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University of Ulster Students’ Union

VOLUNTEER POLICY
The University of Ulster Students’ Union (UUSU) is committed to providing opportunities for its members to take on roles of responsibility, empowering them to lead activities for their peers and develop new skills and abilities that will help them outside of their academic learning.
To achieve this, the Students’ Union has: 

· Created a new online student volunteer centre (UUSU Volunteering Centre) and implemented a Volunteer Policy to establish a coordinated approach to student volunteering to enhance student employability.
· Employed a Volunteering and Societies Coordinator who will take specific responsibility for the Volunteering Centre on behalf of the Students’ Union and act as the main point of contact for student volunteers and volunteer organisations/projects wishing to provide volunteering opportunities to University of Ulster students.
· Information and support available to volunteers so they can participate in volunteering placements and information and support available to volunteer organisations/projects to assist them in promoting volunteering opportunities and make them aware of their legal responsibilities under current volunteer legislation. 

· Developed a Volunteering Strategy to provide a Volunteering Service that is progressive and beneficial to all students.
The University of Ulster Students’ Union staff, sabbatical officers, student volunteers, and volunteer organisations/projects, who participate in organised activities under the banner of the Students’ Union Volunteering Centre, undertake to commit to the Policy and Guidelines.

The Volunteer Policy and Guidelines will be reviewed regularly and updated in line with any legislative changes that have significant impact on the manner in which volunteering are to be dealt with.  

The Policy and the statement are available online at: www.uusu.org  
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University of Ulster Students’ Union
VOLUNTEER POLICY

INTRODUCTION
The University of Ulster Students’ Union (UUSU) is a student-led organisation with over 23,000 students. It provides a wide range of services from retail and bar outlets to housing and academic advice, from democratic activities to leisure time activities and sports.
UUSU is committed to providing opportunities for its members to take on roles of responsibility, empowering them to lead activities for their peers and develop new skills and abilities that will help them outside of their academic learning. 
PURPOSE OF THIS POLICY
This policy outlines the function of the UUSU Volunteering Centre. Furthermore, it can act as a reference guide for volunteers and volunteer organisations/projects so that they can clearly see their rights and how they can expect to be treated, as well as their responsibilities and the expectations that we have of them. 
UUSU DIVERSITY STATEMENT

University of Ulster Students' Union pledge to use the opportunities we have as a students' union to make a positive contribution in creating a better environment for all studying here.
Regardless of our own beliefs and identities, we will ensure that preference will not be given to or advantage withheld from any members on the grounds of religious belief, political belief, race, gender, sexual orientation, age or disability. 
WHAT IS THE 
UUSU VOLUNTEERING CENTRE?

1. WHAT IS THE UUSU VOLUNTEER CENTRE?
The University of Ulster Students' Union has developed a new online Student Volunteering Centre. This new Volunteering Centre will improve the volunteering services for students in each of the 4 campuses. Initially, students will be able to register as UUSU volunteers and volunteers organisations/projects will be able to register and promote their opportunities. The Volunteering Centre services will be developed over time to ensure that it is meeting the current needs of University of Ulster Students.
UUSU Volunteers

UUSU Volunteers are University of Ulster students that have registered as a volunteer through the UUSU Volunteering Centre. Students must register as a UUSU Volunteer prior to applying for any volunteering opportunities on UUSU website: www.uusu.org. This enables the UUSU Volunteering Centre to track student volunteers in volunteer placements to ensure volunteering good practice and protect the student’s welfare. 
Volunteer Organisations/Projects

Volunteer organisations/projects are providers of voluntary placements for University of Ulster students. All volunteer organisations/projects must register with the UUSU Volunteering Centre prior to promoting any volunteering opportunities to students via the University of Ulster Students Volunteering Centre. More information on the registration process can be found in the Volunteer Organisations/Projects section.
Who’s Involved?

Volunteering and Societies Coordinator: Kirsty McMurray

How can you find out about volunteering?

Facebook: UUSU Volunteering

Website: www.uusu.org 

Email us at: k.mcmurray@uusu.org 
Telephone: 02890 366040

UUSU Volunteers

2. UUSU VOLUNTEERS
Volunteering gives students valuable skills, knowledge and experience, which cannot be achieved from an academic degree alone and thus volunteering increases their chances of employment in the future. Through volunteering, a more rounded student experience is gained, friendships are forged and our students are able to interact with the community within which they live.
In line with our aims as an organisation, volunteers will be recruited from the whole of the student body. 
Registration
Students can register as a UUSU Volunteer by downloading a registration form from the UUSU website: www.uusu.org and returning it to the Students’ Union Main Office at their campus or emailing the form to the Volunteering and Societies Coordinator at: k.mcmurray@uusu.org 

Volunteers will be supplied with a copy of Volunteering guidelines to read to ensure their health, safety and well-being throughout their volunteering placement. It will also help them to get the most out of their volunteering and to enjoy it fully without problems.  The guidelines specify the rights and responsibilities of UUSU volunteers and UUSU Volunteer Centre. 
Volunteering Opportunities
All volunteering opportunities both within UUSU and external volunteer organisations/projects will be advertised via the UUSU website: www.uusu.org
Induction and Training

Volunteers will follow their chosen volunteer organisations/projects recruitment process and their policies and procedures. All volunteers are subject to an induction and appropriate training upon taking up an opportunity with a volunteer organisation/project. If this does not take place, please inform the UUSU Volunteering and Societies Coordinator ASAP. An induction checklist must be completed and returned by a UUSU Volunteer to ensure volunteering best practice and to protect the student’s welfare.
*** The UUSU Volunteering Centre requests copies of all volunteer organisations/projects policies relating to volunteering before promoting their opportunities. This information ensures volunteering best practice and protects student welfare.
A programme of training will also be provided through UUSU throughout the year for any volunteers who wish to access it, so keep an eye out on the UUSU Volunteering section on the UUSU webpage.
Access NI

If working with children/young people aged under 18 years old or vulnerable adults, an Access NI Check will be carried out by the volunteer organisation/project for which the volunteer is placed. Please speak to the volunteer organisation/project directly in regards to whether the volunteer or volunteer organisation/project will cover the cost of the check.  A positive disclosure does not necessarily mean that the individual would be excluded from volunteering. Only individuals who after these checks are discovered to not be suitable for volunteering are excluded from being a volunteer.

Support

The UUSU Volunteering and Societies Coordinator will send a monthly email to UUSU Volunteers to ensure there are no issues with their voluntary placement. If volunteers are unhappy about the service they are receiving from a volunteer organisation/project, please speak to the Volunteer Coordinator at the organisation/project. If you feel that the matter is not resolved, please speak directly to the UUSU Volunteering Coordinator.
The UUSU Volunteering and Societies Coordinator is there to support the work of volunteers. Volunteers can ask for a one-on-one meeting at any time throughout the year if they have any issues or problems regarding their volunteering placement which needs to be addressed.
If you have a serious issue or concern, please refer to the complaint procedure. 

Evaluation and Feedback Procedure

Upon completion of volunteering for an organisation/project, you will have the opportunity to fill in an evaluation/feedback form, this is so that UUSU can improve its volunteering services and provide feedback to volunteer organisations/projects. Volunteer organisations/projects will also be asked to complete a tracking report and evaluation/feedback form at the end of the semester.
Recognition/Accreditation
UUSU’s student volunteers will always be able to request a reference to assist with future employment from the Volunteer Organisation. 
VOLUNTEER 
ORGANISATIONS/PROJECTS

3. VOLUNTEER ORGANISATIONS/PROJECTS

Volunteering gives students valuable skills, knowledge and experience, which cannot be achieved from an academic degree alone and thus volunteering increases their chances of employment in the future. Through volunteering, a more rounded student experience is gained, friendships are forged and our students are able to interact with the community within which they live.
In line with our aims as an organisation, volunteers will be recruited from the whole of the student body. 
Registration

Volunteer organisations/projects can register with the UUSU Volunteering Centre by downloading a registration form from the UUSU website: www.uusu.org and returning it to the UUSU Volunteering and Societies Coordinator at: k.mcmurray@uusu.org 
Volunteer organisations will be supplied with UUSU Volunteer Guidelines. Volunteer organisations/projects must return their induction checklist and copies of volunteer policies before any volunteering opportunity is promoted. 
Volunteer Opportunities

Volunteer organisations/projects will be provided with a Volunteer Opportunity Information Form to complete. This information will be used on the UUSU website to promote opportunities. Volunteer opportunities are promoted via the UUSU website: www.uusu.org 
Induction and Training

Volunteer organisations/projects must complete an induction with volunteers in their first week and provide any necessary training to complete the volunteer role. The Volunteer Organisation/project must sign the Induction Checklist for Volunteers so the student can return a copy to the UUSU Volunteering Centre.
Access NI Checks
If a volunteer opportunity requires a volunteer to work with children/young people aged under 18 years old or vulnerable adults, an Access NI Check will be carried out by the volunteer organisation/project for which the volunteer is placed. Please inform the volunteer directly in regards to whether the volunteer or volunteer organisation/project will cover the cost of the check.  

The UUSU Volunteering website details each volunteer opportunity currently available and also states if an Access NI Check is required.

Support

Volunteer organisations/projects can contact the UUSU Volunteering and Societies Coordinator at any time during the year to discuss any queries or concerns they may have.
Evaluation and Feedback Procedure

Volunteer organisations/projects will also be asked to complete a tracking report and evaluation/feedback form at the end of the semester. This is so that the UUSU Volunteering Centre can review, develop and improve its volunteering services.
Recognition/Accreditation
Volunteer organisations/projects are asked to supply a volunteer with a reference if requested.
UUSU VOLUNTEERING CENTRE – OTHER IMPORTANT INFORMATION

4. UUSU VOLUNTEERING CENTRE – OTHER IMPORTANT INFORMATION
This section provides other important information relating to the UUSU Volunteering Centre:

Confidentiality

In supporting volunteers and volunteer organisations/projects, we need to collect personal data from those people so that we can contact them throughout the year. The access to this data is restricted to only the UUSU Volunteering and Societies Coordinator and other relevant staff/sabbatical officers who support the coordinator in developing student volunteering services. 

UUSU would never pass on personal details without the volunteer’s or volunteer organisations/projects approval and written consent. All physical documents containing personal data are stored in lockable filing cabinets. Electronic copies of the data are stored on a secure part of our computer system that can only be accessed by the UUSU Volunteering and Societies Coordinator, and are protected by passwords.

Access
UUSU aims to make accessing the volunteering opportunities available to its members as easy as possible, by promoting volunteering through the various methods of internal advertising and by promoting a wide variety of opportunities to suit all interested parties. 
All forms for volunteers and volunteer organisations/projects can be downloaded from www.uusu.org  
Registration

The UUSU Volunteering Centre is committed to making the registration process for volunteers and volunteering organisations/projects opportunities as smooth and accessible as possible.  The registration process will enable the UUSU Volunteering Centre to track student volunteer participation and gain voluntary placement feedback. It will also ensure that volunteer organisations/projects are providing appropriate and safe opportunities for students.
Volunteer and Organisation Registration Forms can be downloaded from the UUSU website: www.uusu.org .

The UUSU Volunteering Centre is also keen to support all student led ideas for new volunteering projects. Please contact the Volunteering and Societies Coordinator to discuss your idea: k.mcmurray@uusu.org . 
Health and Safety

The UUSU Volunteering Centre provides a platform for volunteer organisations/projects to promote volunteering opportunities to students.  By completing the registration process, volunteer organisations/projects are providing evidence that they are providing appropriate and safe volunteering opportunities for students. Volunteer organisations/projects are unable to promote their volunteer opportunities until they have completed the registration process.
It is the volunteer organisations/projects’ responsibility to ensure the health and safety of any students volunteers in their volunteering placements.
Insurance

The University of Ulster Students Union has insurance cover for official UUSU led Volunteering Projects.

Where a volunteer is placed with another organisation it is the responsibility of that organisation to provide the correct insurance cover for the volunteers working with them. UUSU will ensure that any external organisation it hands a volunteer over to will have employers and public liability insurance to cover volunteers on-site and off-site.
Disciplinary Actions
Any improper conduct will be dealt with through the UUSU Disciplinary Procedures.
Formal Complaint Procedure

If you feel you wish to make a complaint relating to your volunteering experience as UUSU Volunteer, please fill in the UUSU complaint form available on the volunteering section of the UUSU website and follow the instructions provided.
OTHER INFORMATION
Volunteering issues will be addressed in relevant staff meetings, including OE meetings, forums with the University and when the General Council meet.

If you need any help or advice after reading this policy, please use the UUSU Volunteer Coordinator on the details below to resolve any issues you have. 

USEFUL CONTACTS

Kirsty McMurray

Volunteering and Societies Coordinator
Email: k.mcmurray@uusu.org 
Telephone: 02890 366040

Mobile: 07545429116
University of Ulster Students Union

Shore Road

Jordanstown

Newtownabbey

BT37 0QB
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UUSU Volunteer
Student Registration Form
All students must register as a UUSU Volunteer prior to applying for a volunteering opportunity through the UUSU Volunteering Centre.
	First Name:
	Middle Name(s):
	Last Name:

	
	
	

	Year of Birth:
	Telephone/Mobile:
	Email Address:

	  
	  
	

	Student Number:
	Course
	Year of study e.g. 2 of 3

	
	
	_____ of _____


	Where did you find out about The UUSU Volunteering Centre? 

	


	Code of conduct/disclaimer

	I understand that by participating in any volunteering placement through the UUSU Volunteering Centre I am acting as a representative of the University of Ulster Students’ Union

Signed: 

Or, if you are emailing this form please enter an X here ………         

Date:


UUSU INDUCTION CHECKLIST 

(for volunteers)

This Induction Checklist should be completed with your organisations/projects volunteer coordinator and returned to UUSU Volunteering and Societies Coordinator: k.mcmurray@uusu.org. 
	CONTENT
	NA / DATE COMPLETED

	· Tour of premises
	

	· Introduction to supervisor and other staff
	

	· Explanation of role and tasks
	

	· Explanation of Volunteer Policy?
	

	· Explanation of Health and Safety Policy?
	

	· Explanation of Insurance Policy?
	

	· Explanation of Child Protection/Vulnerable Adult policy, if applicable?
	

	· Explanation of any other relevant policies, i.e. confidentiality policy, equal opportunities policy, disciplinary procedures
	

	· Explanation of terms and conditions, breaks, absences etc.
	

	· Expenses (food, childcare, travel) covered?
	

	· Introduction to paperwork and systems (where relevant)
	

	· Risk Assessment carried out?
	

	· Training provided?
	

	· NI Access Check carried out, if applicable?
	


I confirm that the information I have given is correct and that I will inform UUSU immediately if any of this information changes.

	
	Volunteer
	Organisation/Project

	Signed:
	
	

	Name:
	
	

	Organisation:
	N/A
	

	Position
	N/A
	

	Date:
	
	


UUSU Volunteering Centre
Volunteer Organisation/Project Registration Form
All volunteer organisations/projects must register with the UUSU Volunteering Centre if they wish to promote volunteering opportunities to University of Ulster students through the UUSU Volunteering Centre.
	Organisation/Project Name: 

	

	Organisation Address:

	

	Brief Description of your organisation/project:

	

	Contact Name:
	Position:
	Telephone/Mobile:

	
	
	

	Email Address:
	Website:
	Facebook Page:

	
	
	


	Induction Checklist attached:
	Volunteer Opportunity Information Form attached:

	Yes/No
	Yes/No


	Where did you find out about The UUSU Volunteering Centre? 

	


Please return the Registration Form, Induction Checklist and Volunteer Opportunity Information Form to the UUSU Volunteering and Societies Coordinator: k.mcmurray@uusu.org 
UUSU INDUCTION CHECKLIST 

(for volunteer organisations/projects)

This Induction Checklist should be completed by your organisations/projects volunteer coordinator and returned to UUSU Volunteering and Societies Coordinator: k.mcmurray@uusu.org  along with copies of the policies listed below. Volunteer opportunities cannot be promoted unless this form and copies of the policies have been provided to the UUSU Volunteering Coordinator.
	CONTENT
	YES / NO / N/A

	· Does your organisation/project have a specific Volunteer Policy?
	

	· Does your organisation/project have a Health & Safety Policy?
	

	· Does your organisation have an Equal Opportunities Policy?
	

	· Does your organisation have a child protection and vulnerable adult policy?
	

	· Does your organisation/project insurance cover volunteers?

(if yes, please supply a copy of insurance inc employers and public liability)
	

	· Do you provide Access NI Checks for Volunteers?
	

	· Do you cover reasonable expenses e.g. travel, childcare, food?
	

	· If a volunteer uses their own transport as a requirement of the placement, are they covered under your insurance?
	

	· Do you provide training?
	

	· Risk assessment carried out?
	


I confirm that the information I have given is correct and that I will inform UUSU immediately if any of this information changes.

	Signed:
	

	Name:
	

	Organisation:
	

	Position
	

	Date:
	


UUSU Volunteering Centre
Volunteer Opportunity Information Form
This information will be used to promote your volunteer opportunity via the UUSU website: www.uusu.org once your volunteer organisation/project has been registered with the UUSU Volunteering Centre. Please complete and return to the UUSU Volunteering and Societies Coordinator: k.mcmurray@uusu.org. The contact below will be emailed when the opportunity is placed on the UUSU website.

	Organisation/Project Name: 

	

	Volunteer Role:

	

	Brief Description of your volunteer role:

	

	Contact Name:
	Email Address:
	Telephone/Mobile (optional):

	
	
	

	Website:
	Facebook Page:
	Closing Date:

	 
	 
	

	Organisation/Project Logo

	

	Access NI Check required

	Yes/No


UUSU VOLUNTEER GUIDELINES
These guidelines are there to ensure your health, safety and well-being throughout your volunteering. It will also help you to get the most out of your volunteering and to enjoy it fully without problems. 

The guidelines specify the rights and responsibilities of UUSU volunteers, volunteer organisations/projects and UUSU Volunteering Centre as a service. 

As an UUSU Volunteer you have the right to:  

•
Support, training and advice

•
Personal, social and academic development through volunteering and training

•
A choice of quality volunteering opportunities

•
Know exactly what you are being asked to do and whom you are responsible to (e.g. the Volunteer Co-ordinator at the organisation)

•
Decide when you want to volunteer and how much time you can give

•
Have information on what's going on in UUSU Volunteering Centre and on your volunteering placement with a volunteer organisation/project

•
To be safe whilst volunteering

•
Check with volunteer organisation/project if you can claim your ‘out of pocket’ expenses for your volunteering
•
Have problems listened to and dealt with appropriately, and have access to a complaints procedure

•
Be treated fairly in accordance with Equal Opportunities Policy, and to experience good practice in volunteering

•
Be able to withdraw from a project or change projects with reasonable notice

•
Make mistakes in your volunteering as you learn, when meaning well

•
To say 'no' and not do anything you are uncomfortable with

•
Accreditation and appreciation

•
Have fun!
As a UUSU Volunteer you Have the Responsibility to:  
•
Participate 

•
Be reliable. It is very important that you are clear about the commitment you can give and stick to it

•
Attend training events and meetings relevant to your volunteer placement 

•
Represent the University of Ulster and UUSU, without damaging reputations or acting against the policies and regulations of these organisations when you volunteer

•
Inform the UUSU Volunteering Co-ordinator if you are experiencing any difficulties with your voluntary work, or would welcome more support. 

•
Speak up if you see potential danger and never put yourself or others at risk. Act responsibly

•
Inform Volunteer Organisation/Project Co-ordinator or the UUSU Volunteering Coordinator of any incidents you are concerned about

•
Support other volunteers on their projects and treat others fairly and in accordance with Equal Opportunities

•
Speak up if you feel your rights are not being respected and to offer constructive suggestions
•
Tell the Volunteer Organisation/Project Coordinator if you wish to withdraw from a project – you won’t be letting anyone down if you give some notice

•
Be professional, mature and sensitive when volunteering with people

•
Whilst on your volunteer placement,  you may be told things in confidence. Respect this but don't promise to keep a confidence until you're sure that you can. Make sure you know what the organisation’s policy is on confidentiality

•
Keep us the volunteer organisation/project and the UUSU Volunteering Coordinator of any changes to your contact details

•
Enjoy yourself!
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