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Volunteer Policy and Procedures 
Introduction  
This document sets out the policy and procedures relating to the engagement and management of 
volunteers in activities authorised by Ashton Hayes and Horton cum Peel Parish Council.  The Parish 
Council recognizes that volunteering can benefit the council, the community and the volunteers 
themselves. 
 
Policy  

1. The Parish Council maintains lists of appropriate volunteers (name and address, telephone 
number and/or email).  Volunteers are asked to notify the Parish Council of any changes to 
those details.  If volunteers no longer wish to volunteer they should contact the Clerk or 
event organiser(s) to have their details removed from the Volunteer List.  

2. Volunteers must be competent to carry out a role. The nature of skills required will depend 
on the activity.  

3. If required, appropriate training will be provided in advance of the volunteer working on 
site. The minimum level of training should be sufficient to ensure maintenance of the health 
and the safety of volunteers and any people who might be affected by the work, as far as 
reasonably practicable.   

4. Volunteers should be informed about the task and its purpose, health, safety and 
supervision arrangements before commencement of work.   

5. All works undertaken by volunteers take account of the Health & Safety at Work Act.   
6. Volunteers working at the sole request of and under the sole control of the Parish Council 

will be insured under the Parish Council’s Public Liability and Employers Liability cover. 
7. Volunteers should only carry out tasks allocated to them.   
8. There should be a method of communication for emergency purposes. 
9. Volunteers must have due regard to the fact that they are carrying out authorised work on 

behalf of the Parish Council and as such are representing the Council, in terms of both the 
quality of work and possible interaction with the public. 

10. If a volunteer raises a complaint that cannot be resolved at the time then a complaint should 
be instigated in accordance with the Parish Council’s Complaints Procedure.   

11. A copy of this policy must be given to volunteers the first time they undertake work on 
behalf of the Parish Council.  The policy will be re-issued to volunteers if any material 
changes to the policy are made.    
 

Procedures  
12. A risk assessment should be undertaken before commencement of work.  The Parish Clerk is 

to receive a copy of the risk assessment.  An example Risk Assessment is at Annex A. 
13. Volunteers must undergo an induction briefing appropriate for the task(s) being undertaken. 

This should include a description of the work to be undertaken and known issues and risks 
associated with the site.  

  



 
14. Volunteers will be expected to sign the induction form, showing that they have received an 

induction brief, they understand the nature of the work, they recognize the risks associated 
with the task and agree to comply with instructions provided during the induction brief. This 
document is not intended to form a contract.  Volunteers will also be expected to confirm 
that they do not have any medical issues that would put either them or other volunteers at 
risk.  

15. On completion of the work, the activity organiser is to forward the completed induction 
form to the Parish Clerk with a completed summary of the work undertaken. Retention of 
induction forms will allow the Parish Council to record work and ultimately acknowledge the 
contributions to the community made by volunteers.       

16. An example induction form and volunteer sign-up sheet is at Annex B.    
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ANNEX A 
PARISH COUNCIL VOLUNTEER POLICY & PROCEDURES 

 
ASHTON HAYES COMMUNITY CLEAN-UP - RISK ASSESSMENT 

 
RISK LEVEL OF RISK Mitigation 

 
 
COVID-19 

 
 

Medium 

 All government regulations, in force at the time of the 
event, must be followed at all times. 

 Volunteers to provide their own gloves and to wear 
them at all times. 

 

 
Traffic 

 

 
High 

 All involved to wear Hi- Vis jackets. 

 Where visibility is low or the road narrow then 1 or 2 
person(s) to be stationed to alert approaching traffic that 
people are in/close proximity to 
the road. 

 
Dangerous/obnoxious waste 
e.g. broken glass, used needles, 
dog waste/disposal bags, heavy 
items 

 

 
Medium 

 Gloves to be worn at all times. 

 Litter pickers to be used as far as possible to grab the 
waste and put it in the provided bags. 

 Where not possible to use litter pickers, then extra care 
to be taken. 

 If in doubt call the group leader and seek their advice. 

 
Risk that bags of waste may 
form a hazard 

 
 

Low 

 Ensure full waste bags are stacked out of the way of 
traffic and pedestrians. 

 Return all filled bags to the Pavilion at the end of the 
event. 

 
Lack of appreciation of risks 

 
Medium 

 The event leaders to run through the risk assessment 
with each individual at the start of the session and seek 
understanding of the risks and the 
actions necessary to mitigate them. 

 
Falls 

 
Low 

 Do not climb in order to reach items/objects 

 If in doubt call the group leader and seek their advice. 

 
Emergency Contact: 07739 546263 (Paul) or 07800 936971 (Barbara) 

 
  



ANNEX B 
PARISH COUNCIL VOLUNTEER POLICY & PROCEDURES 

 
Ashton Hayes & Horton-cum-Peel Parish Council 

Induction Form and Volunteer Sign-up Sheet 
 
Parish Council Event Name:      Date of Event:  
 
We, the undersigned, understand and agree that we participate in this event, organised by Ashton 
Hayes & Horton cum Peel Parish Council, entirely at our own risk and that no personal liability shall 
devolve on the leader, helper/s or representatives of the parish council, nor shall any claim for such 
liability be considered by the leader, helper/s or representatives of the parish council. 
 
We acknowledge that the leader, helpers and representatives of the parish council are volunteers 
and that he/she/they have been nominated and accepted by us. 
 
The Parish Council holds Public & Employers Liability Insurance of £10,000,000 with Hiscox Insurance 
Company Limited under Policy Number 8188103. Please note that any volunteers below the age of 
16 must be accompanied by a responsible adult who is fully responsible for the care and safety of 
that minor. 
 
We understand that in participating in the above activity some risk will be involved and that we are 
there entirely of our own volition. The Parish Council will have undertaken any necessary Risk 
Assessments prior to the event and you will be advised of any particular hazards. I agree to comply 
with all health and safety direction and training I am given in support of this work. Any accidents or 
personal injuries suffered during the event are to be immediately reported to the leader or 
representative of the parish council who will arrange appropriate treatment/action. 
  
It is understood that the Parish Council will take all measures reasonably possible to prevent 
accidents and to ensure the safety of all members of the party. Similarly, we the undersigned, agree 
to behave in a reasonable manner and ensure that none of our actions endanger either ourselves or 
any other person. Any instructions given by the leader or representatives of the parish council, 
during the event are to be immediately complied with. 
  
We will inform the leader or representative of the parish council if we are under 18 years of age, or if 
we have any fitness or health problems, and will abide by the leader or representative of the parish 
council’s decision as to whether or not to include us in the party. 
 
In signing this indemnity form, we have read, understand and agree to the above, the separate Risk 
Assessment and the directions/training given for this event. 
  



No. Name (BLOCK CAPITALS) Signature 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   

17   

18   

19   

 
To be completed, signed by all participants and then forwarded to the clerk of the Parish Council 
within one month of the event.  
 
To be completed by the clerk on receipt. 
 

Date received   Initials  

 


