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[bookmark: _Toc227609721]1. Purpose
Sibling Kinship exists to support sibling kinship carers and dependent siblings through online mentoring/counselling, peer support, practical guidance and awareness-raising. Volunteers will become increasingly important as the charity grows (Phase Two onwards).

This policy ensures that:
· volunteers are recruited fairly, safely and transparently;
· safeguarding and data protection are embedded in recruitment;
· volunteers are matched to roles that fit their skills and the charity’s needs;
· the charity meets its duty of care to volunteers and service users.

This policy should be read alongside
· Safeguarding Policy for Staff and Volunteers
· Safeguarding Policy (Adults and Children)
· Data Protection / Privacy Policy (UK GDPR)
· Digital Working Agreement / Code of Conduct
· Equality and Inclusion commitments (within policies)
· Bullying and Harassment Policy
· Whistleblowing Policy
· Complaints

[bookmark: _Toc227609722]2. Principles Sibling Kinship will:
· recruit volunteers based on skills, values alignment, and suitability for the role;
· promote equality of opportunity and make reasonable adjustments;
· use safer recruitment practices proportionate to safeguarding risk;
· provide clear role descriptions, induction, training and supervision;
· keep recruitment decisions evidence-based and documented.

[bookmark: _Toc227609723]3. Volunteer roles and risk levels
Before advertising any role, Sibling Kinship will complete a Role Risk Assessment to determine required checks and supervision### Typical role categories

[bookmark: _Toc227609724]A) Low-contact roles (lower safeguarding risk)
· admin support, newsletter support, social media assistance (non-client-facing),
· website content support,
· fundraising research support.

[bookmark: _Toc227609725]B) Client-contact roles (higher safeguarding risk)
· peer support group co-facilitator,
· “welcome” or triage support (if introduced),
· befriending (if introduced—requires additional safeguards),
· mentoring and counselling roles (even if volunteer/placement, these are high-risk and require clinical governance).

[bookmark: _Toc227609726]C) Specialist/professional roles
· volunteer mentors and counsellors,
· student social workers and counsellors on placement (where applicable),
· safeguarding/admin support with access to sensitive data.

[bookmark: _Toc227609727]4. Roles and responsibilities

[bookmark: _Toc227609728]4.1 Board of Trustees
· Approves this policy and ensures recruitment is appropriately resourced.
· Approves creation of new high-risk volunteer roles (client-contact roles).
· Receives updates (anonymised where appropriate) on volunteer numbers, training and safeguarding compliance.

[bookmark: _Toc227609729]4.2 Volunteer Coordinator / Lead (Phase Two onwards)
A named person (trustee, Chair, or CEO if appointed) will:
· coordinate recruitment cycles,
· maintain volunteer records and checks,
· ensure induction/training/supervision arrangements,
· act as the first contact for volunteer concerns.

[bookmark: _Toc227609730]4.3 Designated Safeguarding Lead (DSL)
· Advises on role risk assessment and safeguarding requirements (e.g., DBS).
· Receives any safeguarding concerns about volunteers or raised by volunteers.

[bookmark: _Toc227609731]5. Equality, diversity and inclusion
Sibling Kinship welcomes volunteers from all backgrounds and will:

· ensure recruitment materials are inclusive;
· focus on role-related competence and values;
· provide reasonable adjustments in application/interview and volunteering;
· not discriminate on the basis of protected characteristics (Equality Act 2010).

If a volunteer has a disability or health condition, this will only be considered in relation to reasonable adjustments and safe role matching.

[bookmark: _Toc227609732]6. Volunteer recruitment process (step-by-step)

[bookmark: _Toc227609733]Step 1 — Identify need and create role description
For each role, create:
	•	role title and purpose,
	•	tasks/responsibilities,
	•	time commitment and duration,
	•	required skills/experience,
	•	whether role is client-facing,
	•	required checks (references/DBS/qualification verification),
	•	supervision and support arrangements,
	•	boundaries (e.g., no contact via personal social media),
	•	location (remote/online).

[bookmark: _Toc227609734]Step 2 — Risk assessment (safeguarding and data)
Complete a Role Risk Assessment, confirming:
	•	level and type of contact with children/adults at risk,
	•	access to personal/special category data,
	•	whether the role is in regulated activity,
	•	required DBS level (if any),
	•	training needs and supervision frequency.

[bookmark: _Toc227609735]Step 3 — Advertise the role
Adverts must include:

· Sibling Kinship mission and values,
· role summary and time commitment,
· safer recruitment statement (references/DBS may be required),
· how to apply and closing date,
· commitment to equality and safeguarding.

[bookmark: _Toc227609736]Step 4 — Application
Applicants should complete a Sibling Kinship volunteer application form including:
	•	contact details,
	•	relevant experience and motivation,
	•	skills and availability,
	•	declaration of any conflicts of interest,
	•	declaration of unspent convictions (where relevant and lawful),
	•	consent to references and DBS (where applicable).

CVs may be accepted as supporting documents but not as the sole basis for selection in high-risk roles.

[bookmark: _Toc227609737]Step 5 — Shortlisting
Shortlisting will be based on:
	•	evidence of meeting essential criteria,
	•	alignment with values,
	•	availability and role needs.

A record of shortlisting decisions should be kept.

[bookmark: _Toc227609738]Step 6 — Interview (and/or informal meeting)
All roles should have a selection discussion; client-contact roles must have a structured interview.

Interviews will:
	•	explore motivation, boundaries, confidentiality, and safeguarding awareness,
	•	include scenario questions (e.g., responding to a disclosure in a group),
	•	confirm understanding of online working and professionalism.

[bookmark: _Toc227609739]Step 7 — References
· Minimum one reference for low-risk roles; two references for high roles (recommended).
· References should be verified directly with the referee.
· If concerns arise, the volunteer may be rejected or allocated to a different role with lower risk.

[bookmark: _Toc227609740]Step 8 — DBS checks (where required)
· Enhanced DBS is required for volunteers in roles involving:
· Mentoring and counselling,
· facilitation with vulnerable adults/children,
· any unsupervised client contact,
· roles otherwise meeting regulated activity thresholds.

DBS checks must be completed and verified before the volunteer begins in the role (where required).

Sibling Kinship will store DBS information in line with GDPR and will not keep unnecessary copies.

[bookmark: _Toc227609741]Step 9 — Offer and volunteer agreement
Successful applicants receive:
· a written volunteer offer,
· role description,
· Volunteer Agreement (not a contract of employment),
· key policies (Safeguarding, GDPR, Digital Working Agreement, Code of Conduct, Bullying/Harassment, Whistleblowing, Expenses if applicable),
· confidentiality statement.

[bookmark: _Toc227609742]Step 10 — Induction and training
Induction must include:
· introduction to Sibling Kinship’s mission, services, and boundaries,
· safeguarding training appropriate to role,
· data protection and information security basics,
· online platform safety (Teams, secure links, no recording),
· reporting routes for concerns (safeguarding, bullying/harassment, whistleblowing).

[bookmark: _Toc227609743]Step 11 — Supervision and ongoing support
· Each volunteer will have a named supervisor/lead contact.
· Regular check-ins are required:
· low-risk roles: at least every 6–8 weeks initially,
· high-risk roles: at least monthly (or more as required).
· Client-facing volunteers must receive reflective practice support and escalation routes.

[bookmark: _Toc227609744]Step 12 — Probation / settling-in period
A settling-in period of 3 months (recommended) applies to most roles.During this time, suitability, boundaries and performance are reviewed.

[bookmark: _Toc227609745]7. Safeguarding and suitability decisions
Sibling Kinship may decide not to appoint a volunteer if:
· references are unsatisfactory,
· DBS reveals information indicating risk (assessed fairly and proportionately),
· the applicant demonstrates poor boundaries or inappropriate behaviour,
· the role cannot be made safe with reasonable adjustments,
· there are unresolved concerns about conduct or capacity.

A criminal record does not automatically bar volunteering; decisions will be made case-by-case with safeguarding as the priority.

[bookmark: _Toc227609746]8. Confidentiality and data protection
Volunteers must:
· only access information they need for their role,
· keep service user information confidential,
· use approved systems and avoid storing personal data on private devices unless explicitly authorised and secured,
· report any data breach or near miss immediately (Data Breach Response Procedure).

[bookmark: _Toc227609747]9. Expenses and reimbursement
If volunteer expenses are offered (subject to funding):
· allowable expenses and claim processes will be set out in the Expenses Policy.
· Volunteers must provide receipts and obtain pre-approval where required.

[bookmark: _Toc227609748]10. Ending a volunteer role
Volunteering may end:
· by the volunteer (at any time, ideally with notice),
· by Sibling Kinship (where role ends, funding changes, or concerns arise).

Sibling Kinship may end a volunteering arrangement immediately if:
· safeguarding concerns arise,
· there is serious misconduct or breach of boundaries/confidentiality,
· behaviour breaches the Code of Conduct or Bullying/Harassment policy,
· there is reputational or legal risk.

Exit steps may include:
· return/deletion of charity data and materials,
· removal of system access,
· exit conversation and feedback (where appropriate).

[bookmark: _Toc227609749]11. Record keeping
Sibling Kinship will maintain secure records of:
· applications and selection decisions,
· references and checks (including DBS status where required),
· training completion and supervision logs,
· any concerns/complaints relating to volunteer conduct.

Records will be kept in line with Sibling Kinship’s Records Retention Schedule.

[bookmark: _Toc227609750]12. Review
This policy will be reviewed annually or sooner if:
· Sibling Kinship begins recruiting significant numbers of volunteers,
· services expand to work directly with children/young people,
· regulatory guidance changes.
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