
 

 
London Borough of Sutton 
Sutton Nature Conservation Volunteers  
Volunteer Policy 
 
This document outlines the policy for volunteers who have roles with the 
London Borough of Sutton Biodiversity Team, including Sutton Nature 
Conservation Volunteers (SNCV).  It aims to identify the roles of staff and 
volunteers working for both organisations and to provide guidance and 
support. 
 
Introduction 
Sutton Nature Conservation Volunteers provide a service to the local 
community and Sutton’s Biodiversity through assisting in the management of 
nature reserves and open spaces and educating the public in environmental 
sustainability and wildlife issues. 
 
Volunteers are a major resource for both organisations and we intend to 
encourage develop and support volunteer involvement in our work where 
appropriate. 
 
Guiding principles and values to volunteering 
 

The Biodiversity Team and Sutton Nature Conservation Volunteers strive to: 
 

 Ensure the maximum participation of volunteers in existing work and 
the creation of new volunteer involvement. 

 Offer a place to everyone who offers to volunteer. 

 Ensure an appropriate organisational structure is in place to support 
the involvement of volunteers. 

 Integrate volunteers within the organisational structure and enable 
them to contribute to the development of SNCV’s work. 

 Assist staff to work with volunteers and help develop opportunities for 
volunteering.   

 Recognise that volunteers require satisfying work and personal 
development and seek to help volunteers meet these needs as well as 
providing the training for them to do their work effectively. 

 Provide a safe working environment for all volunteers and have 
appropriate insurance cover. 

 
 
 

 



 
The relationship between SNCV and Volunteers 
 
A volunteer is someone who, without expectation of financial compensation, 
performs a task at the request of and on behalf of SNCV. 
 
Biodiversity Team staff and the SNCV Executive will provide the framework, 
organisational direction and day-to-day management of volunteers, while the 
volunteers will add value to the work by contributing time, skills and expertise.  
Volunteering is an activity that is supported by these organisations, but not as 
a substitute for paid work. 
 
On becoming a volunteer for SNCV, an agreement must be signed to indicate 
understanding and upholding of current policies. These include equal 
opportunities, privacy, health and safety protocol, grievance and safeguarding 
procedures. 
 
Recruitment and selection of volunteers 
 
Volunteering opportunities will be advertised as widely as possible, to ensure 
they are widely accessible. 
 
SNCV have an equal opportunities policy and aim to provide voluntary 
opportunities to all regardless of marital status, sex, race, colour, age, sexual 
orientation, religion, politics, nationality, ethic or national origin or disablement.   
 
In the rare case that we are unable to place a volunteer, we will explain the 
reasons, either verbally or in writing as appropriate. We will seek to suggest 
alternatives for volunteering in these cases. 
 
If appropriate, we will seek references from volunteers and these will be 
treated in confidence. 
 
In selecting volunteers to work with children, young people or vulnerable 
groups, the processes set in child protection and safeguarding policies and 
procedures will be followed.  This may mean a Disclosure and Barring Service 
(DBS) check, (formally CRB), will be carried out and training provided. 
 
Once an individual is volunteering with SNCV they are expected to comply 
with all policies and procedures, and as instructed by the supervising member 
of staff. 
 
 
 
 

 
 

 

 



Support and recognition for volunteers 
 
Volunteers will be managed and supported by London Borough of Sutton Staff 
employed within the Biodiversity Team or by designated members of the 
SNCV Team.  The management of the volunteers will be undertaken in order 
to achieve the following objectives: 
 

 To encourage and enable people to become and remain volunteers 
with SNCV 

 To maximise the involvement of volunteers and the impact of 
volunteers on the work of SNCV 

 To communicate the importance, effectiveness and value of 
volunteering throughout SNCV and London Borough of Sutton (LBS). 

 To provide voluntary placements which are mutually safe for staff and 
volunteers. 

 
An informal interview / induction will be conducted for all new volunteers. 
Where appropriate a review session may be called to assess progress and to 
resolve any problems. Any volunteer returning from a period of absence of 
more than 12 months must be re-inducted and complete new registration 
documentation. 
 
Supervision of volunteers whilst working is the sole responsibility of the 
person leading the task. When a care/support worker accompanies a 
volunteer, it is the care/support worker’s responsibility to ensure the individual 
undertakes the task as instructed and to ensure his/her safety and behaviour. 
 
LBS will provide insurance cover for its volunteers with regard to both 
personal accident cover and public liability cover.  Volunteers will be given 
information on other legislation or policies that may affect them i.e. Health and 
Safety and Equal Opportunities.  In respect of these pieces of legislation, 
volunteers will be treated in the same way as staff for liability purposes. 
 
Volunteers will be made aware of the organisation’s complaint procedures 
and who to contact if they have a grievance about any aspect of their work. 
 
All staff responsible for volunteers will be encouraged to ensure appropriate 
acknowledgement is given to volunteers for the work undertaken.  
 
The Biodiversity Team and SNCV will record volunteer involvement and report 
this as part of annual reporting procedures. 
 
Training and Development 
 
Volunteers will be provided with ‘in house’ training for specific tasks.   
 
Increasing volunteer participation is one of our aims and SNCV will seek to 
provide training and development where appropriate. 
 



Volunteers will be informed about training opportunities, both internal and 
external and where possible given priority. 
 
Rights and responsibilities of volunteers 
 
In working with volunteers, SNCV and LBS recognises the rights of volunteers 
to: 
 

 Understand the roles of the organisations and what they do 

 Have access to all relevant policies affecting their work 

 Know who to approach in the event of emergencies, problems or 
issues 

 Have access to appropriate training 

 Feel valued for the work that they do 

 Receive constructive feedback 

 Have safe working conditions and adequate insurance cover 
 
If a volunteer feels staff, are not following the above direction, they have a 
right to discuss this with the supervising member of staff in the first instance.  
If this is not appropriate, or a volunteer feels the issue has not been resolved 
fully, they have a right to contact a more senior member of staff, or start a 
volunteer grievance procedure. 
 
In return, we expect that volunteers will: 
 

 Treat fellow volunteers and staff with the same degree of courtesy that 
they would expect to receive themselves 

 Adhere to all rules, procedures and standards, including Health and 
Safety and Equal Opportunities 

 Inform the supervising member of staff regarding any health and safety 
concerns as soon as they arise 

 Be reliable 

 Extend general courtesy with regard to being available or being 
unavailable for the complete duration of a task 

 Respect confidentiality 

 Provide constructive feedback where appropriate 

 Ask for support if it is needed 

 Be accountable for their own actions 

 Take part in training relevant to their work as a volunteer 

 Put in appropriate effort towards the completion of the task to the best 
of their ability. 

 
In the event of a volunteer not adhering to the above directions, a review 
session will be called and the volunteer’s suitability within the placement will 
be considered.  
 


