
 
 
 
 
 
 
 

 

Volunteer Policy 

1. Introduction 

1.1. The aim of Falkirk Community Trust is to lead culture and sport to enrich the peoples’ lives in the 

Falkirk area. We do this by supporting community aspirations, delivering inspiring services through 

a range of community-facing sport, recreation, arts, heritage, and library services, and ensuring that 

the experiences we offer provide equality of opportunity and access for all. Volunteers are an 

essential part of providing these opportunities. 

1.2. Falkirk Community Trust is committed to involving a diverse range of people in our work through 

both formal volunteering and other opportunities. We do this because we believe that: 

 Volunteers bring a wide variety of skills, qualities, and experience which add value to our work 

and contribute to the overall understanding of the needs of the Falkirk community. 

 Through the involvement of volunteers, we can build and maintain strong community networks 

by getting people involved across all 7 areas of Falkirk Community Trust: arts, heritage, 

libraries, fitness, sport, parks, and outdoors. 

 We work more effectively with and on behalf of the Falkirk community by providing 

opportunities for people to use their skills, knowledge and experience through volunteering. 

 As volunteers who reflect the diversity of their communities, people bring a different 

perspective to that of professional paid staff, which adds value to our work. 

 By involving volunteers we can offer opportunities for genuine involvement, learning and 

development for individuals. 

 We are able to reach more people within the Falkirk area to deliver our services with the 

involvement of volunteers. 

1.3. Volunteers: 

 help with the delivery of our services. 

 are active in projects and community-led activities supported by us. 

 help raise funds to support our work. 

1.4. We believe that our relationship with volunteers is one of mutual responsibility and commitment 

within which Falkirk Community Trust and 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. Falkirk Community Trust will devote sufficient personnel, resources and 

training to support volunteers in their role. 
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2. Purpose of this policy  

This volunteer policy sets out the principles and practice by which we involve volunteers in our service 

provision. This policy governs the work volunteers do for Falkirk Community Trust and should be read 

and understood by all volunteers. 

Our purpose in adopting this policy is to: 

 highlight and acknowledge the value of the contribution made by volunteers 

 reflect the purpose, value, standards and strategies of Falkirk Community Trust in its involvement of 

volunteers 

 recognise the respective roles, rights and responsibilities of volunteers in Falkirk Community Trust 

 confirm Falkirk Community Trust’s commitment to involving volunteers in its work 

 clarify the roles of volunteers and address the relationship between volunteers, those who engage 

them, and those who receive their service 

 help to ensure the on-going quality of both the volunteering opportunities on offer and the work 

carried out by volunteers 

 acknowledge the current areas of volunteer involvement in Falkirk Community Trust. 

The FCT appointed Volunteer Coordinator will support the members of staff (volunteer supervisors), 

whom are responsible for recruiting and deploying volunteers, across the Trust. 

3. Statement of principles of good practice 

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

 Tasks to be performed by volunteers will be clearly defined so that all concerned with their activities 

are sure of their respective roles and responsibilities 

 The Falkirk Community Trust will comply with the ‘Data Protection Act 2018’ and the General Data 

Protection Regulation (GDPR) by being transparent about how the Trust uses personal data, storing 

all confidential information on secure databases and enabling volunteers access to their records 

upon request 

 Volunteering opportunities will complement rather than replace the work of paid staff 

 Volunteer Supervisors and the volunteers whom they are responsible for will discuss mutual 

expectations and review performance and developmental needs on a regular basis 

 Volunteer policies will be reviewed bi-annually and consideration will be given as to how changes 

may affect volunteers 
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4. Recruitment and selection 

 Volunteer opportunities will be promoted in a manner that ensures there is wide accessibility to the 

positions we offer. Falkirk Community Trust’s Equal Opportunities Policy applies to the recruiting 

and selecting of volunteers. 

 Prospective volunteers will be required to complete an application pack. If required, Falkirk 

Community Trust will assist with filling in the form.  

 The role-specific Volunteer Supervisor will contact volunteers within 10 days of the initial enquiry. 

• Written role descriptions will explain what is expected of volunteers in relation to time, 

commitment, necessary skills, experience and specific duties required. 

 Successful applications will be invited to an informal interview with the Volunteer Supervisor and 

two references will be contacted to determine the volunteer’s suitability for the role. Referees must 

have known the applicant for more than 1 year and not be family. 

 Where a role requires volunteers to join the Protecting Vulnerable Groups (PVG) Scheme or 

undergo a Basic Disclosure, the volunteer will be expected to agree to the check. If any convictions 

are disclosed, this does not automatically disqualify the person from volunteering with the Trust. 

Each case will be reviewed individually. 

 For the PVG process the prospective volunteer must show proof of identity to a member of staff at 

the Trust, including 1 photographic item (such as passport, driving license, or student ID card) and 

1 item as proof of address (such as utility bill or bank statement). 

 Volunteers will be placed in activities which match their skills, talents and interests and, once 

placed they will be required to comply with Falkirk Community Trust’s existing policies and 

procedures. 

 We will regularly review the way in which volunteers can make contact with Falkirk Community 

Trust. 

5. Under 16s 

In most cases volunteers will need to be over 16 years of age, but anyone under the age of 16 will be 

asked for parental consent. Younger people may get involved in some aspects of volunteering with us if 

they are accompanied by a responsible adult. 

Volunteers under the age of 16 will not be left unaccompanied and will have adult supervision during all 

volunteering activities. 

6. Support for volunteers 

 The Trust will invest in personnel and resources for the management and coordination of 

volunteers. 

 Falkirk Community Trust will reimburse travel expenses up to £2.80 per volunteering session with 

proof of VAT receipt, where available. Travel expenses must be claimed within 1 month of accrual 
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and should be discussed with the volunteer supervisor for approval. 

 The Trust will provide all volunteers with an induction period, including any training relevant to their 

role, which will be reviewed, where appropriate, for volunteers to assess the progress of their 

placement and to resolve any issues at an early stage. 

 Information on legislation and policies that may affect volunteers will be provided at the start of 

volunteering (e.g. Health and Safety, Child Protection, etc.). 

 All volunteers will be offered appropriate access to support on a regular basis with the assigned 

Volunteer Supervisor, and will be provided with information on who to contact in an emergency. 

 Appropriate insurance cover for volunteers will be provided. 

 All volunteers will be offered access to appropriate training to enable them to develop their 

capabilities and competence in relation to their volunteering role. 

 Volunteers will be provided with the opportunity to change and/or upgrade their volunteering 

responsibilities as desired by the volunteer and appropriate to the Trust’s needs. 

 Volunteers will be made aware of Falkirk Community Trust’s complaints procedure and whom to 

contact if they have a complaint about an aspect of their role with the Trust. 

7. Records 

Some information on volunteers will need to be kept in both electronic and paper forms to allow the 

Trust to operate effectively. These will include: 

 Application form 

 References 

 Emergency contact 

 Notes 

 Training record 

 Volunteering opportunities and hours completed 

Any paper forms will be scanned and uploaded to the Volunteer’s electronic file. Once this is completed, 
the paper copies will be destroyed immediately. 

These records are held in accordance with Falkirk Community Trust’s Confidentiality and Data 
Protection policies. All personal information will be held in accordance with the ‘Data Protection Act 
2018’ and the General Data Protection Regulation (GDPR).  

Volunteers are asked to inform us of any changes to the information we hold about you – such as 
changes in phone number or address. 

8. Recognition and reward 

The value of a volunteer’s contribution to the Trust, to the community, to the social economy and to 
wider social objectives, is fundamental to the relationship between volunteers, the Trust, and statutory 
policy and practice. It is important that the contribution and commitment of our volunteers is properly 
supported and acknowledged. This will help retain volunteers and ensure continuing support for the 
Trust. 
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Different methods of recognising volunteers, both internally and externally, will raise the profile of the 
Trust and through the volunteers there will be advocates of the Trust in the local and wider 
communities. Recognition can be provided in a number of ways, such as cards, peer support events, 
volunteer socials, training and development, work experience, references, and in any way that is 
suitable to specific roles. 

9. Volunteer rights and responsibilities 

The volunteer role is based on trust and mutual understanding. There is no enforceable obligation, 
contractual or otherwise, for the volunteer to attend or to undertake particular tasks or for the 
organisation to provide continuing opportunities for voluntary involvement, provision of training or 
benefits. 

However, there is a presumption of mutual support and reliability. Reciprocal expectations are 
acknowledged – both of what the organisation expects of volunteers and what volunteers expect of the 
organisation. 

The Trust expects volunteers: 

 to be reliable and honest 

 to uphold the Trust’s vision, mission, and values 

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

 to attend training and support sessions where appropriate 

 to respect other volunteers, service users, and staff 

 to carry out tasks within agreed guidelines 
 

Volunteers can expect: 

 to have clear information about what is and is not expected of them 

 to have a designated person who will line manage and mentor them 

 to receive adequate support and training 

 to be insured and to volunteer in a safe environment 

 to be treated with respect and in a non-discriminatory manner 

 to receive travel expenses, where available 

 to have opportunities for personal development 

 to be recognised and appreciated 

 to be able to say ‘no’ to anything which they consider to be unrealistic or unreasonable 

 to know what to do if something goes wrong 
 

10. Relationships with the Trust staff 

Falkirk Community Trust have appointed a Volunteer Coordinator whose primary function is to oversee 
the volunteering programme and the implementation of this volunteering policy to ensure that the 
Trust’s volunteering practices are of a high standard.  
 
A nominated Volunteer Supervisor will be appointed to volunteers at Falkirk Community Trust, who will 
have overall responsibility for the volunteers who work within their area. The Volunteer Supervisor may 
identify a key person who will be the main contact for volunteers. 
 
In addition, Falkirk Community Trust is committed to: 
 

 ensuring that paid staff at all levels are clear about the role of volunteers and that good working 
relationships are fostered between them and volunteers. 
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 providing appropriate training, support and resources for those who work alongside volunteers and 

for those who have a supervisory role in relation to them. 

 providing volunteers with clear information about the roles undertaken by paid staff and of their 

value to the Trust. 

11. Grievances 

We welcome the involvement of volunteers in this organisation and we try to ensure that the 

volunteering experience is a rewarding one. We try to get things right but occasionally we fall short of 

volunteers’ expectations. We therefore welcome comments on how volunteering with us can be 

improved. However, if something is not resolved to your satisfaction you have the right to make a 

complaint. This procedure is set out below. 

Your complaint will be: 

 dealt with as quickly as possible 

 handled fairly and politely; and 

 investigated fully 

We wish to be as flexible as possible in receiving complaints. Volunteers can complain: 

 by letter 

 by phone 

 by email 

 on behalf of someone else 

Stage 1: Frontline Resolution 

You should, in the first instance, make your concerns known to the Volunteer Supervisor. S/he will try to 

resolve the matter immediately and informally, but if this is not possible, you will be asked if you would 

like to make a formal complaint. 

Stage 2: Investigation 

If you feel that your complaint has not been resolved and you wish to proceed, you will need to put your 

complaint in writing addressed to the Volunteer Coordinator. Your complaint will be acknowledged in 

writing or by phone within 5 working days and we will aim to resolve the complaint within 20 working 

days from the date of acknowledgement. If this target of 20 days cannot be met, you will be informed of 

the delay, the reason for the delay, and the new target for responding.  

Please contact the Volunteer Coordinator at: 

 Volunteer Coordinator 

 Falkirk Library 

Hope Street 

FK1 5AU 

FCTvolunteering@falkirkcommunitytrust.org 

mailto:FCTvolunteering@falkirkcommunitytrust.org
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12. Review 

The volunteer policy will be reviewed by the Volunteer Coordinator and Senior Management Team bi-

annually to ensure it is fit for purpose. 

Date Approved November 2018 

Review Date November 2020 

End Date  

Version 2.0 

 

Version Control 

Version Number Revision(s) Edited by Date 

2.0 New format 
 
Updated wording and new 
grievances procedure 
 
Changes to travel 
expenses and disclosures 
 
Added appendices 

Tamara Horton September 2018 
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Appendix A 

Volunteer Recruitment and Induction Overview 

 

Our volunteer recruitment process aims to provide applicants with the information they need to find the 

right volunteer role for them. It also reflects the significance of our volunteers and ensures we meet our 

obligations in matching volunteers to roles within our organisation. Induction is the final step in the 

recruitment process, which should prepare volunteers for their role and help them to get to know the 

Trust and who will support them. 

The following flow chart shows an overview to the recruitment and induction process. 

 

  

INDUCTION AND TRAINING 

Welcome to the team! 

During your induction, we will give you all the 
information you need to know to get you started in 
your role. You will get to know the building and/or 

area you are working in, who you’ll be working 
with, and other important information. We will also 
provide any training required to carry out the role. 

INITIAL MEETING 

If your application is successful, we will invite 
you to meet with us to discuss who we are, 
what we do, and just get to know you better. 
This is an informal meeting that gives you an 

opportunity to decide if we are the right choice 
for you! 

If the volunteering opportunities at 
Falkirk Community Trust are not right for 
you, we will point you in the direction of 
a volunteering agency that can assist 
you in finding more suitable activities. 

APPLICATION 

If you think we have the right 
opportunities for you, we will ask that 

you fill in an application pack and return 
it to us. 

FIRST CONTACT 

We will be in touch within 10 days from 
the day you have contacted us. We will 

discuss current opportunities and 
answer any questions. 

PAPERWORK 

There is always paperwork and other 
important details to go over before you start 

your volunteering journey with us. This 
ensures we have the correct details for you 

and can make any adjustments if necessary. 
We will check references and complete 

criminal checks at this stage. 

FIRST VOLUNTEERING SESSION 

This is what you’ve waited for! You’ll be 
getting stuck in to your new role, but you 

won’t go it alone. Staff and other 
volunteers will be there to support and 
guide you along the way until you feel 

confident! 
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Appendix B 

Disciplinary Procedure 

 

The aim of this procedure is to ensure that volunteers are treated in a fair and consistent way if there is 

a concern about their performance of voluntary work. It is hoped that most concerns will be satisfactorily 

dealt with through informal discussions based on honesty and respect. However there may be times 

when the following guidelines are needed. 

Stage 1: Informal Discussion 

Most disciplinary problems can be solved by informal discussion.  Before taking formal disciplinary 

action, the Volunteer Supervisor will make every effort to resolve the matter by informal discussions, 

which may include mediation, additional training, or support for the volunteer.  This would not be 

recorded as disciplinary action and would be seen as a process of constructive dialogue. 

Stage 2: Formal Warning 

If, despite informal discussions or training, the conduct or performance still does not meet acceptable 

standards, the volunteer may be given a formal verbal warning by the Volunteer Supervisor. 

The volunteer will be told: 

 the reason for the warning 

 what the volunteer needs to do to improve the situation  

 a time frame within which the conduct or performance needs to be improved    

A note will be kept to document the formal warning, but the warning will expire after 12 months, subject 

to satisfactory conduct or performance. 

Stage 3: Final Warning 

If the conduct or performance still remains unsatisfactory by the stipulated date, or if the misconduct is 

sufficiently serious to warrant only one written warning, a further disciplinary meeting (where the 

Volunteer Coordinator will be present) will be called with the volunteer.  The disciplinary meeting will be 

an opportunity for the volunteer to answer the issues raised by Falkirk Community Trust. 

Where this meeting establishes that there has been a failure to improve or change behaviour, then a 

final written warning will be given to the volunteer.  The final warning will: 

 give details of and the grounds for the complaint 
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 set out the improvement that is required and a time frame  

 make it clear that any recurrence of the offence, lack of improvement or other serious 

misconduct within the stipulated period of time will result in dismissal  

 refer to the volunteer’s right of appeal 

A copy of the final written warning will be kept on file but the warning will expire after 12 months subject 

to satisfactory conduct and/or performance. 

Dismissal 

If the volunteer’s conduct or performance still fails to improve or if further serious misconduct occurs, 

the final stage in the disciplinary process may be instituted and the volunteer dismissed.   

Gross Misconduct 

Where a volunteer is found guilty of gross misconduct, they will normally be subject to summary 

dismissal and the above procedures regarding progression of warnings will not apply. 

The following list are some examples that indicate the type of actions that may constitute gross 

misconduct: 

 theft, fraud, deliberate falsification of company documents 

 violent behaviour, fighting, assault on another person  

 deliberate damage to company property  

 harassment  

 being unfit for work through alcohol or illegal drugs  

 gross negligence  

 gross insubordination. 

 


