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Brooksbury Recreation Ground Charity 

1081463 

Volunteer Policy 
1. Introduction   

1.1. Church Stretton Town Council, acting as sole trustee for Brooksbury Recreation 

Ground Charity is responsible for the recruitment and management of 

volunteers on behalf of Brooksbury Recreation Ground Charity.  

1.2. The trustees recognise the valuable contribution that volunteers can make to 

Brooksbury Recreation Ground Charity.  

1.3. Volunteers can bring a richness of skills and experience and can often provide 

a bridge to community involvement that it is difficult for paid staff or councillors 

to achieve.   

1.4. We recognise that volunteers are motivated because it is their choice to 

volunteer and give of their time freely; in return, we want to provide volunteers 

with opportunities that will help them to develop new skills and experiences.   

1.5. This policy sets out the principles and practice by which we involve volunteers 

and the support and procedures in place for volunteers.    

2. Status of volunteers   

2.1. A volunteer is not an employee and will not have a contract of employment.   

2.2. We will discuss the role with the volunteer and there will be an expectation that 

the volunteer will meet the role’s requirements.   

2.3. We will discuss with volunteers the amount of time that they are willing to 

commit to volunteering, the frequency of their availability and how this will fit in 

with our needs.   

2.4. Volunteers are encouraged to let us know as soon as possible if they are not 

available so that a substitute can be found, or different arrangements can be 

made.   

2.5. Volunteers wishing to withdraw from their voluntary role are asked to give their 

named contact as much notice as possible.   

3. Church Stretton Town Council (as sole trustee) obligations to volunteers  

3.1. We recognise that voluntary work brings benefits to volunteers themselves, to 

the community and to paid staff.   

3.2. We will not introduce volunteers to replace paid staff.   

3.3. Staff and councillors will work positively with volunteers.    

3.4. We recognise that volunteers require satisfying work and personal development 

and will seek to help volunteers meet these needs, as well as providing the 

training for them (dependent on the project and volunteer role) to do their 

volunteer work effectively.   

3.5. We will cover the costs of involving volunteers, as approved by the appropriate 

Committee managing the project and with relevant presentation of receipts to 

the project leader.   
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3.6. We recognise the management of volunteers requires designated       

responsibilities and we will appoint a project leader to supervise and liaise with 

all volunteers.   

3.7. We will endeavour to involve volunteers from a wide range of backgrounds and 

abilities and ensure our volunteering opportunities are as accessible as 

possible and are treated equally, regardless of their gender, race, age, 

faith/religion, disability or sexual orientation.  

4. Recruitment   

4.1. We will endeavour to recruit volunteers through a range of methods including 

word of mouth, advertising, talking to other agencies and contacting local 

volunteering organisations.   

4.2. We will also endeavour to help any volunteer overcome barriers that may make 

it difficult for them to volunteer at Church Stretton Town Council.   

4.3. The charities Equality and Diversity Policy will be adhered to in relation to the 

recruitment and support of volunteers.   

4.4. All volunteers will be asked to sign a Volunteer Agreement (appendix 1) and 

complete a registration form (appendix 2), which requires them to abide by the 

policies and procedures of Church Stretton Town Council It sets out what the 

volunteer and what the project can expect from each other.   

4.5. DBS (Disclosure and Barring Service) checks and references may be required 

for some volunteer roles, especially where regular contact with children is 

necessary. This requirement would be discussed with relevant volunteers. A 

volunteer will be informed if we intend to apply for DBS checks. DBS checks 

are not a reflection on the individual, but a legal requirement in certain 

circumstances.   

5. Health and safety   

5.1. Church Stretton Town Council on behalf of the charity, has responsibility for the 

health and safety of volunteers, and volunteers must follow Church Stretton 

Town Council’ Health and Safety policies and procedures.   

5.2. Volunteers have a duty to take care of themselves and others who might be 

affected by their actions and should not act outside their authorised area of 

work.   

5.3. A risk assessment will be undertaken by the project leader (in line with CSTC’s 

Health and Safety Policy and current Health and Safety at Work legislation) in 

order to identify and manage risks. If an area of activity presents a significant 

risk, consideration must be given to reducing or stopping the activity. Copies of 

risk assessments can be provided to volunteers when requested.   

5.4. Volunteers must report all accidents to the project leader.   

5.5. The project leader will provide volunteers with an induction appropriate to the 

work to be undertaken and appropriate guidance on any health and safety 

issues that  

5.6. Appropriate clothing must be worn by all volunteers; no clothing should 

compromise the safe working environment.  
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6. Safeguarding   

6.1. The trustees of Brooksbury Recreation Ground take their role in the 

safeguarding of volunteers, staff and other members of the public seriously and 

have a Safeguarding Policy which must be followed - it outlines  responsibilities 

in relation to safeguarding children, young people and vulnerable adults.   

7. Insurance   

7.1. Church Stretton Town Council, on behalf of the charity will ensure that 

volunteers are covered for insurance purposes (Public Liability and Employers’ 

Liability cover). Reporting and approval in respect of work which is of an 

ongoing nature is not necessary on each occasion.  

7.2. The insurance will not cover unauthorised actions or actions outside the 

volunteering agreement.  

7.3. Volunteers must only carry out minor and pre- agreed work involving the use of 

non-powered tools, lawnmowers/grass cutting equipment and strimmer’s, with 

appropriate clothing and personal protection equipment worn (e.g. safety 

goggles in case of using strimmer’s). Tree work can only be undertaken at 

ground level and other tree work must be carried out by a qualified tree surgeon 

with their own public liability cover.   

7.4. If volunteers use their own tools, Council cannot be held liable for any injury 

caused by them through the use of faulty equipment/tools.  

8. Induction and training   

8.1. All volunteers will receive an induction by the project leader to familiarise them 

with the project the volunteer will be involved with.   

8.2. Training will be offered where it helps to fulfil the role.   

9. Support and supervision   

9.1. All volunteers will have a named person (the project leader) as their main 

contact.   

9.2. Volunteers must inform the project leader of the work they intend to undertake 

before commencing such work.  

9.3. Volunteers will be given regular feedback and provided with an opportunity to 

discuss how things are going and air any problems with their project leader.   

9.4. Meetings between volunteers and project leaders will be developed to 

encourage peer support and share experiences.   

9.5. The Project Leader will report project outcomes and volunteer feedback to the 

next appropriate Committee meeting overseeing the project. Volunteers are 

also welcome to attend any Committee meetings.  

10. Expenses   

10.1. Volunteers will be reimbursed for out-of-pocket expenses incurred on behalf of 

the charity if approved in advance by the project leader.   

10.2 Receipts will be required.   
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11. Grievance   

11.1. The relationship between Church Stretton Town Council, as sole trustee and its 

volunteers is entirely voluntary and it does not imply any contract.   

11.2. Church Stretton Town Council aims to maintain an acceptable provision of 

services and facilities and it is important that volunteers should enjoy making 

their contribution to this service.   

11.3. If, in their role volunteering for us, a volunteer does not meet our standards, 

their case will be dealt with in the same manner as paid Council staff.   

11.4. If a volunteer has any concerns regarding our treatment of them and this has 

been fully discussed with the project leader, and they are still not satisfied, any 

complaint may be taken to the Committee managing the project.     
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Appendix 1 - Volunteer Agreement   

This agreement provides a framework to working as a volunteer with Church Stretton 

Town Council (CSTC). They are designed as a means through which all involved can 

be clear of their roles and responsibilities. 

 

We expect volunteers to: 

• Work within the terms of the role agreed with the organisation and not to 
exceed any authority conferred by that role; 

 

• Always work within their own level of competence; 
 

• Maintain high standards of conduct and behaviour and to represent CSTC in 
a professional manner; 

 

• Attend training and support sessions as required by CSTC; 
 

• Work safely, looking after their own wellbeing and that of others around them; 
 

• Work in a non-discriminatory, inclusive manner with those around them; 
 

• Work within the guidance and direction of those CSTC staff, or others 
assigned a co-ordinating role, leading an activity; 

 

• Wear suitable clothing and footwear to meet the needs of the activity; 
 

In turn, Church Stretton Town Council: 

• Will provide training and guidance to help volunteers undertake the tasks that 
have been assigned to them; 

 

• Will provide the necessary tools and any specialist equipment needed to 
carry out said tasks; 

 

• May provide identification (in terms of uniform or ID badge) for volunteers 
who have undertaken regular work for more than 3 months; 

 

• May provide further work wear to aid volunteers in their work; 
 

• Will provide necessary insurance for our volunteers when carrying out work in 
an appropriate manner.  

 

Grievance Procedure 

Should a volunteer have a grievance, this should be raised with their task supervisor 

in the first instance.  If this does not resolve the matter (or the matter relates to that 

person), then the Amenities and Services Officer should be contacted at the CSTC 

offices. 
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Termination of Volunteer Agreement 

Should a volunteer consistently breach the guidelines laid out above, particularly in 

relation to a matter concerning: 

• The reputation of CSTC; 

• Discriminatory behaviour; 

• Failure to work to guidance give; 

• Disregarding matters of Health and Safety; 
 

CSTC will ask the volunteer to leave their role. 

 

 

 

Signed: …………………………………………  Volunteer 

 

Signed: …………………………………………  on behalf of CSTC 

 

Date:  
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Appendix Two  

 

 

Name: ………………………………………………. 

Mr/Ms/Mrs/Miss/Other: …………………..……… 

Address: …………………………………………… 

………………………………………..……………… 

Postcode: ………………………………..………… 

 

Date of Birth: ……………………………… 

Home: ……………..……………….. 

Mobile: 

……………………………………..………. 

Email: ………………………………………. 

Preferred method of contact: ….…………. 

Emergency Contact Details 

Name: ………………………………….…………… 

Address: …………………………………………… 

………………………………………………...……… 

 

Relationship: ……………………………… 

Home: ………..…………….……….. 

Mobile: ………………..………………………. 

 

Other relevant information – skills, interests, voluntary and/or professional experience: 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

Do you have any health issues that we need to be aware of? 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………...………… 

.………………………………………………………….……….…………………………………………… 

This information will be used to assist the relevant group supervisor and emergency service/health 

professionals with the provision of health care in the event of illness, accident or emergency. 

Under the Data Protection Act and the General Data Protection Regulation we are required to seek 

your confirmation that we can hold your personal data. If you volunteer with us, we need this 

consent as we need to retain this data so that we have contact and health information in case of 

emergency, and to keep you informed. You can cancel this consent at any time. If you cease to 

volunteer with us, we will destroy your personal data. Please confirm that you are content for us to 

retain this information by signing and dating this form. 

…………………………………….……. (Signature) ……………………………(Date) 

Church Stretton Town Council 

Volunteer Registration Form 
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Church Stretton Town Council  
Volunteer Privacy Notice 

 

The purpose of this document 

Church Stretton Town Council is a "data controller". This means that we are 

responsible for deciding how we hold and use personal information or data about 

you. This Privacy Notice tells you how and why your personal data will be used 

and how long it will be retained. It gives you information that must be provided 

under the General Data Protection Regulation (EU) 2016/679 (GDPR). 

 

Data protection principles 

We will comply with data protection law and principles, which means that your data 

will be: 

• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not 

used in any way that is incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those 

purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 

• Kept securely. 

 

The kind of data we hold about you 

In connection with your application for volunteering with us, we will collect, store, and 

use the following categories of personal data about you: 

• The data you provide on our registration form, including name, title, address, 

telephone number, personal email address, date of birth. 

• Any data you provide to us during your interview/induction. 

• Data about your health, including any medical condition. 

 

How your personal data is collected 

We collect personal data about volunteers directly from the volunteers themselves 

through the registration and recruitment process.  

We may collect additional personal data during your volunteering activities throughout 

the period of your volunteering for us. For example, volunteers may choose to 

have their photograph taken and used in various publications. 

 

How we will use data about you 

We will use the personal data we collect about you to: 

• Comply with our legal or regulatory obligations.  

• Assess your skills and suitability for the role. 

• Contact you about your volunteering and involvement with Church Stretton Town 

Council. 
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If you fail to provide personal data 

If you fail to provide data when requested, we may be prevented from complying with 

our legal obligations (such as to ensure the health and safety of our volunteers) and 

we may not be able to process your application successfully.  

 

Data sharing 

Apart from those situations where we are legally obliged to do so, we will not share the 

personal data of volunteers. 

 

Data security 

We have put in place appropriate measures to protect the security of your data, 

including: 

• Keeping paper documents in a locked file, or shredding them after use.  

• Storing personal data on a password-protected computer and encrypting files if 

they need to be transferred.   

• Any suspected data security breach will be reported to the Data Protection Officer, 

investigated thoroughly and appropriate action taken. You will be notified if a 

security breach is confirmed.   

  

Data retention 

We will retain your personal data whilst you continue to be a volunteer with Church 

Stretton Town Council.  

If you cease to be a volunteer, your personal data will be disposed of securely.  

 

Your rights in connection with your personal data 

Under certain circumstances, by law you have the right to: 

• be informed about the collection and use of your personal data.  

• access your personal data (commonly known as a "data subject access request"). 

This enables you to receive a copy of the personal data we hold about you and to 

check that we are processing it lawfully.  

• rectification of the personal data that we hold about you. This enables you to 

have any incomplete or inaccurate data we hold about you corrected. 

• erasure of your personal data. This enables you to ask us to delete or remove 

personal data where there is no good reason for us to continue to process it.  

• restrict processing of your personal data. This enables you to ask us to suspend 

the processing of personal data about you, for example if you want us to establish 

its accuracy or the reason for processing it. 

• move, copy or transfer the personal information you have provided to another 

controller. 

• object to processing of your personal information in certain circumstances, for 

example where your personal information is being processed for direct marketing 

purposes. 

 

If you wish to exercise any of the above rights, please contact Church Stretton Town 

Council directly. 
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If you have any questions about this Privacy Notice or how we handle your personal 

data, please contact the Town Clerk. You have the right to make a complaint at any 

time to the Data Commissioner's Office (ICO), the UK supervisory authority for data 

protection issues. 

 

I,_______________________________________ (volunteer name), acknowledge 

that I have received a copy of the Volunteer Privacy Notice and that I have read 

and understood it. 

 

 

Signature: ……………………………………… Date: …………………………………… 
 

 

 

 


