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SPIRIT Advocacy Volunteering Policy and Procedure 
 
 
1.  INTRODUCTION 

 
1.1 The aim of SPIRIT Advocacy is to enable service users to speak out about and 

directly and indirectly influence the development and delivery of the services 
which affect their lives. 

 
1.2 In SPIRIT Advocacy volunteers are a major resource and make a vital contribution 

to our aims outlined above.   We intend to encourage, develop and support 
volunteer involvement in our work in which volunteers are already important 
stakeholders.   In doing so we recognise that the role of volunteers will 
complement and not replace the roles of paid staff. 

 
1.3 The time, energy and skills offered by our volunteers benefits our work and helps 

us to achieve our aims.  Experience has shown that volunteering also brings 
benefits to volunteers themselves and to those with whom they work. 

 
1.4 In SPIRIT Advocacy a volunteer is understood to be a person who does voluntary 

work on our behalf.  It is undertaken by choice and it is unpaid.   SPIRIT Advocacy 
undertakes to organise this work effectively. 

 
1.5 In SPIRIT Advocacy volunteers serve on our Board of Directors and Advisory 

Groups, and are active in the community-led groups and projects that we support.   
Volunteers are also involved in many other aspects of our Network including, for 
example, advocacy and training. 

 
1.6 SPIRIT Advocacy believes that our relationship with our volunteers is one of 

mutual responsibility and commitment, within which SPIRIT Advocacy and our 
volunteers both have rights and responsibilities.  We hope that our volunteers will 
enjoy their involvement and gain from it in terms of their own personal objectives. 

 
 
2. PURPOSE AND ADVANTAGE OF THIS POLICY AND PROCEDURES FOR 

VOLUNTEERS 
 

2.1 SPIRIT Advocacy's purpose in adopting this Policy is to: 

 Highlight and acknowledge the value of the contribution made by volunteers. 

 Reflect the purpose, values and strategies and standards of SPIRIT Advocacy 
in its involvement with volunteers. 

 Recognise the respective roles, rights and responsibilities of volunteers and 
SPIRIT Advocacy. 

 Confirm SPIRIT Advocacy's commitment to involving volunteers in its work. 

 Establish clear principles for the involvement of volunteers. 

 Clarify the roles of volunteers and address the relationship between volunteer, 
those who engage them and those who receive their services. 

 Help to ensure the ongoing quality of both the volunteering opportunities on 
offer and the work carried out by volunteers. 

 Acknowledge the current areas of volunteer involvement. 
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2.2 The advantages of this Policy are: 
 

 It provides a basis for expansion of volunteer development, if required. 

 It sees volunteers as a valuable way of extending our work and a resource 
which we cannot afford not to use - not as a cheap alternative to paid staff. 

 It gives a broad framework for recruiting and supporting volunteers within the 
many diverse aspects of the work of the SPIRIT Advocacy network which is 
tied into our Equalities Policy. 

 It commits the organisation to identifying and adequately meeting the financial 
and personal costs to fund and support volunteering. 

 
 
 3. STATEMENT OF PRINCIPLES OF GOOD PRACTICE 

 
3.1 General 
 

In involving volunteers, SPIRIT Advocacy will be guided by the following principles 
of good practice: 
 

 The tasks to be performed by volunteers will be clearly defined so that all 
concerned with their activities are sure of their respective roles and 
responsibilities. 

 The organisation will comply with the Data Protection Act in cases of 
volunteering when volunteers are formally recruited / registered.   In these 
cases records of the work of volunteers will be kept as a basis for monitoring 
and by enabling volunteers to have access to their own records. 

 Volunteering opportunities will complement, and not replace, the work of paid 
staff. 

 Opportunities will be given for volunteers to represent their views to this 
organisation. 

 All existing and future policies will be checked as to how they affect recruited 
and registered volunteers. 

 A mechanism will be established by which the Policy and Procedures on 
volunteering can be monitored and reviewed. 

 
3.2 Recruitment and Selection 
 

When recruiting and selecting volunteers for specific tasks, e.g. service delivery, 
advocacy: 
 

 SPIRIT Advocacy will adhere to its Equalities policy. 

 Volunteering opportunities will be promoted as widely as possible. 

 The task to be undertaken will be described, together with the time 
commitment, necessary skills, and actual duties and benefits. 

 Volunteers will be required to complete an application form. 

 As volunteering opportunities are likely to vary considerably, a written 
procedure will describe the selection process for each volunteering opportunity 
and placement will match the volunteer's skills, talents and interests. 

 If volunteers are to work with vulnerable adults or children, SPIRIT Advocacy 
will ensure that PVG disclosure checks are made. 
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 SPIRIT Advocacy will request references for volunteers where this is 
appropriate. 

 Volunteers will be expected to comply with existing Policies and Procedures, 
e.g. Confidentiality. 

 
3.3 Support for Volunteers 
 

 Where appropriate SPIRIT Advocacy will provide training, induction periods 
and review sessions for volunteers to assess their progress and resolve any 
problems at any stage. 

 SPIRIT Advocacy will provide funding for the payment of volunteer expenses.   
Volunteers will be given clear information about what expenses can be claimed 
and how to make the claim. 

 Volunteers will be given information on other legislation or policies which may 
affect them, e.g. Health and Safety, Equal Opportunities and Confidentiality..   
In these respects volunteers will be treated in the same way as paid staff for 
liability purposes. 

 Questions about the insurance of volunteers in particular circumstances will be 
raised directly with SPIRIT Advocacy's insurance company. 

 All volunteers will be offered access to support and supervision on a regular 
basis with a named Development worker, and will be informed who to contact 
in case of emergency. Volunteers will be made aware of SPIRIT Advocacy's 
Complaints, Grievance and Disciplinary Policies and Procedures and who to 
contact if they have any grievance about their work. 

 
3.4 Volunteers on Management Committees / Board of Directors 
 
 To support its Advisory Groups / Board of Directors, SPIRIT Advocacy will  provide: 
  

 An induction on the role and responsibilities of the Advisory Groups /Board 
Members and the work of SPIRIT Advocacy. 

 Written information and reports on matters relating to the governance of 
SPIRIT Advocacy, the Constitution and other relevant areas of legislation. 

 Opportunities to meet with staff members of their choice. 
 
 3.5 Rights and Responsibilities of Volunteers 

In engaging volunteers, SPIRIT Advocacy acknowledges the rights of volunteers 
to know what is expected of them and be given clear information and induction: 
 

 Have clear lines of support and supervision. 

 Be shown appreciation. 

 Have safe working conditions. 

 Know what their rights and responsibilities are if something goes wrong. 

 Be paid out-of-pocket expenses. 

 Receive appropriate training and opportunities for learning and development. 

 Be free from discrimination. 

 Experience personal development through volunteering. 

 Ask for a reference. 

 Be consulted on decisions which affect what they do. 

 Withdraw from voluntary work. 
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  We expect that volunteers will: 
 

 Carry out their tasks in a way which corresponds to the aims and values of 
SPIRIT Advocacy. 

 Work within agreed guidelines. 

 Be reliable. 

 Respect confidentiality. 

 Attend training, support and supervision sessions as required. 
 
 3.6 Relationship with paid staff: 
 

 Steps will be taken to ensure that staff understand the roles and 
responsibilities of volunteers and that a good working relationship is fostered. 

 The roles of staff and volunteers will be complementary and mutually 
supportive. 

 Volunteers will be given clear information about the roles of staff that they are 
in contact with. 

 Volunteers on the management committees and Board of Directors will 
observe fair standards and conditions of employment, health and safety and 
equal opportunities in respect of paid staff. 

 
 3.7 The overall responsibility for the implementation, monitoring and review of the 

policy and procedure lies with the Chair of the Board of Directors and, on a day-
to-day basis with the SPIRIT Advocacy Manager and other staff and volunteers.  

 


