement to raise awareness of our work
e one off events and promotional activities

e supporting our office or community venues

We appreciate the hours given no matter how few or how often. Volunteers are already
helping make a difference to the young people that we support across the county of
Worcestershire. As an inclusive charity that embraces diversity, we welcome
Volunteers from all walks of life and backgrounds.
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Volunteers are valued for:

e bringing additional skills and new perspectives to the organisations
e enabling us to be more responsive and flexible in our approach

e championing our cause within the wider community

e enhancing the quality of our work and of service user experience

e promoting the Basement Project and raising funds

A volunteer can be anyone who has a wish to help us support young people in the
community. This may be as a student completing hours associated with their
coursework; people of all ages increasing their employability through gaining new skills
and experience through volunteering; a previous service user; retired, semi-retired or
employed people with skills simply wanting to give something back; young people
wanting to complete projects or support events.

Our current Volunteers come from a variety of backgrounds and have varying degrees
of experience. What is important is that our volunteers commit time, energy,
professionalism and enthusiasm to the role.

Specific Volunteer Roles
The Basement Project welcomes Volunteers to assist in the following key areas:

Fundraising

Events

Service Delivery

Office Support & Administration
Digital, IT and Social Media
Food Bank

Garden & Maintenance

Board Trustee

Recruitment of volunteers

Opportunities will be widely promoted to attract interest and applications from different
sectors or the community. As such the Basement Project advertise volunteering
opportunities via our social media platforms, press releases/PR, our Partner networks
in Worcestershire and the Basement Project website www.basementproject,org

A volunteer pack will be made available for prospective Volunteers including written
role descriptions which set out the nature and purpose of the role, key tasks and skills
as well as the expected time commitment.

Prospective Volunteers are asked to

meet one of the staff team for an initial interview

complete a short application form

provide references

ideally meet the wider staff team at our Hanover House Drop-in

provide a DBS (for Volunteers who may have contact with our clients and
service users®)

e to agree and commit to a level of support (time)
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*For roles which involve support giving and/or sustained and direct contact with young
people or vulnerable adults, volunteers will be required to have a full DBS disclosure
check. DBS disclosures are dealt with in the strictest confidence. A criminal record is
not necessatrily a bar to volunteering.

Induction, Training and Support

Volunteers will receive an induction and thereafter any necessary and relevant training
and development opportunities that are directly related to the volunteering role will be
made available.

A designated member of the staff or volunteer co-ordinator has responsibility for the
development and co-ordination of voluntary activities with the Basement Project. All
volunteers will have a designated staff member or volunteer co-ordinator for guidance,
support supervision. The volunteer role is based on trust and mutual understanding.
There is no enforceable obligation, contractual or otherwise, for the volunteer to attend
or undertake any particular tasks for the Basement Project, or for the Basement
Project to provide continuing opportunities for voluntary involvement or provision of
training. The Basement Project does adopt HR best practices to recruit, onboard,
develop and manage volunteering.

The Basement Project reasonably expects volunteers:

e to be reliable and honest

e to uphold the organisation’s values and comply with organisational policies

¢ to make the most of opportunities given, e.g., for training

e to contribute positively to the aims of the organisation and avoid bringing the
organisation into disrepute

e behave in a reputable manner

e respect confidentiality

The Basement Project hold volunteer meetings at least once every 8 weeks and it is
expected that the designated member of staff or volunteer co-ordinator will have more
regular informal contact in addition to scheduled individual reviews.

Role descriptions

Role descriptions are provided for all roles. And will be issued to volunteers before
starting any assignments and opportunities at the Basement Project. In recognising
that people volunteer for varying reasons, providing clear descriptions and critically
the likely time commitment supports fuller understanding of the expectations. It also
addresses the range of availability that volunteers offer. A blank volunteer role
description is shown in the appendix.

Obligations on both parties

We commit to treating our volunteers with respect and dignity. A health and safety risk
assessment will be undertaken for all volunteer posts. All volunteers will be covered
by our insurance policies.

Volunteers also have obligations towards the Basement Project, including an
obligation to the safeguarding of themselves, service users, the health and safety of
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service users, visitors and workers and to maintain the confidentiality of our data and
service users’ records.

We appreciate that individuals give up their own time to volunteer with us. We place a
high emphasis on good timekeeping and all volunteers are asked to make every effort
to attend at such times as agreed.

In the event that a volunteer expects to be late on any occasion we ask that they
contact their supervisor to update them on the situation.

Expenses

Subject to prior agreement of activities and cost, volunteers can claim out of pocket
expenses relating to activities undertaken on behalf of the Project. The nominated
Volunteer Lead / Volunteer Co-Ordinator will make the agreement [of costs] and
provide the expense claim form. Volunteers are expected to make claims within one
month of incurring expenses.

Milage is paid at 45p per mile

Applications for employment

Volunteers who wish to apply for any paid internal vacancies, subject to having the
requisite skills and abilities to undertake the job concerned, are encouraged to do so
and will receive equal treatment to other candidates.

Resolving problems and disagreements

Despite best endeavours and our focus on a positive volunteer experience, we
acknowledge that [as with employed staff] it does not always go according to plan.
The Basement Project will endeavour to resolve any issues that volunteers may have
whilst working with us. The volunteer should inform their designated member of staff
or volunteer co-ordinator of any problem that needs resolving.

If, after discussions, the issue remains unresolved, or if the volunteer feels they cannot
raise this with their designated member of staff of volunteer co-ordinator (perhaps
because that person is involved), the volunteer should put their concerns in writing to
the CEO, who will respond within 14 days.

Where the Basement Project has a concern about the conduct or performance of a
volunteer, the designated member of staff or volunteer co-ordinator will seek to
address this directly with the volunteer.

Our commitment

We recognise volunteers as a fundamental and growing part of the Basement Project.
Their contribution supports our mission and strategic aims, and complements the work
of our paid staff. Our focus is to encourage and support volunteer involvement to
ensure that volunteering benefits our service users, the effective operation of the
Basement Project, our profile in Worcestershire and our volunteers themselves.

Through our ways of working we will ensure that all our team are clear about the role

of volunteers, and to foster good working relationships between paid staff and
volunteers. Volunteers will not be used to replace staff.
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We are committed to offering a flexible range of opportunities and to encouraging a
diversity of people to volunteer with us, including those from under-represented groups
such as youth, people with a disability, older people and people from black and
minority ethnic communities.

We recognise that there are costs associated with volunteer involvement and will seek
to ensure adequate financial and staffing resources are available for the development
and support of volunteering.

We recognise that people have a right to participate in the life of their communities
through volunteering and can contribute in many ways. We recognise our

responsibility to organise volunteering efficiently and sensitively so that the valuable
gift of the volunteer's time is best used to the mutual advantage of all concerned.

-End-
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Appendix 1.

Volunteer Role Description

[TITLE OF ROLE]

About us: We are an independent local charity that works with young people (16-25)
to build a foundation for independence.

We do this in a number of ways; the Drop-in service, delivered from our main office on
Hanover street; and the Floating Support service; where we support young people in
their homes and the community. We work using a holistic and person-centred
approach. We support young people experiencing a wide number of challenges, these
could include being at risk of homelessness, needing financial assistance or
emergency food, building confidence and skills, employability and accessing physical
and mental health support.

Volunteering with us: We have an experienced staff team who directly support the
young people who connect with us. Our volunteers support the staff and the wider
work in a variety of ways. These could include running workshops, assisting in the
Foodbank or in the office. We highly value the work and commitment of our volunteers
who add so much to the project and what we are able to offer to young people.

Why we want you | XXX
(Purpose of the

role)
What you will be | XXX
doing
What skills you | XXX
need

What’s in it for you Give something back to the community and feel good
Opportunity to join a welcoming and supportive team
Boost to your CV or experience

e XXX

Where you’ll be | Hanover House, 1 Hanover Street, Bromsgrove B61 7JH
volunteering
Time Commitment | Generally a half day a week but this can be flexible to suit an
individual's schedule

We offer all of our volunteers the following:
e Reimbursement of travel expenses
e Training suitable for your role
e Regular support from our staff team and other volunteers

If you are interested in applying, or would like some more information please contact
us at info@basementproject.org.uk. All of our volunteers will need to fill out an
application form and provide references. If the role involves working with clients then
you will also be required to complete a DBS check.
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