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                                                            PLACEMENT CHECKLIST
The purpose of this checklist is to ensure that volunteers referred to you by the University of Brighton and University of Sussex Volunteering Services are covered by procedures within your organisation to keep them safe and supported whilst they are volunteering with you.

Please indicate which policies your organisation currently holds. If there is anything you want to add use the details box.  Where your organisation does not hold some of the policies/practices below, or where it is not relevant to do so, please use the details box to explain why.

	Date:
	Volunteering Role:

	Name of Organisation / Project:

	Contact name and job title:

	Address: 
Postcode:                                                                                                                                                                      
	Telephone:

	
	Website:

	Email:                                                                                                      


Insurance   
	Do you have insurance which covers the activities a volunteer will be involved in:

	Public liability

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number:

Expiry Date:        

	Employers Liability

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number: 

Expiry Date: 

	Professional Indemnity

Does this cover volunteers?
	YES

YES
	NO

NO
	N/A

N/A
	Policy Number:

Expiry Date:


Health and Safety

	Do you have:
	 DETAILS

	A written health and safety policy for employers which covers volunteers?
	YES
	NO
	

	Is the Health and Safety Policy reviewed annually?
	YES
	NO
	

	Do you have documented procedures in place to cover emergencies, such as accidents, first aid and fire?
	YES
	NO
	

	Who is designated as your competent safety person and is responsible for informing volunteers about health and safety related issues and dealing with any issues that arise?
	Name:
	

	
	Position:
	

	Risk assessment(s), covering all the activities which volunteers with be involved in?  
	YES
	NO
	

	Have you ever been prosecuted or received an Improvement or Prohibition Notice within the last 5 years under the H&S at Work Act?
	YES
	NO
	


Equal Opportunities

	Do you have:
	 DETAILS

	An equal opportunities policy or equalities statement?

	YES
	NO
	


Criminal Records Bureau (CRB) Checks

The University Volunteering Services do not carry out CRB checks or seek references.  It is the responsibility of your organisation to identify if a CRB check is a requirement of the volunteer’s role and to carry out CRB checks where required. 
	
	 DETAILS

	Does the role require a CRB check?
	YES
	NO
	

	Do you carry out CRB checks?
	YES
	NO
	


Induction

	Who is the person responsible for carrying out an induction for volunteers?
	Name:
	

	
	Position:
	


	Can you confirm that you will provide an induction on:
	
	DETAILS

	Introduction to the organisation and role, including responsibilities and expectations
	YES
	NO
	

	A tour of the building and an introduction to other staff and volunteers as appropriate
	YES
	NO
	

	Health and safety, including risk assessment information, first aid, personal protective equipment, emergency procedures
	YES
	NO
	

	Information on your organisation’s policies and procedures, as appropriate, such as confidentiality, complaints, child protection etc.
	YES
	NO
	

	Welfare arrangements and refreshment facilities
	YES
	NO
	

	Anything else specific to the placement
	YES
	NO
	


Training
	Does the volunteer require specific training to enable them to carry out the role safely and appropriately? 
	YES
	NO



	Please give details of the training you provide:


Supervision

	Who is the person responsible for the supervision of volunteers?
	Name:
	

	
	Position:
	

	What format do supervision sessions take and how regular are they?
	


Expenses

	Please detail the out of pocket expenses that you cover for volunteers
	DETAILS

	Travel expenses to and from the place of volunteering
	YES
	NO
	

	Refreshments
	YES
	NO
	

	Other, e.g. childcare etc
	YES
	NO
	


Just a reminder... We expect the form to be completed before we are able to register your opportunity or place a volunteer with you. If you would like to discuss this, please do not hesitate to contact us.
I confirm that the details I have given are correct and I have the authority to sign on behalf of the organisation. I will inform the University Volunteer Services immediately if there are any changes to the information I have provided.
	Print name:
	
	Sign:
	
	Date:
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