BAOBAB CENTRE
for Young Survivors in Exile

Surviving Violence, Creating Hope, Rebuilding Lives

Policy on Working with Volunteers
1 Scope

This document sets out the Baobab Centre’s commitment to volunteering for staff, volunteers and
members of the public

2 Responsibility

The Baobab Centre is a charity which works with young, unaccompanied asylum seekers and
refugees. Baobab is a non-residential therapeutic centre which provides psychotherapeutic,
casework and community support to the young people in our community. Baobab supports these
young people build their resilience and move forwards in their development.

3 Working with volunteers policy statement
We believe volunteering is an important activity. It brings benefits both to the volunteer and to the
community. The aim of the Baobab Centre is to maximise both of these benefits.

Volunteers bring to the Baobab Centre their unique talents, skills and knowledge to provide a useful
service that enriches our community culture and enables us to work with a greater number of
young people.

By providing interesting volunteer roles we hope to enable our volunteers to enjoy a positive
volunteer experience and develop and gain new and useful skills.

We believe that:

e Volunteers should be seen as a unique resource in the community

e Each volunteer has a particular contribution to make as well as individual needs to be satisfied
through volunteering

e Organisations will benefit most from their volunteers when they are prepared to commit
resources to their involvement.

e We need to find ways to communicate clearly the workloads and responsibilities of each staff
member paid and voluntary.

We are committed to:

e Involving volunteers within our own organisation

e Providing a model of good practice in its treatment of volunteers whatever their position in the
Charity's structure
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e Regularly reviewing:
- our own involvement of volunteers
- the quality of induction, training and support provided
- the resources committed to working with volunteers

4 Role of Staff in Delivering Volunteering
The Baobab Centre staff will co-ordinate the recruitment, support, induction, training and review of
volunteers. The staff will also provide resources, direction and support as needed.

5 Principles for involving volunteers at the Baobab Centre and Volunteer Roles

The Baobab Centre policy is to provide a range of roles or differing skills and time commitments.

The Baobab Centre:

e recognises that volunteers contribute a huge amount of energy, enthusiasm, skills and
commitment to its work.

e understands that volunteers should be given tasks that are meaningful and fulfilling.

e aims toinclude a wide diversity of volunteers.

e will ensure that structures are in place so that volunteers are supported and feel valued in
their role.

e will provide volunteers with the knowledge and resources they need to perform their role
effectively.

e will treat volunteers as valued partners, and give them opportunities to contribute their
opinions and ideas.

e will provide opportunities for individual development and growth and resolve any problems
or difficulties that might arise.

e will not introduce volunteers to replace paid staff.

e is committed to continued development and improvement of its volunteer programme.

e Will ensure that volunteers understand the roles and responsibilities of all staff

The below are just some of the volunteer roles on offer. (Please note: Not all roles will be available
at any one time):

e Casework support volunteers

e Clinical —individual or group psychotherapy volunteers

e Psychosocial therapeutic group / activities volunteers

e Reception / Admin support volunteers

e Tutors

e Research volunteer

6 Matching Potential Volunteers to the Right Roles

All potential volunteers must complete our Registration of Interest in Volunteering form. When
any potential opportunities arise, you will be invited to have an informal chat in person with a
member of the Management team. This is a chance for us to get to know you and to discuss your
areas of interest - helping us to ensure you are matched to the most suitable volunteer role(s) that
fits your skills and interests and the amount of time you have. When a suitable volunteer role
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becomes available you will be asked to complete the Baobab Centre Volunteer Agreement and
Volunteer Data Privacy Statement attend a brief Introduction to the Work of the Baobab Centre.

7 Equality and Diversity, Behaviours and Standards

It is the policy of the Baobab Centre to provide equal opportunities regardless of race, colour,
religion, national origin, gender, transgender status, sexual preference, age, marital or civil
partnership status, being pregnant, or disability.

As a Baobab Centre Volunteer, we expect you to conduct yourself in a way that promotes a positive
image of the Charity. Any reported incidences of behaviour contrary to this will be investigated by
Baobab Centre staff and may result in ending our Volunteer Agreement with you.

8 Induction, support and Training

Baobab Centre volunteers will be given an informal Introduction to the Work of the Baobab Centre
including a meeting with our Safeguarding Lead. Additional training will be provided according to
the needs of each volunteer role by a relevant staff member.

All volunteer roles at the Baobab Centre require enhanced DBS checks to be undertaken as all roles
involve direct work with the young people in our community. As these are costly to the charity,
we’d appreciate it if you would only proceed if you are committed to volunteering with us for at
least six months.

Clinical volunteers in general will not be taken on for less than ten hours and must attend staff
meetings at least two times a month.

9 Health and Safety and Insurance

Standard Health & Safety rules apply if you volunteer in the Baobab Centre office. These will be
covered in The Role of a Baobab Centre Volunteer training session. Whilst participating as a
volunteer at any event, attending the Baobab Centre office or whilst undertaking any activity as
requested by the Operations Manager or other Baobab Centre staff member, volunteers will be
covered by Baobab Centre insurance.

10 Complaint or Problem

In the event of a complaint or problem, all volunteers should contact the member of staff allocated
as their supervisor or the Operations Manager. The complaint will be handled with discretion and
support in resolving any issues relating to the complaint will be provided, where appropriate.

11  Confidentiality and Data Protection

Volunteers’ personal information will be handled confidentially and in accordance with the GDP
Regulations and the Data Protection Act (2018). The Baobab Centre has a volunteer Privacy
statement and a Data Protection policy which outlines how we collect, process and keep your data
safe. Volunteers are required to handle any confidential information in accordance with the Baobab
Centre’s guidelines.

We have asked you as part of the Volunteer Data Privacy Statement that you grant your permission
to be included in any photography, video recording or other media to help in the promotion of the
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Baobab Centre. If you do not wish to grant your permission, you should instruct the Management
team in writing that you do not want to be included in any photography or recording.

12  Endings

The Baobab Centre policy is that when a volunteer decides to leave volunteering at the Baobab
Centre, your Supervisor will contact you to ask for your feedback or any ideas for improvements,
which will help us to develop as a volunteering organisation. Please also return any Baobab Centre
property in your possession

The Baobab Centre policy is to supply a reference for any volunteer who has supported the Baobab
Centre in a volunteer role for more than six months.
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