[NAME OF DIGITAL PROJECT / ORGANISATION]

VOLUNTEER DIGITAL CHAMPION HANDBOOK 
Thank you for volunteering to be a Digital Champion with [insert name of project]. We are very excited to welcome you to our team, and we hope that you enjoy this new role.
This Handbook contains all the basic information you need to get started. It includes:

· The Project’s responsibilities to you
· Volunteers’ responsibilities to the project
· Communications and Ongoing Volunteer Support 
· Comments, Compliments and Complaints
· Confidentiality 
· Safeguarding
· Health and Safety 
· Dignity at Work 
· Travel and Transport
· Induction 
· [bookmark: _GoBack]Training
· Ending the Volunteer Placement
· The Volunteer Agreement 
· Appendix

Please make some time to read through this information, and if you require any clarification of have additional questions, please feel free to contact [insert name of volunteer or project coordinator]

THE PROJECT’S RESPONSIBILITIES TO YOU (VOLUNTEER RIGHTS)

We will ensure that you:

· Are given a clear description of your role, including the tasks and responsibilities you will be asked to carry out.
· Are given the name of someone in the organisation who will look after your interests and who will offer you appropriate support and supervision on a regular basis
· Are assured and confident that any information you share with the organisation remains confidential
· Receive the same protection under health and safety regulations and public liability as paid employees. 
· Are offered opportunities for training and skills development appropriate for the voluntary tasks involved.
· Are not exploited or have unfair demands made on your time.

THE VOLUNTEERS’ RESPONSIBILITIES TO THE PROJECT

· To accept and embrace the organisations aims, objectives and policies
· To do what is reasonably requested of you to the best of your ability
· To treat any information obtained whilst volunteering in a confidential manner. This can be information about clients or other volunteers or staff
· To recognise that you represent the organisation and therefore need to act in an appropriate manner at all times
· To honour any commitment made to the best of your ability and notify the organisation in good time should you be unable to keep that commitment e.g. holidays, appointments
· To be willing to undertake training for the voluntary work undertaken
· To share suggestions for changes in working practices with your supervisor/named staff member
· To respect the rights of other volunteers, staff members and customers and to treat people with respect and dignity
· To treat all other volunteers, customers, staff members and members of the public equally and fairly in line with our equal opportunities policy. (Provide link or hard copy)

COMMUNICATION 

The volunteer co-ordinator (or another designated member of staff) will discuss your progress and address any issues you may have. We rely on your feedback to improve volunteer experience and the service offered to our clients. Volunteer team meetings will be held regularly and provide an opportunity to exchange ideas, news and progress.

COMMENTS, COMPLAINTS AND COMPLIMENTS 

We want to know how we can improve our service and we welcome all suggestions. This can include what works well, and what might need changing in some way. We are always glad to hear from you. You will be able to make your comments to the project co-ordinator (or another designated member of staff). 

If you wish to make a complaint we will try to resolve this as quickly and fairly as possible whilst maintaining confidentiality. You should report complaints to the volunteer co-ordinator (or another designated member of staff). If you do not feel able to do this or if you are not happy with their response you can contact [insert name of manager, CEO or designated trustee]
 

CONFIDENTIALITY 

[Amend this section as you see fit in order to align your organisations own policy. Provide a  link or hard copy of this. You may also wish to view information on this NCVO link https://www.ncvo.org.uk/practical-support/information/data-protection]

This organisation sometimes deals with client issues that are of a confidential or sensitive nature.  We have included our Confidentiality Policy in the appendix for you to read, and you may be required to complete a data protection online course.

Volunteers are responsible for maintaining the confidentiality of all proprietary and privileged information while serving as a volunteer. We are also required to treat information on individuals who volunteer at the organisation as confidential. 

PLEASE NOTE - Failure to maintain confidentiality may result in termination of the volunteer’s relationship with [insert name of project / organisation]. 
 
SAFEGUARDING

A vulnerable adult is a person over the age of 18 who may not be able to protect themselves against harm or exploitation. This may be due to their age, an illness or their lifestyle. Vulnerable adults are at risk of a variety of forms of abuse and neglect, some of which may go unreported. They may have difficulties expressing feelings or making their wishes known.  If you are concerned about an adult you are buddying because of what you have seen, heard or been told, please inform the staff member present or your volunteer co-ordinator. We have included our Safeguarding Policy in the appendix. Alternatively, you can discuss your concerns with Derbyshire County Council Adult Services on 01629 533190.

HEALTH AND SAFETY 

The [insert name of organisation or project] aims to anticipate risks and, wherever practicable, to remove or reduce potential hazards to the volunteer and the client they are supporting. 

You should familiarise yourself with health and safety issues that are specific to your workplace and this will form part of your induction. We have also included our Health and Safety Policy in the appendix.  
Volunteers are asked to be mindful of taking reasonable care for their own safety and that of clients, including being vigilant so as to prevent accidents. Always inform the staff member present or your volunteer co-ordinator of any incidents or accidents as soon as possible. 



· FIRE 
You should familiarise yourself with the fire evacuation procedures for the venue where you are volunteering and this will form part of your induction. 
· FIRST AID 
In case of emergency, please make yourself aware of your first aid point of contact at the venue where you are volunteering. Please report any accidents or near misses that you experience while volunteering. 
· LONE WORKING 
Please amend to align with your project’s requirements and include a lone working policy if appropriate.
You will not be left alone whilst volunteering and there should always be a staff member present. If you do have any concerns please speak to a staff member or your co-ordinator.

DIGNITY AT WORK 
[Insert name of organisation or project] is committed to providing a working environment where all employees and volunteers are treated with dignity and respect, and are valued for the different skills and abilities they bring to the workplace. Please see our Dignity at Work Policy in the appendix.
TRAVEL AND TRANSPORT 

[Please amend to align with the specifics of your project – some suggestions are made below]
We will try to arrange for you to work as close to your home as possible in order to minimise travel to the place where you volunteer.
If you choose to drive to the designated venue, you can park [include parking availability and restrictions here]
Volunteers should not be out of pocket for undertaking Digital Buddy duties. We will recompense you for your travel costs at the rate of [include mileage allowance, and the cost of bus fares].
INSURANCE 
Registered volunteers are covered by [insert name of organisation] public liability insurance while they are engaged in the organisation’s / project’s activities. If you are driving to the venue where you volunteer,  please ensure that you are covered by your own car insurance. This should not incur any additional costs to your insurance.



INDUCTION
Once a satisfactory reference and health clearance [if requested by your project] have been received, volunteers will be contacted to arrange a mutually agreeable start date, and their induction will begin. The induction will be at the place where you will be working and we will:
· Introduce you to colleagues
· Show you round the building
· Discuss fire evacuation, health and safety, confidentiality and safeguarding in more detail
· Show you the technical devices you will be able to use
· Introduce you to the volunteer training materials and other resources that you will be able to use (see appendix)
· Agree your volunteering schedule
· Agree a method of communication between volunteer and Volunteer Coordinator
· Take your photograph for your volunteer ID badge
The volunteer coordinator will conduct a four week review as part of the volunteers’ induction to ensure that both the project’s and the volunteers’ needs are being met.

TRAINING 

You will be required to complete the ‘Become a Digital Champion course’ on the ‘Learn my way’ website. This is a short online course that will introduce you to being a digital champion and give you ideas to help you support your community to get online. By the end of the course you will be able to:- 
 Understand what it means to be a digital champion 
 Motivate people to get online and address potential barriers they might face 
 Support beginners to use computers and the internet and recommend appropriate learning resources 
 Recommend what people can do once they have got to grip with the basics.
Please see appendix for full training guide.

ENDING THE VOLUNTEER PLACEMENT 

Volunteer placements can be ended at anytime by either party. If you decide that you are unable to continue to volunteer we would ask that you let the volunteer co-ordinator know this and that you complete and evaluation form of your experience of working with [insert name of organisation or project] as a volunteer.


VOLUNTEER AGREEMENT
Digital Champion Volunteers are an important part of [insert name of organisation or project]. We hope that you enjoy volunteering with us and feel a valued member of our team. This arrangement tells you what you can expect from us, and what we hope you will give to the Digital Inclusion project. 
We, [insert name of project], will do our best to: 
 Introduce you to how the organisation and project works and your role in it. 
 Provide any training you need. 
 Arrange meetings with relevant staff so that you can tell us if you are happy with all aspects of your volunteering and get feedback from us. 
 Respect your skills and individual wishes and to do our best to meet them. 
 Consult with you and keep you informed of possible changes. 
 Insure you against injury you may suffer or cause due to our negligence. 
 Provide a safe workplace. 
 Apply our Dignity at Work Policy. 
The volunteer will do their best: 
 to volunteer reliably to the best of their ability, and to give as much warning as possible whenever they cannot work when expected or if they are unable to continue volunteering. 
 to follow the organisation’s/project’s policies and guidelines, including health and safety, dignity at work and confidentiality. All policies are in the appendix [and are available online]
 to inform the relevant manager if they have any difficulty with their volunteering. 
Volunteers will not take the place of paid employees or professionals. 
PLEASE NOTE THIS ARRANGEMENT IS IN HONOUR ONLY AND IS NOT INTENDED TO BE A LEGALLY BINDING CONTRACT BETWEEN US. IT MAY BE CANCELLED AT ANY TIME AT THE DISCRETION OF EITHER PARTY. NEITHER PARTY SHOULD VIEW THIS AGREEMENT AS AN INTENTION TO FORM AN EMPLOYMENT RELATIONSHIP, NOW OR AT ANY TIME IN THE FUTURE.
DECLARATION
I have received and read the Volunteer Handbook and agree to abide by the Volunteer Agreement 
Name ................................................................... 
Signed ................................................................. 
Date............................
