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VOLUNTEER POLICY
1.

First step into Crew

1.1 Once interviewed and accepted, new volunteers will receive a full induction consisting of a
programme of training and familiarisation with work practices and organisational policies. When
training is complete there is an 8 week settling in period, during which time all new volunteers
will shadow workers and existing volunteers in relevant areas of Crew’s work. A minimum of 2
interventions (ie. Shop shift or outreach event) should be completed during the settling in period.
1.2 All volunteers are asked to name two people who can provide a personal reference for them.
1.3 All volunteers may at some time work with vulnerable service users therefore an enhanced level
Disclosure Scotland check for each volunteer will be sought. Having a criminal record will not
automatically prevent anyone from working at Crew. We have a policy for employing offenders
and ex offenders and each case will be considered on its own merits, taking into consideration the
offences, disposals and other circumstances. All Disclosure Scotland documents should be
handed to a member of staff by the end of the induction training. Volunteers will be unable to
deliver Crew services without the supervision of a staff member until these documents are
completed.

2.

Training

2.1 Volunteers should attend the induction training before they get involved in Crew activities.
Training is split between two Saturdays and three Wednesday evenings and consists of:
a) Introduction to Crew and its harm reduction philosophy
b) Drug awareness training
c) Sexual health and the C-card scheme.
d) Working within the shop front, drug information and dealing with the public
e) Equal opportunities
f) Health and safety at work
g) Monitoring and Evaluation
h) Peer Support Skills 1
2.2 Beyond the above Core Training further training will be provided in a variety of areas according
to the development goals of each volunteer. Additional training may include topics such as
additional Sexual Health and drugs training, Crisis Intervention training, First Aid and further
Peer-Support Skills training. Crew gets info on different courses around Edinburgh so keep an eye
out and tell your supervisor if you are interested in anything particular.

3.

Working Practise

3.1

Volunteers are asked to read, understand and agree to abide by the policies and procedures laid
down by Crew. These policies are listed below.
• Volunteer Policy
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• Volunteer Agreement
• Equal Ops Policy
• Confidentiality Policy
• Health and Safety Policy
Volunteers are asked to confirm this by signing the documents and returning them by their first
support and supervision session.
3.2

Crew needs a clear and consistent commitment from volunteers in order to plan work and
training and provide the services which fall within its remit.

3.3

Any work taken on is assumed to be a genuine commitment. An inability to fulfil this should
be communicated to other people involved as soon as possible. Volunteers should not commit
to tasks they are unable to fulfil.

3.4

As a minimum commitment, all volunteers are asked to do one intervention (ie. Shop shift or
outreach event) each month in addition to attending a support and supervision session (once
every 6-8 weeks). If this is too much or you have other commitments on please speak to your
supervisor to discuss.

3.5

It is understood that volunteers will sometimes need to take time off volunteering for work,
study or life commitments and this will be accommodated. Volunteers can take up to 3 months
off at any one time and if further time is needed this can be discussed during support and
supervision. However if commitments are not met for two months in a row without
explanation, the volunteer will be asked to justify why they want to continue to work for the
organisation.

3.6

In the event a volunteer wishes to access support around drug issues during their time at Crew
we would recommend they seek counselling from an alternative organisation. This will ensure
the volunteer can still benefit from receiving additional support from Crew and its social
network at the same time.

3.7

Volunteers are welcome to the office to do Crew work (remember this is your space too!) to do
further research/reading for themselves and the project and to assist and be involved in
office/admin work. If possible volunteers should ring in advance to ‘book’ themselves in to use
the computer etc.

3.8

Because the office and the shop is our shared space, keep it nice and tidy, which means hoover,
do the dishes, tidy up the shop after each shift and put away paint etc, if you have been creative.

3.9

Only the Project Manager will talk/give info on the project or drugs to any media i.e., TV,
radio, newspaper magazines or the Internet. All media enquiries must be referred to the Project
Manager before any response is given on behalf of the project.

3.10 All volunteers who are offered or offering sessional work, talks, workshop, etc for Crew must
inform the Project Manager or their supervisor so terms and conditions can be negotiated,
before going ahead with it.
3.11 Crew is open to non-users, ex-users or users of illegal drugs. Whilst we respect peoples right to
decide whether or not to use drugs, no volunteer will be under the influence of, consume, sell or
purchase illegal drugs or consume legal drugs that will significantly change behaviour, (this
includes alcohol) whilst working for or representing Crew.
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Hangovers and comedowns are about as helpful as they are enjoyable. What volunteers do in
their own time is entirely up to them, but when you are representing Crew people will judge the
whole project and other workers by your behaviour.
Prescribed methadone is not considered to be a drug that ‘significantly changes behaviour’; if
you are on any other drugs that you are prescribed, please speak to your Supervisor.

3.11 We also ask volunteers to exercise caution, remember that we are a project that works around
issues of illegal drugs use and as such we inevitably attract attention. In public, in writing and
when using the phone whilst working for Crew do not discuss illegal activities of any sort or
your own or others particular drug use.
3.12 It will be important for both volunteers and Crew to be clear about exactly when they are or are
not representing or working for the project. To help in this, volunteers must not wear a Crew
top or use their ID-badge in social situations or whilst not on shift. If you are on a break whilst
working, it can be advisable to change, if you don’t people might ask you for advice when you
are suppose to have a break and relax.
3.13 All volunteers will be introduced to other Crew team members, both staff and volunteers, who
they might work with.

4.

Support and Supervision

4.1 Each volunteer will get a supervisor (a member of staff) who they will meet with to assess how
they feel about their role and whether their training has been sufficient. Volunteers’ first support
and supervision session will take place during the 8 week settling in period.
4.2 All volunteers will have one to one Support & Supervision every 6-8 weeks with their supervisor.
If any further sessions are needed about specific issues they can be arranged with the supervisor.
Support & Supervision are for volunteers to bring any concerns or problems they might have and
the idea is to make sure all volunteers are getting the support they need from the organisation. It is
also the opportunity for feedback from staff on how volunteers are doing and if there are any
issues relating to their volunteering or areas for development.

5.

Volunteer Meetings

5.1 Volunteer meetings are held 3-4 times a year to plan and review work. They keep everyone in
touch and provide a vital support function where volunteers can air their views and opinions about
whatever they think is important.
5.2 All volunteers are asked to attend these meetings. They run on Saturday afternoons or
weekday evenings for a maximum of 3 hours and include relevant information updates and/or
short training sessions for volunteers to keep up to date with current trends. All volunteers are
advised of meeting times in advance and asked to confirm attendance. Food is provided at these
events.
5.3 Minutes are taken from every meeting and distributed by e-mail or post.
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6.

Expenses

6.1

Volunteers are entitled to reimbursement of expenses incurred whilst performing volunteering
work for Crew. Reimbursement of expenses is subject to the conditions detailed in the rest of
this section.

6.2

Volunteers are asked to sign their claims for reimbursement of expenses. Staff or shift leaders
will present you with the appropriate form to sign. Expenses will usually be reimbursed if
receipts or proof of expenditure are provided by the volunteer so please keep your receipts!
Please present receipts for reimbursement as soon as possible after the expense has been made.

6.3

Approval of expenses must be obtained from Crew staff with the exception of events that have
a volunteer shift leader: i.e volunteer lead shop shifts or Edinburgh based outreach.

6.4

Approval of any expenses on top of standard travel, lunch and small claims, i.e resources for
window displays, will be given by the manager or director.

Please note that the following conditions apply:
Expenses for lunch on shop shift will be reimbursed to a maximum of £3.00 per day.
Limits on expenditure for food and drink whilst performing other volunteering work for Crew must be
approved in advance by Crew staff or shift leaders.
Tobacco or alcohol purchases do not count as food or drink and will not be reimbursed.
Expenses for return travel to volunteering at Crew will only be reimbursed to the cost of return travel
by public transport or by bicycle.
Volunteers living in Edinburgh, return travel to volunteering activities at Crew will be reimbursed
to a maximum of the cost of the local bus service all-day ticket. As of 18th January 2009, the
maximum cost of an all-day ticket is £3 per day. Volunteers with a travel-pass will be reimbursed to
the equivalent of 1 day’s cost of the period of the travel-pass. However, volunteers cannot be
reimbursed a day’s cost of a travel-pass if they receive the travel-pass free of charge.
Volunteers living outside Edinburgh, return travel to volunteering activities at Crew will be
reimbursed to the cost of the journey by public transport. Volunteers with a travel-pass will be
reimbursed to the equivalent of 1 day’s cost of the period of the travel-pass. However, volunteers
cannot be reimbursed a day’s cost of a travel-pass if they receive the travel-pass free of charge.
Furthermore, for volunteers living outside Edinburgh, travel expenses will be reimbursed to a
maximum of £30 per month.
Alternative vehicle transport such as taxi travel may be used when:
•
public transport is completely unavailable
•
when a volunteer has a disability that requires the use of a taxi/car
•
when heavy or valuable resources need to be transported between Crew and somewhere else.
•
when a volunteer is travelling to, or home from, volunteering at Crew after 10 p.m.
•
when a volunteer is travelling to, or home from, a volunteering activity outside Crew (e.g.
outreach event).
In such instances, travel arrangements must be agreed in advance by Crew staff or by outreach shift
leaders. In these instances, Crew prefers volunteers to travel by taxi as opposed to private car. If you
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need to travel by private car, please contact your Support & Supervision provider to discuss your
travel needs.
Bicycle travel is reimbursed at 20 pence per mile.
Private car mileage will be reimbursed at 40 pence per mile.
Childcare, volunteers should only claim childcare expenses if a person is being paid to provide this
service. In this case a monthly maximum must be agreed with Crew beforehand, allowing the
volunteer to decide on when and how often he/she can come in.

7. Boundaries and Safety
7.1 Service User/Service Provider: Volunteers are service users of Crew in the sense that they
receive the development opportunities offered by Crew in return for their work: crew provides a
dedicated worker, the opportunity to devise a development plan and support & supervision to work
towards the individual goals identified. Crew recognises this creates a potential conflict of interest
between the role of service user and service provider. Crew will attempt to be clear and transparent
about any potential conflicts in this area.
7.2 Equal opportunities: Volunteers should have read, understood and agreed to abide by the
Equal Opportunities Policy. This helps the volunteer and service users feel confident and safe in the
working environment of the project.
7.3 Personal information (including phone numbers, addresses, etc.) about volunteers and staff
should never be given out to others unless that person gives specific permission. Volunteers need to
know that info about them, especially home contacts are kept private from those outside the Crew
team. Do not give out your own contacts to service users. Instead use Crew as a contact which will
keep the service professional and safe.
7.4 Confidentiality is central to our work at Crew. People need to know that they can tell us about
themselves and what they do without it being passed on to anyone else. Any information about
service users gained directly or indirectly should be treated as strictly confidential, never to be passed
on outside the project. It should only be shared within the project when relevant to dealing with that
service user.
7.5 Information about others you have learned from another volunteer or staff member should be
kept confidential as sharing this information could make this person feel vulnerable. This is a basic
matter of respecting the privacy of others. If the information you have learned is a cause of concern
for you then this should be discussed with a staff member in confidence.
Gossip undermines working and personal relationships and Crew volunteers are asked not to gossip
about other Crew members, other agencies or clients.
7.6 Value each other: Volunteers and staff are part of a team and as such should respect each other
and each other’s opinions.
7.7 Know your limitations: It is ok to say that you don’t know. No one in Crew (or any where
else) knows everything there is to know about all different drugs people use and all of their effects. If
you’re not sure about how to answer a question or what advice to give, tell them that you don’t but
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will try to find out. If you need help in finding out info of any kind ask another worker for help. You
will be surprised how much knowledge you will pick up from other people while you are with Crew.
7.8 Beware of burn out. It is easy to take too much on especially when you are new to Crew or if
you find it difficult to say ‘no’ when staff members ask you to help out. If you are feeling stressed and
lethargic because you have committed yourself to too many things it is ok to say this to a staff
member who can then help you find areas you can cut back on. Staff might not always be aware of
how you are feeling so please let us know when you feel overwhelmed.
7.9 Personal relationships and friendships are private except when they disrupt the work of the
project. It is accepted that volunteers may already have or may enter into personal or sexual
relationships with other volunteers. In this case please respect the project and other volunteers. Should
a personal or sexual conflict/situation interfere with a volunteer’s work with Crew it is their
responsibility to raise this with their supervisor.
It is advisable not to work together too much on specific tasks and it is not acceptable to bring
personal conflict into the working environment of Crew. If you do have a relationship with someone
else in Crew the easiest way to avoid this becoming a problem (by bringing any fall outs into Crew
etc) is to avoid doing too much joint work with them.
7.10 Under no circumstances should a volunteer enter into a sexual relationship with another user
of the services. Remember Crew volunteers are in a position of trust with service users. Entering into
a relationship could be seen as an abuse of power with vulnerable young people. This means whilst
working for the project volunteers should not attempt to chat up, cop-off with or otherwise
proposition any service users. If a person you are seeing wants to make use of a Crew service then
someone else must deliver this service to them to avoid violation of this boundary.
7.11 Acknowledge or not: If a volunteers encounter service users in a social situation when not
working for Crew, it is crucial that it remains the service users’ decision to identify themselves.
Unless the service user acknowledges the volunteer(s) and wishes to talk they are not to be
acknowledge or spoken to.
7.12 Volunteers under 18 years of age: At the time of writing (May 2010) we do not have a
dedicated volunteer manager. We have agreed not to open volunteering opportunities to those aged
under 18 until this position changes.
7.13 Volunteer Nights Out: Volunteers are asked not to consume illegal drugs at social events held
on Crew premises. There may be occasions where alcohol is made available but we ask volunteers to
be respectful of people who may be in recovery and to be aware of their own personal behaviour at
such events.
7.14 Health and Safety: All volunteers are asked to read through the Crew Health and Safety
Policy.
7.15 Volunteers on Benefits: Volunteers on benefits should contact the benefits office to make sure
that volunteering for Crew and receiving expenses will not affect their benefits.
7.16 Insurance: All volunteers are covered under Employer’s Liability Insurance (for injuries
suffered by volunteers) and Public Liability Insurance (for injuries caused to others by volunteers).
Volunteers should of course adhere to Crew policy and exercise care to ensure that the terms of the
insurance are not violated through their actions.

8. Review & Termination of Volunteer Status
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8.1 If a volunteer misses 2 support and supervision meetings without informing their supervisor,
they will be written to. If no reply is received within 1 month, then it will be assumed that the
Volunteer is no longer interested in being involved with Crew.
8.2. Volunteers are expected to abide by all policies and procedures of Crew. If a volunteer
consistently does not, they will be subject to the project’s disciplinary procedures and/or termination
of contract.
Finally, please enjoy your time at Crew! You are part of a long tradition of peer educators who
have volunteered at Crew and many have gone on to work in this field whilst others followed
different career paths. The organisation is held in great esteem by a large body of people in Scotland
and around the world and we want you to enjoy your experience with us. This agreement helps you to
understand what we expect of you and in turn what you can expect in the way of support and
development. There is potential for you to develop ideas, be creative and hopefully enjoy the
experience within the agreement that we have produced.
As we continue to evolve as an organisation we value collectivism and aim to engage peoples
potential which is particularly true of our volunteers, service users and staff. We recognise that at
Crew we are custodians of an ideal which has provided unbiased information and non-judgemental
support to tens of thousands of people over the years. By signing the agreement you are showing that
you are about to join us and agree to work with us to uphold these ideals. Like Crew, this policy will
continue to evolve and will be reviewed at least once a year. Volunteers will be notified of any
changes made here.

9.

Agreement

I agree to abide by the terms and conditions laid out above and am willing to volunteer for Crew.
Name:

Signature:

Date:

Next of kin details
Name:………………………………

Relationship:…………………………….

Contact number:……………………

Address:…………………………………………………..

Thank you! If you have any questions or comments at all about this agreement or induction
pack, just ask Lisa at the following:
Crew office: 0131 220 3404
Lisa@crew2000.org.uk
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