
 
 

 

 

Volunteering Factsheet 2 

What paperwork do I need to recruit volunteers? 

There is a range of documents and policies that you need to have before you can start to 
recruit volunteers. The list of policies and documents required will vary depending on the 
size and nature of the organisation. The following “policies and procedures” checklist 
includes the basic requirements for any group wanting to recruit volunteers.  
 
 

Basic Policies Required  or  x 

Health and Safety (to include Risk Assessment if applicable) 

 

 

Insurance Policy 

 

 

Equal Opportunities & Diversity (Statement of Intent) 

 

 

Data Protection & Confidentiality  

 

 

Complaints and Disciplinary  

 

 

Safeguarding (Vulnerable Adults and/or Children) 

 

 

Lone Working Policy (if relevant) 

 

 

Volunteer Policy (to include DBS checks, accessibility, expenses) 

 

 

Ex-offenders Policy (if relevant) 

 

 

Child Protection Policy (if required)  

 

 

 



     
 

 
 

The Development Team at Voluntary Action Arun and Chichester can provide a range of 
support and advice on the above policies including access to model templates. Please 
contact us if you need further support.   
 

There is some additional paperwork that your organisation will need to effectively recruit 
and support volunteers. This includes: 

 

Paperwork required for volunteers  or  x 

Volunteer role/task description 

 

 

Volunteer registration form 

 

 

Volunteer induction checklist 

 

 

Volunteer handbook 

 

 

Volunteer record file 

 

 

Volunteer expense claim forms 

 

 

 
 
There is a danger of overwhelming both volunteers and yourself with forms, policies and 
procedures, so the trick is to keep them practical and relevant. Also remember to ensure 
that all documents are clear and accessible:  
 

 

 

 

 

 



     
 

 
 

Volunteer role/task description 

An effective role description helps to ensure that you have a viable role to offer the 
volunteer and clear guidelines about how volunteers are involved in the organisation.  

Factsheet 9 – Creating Volunteer Role Descriptions  

 

Volunteer registration form 

A simple application form is normally sufficient for most volunteering roles. It is often 
tempting to ask for information that you don’t really need, so ensure that the form only asks 
for the basic information such as name, address, and phone number. You might like to ask 
people about previous paid/voluntary experience or why they want to volunteer, but 
remember forms can often be off putting for people with poor literacy skills. 

Factsheet 10 – Volunteer Application Forms and Interviews 

 

Volunteer induction checklist 
 
It is really useful to make an induction checklist to ensure that volunteers are aware of your 
organisation processes and systems and know who’s who. It doesn't have to be 
complicated; simply something you or the volunteer can tick off as things are completed. 

Factsheet 6 – Volunteer Induction 

Volunteer handbook 

A volunteer handbook is a useful reference guide for the volunteer during their day to day 
work and often collates together the information they receive during their induction. A copy 
of the volunteer handbook is normally given to volunteers as part of their induction process 
and a copy should also be available to all volunteers whilst they are on duty.  

Factsheet 8 – Volunteer Handbook 

Volunteer record file 
 
You will need to keep some details about volunteers on file, such as their contact details and 
who to call in case of an accident. One of the key principles of the Data Protection Act is that 
only relevant personal information should be held, so remember to ask whether it is 
necessary and is it relevant?  

Some organisations like to ask about a volunteer’s health. All you really need to know is 
whether there is anything that you should be aware of in case of an emergency or that 
would make it easier for the person to volunteer. You may also use the volunteer record file 
to record training, tasks accomplished, expense claimed.  



     
 

 
 

 

Volunteer expense claim forms  
 
You will need to keep a record of the expenses volunteers are paid. It is important that you 
can show that you are reimbursing out of pocket expenses only. This will help to avoid 
problems for volunteers in receipt of benefits, and lessen the chance of it looking like you 
have intended to create a contract with your volunteers. 

Factsheet 11 – Volunteer Expenses 

 

Volunteer exit strategy & interview record 

One way of finding out how to improve your volunteer programme and keep your 
volunteers for longer is to find out why they leave. You could think about recording this 
using an Exit interview form.  

 

Disclaimer 

We make every effort to ensure that our Factsheets are correct at the time of publication. 
The information provided in this factsheet is intended for guidance only and is not a 
substitute for legal or professional advice. Voluntary Action Arun and Chichester is unable to 
accept liability for any loss, damage or inconvenience arising as a consequence of using this 
information.  
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