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1. Has there been appropriate consultation of all staff?

2. Volunteers should never replace the work of paid staff

3. Ensure that everyone who will be working with volunteers knows what the volunteers’ role will be, what is expected of staff and that there is an adequate explanation of why the volunteers are needed

4. Ensure you have taken the time to produce a comprehensive task description which includes time commitment, benefits, expectations, skills needed for the task 

5. Ensure you have adequate support structures and that the atmosphere/environment is congenial to the volunteer

6. Ensure you have adequate insurance cover 

7. You should pay out of pocket expenses to all your volunteers 

8. Have you an Equality and Diversity Policy and Health and Safety Policy? Do they mention volunteers?

9. Ensure you have in place a recruiting, screening and selection process:

· Application Forms to include a request for 2 references

· It may be appropriate to police check your volunteers if they have direct contact with children or vulnerable adults, 

· Interview

· Induction

· Trial period

· Training

10. Ensure you have a procedure for turning volunteers down if they do not meet your criteria and always give feedback

11. Ensure you have systems in place for consulting with volunteers and informing them of relevant information

12. Ensure that policies and procedures are reviewed on a regular basis
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