[bookmark: _GoBack][image: ]Dear Birmingham City Students’ Union Volunteer
Please make sure you have read and fully understood this agreement before undertaking any volunteering.
As a volunteer you have the right to:
· Receive adequate induction, training, support, guidance and supervision throughout
· Have a clear description of your volunteering role
· Give the required amount of time to the volunteering role
· Have any concerns dealt with professionally either by the external organisation or Birmingham City Students’ Union
· Change volunteering hours through negotiation and agreement
· An introduction to relevant policies which apply to you as a volunteer
· Be treated according to equal opportunities and confidentiality policies
· Feel safe and respected
· Only carry out tasks you have agreed to and feel comfortable doing
· Be provided with everything you need to complete your volunteering safely and effectively 
· Claim expenses (within agreed reason)
· Be properly recognised for your volunteer work in the form of relevant certification and celebration through Birmingham City Students’ Union and the host organisation if they offer such incentives
As a Birmingham City Students’ Union Volunteer you have the responsibility to:
·  Be reliable and punctual whilst volunteering
· Attend all agreed support and training sessions
· Report any changes in circumstance to your line manager at your host volunteering organisation e.g. if you are going to be late or need to change any other planned commitment
· Inform Birmingham City Students’ Union Student Activities Department and your line manager of any changes to your contact details
· Attend your volunteering at agreed times and tell your line manager in advance if this isn’t possible
· Let your line manager and Birmingham City Students’ Union Student Activities Department know if you no longer want to volunteer
· Inform your line manager and Birmingham City Students’ Union Student Activities Department if you have any problems, issues or concerns 
· Behave in a manner that represents Birmingham City Students’ Union and the Student Activities Department in the best possible light
· Abide by the policies, procedures and standards of the volunteering organisation
· Observe all health and safety requirements as directed and act responsibly with regard to your own health and safety and that of others around you
· Provide Birmingham City Students’ Union with feedback when requested ( usually at the end of terms and the academic year) to allow us to develop and improve our service
· Return the Volunteering Time Sheet with updated numbers of hours volunteered
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