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Lancashire Sport Partnership

Lancashire Sport Partnership is one of 49 County Sport Partnerships, working with a partnership of agencies in Lancashire committed to providing a high quality single system for people to benefit from sport. We are the key bridge between local and national networks. One outcome of our Strategy is to create a ‘high quality network of clubs, coaches, pathways, volunteers and facilities’. We are a Company Limited by Guarantee.
Volunteers are vital to sport and opportunities to participate in sport would not exist without the support of volunteers which is why they are a key priority highlighted in our Strategy. There are 2 million people volunteering in sport, of which it is estimated that this makes up 60% of all people who volunteer across all sectors. This highlights the importance of developing a high quality volunteering infrastructure. One method of delivering this has been the development of our Lancashire Sport Volunteer Strategy (2010-2012). This was important to not only show our commitment to developing the volunteering infrastructure, but to highlight the importance of volunteering to the wider community and to provide clear guidance of the support which is available to volunteers.
Lancashire Sport Partnership’s role with volunteering is to offer leadership on the subject of volunteering to the many agencies involved with volunteers and volunteering, to broker volunteers into our partner organisations, to help volunteers develop skills particularly through gaining hands on sport development experience ultimately improve their employability. We also recruit some volunteers within our own organisation, mainly through work placements.
The purpose of developing this policy has been to:

· Provide guidance for Lancashire Sport Partnership core team when recruiting volunteers into the team.
· Provide guidance for those within the core team who broker people into voluntary placements with our partner organisations
· Advocate best practice across the partnership to encourage partners to develop a volunteer policy themselves.
Statement of intent: 
Volunteers will be subject to the same policies and procedures as paid staff
Recruitment and Selection
How will you advertise for volunteers?
In most instances volunteers are recruited by our partners; Local Authorities and Schools and they will follow their own recruitment procedures. Lancashire Sport Partnership Ltd’s recruitment, selection and screening policy is described in the Partnerships Safeguarding and Protecting Children Policy. These procedures are the same procedures that are implemented for paid staff and volunteers. Our main method of advertisement for all opportunities is through the website Do-it.org. Other methods have been through the FE and HE network, alongside our website and e-bulletin.
How will you screen the candidate?

Evidence will be required that “Enhanced” CRB checks have been carried out on volunteers in the last 2 years for all volunteers prior to engagement or contact with young people namely through one of Lancashire Sport Partnerships Volunteer Programmes.

What procedures are in place to ensure the candidate is fit for purpose to undertake the role?
Through regular one to one meetings between the supervisor and the volunteer, it will give the supervisor an opportunity to ask how the volunteer feels their experience is going and provide feedback from our organisation on their progress. Here, there will be an opportunity to mutually agree an alternative opportunity which may be more suitable for the volunteer.

In line with our Safeguarding and Protecting Children Policy, recruitment procedures will follow the guidelines set out below in order to minimise the risk of attracting applicants who may because of previous conviction or behaviour be unsuitable for a post involving significant and direct contact with children and vulnerable adults:

· All posts will be clearly defined in terms of a detailed job description and applicant profile.

· Key selection criteria will be identified.

· Vacancies will be advertised widely in order to ensure a diversity of applicants.

· Professional and character references will be taken up, in order, amongst other things, to verify the candidate’s employment history.

· A range of selection techniques will be adopted to include (but not be limited to) interview and reference checks.

Candidates will also be required to give a declaration of any criminal record before being permitted to carry out any form of voluntary work with the Partnership as highlighted on the Enrolment Form (Appendix A).

How will you deal with people you feel are not right for the particular volunteer role they are interested in?

We would use other opportunities within the core team or the network of partners we have to signpost them to a more appropriate role.

Health and Safety

With reference to Lancashire Sport Partnerships Health and Safety Policy:
“Lancashire Sport Partnership recognises that it is one of its prime responsibilities to provide facilities, safeguards and systems which will ensure, in so far as reasonably practicable, the health and safety and welfare of its employees, which further extends to other parties such as partners and volunteers.

Lancashire Sport Partnership recognises its responsibility to identify hazards to employees, partners and volunteers who are on the organisations premises and control the risks adequately by providing such facilities, safeguards and systems and the information, instruction, training and supervision that will ensure in so far as is reasonably practicable.”

Prior to deploying any volunteer, a Risk Assessment (Appendix F) must been conducted within the placement. The person conducting the training must have undertaken a basic level of Health and Safety training. Volunteers will also be made aware of this policy within their induction and will be signposted to the policy for further details.

Equality and Diversity

We will adhere to our Equality and Diversity Policy in order to “prevent and address any potential or on going discrimination or other unfair treatment, whether intentional or unintentional, direct or indirect against its employees, members or volunteers of the Partnership. 

In addition, our organisation is firmly committed to diversity in all areas of its work and ensuring that our organisation and partners are representative of the county and local area. We believe that we have much to learn and profit from diverse cultures and perspectives, and that diversity will make our organisation more effective in meeting the needs of all our stakeholders. We are committed to developing and maintaining an organisation in which differing ideas, abilities, backgrounds and needs are fostered and valued, and where those with diverse backgrounds and experiences are able to participate and contribute. We will encourage our partners to follow suit.

Insurance
Lancashire Sport Partnership Ltd is currently insured for Employers Liability to the value of £10,000,000 and Public Liability to the value of £5,000,000. Both Employers and Public Liability cover would provide indemnity to employees and volunteers. However, under the current policy volunteers have not been specified at Lancashire Sport Partnership Ltd. The policy is due for renewal and revision in March 2011 and we will endeavour to incorporate volunteers within the amended versions of the policy.
Data Protection and Confidentiality

Those volunteers who are employed by Lancashire Sport Partnership will be bound by the same requirements for confidentiality as paid staff complying with our Data Protection Policy; 

“Lancashire Sport Partnership as a Data Controller will hold the minimum Personal Data necessary to enable it to perform its functions, and the data will be erased once the need to hold it has passed. Every effort will be made to ensure that data is accurate and up-to-date, and that inaccuracies are corrected without undue delay. Lancashire Sport Partnership will provide to any individual who requests it, (in a manner specified by the Act) a formal reply to all enquiries made by that individual in accordance with the rights of Data Subjects. 
It is the responsibility of every employee of Lancashire Sport Partnership to ensure compliance with not only Lancashire Sport Partnership Data Protection Policy & Procedure but the Act itself. Lancashire Sport Partnership expects all of its employees to comply fully with this Policy & Procedure and the Act when processing Personal Data as part of their employment or research for Lancashire Sport Partnership.  Disciplinary action may be taken against any employee who breaches this Policy & Procedure or any other instructions relating to the Act or the Act itself”.

Induction, Training and Development

How volunteers are inducted and trained?
The volunteer will be appropriately inducted into their role in alignment with Lancashire Sport Partnerships Policy and Procedure for Continuing Professional Development ; 
“All line managers are responsible for working with their staff in the identification and implementation of their developmental needs to enhance their performance and effectiveness. They are responsible for ensuring that organisational needs are addressed.  It is important that individual members of staff take responsibility for their own development and takes an active role in its planning and evaluation.  The Workforce Development Manager should be involved if a line manager and/or member of staff requires support and advice on their development needs”.  
As part of this, the Supervisor will go through the Volunteer Charter (Appendix C), Volunteer Agreement (Appendix D) and the Volunteer Induction Checklist (Appendix E) prior to starting any voluntary work to ensure that they are aware of all the relevant information and feel comfortable with their working environment.
How are you going to make sure that they are equipped with all the information and skills they need?
The volunteer will complete an enrolment form (Appendix A) and will undertake an interview which will both highlight the skills they currently have and therefore identify the skill gaps and how the CSP can help to develop them. They will be assigned to a supervisor to ensure that they have a point of contact throughout their volunteering experience and undertake regular reviews to ensure they have the skills to carry out the relevant tasks. 
How will the volunteers be able to access training?
As part of the induction discussions to identify what it is they hope to achieve as a  volunteer, appropriate opportunities for training will be identified at this stage and depending upon how long they stay with us, training opportunities will also be identified as part of a scheduled review of the placement.
What happens if a volunteer leaves the organisation?
The supervisor will conduct an exit interview (Appendix G) with the volunteer to review the volunteer’s experience whilst with the organisation and how we can improve that experience and to gain confirmation of reasons for leaving. We will also ensure that all expenses are met in full and that the volunteer returns any property of Lancashire Sport Partnership. 
Support and Supervision.

The volunteer will always be assigned a point of contact, in which they will go through their role and work plan with them. This supervisor will also be there for support and undertake regular supervision meetings to discuss any problems or issues that may arise. Time depending, quarterly reviews will be undertaken to talk through their experience to date and ensure that their need are being met.
Expenses

Expenses incurred to a volunteer whilst carrying out work required as part of their role for the organisation, will be reimbursed by Lancashire Sport in line with Lancashire Sport Partnerships Travel & Subsistence Expenditure Guidelines. This will normally be in the first two weeks of the following month.
Grievance and Disciplinary procedures

Any grievance from a volunteer will be dealt with in the same way as a member of the core team. Detailed below is the information within our Disciplinary and Grievance Procedure.
Stage One – Information Stage
· Volunteers are encouraged to raise grievances informally where appropriate.  Informal grievances should be raised with their assigned supervisor.  If the grievance relates to the supervisor then the grievance should be referred to one of the Senior Manager Team.
· If the volunteer is dissatisfied with the decision at this stage then the volunteer may progress the grievance to Stage 2 (Formal Stage).

Stage Two – Formal Stage
If the grievance has not been resolved at Stage 1, the complainant may refer a formal grievance to the Chief Executive by submitting their grievance in writing.  Alternatively the Grievance Form (Appendix B) may be used.

· The Chief Executive or the Senior Manager nominated by the Chief Executive will conduct an investigation in accordance with the Procedure for Investigations 
· The Chief Executive will convene a Hearing in accordance with the Procedure for Grievance Hearings 

· The Chief Executive will consider all of the matters raised at the Hearing and will issue a written decision normally within ten working days. Copies of the decision will be sent to all of the parties.

Stage Three - Appeal

· If the complaint is not resolved to the satisfaction of the volunteer at Stage 2, the complainant may appeal in writing to the Chief Executive within five working days of receipt of the decision reached at Stage 2.  If the grievance relates to the Chief Executive then the grievance should be submitted to the Board via the Company Secretary.

· The Chief Executive/Board will consider the grievance and will be supplied with all of the documentation submitted in relation to the earlier stages of the procedure.  The Chief Executive/Company Secretary will convene a Hearing which will be conducted in accordance with the Procedure for Grievance Hearings and Appeals

· The Chief Executive/Company Secretary will issue to all parties a written decision normally within fifteen working days of receiving the grievance in writing.  Such decision will be final.

Summary of the Process for Staff to follow
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Appendix A
Lancashire Sport Partnership
Volunteer Enrolment Form

Please answer all the questions.  The form will only be used by the Lancashire Sport Partnership and will not be used to send unsolicited mail etc.
	Local Borough:
	

	Name:
	
	Male  /  Female

	Address:
	

	
	
	Postcode:
	

	Telephone Number(s):
	
	(home)
	
	(mobile)

	
	
	(work)
	
	(fax)

	E-mail address:
	

	Have you been Police Checked / CRB ?
	Yes (     No  (   (please tick)

	If Yes, please provide us with your CRB Number
	

	If No, you will need to undertake an Enhanced CRB check

	EMERGENCY CONTACT AND MEDICAL INFORMATION

	Emergency contact name:
	

	Contacts number(s):
	

	Please detail any medical conditions that we should be aware of:

	

	Name & Address of Doctor:
	

	


SPORTS EQUITY (data to be used for monitoring purposes only)
What is your ethnicity?  Please tick one of the 5 main categories listed on the left. 

	White
	
	British, Irish, any other white background

	Mixed
	
	White & Black Caribbean, white & Black African, white & Asian, any other mixed background

	Asian or Asian British
	
	Indian, Pakistani, Bangladesh, any other Asian background

	Black or Black British
	
	Caribbean, African, any other Black background

	Chinese or other ethnic group
	
	Chinese, any other ethnic group not listed


Do you consider yourself to have a disability?
Yes
/
No


If yes - What is the nature of the impairment?

	Physical impairment
	
	
	Visual impairment
	
	
	Learning difficulty
	

	Hearing impairment
	
	
	Other,  Please specify
	
	
	
	


Sports Related Qualifications?
Preferred sports or role to volunteer for?

	
	
	

	
	
	

	
	
	


	Signed
	
	Name
	
	Date
	

	Parental Consent (in under 18)
	


Appendix B

Grievance Form
NAME: ______________________________________________________

DATE: _________________________________

DETAILS OF GRIEVANCE

(Please continue overleaf or on a separate sheet if necessary)

EVIDENCE ATTACHED TO SUPPORT THE GRIEVANCE
(Please detail any evidence that is attached to support the grievance)

SIGNED: ______________________________________________________
Appendix C

Volunteers Charter

As a volunteer with this organisation you can expect;

· To be involved with an organisation that is dedicated to promoting sport and physical activity
· A supportive and positive environment that ensures you enjoy your volunteering.

· Opportunities to influence the development of sports development 
· To be treated with respect and courtesy.

· An induction and opportunities to undertake appropriate training.

· A named contact for support.

· Relevant and up to date information and advice.

· Recognition and thanks

· Reimbursement of any reasonable out-of-pocket expenses incurred in the course of your volunteering.

· Equal opportunities

· Adequate public liability insurance.

· Respect to your right to privacy and that of your contacts.

In return we ask that;

· Support our Aims and Objectives through our Strategy
· Remember that you are a representative of Lancashire Sport Partnership and adhere to our organisation’s values and goals
· Reach a shared understanding with us summarising your role and commitment.

· Are open and honest in your dealings with us.

· Treat fellow volunteers and staff with courtesy and respect.

· Let us know if you wish to change the nature of your contribution.

· Let us know if we can improve the service and support you receive.

Appendix D
Volunteer Agreement Form
Volunteer Role Description……………………………………………………………….

This agreement is not intended to be a legally binding contract. This agreement does not represent an offer of employment and it may be cancelled at any time by either party.

By signing the agreement you agree to meet the commitments of the volunteer role stated above and to adhere to the Volunteers Charter.

Lancashire Sport Partnership will, in return, abide by the Volunteers Charter at all time.

Signed……………………………………………
Date………………………………..

Appendix E
Volunteer Induction Checklist

Volunteer Induction Pack contains: 
• Volunteer Policy 

• Volunteer Role Description 
• Volunteer Agreement 

• Volunteer Charter
Talk through and explain: 
• Assigned Co-ordinator 

• Tour of site 

o Introduction to other staff 

o Introduction to the CSP network through relevant methods 

• Health and Safety talk 

o Eg: fire exits 

o First aid locations 

o Use of telephone and computer (emails)
• Date of first review (as agreed) 

Note on induction: 
Each individual has their own motivation and needs. Lancashire Sport Partnership covers a multitude of areas of work. Ideally the person’s needs and experience will be of benefit to all involved. Ongoing adjustments will constantly be necessary, but in a way that helps both volunteer and the CSP.

Appendix F

Risk Assessment Form

Risk Assessment for……………………………………………………………….

	RISK
	WHO IS AFFECTED BY RISK
	HOW THE RISK IS CONTROLLED
	LEVEL OF RISK
	POTENTIAL FOR RISK TO CAUSE HARM

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


An example of a Risk Assessment Checklist for a Sports Hall
Venue name: ………………………………………………………………….

Location: ……………………………………………………………………….

Date check carried out:…………………………………….

Check carried out by: …………………………………………………………

Please tick the following if acceptable at time of checking:

Possible Risk:




         Acceptable/ Not Acceptable









Condition of the court surface

Good defined playing area

Surrounding court area

· Clear run offs

· No objects hanging from the walls

· No obstruction on and off  area

Posts

· Good condition

· Correct height (10 foot)

· No Obvious damage


Good over all lighting or court

Good over all lighting or classroom

Have you received and checked the risk assessment from the venue?

Are you happy to go ahead with using the fire drill information with the candidates?

Name of first aider on site………………………………………………………

Signed off by lead tutor/assessor: ……………………………………………………

Date:…………………………….

Appendix G
Exit Interview for Volunteers

Name: 
Date: 
Start Date for Volunteer:

1. What benefits did you obtain through your volunteer experience?

2. How well were your expectations met?

3. How adequate was the orientation and training you received for your placement?
4. What was your original motivation for volunteering with us?
5. What was the most interesting or rewarding experience you had while volunteering here?
6. What suggestions, changes or recommendations would you make to improve our service to volunteers?
7. Please check the applicable reason(s) for your decision to leave this volunteer assignment:


If you would like a letter of recommendation, please tick here 
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I had successful experience, but am ready for something else


I completed the hours/service required 


I want to do a different kind of volunteer work or in a different organization


I don’t have enough time anymore to continue volunteering


The experience didn’t meet my expectations


I didn’t feel supported or appreciated by the staff


I didn’t receive adequate training to feel competent


Other changes in my family, work, health or other personal situation


Problems with transportation, work schedule, and/or the safety/security of location


Other reasons (please specify) ________________________________________________________________________________________________________











