EXAMPLE DOCUMENT


Support and Supervision for Volunteers

Volunteers are a vital part of (insert your organisation name here).  We strive to ensure that they are able to discuss any issues relating to their volunteering and to provide feedback on how they are doing.  Volunteers also have a unique view on how we work and it is important that they are able to express this and feed it into the decision-making of (insert your organisation name here).

Volunteers are offered opportunities to access Support and Supervision in three ways

1. Informally there will always be a staff member available during your volunteering to discuss any immediate issues and help resolve problems.  The staff member, team leader or supervisor will be clearly identified and they are ultimately responsible for the service.  This means that if you have any difficulties then you will be able to refer to the staff member.

2. During the induction period, you will meet with your supervisor or team leader weekly for the first six weeks to chat about your progress and if you are experiencing any difficulties.   After six weeks, the (insert appropriate person) will sign to say you have fully completed the induction process and can now work as a volunteer within (insert your organisation name here).  If your supervisor or team leader thinks it would be beneficial to extend the induction period further, this will be agreed with the (insert appropriate role here) and yourself and a review date set.   Once you have completed the induction, the supervisor or team leader will meet with you monthly up to six months.  After six months, this will be reviewed and a time scale set that is agreeable between yourself and supervisor/team leader.  Meetings take place in a confidential setting, and follow a structured process.  In addition to this, you will meet with the (insert appropriate role here) once every six months for a review.

3. Every month your team has a meeting to discuss any issues impacting on its work and you will be invited to attend.  Decisions may be made at this meeting, or the issue may be past to another managerial meeting depending on how wide an impact the issue has for the (insert your organisation name here).

Formal Support and Supervision

Support and Supervision sessions enable communication between supervisors and volunteers, allow supervisors to ensure that voluntary work falls within the team’s requirements and provide a forum for volunteer development and support. 

Supervision sessions will be held between supervisor and volunteer.  Notes are to be kept on the Support and Supervision records (see attached copy).

Topics for discussion should include:

· Review of the current task description – action points, changes etc

· Issues surrounding a safe working environment – harassment, grievances, victimization and so on. Criminal Records Bureau (CRB) disclosure checks & risk assessment issues relating to young and vulnerable people

· Timekeeping, scheduling and time management

· Health and Safety

· Training

· Evaluation of session

· Date and time for next supervision

The volunteer will be given a copy of the completed form, which should be signed to agree its accuracy.  The original of the form will be kept on the Volunteers Confidential File.

Six Monthly Reviews

Twice a year you will be given a chance to look back at how things have gone over the year.  At your first Support and Supervision you will be asked to set your personal goals for the year.  The idea of this is that at each six month review you will be able to look back and have a record of your progression.  This process will also give us an opportunity to review your role description but the main focus is for you to set out whatever you want from your volunteering.  This review process will also be included as part of your exit interview to ensure you have a record of all of your achievements as a volunteer.

Team Meetings

These meetings are an opportunity for the whole Team to meet and discuss how things are going and you are welcome to attend them.  There will be specific items for discussion but the focus of the meeting will always be how the Team is working, not issues relating to individuals.  Issues relating to individual volunteers should be raised in Support and Supervision sessions.

Examples of some of the topics for the meeting are

1. Overall performance of the service, including information on the quality of the service.

2. Issues about how the service is delivered and how it might be improved.

3. Possible training opportunities.

4. Areas for developing the service.

5. Sharing of experiences – particular examples of difficult referrals or when something worked well.

Notes of the meeting will be kept and referred back to where actions were agreed.  A Chair will be appointed for each meeting to ensure everyone has an opportunity to take the role.

Support and Supervision Record Form

You can use this sheet to chart your progress and to prepare for future Support and Supervision Sessions.  It’ll help you think about how your volunteering is going and work out if there are any areas you need support with.  Your supervisor will keep a copy of this so you can refer back to it at your next session.  You will also be given a copy for your own records.

	Volunteer’s Name:                                                                  Today’s Date:

	

	Notes on Actions from previous Support and Supervision session

	

	What bits of your volunteering are you feeling positive about?

	

	Are there any elements of your volunteering you are not feeling so positive about?

	

	Does your task description still cover all the things you have been doing – if not you should now agree what needs updating and anything you need to make sure you can do what you are being asked to do. Is the workload manageable? Are you managing your time effectively?

	

	Are there any issues around your volunteering which you would like to discuss (This is about how you work as a volunteer rather than the specific role you do)

	


	Do you feel that you fit in within the office? Do you enjoy volunteering with the team?

	

	Can you think of any suggestions that could improve the way we work?

	

	Are people treating you well within (insert your organisation name here)?

	

	CRB disclosure checks and risk assessment issues relating to young and vulnerable people. Have there been any situations where you have felt uncomfortable? Are there any changes in status relating to CRB disclosures?

	

	Things that need to be done before the next Support and Supervision Session.

My Action Plan


	Supervisor’s Comments and any other comments from the volunteer:



I confirm that these notes are an accurate record of this Support and Supervision session

Signed – Volunteer……………………………………………………………………….

Signed – Supervisor………………………………………………………………………

Dated……………………………………………………………………………………….

