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Introd uct|on

' -The South London Botamcal Instrtute (SLBI) arms to mvolve a: broad range of people ln.-_"

volunteerlng to help run |ts actrvmes effectlvely and to help ennch the local communlty

' _lt does thrs by

- --Supportlng lts volunteers in- alI the:r acti\nties at the Instrtute -

e Regularly publrcrsmg volunteer opportunities

® ﬁWorklng with " voluriteer rnvolvmg organrsatlons to |mprove the dlvers1ty and quallty ot-

volunteer. placements BT
'.-Provrdmg poteritial volunteers wrth the means to access volunteerlng opportunrtles mcludmg' _
- those who -might otherwrse have found themselves excluded from takmg part in. thelr; 3

: _communrtles

- 'S_The SLBl |s commrtted to mvolvrng volunteers dlrectly W|th|n the organrsatlon to

R Contrlbute to the delrvery of our serwces

. Form our board of trustees ST SR - i

: Make sure we are reSponswe to the needs of our users (members vrsrtors etc)

* Provide d:tferent skills and’ perspectlves S o
'Otfer opportumtles for part|C|pat|on by people who m|ght other\mse be excluded

‘ -Thrs volunteer pollcy sets out the prmciples and practrce by Whlch we |nvolve volunteers B oo
- _2 Prmmples L -

-The SLBI
Y
- to pa|d staff. _
. Wil .ensure that volunteers are prOperIy mtegrated lnto the orgamsatxonal structure and that
._mechanlsms are in place for therm to contrrbute {o the SLBI's work. o S
~ Will not introduce voluriteers to replace paid staff. _ SRR .
e . Expects that staff at all levels will work posrtively w1th volunteers and where appropnate wnII -
‘ actively seek to |nvolve them in their work : : . '

Recognrses that voluntary work bnngs benefrts to volunteers themselves to SLBI users and



. R_e'c_:ogni_éés that -voluntee_fé require SafiSfying work énd pe‘_rson:é.lr deveiopmen't' and will seek .
to’ help volunteers meet these needs, as well as providing the training for them to do their
- work effectively.. IR ST

Will endeavour to identify arid cover the costs of involving volunteers..

L]
e 'Reécognises that the management of volunteers requires designated responsibilities within - -

o Will endsavour to involve volunteers from a wide range of backgrounds and abilities and

- ensure our volunteering opportunities are as accessible as possible
- 3. Recrwtment PR ‘ ‘ |

_ _R_e‘c‘:rui_th"i‘e_nt_pf \.f_d'l_u,nteéi_js_wl]'grérfi_é‘rél!-y_ be from _'allﬂ'sg_cﬁd'hs of the _6er_1m_u_n'i'ty, and will be in line L
~ with the SLBI Equality’ & Diversity Policy. Epsitivé_éctiﬁ_ri in recruitment may be used where

~appropriate. -

. People ‘interested in becoming volunteers with the SLBI will be asked to complete a simple”.

registration form appropriate to the role that they aré applying for and to supply two references. -
They will then be invited for an informal talk with the appropriate contact person. - They will be -

given general information “about the organisation, specific information .on the volunteer postin ..

- begiven a specfic information pack.

Applicants will be told if there is a suitable placement for them either during their visit or within
one week.-Where applicants are not placed in the role applied for, they will be provided with -
feedback and-given the opportunity to discuss alternative volunteering roles with-the SLBI-and
~ Where appropriate with other similar known organisations:” L T s
" Every .volunteer role will undergo a fisk. assessment.~ For volunteer -roles. which involve . -
‘regulated work' such as sustained and direct. contact with children or vulnerable adults, the-
SLBI has a legal obligation to ensure that voluriteers are riot-barred from working with children

" which they are interested and a short tour around the Institute. 'Potential volunteer trustees will - S

or vulnerabie groups. Potential volunteers for such roles will be required to undertake a'DBS -

‘check. This information ‘will be dealt with in the strictest confidence and. will not necessarily -

prejudice the person being accepted for voluntary work. - -

4. Volunteer Role Descriptions

‘Volunteers will receive a rolé description containing full information about theif chosen area of

* work, & clear idea of thair responsibilities and what they can expect from the SLBI.
B .[nd_'L;lc'_it'io.nl'aﬁd_Trainiﬁg : - R

" Voluniteers will '_be'.gi\_ien,'induétion and "traihiﬁg' "'é'pp'rcipria'te_ td the * specific -tasks to ‘be

.. undertaken; An induction checklist will be used when they start at the SLBI, to ensure that all "= - "
_appropriate -areas’ are cavered - including familiarisation ‘with relevant policies such as ~ °

 volunteer and relevant line manager (see 6 below). .

Complaints, Health & Safety, Safeguarding and Volunteering. This will be signed off by the

6 Support



' Volunteers will be assrgned a llne manager or ¢ other- named contact person who will provide
regular support. Support sessiors will provide the opportunity for ongoing dialogue about the
development of the volunteerlng role and any ‘advice. and gurdance as needed

’ 7 The Volunteer’s V0|ce

_ Volunteers will be consulted about dec:lsrons whrch are Irkely to affect them either mdlvrdually or. B
in groups Volunteers wews will always be welcomed and grven full cons|derat|on

8. Records S
Wth the volunteer s consent personal data wzll be kept securely by statf in the SLBI oﬂ" ice. Thrs_ o
will mclude the regrstratron form, references, placement details, crisis contact, correspondenice

_and any other relevant information in accordance with General Data Protection Regulatrons and-
personal prrvacy consrderatlons See SLBI anacy Polrcy for further detarls S

9. Expenses o

Volunteers can claim agreed out of pocket expenses such as travel and lunch The SLB] wrll
ensure ‘that there is a clear and acceSS|ble system to enable clarms to be made-via the‘
Admlnrstrator : RSN Dol e

10. Insurance |
. -Volunteers W|ll be covered by msurance whrle carrymg out agreed dutres o
11 Health and Safety ' ' EE LR

‘ _The SLBI will take all reasonably practrcable steps to ensure the volunteers health safety and'
welfare wh!le at work in accordance wrth the SLBI Health and Safety polrcy ' o

' 12 Equal Opportumtres

Volunteers and staff will work |n accordance wrth the SLB] Equallty & Drversrty Pollcy and erl
prevent drscnmrnatron on any grounds g R _ .

13 Problems or complamts

The SLBI has a Complamts Handlrng F’ol:cy to help deal w1th complamts or concerns that.
volunteers may have. In line-with-this policy volunteers have the right to discuss any concerns’ )
they may have with' their hamed contact at any trme [f concerns are not resolved these may be
referred to another SLBI representatlve - -

: Wlth regard toa dlscrplrnary issue regardmg a volunteer thrs should be dealt wrth by the named 7
contact in consultatron wrth a staff member :

| 14 Endmgs

When volunteers move on from their role at the SLBI they W|ll be asked to provrde feedbackon
the|r volunteenng experience by way of an exrt questlonnalre They will also be glven the



opportunity to dISCLlSS thelr responses to the questlonnawe more fully with a member of staff or :

. trustee

~On the bas:s of thelr voluntary work volunteers wrll have the rlght to request a reference. .
Volunteers will be supported to move on to other optrons _ : : o

15 Recognmon

The SLBl W|Il recognlse the contnbutlon made by lts volunteers lncludrng provrdlng regular'
opportunltres to thank, reward and célebrate — for example, with an “end- of—year party,
occasmnal volunteer outlngs and free attendance at SLBI events : .

' 16 Expectaﬂons of volunteers

'_'In response to the commrtments made by the SLBI above the lnstitute would expect the =

e following from its volunteers

- Commlt to our aims and values and be a posrtlve advocate for the SLBl
e Aim for hlgh standards of efficiency, rellablllty and quallty |n your volunteenng gwmg the B
- best of your : skills and abilities e
= Treat éveryone you come into_contact W|th through your role W|th dlgnlty and respect
" - understanding that no form of harassment, bullylng or discrimination will be tolerated :
- ‘Workin partnershlp with other volunteers, staff and the general public
B Support and act in accordance with our organisatlonal policies, guidelines, procedures _
- and management decisions = mcludlng all aspects of equallty & dlver3|ty, health & safety, S
-finance, data protectlon safeguardlng and use of our brand and to ask if. somethmg
.. .isn'tclear. - RS
- Ensure that any funds donated to the SLBl are handled appropnately
S Respect and maintain confldentlallty : -
- Always consider and protect the SLBI's reputatlon [n your actlons and conduct actlng
' responsibly and within the law -~ = S
- Be accountable for your. behaviour and actions and be open to recelvmg feedback S
- Let your named contact know flrst |f you have any prcblems so that we can fmd a
- solution together” H :
- - Letyour named contact know if there are changes rn your personal crrcumstances that .
may affect your Volunteerlng e e : o

_17 Monltormg and Evaluation

" The SLBl w:ll systemahcally mon|tor and evaluate rts mvolvement wrth volunteers with reference ‘
- tothis Volunteerlng Policy. o :

- .Th]S pollcy wrll be rewewed every 2 years.

; Signed _on behalf f 5 rustees.
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