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VOLUNTEER POLICY
1. Introduction

Our organisation recognises the importance of involving volunteers in our work and the incomparable contribution they make. Some of the things that volunteers add to this organisation could simply not be done by paid staff and so, are essential and integral parts of the organisation. Volunteers are a cost-effective human resource which allows our organisation to extend its limited budget. They are motivated by the desire to make a difference and not by a salary. This gives our organisation credibility, as it legitimises it, and shows that people are willing to give up their time to help this organisation, which in turn engenders great regard in funders and decision-makers. The fact that volunteers are there of their own accord also gives an organisation a human touch and this is especially important in our organisation. The people who volunteer have frequently had some level of experience of the issue and this can help to break down some of the barriers between the organisation and client.

Rape Crisis North East responds to the needs of survivors of all forms of sexual violence- both recent and past. Using a feminist analysis of violence, and bringing the voice, experience and expertise of individual survivors, it also informs changes in legislation, education, policy development and societal attitudes on a local, regional and national level, to benefit all society. We work from three different centres in Dundalk, Drogheda and Castleblayney.  All our volunteers are highly trained according to standards laid down by the Rape Crisis Network Ireland (RCNI).  As a full member of the team volunteers participate in the organisation’s functions and decision making. The Board of Directors is a skills based voluntary board and as such volunteers act as employer to paid members of staff. Volunteers are also required to act in accordance with Rape Crisis Nrth East policy and represent us with respect and dignity. In turn our organisation is dedicated to creating a safe work environment free from harassment, intimidation or bullying where a volunteer will also be treated with respect and dignity.  If a problem should arise it is our aim to act quickly and fairly to resolve it.

The purpose of this policy is to provide guidance on all aspects of volunteering with our organisation.  It will provide information for both short-term and long-term volunteers as well as information for both types as to what they can expect and what they can do if a problem arises.


2. Short-Term Volunteers

Terms and Conditions of short-term volunteer involvement.

Our organisation will sometimes utilise volunteers to complete a short-term project or to undertake some short-term work such as fundraising, awareness raising etc.  Short-term involvement will always be less than six months and will not involve any direct contact with survivors or supporters utilising our services.


2.1 Recruitment and Selection

· A specific job description and a list of desirable qualifications and experience will be circulated through the appropriate publicity avenues.

·  All advertisements and information sent out to applicants concerning available positions will make reference to our commitment to equal opportunities.

· Volunteers will be recruited from as diverse a range of people as possible. Selection will be based on suitability regarding competencies that include experience, abilities and qualifications.

· Depending on the nature and duration of the project/work, we will:
· Accept CVs rather than an application
· Conduct telephone interviews
· Conduct in-person interviews
· Check references (always)
· Inform unsuccessful candidates by letter or email (always)
· If unsuccessful candidate has qualifications and experience that might be useful in the future for another project or piece of work, we will ask the candidate for permission to retain their CV/application.


2.2 Contract/Agreement

· Depending on the work they are required to do volunteers may have to sign a contract agreeing what work is to be done and the time frame within which it is to be completed.

2.3 Supervision and Evaluation

· All short-term volunteers will have access to supervision required to carry out their role.  This supervision is the responsibility of the appropriate staff member – depending on the project/work.


2.4 Information, Materials and Equipment

· All short-term volunteers will have access to all appropriate information and materials necessary to carry out their work. All short-term volunteers will have access to whatever equipment is required to complete their work, either at one of our Centres or by some other mutually agreed arrangement.


2.5 Insurance.

· Depending on the role of the short-term volunteer, our organisation may provide insurance. This will be discussed with the volunteer prior to the beginning of the project/work.


2.6 Confidentiality 

· We respect the rights of all of its volunteers to privacy and confidentiality.

· Volunteers are required at all times to maintain absolute confidentiality in respect of matters that come to their knowledge in the course of their work, both while they are working with our organisation and after they leave.

2.7 Recognition

· The contribution made by short-term volunteers is recognised and rewarded, with thanks informally conveyed on an on-going basis and more formally recognised at key times decided by the Centre Managers and Board of Directors


2.8    Reimbursement 

· Some reasonable costs incurred while volunteering may be reimbursed following the production of receipts. This will be discussed with the volunteer prior to the beginning of the project/work.


2.9 Health and Safety

· Our Centre recognises its duty of care to avoid exposing short-term volunteers to risks to their health and safety and to provide safe and healthy working conditions. Volunteers will be made aware of practical safety issues.


3.0    Completion

· Where possible, exit interviews will be held with short-term volunteers when they complete the project/work. The interview will be done by the staff member responsible for supervising the volunteer and written records will be kept. The interview will include how the volunteer found the experience and any suggestions they may have.

· The offer of a personal reference for future volunteer involvement/employment will be made to each volunteer, if their work has been satisfactory.

4. Long-Term Volunteers

Terms and Conditions of Long-Term Volunteer Involvement
Long-term volunteers are those recruited for longer than six months. Frequently long-
term volunteers have a role that involves direct contact with survivors and supporters.




4.1    Recruitment and Selection

· A Specific Job descriptionand a list of desirable qualifications and experience will be circulated through the appropriate publicity avenues

· All advertisements and information sent out to applicants concerning available positions will make reference to our commitment to equal opportunities.

· Volunteers will be recruited from as diverse a range of people as possible. Selection will be based on suitability regarding competencies that include experience, abilities and qualifications.

· Those interested in long-term volunteering are required to complete an application form which can be obtained by contacting Rape Crisis Midwest by telephone: 061 311511 or by email: info@rapecrisis.ie

· A description of the role detailing its core responsibilities and tasks will be sent to each candidate. A person specification describing the experience, skills, qualification, knowledge and personal qualities required for each role will also be made available.

· Candidates will be interviewed prior to selection and this will be done, where possible, by not less than two people.

· The interview panel will be given guidelines outlining good interview practice and the prevention of discrimination.

· References will be verified and professional qualifications ascertained.

· If accepted, and the role requires it, Garda vetting will be undertaken. Prospective long-termvolunteers are informed in advance of such vetting and if they refuse to grant permission, they will not be placed.

· A letter of regret will be sent to unsuccessful candidates.

· A written record of the assessment of each applicant will be kept for at least six months, with regards to unsuccessful candidates. The written record of a successful candidate will be placed in their personnel file.

· Any candidate who feels that she/he has been unlawfully discriminated against has the right of complaint, which can be exercised by writing to the Board of Directors. If the complaint is upheld, an appropriate remedy will, if possible, be offered (for example the candidate may be short-listed for, or offered, the post in question or a suitable, alternative post). If the complaint is not upheld, the complainant still retains the right to have the complaint investigated by the appropriate mechanisms of the state.


4.2    Appointment/Termination

· Following the completion of any required training recommendations which are made by the trainer to the centre manager in relation to individual volunteer roles. A formal appointment will then follow.

· We ask for a specific time commitment from each volunteer. That time commitment varies depending on the role the volunteer is filling.

· A volunteer may decide at any time to end their relationship with our organisation. The termination process must take into consideration the volunteer’s role within the Centre and must be clearly communicated at the earliest opportunity.

· Acting in the best interest of survivors, the best interest of the centre and mindful of respect for the volunteer and other centre members, the centre may decide to end a volunteer’s relationship with the organisation.

· Where possible, exit interviews will be held with any volunteers who leave Rape Crisis Midwest.

· Such interviews will be conducted by an identified member of the organisation and written records will be kept.
· These interviews will include the reason why the volunteer is leaving, how they found the volunteering experience at Rape Crisis Midwest and any suggestions they may have concerning this experience.



4.3 Training


· All long-term volunteers will participate in an induction process during training. This consists of a general introduction to our organisation and specific information concerning their role.

· Depending on the post, volunteers may be required to undergo training. Other training programmes and workshops are available and information concerning these is available on request at info@rapecrisis.ie. 

· Volunteer Counsellors are required to undergo specific training:

· Candidates are usually required to be over the age of twenty eight but this is flexible.
· Intensive two year training course (RCNI accredited).
· The course will explore issues arising in working as a counsellor with male and female clients who have experienced rape, sexual assault, child sexual abuse or sexual harassment.
· One weekend a month from September to May at a Limerick venue.
· Cost €1500 per year. (2011 -2012)
· All participants are required to have the ability to reflect on themselves as people and their practice as rape crisis counsellors and be open to the journey which the course will bring them on.
· Trainers are RCNI accredited as well as having their own personal qualifications




· Court Accompaniment Volunteers are required to undergo specific training:

· RCNI trained to provide support when a case goes to trial
· One day course with possible 2nd day on advocacy work
· Usually held once a year

· SATU – Sexual Assault Treatment Unit. This is where forensic medical examinations are    done.

· Volunteers are trained to provide a response as part of the Sexual Assault Forensic Medical Examination Team.
· Training in excess of 70 hours

· Following training, new long-term volunteers who have direct contact with survivors or supporters will receive on-going supervision in relation to this work.



4.3    Supervision and Evaluation


· The Centre Manager will endeavour to provide access to regular supervision for all long-term volunteers. Lines of communication operate in both directions and exist both formally and informally.

· Long-term volunteers will attend supervision and support sessions. The frequency, duration and supervisor are clearly identified with each volunteer, and vary according to the needs of the specific role.

· Long-term volunteers will participate in regular appraisal sessions with an identified staffmember.

· These sessions provide a safe, confidential opportunity for the Centre to convey its appreciation of the volunteers’ contribution and for each volunteer to review their performance and their relationship with the Rape Crisis Centre, take stock of their achievements, identify challenges and training needs, provide feedback, and plan objectives for the year ahead.
· In addition, a questionnaire will be regularly completed by long-term volunteers evaluating their experience.


4.5    Recognition and Support

· We recognise that long-term volunteers are full members of the Centre’s team and participate at all levels and in all aspects of our work. The contribution made by long-term volunteers is recognised and rewarded, with thanks informally conveyed on an on-going basis and more formally recognised at key times decided by the Centre Manager and Board of Directors.

· Long-term volunteers are supported and encouraged to develop their expertise and skills during their voluntary experience.


4.6   Reimbursement

· We recognise that long-term volunteers provide their valuable time, experience and expertise free of charge. All out-of-pocket expenses incurred in the undertaking of voluntary work for the Centre will be reimbursed in line with the agreement made with the volunteer. Expenses are to be claimed within the month they are incurred and are paid the first week of the following month.



4.7    Insurance

· Our insurance will cover all long-term volunteers working on behalf of the organisation.


4.8    Confidentiality

· Our Centre respects the rights of its long-term volunteers to privacy and confidentiality. We will keep all records that include any personal details of volunteers in accordance with data protection legislation. Long-term volunteers are required at all times to maintain absolute confidentiality in respect of matters that come to their knowledge in the course of their work. This does not apply to communications properly made by long-term volunteers in the normal conduct of their work for theorganisation, when specific consent to disclose information has been given by the survivor/supporter or Centre Manager, or when ethical and legal reasons prohibit the guarantee of complete confidentiality.

· Long-term volunteers are also required to maintain this standard of confidentiality when they cease involvement with this organisation.


4.9   Health and Safety

· Our organisation recognises its duty of care to avoid exposing volunteers to risks to their health andsafety and to provide safe and healthy working conditions. Volunteers will be made aware of practical safety issues as part of their induction.




Signed:  ______________________________________ Review Date:  __________________


Date:  _______________________________________  
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