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Introduction
Highbury Vale Blackstock Trust (HVBT) is the registered charity that owns and operates Elizabeth House
Community Centre.

Elizabeth House aims to have a mutually beneficial relationship with its volunteers; with their involvement
informing and developing our work, and our work enabling individuals to thrive through connecting with others
and developing skills.

Our commitment to volunteers:

e To create an environment where individual differences and contributions are truly recognised and
valued.

e To ensure that everything we do is grounded in our four values: respect, solidarity, collaboration and
accountability.

e Toensure we are inclusive, respectful and anti-racist, living out our values in the way we treat each other.

e To recruit and support volunteers from a wide range of backgrounds, ethnicities, faith communities,
abilities, sexual orientations and gender.

e To provide a safe environment to volunteer in, ensuring compliance with all regulations and guidelines.

e To provide adequate information and training related to the responsibilities of the volunteer.

e To provide a verbal induction to our services and the volunteers role within it.

e To explain what is required of the volunteer and to encourage the volunteer to achieve the desired
results.

e To welcome and actively encourage comments, feedback and ideas from all volunteers.

e To value and recognise the significant contribution volunteers make to achieving the aims of the
organisation and to regularly acknowledge commitment/volunteer work.

e To be fully compliant in relation to any necessary data held about volunteers, ensuring that this is held
both safely and securely.

Elizabeth House acknowledges its obligations to support volunteers in the valuable work they do and aims to
provide a safe, just and participatory work environment, which values differences and shared experiences.

It is intended that the involvement of volunteers will complement the work of paid staff.

Elizabeth House will not recruit volunteers under the age of 16 (except for work experience, college placements
and DoE service to the community).

Practical guidelines

1. Volunteer agreements and voluntary work outlines

Volunteers will be requested to electronically sign the volunteer agreement on commencement of
volunteering with Elizabeth House. In addition to reading this document, every volunteer is given a verbal
introduction to the work they will be doing. If required, a written description of the work can be provided.
Any written description does not constitute a contract. The volunteer agreement can be made available in
accessible formats on request.

2. Induction and training

All volunteers get support to settle in and get to know Elizabeth House. Volunteers will be provided with an
initial induction covering core policies, health and safety, safeguarding and an introduction to their role.
Where certain roles require additional training, volunteers will be asked to attend or complete relevant
courses, either in person or online. We provide or organise the provision of any training that is needed.
Where possible and relevant, we will offer optional additional training to volunteers in the same way we do
for staff.
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3. Support

Every volunteer has a named member of staff, or a buddy volunteer assigned as their main point of contact.
That person is available to the volunteer to provide support and mentoring and to answer any questions.
Volunteers can speak to the staff member or buddy volunteer about any problems that arise or ask for help
if they need it. If they feel the need for additional support, volunteers should ask the volunteer
administrator.

4. Being part of Elizabeth House

We believe it is important for everyone to feel part of Elizabeth House. We encourage volunteers to provide
feedback on any ideas that will help improve what we do and how we do it and to raise any issues they feel
are important or are concerned about.

5. Expenses

Elizabeth House will reimburse ‘out of pocket’ expenses made for the charity. To claim such expenses, please
complete an expense form with supporting receipts and submit to the Administrator within one month of
the expense being incurred.

6. Health and Safety
Volunteers must read Elizabeth House’s health and safety policy and adhere to the procedures and guidance
outlined in the policy. They will also be given Covid-specific and other health and safety training, where
relevant to their role.

7. Equal Opportunities

Elizabeth House is an inclusive, respectful and anti-racist organisation. This commitment is reflected in our
Equality, Diversity and Inclusion Policy and throughout all of our processes. Elizabeth House will not condone,
accept orignore any forms of discrimination or unacceptable behaviour by volunteers, staff and the partners
and residents we work with.

8. Complaints

Elizabeth House has a complaints policy which sets out how we deal with any complaints. We help
volunteers resolve any grievances or complaints as set out in the policy. Volunteers have the right to discuss
any concerns with their named contact person at any time and to escalate accordingly in line with the
grievance or complaints policy if necessary.

9. Volunteering and receiving support from Elizabeth House
We actively encourage those who have had or continue to receive support from Elizabeth House to join our
volunteer team; their direct experience is hugely valuable to the improved running of our service.

10. Confidentiality and Data Protection

Volunteers must respect the confidentiality of service users, fellow volunteers, and Elizabeth House matters
in the same way as paid staff. Any data about volunteers will be held in accordance with the Elizabeth House
data protection policy. Data will not be shared with any third parties other than in the event of a
safeguarding concern. Volunteers with access to Elizabeth House online accounts and/or use of Elizabeth
House equipment, including PCs and phones, are required to read and sign the relevant Elizabeth House
policies.
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11. Insurance
Elizabeth House has insurance that covers all volunteers while they are on site or doing work for Elizabeth
House.

Young Adult and Child Volunteers
In addition to the above principles, the below principles should also be adhered to relating specifically to
volunteers under the age of 18:

e We can only accommodate volunteers under 18 during sessions where there is a volunteer leader
present with an enhanced DBS check.

e In advance of attending their first volunteering session, we ask that the young person, or their parent, fill in
the volunteer registration form, providing us with an emergency contact and any relevant health and
wellbeing information.

e  We ask that volunteers under the age of 16 are accompanied to and from sessions by an adult with parental
responsibility.

e For volunteers aged 16-18 we need parental confirmation of how the young person will be getting to and
from the sessions.

e We would ask that parents / guardians familiarise themselves with the Elizabeth House policies, accessible on
the website.

We want to make our volunteering opportunities as fulfilling as possible, and love feedback from all our
volunteers. Please do let us know if there is anything we can do to improve the volunteer experience (you
can request an online feedback form).

Signed:

Nathalie Renaud
CEO, Highbury Vale Blackstock Trust

Reviewers:
Igbal Ali, Deputy Centre Manager

Trustees
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