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The purpose and scope of this policy statement 
The purpose of this policy is:
· to provide a guide for volunteers on recruitment, induction and code of conduct.
This policy applies to anyone volunteering on behalf of UNTOLD: The Museum.
UNTOLD: The Museum seeks to involve volunteers to
· ensure our services meet the needs of our clients and visitors;
· provide new skills and perspectives;
· increase our contact with the local and veteran communities we serve.

Principles 
This Volunteering Policy is underpinned by the following principles:
· UNTOLD: The Museum will ensure that volunteers are properly integrated into the organisational structure and that mechanisms are in place for them to contribute to UNTOLD: The Museum’s work;
· UNTOLD: The Museum does not aim to introduce volunteers to replace paid staff;
· UNTOLD: The Museum expects that staff at all levels will work positively volunteers and, where appropriate, will actively seek to involve them in their work;
· UNTOLD: The Museum recognises that volunteers require work and personal development and will seek to help volunteers meet these needs, as well as providing the training for them to so their work effectively. 

Practice Guidelines 
The following guidelines deal with practical aspects of the involvement of the involvement of volunteers.  More detailed information, including copies of the various documents referred to, is provide in UNTOLD: The Museum’s Volunteer Handbook.

Recruitment
All prospective volunteer will be interviews to find out what they would like to do, their skills, suitability and how best their potential might be realised.
Volunteer Agreements and Voluntary Work Outlines
Each volunteer will have a volunteer agreement establishing what UNTOLD: The Museum undertakes to provide them.  In addition, they will agree to a written outline of the specific work they will be undertaking.  Neither of these documents is a contract; UNTOLD: The Museum has no intention of creating a contract with any volunteers.  Each volunteer will also receive a Volunteers Handbook. 
Expenses
All volunteers will have their travel and appropriate subsistence expenses reimbursed.  Expenses can be claimed by filling out the Expenses Form.  All receipts must be retained to claim.
Induction and Training
All volunteers will receive an induction into UNTOLD: The Museum and their own work.  Training will be provided as appropriate.  Where possible, volunteers will be entitled to receive additional training on the same basis as paid staff.
Support
All volunteers will have a named person as their main point of contact.  They will be provided with regular supervision to feed back on progress, discuss future development and air any problems. 
The Volunteer’s Voice
Volunteers are encouraged to express their views about matters concerning UNTOLD: The Museum and its work.  Any concerns are to be raised in the first instance with the volunteer’s main point of contact.  If this is not possible, they are to speak directly to the Museum Director.  Complaints will be managed in accordance with the Grievance Policy and Complaints Policy, both are included in the Volunteer Handbook.  This includes complaints against volunteers.
Insurance
All volunteers are covered by UNTOLD: The Museum’s insurance policy whilst they are on the premises or engaged in any work on the Chairty’s behalf.
Health and Safety
Volunteers are covered by the Charity’s Health and Safety Policy, a copy of which is in the Volunteer Handbook.

Equal Opportunities
UNTOLD: The Museum operates an equal opportunities policy in respect of both paid staff and volunteers.  A copy is in the Volunteer Handbook.  Volunteers will be expected to have an understanding of and commitment to our equal opportunities policy.
Confidentiality
Volunteers will be bound by the same requirements for confidentiality as paid staff.  The Confidentiality Policy is in the Volunteer Handbook. 

Communicating and reviewing the policy
UNTOLD: The Museum will make staff and volunteers aware of the Volunteer Policy through the following means:
· The policy will be permanently held on the museum website and on a shared drive for staff and volunteers.
· During specific group activity, participants will be made aware of the policy and how to access it online, or accessible copies can be requested.
This policy will be reviewed when there are changes in legislation, by the SMT and Museum Director annually, and the Board of Trustees every 3 years.


Contact details
Senior Manager 
Name: Dr Laura Patrick
Phone/email: 07746001642/project-manager@royal-irish.com
Trustee
Name: Hugh Crossey
Phone/email: 07710640255/hughcrossey@gmail.com
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