	   Insert Your Logo/ Organisation name here
Volunteer Recruitment & Safeguarding Guide — Template 

NB: This document is a template so please amend and make appropriate to your Library of Things project and activities! 
Purpose
To ensure volunteers are recruited, screened, and supported safely and consistently, in line with organisational safeguarding, health and safety, and equality policies.
Overview: Recruitment Stages

	Stage
	Key Tasks
	Safeguarding Checkpoints

	1. Role Descriptions
	Draft or review volunteer role description
	Identify contact level with the public or vulnerable people

	2. Application
	Receive and log application form
	Check form completeness and red flags

	3. Interview
	Conduct informal interview
	Ask safeguarding and boundaries questions

	4. References & Checks
	Request references, ID, and (if relevant) DBS
	Review for suitability and flag concerns

	5. Induction & Training
	Deliver induction and safeguarding briefing
	Confirm understanding before role starts

	6. Ongoing Support
	Supervision and review
	Monitor wellbeing and safeguarding awareness


Stage 1: Role Descriptions
Tasks:
Create volunteer role description ( please see role description examples in the document downloads) 
Define duties, skills, supervision, and contact level
Conduct a role risk assessment

Checklist:
· Role description approved by coordinator
· Safeguarding risk reviewed
· Health & safety requirements identified
· Role category assigned (public-facing, workshop support, equipment maintenance, admin)

Stage 2: Application
Tasks:
Provide volunteering applicants with form and information about your project
Ensure form is completed fully and save it securely ( as per GDPR) 
Log application in your Volunteer Register
Checklist:
· Application form complete
· Motivation and availability reviewed
· Two referees provided
· Declaration on convictions completed

Stage 3: Interview / Informal Discussion
Arrange an in-person informal interview/ discussion with the potential volunteer, ideally with 2
Staff/team members
During the discussion ensure that you: 
Explain what the role entails, including safeguarding policies and procedures
Understand their expectations of volunteering in this role
Discuss safety awareness and risk mitigation 
During conversation assess suitability for the role and responsibilities and their fit with the project and existing volunteer team

Checklist:
· Notes from the discussion are recorded and filed
· Decision made to either proceed / hold / reject
· Feedback to volunteer candidates who are hold/ rejected 

Stage 4: References & Checks
Tasks:
· Request and review two references
· Verify identity (photo ID + proof of address)
· Conduct DBS if required by the role ( https://knowledgehub.cymru/help-and-guidance/safeguarding/disclosure-and-barring-service-checks-dbs/) 
· Assess any disclosures with Safeguarding Lead
Checklist:
· References returned and reviewed
· ID verified
· DBS (if required) completed and clear
· Applicant informed of decision

Stage 5: Induction & Training
Tasks:
· Agree and schedule volunteer induction session before their start date and share your volunteer handbook and code of Conduct (see examples/ templates in our downloads below). 
· During induction discuss code of conduct handbook, policy and procedures. Highlight key Health and Safety and safeguarding info, who their safeguarding leads are and the reporting process. 
· Complete appropriate Safeguarding training before unsupervised activity
( You can find more information and resources on safeguarding on the Social Care Wales website https://socialcare.wales/resources-guidance/safeguarding-list/safeguarding-training) 
· Ensure they are clear on confidentiality and GDPR policies 
· Match them up with a volunteer mentor/ buddy to support with induction
· Ensure you have informed/ updated your insurance company where they require this

Checklist:
· Induction checklist completed
· Safeguarding training completed
· Code of Conduct signed
· Volunteer Agreement signed
· Emergency contact recorded

Stage 6: Ongoing Supervision and Support
Tasks:
Hold regular check-ins and keep a record
Review performance and safeguarding understanding
Encourage open communication
Identify any training needs
Ensure annual safeguarding refresher training is in place
If their role in the project changes ensure the change is risk assessed, i.e. if they are now leading workshops/ skill sharing events safeguarding risks are assessed ex: DBS checks 
If their personal situation changes which may affect their volunteering role , for example: Health changes ensure that a new risk assessment is completed to make any appropriate adjustments to the role that may be needed 

Checklist for check ins :
· Wellbeing – experience so far 
· Check on their understanding of the policy & procedures and update on any changes 
· Discuss any training needs or development they are interested in 
· Agree any actions at the end of the meeting 
· Send a follow up email with any agreed actions/ timescales





Record Keeping and Data Protection
Tasks:
Store application forms, references, ID, and training logs securely
Record DBS result, not full copy
Retain volunteer records for 6 years post-exit
Follow UK GDPR principles

Annual Review and Risk Assessment
Tasks:
Collect volunteer feedback
Evaluate any safeguarding incidents or concerns
Update policies and forms as needed
Checklist:
· Annual review completed
· Policy updated if necessary
· Staff refresher training completed

Add links to your relevant forms and policies here for easy reference which should include: 
· Safeguarding policy and reporting process/ form
· Role descriptions
· Interview note template
· Reference request form 
· Volunteer induction checklist 
· Volunteer code of conduct 



