
 

VOLUNTEERING POLICY 
 

 
1. Scope of the Policy - Is this going to be relevant? 
 
This policy applies to all volunteers engaging in tasks either on behalf of or working in 
partnership with Leighton-Linslade Town Council.  
In this policy, the ‘volunteer’ includes individuals, community groups and other not-for-profit 
organisations.  
 
This policy is not intended for Councillors who are specifically covered in the Councillor 
Code of Conduct Policy. 
 
 
2. General Policy Statement - Who are we and why do we have volunteers? 
 
Leighton-Linslade Town Council exists to provide services for those living and working in 
Leighton Buzzard and Linslade. These include parks & open spaces, markets, allotments, 
cemeteries and public toilets. It also provides support services such as the Teenage Advice 
and Information Centre (TACTIC) and organises a calendar of events to enhance life within 
the parish.  
 
Volunteers are valued contributors to the Council’s work, providing manpower, new skills and 
perspectives, and increasing contact with the local community. This brings added value to 
both the Council and the community. It is the Council’s intention to support all volunteers in 
their volunteer journey, in a way that reflects the underlying principles of this policy. 
  
 
3. Purpose of the Policy – Why do we need a volunteering policy?  
 
We want volunteers to feel supported in a way that reflects the values of the Council, and to 
achieve this it’s important to set out how the partnership is designed to work. No contract is 
made when enlisting the help of volunteers, but it is still important to have clear, reasonable 
guidelines to manage expectations and help things to run smoothly. 
 
 
4. Principles of the Policy – What are the main points?  
 

 We appreciate that volunteers contribute their time, skills and knowledge freely for many 
reasons and we will support personal aspirations and professional ambitions wherever 
possible and appropriate; 
 

 We value volunteers and recognise that they should have satisfying tasks that are 
personally fulfilling, as well as the support, training and equipment to do these tasks 
effectively and safely;  

 

 We will create an environment of understanding among staff to ensure that they work 
positively with volunteers. 

 
 
5. Equality and Diversity – Can only certain types of people volunteer? 
 



 

We aim to be as inclusive as possible. Having a broad, diverse group of volunteers brings a 
wider variety of knowledge, skills and experience which is welcomed and valued.  
There may be occasions when we have to take into consideration a volunteer’s suitability to 
a specific role, for example for reasons of health and safety, or where a role involves young 
people, but we will strive to look at options such as additional support or alternative roles. 
Discussions will be open and non-biased, involving all concerned, to achieve the best 
outcome for all.  
For further information see the Council’s Equal Opportunities and Diversity Policy. 
 
 
6. Criminal Convictions – Can those with criminal convictions volunteer with us? 
 
Having a criminal record won’t necessarily prevent anyone from volunteering with us but this 
depends on the nature of the role and the nature and circumstances of the offences.  
 
Most of our roles don’t require a DBS (Disclosure and Barring Service) check and if it’s not 
needed, we won’t do one. We only request one when the role is a position of trust with a 
young or vulnerable person, and we would always discuss this first.    
 
Unless the role requires us to ask questions about a full criminal record, we only ask about 
unspent convictions as defined in the Rehabilitation of Offenders Act 1974.  
 
All information given to us is handled, stored and destroyed in accordance with GDPR 
(General Data Protection Regulation). 
 
 
7. Induction, Support and Training – What can volunteers expect from us? 
 
New volunteers will be made welcome and given: 
 
 a brief description of the Council and/or partner organisation and its values; 

 task-related training to enable them to fulfil their role; 

 access to other training including Health and Safety and Diversity training; 

 guidelines and discussion on relevant procedures, code of conduct and confidentiality. 
 

 
All volunteers will be given: 
 

 PPE (Personal Protective Equipment) as required; 

 access to protective clothing and footwear as required; 

 regular supervision;  

 opportunity to discuss tasks, highlight any problems and to be given thanks and 
feedback; 

 regular role reviews to ensure the needs of the Council and the volunteer continue to be 
met; 

 where available, development opportunities. 
 
 
8. Additional Support – Is any extra support available?  
 
Volunteers who have additional support requirements will be considered wherever possible. 
We will need to give consideration to the nature of the role, availability of supporting staff, 
availability of specialised equipment, health and safety, the welfare of the individual and any 
other considerations applicable to the role or the volunteer. 
 



 

Discussion will be as open and fair as possible. In some cases, alternative roles might be 
offered instead.  
Where links to other support agencies might help a person to volunteer, the Council aims to 
support this. 
All personal details will be confidential and handled, stored and destroyed in accordance 
with GDPR. 
 
9. Support for Independent Community Groups – How are partner groups 

supported by the Council? 
 
Independent groups working in partnership with the Council can expect to receive support 
from the Council. As all groups are very different, the level of practical support required may 
vary by mutual agreement, on a case-by-case basis. However, the Council aims to support 
the development and growth of partner groups equally by offering an open-door policy for 
advice and support, as well as a willingness to signpost and refer volunteers to other 
appropriate support available.  
 
 
10. Additional Safeguarding Measures – What about young people? 
 
Where volunteers, and/or service users are under 18, appropriate supervision will be given 
and supporting staff will be suitably trained. Young volunteers will complete an Induction 
Checklist to ensure they fully understand their role, procedures and boundaries.  
Where Peer Volunteering is in place, staff will not put volunteers in situations where they can 
be adversely influenced by others. 
 
 
11. Data Protection and Confidentiality – What can be discussed with others? 
 
Volunteers may have access to personal data or gain sensitive knowledge about the work of 
the Council, volunteers, staff, Councillors, organisations, community groups or clients who 
have contact with the Council. There is an absolute obligation, both during and after 
volunteering with us, to maintain confidentiality and not to pass on information to third parties 
unless required to do so by law.   
Volunteers will be expected to observe the Council’s IT Policy, including the guidelines 
around use of social media. 
The Council’s IT Policy is available to view at the White House. 
 

 
12. Code of Conduct – Do Council rules apply if you aren’t a paid employee? 
 
We are proud to have a working atmosphere that is conducive to the nature our work, our 
values, our public image and reputation; and the welfare and personal security of 
employees, volunteers and Councillors.  Volunteers represent the Council and should do this 
by having respect for all people and conducting themselves in a way which reflects the 
values of the Council. 
The Council’s Code of Conduct is available to view at the White House. 
 
13. Dealing with Problems – What if it isn’t working out? 
 
We aim to resolve any problems arising in a timely, fair and effective way and volunteers can 
expect to be supported and helped when problems arise. 
A Nominated Council Officer will be made available to discuss any concerns safely and in 
confidence.   



 

Volunteers are encouraged to address problems about any aspect of their volunteering as 
early as possible, to enable quick solutions. In the event of any disagreement, volunteers are 
encouraged to: 
 

 Discuss the issue with the person concerned to see if a solution can be found. 
 

 If the matter isn’t easily resolved, raise the problem with the Nominated Council Officer.  
 

 If an outcome can’t be reached, the problem may then be brought to the attention of the 
Town Clerk who will investigate and decide on an appropriate response.  

 
Volunteers can bring another person of their choice to any meeting for support.   
 
 
 
If a volunteer causes a problem (through not following guidelines or by behaving 
inappropriately): 
 

 The Nominated Council Officer will talk to the volunteer (and others if necessary) and 
aim to find a solution. 

 

 In the event of a serious complaint or inappropriate behaviour, the Council Officer will 
discuss this with the appropriate Head of Service/Organisation Lead or the Town Clerk 
and decide on the appropriate action to take.  

 
 

Volunteers are not contracted and can leave at any time. We also reserve the right to ask a 
volunteer to leave if this is in the best interest of the volunteer, the Council or the volunteer 
group. In any case we will act fairly and openly. 
 
The Council’s full Grievance Policy is available to read at the White House. 
 
 
14. Health and Safety – How do we monitor safety? 
 
We have a duty of care to all staff and volunteers and have a Health and Safety Policy in 
place.    
A risk assessment for each volunteer role is undertaken by the Council or partner 
organisation as applicable. Risk assessments for individual tasks may also be carried out by 
the Council or by individual groups. In the case of a volunteer requiring additional support, a 
specific risk assessment will be carried out to take account of their capabilities or additional 
requirements.  
Volunteers can request a copy of the risk assessment undertaken for their role or task at any 
time. 
 
The Council’s Health and Safety Policy is available to view at the White House. 
 

 
15. Insurance - How are volunteers covered? 
 
Volunteers directly managed by Leighton Linslade Town Council are fully protected by our 
personal accident and public liability insurance.  Those volunteering through independent 
organisations will need to check that their organisation has suitable cover.  



 

Volunteers who are required to use their cars for any aspect of volunteering, except travel to 
and from the place of volunteering, must inform their own insurers. 
 
The Council’s Personal Accident and Public Liability Insurance is available to view at the 
White House. 
 
 
16. Expenses – What will it cost anything to volunteer?  
 
To allow volunteering to be accessible to all, there may be occasions where a person wants 
to volunteer but can’t afford to, as it would result in personal costs. With prior agreement 
from the Town Clerk, such personal expenses may be reimbursed.  
In addition, protective clothing and equipment will be made available to any volunteer where 
required. 
 
 
17. Consultation and Engagement – Who gets a say? 
 
Volunteers will be included in developing or revising policies that affect them, in line with the 
Council’s Community Engagement Strategy 2018. 
 

 
 
18. Leaving the Organisation – Thanks for everything! 
 
We keep in mind that volunteers give their time freely and that circumstances, availability 
and interests may change. Volunteers are free to leave at any time.  
We always appreciate notice wherever possible; not just so we can reallocate tasks, but to 
give us opportunity to say thank you properly. It also gives us time to ask for feedback to 
make sure we are doing things well and to understand where we might improve.    
 


