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Manager Responsibilities 

Outline of Manager responsibilities in the appointment and management of Volunteers 

Manager Responsibilities  

Volunteer Procedure Flowchart 

 

Step 1. Identify Volunteer Role 

Lists of volunteer roles by Service.  Roles contain details of role purpose, main tasks, basic skills and pre-

enrolment checks. 
Health & Social Care  

Education & Childrens Services  

Infrastructure Services  

 

Guidance on how to create a new Volunteer role if there is not a suitable existing role available as well as 

consideration to Insurance requirements. 
Volunteer Role Creation Guide  

Insurance 

Driving Roles Insurance  

 

 

Step 2. Advertisement and Application 

Documents to be provided to potential volunteers to enable their application and, where appropriate for 

the role, Disclosure Scotland check. 
Volunteer Application Form 

Covering Letter 

Two original forms of ID 

 

https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerManagerResponsibilities.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerManagerResponsibilities.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersFlowchart.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VRHSC.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VRECS.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VRIS.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerRoles.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerRoles.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerInsuranceFactsheet.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerInsuranceFactsheet.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersPreEnrolmentDriving.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersApplicationForm.docx
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersApplicationForm.docx
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerApplicationCoverLetter.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerApplicationCoverLetter.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/CRCIdentificationCheckGuidance.pdf
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No Photo ID Available 

Document Verification form 

 

Step 3. Pre-Enrolment Checks 

Details of pre-enrolment checks required for Volunteers, including links to appropriate forms and 

procedures. 
Right to Work 

One Reference  

Overseas Criminal Record Check  

Disclosure Scotland check 

Confirm Appointment email 

Withdraw offer email 

Driving 

 

 

Step 4. Volunteer Agreement, Induction & Training 

Documents to be provided to, and discussed with, volunteers to ensure their proper induction, training 

and understanding of their role as a volunteer. 
 

Under 18 Factsheet. 

Volunteer Agreement 

Confidentiality Agreement 

Induction and Training 

 

http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/PhotographicIDProforma.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerDocumentVerificationForms.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerDocumentVerificationForms.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerPreEnrolmentRIghtToWork.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerPreEnrolmentRIghtToWork.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VRLetterCharacterReference.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersOverseasCheckFactsheet.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerDisclosureScotlandInformation.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerDisclosureScotlandInformation.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/LetterConfirmAppointmentAfterCheck.doc
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/LetterWithdrawOfferAfterCheck.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersPreEnrolmentDriving.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersUnder18.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteersUnder18.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerAgreementAndPlan%20.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerAgreementAndPlan%20.pdf
https://aberdeenshire.sharepoint.com/sites/Arcadia/services/Documents/Business%20Services/Legal%20and%20People/Information%20Governance/Data%20Protection/2022-12%20Confidentiality%20DP%20Agreement%20Volunteers.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerInductionFactsheet.pdf
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Induction Checklist 

Confidentiality & GDPR 

Volunteer Responsibilities & Support 

 

Step 5. Volunteer Files 

Guidance for managers on the storage of documents for Volunteers 
Volunteer Record Keeping 

 
 

Step 6. Volunteer Management  

Manager information for managing volunteers in roles 

Expenses Factsheet 

Expenses Form 

Misconduct of Volunteers 

 

 

Step 7. Leavers Process  

Manager information relating to maintenance of volunteer records. 
Volunteer Update Template Letter 

Volunteer Update Template Pro Forma 

 

 

 

https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerInduction.docx
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerConfidentiality&GDPRFactsheet.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerConfidentiality&GDPRFactsheet.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerResponsibilities.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerRecordKeeping.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerExpensesFactsheet.doc
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerExpensesFactsheet.doc
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerOutOfPocketExpensesForm.doc
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerMisconduct.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerMisconduct.pdf
https://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerEndOfVolunteerLetter.doc
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/VolunteerProForma.doc

