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INDUCTIONS: PREPARING YOUR VOLUNTEERS
It is essential that your volunteers are properly prepared for the project. For many, this will be their first time volunteering. They’ve offered up their time, and expect to be supervised 

REGISTRATION
You should ensure that your volunteers have all completed the VSU REGISTRATION FORM as soon as possible. They should fill one out even if they completed one last year - their details will almost certainly have changed. If you are working with children, young people or vulnerable adults, they will need to fill out a CRB (CRIMINAL RECORD BUREAU) DISCLOSURE FORM.
INDUCTION

You should hold a session where you introduce your volunteers to the programme. These are some of the things you might cover

· An icebreaker to get everyone talking to each other

· Who you are

· What the aims and objectives of your project are

· What the volunteer role is

· What you expect from them in terms of commitment, behaviour etc

· What they should do if they can’t make a session

· What they should do if they’ve any questions or are unsure of anything

· What to do in an emergency (you should give them the VSU EMERGENCY CARDS)

· Run through the risks you’ve identified in your risk assessments and the steps you’ll take to minimise them.
· Confidentiality

· Important dates

· CRBs - this meeting might be a good opportunity to distribute CRB forms. You must keep a record of which student has taken a form, and note the form number (this is the code beginning with F in the top right hand corner)

· Working With Children training (if required)

· If you are working with Children or Young People, give the SAFEGUARDING HANDOUT
· Give out Volunteering Handbooks

· Travel expenses – see CLAIMING EXPENSES SHEET
· VSU Awards Ceremony - all volunteers will be invited to our big celebration event at the end of the academic year, and will receive a certificate from UCL. It’s important they keep track of the number of hours they’ve volunteered so we can record these on the certificate – there’s a page in the VOLUNTEERS HANDBOOK where they can do this.
ONGOING SUPPORT

It is important that you hold regular meetings with the volunteers. These are an opportunity for both you and the volunteers to raise any issues they may have, and to keep each other informed. Volunteers must be also aware that they can approach you, other Project Leaders or VSU staff if they need to talk about their voluntary work without waiting for the next session. 
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