Guildhall Volunteer Policy

Guildhall Feoffment Charity Registered charity number: 211060

1. Introduction
Guildhall Feoffment Charity values the contribution of volunteers in helping us achieve our
charitable objectives. This policy sets out the principles and expectations that guide our work

with volunteers.

Volunteers support us in delivering services, maintaining historic properties, engaging the
community, and fulfilling our charitable aims in Bury St Edmunds.

2. Who is a Volunteer?

A volunteer is someone who freely gives their time, skills, and energy to help the charity,
without receiving financial payment (apart from agreed expenses).

Volunteers are not employees and do not have a contract of employment. However, they are
an important part of the team and will be treated with respect and appreciation.

3. Our Commitment to Volunteers
We will:

e Provide a welcoming, safe, and inclusive environment

e Offer clear information about the charity and the volunteer role

e Provide any training, guidance or equipment needed

o Treat volunteers fairly and with respect

e Recognise and appreciate volunteers’ contributions

o Reimburse reasonable out-of-pocket expenses (with prior agreement)

o Ensure that volunteers are covered by appropriate insurance while volunteering

4. Volunteer Responsibilities
We ask that volunteers:

o Carry out their role responsibly and reliably



o Follow health and safety guidance and other policies relevant to their activities
o Treat others with courtesy and respect

o Represent the charity positively in the community

e Let us know in advance if they are unable to attend a scheduled activity

5. Induction and Support
Volunteers will receive a short induction appropriate to their role, which may include:

o Information about the charity and its aims

e An introduction to staff and other volunteers

o Training or guidance specific to the volunteer role

e Ongoing support from a named contact (usually a Trustee, the Clerk, or another
supervisor)

6. Safeguarding and Confidentiality

e Volunteers working with vulnerable people will be subject to appropriate
safeguarding checks (e.g. DBS).

e Volunteers must maintain confidentiality about any personal or sensitive information
they encounter.

7. Expenses
Reasonable expenses may be reimbursed, including:

o Travel costs (e.g. bus fares or mileage)
e Small purchases agreed in advance

Receipts or records may be required. Please speak to the Clerk or your supervisor before
incurring any expense.

8. Problem-Solving and Ending a Volunteering Role
If any concerns arise:

e We aim to address them promptly, fairly, and informally where possible
e Volunteers can raise concerns with their named contact or the Chair of Trustees



o Either the volunteer or the charity may end the volunteering arrangement at any time,

ideally with notice

9. Insurance and Health & Safety

e Volunteers are covered under the charity’s public liability and personal accident

insurance while volunteering
e Volunteers must follow health and safety guidance to keep themselves and others safe
e Any accidents or incidents must be reported promptly to the Clerk or supervisor

10. Equal Opportunities

Guildhall Feoffment Charity is committed to treating all volunteers fairly and does not
discriminate based on age, race, gender, disability, religion, sexual orientation, or any other

protected characteristic.



