Guidance notes for working towards the Volunteering Quality Award
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It is recommended that you use this guidance alongside the Diagnostic Self-Assessment tool. This guidance will help
you to get an understanding of what BCVS assessors are looking for when assessing your project.

9 elements of the Quality Award explained

Element 1

Inclusive - limiting the barriers to volunteering and creating opportunities for a wide and diverse audience

Requirements

Guidance

Suggested evidence

1.1

1.2

A variety of
promotional and
recruitment methods
are used to
encourage diversity.
There are policies
and procedures that
actively remove
barriers.

It not enough to just state that: “Volunteering in our
organisation is open to everyone”

a) Explain the methods you use to market your volunteer
opportunities to a wide and diverse audience.

b) Where and how do you advertise your volunteer roles?

c) How do you avoid barriers to volunteering (e.g., by
offering expenses, Ban the Box on volunteer
applications )

d) How do you develop volunteer roles that are as flexible
as possible?
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Equal opportunities or
diversity statement/policy
which references volunteers
and the Equalities Act 2010
Volunteer Expenses Form
Example of volunteer advert
Volunteer application form




Element 2

Fair, safe, consistent and efficient recruitment process in place
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Requirements

Guidance

Suggested evidence

21 Thereis a
documented and
standardised
selection process.

2.2 There is a clear
criteria of the
qualities and
experience needed
from volunteers.

2.3 There is documented
process regarding
the receipt of
enquiries and
feedback to
unsuccessful
candidates.

It not enough to just state that: “The recruitment and
selection of volunteers is fair.”

a) Explain your recruitment process

) What safer recruitment processes do you have in place?
e.g., do you accept under 18s? - What are the processes
for young volunteers? How do you decide if DBS checks
are required? How do you process a person post DBS
who have previous offences? How do you decide if
references are required?

c) What are your timescales for replying to volunteer
enquiries and how do you deal with unsuccessful
applicants? Do you refer to other organisations?
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Volunteer role descriptions
Volunteer application form
Volunteer Equalities
Monitoring form

Volunteer Policy

Volunteer log of the
recruitment process




Element 3

Adequate preparation, induction from competent trainers/project staff
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Requirements

Guidance

Suggested evidence

3.1 Volunteers are
provided with an
induction and/or
training to effectively
carry out their roles.

3.2 The learning needs and
characteristics of the
volunteers are taken
into account when
designing/delivering
training programmes.

3.3 The induction and/or
training provided to
volunteers is regularly
reviewed/evaluated

3.4 Project staff have the
necessary experience
and skills

It not enough to just state that: “There is a high quality
induction/training process for volunteers”

a) Explain the induction/training process

) What is the content and how is it delivered?

c) How do you share the expectations of your
organisation with the volunteers? e.g., volunteer
handbook, are volunteers given access to all the
organisation’s policies? Are the volunteers introduced
to all the staff, including those not directly involved in
their supervision? Are volunteers invited to AGM’s or
similar

d) What training do you provide for those that recruit,
support, train and supervise volunteers in your
organisation?

e) Does the training have a formal qualification or
accreditation?
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Volunteer Handbook (or
equivalent)

Volunteer Induction
programme

Volunteer Policy
Attendance at AGM’s and
additional organisational
meetings

Mission statement - aims
and objective of the
organisation

Staff training log or
statement from trainer
regarding relevant skills and
experience

Records of staff
development plans
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Regular supervision and support provided for volunteers

Requirements Guidance Suggested evidence

41 A record that It not enough to just state that: “Volunteers are supported 1 Volunteer Supervision

volunteers receive and supervised effectively” Record (or equivalent)
regular supervision 1 Examples of feedback or

and/or support.

a) Explain the support and supervision process
) How do you support volunteers - formally and
informally? (e.g. verbally or written supervision records)

record of contact from
volunteers - i.e. - emails,
telephone records

c) How do you respond to any issues raised? 1 Daily tasks/timesheets or
d) How are volunteers supervised with their day to day attendance sheets
tasks?
Element 5
Skills development and further training opportunities for volunteers
Requirements Guidance Suggested evidence
51Thereis a It not enough to just state that: “Volunteers are encouraged 1 Example of training record
documented process to develop their skills” 1 Statement from volunteer
for recording the skills outlining what training they
development of a) Explain how and who is responsible for encouraging the have received
volunteers development of skills f Statement from a mentor -
) What initial training do you offer volunteers? e.g., e.g., experienced volunteer
formal - such as a course or informal training - such as or member of staff
shadowing or buddying 1 Supervision records
c) How do you identify the ongoing development needs of
your volunteers?
d) Do you offer additional training opportunities to
volunteers? e.g., sharing or funding other
education/training/tutoring with your organisation or
with another




Element 6

Problem solving procedure
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Requirements

Guidance

Suggested evidence

6.1 Thereis a
documented policy
and/or procedure for
addressing issues,
complaints,
disagreements
and/or the
unsuitability of a
volunteer in a certain
role.

It not enough to just state that: “Problems are addressed in
relation to volunteering”

a) Explain the procedure

b) How does your organisation deal with a complaint about
a volunteer?

c) How does your organisation deal with a complaint made
by a volunteer?

d) How are volunteers (and staff where appropriate) made
aware of these procedures

1 Problem Solving procedures
for volunteers (may be
included in Volunteer Policy,
Handbook or equivalent)

1 Copy of volunteer
agreement

1 Complaints
procedure/policy (if
appropriate)




Element 7
Safeguarding
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Requirements

Guidance

Suggested evidence

7.1 There are
documented
procedures for
carrying out risk
assessments on
volunteering activity.

7.2 There is appropriate

and adequate
Safeguarding
training.

7.3 Appropriate

insurance cover is in
place for the

volunteering activity.

7.4 The project applies
appropriate policies
and procedures to
safeguarding

It not enough to just state that: “Volunteers and others are
kept safe”

a)
o)

c)

o))

e)

)

Explain how you ensure safe working practices for
volunteers?

What training you have in place regarding all
safeguarding?

What systems do you have in place for volunteer drivers
(where appropriate)? Or any other situations where the
volunteer may be alone with a service user or other
volunteer.

Do you carry out individual risk assessments for
volunteers with additional needs/young volunteers/
volunteers at risk/volunteers referred via an agency?
How do you ensure you are meeting the requirements of
the General Data Protection Regulation? e.g. Is the
information you hold about your volunteers kept safely
and securely? What information do your volunteers
have access to relating to others - staff, service users,
other volunteers?

What policies do you have in place that would typically
be considered appropriate to safeguarding?
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Risk Assessments for
volunteer roles
Confidentiality Policy
Health and Safety Policy
Data Protection Policy
Child Protection/Vulnerable
Adult Policy

Complaints Policy

Lone working Policy
Personal Safety Policy
Diversity Policy

Records of Child Protection
and/or Vulnerable Adult
training

Risk Assessments for the
building or physical
environment where the
volunteering will take place
Public liability Insurance
Volunteer Drivers doc
Emergency contacts
procedure

Social Media Guidelines
Volunteer safeguarding
awareness and procedures




Element 8

Recognising and valuing the role of volunteers
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Requirements

Guidance

Suggested evidence

8.1 A variety of methods
and strategies are
used to recognise and
celebrate the
volunteer contribution.

It not enough to just state that: “Volunteers are valued and
have a positive experience”

a) Explain how, as an organisation, you recognise and
value the role of volunteers?

b) Does everyone know and follow your volunteer
procedures?

c) How do you say thank you to your volunteers?

d) How do you measure the impact of your volunteers on
others?

e) How do you measure the impact of the volunteering
experience on your volunteers?

1 Agendas and minutes from
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volunteer peer support
meetings

Notes from meeting with
individual volunteers -
including phone
conversations - were
positive experiences are
discussed

Interview with senior
decision-




