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Arun Sunshine Group - Volunteer Induction Process

Purpose:

To ensure all new volunteers are supported, informed, and confident in their roles, and understand the organisation's expectations, values, and procedures.

1. Pre-Induction Preparation

Before induction takes place, volunteers should:

· Complete a Volunteer Application Form

· Attend an informal interview or chat with the volunteer coordinator

· Provide two references (if required)

· Undergo a basic DBS check – Volunteers & Trustees
· Enhanced DBS check – Chair & Project Leader
· Be assigned a role description outlining their duties

 2. Welcome & Introduction Session

Format: One-to-one or small group session (in person or online)

Topics to cover:

· Introduction to the organisation: history, mission, and key activities

· The role of volunteers in the organisation

· Who’s who: staff, trustees, other volunteers

· Tour of premises (if applicable)

3. Policies and Procedures Overview

Volunteers will be introduced to and/or given copies of:

· Volunteer Agreement (non-contractual)

· Safeguarding Policy

· Health & Safety Policy

· Confidentiality & Data Protection

· Code of Conduct

· Equality, Diversity & Inclusion Statement

· Problem-solving / complaints procedure

Volunteers should sign to confirm they've read and understood key policies.

4. Role-Specific Training

Depending on the role, this may include:

· Shadowing experienced staff or volunteers

· How to run sessions or support participants

· Using equipment safely

· Communication expectations

· Reporting concerns or incidents

 5. Practical Information

· Hours and commitment expected

· How to report absence or change availability

· Expense claims (travel, lunch etc.)

· Communication channels (e.g., WhatsApp, email)

· Supervision and support structure

 6. Ongoing Support

· Assign a volunteer buddy or mentor

· Regular check-ins (e.g. monthly or after first 3 sessions)

· Access to team meetings, training opportunities, and feedback sessions

· Review after 3 months to ensure the role is a good fit

 7. Induction Checklist & Record

An Induction Checklist should be completed and signed by both the volunteer and the induction leader. This ensures consistency and confirms that all key areas have been covered.

 Induction Timeline (for a New Volunteer):

	Meeting
	Action required

	Meeting 1
	Welcome chat, intro to team & Members, premises tour

	Meeting 2
	Review policies, shadowing session

	Meeting 3
	Activity with support

	Meeting 4
	First review meeting

	Month 3
	Formal check-in and feedback


8. Policy Review

This policy will be reviewed annually or sooner if required due to changes in social media platforms or organisational needs.

Date Approved: 3rd August 2025
Next Review Date: July 2027
Approved by: Board
Version 0.1
Updated: July 2025


