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Introduction

The purpose of this document is to outline the relationship between the Sutton Hoo Ship’s Company (SHSC), and their volunteers. This policy is intended to provide volunteers, staff and other stakeholders with an understanding of the SHSC’s approach and attitude, to ensure uniformity of process and that good practice is common in all areas, to illustrate the kind of areas volunteers can be involved in and to clarify expectations. 

It covers volunteers on a short- or long-term basis and people on work experience or work placements and internships. Generally, volunteers will only ever work at the Longshed site, but provision can be made for other sites should the need arise.
Background

The Ship’s Company was formed in 2016 with the sole purpose of creating a permanent and authentic replica of the Anglo-Saxon ship. The team is made up of professionals, volunteers and enthusiasts who are working together to fully understand the dimensions and construction methods. The ship will be built in the newly opened, Longshed, a purpose-built unit gifted to the town and dedicated to the maritime history and education.
Example Roles available

Shipwright / boat builders
Administrators, communications assistants, 
Recorders, researchers and documenters

Photographers and photographic administrators

Aims of the volunteer policy

· To outline how the SHSC are committed to supporting volunteers and adopting best practice in volunteer management
· To adopt a policy of fair and equal treatment of volunteers that avoids exploitation, coercion or manipulation
· To add value, support and diversity to the work of the SHSC through successful volunteer programmes
· To define the SHSC and volunteers’ expectations

Definition of a volunteer 

A volunteer is a person who undertakes agreed activities on behalf of the SHSC under the protection of the SHSC without financial expectations or a contract of employment, for their own benefit and that of the services. Volunteers can be involved in routine work or directed towards particular projects or activities.

Volunteers add value to the project and are a valued part of the workforce, extending its range of ages and cultures, bringing new skills, experience and enthusiasm that enhance the services.

The minimum age of a volunteer is 18 and there is no upper age limit. Younger people may be taken onto work experience placements when sponsored through a school or education establishment.

Code of Good Practice

The SHSC adopt the following code of good practice
Choice: Volunteering must be a choice freely made by each individual 

Diversity: Volunteering should be open to all, no matter what their background, race, colour, nationality, religion, ethnic or national origins, age, gender, marital status, sexual orientation or disability.

Mutual benefit: Volunteers offer their contribution and skills unwaged but should benefit in other ways in return for their contribution. Giving time voluntarily must be recognised as establishing a reciprocal relationship in which the volunteer also benefits and feels that his or her contribution is personally fulfilling.

Recognition: Explicit recognition that valuing the contribution of volunteers is fundamental to a fair relationship between volunteers, voluntary and community organisations. This includes recognising the contribution to the organisation, the community, the social economy and wider social objectives.

Volunteer selection

The SHSC follows best selection practices. Volunteers are selected on the basis of their skills, experience, interests, and availability for a particular project. 

Volunteers may be engaged through a variety of channels, e.g.

· self-presenting in person, by letter or via website and social media
· referral from schools, colleges and universities

· referral through Volunteer Centres

· community networks

All volunteers must go through a simple selection process of application and informal interview. The SHSC have no obligation to accept all volunteers and reserve the right to refuse any applicant.

The selection process will analyse the motives, expectations and time commitments of the prospective volunteer. It will outline the kinds of opportunities available and determine if these match in a way that is satisfactory to both parties.  If necessary, a trial period can be agreed.

Selection process

· Complete application form and send to Project Manager (applicant)
· Communicate Volunteers Policy (SHSC)
· Informal interview and discussion with SHSC Director or Shipwright 
· Agree mutual obligations, i.e. nature of experience and time commitment and preferred area of work
· Sign Volunteer Agreement (Applicant)
· Agree a start date

· Agree an end date (if applicable)

Management of volunteers

The SHSC Directors are ultimately responsible for volunteers working for the SHSC. The Volunteer Team Leader (if appointed) will be responsible for volunteers working within their area. 
Volunteers working on a particular part of the project may be recruited and trained by the co-ordinator for that area, who is the first point of contact. The co-ordinator will be responsible for feedback and will discuss progress and further opportunities. In addition to this, another named contact should be identified to the volunteer by the Co-ordinator.

Feedback meetings should be offered every two months for long-term volunteers, and occasionally during the project for short-term volunteers and a final one at the end of each project. 

Equal opportunities / diversity

The SHSC has a policy of equal opportunity. The SHSC are committed to ensuring that the recruitment and treatment of its volunteers is carried out without prejudice regarding gender, sexual orientation, marital status, race, age or religious belief or disability, thus making volunteers’ opportunities as accessible as possible. Volunteers involved in contact with the general public must have an awareness of the above issues. The Longshed is wheelchair accessible and complies with the requirements of the Equality Act 2010.
Health and safety 

Health and safety information about volunteers is necessary at the initial application to ensure that they do not expose themselves to unnecessary risks and to enable the provision of reasonable additional support to accommodate individual needs.

Expenses

The SHSC will reimburse volunteers’ travel expenses (with receipts) within a reasonable radius. Mileage will be reimbursed at 0.45 ppm for the first 10,000 miles and 0.25 ppm thereafter. All travel on behalf of the SHSC needs to be approved in advance. This does not include travel to and from the Longshed in order to volunteer.
Disclosing and Barring Service Checks (previously CRB)

A DBS check is a standard requirement for all staff and volunteers working with children and vulnerable adults. It is not intended that volunteers will be routinely DBS checked as they will not be working directly with children or vulnerable adults. However, the SHSC reserves the right to enforce DBS checks if circumstances change.

Confidentiality

The SHSC regard volunteers’ personal data as confidential. Equally volunteers are expected to treat any official information both during and after their period of volunteering as confidential. 

Copyright

Volunteers must not download, copy or transmit to third parties the works of others without their permission as this may infringe copyright.

Insurance 

Activities of volunteers within the Longshed building are covered by the SHSC insurance policy.

Disciplinary/complaints procedures 

Any problems arising from either side should be resolved through informal discussion. If the issues prove to be irreconcilable, either side has the option to terminate the arrangement
Parameters

Volunteers are expected to act as ambassadors for the SHSC throughout their term of appointment and to promote the SHSC through their interactions with other stakeholders. However, the SHSC needs to make the distinction between the responsibilities of the SHSC Directors and volunteers.

Volunteers are not permitted to:
· commit SHSC to any financial expenditure

· enter negotiations or make any commitments regarding commercial activity including sponsorship and rights

· attend meetings where a SHSC representative is requested (without prior agreement of the relevant SHSC Director)

· make representations to other partners and stakeholders (without prior agreement of the relevant Director)

Where opportunities in these areas are identified, the volunteer should immediately refer to the SHSC Director on the best way to proceed.

Breach of code
Should there be any breach of the code of conduct by either party, this will be investigated in accordance with SHSC disciplinary guidelines.

The Sutton Hoo Ship’s Company agree to:

· Consider volunteering as mutually beneficial, understanding and facilitating the volunteer’s own objectives

· Provide a clearly defined voluntary role and safe volunteering environment

· Select and treat volunteers in accordance with the Corporate Equal Opportunities Policy

· Give support with a named point of contact while on site

· Offer an induction session and adequate training for agreed roles and duties

· Communicate health and safety issues in order to maximise safety and welfare

· Monitor the volunteer’s attendance in order to calculate the man hours required to build the ship
· Acknowledge the volunteer’s contribution and make known any further opportunities

· Respect the confidentiality of the volunteer’s personal information

· Maintain good communication and ensure adequate feedback

· Provide indemnity cover under the corporate insurance policy

· To provide volunteers with all essential information, policies and procedures
· To protect all volunteers by disengaging any harmful or disruptive volunteers 
Volunteer Crew Members agree to:
· respect the rights, dignity and worth of others

· not act in a manner that may intimidate, offend, insult or humiliate another person on the basis of their sex, disability, race, colour, age, religion or national or ethnic origin

· be fair, considerate and honest in dealings with others without prejudice

· accept responsibility for their actions

· make a commitment to providing quality service

· not use their involvement with the SHSC to promote their own beliefs, behaviours or practices where these are inconsistent with those of the SHSC
· maintain high standards of personal behaviour at all times
· conduct oneself in an appropriate manner relating to language, temper and punctuality.
· refrain from any form of harassment of others
· refrain from any behaviour that may bring the SHSC into disrepute
· comply with all reasonable directions of the SHSC
· maintain impartiality at all times
· not make any statement to the detriment of the SHSC or the people within the SHSC knowing it to be false or without regard as to the validity or falseness of the statement
· behave constructively in meetings and in relation to decisions
· not undermine decisions made by the SHSC through obstructive behaviour.

· Inform the SHSC if unable to undertake agreed activities, and to give adequate notice if resigning earlier than indicated

I agree to comply with all of the above
	Signature
	

	Name (Print)
	

	Date
	

	On behalf of the SHSC
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