Hebden Bridge Community Association 
 

 
Volunteer Policy
Introduction

Hebden Bridge Town Hall was transferred into community ownership on 1st April 2010. The aim of the Hebden Bridge Community Association, which owns and manages the Town Hall, is to preserve this beautiful and historic building and to recreate its role as a hub of community activity.
The community ethos that the Town Hall Trustees are encouraging will be enhanced by many local volunteers participating in both regular tasks and advisory roles. 
The Board of Trustees are themselves volunteers and many more volunteers are needed to help the trustees and staff to run the building and to make it a seven days a week resource for the variety of activities and events that can be hosted there.
There are many different areas where help is needed. For example, staffing  reception so that visitors are dealt with in a friendly and helpful manner. People are needed to act as Stewards for events, to help with office administration and sometimes to help out with cleaning and tidying. We also value and put to use the unique skills which people can bring to specific projects. 
The Town Hall Trustees Responsibilities to Volunteers - what you can expect from us
· The Trustees of the Town Hall will agree with the volunteers the scope of the tasks for which they have volunteered. 
· The Trustees of the Town Hall will provide all volunteers with an induction and appropriate training for the tasks expected of them.

· The Town Hall office team will keep volunteers informed of all health and safety issues and procedures in case of emergency.  
· The Trustees will provide adequate levels of insurance for volunteers.

· The Trustees of the Town Hall aim to provide a safe working environment that promotes mutual trust, efficiency and a relaxed atmosphere.

· The Town Hall Code of Conduct applies to Trustees, volunteers and staff, and is there to ensure that everyone is treated with respect. Users of the Town Hall are also expected to treat the staff and other users with respect.
· Town Hall Trustees and staff will support volunteers and endeavour to help develop their individual skills and experience.

· The Trustees of the Town Hall recognise the invaluable contribution that volunteers make to the running of the centre.

· The Trustees of the Town Hall encourage feedback from volunteers and will hold regular forums for the exchange of ideas. In the event of volunteers leaving, they will be offered an exit interview.
· The Town Hall office team will provide name badges which they would like volunteers to wear while in the Town Hall.

· The Town Hall Trustees will organise social events for volunteers to get to know each other, the Trustees and staff and to exchange experiences.

Volunteer Responsibilities - what we expect from you
· Volunteers are expected to attend the training sessions in their chosen area/s of work.

· Volunteers are expected to arrive at the agreed time to start their shift and stay the agreed length of time. 
· Volunteers who cannot make a previously agreed shift are asked to give as much notice as possible to the office staff, preferably at least 3 days. 

· Volunteers are expected to work as part of a team, being responsive to the needs of others, including less experienced volunteers or those who may have missed training sessions.

· Volunteers must treat each other, the staff, visitors and customers with respect and will read and sign the Town Hall Code of Conduct.

· Volunteers will learn the fire and safety procedures and report all accidents and dangerous occurrences to the Duty Manager.
· Feedback is welcomed from volunteers and therefore it would be expected that volunteers share any dissatisfaction with the Project Worker or Trustees.
Rewards for Volunteering

· Volunteers are entitled to free tea and coffee from the staff kitchen.

· Volunteers who are working through a normal meal time are entitled to reimbursement of an agreed amount on submission of a receipt.

· The Town Hall Trustees will arrange social events each year to meet and thank volunteers for their hard work.

· Volunteers get to meet new people and be part of a dedicated team providing an exciting new resource for community.

· Volunteers have the opportunity to input their ideas into the way the Town Hall is run and developed informally through suggestions to members of staff or formally in writing to the Board of Trustees.

Volunteer Support
The line manager for volunteers is  the Project Worker, Kate Rea hebdenbridgetownhall@googlemail.com), 
The Trustee nominated to support volunteers is Sue Fenton (suefentontrain@yahoo.com). However, all Trustees are available for volunteers  to consult on an informal basis. Trustees and staff encourage volunteers to share any concerns or suggestions that they have, and Trustees and staff will endeavour to help in any way they can.

Equal Opportunities 
Trustees and staff of Hebden Bridge Town Hall are committed to Equal Opportunities for all.  All volunteers are treated equally and will be expected to comply wholeheartedly with the Equal Opportunities policy in relation to colleagues and customers.  For a full copy of the policy, please contact a member of the office team.

Policy Review

This policy will be reviewed at least once a year a by the Building Management Committee..







