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fVolunteering Policy 
1. Introduction – How and why we work with volunteers… 
 

A. The aim of the Community Meals Project is to provide a hot meal to those in need in the 
Parish. Meals are delivered 3 times a week (Tuesday, Thursday and Friday) 
 

B. Selattyn and Gobowen Parish Council are committed to involving a diverse range of local 
people in our work in both formal volunteering and community activity. We do this because 
we believe that: 

 

• volunteers, in their diversity of age, experience, cultural background and their involvement 
within communities, bring to our work a value which adds to our understanding of and 
response to people’s needs 
 

• through the involvement of volunteers we contribute to the building and support of active 
and sustainable communities.  
 

• by involving volunteers we can offer opportunities for genuine involvement, learning and 
development for individuals  
 

• without the contribution of volunteers, we would not be able to provide this valuable 
community service.  
 

C. A volunteer is anyone who freely chooses to give their time, skills and experience without 
financial remuneration beyond the reimbursement of out of pocket expenses.  We undertake 
to organise this work effectively. 
 

D. Community Meal volunteers: 
 

• Work to a rota to deliver meals to people in their home in the local community 

• Work in pairs – with one volunteer acting as the driver (to eliminate lone-working) 
 

E. We believe that our relationship with volunteers is one of mutual responsibility and 
commitment within which Community Meals volunteers have both rights and 
responsibilities. We aim to ensure that volunteers enjoy their involvement with us and gain 
from it in terms of their  own personal objectives. 

 

2.   Purpose of this policy 
 

A. Our purpose in adopting this policy is to: 
 

• highlight and acknowledge the value of the contribution made by volunteers 
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• reflect the purpose, value, standards and strategies of Selattyn and Gobowen in its 
involvement of volunteers 

 

• recognise the respective roles, rights and responsibilities of Community Meals 
Volunteers 

 

• establish clear principles for the involvement of volunteers, clarify their roles and 
relationships  

 

• help to ensure the quality of both the volunteering opportunities and the work carried 
out by volunteers 

 
B. The policy is intended for internal management guidance only and does not constitute, 

neither implicitly nor explicitly, a binding contractual or personal agreement. 

 

 

3  Scope of the volunteer policy  
 

A. This policy applies to all those who directly volunteer for Selattyn and Gobowen Parish 
Council on the Community Meals Project and inform all our stakeholders. 

 

 

4  Statement of principles of good practice 
 

1. General 
 In involving volunteers we will be guided by the following principles of good practice: 
 

• tasks will be clearly defined so that all concerned with volunteers’ activities are sure of their 
respective roles and responsibilities 

• records will be kept of work done by volunteers as a basis for monitoring, and volunteers will 
have access to their records 

• the policy and procedures on volunteers will be regularly monitored and reviewed 

 
 

5 Recruitment and selection 
 

• Selattyn and Gobowen Parish Council’s Equality & Diversity statement will be adhered to 
when recruiting and selecting volunteers. 

• Volunteer opportunities will be promoted in accordance with our agreed method for 
recruiting volunteers so that there is wide accessibility to what we offer. Opportunities are 
promoted in our quarterly newsletter, on our website, in the press, on our noticeboards and 
on our social media channels.  

• Volunteers are required to complete an application form and submit this to the Parish Clerk 
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• Volunteers are then asked to undergo a DBS check (cost covered by the Parish Council). 

• Subject to the return of a satisfactory DBS check, the Lead Volunteer Coordinator provides a 
full induction and we ensure that procedures are in place to cover good practice. 

• It is our practice, as part of the application process to request references (written or verbal). 

• When someone offers to volunteer, we will start the application process as quickly as 
possible and normally within 7 working days of the initial enquiry 

• We reserve the right not to accept a volunteer. The reasons for such a decision will be shared 
with the prospective volunteer at their request. Due to the nature of the role, we will use our 
judgement and adhere to our equal opportunities policy in a case where an application 
returns a previous criminal conviction. 
 

6 Rights and responsibilities of volunteers 
 

In engaging volunteers, we recognise the rights of volunteers to: 
 

• Know what is expected of them and to be given clear information 

• Have clearly specified lines of support  

• Be shown recognition and appreciation 

• Have safe working conditions 

• Be insured (this does not cover volunteers when driving – this is the responsibility of the 
volunteer to inform their car insurer that they are using their car for volunteer work) 

• Be paid out of pocket expenses for mileage at the rate of 0.35p per mile (reviewed annually) 

• Be free from discrimination 

• Experience personal development through their participation as volunteers 

• Ask for a reference 

• Be consulted on decisions which affect what they do 

• Withdraw from voluntary work and receive an exit interview 
 

We expect that volunteers will: 
 

• Carry out their tasks in a way which corresponds to the aims and values of Selattyn and 
Gobowen Parish Council’s Community Meals Project 

• Work within agreed guidelines and remits 

• Be physically able to carry out the requirements of the role 

• Be reliable and dependable 

• Respect confidentiality and follow our policies in relation to this 

• Acknowledge the value of employees’ volunteering activity 

• Be a car driver and have access to a vehicle (not essential). Where they use their vehicle for 
volunteering they must inform their insurers and supply a copy of their driving licence and 
vehicle registration details to the clerk to make the necessary checks. 

• Adhere to our Health and Safety Policy and Emergency Procedure detailed in this policy 

• Inform us immediately or as soon as practically possible is they are unable to carry out their 
role on the allocated day. They must inform the Lead Volunteer (Kath Griffiths) as soon as 
possible to allow for alternative arrangements to be made. 
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7 Support for Volunteers 
 
We will provide an induction programme and review session for volunteers to assess the 
progress of their placements and resolve any problems at an early stage. 
 

• We will provide funding for volunteers’ out of pocket mileage expenses (0.35p per mile). 
Volunteers will be given clear information about what expenses can be claimed and how to 
make a claim. 
 

• We have a written statement on the insurance of volunteers. 
 

• Volunteers will be given information on legislation and other policies which may affect them 
e.g. Health & Safety and Equality & Diversity. In these respects volunteers will be treated in 
the same way as staff for liability purposes. 
 

• All volunteers will be offered access to support on a regular basis, with a named person (the 
volunteer Co-ordinator), and will be informed of who to contact in an emergency. 

 

• Volunteers will be made aware of Selattyn and Gobowen Parish Council complaints and 
grievance procedure and of whom to contact if there is a dispute about any aspect of their 
work. 

 
Additional specific responsibilities 
Kath Griffiths, Community Meals Volunteer Co-ordinator.  This person’s responsibilities are: To 
act as the Lead Volunteer and co-ordinate the project on a day to day basis, organising volunteer 
rotas, meal orders, be the point of contact for volunteers on a day to day basis. 

 
 

8 Process and Procedure 
 

1. Volunteers will be given their rota by the Volunteer Coordinator. Volunteer Coordinator 
(Kath Griffiths) emails or posts the list of meal recipients for the day the volunteers is 
working at the beginning of each week 

2. Each Monday Kath Griffiths drops off tins, lids and meal order book for the week ahead at 
the RJAH Hospital Kitchen 

3. Volunteers collects meals from the Hospital Kitchen in a box at 12.00 
4. Meals are delivered between 12-1pm depending on number and the location of recipients 
5. Volunteer delivers any money collected from recipients to Kath Griffiths. Volunteer to log 

mileage and claim this expense from Kath Griffiths 
6. Income is collected monthly and signed for by the Parish Clerk. Order sheets and expenses 

are submitted.  
7. All income is banked by the Parish Clerk and the Lead Volunteer reimbursed for monthly 

mileage expenses and equipment. 
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9 Emergency Procedures in the Event of Non-Response from 
Clients 

 
1. Delivery Volunteers to knock on all doors and windows and look through windows and letter 

box. 
 

2. Delivery Volunteers to enquire with neighbours if there is any knowledge of whereabouts of. 
Volunteer then to deliver all remaining meals and return to client’s house at end of the 
round. 

 
3. If still no answer contact the following: 

 
a. Volunteer Co-ordinator  Kath Griffiths on 01691 662116 who will attempt contact 

next of kin  
 
b. If Kath Griffiths not answering contact Parish Clerk Amy Gregory on 01691 829571. 
 

4. When all the above result in no response the volunteer in discussion with Volunteer Co-
ordinator or Parish Clerk to make the decision to call the police and ambulance. 

 
5. Volunteer to await arrival of police and ambulance. 

 
6. When Emergency Services are called they will normally take control of the incident. 

 

10 Health and Safety 

 
All Volunteers must adhere to and be familiar with the Parish Council’s Health and Safety Policy. 
Copies of Risk Assessments will be provided as part of the Induction process. 
 

11 Safeguarding 

 
Selattyn and Gobowen Parish Council make a positive contribution to a strong and safe 
community and recognises the right of every individual to stay safe. 
Selattyn and Gobowen Parish Council come into contact with vulnerable adults through the 
Community Meals Project. 
 
The types of contact with vulnerable adults will be regulated. All deliveries are made in pairs, the 
volunteers delivers the meal to the door of the recipient, passes the recipient the meal and 
collects payment. 
 
This policy seeks to ensure that Selattyn and Gobowen Parish Council undertakes its 
responsibilities with regard to protection of vulnerable adults and will respond to concerns 
appropriately. The policy establishes a framework to support Community Meals Volunteers in 
their practices and clarifies the organisation’s expectations. 
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The principal pieces of legislation governing this policy are: 
 
• Safeguarding Vulnerable Groups Act 2006 
• Care Standards Act 2000 
• Public Interest Disclosure Act 1998 
• The Police Act – CRB 1997 
• Mental Health Act 1983 
• NHS and Community Care Act 1990 
• Rehabilitation of Offenders Act 1974 
 
We endeavour to prevent and protect people from abuse. 
 
It can take a number of forms, including the following: 
• Physical abuse 
• Sexual abuse 
• Emotional abuse 
• Bullying 
• Neglect 
• Financial (or material) abuse 
 
Safe recruitment 
Selattyn and Gobowen Parish Council ensures safe recruitment through the following processes:   

• DBS Checks 

• References 

• Supportive management structure in place 
 
The organisation commits resources to providing DBS checks on all volunteers whose roles 
involve contact with vulnerable adults.  

 
Our clients are potentially vulnerable therefore, all volunteers have responsibility to follow the 
guidance laid out in this policy and related policies, and to pass on any welfare concerns using 
the required procedures. If a volunteer is concerned in anyway, they should report it to the Lead 
Volunteer (Kath Griffiths) in the first instance, following this it can be reported to the Parish 
Clerk. Where the situation is viewed as an Emergency, the Emergency Procedure should be 
followed.  
 
We expect all volunteers to promote good practice by being an excellent role model, contribute 
to discussions about safeguarding and to positively involve people in developing safe practices. 
 
The scope of this Safeguarding Policy is broad ranging and in practice, it will be implemented via 
a range of policies and procedures within the organisation. 
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12 Insurance 
 
Volunteers are covered under the Parish Council’s Employers Liability Insurance for any 
accidents/incidents that occur in any other capacity when volunteering for the project. However 
it is now up to the individual volunteer to ensure that they are insured to use their car in a 
voluntary capacity to deliver meals and that you have a current MOT certificate for the car you 
use to deliver meals in. Your car insurance will then cover you whilst on the road delivering 
meals. The Parish Council will ask to see a copy of your driving licence on an annual basis and the 
registration of the car that is being using in a volunteering capacity to carry out relevant MOT 
and insurance checks. 

 

13 Grievance and Misconduct 
 

A. It is important that if you feel dissatisfied with any matter relating to your role you should 
have an effective means by which such a grievance can be aired and, where appropriate, 
resolved.  

 
B. Nothing in this procedure is intended to prevent you from informally raising any matter you 

may wish to mention. Informal discussion can frequently solve problems without the need 
for a written record. However, if you wish to raise a formal grievance you should normally do 
so in writing from the outset.   

 
C. If you feel aggrieved at any matter relating to your role you should first raise the matter with 

the Parish Clerk, either verbally or in writing, explaining fully the nature and extent of your 
grievance. You will then be invited to a meeting at which your grievance will be investigated 
fully. You will be notified of the decision, in writing, normally within ten working days of the 
meeting, including your right of appeal. If your grievance is with the Parish Clerk, the matter 
should be raised with the Chairman of the Parish Council 

 
In the event where a volunteer has been involved in misconduct in relation to the role, they will 
be asked to leave their voluntary position within the organisation.  
 

 

14 Responsibility for the policy 
 
Overall responsibility for the implementation, monitoring and review of the policy and procedures 
lies with Selattyn and Gobowen Parish Council and on a day to day basis with the Parish Clerk. 

 

 

15 Important Contact Details 
  
 Parish Clerk (Amy Gregory): 01691 829571 
 Lead Volunteer (Kath Griffiths) 01691 662116 
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