[image: image1.png]. SHEFFIELD The HUBS t: 0114 225 4111
HALLAM Paternoster Row :
STUDENTS' Sheffield e: studentsunion@shu.ac.uk
. UNION s12QQ w: hallamstudentsunion.org






Sheffield Hallam Students' Union

Charity Engagement and Volunteering Policy

To be reviewed August 2022 by the Student Communities and Development Manager, Student Communities Team Leader and a Student Officer
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1. Introduction
Sheffield Hallam Students’ Union has students at the very heart of all we do, and is committed to enhancing the experience of its diverse membership of over 32,000 Sheffield Hallam University students. We have over 100 student societies; offer a free advice service and academic representation to all our students.
By making a positive difference through representing, supporting, and providing opportunities and services, and helping them to look after their wellbeing.
1.1 Volunteering in Context
One of the goals of Sheffield Hallam Students' Union's Charities Engagement and Volunteering team is to provide volunteering opportunities, support, and recognition for Sheffield Hallam University students, to enable them to engage with their local community during their time at university. Opportunities through our service provide students with a platform to meet new people, the ability to develop their personal and professional skills and make an impact in the community. 

This is achieved through supporting volunteers in various roles including Community Action projects and roles with organisations across the region. There are also opportunities for students who wish to take part in low commitment opportunities through our GIAG programme. 
1.2 This policy aims to…
· Provide guidance and direction to volunteers and staff at SHSU
· Provide clarity to students and staff regarding what to expect when volunteering with us.
· Ensure volunteers are treated fairly through open and inclusive procedures.
1.3 Definition of a Volunteer 

Volunteering is choosing to spend your time in an unpaid activity that aims to benefit the environment, individuals, or groups other than (or in addition to) close relatives or the volunteer, for example, helping a charity/community project, school governor/trustee, society committee member, student rep etc. Volunteering can also be used to develop personal skills and further experience within a certain area.
            

Principles of volunteering:

· Volunteering should not be undertaken for financial reward, although the reimbursement of reasonable expenses may be appropriate.
· Volunteering is a choice made of an individual’s own free-will.
· Volunteering should be of benefit to someone other than the volunteer, or to society at large, although it is recognised that volunteering brings significant benefit to the volunteer also.
2.Volunteer Recruitment and Selection 

2.1 Role Description 

Volunteers have the right to a clear role description that outlines the duties and responsibilities of the opportunity. Each role description should clearly outline:
· The location of the volunteering opportunity.
· The time commitment.
· Role duration

· Any skills or experiences needed.
· Benefits to Volunteers.
· Benefits to the community
· Additional training opportunities and inductions.
· Information on Expenses

· DBS information

2.2 Selection 

Students expressing an interest in volunteering should be directed to the SHSU website for a full list of our opportunities https://www.hallamstudentsunion.com/get_involved/volunteering/ . Volunteers shall be recruited without regard to gender, disability, race, age, employment status or other irrelevant distinction that may be viewed as discriminatory. Recruitment shall be based on the suitability to perform a specified task or role on behalf of Sheffield Hallam Students' Union or other organisations. The Charities Engagement and Volunteering team are committed to providing the right opportunities for the right student or staff member through guidance and support. 

2.3 Recruitment 

Students are required to apply for opportunities online. The Charities Engagement and Volunteering team are also available to support students with this application stage in person or virtually. Written references may be asked for and DBS checks may be required depending on the opportunity. For internal volunteering opportunities the Student Communities Team Leader is responsible for deciding whether a DBS is required using best practice guidelines. 
Students wishing to volunteer are welcome to book in for a chat with a member of the team, in person, or virtually. This informal chat will allow the staff members to ask essential questions, and for the volunteer to ask more questions about volunteering through SHSU. 

Once a volunteer has expressed an interest, they should be given full details about the next steps. 
Once volunteering, volunteers have the right to change or stop volunteering with that opportunity. However, they have the responsibility to alert the relevant staff member at SHSU or the relevant partner organisation. 

Volunteers who opt for a volunteering role with a Community Partner will be subject to that organisation’s normal selection procedure. 
2.4 References and Disclosure and Barring Service (DBS)

As an organisation using the Disclosure and Barring Service to assess applicants’ suitability for positions of trust, SHSU Volunteering complies fully with the DBS Code of Practice and undertakes to treat all volunteers fairly. It also undertakes not to discriminate unfairly against any subject of Disclosure based on a conviction or other information revealed. This is in line with our DBS Policy and Procedure document which can be found on our website.
3.Induction and Training
3.1 Induction

Volunteering inductions should either be provided by the Union for internal opportunities, or the partner organisation if external. The volunteer induction should cover some or most of the following:
· Information about the organisation 

· Health and Safety

· Equal Opportunities

· Rights and Responsibilities

· How to claim expenses 

· Reward and Recognition scheme 

· Future training opportunities 
For some opportunities it may be necessary for students to undertake specific training courses or have relevant experience to undertake a certain role. Training may be provided by the Union or the organisation specific to the role.  Generally, however volunteers need no previous training, experience, or qualifications; they just need enthusiasm, energy, and commitment.
3.2 Safeguarding Briefing
SHSU recognises that anyone working with children or adults at risk have a duty to ensure their safety and protection. Students volunteering with young people, the elderly or vulnerable, it is essential that they receive a briefing on safeguarding. For internal volunteering opportunities SHSU provide safeguarding information in line with our Safeguarding policy. Organisations are responsible for delivering this where needed for external opportunities.
4. Expenses 

Sheffield Hallam Student's' Union values the time and effort of volunteers and aims to ensure there are no financial barriers to involvement. Volunteers will be actively encouraged to claim expenses. Information on how to do this will be provided either through the SU or chosen organisation. For information on what volunteers can claim expenses for, please see the Volunteer Expenses Policy. 
5.Support and Recognition 
All student volunteers should be given a named contact within the organisation who is their first point of contact and who is available to offer guidance and support. In addition to this, volunteers can contact the Charities Engagement and Volunteering team, Student Communities and Development Manager, Director of Services, and the elected officers. 

5.1 Commitment 

SHSU recognises that student life can be challenging, and many students have additional responsibilities alongside their academic studies. Therefore, students should be mindful of how much time they wish to commit. Volunteers should also make the organisation aware of their timetables and availability throughout the year, alongside staff being aware of the academic calendar. 

5.2 Recognition

SHSU is passionate about recognising volunteer success and commitment. Volunteers should feel rewarded and recognized throughout their volunteering opportunity. 
Volunteers are encouraged to log their hours on their volunteering profile to gain their SHSU Volunteering 10, 50, 100 and 250 awards. These awards are milestones for students to aim for and demonstrate a volunteer's dedication and personal development, alongside celebration events throughout the year.
5.3 Careers and Employability 

All students at Sheffield Hallam University have access to the Careers and Employability Centre. Students can either drop into the Careers Centre or book an appointment online. For details how to do this, please see the Careers and Employability website https://www.shu.ac.uk/careers.
6.Insurance 

All volunteers are covered by Sheffield Hallam Students' Union insurance policy whilst they are on the premises or engaged in any activities authorised by the organisation. 
Community Partners will be required to supply a copy of their public liability insurance, or have satisfied our insurance requirements for the role.
7.Equal Opportunities and Diversity

Sheffield Hallam Students' Union believes fundamentally in the principles of equal opportunities in accordance with the Students' Union's Equality, Diversity and Inclusion Policy. SHSU has 5 core values, one of them being 'diversity'. As an organisation we believe that every single student should have an equal chance to get involved in the social, campaigning, democratic, activities-based, and commercial aspects of this Students' Union. We not only pride ourselves on promoting equal opportunities, but we also pledge to campaign against discrimination both on campus and in wider society.

8.Health and Safety 
Sheffield Hallam Students' Union recognises we are responsible for the implementation of health and safety legislation for students, staff and visitors committed to ensuring the health and safety of employees, students, customers, and anyone else affected by our activities and to providing a safe environment for all those attending our premises through regular assessments of risks in the workplace. 
Sheffield Hallam Students' Union's Responsibilities:

· To provide all volunteers with a named staff contact from SHSU.

· To provide a safe working environment whereby staff members act on any Health and Safety concerns raised by volunteers or external organisations.

· To provide all volunteers with a Volunteer Induction and appropriate training before beginning their volunteering opportunity through SHSU. 

Volunteers Responsibilities:  

· Volunteers should ensure their actions do not endanger themselves or others and do not put anyone at risk.

· Volunteers should let others know where they are going and when they expect to return. SHSU would encourage volunteers who have a phone, to take one with them.

· Volunteers should adhere to guidelines for safeguarding children, young people, and vulnerable adults - volunteers must attend relevant training in this area if applicable to their volunteering opportunity.

· Volunteers should be aware of fire evacuation procedures and of accident and incident procedures of the organisation you are volunteering within. 

· Volunteers should complete all Risk Assessments when required
· Volunteers must seek the advice from the relevant staff member with reference to any special medical or other condition which may affect their volunteering opportunity. 

External organisations will have their own Health and Safety policies that staff and volunteers are expected to follow. In the case of an incident, staff and volunteers should report any accidents and incidents to the Student Communities Team Leader. 
9.Problem Solving or Complaints Procedures
Volunteers who experience a problem with their volunteering opportunity or are being treated unfairly, are actively encouraged to speak to a member of the Charities Engagement and Volunteering Team, or the appropriate member of staff, who will be able to provide them with guidance and support throughout the process. 
Volunteers who have concerns or grievances about Sheffield Hallam Students' Union, its staff or the Officers should follow the procedures outlined in the SHSU Articles of Governance. This can be made available upon request or on our website  https://www.hallamstudentsunion.com/. 
10. GDPR 

Sheffield Hallam Students' Union is committed to the protection of the personal data of our students, employees, suppliers, and other individuals whom we might hold information about. Information is stored in line with our Data Protection & Information Security Policy. 
The Director of Resources at Sheffield Hallam Students' Union has overall responsibility for ensuring compliance with GDPR.
11. Graduates 

Sheffield Hallam Students' Union Charities Engagement and Volunteering team should endeavour to support students once they have graduated. Volunteers wishing to continue volunteering should speak to the team, the final decision on the appropriateness of this lies with the Student Communities and Development Manager. 

12. Staff

All staff at Sheffield Hallam University and at Sheffield Hallam Students' Union are welcome to participate in any volunteering opportunity and will receive full support from the Charities Engagement and Volunteering team. In addition, Sheffield Hallam Students' Union seeks to actively encourage staff to engage in volunteering activities.
For more information and guidance please see the Staff Volunteering Policy via HR Toolkit.
13. Policy Review 
This policy will be reviewed annually by an elected officer, Student Communities Team Leader and the Student Communities and Development Manager. 
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