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Volunteer Policy (Recruitment, Induction & Support)

Address: Floor 6, 60 Charles Street, Leicester, LE1 1FB
Telephone: 0116 208 1340
Review Date: 30/09/2025
Approved by: Projects Director


1. Introduction
Volunteers are essential to Afro Innovation Group (AIG). They contribute skills, energy, lived experience, and commitment to improving the lives of refugees, asylum seekers, migrants, and disadvantaged communities. This policy outlines AIG’s approach to recruiting, welcoming, training, supervising, and supporting volunteers, ensuring a safe, fair, and high-quality volunteering experience.
2. Purpose of the Policy
This policy ensures that:
· Volunteering is open, inclusive, and accessible
· Volunteers are treated fairly and with respect
· Volunteers have a clear understanding of their roles
· AIG meets its safeguarding and legal obligations
· Volunteers receive appropriate training and support
· Staff and volunteers understand their responsibilities
3. Definition of a Volunteer
A volunteer is an individual who contributes their time, skills, and experience without financial reward to support AIG’s mission. Volunteers are not employees and do not have a contract of employment.
AIG provides:
· A Volunteer Agreement
· Reimbursement of reasonable expenses
· Training and support
Volunteers do not receive wages or benefits, in order to maintain legal clarity.
4. Principles Guiding Volunteering at AIG
AIG is committed to:
· Equality, Diversity & Inclusion: Volunteering is open to all
· Safeguarding: Protection of children, young people, and vulnerable adults
· Transparency: Clear expectations and communication
· Support & supervision: Volunteers feel valued and supported
· Safety: Volunteers operate in safe environments
· Recognition: Volunteers’ contributions are acknowledged and celebrated
5. Volunteer Roles
Volunteer roles at AIG include (but are not limited to):
· Reception & administrative support
· Casework and form-filling assistance (with supervision)
· Interpreting and translating
· Youth and community activities
· Digital support and ESOL support
· Event support
· Outreach and engagement
· Arts, music, and wellbeing sessions
· Research and fundraising assistance
Each volunteer receives a role description outlining:
· Key responsibilities
· Required skills
· Time commitment
· Training required
· Line management arrangements
6. Recruitment of Volunteers
AIG aims to recruit volunteers in a fair, transparent, and inclusive manner.
6.1 Recruitment Steps
1. Application form submitted
2. Informal interview or meeting
3. References (minimum one reference required)
4. DBS Check (enhanced where role involves regulated activity)
5. Right-to-volunteer checks (for asylum seekers and migrants where relevant)
6. Matching volunteers to appropriate roles
7. Issuing the Volunteer Agreement
6.2 DBS and Safeguarding Requirements
· Volunteers working with children, young people, or vulnerable adults will require an Enhanced DBS
· Volunteers working in general roles may require a Basic DBS
· No volunteer begins regulated activity until clearance is received
· DBS status is rechecked every 3 years or sooner if required
6.3 Equal Opportunities
AIG does not discriminate on the basis of:
· Race
· Gender
· Religion
· Disability
· Age
· Sexual orientation
· Health condition
· Immigration status (where lawful)
Reasonable adjustments will be made for volunteers with additional needs.

7. Induction & Training
All volunteers receive a structured induction, which includes:
7.1 Induction Checklist
· Welcome meeting with Volunteer Coordinator
· Overview of AIG’s mission, values, and services
· Introduction to the Safeguarding Policy
· Introduction to the Health & Safety Policy
· Data Protection & GDPR awareness
· Fire safety and building orientation
· Lone working and confidentiality requirements
· Review of role description and expectations
· Issuance of ID badge where appropriate
7.2 Mandatory Training
· Safeguarding (children & adults)
· Equality, Diversity & Inclusion
· GDPR and confidentiality
· Health & Safety (including risk assessments)
7.3 Optional/Specialist Training
Depending on the role, volunteers may also receive training on:
· Trauma-informed practice
· De-escalation and conflict handling
· Interpreting and cultural mediation
· Customer service
· Project or event delivery
· Digital literacy

8. Supervision and Support
Volunteers will receive regular supervision from an assigned Line Manager or Volunteer Coordinator.
8.1 Supervision Arrangements
· Regular check-ins (monthly or as appropriate)
· Clear instructions and support during tasks
· Opportunities to discuss concerns, achievements, or training needs
· Observation and feedback to support skill development
8.2 Communication
Volunteers will receive updates about:
· Timetables and shifts
· Programme changes
· Events and training
· Policies and procedures
Communication methods may include WhatsApp groups, email, or internal systems.

9. Volunteer Conduct & Responsibilities
Volunteers must:
· Follow AIG’s policies (Safeguarding, GDPR, EDI, Health & Safety)
· Maintain confidentiality at all times
· Work within agreed boundaries
· Treat staff, service users, and colleagues with respect
· Report concerns promptly (including safeguarding or health & safety issues)
· Attend agreed shifts or give notice if unavailable
· Act professionally and responsibly while representing AIG
Volunteers must not:
· Provide immigration or legal advice (unless qualified and authorised)
· Share personal contact details with service users
· Work alone with children or vulnerable adults without supervision
· Use social media to discuss AIG’s work without permission

10. Expenses and Reimbursements
AIG reimburses volunteers for reasonable expenses, such as:
· Travel within agreed limits
· Meal allowances for shifts exceeding a set duration
· Materials or supplies purchased for AIG-approved tasks
Receipts must be provided.

11. Health, Safety & Wellbeing
AIG will ensure:
· Safe working environments
· Risk assessments for all volunteer activities
· First aid arrangements
· Lone working protocols
· Procedures for reporting accidents or incidents
Volunteers must:
· Follow safety instructions
· Report hazards immediately
· Use equipment safely
· Not engage in unsafe tasks
12. Safeguarding Responsibilities
Volunteers play a critical role in safeguarding.
Volunteers must:
· Report all concerns immediately to the DSL or Deputy DSL
· Never investigate concerns independently
· Maintain appropriate boundaries
· Follow safeguarding training and procedures
Failure to comply will lead to removal from volunteer duties.

13. Confidentiality & Data Protection
Volunteers must:
· Handle personal data in accordance with UK GDPR
· Never disclose information to unauthorised individuals
· Follow AIG’s confidentiality policy
· Use secure systems for communication

14. Problem-Solving, Concerns & Complaints
AIG encourages open communication to resolve concerns early.
Volunteers may raise concerns about:
· Their role
· Supervision
· Safety
· Treatment by staff or other volunteers
· Organisational practices
Concerns will be handled through AIG’s volunteer problem-solving procedure.
AIG may take action where:
· Policies are breached
· Conduct is inappropriate
· Roles are no longer suitable
· A safeguarding risk arises
Actions may include further training, changing roles, or ending the volunteer arrangement.
15. Ending a Volunteer Arrangement
Volunteers may end their involvement at any time with reasonable notice.
AIG may end a volunteer role when:
· The role is no longer needed
· The volunteer breaches policy or poses risk
· There is persistent unreliability
· A safeguarding concern arises
An exit meeting will be offered to provide:
· Feedback
· Reflection
· Opportunities for future involvement
· A reference (where appropriate)
16. Recognition and Appreciation
AIG values volunteers and will:
· Provide certificates of appreciation
· Offer references where appropriate
· Celebrate volunteer contributions at events
· Highlight volunteer achievements in reports and social media (with consent)

17. Review of Policy
This policy will be reviewed:
· Every 12 months
· After significant incidents
· When legislation or best practice changes

18. Approval
Signed: [image: A handwritten sign on a white surface
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Name: Director 
Date: 20/09/2025
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