Getting started with (insert your organisation name here) as a volunteer

	When you first start:                                         Line Manager
	Date
	Staff ID

	Introduce the team and show you round the building.

· Meet department manager / supervisor / team leader

· Give out a staffing chart

· Toilets/kitchen facilities

· General tour and fire exits

· Internal security – personal belongings, mobiles and valuables

· Car parking and car usage (insurance)
· Building access - door codes and locks

· Signing in and out

· Badges

· Pigeon Holes
	
	

	Health and Safety                                               H&S Officer
· Explain policy

· Meet officer and reps

· Safety Hazards

· Fire Drill and evacuation procedure

· Emergency exits
· Accident Reporting

· First Aid Box

· Smoking Policy

· VDU usage

· Information about medication to First Aider

· Health and Safety Video
	
	

	Tell you about what (insert your organisation name here) does and how you will contribute to our work.

· Decision making structure – Board

· Who reports to who

· Funders

· Ethos and Mission Statement of the organisation
· Internal communications – meetings, e-bulletin
	
	

	Show you how to use any IT or other equipment you’ll need
· Email use

· Telephones

· Other databases / software

· Discuss the email guidance policy and IT usage
· Stationery – where its stored and how to order

· Photocopying – how to use and saving paper

· Recycling
	
	


	
	
	

	Explain how we do things and what our approach is:           
	
	

	Talk about any additional support needs you have and how we can help.
	
	

	Tell you about and give you a copy of our volunteer policy and procedures:
· Equal Opportunities policy

· Confidentiality and data protection

· Recruitment
· Support and supervision policy
· Appraisals


	
	

	Tell you how to get support and what to do if there are problems
· Lateness and sickness reporting

· Dealing with Problems Guide
	
	

	Go through our volunteer agreement with you.
	
	

	
	
	

	Your role:                                                                Line Manager
	
	

	Discuss hours and days of work, breaks and claiming expenses
	
	

	Talk about and agree your task description, giving you a copy.
	
	

	Talk about the learning and training you’ll need to enable you to do your role.
	
	

	Go through background information with you so you understand the project you’re working on.
	
	

	Explain and show the tasks you’ll be doing – also arrange any shadowing of other staff if it’s useful.
	
	

	Talk through the first few weeks – how it’s going and work out if there is anything else you need showing or to learn about. 
	
	

	Explain and give you a copy of the risk assessment for your volunteering role
	
	

	CRB & reference information obtained and completed
	
	


It’s all been done:

Signed (line manager):  

Volunteer Name:  

Date:  


