Benhall with Sternfield Parish Council 
Volunteer Policy and Procedures

Reviewed and adopted 20 July 2026
Introduction  
Benhall with Sternfield Parish Council recognises that volunteering can benefit the Council, the community and the volunteers themselves. A volunteer is someone who freely gives their time, skills and energy to benefit the local community under guidance of the Parish Council. A volunteer is unpaid and does not constitute an employee relationship. Volunteers support the delivery of projects and services that enhance the community and the Parish Council is committed to:  
• Supporting safe and meaningful volunteer involvement 
• Providing appropriate training, equipment and supervision 
• Ensuring volunteers are treated with dignity, fairness and respect irrespective of background, ethnicity, gender or ability. 
• Maintaining appropriate insurance and legal compliance
This Policy sets out the principles for voluntary involvement in activities authorised by the Parish Council.  This Policy applies to volunteers working on behalf of the Parish Council, not those employed by the Parish Council. The Council may decide, with the consent of the volunteers, to set-up a volunteer database that records volunteers and some basic contact details. Any such database will adhere to the principles of GDPR. 
Recruitment
Volunteer opportunities may be promoted via the Council website, noticeboards, the newsletter, or at Council meetings. All roles will be clearly defined. Where appropriate: Volunteers will be asked to complete a short application form. Except in the event of an emergency, a meeting may take place to confirm suitability, references or background checks may be required for sensitive roles only. 
Induction, Training and Supervision 
Volunteers will receive: 
• A role description or summary of duties 
• A basic induction relevant to the task 
• Training to ensure safety and competence 
• A copy of this Policy
• A copy of the risk assessment for the tasks to be performed 
A designated supervisor or project leader will be the point of contact for each volunteer activity. 
Volunteers must be adequately trained to be able to carry out the role or activity they are undertaking. The exact nature of the training will depend on the role or activity and the findings from the required risk assessment. A lack of adequate skills should not preclude volunteers from taking part in an activity as appropriate training can be provided in advance of the volunteer starting work on an activity. The minimum level of training should be sufficient to ensure maintenance of the health and the safety of volunteers and any people who might be affected by the work, as far as is reasonably practicable. 
Volunteers must be informed about the task and its purpose, health, safety and supervision arrangements. Responsibility for providing appropriate training rests with the individual to whom authority has been given by the Parish Council to undertake the work. 
Volunteers will not be authorised to carry out work that the Council considers hazardous to the volunteer, or others, or which would contravene the principles of the Health and Safety at Work Act 1974. Typical activities may include but are not limited to: 
• Assisting at community events 
• Supporting local minor maintenance or improvement projects 
• Litter picking 
• Minor grounds work e.g. weeding, tidying 
• Setting up and assisting at the designated community centre in the event of an emergency 
Volunteers may engage in one-off or ongoing activities. 
A copy of this policy will be provided to all volunteers. Volunteers will be asked to sign a Volunteer Agreement Form prior to carrying out a task. See Appendices.   
Health and Safety 
The health and safety of volunteers is paramount to the Parish Council. 
Risk assessment templates are available from the Parish Clerk and should be completed by the person organising any authorised volunteer activity. See appendices. The Parish Clerk is to receive a copy of the risk assessment ahead of work being undertaken. Visual inspections of the work area must be carried out and recorded prior to work commencing. Volunteers must only carry out agreed tasks and follow all safety instructions. Volunteers must wear appropriate clothing and any safety equipment provided, as required. Volunteers share responsibility for safe working practices and must report hazards immediately. Volunteers should report any accidents, incidents and near misses to the Clerk or designated supervisor or project leader as soon as possible. The risk assessment should include as a minimum: 
• The job or activity 
• The existing competency of volunteers 
• The circumstances of the work (e.g. the degree of supervision) 
• The tools and/or equipment being used 
• Training requirements 
Insurance and liability 
Volunteers formally registered and undertaking approved Council work are covered under the Council’s Public Liability.  The Parish Council must ensure that volunteers are competent and capable both physically and mentally for undertaking the tasks allocated.  Any relevant training and personal safety equipment must be provided, and a risk assessment carried out.  
Volunteers must notify the Parish Clerk by email before commencing any work on behalf of the Parish Council and a record of volunteer activity will be kept.
Expenses 
Reasonable and pre-approved expenses (for example, for items purchased on the Council’s behalf) will be reimbursed upon production of receipts. Volunteers must seek prior approval from the Clerk or project leader. 
Conduct and Expectations 
Volunteers are expected to: 
• Act respectfully and responsibly 
• Follow Council policies and procedures  
• Disclose any conflicts of interest to the Clerk 
The Council will: 
• Treat volunteers with dignity and respect 
• Maintain a safe and inclusive environment 
• Listen and respond to concerns fairly 
Problem Solving  
Any volunteer with a concern should speak with the project leader or the Clerk in the first 
instance. The Council will aim to respond to any concerns within 10 working days. If unresolved, the issue may be escalated to the Chair of the Council. The Council will aim to resolve matters informally but reserves the right to end any volunteer arrangement where necessary. 
Confidentiality and Data Protection 
Volunteer information will be handled in accordance with UKs Data Protection laws including 
the General Data Protection Regulations (GDPR). Personal data will be: 
• Collected only when necessary 
• Stored securely 
• Not shared without consent, unless required by law. 
Volunteers must notify the Clerk of any changes. 
Moving on 
Volunteers may stop volunteering at any time. Where possible, volunteers are encouraged to provide advance notice to allow continuity of activities. Exit feedback may be sought to help the Council improve its volunteer experience.  Personal details will be removed from the volunteer database. 
Review  
This policy will be reviewed every three years or earlier if required by changes in legislation or Council policy. 


















Parish Council – Volunteer List                                                                                   Appendix 1 
The Parish Council Volunteer List is maintained by the Parish Clerk. All information will be kept safe and confidential in accordance with GDPR.  
It is essential that a volunteer advises the supervisor of an activity or the Parish Clerk of any illness or ailment that could put either themselves or other volunteers at risk of either injury or harm, while working on a task. 
Where a volunteer can no longer support the community, they are to contact the Parish Clerk requesting their details be removed from list at the earliest opportunity.    
Contact Details 
Name:  
Address: 
Home phone:  
Mobile:  
Email:  
Signature: 
Date: 

 













Appendix 2
PARISH COUNCIL – [TASK NAME] INDUCTION BRIEF AND VOLUNTEER ACKNOWLEDGEMENT 
Supervisor: 
Date:                       
Location: (To be defined by supervisor)  
•  
Start Time:                                  
Finish Time:                                        
Description of Activity: (To be summarised by supervisor) 
•  
Tools to be Used: (To be listed by supervisor, taking note of the risks associated with using these tools (for instance cuts and grazes)) 
•     
•  
•  
Hazards and Safety Measures:  
• All work undertaken by volunteers shall have regard to the Health & Safety at Work etc. Act 1974 and related health & safety legislation. 
• You should not undertake the work defined if you have either an injury or illness that could increase risk of further injury or illness either to you or fellow volunteers.  If you are unsure of the likelihood of increased risk due to either injury or illness, you should contact the supervisor before starting work. 
• You will not be asked to work at height. 
• Jewellery, necklaces, watches etc ideally should not be worn – wearing them presents risk of injury.   
• Appropriate footwear must be worn.  Ideally, sturdy boots covering the ankle and providing support on uneven ground should be worn.  Open-toed shoes or sandals, trainers (footwear without a heel) must not be worn.  
• Long hair must be tied up to avoid it getting caught in the activity. 
• Gloves should be worn where appropriate. 
First Aid:  
• When a volunteer is wounded (serious cuts and grazes) undertaking authorised work, the supervisor should be notified as soon as possible.  A first aid kit is held by the supervisor. 
• In the case of serious injury, immediate first aid should be administered and the supervisor informed.   
• The supervisor is expected to carry with them a mobile telephone. Where necessary, the emergency services will be called. 

VOLUNTEER ACKNOWLEDGEMENT 
• I understand the scope of work described by the supervisor and agree to abide by the direction relating to this work that they give.  
• I agree to comply with all health and safety direction and training I am given in support of this work. 
• I agree that I am fit and healthy to undertake this work. 
• I agree to make the supervisor aware of any changes to my contact details or health.  
Name (Printed)  
Contact Details Unchanged?                                                               (Tick to confirm or update) 
Signature  
Date
POST ACTIVITY COMMENTS  
 
 
 









Appendix 3 
VOLUNTEER AGREEMENT FORM 
I _________________________ [Print name], in volunteering for Benhall with Sternfield  Parish Council, acknowledge that I have read, accept and will adhere to the Volunteer Policy, a copy of which has been provided to me. 
I am content for my personal details, below, to be retained on a volunteer database in accordance with GDPR until such time as I request they be removed.
My emergency contact is (name, number, email) ________________________________  
Tel: ______________________ Email: ________________________________________
Address: ________________________________________________________________
Signed ___________________________________  
Dated: ___________________________________________________________ 
2

