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Volunteering Activities Partnership Agreement

Version October 2008 

This agreement has been produced in order to confirm the accountabilities and responsibilities for the provision of ………………………………………….. (activity), thereby delineating the responsibilities of the two above organisations in the provision, participation and delivery of ……………………………………….. (activity)
The agreement is made in a spirit of partnership and co-operation aimed at meeting key objectives of both Liverpool Community College Student Association and ………………………………………………….. (partner organsiation) in support of the communities they serve.

This agreement is made between:

(a) Liverpool Community College Student Association (as part of the Enrichment provision)

and 

(b) ………………………………………………………………… (partner organsiation)
Commencement of Agreement

This agreement dated ………………………..2008 commences on …………

…………………………2008 and covers the organisation and operation of ……………………………. …………………………..(activity)
Agreed Accountability and Responsibilities
The accountability and responsibilities for the provision…………………………

…………………………… (activity) have been confirmed as follows:

Liverpool Community College Student Association

………………………………………………………………… (partner organsiation)

Health and Safety 
Liverpool Community College Student Association will create and provide risk assessment to cover all aspects not involving the actual voluntary work the learners will carry out, this will include: 

· Learners’ travel to and from location if transport is being provided by the college. If the learner is making their own travel arrangements they will be responsible for they own safety and transporting details

· Any training or pre-activity sessions based on college premises 

· Any agreed activities the college is taking the lead and responsibility for (further details will be attached in this situation)

· 1st Aid support from trained college staff during any of these times 

· Producing and collecting parental consent forms, doctors’ and medical details as well as emergency contact details from all learners prior to involvement. Copies of the emergency contact form and relevant medical information will be provided to partner organisation.

The partner organisation……………………………………………. will provide public liability insurance, the completion of health and safety check lists and responsibility for minimising identified high risk activities which have been carried out for the activities or locations where voluntary activity will take place and risk assessment which will cover:

· All voluntary activities carried out for and on behalf of the organisation whether in specific buildings or on off-site locations

· Any extra checks which are required for the learner to support the work of the organisation such as CRB checks

· Specific safety and/or other training to safeguard health and safety during activities (could include manual handling, use of specialised tools or fire safety)

· Support of trained and employed staff within organisation and access to 1st Aider support in case of emergency 

Safeguarding Children and Vulnerable Adults

The partner organisation……………………………………. will be accountable and responsible for all aspects in relation to the safeguarding of children and vulnerable young adults during learners’ involvement with the activities they supervise.
The partner organisation (as above) will undertake responsibility for ensuring the safe guarding of both the volunteering learners and any children or young people they will be working with or near.


Correspondence 

· Liverpool Community College Student Association will take responsibility for contacting and involving learners in the voluntary activities prior to the event.

· All learner contact details will be held by the college unless agreed otherwise by the learner that the organisations can share the details for their own benefit and involvement.  

Management of Staff and accountability 

The partner organisation……………………………………will take responsibility and be accountable for the activities, action and participation of learners during voluntary placements or project activities.

Liverpool Community College Student Association will take responsibility for ensuring learners understand the activities and personal responsibilities they are taking on as a representative of the college by signing of a Student Code of Conduct in advance of involvement. 

Policies and Procedures    

The partner organisation……………………………………….  will be accountable and responsible for the provision and distribution of all relevant policies and procedures required for the provision of all learners involved in voluntary activities with the organisation. (Please complete sections on pages 8 & 9)
Complaints / Incidents and Accidents 

The partner organisation……………………………………….  will be responsible for receiving and dealing with complaints regarding the organisation, using relevant policies and procedures and where appropriate should notify Liverpool Community College Student Association (Enrichment Team Leader) for future reference. Any disciplinary action will be taken following appropriate disciplinary procedures as agreed between partners. 
The partner organisation………………………………………. will be responsible for the distribution and collection of relevant accident and incident forms required for any health and safety investigations and ensuring the participating learners know where and how to access and use these. 

All partners will be responsible for co-operating fully with the investigation of any complaint / incident or accident. The college contact in this incident is the Enrichment Team Leader (0151 252 3378). (Please complete sections on pages 8 & 9)
Facilities and Equipment

The partner organisation………………………………………. will be responsible ensuring the suitability and safety of all facilities used during the scheme, and will ensure relevant risk assessments are carried out. (Please complete sections on pages 8 & 9)
Volunteers

Liverpool Community College Student Association will be responsible for the recruitment and provision of suitable volunteers. If required the partner organisation ………………………………………. will ensure all volunteers will have a current CRB or will have undergone the CRB process and signed a self-declaration form.

Projects: An employed member of college staff from the Student Association will be involved and participate in voluntary projects arranged and agreed to between partners.

Placements: Any placements the partner organisation offers to individual learner volunteers will be done independently with times and arrangements agreed between student and partner organisation, Liverpool Community College Student Association will have no responsibility toward the learner beyond providing a specific contact within the organisation.

Will be responsible for the distribution of information provided and agreed with the partner organisation prior to the project commencing. 

Transport

Liverpool Community College Student Association will provide transport for learner volunteers to any one-off or project activities and will be responsible for ensuring that all vehicles have the appropriate insurance, tax and other relevant documents. Liverpool Community College Student Association will be responsible for ensuring that all drivers of college vehicles are sufficiently qualified and that basic safety checks on vehicles are carried out prior to use. 

Learners will be required to make their own arrangements for any placements they agree to and specific project activities, therefore will be responsible for their own safe arrival and departures. If learners need to make their own way for projects the college will inform learners of this.

Liverpool Community College Student Association:
Print name:





Signature:    
Position held:




Date:

………………………………………………………………….. 
Print name:





Signature:    

Position held:




Date:

………………………………………………………………….. (partner organsiation)
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Appendix 1
VOLUNTEERING OPPORTUNITY FORM

(If you are offering placement opportunities please complete this form)
Potential volunteers will make choices about their volunteering based on the information provided on this form. Please provide as much information as possible.

Contact Information. 

	Organisation:
	

	Contact name and position:
	

	Address:
	

	
	

	Telephone:
	

	Email:
	

	Website:
	


Volunteering Opportunity.

Please provide brief details of your Organisation / Project.

Please provide information on the volunteering role, including role title and details of what a volunteer will be required to do.

Please provide details of any specific requirements needed by the volunteer. Please also include the age range of volunteers you can offer opportunities to.

What prior experience, if any, is required by the volunteer?

Please give details of any training you provide including dates and timescales where possible
Are the opportunities accessible to people with disabilities and wheelchair users?  ________________

Recruitment Process
Do you carry out Criminal Records Bureau checks             YES
(
NO
(
Please give details of your recruitment procedure for volunteers. 

For example, application forms and interviews.

Are there particular times of the year that you recruit volunteers? Please give details. 

Time Commitment
When do you need Volunteers? Please circle day and insert time as appropriate.

	Day:
	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	Time:
	
	
	
	
	
	
	


What is the minimum length of time you expect from a volunteer, and what level of commitment does this involve?  For example per week or per month. 

Please provide any other information you feel may be useful for a volunteer to have.

This information, along with your own publicity, will be placed in opportunity
 files for students to browse through. Thank you for your time. 
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Appendix 2

Volunteering Placement Checklist

Version October 2008 

	Name of Organisation / Project

	Contact name and job title

	Address:

Postcode:
	Telephone:

Fax:

	Email:






Website:


Please tick the following boxes to indicate which policies your organisation/project currently holds.  Where your organisation does not hold some of the policies/practices below, or where it is not relevant to do so, please use the details box to explain why.

1. Insurance

	
	Do you have insurance which covers the activities a volunteer will be involved in:

	
	Public Liaibility

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number:

Expiry Date:

	
	Employers Indemnity

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number:

Expiry Date:

	
	Professional Indemnity

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number:

Expiry Date:


2. Health and Safety
Please make sure that any accidents involving student volunteers are reported to us as soon as possible.
	
	Do you have:
	DETAILS

	
	A Health and Safety Policy?
	YES
	NO
	If yes please provide the college with copies

	
	Is there an accident and emergency procedure in place?
	YES
	NO
	

	
	Are there 1st Aid procedures in place
	YES
	NO
	

	
	Emergency procedures for disabled persons?
	YES
	NO
	

	
	Risk Assessments, covering volunteer activities
	YES
	NO
	

	
	Have you ever received an Improvement or Prohibition Notice under the H&S at Work Act?
	YES
	NO
	


3. Screening of volunteers
Please note that it is your responsibility to carry out checks to assess the suitability of volunteers before you accept them on to your scheme.

	
	Do you:
	DETAILS

	
	Carry out Criminal Record Checks?
	YES
	NO
	

	
	Seek References?
	YES
	NO
	


4. Equal Opportunities

	
	Do you have:
	DETAILS

	
	An Equal Opportunities Policy?


	YES
	NO
	

	
	A Race Equality Policy (where appropriate – only required of public sector organisations)
	YES
	NO
	


5. Induction and Training

	
	Please provide info on:
	DETAILS

	
	Do you provide induction training?

Does this cover health and safety:

(  Fire

(  Escape routes

(  1st Aid

(  What to do in the case of an 

    accident
	YES
	NO
	

	
	Is the training optional?
	YES
	NO
	

	
	Where required is PPE provided?
	YES
	NO
	

	
	Will welfare provision be available ie. Washing facilities, drinking water etc
	YES
	NO
	


6. Supervision

	
	Who is the specified supervisor responsible for volunteers?
	

	
	What format does the supervision take?
	

	
	How regular is it?
	

	
	Will machinery/equipment be used?  If so what training and instruction will be provided?
	


7. Expenses
	
	Please detail below any benefits volunteers can access e.g. food, childcare, travel etc.

	
	



I confirm that the details I have given are accurate at this time, and that I shall inform LMCV and SMV immediately if there are any changes.

	
	Organisation
	
	College

	
	Print Name


	
	
	Print Name
	

	
	Sign Name


	
	
	Sign Name
	

	
	Date


	
	
	Date
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