Introduction

LauraLynn —Ireland’s Children’s Hospice is committed to the involvement of volunteers and
values and appreciates the unique role which volunteers play within the organisation.
Lauralynn believes that volunteering should be a mutually beneficial experience whereby
we benefit from the skills, experience and enthusiasm of volunteers, and the volunteers also
gain personal benefits from the experience. We are committed to managing volunteersin a
way that ensures that the needs of both parties are met

The Lauralynn volunteer Programme is led by a volunteer coordinator who is responsible for
the day to day management, guidance and support of volunteers. This role reports to the
Head of HR.

Scope

The volunteering policy applies to all LauraLynn volunteers. The purpose of the policy is to
set out Lauralynn’s approach to the involvement of volunteers. It provides guidance and
direction to both volunteers and staff involved in working with and managing volunteers.

Definitions

A ‘volunteer’ is anyone who gives of their time and skills freely, and adds value to an
organisation without payment or expectation of payment other than reimbursement of
expenses incurred in the course of their voluntary role.

Policy

Everything we do in Lauralynn is underpinned by our organisational values of compassion,
collaboration and excellence. All volunteers and staff are expected to strive to maximise
these three values in all elements of their engagement with LauraLynn. These three guiding
values should be actively practiced by all staff and volunteers when working or volunteering
with families, children, residents, supporters, donors and each other.

Lauralynn volunteers can expect to:

Be treated with respect

Be given meaningful volunteering roles to complete

Know what is expected from them

Be provided with access to appropriate training

Volunteer in a fun and positive atmosphere

Be thanked and to have their voluntary contribution recognised
Receive supervision and support

Know who to go to if there is a problem
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Be reimbursed for out-of-pocket expenses incurred when volunteering

Be made aware what to do if they have a grievance or a complaint

Be treated fairly and not to experience discrimination

Have a safe volunteering environment including insurance cover

Given the opportunity to play an active part in the organisation as a whole
Be able to cease their volunteering role if they wish

Lauralynn asks volunteers to:

Respect the values and goals of the organisation

Commit to a minimum 12 months of volunteering

Be reliable and give the organisation sufficient warning if unable to turn up

Be punctual

Attend essential training and support / supervision sessions

Undertake the work to a high standard

Be honest if issues or difficulties arise

Update Lauralynn should contact details change

Share their experiences & give feedback to allow us to develop and improve the volunteer
programme

Treat all individuals with dignity and respect

Comply with the volunteer programme policy and all associated policies and procedures

4.1 Who can become a volunteer?

Families who are currently in receipt of LauraLynn services or have experienced the
bereavement of a child within the past three years are not eligible to participate in
volunteering roles as volunteering may place additional emotional strain on them.

Lauralynn strives to create a diverse and inclusive organisation and this includes our
volunteers. We are committed to ensuring equality of access to volunteer opportunities and
equality of treatment for our volunteers in all our policies and practices. Please refer to
Lauralynn’s Equity, Diversity and Inclusion strategy

Due to the nature of the services we provide we do require that applicants are 18 years of
age or older, can commit to a minimum of 12 months volunteering with LauraLynn and
undergo a screening process. As part of this process, all volunteers are subject to vetting
through the Garda Central Vetting Unit and reference checking. Exceptions to this are
second-level students aged between 15-17 years who are undertaking work experience on
site for a maximum of 1 week, gaisce participants undertaking part of their award on site in
Lauralynn and corporate groups volunteering for one day as part of an existing corporate
relationship under a CSR programme. Some roles due to their location are also exempt to
the Garda Vetting requirement.
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5. Recruitment and Selection

5.1 -Role Descriptions

Before any new area of volunteering is developed, a description of the tasks which to
undertaken by volunteers is drawn up. Role descriptions will include an outline of the
purpose and duties of the role, capabilities and any additional training required to undertake
the role. All risks are assessed and appropriate measures are agreed to ensure the safety of
all volunteers.

All role descriptions are available on the LauraLynn website and on request from the
volunteer coordinator.

5.2 - Expression of Interest

When a potential volunteer expresses an interest to volunteer with Lauralynn a detailed
email will be sent to them highlighted the realities of volunteering with LauralLynn, the
application processes and the required next steps.

5.3 - Registration

Please refer to LauralLynn’s Volunteer Recruitment and Registration Policy.

5.4 - Induction Training and Mandatory Training

Every volunteer must attend induction training and must complete all mandatory training
before they begin their new role. Induction training provides volunteers with an opportunity
to learn more about the services LauralLynn provides, boundaries, health & safety messages,
the importance of confidentiality and current opportunities. This session focuses on generic
information that applies to all volunteers regardless of the role assigned. Mandatory training
also included online sessions on Children’s First, GDPR, and Hand Hygiene.

Role specific training relates to training identified as required to allow the volunteer to take
on a specific role. This training must also be completed prior to starting the role assigned to
the new volunteer.

All required training is documented in the role descriptions.

All mandatory training needs to be kept up to date and requires refreshment at regular
intervals. Please refer to Lauralynn’s Volunteer Recruitment and Registration Policy
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6. Support and Supervision

The volunteer coordinator is there to support all volunteers. Their role is to provide regular
guidance, information and communication to all volunteers alongside ongoing supervision.
Supervision is 1:1 protected time for volunteers with the volunteer coordinator to discuss
their role, their volunteer experience, provide feedback and review training needs. All new
volunteers will complete a supervision 6 months after they actively start volunteering and
annually after that if they remain engaged and active.

In addition to the volunteer coordinator, all volunteer roles will have at least one assigned
main point of contact from our team of staff. In some cases, this will be the person in charge
for each shift. If a volunteer needs immediate support while on duty, they can contact any
member of staff for support. This can then be escalated to the volunteer coordinator if
required. All staff in LauralLynn are here to support volunteers.

6.1- Recognition

Lauralynn recognises the invaluable contribution made by all volunteers. We encourage our
staff to regularly thank volunteers on an informal basis. Formally, we recognise volunteers at
various occasions throughout the year, Thank You Week, National Volunteer’s Week,
Volunteer of The Year Awards, Summer and Christmas Volunteer Celebrations. We aim to
include volunteers in all wellness and HR events. Long Service awards also recognise 5, 10,15
and 20 years of volunteer service.

Grievances/complaints

LauraLynn welcomes feedback from all volunteers. When there is a complaint or grievance
raised from a staff member, volunteer or person in our care, the concerns will be listened to
and dealt with accordingly. Volunteers must inform the volunteer coordinator directly if
there are any unresolved issues while on duty. Issues may relate to another volunteer, staff,
people in our care or their family members. Every complaint or grievance will be dealt with
in a professional manner and treated confidentially and fairly.

Insurance

Fully registered volunteers are covered by the standard LauraLynn insurance policy.
Identified roles do require additional information, copy of qualifications and in some
circumstances for particular skills, volunteers are required to provide their own insurance.
The following therapies are covered by Lauralynn insurance; hairdressing, beauty therapy,
massage, aromatherapy, reflexology and reiki.
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11.
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Confidentiality

Volunteers may be privy to information about a child or resident, staff, other volunteers,
donors or the organisation to assist them with their role and duties. It is essential that any
information is treated confidentially and not to be discussed outside of LauraLynn. By signing
the volunteer application form and confidentiality agreement, volunteers are signing up to
agree to follow our policies and procedures in relation to confidentiality. Volunteers are
responsible for maintaining the confidentiality of all information. Failure to comply will be
considered a most serious matter and may result in the volunteer being asked to cease
volunteering with Lauralynn.

Data Protection/Volunteer Records

All volunteers’ details are held in line with data protection regulations. It is vital that every
volunteer complies with the recent GDPR (General Data Protection Regulations) law and
keep personal information confidential, safe and secure. Volunteer information will not be
shared with external organisations. LauraLynn will only use the data in connection with the
agreed volunteer role and to keep in touch with volunteers. LauraLynn are committed to
meeting our legal obligations at all times. If a volunteer has any concern regarding the use of
their personal data they can contact the volunteer coordinator. When a volunteer ceases
their involvement with Lauralynn, all Lauralynn property should be returned, including any
materials and electronic devices. Admin volunteers should delete all data in accordance with
our policies and procedures.

Expenses

Volunteers should not need to spend their own money while volunteering with LauralLynn.
Volunteers will be reimbursed with all pre-agreed out-of-pocket expenses incurred as part of
some volunteering activity. Refunds will be made by the volunteer coordinator only on
receipts for all approved expenses. All expenditure should be approved in advance by the
volunteer coordinator

Uniform/ID

Once registered, volunteers are issued with their volunteer ID badge with a lanyard. Their
photograph will appear on this badge and may appear on screens throughout the building as
well as our internal Intranet. Volunteers are asked to wear their badges at all times while
volunteering. In some clinical areas, volunteers may be asked to wear their ID on their hip
instead of around their neck for infection control purposes and/or safety reasons. Access
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14.

15.
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badges are not issued as standard for security reasons, however volunteers can collect an
access badge on your arrival for your volunteer sessions, this should then be returned on
completion of your shift. Volunteer t-shirts and fleeces will also be provided free of charge
and should be worn when volunteering

Communication

LauraLynn will endeavour to keep all volunteers informed of training, workshops, events and
general LauraLlynn news. Methods of communication include email, WhatsApp, texting, the
volunteer weekly email, volunteer social hub, supervision time and information sessions on
site.

Organisational involvement

LauraLynn recognises the skills and knowledge that our team of volunteers have. LauralLynn
will endeavour to include volunteers in organisational planning, mapping and feedback
sessions.

Break from volunteering

Sometimes volunteers may need a short break from volunteering due to personal, health or
family reasons. Volunteer must contact the volunteer coordinator who can discuss the
length of break that they will need. Where possible, shifts will be held for the volunteers
return but replacements may be needed for longer breaks. Extended breaks from
volunteering may require the volunteer to complete training and registration elements upon
their return.

Leavers/Exit interviews

It is recognised that volunteers will end their relationship with LauralLynn for a variety of
reasons. There will also be occasions when LauraLynn will find it necessary to end
volunteering relationships. When a volunteer ceases volunteering, they will be encouraged
to provide feedback by completing an exit interview and they will be thanked for their
contribution. If LauraLynn needs to terminate a volunteer role and reasons for this will be
clearly explained.
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