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              ANGLO SIKH HERITAGE TRAIL  
              Short Guide for Volunteers

Supporting you
A designated member of staff or volunteer will be assigned to you who will guide and advise you.  They will meet with you to discuss the best steps to get you started that could include some training necessary for the role and answer any questions.  Regular review sessions with your supervisor will enable them to check that you are enjoying volunteering and ensure a continued understanding of your role.  These sessions also give you the opportunity to talk about volunteering in general, as well as any future developments or personal difficulties.

ASHT aims to treat all volunteers fairly, objectively and consistently.  If you should ever encounter a difficult situation, please discuss it with your supervisor.  Your views will always be heard, noted and given full consideration.
Training and Development  
Training and development of volunteers as well as staff is integral to all roles.  Training session will be offered in relation to the work that you do. Your supervisor will provide more information about any other opportunities that might be suitable for you in due course.

Claiming expenses

You can claim reasonable out of pocket expenses if previously agreed with your supervisor.  Please record mileages, keep all the appropriate receipts and submit your expenses on a volunteer expenses claim form. 
Attendance
You can arrange to give as much time as suits your circumstances although we usually look for a minimum commitment every fortnight.  However, it is important to let your supervisor know how much time you will be able to spend volunteering and for how long.

You can stop volunteering whenever you wish but please let your supervisor know as soon as you can.  That will give them as much time as possible to arrange for someone else to do your volunteering. 

References

ASHT provide an opportunity for volunteers to gain valuable practical skills and experiences to enhance their CV and strengthen their career prospects.  If this applies to you, please talk with your supervisor about how best to work towards obtaining an appropriate reference for prospective employers. 
Testimonials, articles and other stories from your volunteering experiences are also a great way to celebrate your achievements with ASHT and an encouragement for others to find out more.  If you would like to write something about ASHT, please discuss it in advance with your supervisor and others at the place where you volunteer, to make sure they agree with it before publication.

Legalities

The gift relationship
The volunteer role is a gift relationship.  Unlike an employment contract, there is no enforceable obligation for volunteers to attend, do the tasks provided or give a minimum amount of time.  Likewise, ASHT does not provide regular work or payment for any activity undertaken.  ASHT’s arrangements with volunteers are typically binding only in honour, trust and mutual understanding, and are not intended to be legally binding.

Jobseeker’s Allowance (JSA)
If you are unemployed you should tell your Job Centre and Benefits Office that you intend to volunteer before starting.  Volunteering can often improve your job prospects by providing useful work experience and training.  Your JSA should not be affected provided you can show that you are still actively seeking paid work; can be contacted quickly about job opportunities, can attend an interview within 48 hours and can start a job within a week.

If you are taking part in an employment-related course or training, there may be restrictions on the amount of volunteering you can do.  Contact your Job Centre or Benefits Office for advice.

When you start volunteering, we can give you a letter about your voluntary work to give your Job Centre.  If you have any problems claiming JSA, please let them know. 

Incapacity Benefit (IB)
If you claim IB, you should tell your Benefits Office that you intend to volunteer before you start.  You can volunteer for any number of hours you wish.  Your IB should not be affected provided the amount and nature of your voluntary work does not cast doubt on your incapacity.

Health and Safety
The Trust is committed to providing a safe and healthy working environment and to make any necessary instruction, training and supervision available.  As a volunteer you must:

· ensure your actions do not affect the safety of yourself and others

· report anything that could  affect people’s health and safety, including defects in tools, equipment or protective clothing, to your supervisor

· co-operate with your supervisor

You will be informed of fire precautions and emergency procedures.  Please ensure you know where the first aid box is at your place of volunteering, who is responsible for it and how to contact them.  
Copyright
We ask that you donate to the Trust the rights to any original material you produce while volunteering, such as oral history testimonies and photographs.  Please tell your supervisor when you start volunteering if you would be unwilling to sign such as copyright agreement. 

Working with children and young people
Volunteers must comply with the ASHT’s policy for protecting children and vulnerable adults.  You may be given information about this and may receive training.

Liability
Any legal liability claims following damage to property or injury suffered by staff, visitors, contractors or volunteers resulting for activities undertaken by volunteers will  be dealt with by ASHT’s insurance, provided the activity was authorised by their supervisor.

Volunteer records
Details based on the information you gave us when you started volunteering are held on file.  Please inform us of any changes so we can keep them up to date.  We may use your details to inform you of Trust news.  Please tell your supervisor if you do not wish to receive mailing from ASHT
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