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Volunteer Policy
Purpose
The purpose of this policy is to outline the reasons why Bank Street Arts seeks to encourage students and members of the general public to become involved in voluntary work, to define the role of the volunteer, and to ensure that all volunteers are treated fairly and equally.
Scope and Responsibility
All managers, supervisors, staff and volunteers are responsible for ensuring that the principles of the volunteer policy are applied.
Principles
· To create a dynamic environment for creative people to utilise their skills and collaborate with others. 
· To increase the interaction between the Centre and individuals in the community
· To increase the skills, knowledge and experience of volunteers to improve job prospects or quality of life.
· To help the Bank Street Arts accomplish its objectives in the most cost effective and engaging way
Policy
The Volunteer Policy will operate according to the following principles:
· In the medium to long term, volunteers should not operate by rigidly defined rules or specifications. However, in the short term roles will be clear and defined. All members of the volunteer team will be encouraged to redefine their role to suit their interests, experience and aspirations. As a result, roles and tasks will change regularly following evaluations with the centre supervisor. 
· Bank Street Arts will reimburse reasonable expenses incurred whilst undertaking voluntary tasks, subject to the production of receipts, but line management agreement must first be obtained
· Volunteers should be safe and supported at all times
· Volunteers should not be used to fulfill a role that would normally constitute a paid position
· Volunteering opportunities should present volunteers with a chance to develop transferable skills and knowledge that are relevant to their requirements and aspirations.
· All placements should demonstrate clear benefits to the volunteers, the organisation and the community.
· All parties should sign and adhere to the terms outlined in the Volunteer Agreement.

Role of the Volunteer
The role of the volunteer at Bank Street Arts begins as a Gallery Assistant with a view to progressing into a more defined role. This role is provided in detail in the Volunteer Handbook.
Relationship with Paid Staff
Steps will be taken to ensure that paid staff at all levels are clear about the role of volunteers, and that good working relationships are fostered between paid staff and volunteers. Appropriate training, support and resources will be provided for all those who work alongside volunteers and for those who have a managerial role in relation to the volunteers. The roles of volunteers and paid staff will be complementary and mutually supportive. 
Communication
Bank Street Arts aims to involve all stakeholders in the development of the organisation.  To facilitate this communication channels are laid out in the Volunteer Handbook. Regular volunteer meetings and events will be organized by the Centre Supervisor.
Procedure/Application
a) Requests for volunteers will be advertised on our website as well as with our delivery partners
b) Potential volunteers will also be given all the appropriate information with regards to the organisation’s aims, activities and available opportunities. This will be included in the Volunteer Handbook along with an outline of the responsibilities of the position, the skills required by the organisation and the skills that might be developed.
c) All recruitment of volunteers will be made solely on merit.
d) The application process will involve an initial application form followed by an informal interview with the Centre Supervisor. 
Security Checks and References
Through the use of application forms and short, informal interviews, Bank Street Arts will seek to ensure the efficient and reliable matching of volunteers to the vacancy, as far as it is possible. Where appropriate, Bank Street Arts will also carry out CRB checks.
Induction and Training
Volunteers will receive a proper induction before undertaking any role within the Centre. This induction will include a tour of the premises where they will be working, an explanation of volunteer tasks, the expectations of the organisation and an introduction to key members of staff, including the staff member who will be acting as their supervisor. Information regarding health and safety should be included in the induction programme and should cover proper use of equipment, building security and safety, fire procedures and first aid.
Supervision & Progression
Bank Street Arts ensures that all volunteers are adequately supervised. All volunteers will receive regular evaluation assessments undertaken by the Centre Supervisor. This process will then involve an opportunity to redefine the role. Progression from the initial Gallery Assistant phase will result in  a placement with the Gallery Curating Team, the Business Development Team (BDT), the Admin Team, or an external partner.
Insurance
Volunteer are covered through Bank Street Arts’ employer’s liability insurance policy.
Data Protection
Bank Street Arts will not disclose volunteers’ personal details without their permission and will abide by the requirements of the Data Protection Act 1998 and any other information related to the storage of information.
Confidentiality
Volunteers may be required to read, sign and adhere to a confidentiality policy. It is the responsibility of all volunteers to maintain the confidentiality of all privileged information that they may have access to whilst working as a volunteer, whether this information involves a client, another volunteer, a member of staff, or any other matter relating to the organisation’s business.  
Complaints
The complaints procedure will be laid out in the Volunteer Handbook. Most minor issues will be dealt with by the Centre Supervisor. Bank Street Arts will endeavour to respond to written complaints within 14 days of receipt.  
Expenses
Bank Street Arts will reimburse reasonable expenses, with a maximum of £5 per day per volunteer. In all cases these must be agreed in advance with the appropriate manager. Expense claims must be made using the Expense Claims Form and be supported by receipts. Claims more than one (1) month old will not be accepted.
Equal Opportunities Statement
Bank Street Arts confirms its commitment to the elimination of all forms of discrimination and to provide and environment where individuals are treated fairly, with respect and dignity.
Monitoring
This policy will be reviewed annually, at a Volunteer Meeting and the Bank Street Arts AGM, to ensure that it is still appropriate to the needs of the Centre and its volunteers. The review will be overseen by the Centre Supervisor who will be present at both meetings and oversee any changes to the policy. 
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