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Legal Basis

Legislation specific to the subject of this policy document:
e Children Act 1989
e Children and Young Persons Act 1933
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Employment Act 2008

Employment Act 1996 (Section 14)

Immigration, Asylum And Nationality Act 2006

Income Support (General) Regulations 1987

Jobseekers Allowance (Amendment) Regulations 2002
Jobseekers Allowance Regulations 1996

National Minimum Wage Act 1998 (Sections 37 and 44)

The Social Security Amendments (Volunteers) Regulations 2001
The Social Security (Incapacity for Work) (General) Regulations 1995
The Social Security (Welfare to Work) Regulations 1998
Working Time Directive 1999

Other relevant legislation which you must check this document against
(required by law)

Human Rights Act 1998 (in particular A.14 — Prohibition of discrimination)
Equality Act 2010

Crime and Disorder Act 1998

Health and Safety at Work etc. Act 1974 and associated Regulations
General Data Protection Regulation (GDPR) and Data Protection Act 2018
Freedom Of Information Act 2000

The Civil Contingencies Act 2004

Other documentation which you must check this document against:

1.1

1.2

1.3

College of Policing — Code of Ethics

Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour
College of Policing — Authorised Professional Practice

The National PSV/UNISON Charter

Statement of Policy

This policy has been formally agreed via the approved policy
development/review process. It will be maintained by the Citizens in Policing
Team under County Partnership and Prevention Hub (CPPH) in conjunction
with the Central Policy Unit.

The policy is intended to promote equality, eliminate unlawful discrimination
and actively promote good relations regardless of age, disability, gender
reassignment, marriage or civil partnership, pregnancy and maternity, race,
religion or belief, sex, sexual orientation, economic or family status.

Managers have a responsibility to ensure this policy is applied fairly, and unless
otherwise stated, all policies and procedures are non-contractual.

2. Applicability

2.1

This policy applies to:
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e Existing Constabulary Volunteers

e Prospective Constabulary Volunteers
3. Introduction

3.1 The Police Support Volunteer (PSV) programme is designed to support delivery
of the Chief Constables delivery plan as well as extend the police family further
into the community alongside the national Citizens in Policing Strategy. To
maximise return, volunteers should be managed appropriately, with recognition
of their valuable contribution.

The Principles

3.2 The PSV programme has five principles:

¢ Releasing Police Officer/Police Staff time
e Improving links with the community

¢ Increasing public confidence

e Delivering a customer focused service

e Providing a service the Constabularies do not currently provide
The Benefits
3.3 The PSV programme benefits the organisation in the following ways:

¢ Releasing police time.

¢ Increasing community participation in issues which affect them.

¢ Increased diversity.

e Improved interaction between the police and the local community.
¢ A more flexible workforce with a wider range of skills.

e Enabling the Constabulary to provide a better service to the
community.

3.4 The Citizens in Policing Team are responsible for the delivery of the PSV
programme and are available to support line managers and volunteers alike.
The Citizens in Policing team should be contacted for any information or advice
required that is not contained within this policy.

Legal Position

3.5 The legal position of volunteers is not straightforward. Volunteering is based on
choice, so there is no mutuality of obligation. The Constabulary is not obliged
to provide voluntary work and nor can a volunteer be compelled to commence
work at a specific time or date. T here is no intention to create any legally
binding relationship between the Constabulary and any volunteer, and therefore
volunteers should not be considered as either an employee or worker. This
applies throughout this policy and to all volunteering activities, related
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documentation and procedures.

Volunteers are not included in most legislation around the workplace but
legislation around criminal record checks when working with vulnerable people
does include volunteers, as it refers to the role that a person is in rather than
their employment status. The Health and Safety policy, Vetting processes and
Code of ethics will apply.

Age Restrictions

3.7

Unfortunately, volunteers under the age of 18 years old are not currently
catered for by the PSV programme. However, no upper age limit applies.

4. Why do People Volunteer?

4.1

5.1

5.2

People volunteer for many different reasons, including:

¢ Personal development and achievement.

¢ Integration into their local community.

¢ Additional training/experience.

e New and improved skills.

¢ Improved CV/Employability

¢ A chance to meet new people and make new friends.

e The opportunity to make a positive contribution to their
neighbourhood, local community and Suffolk County.

¢ A sense of achievement and pride.
What Roles Can a Volunteer Undertake?

A volunteer can provide help and support to the Constabulary by
complementing, supporting and enhancing the police service. The work
undertaken by a volunteer should be seen as complementary to that
undertaken by paid staff and not a substitute for it. Serving volunteers will not
be used to replace or cover shortages/annual leave/absence or vacancies in
an established staff post, unless in an exigency of duty as requested by the
Chief Officer team.

A volunteer will not generally give more than 20 hours service per week unless
in exceptional circumstances and with the agreement of the CPPH Supervisor
with the CiP portfolio.

6. Developing a Role

6.1

6.2

There is currently a wide and varied range of roles available and the innovative
use of volunteers within the Constabulary is encouraged. Any new roles must
be developed in conjunction with the PSV Coordinator. The requester will need to
complete a new role PSV Role Proforma in the first instance.

Suitable volunteer roles can be identified by any individual but need to have the
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support of the Inspector or equivalent Unit/Departmental Manager or above and
the CPPH Supervisor with the CiP portfolio.

For a role to be valid and a success, each role must satisfy at least one of the
five principles and adhere to the following criteria:

e The volunteer must be part of a team.
e There must be meaningful work for the volunteer to do.

e There must be a support network in place (this is provided by the
CPPH Supervisor with the CiP portfolio).

Once a ‘new’ role has been identified, the requesting supervisor will need to
complete a proforma outlining duties expected of the volunteer. On completion,
the form will be sent to the PSV Coordinator who will review the tasks against
the Unison Charter, make any amendments and then draft the role profile. A
risk assessment must be produced when a volunteer cannot be added to the
requesting departments own Risk Assessment.

The new role will be submitted to the next available Joint Collective
Consultation (JCC) meeting for discussion with UNISON. Where possible, the
relevant manager for the department or unit seeking to implement the new role
should attend to provide grounds for the request. Any grounds for objection to
the new role by UNISON must be in line with the UNISON charter and
written confirmation provided to the CiP team for review and amendments to
be made for resubmission to JCC. If upon the second submission to JCC an
agreement still cannot be made, then the role is taken to the Joint Negotiating
and Consultative Committee (JNCC) for a final decision.
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7. Producing a Role Description Flowchart
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8. Recruitment and Selection

Flowchart
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Advertising
8.1 Before advertising, a role description must be produced (see ‘Producing a Role

Description Flowchart’ above).

8.2 Advertising for volunteer roles should be undertaken at a minimal cost unless
otherwise authorised by the CPPH Supervisor with the CiP portfolio who will
need to approve the advertising request before it can be progressed.

8.3 The list below identifies possible advertising methods:

e Social Media.

e Parish council publications and meetings.

e Community groups working with the Constabulary.

e Press releases.

e Force websites.

e Public events.

e \olunteer Fairs/suitable events organised by local organisations.

e Word of mouth.

¢ Adverts/posters/leaflets in local shops, police stations and other
suitable locations.

e \olunteer centres.

Initial Enquiry

8.4 Upon an initial enquiry from a prospective volunteer, their requirements and
those of the Constabulary will be identified by a member of the CiP team
(primarily the PSV Coordinator), before an application pack is sent to the
individual.

8.5 The PSV programme aims to place every volunteer ideally within a 25-mile

radius of their home address, in order to effectively manage costs and keep the
scheme within the local community. The CPPH Supervisor's with the CiP
portfolio decision on suitable deployment is final.

Application Pack

8.6

Once a suitable role has been selected, an application pack will be sent to the
prospective volunteer, this will include the PSD10 form (other business interest).

Initial Assessment/Short-listing

8.7

8.8

The aim of this process is to check the suitability of any prospective volunteers
for the role(s). Any criteria not satisfactorily evidenced in the application will be
further explored. The appropriate selection matrix will be used to record
evidence of the applicant’s suitability throughout the recruitment process.

Short-listing will be carried out by the PSV Coordinator. Where an application
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is made for the role of Cadet Leader, the initial application is marked and scored
by the PSV Coordinator and Cadet Coordinator.

Information supplied by the volunteer regarding any residency and vetting issues
will be discussed with the applicant in a timely fashion, limiting any
inconvenience to the applicant.

Disabled applicants

8.10

8.11

8.12

Where an applicant identifies as having a disability, the CPPH Supervisor with
the CiP portfolio will work with the applicant to provide alternative
arrangements, such as moving the role to a different venue or offering the
applicant a different volunteer role. This aims to enable that individual to utilise
their skills and interests to volunteer with the Constabulary and remove barriers,
enabling full participation in volunteering.

External funding for such arrangements may be investigated by the CPPH
Supervisor with the CiP portfolio in conjunction with Health and Safety and
Estates and Facilities Service.

The Constabulary is committed to creating an inclusive environment where
everyone can contribute meaningfully and will take all reasonable steps to
support applicants with disabilities throughout the process.

Conflicts of Interest

8.13

Applications from individuals where there is a significant possibility that this
could lead to a conflict of interest in their professional life, or another
volunteering role will be subject to special consideration and may not be
accepted. Applicants must ensure that full details of their current employment
or voluntary work are given as part of their application. Any decision will be
made in conjunction with the Professional Standards Department.

Informal Interview

8.14

Volunteer applicants will be expected to attend an informal interview where their
previous experience, skills and expectation of the role will be discussed. Any
criteria not satisfactorily evidenced at initial assessment/ short-listing will be
explored at the interview and recorded on the selection matrix.

Interview Process

8.15 Interviews will be conducted by a member of the CiP team and, where possible,

the relevant departmental supervisor. The appropriate selection matrix will be
used to record evidence of the applicant’s suitability for the role. Any issues
identified during the interview will be discussed at the time and where
appropriate and feasible.

8.16 Applicants must complete Proof of ID (POIl) requirements prior to attendance

and bring original documents to the interview. These documents will be verified
and signed off by the interviewer.
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lacement medical assessment

8.17

A formal assessment is not required for volunteers. However, all applicants
must complete a medical questionnaire to identify health conditions that may
require reasonable adjustment.

References

8.18

References will not normally be undertaken as part of the selection process.
However, the CPPH Supervisor with the CiP portfolio will take up references,
should it be deemed necessary due to information given by a volunteer or by
the nature of the role, such as Cadet Leaders who require 2 suitable references
in line with National Safeguarding rules.

DSE Assessment

8.19

8.20

If necessary, a DSE assessment will be carried out by the Volunteers Supervisor, to
support any reasonable adjustments required using the information provided
on the medical questionnaire as the basis for the assessment. It is the
responsibility of the volunteer to disclose any medical or health issues which
may adversely affect their ability to carry out the volunteer role for their general
safety.

Workplace Health, Safety and Wellbeing will sign off any special equipment
requests/adjustments identified in the DSE and notify the PSV Coordinator of
the outcome. Where special equipment is required e.g. keyboard, screen
covers, the cost will be met by the department the volunteer is supporting.

Vetting Process

Vetting will be carried out by the Vetting Unit using the information provided via the

8.21

online form as the basis for checks. It is the responsibility of the volunteer to
disclose any information which may affect the vetting process or cause any risk
to the Constabulary. The Vetting Unit will inform the CiP Team of the vetting
decision.

As with any member of the police family that is subject to vetting, the volunteer
must report personal changes for review. The PSV Coordinator will monitor
vetting periods.

9. Pre-Induction eLearning & Induction

9.1

9.2

Each New PSV starter will be required to complete pre-induction mandatory
elLearning modules set by the CPPH Supervisor in line with Force Policy. These
must be completed within three months of the PSV start date. Failure to
complete within this time will mean that the PSV role will be placed ‘on hold’
until the training has been completed. Modules will vary and depend on the
volunteer's role. PSVs will be required to complete mandatory elLearning
throughout their volunteer lifetime as directed by the PSV Coordinator in line
with Force requirements.

PSV new starters will be invited to attend a ‘PSV’ Induction session organised
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by the PSV Coordinator once they have completed the pre-induction stage.
This may be face to face or held online. Induction will cover and reinforce

e Code of Ethics.

o Data Protection.

e Diversity.

¢ Health and Safety

¢ Recording of hours/duty sheet/claiming expenses

e Volunteer Agreement.

9.3 The induction will be set at a time and place that is mutually convenient to the
Constabulary and the volunteer.

10. Training

10.1 Each volunteer will only receive the training set out in the applicable role
description, at a time that is mutually convenient to the Constabulary and the
volunteer. If a particular training requirement does not inhibit a volunteer from
undertaking part of the relevant role, then the volunteer may start and
undertake outstanding training in the future.

10.2 Line managers are expected to identify and arrange any additional local
training.

11. Managing a Volunteer

Structure and Support

11.1 Day-to-day support should be provided by the volunteer’s line manager (as
detailed in the relevant role description).

11.2 The CiP team will provide HR and Business Management support.

Health and Safety and Risk Assessments

e Health and Safety is completed at pre-induction via eLearning.

e Local Health and Safety is to be completed by relevant departmental
manager.

e Role players will be covered via the briefing and debriefing at each
session.

e Therisk assessment will be available on the Workplace Health, Safety
and Wellbeing intranet page and made available to volunteers via
Dutysheet where force IT access is prohibited dependent on role.

Hours

11.3 PSVs are not expected to complete more than 20 hours per week. Any
requirement to support further hours should be brought to the attention of the
PSV Coordinator who will monitor the demand. All duty hours must be recorded
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on the Duty Sheet system (see 11.6 for staff/PCs).

11.4 Volunteers are advised to inform their main employer (if any) of the total hours
volunteered to the Constabulary.

11.5 Where volunteers are also employed by the Constabulary (Staff/Police Officers),
reference should be made to the Working Time policy.

¢ Details of the voluntary role is to be recorded on ERP with guidance
from HR to prevent potential conflict issues if they leave their paid role.

e The start date and role details should be entered under the Previous
Employment tab.

e Vetting must be notified of the voluntary role who will advise whether
there is requirement for an aftercare form, or submission of a separate
NPPV application.

11.6 Recording of hours (staff/officers) — A Duty Sheet account must be created for
each staff member or officer. Hours should be updated either by:

e A member of the CiP team, or

¢ The individual staff member/officer (if they are comfortable doing
S0).

Expenses

11.7 Travel expenses will be paid up to 50 miles round trip from the volunteer's home
address to the relevant police premises where they will be volunteering. If any
additional expenses are to be incurred, the PSV should contact the PSV
Coordinator. Expenses criteria and how to claim are referenced within the PSV
Handbook. (Officers/Staff travel claims to be made via i-expense — on ERP,
using B2SV002 budget code)

Volunteer ldentification

11.8 Each PSV will be provided with an ID card and name badge and is asked to
wear this at all times when appropriate. The ID card and name badge remain
the property of the Constabulary and must be returned when a PSV leaves.
Existing Staff/Officers will not require a secondary volunteer ID.

Standards and Values

11.9 Volunteers must adhere to relevant Force policy as appropriate along with the
Code of Ethics. Failure to do so may result in removal from the PSV
programme by the CPPH Supervisor with the CiP portfolio.

Grievances

11.10The Constabulary’s normal grievance procedure does not apply to volunteers
on the basis that they are not employees.

11.11If a volunteer has a concern in relation to their volunteering, this should be
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raised with their line manager or PSV Coordinator, who together will use their
best endeavors to resolve it.

Appraisals

11.12The Constabulary’s Professional Development Review process is not
appropriate for volunteers. However, time should be taken to meet with a PSV
to discuss any relevant issues, including development opportunities and
highlighting good work.

12. Unions and Staff Associations and Force Sports and Social Club

12.1 Volunteers are not eligible to join UNISON but are invited to join various Staff
Support Networks and Sports and Social Clubs.

13. Leaving the PSV Programme

13.1 A volunteer may stop volunteering at any time. A volunteer’s services can be
removed at any time. A period of notice would be appreciated, and the
Constabulary will endeavour to give as much notice as circumstances allow.

13.2 In the event of a volunteer role no longer being required due to organisational
reasons, every effort will be made to give reasonable notice of this and arrange
an alternative voluntary role if possible.

Leavers Process

13.3 All property and ID should be collected by the volunteer’s line manager and
returned to the PSV Coordinator immediately upon leaving the PSV
programme.

13.4 The CiP team are to inform the Vetting Unit and any other relevant departments
once a volunteer has left the PSV programme. Their ID card and name badge
must be returned and destroyed.

13.5 The CiP team must process the PSV’s departure using the Apex and ERP
leavers process to ensure their record is ended correctly.

13.6 The CiP team will ensure the appropriate letter of thanks and certificate is sent
out from either the Chief Constable (where service is over one year) or the
CPPH Supervisor with the CiP portfolio (where service is less than a year but
more than three months).

Termination Process

13.7 Either the PSV or the Constabulary may terminate the Volunteer Agreement
with immediate effect at any time. While a notice period from the PSV would be
appreciated, it is not mandatory.

13.8 If the Constabulary decides to terminate the agreement, an explanation for the
reasons for termination will be provided to the PSV by the CPPH Inspector (who
holds the CiP portfolio) and the PSV may appeal this decision.
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13.9 Appeals will be reviewed by the CPPH Chief Inspector, whose decision will be
final. No further appeal will be permitted.

13.10If a volunteer role is no longer required due to organisational changes, the
Constabulary will make every effort to provide reasonable notice and, where
possible, arrange an alternative voluntary role.

13.11Upon termination, the PSV must return any clothing, Constabulary, ID/SALTO
card, or equipment of any description.

14. Data and Information about Volunteers

14.1 Personal information will be processed in accordance with the Data Protection
Act 2018 and the General Data Protection Regulations (GDPR). Information will
be held on the Dutysheet system, which is restricted and only authorised by the
CPPH CiP Supervisor. Volunteer files will be securely kept and accessed only
by those people authorised to do so. Suffolk Constabulary reserves the right to
share information about the PSV programme with other forces, but this will not
include any personal information directly attributable to any individual volunteer.

15. Insurance

15.1 Volunteers registered with the PSV programme are automatically covered by
the Constabulary’s public and employer liability insurance policy providing they
have recorded and are undertaking an active duty.

16. Volunteering and State Benefits

16.1 A person may volunteer whilst claiming state benefits but there are guidelines
and rules for the volunteer to be aware of. For further information, volunteers
should contact the Department for Work and Pensions.
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