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JAZZLEEDS
POLICY ON VOLUNTEERING

PURPOSE
This document will support you in your role as a volunteer with JazzLeeds. This guidance is intended to protect all those who visit or work with JazzLeeds in any capacity and those who work as volunteers on behalf of JazzLeeds.

SCOPE
These policies and procedures apply to the board of trustees, staff, volunteers, performers, and anyone working on behalf of JazzLeeds.

POLICY STATEMENT
JazzLeeds recognises the value of volunteers in enhancing its activities. Volunteers bring enthusiasm, ideas, skills, knowledge, and experience to various roles with JazzLeeds. JazzLeeds aims to encourage and support its volunteers through the procedures outlined below.

PROCEDURES
Recruitment is open to all. Applicants will be asked to submit an application form and provide the names of referees. Normally there will be no interviews and no Disclosure and Debarring Service (DBS) checks for applicants. Successful applicants will be informed within two weeks of submitting their form.

Volunteer Roles include supporting artists, audience engagement, supervising ticket sales, collecting feedback, helping with promotion of events, fund raising, and administrative tasks. Volunteer support is required at our regular concerts, our festivals, and supporting activities throughout the year.

Training will be provided to all new volunteers. As part of their induction volunteers will be informed of the charitable objectives of JazzLeeds, the various policies and procedures we have adopted, and key operational requirements. For all major events a training session is provided for all volunteers involved.

Management and Support: JazzLeeds has a volunteer co-ordinator and each event will have a named event leader. At major events such as the festival you may be working in a team, again with a named person as team leader. These people are responsible for the welfare of our volunteers while on duty and are available to support you and deal with any issues or complaints while carrying out your role.

Insurance: our volunteers are covered by public liability insurance and are expected to adhere to the terms and conditions of our insurance policy including avoiding putting themselves or the public at risk and not volunteering while under the influence of drugs or alcohol.

Confidentiality: volunteers may from time to time have access to confidential information about venues, events, or their volunteering colleagues. Volunteers are asked to be mindful of current data protection regulations and respect confidentiality of shared data. This includes images, sound and video recordings made at events. Personal data of volunteers (such as emergency contact details) will be shared with other members of the JazzLeeds team as appropriate.

Communication: the normal method of contacting volunteers is via email. Phone calls or texts will be used during events as appropriate and mobile phone numbers will be shared with the team. Volunteers are encouraged to promote JazzLeeds on social media in line with our Communications and Use of Social Media Policy.

Complaints Procedure for Volunteers: if any volunteer has an issue or complaint then they should talk to their event supervisor as soon as reasonably possible. If the complaint cannot be resolved immediately then the complaint should be put in writing and passed to the Volunteer Co-ordinator who will arrange to talk to the volunteer and try to resolve the complaint within two weeks. Any more serious complaints will be dealt with by a minimum of two of the JazzLeeds Board of Trustees.

Volunteer Shifts will be agreed prior to an event with each volunteer who will be responsible for making sure that they arrive before the start of the shift for any last minute briefing. Some shifts finish late and volunteers are encouraged to make sure they have their transport arrangements in place. Volunteers are also responsible for logging and reporting the hours that they work to the Volunteer Co-ordinator.

Expenses and Rewards: Volunteers are not normally paid for their work with JazzLeeds. In exceptional circumstances, expenses will be paid (for example for meals when working a long shift) but all such expenses claims must be agreed prior to the event. Where possible small rewards may be provided to volunteers; for example tickets for JazzLeeds concerts. JazzLeeds is happy to provide references for volunteers on request.

Professional Volunteers: JazzLeeds takes pride in having a team of volunteers who act professionally at all times. This includes dressing appropriately, having good time-keeping, and behaving in a way that reflects the ethos of the organisation.

RESPONSIBILITIES
Compliance, Monitoring and Review procedures
The Board of Trustees of JazzLeeds has overall responsibility for its Volunteers for all events and activities that take place. JazzLeeds will undertake to review its policy and procedures for Volunteering at least every two years.

Reporting
Any individual who has concerns about volunteering at activities or events undertaken as part of JazzLeeds should report them to their volunteer supervisor, event leader, or the Board of Trustees. Any problems that cannot be resolved immediately should be report on a JazzLeeds Incident Form. 

Records Management
Incident reports will be retained until the volunteering issue has been resolved. 
Forms:
	Volunteer Application Form
	Volunteer Hours Logging Form
Incident report form.

DEFINITIONS
Volunteering is any unpaid activity that is undertaken by an individual in order to add value to the activities of JazzLeeds.
RELATED LEGISLATION AND DOCUMENTS
JazzLeeds Policies and Procedures:
Anti-Slavery and Anti-Trafficking
Communication and Use of Social Media
Customer Care and Complaints
Data Protection
Equality and Diversity
Health and Safety
Safeguarding of Children and Vulnerable Adults

Other Legislation:
The Modern Slavery Act (2015).
General Data Protection Regulations (2018).
Electronic Communications Act (2000)
The Equality Act (2010).
The Health and Safety at Work Act (1974).
Safeguarding and Vulnerable Groups Act (2006).
The Care Act (2014).

APPROVAL AND REVIEW

	
	Name(s)
	Date

	Prepared by
	Rosemary Holmes
	March 2019

	Updated by
	Rosemary Holmes
	May 2022

	Approved by
	Board of Trustees
	July 2022

	Next Review
	
	May 2024





image1.tiff




