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Volunteer Agreement
This is not a Contract of Employment

Between: The Anaphylaxis Campaign, Farnborough, Hampshire, GU14 65X

And (name)

Address:

The Anaphylaxis Campaign recognises that there are situations in which help from
volunteers can make a significant and appropriate contribution to the work and
service objectives of our organisation. We recognise that you are putting your
experience, knowledge and skills at our disposal, free of charge, with the primary aim
of helping the Campaign to achieve its service objectives and to bring benefit to the
allergic community.

This agreement outlines the terms of your voluntary work with us.

You, the undersigned, working in a Voluntary capacity on behalf of The Anaphylaxis
Campaign agree to adhere to the following:

Conduct and use of social media

To promote, maintain and uphold the reputation of the Anaphylaxis Campaign at all
times. Avoid tweeting, blogging or otherwise publishing any information or material
that could bring you or the Campaign, or risk bringing you or the Campaign into
disrepute.

Confidential Information

During and after the termination of Voluntary work on behalf of the Campaign you
will not disclose or copy for personal use any information about the work of the
Campaign, its service users, staff or other Volunteers that might be of a sensitive or
confidential nature, without prior authorisation. If you are unsure about whether
something is confidential please check with a senior member of staff.
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Expenses

Where applicable and agreed in advance by the Volunteer Co-ordinator, you may
submit claims for out of pocket expenses for travel (2™ class public transport
equivalent) on the appropriate form (counter-signed by an appropriate member of
staff), accompanied with VAT receipts where applicable.

Grievances
To abide by the grievance procedure for volunteers (see below).

Safeguarding

Your role as a volunteer does NOT require you to work unsupervised with children or

vulnerable adults at any time. You agree to abide with the Campaign’s Safeguarding

policy and ensure that you are never in a situation that would compromise this policy.

Acknowledgement (signature)
Signed:

On behalf of The Anaphylaxis Campaign
Dated:

Signed:

By the Volunteer

Dated:
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Grievances — Procedure for Volunteers

Volunteers are not covered by employment or equal opportunities legislation, so the Campaign has
a problem solving procedure which helps to ensure that volunteers are treated fairly and are not
discriminated against.

This problem solving procedure sets out how problems will be dealt with by the Campaign when
they arise, and help to find the most appropriate solution to a problem.

The Anaphylaxis Campaign will:

e Treat all complaints confidentially

e Allow enough time for meetings to take place and set realistic timeframes

e Keep complainants informed at each step of the procedure

e Reassure any clients involved that a complaint will not affect their right to use the service

e Ensure that volunteers have the right to be accompanied by a colleague, friend or
representative in any of the meetings following on from the initial oral complaint.

If a volunteer makes a complaint
This part of the problem solving procedure gives the volunteer the opportunity to complain if they
have been unfairly treated or if they have an issue or a cause for concern within the organisation.

e Stage 1: Oral Complaint
The volunteer should discuss their concerns with the Volunteer Co-ordinator, or if this is not
appropriate the matter should be referred to that person’s manager. Every effort will be made to
resolve the matter at this stage. If the matter cannot be resolved at this stage then the volunteer
should proceed to Stage 2.

e Stage 2: In Writing
The volunteer should make a formal complaint in writing to the Volunteer Co-ordinator, or if this is
not appropriate to that person’s manager. The volunteer should make the formal complaint within a
month of the oral complaint, to which the Volunteer Co-ordinator (or manager) will reply in writing
within a month, to allow for investigations or absences.

e Stage 3: Opportunity to Appeal
If the volunteer is not satisfied with the outcome, then they can appeal to the Chief Executive or
their nominee. The appeal to the Chief Executive should be made within one month of the written
response. The Chief Executive will arrange to see the volunteer within one month. The volunteer can
have a person present with them at this meeting. The Chief Executive will respond in writing within
one month and their decision will be final.
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If someone complains about a volunteer
This part of the problem solving procedure gives the volunteer the opportunity to be told why a
complaint has arisen, the opportunity to state their case and the chance to appeal.

e Stage 1: Oral discussion
The first step is for the Volunteer Co-ordinator to discuss the complaint with the volunteer and
establish their view of the issue. The Volunteer Co-ordinator should establish whether any external
factors are affecting the volunteer’s ability to carry out tasks, their behaviour or their attitude. The
Volunteer Co-ordinator should identify goals that will help the volunteer to fulfil their role, and offer
extra support, supervision and training where necessary. The Volunteer Co-ordinator should then
agree a deadline for reviewing the situation with the volunteer.

If the complaint was raised by someone else, the Volunteer Co-ordinator should keep them
informed of the measures being taken to rectify the situation.

e Stage 2: Written Documentation of complaint and discussion

If the matter hasn't been resolved by Stage 1, the Volunteer Co-ordinator will issue the volunteer
with a written document outlining the reason for the complaint. The volunteer will be invited to
state their case to the Volunteer Co-ordinator. The volunteer can choose to be accompanied by a
person of their choice. Depending on the nature of the complaint, this may be used as an
opportunity to set further objectives for the volunteer, or to offer training or other support.
However, if at this stage the Volunteer Co-ordinator decides that the volunteer should be asked to
leave, the volunteer will be given the chance to appeal.

e Stage 3: Opportunity to appeal
When a volunteer has been asked to leave, they may appeal in writing to the Chief Executive within
a month. The Chief Executive will arrange to see the volunteer within a month. The volunteer can
have a person present with them at this meeting. The Chief Executive will respond in writing within a
month and their decision will be final.

Temporary or Permanent Cessation of Volunteering.

There are some occasions when volunteers will immediately have to cease volunteering, either
permanently or on a temporary basis while an investigation is carried out. These include, but are not
limited to gross misconduct, e.g. theft, assault, acts of violence, malicious damage, deliberate
falsification of documents, harassment or being under the influence of drink or drugs. The decision
to temporarily suspend a volunteer will be confirmed to the volunteer in writing and, in some cases,
legal proceedings may need to be concluded before the next step in the problem solving procedure
may take place.
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