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Volunteering for South Somerset District Council 

 

Introduction 

This policy was originally developed in consultation with managers from across 

SSDC, with detail being worked through with managers of services that host 

volunteers, data protection staff, SSDC Insurance Officer and Community Cohesion 

Manager.  

The policy draws on expertise from other volunteer involving Councils. 

Whilst recognising that day-to-day volunteering activity may be different in each 

service due to the specific nature of the volunteering roles on offer, this policy 

introduces consistency of standards and practice and where necessary introduces 

the use of standardised procedures and documentation e.g. a corporate Volunteer 

Agreement. 

This 2017 revision provides a necessary update of the policy with the inclusion of 

new and strengthened requirements in relation to confidentiality, data protection and 

access to the council’s  IT network for volunteers who will have data handling 

responsibilities.  

Other changes relate principally to the updating of the text where other council 

plans/policies originally referred to are now out of date/expired and/or have been 

replaced. 

 

1. Aims and principles 

At South Somerset District Council (SSDC), we value the time and effort that 

volunteers give to the organisation and community.  This policy has been developed 

in recognition and support of our volunteers. It aims to make sure that they are 

treated fairly and consistently so that they can have the best possible experience 

during their involvement with SSDC. 

Our services regularly benefit from the contribution of volunteers, delivering in 

excess of 8000 days a year in tourism, heritage, Countryside and at the Octagon 

Theatre. 
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By creating and supporting volunteering we are better able to meet the aims set out 

in the SSDC Council Plan 2016-21, in particular in the following Priorities. 

 High quality cost effective services 

 Environment 

 Health and Communities 

 

2. Expectations 

A volunteer for South Somerset District Council can expect:  

 individual respect and recognition and a sense of value 

 a friendly, supportive, healthy and safe environment in which to work on a 

voluntary basis, with appropriate insurance cover in place 

 to know who they are answerable to, and who they can talk to if they have 

concerns or ideas 

 an environment which embraces two way communications and values the 

volunteer’s input 

 clarity about the work involved, length of placement and commitment required 

 recognition from SSDC that people have freedom to volunteer and can say no 

 training, support and resources (including any regulatory training) to enable 

volunteers to make a valued contribution 

 We recognise that volunteers might need flexible arrangements regarding the 

amount of time and level of commitment that they are able to give.   We will 

aim to work within these constraints.    We will recognise and value any level 

of commitment that volunteers are able to give.  

In return we would expect a volunteer to:  

 ensure that their behaviour does not bring any harm to the Council’s image 

and standing 

 co-operate with paid members of staff and other volunteers in a way which 

creates a pleasant working environment 
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 respect the need for confidentiality where volunteers have access to personal 

information about others, ensure this information is kept secure and follow 

data protection guidelines 

 ensure their volunteering contribution is of the highest standard 

 engage with the aims and objectives of the volunteering offer, and give 

constructive feedback 

 take responsibility for their own eligibility to volunteer for SSDC 

 abide by the council’s policies, procedures and financial regulations and seek 

advice if there are any queries or potential conflicts of interest 

 not offer or accept any money or gifts 

 be clear about what they are able to commit to and the contribution they are 

able to make 

 participate in relevant training as instructed by their supervisor 

 

3. What defines a Volunteer at SSDC? 

Volunteers offer their free time, experience and knowledge to help perform a service 

or function for no financial reward.   A clear distinction exists between volunteers 

who are under no obligation to volunteer and those who are employees who receive 

a salary and a contract of employment.  

 

4. Recruitment of Volunteers 

Recruitment for volunteers will be advertised in the local press, our intranet, website 

and other publications, specific relevant departmental links, local clubs and 

community and support groups and sometimes through our staff and volunteer’s 

personal contacts.  Information on all SSDC volunteering opportunities will be 

published in a single central location on SSDC’s website and available in hard copy. 

Suitability for volunteering placements will be assessed through informal 

interviews/discussion.  In cases where volunteers are solely responsible for 
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vulnerable groups such as children or older people, DBS checks will be required and 

volunteers will be informed of this at interview.   

SSDC will not recruit volunteers as a replacement for paid employees.    

We want to encourage interest in working as a volunteer for SSDC from all sectors of 

the community.   Care needs to be taken to ensure that all equality issues are taken 

into account when recruiting  volunteers and all service managers and contact 

supervisors responsible for recruitment of volunteers will be trained in SSDC Fair 

Selection. 

 

5. Induction and Training 

On joining SSDC as a regular volunteer, we will provide training directly related to 

the work that volunteers will be doing.  

All volunteers will be required to complete the corporate Volunteer Agreement 

annually, to record personal information, contact details and a self-certified medical 

declaration. This information will be treated as confidential, held securely and 

destroyed in accordance with SSDC’s Data Retention Guidelines. 

We will offer a welcome/induction process, which will include health and safety, data 

protection and equalities, and is aimed at making sure volunteers understand their 

working environment and clarify how they are expected to carry out their work.  

In some cases we require volunteer placements which are only of a day’s duration, 

in such cases we may not offer a formal induction process as this will counteract the 

valuable time that is given freely by the volunteer. An appropriate induction and 

welcome will be delivered by an experienced supervisor who can ensure all health 

and safety obligations are met whilst also ensuring best use of the volunteers time, 

this is most likely in a group scenario e.g. a one day practical woodland management 

task.  

Where relevant we will provide volunteers with a specific role description which will 

highlight our expectations, and these will be appended to the Volunteer Agreement.  

It is important that it is recognised by both parties that there is a clear distinction 

between a job description for paid employees, which uses terms such as 
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‘requirements’ compared to a role description for volunteers, which highlights 

‘expectation.’ Service managers are responsible for preparing role descriptions with 

any required assistance from SSDC Human Resources Department.  

6. Confidentiality/Data Protection 

As part of their role, volunteers may be involved in processing personal data.  

‘Processing’ has a very wide meaning under the Data Protection Act 1998 (DPA) and 

covers everything from collecting personal data e.g. by surveys or interviews, 

viewing data, analysing it, manipulating it, disclosing it, storing it and its eventual 

safe and secure disposal(please note that this list is not exhaustive). 

Under the DPA, any third party, including a volunteer, who ‘processes’ personal data 

becomes a ‘data processor.’   Certain legal requirements must be met when data 

processors are used and the Council remains liable if the data processor breaches 

the DPA.   

The legal requirements that the DPA says are necessary are  

 that there must be a legal written agreement in place with the volunteer 

concerned; 

 that the Council must satisfy itself that there are sufficient security 

arrangements in place to ensure any processing of personal data, by the 

volunteer, is done securely and that the data is not lost or destroyed, altered 

or disclosed, inadvertently; 

 that appropriate monitoring takes place by the Council to ensure that the 

security arrangements are being followed with prompt action taken to remedy 

any departures.   

The security measures required in any particular case will depend on various factors 

such the nature of the personal data handled, the harm that might flow from any data 

breach, where the processing takes place (processing personal data out of the office 

will involve higher risks), the media upon which the personal data is held e.g. 

removable media presents greater risks. 

Appropriate data protection training for the volunteer is an essential part of such 

security measures so that the volunteer can understand and be clear about their 
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responsibilities and how to recognise and deal with any actual or potential data 

breach. 

The relevant Service Manager will ensure that these legal requirements are met 

whenever volunteers are used in the service and will seek appropriate advice from 

the Fraud and Data Team where necessary. 

Volunteers can expect any personal data which they share with SSDC to remain 

confidential and be kept securely (only accessed by relevant contact supervisors 

from the volunteer placing service).  

 

7.  IT and  Access to the Network 

If volunteers are required to access the SSDC ICT system, they will be expected to 

first have an ICT induction and comply with our ICT Security Policy at all times. If a 

volunteer is required to access one of our secure systems then they will need to 

voluntarily submit to a baseline identity check, bringing in their passport or birth 

certificate and a document with an address on. 

If volunteers are required to access the SSDC IT network, they will be obliged to 

have appropriate identity checks undertaken to verify their background.  Managers 

will refer to the Agency and Non-Directly Employed Staff Vetting Procedure on 

InSite.  Volunteers must attend an ICT induction along with appropriate Data 

Protection and Information Security Awareness training.  Access to the network will 

not be given until the criteria have been met.  Volunteers must comply with our ICT 

Security Policy at all times including ensuring they do not share their network log in 

details and passwords with others. The supervisor must inform the ICT Helpdesk 

when the volunteer no longer needs network access.  If the network account has not 

been used for some time the access may be disabled by the ICT Helpdesk, however 

access can be re-enabled upon request from the supervisor. 

If a volunteer is going to be working with sensitive data they will be required to have 

a Disclosure Scotland Check at the very minimum or a Disclosure and Barring 

Service (DBS) check if required (see section 4).  

If required, volunteer managers can seek advice from the Fraud and Data Team. 
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8. Volunteer Register 

A Volunteer register will be maintained by the council’s Fraud and Data Team for the 

purpose of recording and monitoring training that volunteers have received in relation 

to Data Protection and access to the council’s IT network.  

The register will also act as a central record of all the volunteers enaged by the 

council and as a monitoring tool to ensure that Volunteer Agreements have been 

completed and signed by every volunteer and that they are being renewed annually. 

 

9. Expenses 

In line with current SSDC policy, reimbursement of relevant expenses incurred in the 

course of council volunteering may sometimes be offered. This may vary according 

to the tasks involved. This will be clarified at the beginning of any volunteering 

placement. 

 

10. Safe Working Environment 

We will provide volunteers with a safe working environment. SSDC will undertake 

our duty of care to volunteers under Section 3 of the Health & Safety at Work etc. Act 

1974, the Management of Health & Safety at Work Regulations 1999 and SSDC 

Health & Safety Policies. 

10.1 Equipment 

Where the use of equipment is needed, we will ensure that all volunteers have 

access to the necessary supervision and training. If volunteers are required to wear 

uniform or protective clothing we will supply these at no cost to the volunteer.  

10.2 Lone Working 

If volunteers are expected to work alone, SSDC will make sure that volunteers are 

given training to ensure that they are fully equipped to understand the risks and 

precautionary measures that should be taken, as outlined in any SSDC Lone 

Working Policy currently in force.  Volunteers will not be permitted to lone work until 

full training has been provided and a risk assessment carried out.   
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10.3 Supervision 

We will ensure that all volunteers receive the supervision and support needed to 

carry out the work required. We will be clear about who to contact if advice or 

assistance is needed. SSDC will endeavour to ensure that supervisors have 

received suitable supervisory training and that they are experienced and equipped 

with the necessary skills to support and manage the volunteering experience. 

Supervisors will ensure Risk Assessments are carried out where necessary, and 

risks are identified, managed, mitigated against and removed. All supervisors will 

have attended Equality Act training. 

10.4 Insurance 

All volunteers will be covered by the relevant insurance policy in the name of SSDC 

whilst engaged in any voluntary work for SSDC, as long as they have completed and 

signed the corporate Volunteer Agreement Form, agreed to the relevant terms and 

conditions of their volunteer placement and followed relevant guidelines. Anyone 

engaged in activities on behalf of SSDC will be covered by SSDC’s comprehensive 

Public Liability and Personal Accident Insurance. We will advise volunteers needing 

to claim under SSDC’s Personal Accident Insurance, the payments may be 

restricted, and recommend that they discuss this with the Department’s supervisor 

and SSDC Insurance Officer if relevant. 

The personal property of volunteers is not covered by SSDC insurance; volunteers 

will be advised to ensure their possessions are covered by their own insurance. 

Volunteers should check with their insurance company if they are using their own car 

for any volunteering activity. 

 

11. Acceptable Behaviour 

SSDC aims to maintain its positive reputation in the community and asks that 

volunteers portray the Council in a suitable manner. When volunteering for SSDC, 

volunteers are representatives of the organisation and are required to not bring the 

Councils image and standing into disrepute. All volunteers will be required to sign the 
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corporate Volunteer Agreement, and abide by the instructions as set out in the 

relevant Instruction Sheet issued by the department in which they are volunteering. 

It is vital that feedback is provided to volunteers regularly.   If standards have fallen 

below a level which is acceptable, then it will be appropriate for a supervisor to 

address this. It is important to recognise that volunteers will not be subject to 

disciplinary action.  However, the Council will not accept poor standards of behaviour 

from anyone regardless of status and the Council may decide not continue with the 

volunteer placement.  

11.1 Equality and Diversity 

SSDC has an Equalities Policy which applies to all paid employees and also applies 

to all volunteers. 

SSDC will deal consistently with all its volunteers through the use of a single 

corporate Volunteer Agreement. Where required the Volunteer Agreement will be 

provided in easy read or other accessible formats.  

SSDC and all volunteers must comply with the requirements of the Equality Act 

2010, and specifically the General Equality Duty, (GED). SSDC must have due 

regard to: 

 Eliminate discrimination, harassment and victimisation 

 Advance equality of opportunity (this means for example removing 

disadvantage, taking account of disability, meeting different people’s needs, 

encouraging people to participate in public life) 

 Foster good relations (this means tackling prejudice and promoting 

understanding) 

SSDC will actively encourage volunteering through promotion to relevant networks 

and support groups and through the use of accessible literature. 

Equalities monitoring data will be gathered via the Volunteer Agreement. 

11.2 Dealing with problems 

We welcome feedback from volunteers and encourage an environment which 

embraces two way communications and values the volunteer’s input. 
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Volunteers should discuss any problems associated with their placement with their 

supervisor, and these will try to be resolved immediately and informally. 

11.3 Complaints from a Volunteer 

If a volunteer has concerns about the way they have been treated by other 

volunteers, members of staff or the public, or about the behaviour of staff and other 

volunteers, they should first raise this with their supervisor contact.  If they are 

unable to do this, or feel their concern has not been dealt with properly, they can 

raise the matter through SSDC’s Human Resources Department by putting the 

complaint in writing. The Human Resources Department will review the complaint 

and respond in writing to the volunteer. 

11.4 Complaints about a Volunteer 

If a complaint is made about a volunteer, then we will investigate further The course 

of action will depend on the level of seriousness of the complaint. The types of action 

that may be implemented are an informal discussion to resolve the issue, addressing 

any additional needs such as training or in very serious cases it may be necessary to 

ask the volunteer to leave.     

 

12. Finishing Volunteering 

Volunteers are not subject to contractual obligations and are not required to formally 

give or receive notice; however the Council and the volunteer should endeavour to 

provide as much notice as possible of their intention to end the placement if this 

differs from what was agreed at the outset. All equipment must be returned to SSDC 

before the end of the placement. 

References may be provided for volunteers to help them with their future career 

prospects. 

 

13. Volunteer recognition 

Volunteers will be recognised for their contribution. Depending on the SSDC 

department, separate annual, celebratory events may be organised to thank 

volunteers for their valuable contribution to the work of the department. Volunteers 
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may be considered for training, mentoring and qualifications in certain aspects of the 

department’s work where appropriate, leading to receipt of certificates. 

 

14. Policy Consultation 

CPT and Service areas who use volunteers, Voluntary Sector Reference Group (via 

email); Equality Steering Group (23rd April 2013), Unions (Brian J and Unison), 

Management Board (18 March 2013) were consulted on the original policy. 

 

15. Policy Review 

We will consult with volunteers and service managers to review this policy regularly 

to ensure that it remains relevant in accordance with volunteering best practice.  It 

will be formally reviewed every 3 years. 

 

16. Related Policies and Strategies 

SSDC Health and Safety Policies 

SSDC Data Protection Policy 

SSDC Equality Policy 

Volunteer Agreement (corporate) and Role Description/Instruction Sheet 

(Department specific) 

Equality Act 2010 

Health & Safety at Work Act etc. 1974 

SSDC ICT Security Policies 

SSDC Lone Working Policy 

SSDC Child Protection and Vulnerable Adults Policy 

Data Protection Act 1998 

 

 


