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RECRUITMENT, SELECTION AND SCREENING OF VOLUNTEERS

RECRUITING VOLUNTEERS
How do I find volunteers?

The VSU is the first place to start. We can help you recruit by:

· Putting your project on the VSU database (see below)

· Advertising on the VSU website – www.uclu.org/volunteer 

· Including your project in the VSU Newsletter

· Inviting you to our Volunteer Fairs

· Putting a poster on the VSU notice boards

· Handing out flyers

However, there are other ways you should consider, for example – 

· Volunteering Society – might be able to promote your project to their members and feature you in The Volunteer Magazine 

· Clubs and Societies – could your project be of interest to members of a particular club or society? If so, we can put you in touch with them.

· UCL departments – are you trying to recruit students from a particular course – for example, law or medicine? Ask the Departmental Administrator if you can put up posters or get an email sent around to the department’s students.

· Word of mouth – ask your friends if they know of anyone who is interested. Get them to spread the message.

· Write an article for Pi Magazine or newapaper.
· Write something for UCLU ‘What’s On’
· Create a Facebook group or Twitter feed.
· Write some content for the VSU’s webpages
SELECTION AND SCREENING

You will need to consider how you are going to decide who should or shouldn’t volunteer with you. Whatever system you choose, it should treat everyone equally and fairly, and it should be appropriate for your project. In particular, you’ll need to decide:

· Can anyone volunteer with you, or are there qualities, skills or previous experiences that people must have?

· Are you going to interview each volunteer, and if so, what questions are you going to ask?

It is also important that you write a clear description of each volunteer role that your project has.

The VSU can advise on ways in which the risk of unsuitable people getting involved can be minimised. These might include:

· Criminal Record Bureau Checks 

· Taking references

· Interviewing

· Trial Periods

· Regular Supervision of volunteers

As soon as volunteers are on board the Project Leader should get them to complete a VOLUNTEER’S REGISTRATION FORM and provide two referees.

Criminal Record Bureau Checks 

Your VSU contact will discuss with you which volunteers on your project will require a CRB check. On some projects – for example, for most conservation activities – a check is not required. For other activities we may ask that the Project and Activity Leaders have a check. And in other situations – for instance, where volunteers are working one-to-one with children or vulnerable people – all volunteers will be required to complete a check.

If it is a requirement for a volunteer to complete a CRB check, they cannot do the activity in question until they have received a “Disclosure” (i.e. a copy of their record). However, in some instances, your partner organisation might allow them to participate in some supervised volunteering whilst they wait for their CRBs. 

All volunteers who require a check should come to the VSU. Completing the check can take some time – possibly months – and so the process should start as soon as possible. 

Where a volunteer already holds a disclosure from the CRB, then our policy is as follows:

· If the original disclosure was obtained by UCL, then no further check will be carried out.

· If the original disclosure was obtained externally, we will ask for a new disclosure to be obtained through the UCL registry.

All CRB forms should be collected and returned to the VSU, between 4 – 5pm any weekday, apart from Tuesdays when they can be collected / returned from 4 – 7pm.

How to ensure your volunteers get CRB checked

EITHER ask all of your volunteers to come to the VSU to collect a form (see standard email 1 on page XX);

OR distribute the forms at your induction event or other meeting, and ask them to return them to the VSU (you’ll need to take a record of which student took which form);

OR the VSU can attend your event and process the forms there (again, you’ll need to ensure students come with correct paperwork - see standard email 2 on page XX).

· Note the students no longer need to go to UCL Registry - The VSU will pass checked forms to UCL Registry for processing. 

· We can keep you updated on who has had CRBs returned and who we are still waiting for. 

· IMPORTANT: Please note that students should only come to the VSU for their CRBs between 4 and 5pm.

Taking References

If you decide that you’ll need to take references for potential volunteers, the VSU will administer this for you. However, you should help us in reminding your volunteers that they must return their forms before they volunteer. 

Interviewing

You may decide that you need to interview prospective volunteers. Points to remember include:

· What criteria are you using to determine whether or not someone can volunteer?

· What questions will you ask in the interview? (These should only relate to the criteria you’ve drawn up).

· Who will be doing the interviewing?

· When will the interviewing take place?

· How many volunteers do you need?

· How will you select from those interviewed?

Managing Volunteer Data

The VSU will also administer volunteer registration and the management of other volunteer data. You should not keep volunteer registration forms yourself. Forms will be stored securely within the VSU’s offices.

Confidentiality

You should treat any personal information about other students in the strictest confidence. This means not discussing it with other people – including other volunteers. You certainly should not give contact details of your volunteers out unless you have their express permission to do so. You should also be aware of wider confidentiality issues – see our information sheet ‘Confidentiality and Data Protection’








[image: image3.jpg]


