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One Corby Policy Committee 9 April 2013
 

Volunteer Policy – Management Framework 
 

Synopsis 
This report seeks Member’s consideration and approval to the attached Volunteer Policy. 
The policy represents a Management Framework of the guiding principles governing the use 
of volunteers in the Council.   

The policy has no contractual force. 

1. Relevant Background Details  
Volunteering is a recognised activity that supports the development and engagement of 
others. Volunteers are recognised as ‘super numerate’ to existing resource and are not 
intended to replace the work of paid labour. Volunteers are individuals who, unpaid and of 
their own free will, contribute their time and energy on projects that benefit the community, 
the environment or the individual. Volunteering opportunities can help individuals to gain new 
skills, meet new people or gain experience that will help them in their pathway to 
employment or training.  

2. Report 
Proposal: 
This Policy aims to act as a management framework for the guiding principles governing the 
use of Volunteers within the Council. It sets out the expectations of both parties engaging in 
volunteering activity and provides a clear dispute resolution framework should difficulties 
arise. A Volunteering Agreement will be mutually signed up to, to demonstrate an 
understanding of the volunteering relationship and support arrangements. This agreement 
has no contractual force and is binding in honour only. The agreement is not intended to 
create an ‘employment’ relationship between the two parties. There are no mutual obligations 
on either party to provide for, or give, volunteering time.  Volunteering arrangements do not 
gain employment status, as there are no mutual obligations on either party to attend or 
provide opportunities. 
Consultation Process: 
The policy has been consulted with the recognised trade unions during sub Joint 
Consultative Committee (JCC) meetings and at the full JCC meeting held on 21st January 
2013.  

3. Options to be considered  
 a)  to approve the Volunteer Policy as a management framework, as noted above 

 b)  to decline the Volunteer Policy and use of Volunteers within the Council 

4. Issues to be taken into account:- 
Policy Priorities  
Policies must reflect legislative requirements and adopt best practice principles to ensure the 
Council is legally compliant and adopts positive working relationships for the mutual benefit 
of the Council and its volunteers. The policy has no contractual force and volunteering is not 
intended to create an employment relationship. No mutual obligation exists. Corby Borough 
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Council is not obliged to provide volunteering opportunities and volunteers are not obliged to 
provide their services.  

Financial  
Adoption of the policy provides no direct financial implications.  Internal staff training and 
policy communication will need to be addressed.  

Legal 
The Policy, management framework is not intended to be legally binding and has no 
contractual force. The governing of volunteers is intended to reflect best practice and mutual 
respect for each party whilst not compromising professional or service standards provided by 
the Council to its residents and customers.  

Human Rights& Equalities 
Volunteer opportunities are open to all members of the Community.  Reasonable 
adjustments will be considered on a case by case basis to accommodate any volunteer who 
has a protected characteristic, as defined in the Equality Act.  

5. Conclusion 
The Volunteer Policy aims to provide a management framework governing for the guiding 
principles for the use of Volunteers within the Council. The Policy will have no contractual 
force. Service Areas utilising volunteers will be requested to use this framework to ensure 
that they are appropriately encouraging and supporting the valuable time offered by 
volunteers in a positive and mutually beneficial way. 

6. Recommendation 
The Committee:- 

i) approve the Volunteer Policy as a model framework for the engagement of volunteers 
across the Council.  

 Background Papers / External Consultations 
None 

List of Appendices 
Volunteer Policy 

Officers to Contact 
Julie Cardwell, Principal Health and Wellbeing Officer – ext 4046 

Stella Jinks, HR Manager – ext 4655 
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Corby Borough Council 
Volunteer Policy 

 
 
Introduction  
 
This policy sets out the broad principles for voluntary involvement with Corby 
Borough Council. It is of relevance to all within the Borough Council, including 
volunteers, staff, members, and those elected or appointed to positions of 
responsibility. The Policy will be reviewed regularly to ensure that it remains 
appropriate to the needs of Corby Borough Council and its volunteers.   This 
policy will have no contractual force. 
 
Commitment  
 
Corby Borough Council recognises the right that people have to participate in 
the life of their communities through volunteering. It also acknowledges that 
volunteers contribute in many ways, that their contribution is unique and that 
volunteering can benefit users of services, staff, local communities and the 
volunteers themselves. Corby Borough Council values the contribution made 
by volunteers and is committed to involving volunteers in appropriate positions 
and in ways which are encouraging, supportive and which develop and 
promote volunteering.  
 
Corby Borough Council recognises its responsibility to arrange its volunteering 
efficiently and sensitively so that the valuable gift of the volunteer's time is 
best used to the mutual advantage of all concerned.  
 
Definition  
 
Volunteering is an important expression of citizenship as well as an important 
component of democracy. Volunteers are people who, unpaid and of their own 
free will, contribute their time, energy and skills to benefit the community.  
 
Statement of values and principles  
 
Volunteering is a legitimate and crucial activity that is supported and 
encouraged by Corby Borough Council and is not intended to be a substitute 
for paid employment. The role of volunteers complements but does not 
replace the role of paid staff.  
 
Appropriate steps will be taken to ensure that paid staff are clear about the 
role of volunteers, and to foster good working relationships between paid staff 
and volunteers.  
 
Volunteers will not be used during times of industrial action to do the work of 
paid staff.  
 
The volunteer role is a gift relationship, binding only in honour, trust and 
mutual understanding. No enforceable obligation, contractual or otherwise, 
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can be imposed on volunteers to attend, give or be set a minimum amount of 
time to carry out the tasks involved in their voluntary activity. Likewise the 
Borough Council cannot be compelled to provide regular voluntary activities 
for the volunteer.  
 
Why Appoint Volunteers? 
 
There are many benefits to the Council in involving volunteers: 

• Volunteers can bring a different perspective to our services; often one 
that reflects the diverse views of the local community. 

• Volunteers can help to extend services the Council currently offers. 
• Volunteering empowers our citizens to actively influence decision 

making and service provision. 
• Providing opportunity for skills development within our local community. 
• Volunteering can be a valuable pathway to employment or training 

opportunities 
• Volunteering can provide opportunities to meet like-minded people 
• Volunteering can provide an opportunity to be involved with something 

interesting, absorbing and rewarding 
• Volunteering can improve general health and wellbeing 

 
What opportunities can the Council offer volunteers? 
 
There is a wide range of volunteering opportunities the Council can offer, such 
as: 

• Supporting services, i.e. litter picks or graffiti removal 
• Stewarding at community events 
• Assisting with delivery of community projects 
• Administration support, such as distribution and design of marketing 

materials and mail outs 
• Leisure Facility support i.e. reception, issuing wrist bands, customer 

care activities, setting up equipment 
• Support consultation initiatives and focus groups 
• Countryside Management – maintaining our green and open spaces 
• Assisting Sports/Play and Coaching activities 

 
Raising Awareness of Volunteering Opportunities 
 
The Council will endeavour to promote volunteering and local opportunities 
by: 

• Raising awareness of volunteering opportunities through local voluntary 
and  community groups 

• Establishing links with schools, colleges, local companies, community 
groups and places of worship 

• Using existing Council publications including One Corby and the 
Council website to promote local volunteering opportunities. 

• Issuing pro-active press releases to local community groups and the 
media. 
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• Promoting volunteering opportunities with Corby Voluntary and 
Community Services 

 
Recruitment & Selection  
 
Corby Borough Council is committed to equal opportunities and believes that 
volunteering should be open to all regardless of age, gender, ethnicity, ability, 
religion and political beliefs. The acceptance of volunteer assistance for a 
particular role is made on merit, the sole selection criterion being the 
individual's suitability to carry out agreed tasks.  
 
Volunteers who are considered unsuitable for a particular task will either be 
offered alternative voluntary involvement within the organisation or referred to 
Corby Voluntary and Community Services for discussion of alternative 
opportunities. 
  
All volunteers who will be working in a role requiring a CRB will be asked to 
produce a reference either from their last employer or educational 
establishment. All volunteers will also be invited to attend an informal 
discussion.  
 
Volunteers will be properly briefed about the role to be undertaken and given 
all the necessary information to enable them to perform with confidence.  
 
Prior to commencement of the volunteering role, each successful volunteer 
shall be allocated to a mentor who will advise and support the volunteer 
throughout their placement. The mentor’s responsibilities will include ensuring 
the volunteer receives the following: 
 

• Regular placement support 
• Positive feedback on the volunteer's contribution 
• Adequate office accommodation if appropriate and all equipment 

necessary for them to perform their role effectively 
 

Volunteering Agreement 
 
The volunteer will be invited to enter into a volunteering agreement with the 
Borough Council.  This agreement will identify: 
 

• The volunteers role 
• The training that the volunteer can undertake 
• The insurance cover that will be provided for the volunteer 
• Who will mentor the volunteer and 
• The notice that will be given to a volunteer if his/her role is to come to 

an end. 
 
Training & Development  
All volunteers will be made aware of and have access to all the organisation's 
relevant policies, including those relating to volunteering, health & safety, 
safeguarding and equal opportunities.  
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The development of training and support for volunteers is a high priority for 
the organisation in order to equip them with the necessary information and 
skills to carry out their tasks. Volunteers will need to consider their ability to 
participate in any training opportunities aligned to the choice of role they wish 
to undertake. 
 
Health and Safety 
 
The volunteer will observe and adhere to the Council's Health and Safety 
Policy and Procedures, including accident report forms and where applicable 
ensure that they are completed. 
 
Insurance  
 
The Council will ensure that volunteers are covered for insurance purposes in 
respect of personal injury.  The Council will also ensure that volunteers are 
provided with professional and public liability insurance where appropriate.  
The insurance will not cover unauthorised actions or actions outside the 
volunteering agreement. 
 
Confidentiality and Data Protection 
 
The organisation will advise the volunteer on its confidentiality policy and 
procedures, where relevant. This would include those relating to personal 
information held by the organisation relating to the volunteer.  
 
Dress Code 
 
Volunteers' dress code will be at their mentor’s discretion and should be 
appropriate to their role. 
 
Private Use of Council Equipment 
 
All volunteers will be expected to adhere to the Council's policies on the 
private use of Council equipment, including use of the internet, email, 
telephones and post for which full guidance will be given. 
 
Volunteer Drivers 
 
Any volunteers who will be transporting equipment or people using a vehicle 
provided by the Borough Council must have evidence that they hold a current 
driving licence.  
 
Volunteers should be informed of the need to notify their insurance company if 
they intend to use their car for volunteer activities and must ensure that their 
policy is extended to cover business use.  The volunteer will be responsible 
for ensuring that their policy is extended for business use. They will also be 
required to produce a current driving licence and evidence of car insurance if 
appropriate. 
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The volunteer must report any accidents, any motoring offences or police 
cautions to the Council. The Borough Council will not pay any parking fines 
accumulated by the volunteer. 
 
Non Attendance 
 
When a volunteer has offered to support a service/activity and for unforeseen 
reasons are unable to attend at the last minute we would request that 
volunteers make contact with their nominate person as soon as it is 
reasonably practical to do so. 
 
Termination 
 
Where appropriate, the role and placement of the volunteer may be 
terminated by the mentor at one week’s notice, or immediately where 
behaviour is serious enough to warrant to gross misconduct. In all cases the 
volunteer will be entitled to an explanation of the decision and action taken. 
 
A list of examples of gross misconduct is below (this is not exhaustive): 

• Serious breach of Health and Safety 
• Theft 
• Fraud 
• Physical violence 
• Bringing alcohol or drugs on to Council Premises/property 
• Being under the influence of drugs, alcohol or other substances whilst 

on placement 
 
Ideas and Problems 
 
Corby Borough Council aims to treat all volunteers fairly, objectively and 
consistently. The organisation seeks to ensure that volunteers' views are 
heard, noted and acted upon promptly and aim for a positive and amicable 
solution.  
 
The volunteer mentor is responsible for handling problems regarding 
volunteer complaints or conduct. In the event of a problem, all relevant facts 
should be obtained as quickly as possible. Support will be provided by the 
Borough Council to the volunteer while it endeavours to resolve the problem in 
an informal manner. If an informal resolution proves impossible, the 
organisation's wider disciplinary, grievance or complaints policies and 
procedures (which include volunteers) will be referred to. Please see the 
resolution framework and Managing performance framework for volunteers. 
 
Rights and Responsibilities  
 
The organisation recognises the rights of volunteers to:  
 

• know what is (and what is not) expected of them  
• have adequate support in their volunteering  
• receive appreciation  
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• have safe working conditions  
• be insured  
• know their rights and responsibilities if something goes wrong  
• receive appropriate training  
• be free from discrimination  
• be offered the opportunity for personal development  

 
The organisation expects volunteers to:  
 

• be reliable  
• be honest  
• respect confidentiality  
• make the most of training and support opportunities  
• carry out tasks in a way that reflects the aims and values of the 

organisation  
• work within agreed guidelines  
• respect the work of the organisation and not bring it into disrepute  
• comply with the organisation's policies  
 
 

Core Values underpinning Corby Borough Councils Volunteer Policy 
 
Choice: Volunteering must be a choice freely made by each individual. Any 
encouragement to become involved in volunteering should not result in any 
form of coercion or compulsion. Freedom to volunteer implies freedom not to 
become involved or to cease involvement at some future date. 

Diversity: People in the Borough of Corby bring varying qualities and 
experience to the voluntary and community sector. Diversity is recognised, 
respected and valued. Volunteering should be open to all, no matter what 
their background, disability, age, race, sexual orientation or faith. It is 
recognised that social exclusion barriers can be overcome by skills, 
experience, confidence and contacts gained while helping others. 

Reciprocity: Giving voluntary time and skills must be recognised as 
establishing a reciprocal relationship in which the volunteer also benefits. 
Volunteers gain a sense of worthwhile achievement, useful skills, experience 
and contacts, sociability and fun, and inclusion in the life of the organisation 
and the wider community. 

Recognition: The value of what volunteers contribute to the organisation, to 
the community, to the social economy and to wider social objectives, is 
fundamental to a fair relationship between volunteers and Corby Borough 
Councils.  
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Corby Borough Council 

Model Volunteering Agreement 

Corby Borough Council encourages and welcomes volunteers to support 
services and activities provided by the Council. This agreement sets out the 
relationship between a volunteer and the Council. 

This agreement is binding in honour only. It is not intended by the parties to 
be a legally binding agreement nor is it intended to create an employment 
relationship between us.  

Referees 

We require you to provide a referee if your role requires that you need to be 
checked by the Criminal Records Bureau. 

Your role as a volunteer 

The task that you will be asked to undertake as a volunteer are: [insert here 
the tasks to be undertaken by the volunteer]. 

What you can expect from us 

The Council will provide you with: 

• An introduction to the organisation and your volunteering role within it.  
• Training related to your responsibilities as a volunteer. We hope that 

you will take advantage of this to improve and maintain your skills.  
• A Mentor who will supervise your volunteering and with whom you can 

discuss your work.  
• A review of your volunteering role after [three/six] months. This will 

normally be carried out by your Mentor.  
• Personal liability insurance to cover you while you are fulfilling 

authorised volunteer work.  
• Injury insurance for injuries incurred while fulfilling your authorised 

volunteer activity.  

What we expect from you 

We will discuss with you the amount of time that you are willing to commit to 
volunteering, when you will be available each week, and how your availability 
will fit in with our needs.  

If, for any reason, you will not be attending as we have agreed, we would be 
grateful if you could let us know as soon as possible so that a substitute can 
be found or different arrangements can be made. If we have no work for you 
we will let you know as soon as possible. 
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Confidentiality 

In the course of your volunteering you will come across confidential 
information about the organisation, its staff, its clients and third parties. You 
must respect this confidentiality and not use the information for your own 
benefit or disclose the information, except where required or permitted to do 
so by law. 

Policies 

You will abide by the Councils health and safety and equal opportunities 
policies, you will be made aware where to access these. 

Ideas and problems 

You may have ideas for the better performance of your duties or of ways in 
which we can meet our objectives as an organisation. Please discuss these 
with your Mentor. 

You may run into problems when performing your duties. You should discuss 
any complaint or problems with your Mentor. 

Your Mentor will discuss with you any issues that he/she may have with your 
work. 

If you would like to change the arrangements for your volunteering or move to 
a different kind of volunteering, that too should be raised with your Mentor. 

Termination 

Either you or the Council can terminate this agreement with or without notice 
at any time. 

  

Signed:_____________________________ Volunteer 
 
Date: 
 
 
Signed:_____________________________ Mentor 
 
Date: 
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Informal Volunteer Resolution Framework 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Volunteer 
Notifies Mentor of issue or concern either verbally 

or in writing 

Mentor 
• Arrange confidential meeting to discuss.  

Seek to explore possible solutions with the 
Volunteer, where possible. 

• Investigate complaint or issue as required. 

• Give feedback and proposed remedy to 
Volunteer 

 
In the event that the issue or concern is 
with your mentor you should raise this with 
their line manager 

In the event the resolution is unsatisfactory to the 
Volunteer, the Volunteer may submit an appeal to 

the Mentor’s Line Manager. 

Appeals must be submitted within a reasonable time.  
Ideally no longer than 2 weeks of the outcome. 

Mentors Line Manager will meet with the Volunteer 
to discuss grounds for appeal. 

Line Manager investigates. 

Meeting to give outcome. 

Decision is FINAL. 
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Management Performance Framework 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Appeal 

Mentor meets with Volunteer to highlight areas of concern 
and discuss supportive strategies. 

Action Plan of support to be mutually agreed and monitored. 

Where there is no improvement, a range of options may be 
considered by the Mentor in discussion with the Volunteer. 

Modify the Volunteer’s role. 

Agree a training plan. 

Terminate placement and refer to 
CVCS for alternative opportunities 

No action will be taken without a full and fair investigation 
to which the volunteer will have an opportunity to state their 

case prior to any decisions being taken. 

In the event of gross misconduct, Corby Borough Council 
reserves the right to suspend any placement activities until a 

full investigation has been completed. 

It is possible to appeal against the outcome of the performance framework by 
contacting the mentor’s line manager.  An independent review will be 
undertaken of performance/audit trail one of the following decisions will be 
reached: 

• Modify the outcome 

• Uphold the decision 

• Overturn the decision 

Their decision is final. 
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