
Help & Shelter 

   Volunteers’ Policy 

Background 

Help & Shelter is a nonprofit organisation under the Companies Act in 
November 1994 and the organization was formally launched on 26th 
November 1995 (International Day for the Elimination of Violence 
against Women). 
The organization was founded by volunteers. 

 

The Purpose 

 

The purpose of this policies and procedures is to provide an overall 

guidance and direction to individuals serving as volunteers for Help & 

Shelter. The policies and procedures do not constitute either implicitly or 

explicitly, a binding contractual or employment agreement. Volunteers shall 

not be considered as employees of Help & Shelter. The role of volunteers 

complements but does not replace the role of paid staff. 

Help & Shelter reserve the right to change any of these policies and 

procedures at any time and expect adherence to the changes.   

By adopting this policy Help & Shelter aims to:  

 highlight and acknowledge the value of the contribution made by 
volunteers; 

 reflect the purpose, values, standards and strategies of the 
organization in its approach to involving volunteers;  

 recognize the respective roles, rights and responsibilities of 
volunteers; 

 confirm the organization’s commitment to involving volunteers in its 
work; 

 establish clear principles for the involvement of volunteers; and 

ensure the ongoing quality of work carried out by our volunteers. 
 
 
 
 
 
 
 
 



 
1. Volunteers Training/Induction  

All volunteers have to go through an orientation process before they 
are qualified to be a volunteer at Help & Shelter. 

 
2. Signing on to Help & Shelter’s Sensitivity Policy and Child 

Protection Policies 
After training is completed persons are asked to sign on, on the 
policies of H & S. 
Once working (volunteering) in the capacity of Help & Shelter, one is 
expected to adhere to the policies of the organisation regardless of 
your personal views and opinion. 
- Sensitivity Policy – re appendix 1 

 
- Child Protection Policy   

 
3. Volunteer register 

A register of active volunteers will be kept at all times. The register 
record; Names of the Volunteer, Address of Volunteers, Contact # 
and any designated position held with H&S. 
This register will be updated every 6 months as it coincides with the 
membership regulations as set out in the By-Laws of Help & Shelter.   
 

4. Volunteer Activities Register  
An activity log will be kept to capture the work being done by 
volunteers.  
 

5. Report 
All work, this includes PubEd, Visits to the Shelter will be reported via 
a formal report which will be submitted to the Board, M&E Officer 
and the Coordinator this can be done on the Form Re: Appendix 2  
 
 

6. Statutory Meeting 
Help & Shelter volunteers are required to have a statutory meeting on 
the 2nd Saturday of every month. 
An attendance register will be kept. All volunteers present are 
required to sign the attendance register. 
Minutes of each meeting are to be circulated to volunteers. A copy 
must be submitted to the Board of Directors, the Coordinator, the 
M&E Officer and Public Education Officer. 



 
7. Confidentiality 

Volunteers are responsible for maintaining the confidentiality of all 
appropriate or privileged information to which they are exposed while 
serving as volunteers, whether this information involves staff, 
volunteers, or other persons, or involves overall institutional business 
 

8. Expenses /Accountability 
Volunteers’ funds are kept in a separate account. Volunteers are 
responsible for their own fund raising activities. Expenses will be 
reimbursed for work done, on an approval basis. 
A Expenditure form (appendix 4) or report must be submitted to the 
Accountant for a cheque to be prepared.   
Volunteers should discuss any planned expenditure prior to incurring 
these expenses with the Board. 
 

9. Resolving problems    
 In the cases of a dispute among volunteers      
 On complains on the conduct of volunteers 

This will be dealt with in accordance with Help & Shelter’s 
Governance, Policies & Procedures Manual under chapter 2 Grievance 
and Disciplinary Procedures.   

                                                         

10. Policy review 
Overall responsibility for the implementations, monitoring and review 
of the policy and procedures lies with the Board of Directors 
Implementation and adherence to this policy is the responsibility of 
all volunteers within the organization. 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix 
 

1.  Sensitivity Policy 
 

HELP & SHELTER’S POLICY ON SENSITIVE & OTHER IMPORTANT ISSUES 

This document must be read and signed by every person who works with Help & Shelter in any 

capacity. 

To the extent that it is inconsistent with any previous policy, it supersedes that policy.   

Background 

Help & Shelter's mandate is to contribute to the removal of the use of violence in our society. Frequently, 

associated issues arise, which, irrespective of our personal positions, need to be met with a common Help 

& Shelter response. 

General 

 We will uphold and comply with all human rights/anti-discriminatory legislation and 

international conventions 

 We recognise that while we are unified in our commitment to end violence in all its forms, we are 

diverse in many other respects 

 We will respect our diversity at all times  

 We will not allow bigotry in any form to dictate the work that we do and the persons by or for 

whom it is done 

 

Racial Prejudice/Discrimination 

 We will not accede to requests that counselling, public education or other help be/be not provided 

by a person of a particular race  

 We will discourage racial prejudice and discrimination in all our work 

 

Homosexuality 

 We will apply our counselling skills and strategies to deal with issues of abuse and violence 

professionally and impartially whatever our individual feelings towards homosexuality and same 

sex relationships may be 

 We will not attempt to change people's sexual orientation 

 We recognise the need for further training with regard to specific issues that may arise  

 

Religious, Gender and other Prejudices 

 We will not pander to religious prejudice, sexism, ageism or other prejudices    

 We recognise however that some of our clients and public education partners may,  because of 

perceptions of the quality of intervention, prefer to deal with persons of a particular religion, 

gender, age or socio-economic class 

 While we may meet a special request, we will engage the makers in straightforward discussion of 

the perceptions associated with that request 

 If in doubt as to whether to meet a special request, we may discuss it among ourselves 

 

Abortion 

 We recognise the right of every pregnant woman to make an informed choice as to whether or not 

she wants to give birth  

 We will encourage her to get information and advice on all options  

 We will tell her about the agencies (e.g. the Family Planning Association of Guyana, the Early 

Pregnancy Advisory Service and the Guyana Responsible Parenthood Association)  

 that give information and advice  



 We will not attempt to counsel on whether or not she should remain pregnant  

 If we are uncomfortable with a client’s choice, we may refer her to another counsellor  

 In cases of pregnancy resulting from rape, we will: 

o provide rape trauma counselling  

o refer the client to (an)other agency/agencies for appropriate advice and assistance 

regarding the pregnancy 

 

Corporal punishment 

 We will not condone the corporal punishment of children any time, any place, anywhere 

 We will do all that we can to educate parents and prospective parents, teachers and caregivers 

about non-violent disciplinary alternatives 

 

Complaints/Allegations of Misconduct 

 We recognise that complaints/allegations of misconduct may be made against any of us 

 We will not investigate anonymous complaints/allegations 

 We will investigate complaints/allegations made by persons who are willing to be identified and 

to sign a written statement 

 We accept that investigation of a complaint/allegation made against us may be carried out before 

we are made aware of it  

 Investigations will be carried out by the board. Outside assistance will only be sought if the board 

considers it necessary 

 Our response to a complaint/allegation will be as follows: 

o We will ask the complainant’s name and if s/he refuses to give it, politely state our policy of 

not investigating anonymous complaints/allegations 

o If the complaint/allegation is made second-hand (i.e. the complaint/allegation has been made 

to the person contacting us by a third party), we will politely tell the person passing on the 

complaint/allegation that we will not investigate anonymous complaints/allegations 

o If the complainant is willing to give her/his name and to sign a written statement, we will 

obtain contact information and brief details of the complaint/allegation and inform the 

complainant that the coordinator or a director will be in touch with him/her shortly to arrange 

for a written statement to be taken 

o In no circumstances will we make any comment upon or engage in any discussion of the 

complaint/allegation  

o All complaints and allegations must be treated with complete confidentiality 

 

Complaints about our Service 

 If a complaint is made about Help & Shelter’s handling of  a particular case, we will find out the 

details of the case (name, year of occurrence etc.) and bring it to the attention of the coordinator 

or a board member so that the file can be found, checked and an appropriate response given 

 In order to ensure that we are able to respond to complaints, we will ensure that all files contain – 

o Full records of all meetings, phone calls, referrals and discussions 

o Copies of all correspondence and all other relevant documents 

 We recognise that there will be persons who will not be satisfied with our services, but will 

endeavour to resolve any differences before we close a file 

The Media 

 We recognise that the media is important to raise awareness about domestic violence and child 

abuse, and about our work 

 We will take full advantage of opportunities to carry out public education work through the print 

and electronic media 

 We will however resist any attempt to politicise our work or to introduce any partisanship into the 

work we do and if we receive a media request for a comment on any particular issue (i.e. on a 



matter that is related to ‘news’ rather than public education) we will refer it to a board member or 

the coordinator 

 We will whenever possible issue a print statement to the media if asked for a comment on any 

particular issue 

 

I accept and agree to adhere to the contents of this document and acknowledge that failure to do so may 

result in the termination of my relationship with Help & Shelter.  

 

Name: 

Signature: 

Date: 

 
2. Volunteer’s Reporting Form 

Help & Shelter Volunteers -Activity Reporting Form  
 

Activity:…………………………………………………………………………………………… 

 

Objective of 

Activity:…………………………………………………………………………………………… 

 

Person/s Implementing 

Activity:…………………………………………………………………………………………… 

 

Total # of Persons Reached: (        )        Female (       )        Male(        ) 

 

# & Type of H&S Leaflets Distributed: 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

 

Feedback from Volunteer(s):………………………………………………………………… 

 

…………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………… 

Feedback from 

Participants:………………………………………………………………………………………. 

 

……………………………………………………………………………………………………… 

 

Challenges:………………………………………………………………………………………… 

 

……………………………………………………………………………………………………… 

 

Recommendations:……………………………………………………………………………… 

 

……………………………………………………………………………………………………… 

   

Signature: …………………… 

Date:…………………………         



 

3. Volunteers’ Expenditure Form 

  

 
Expenditure 
Claim Form 

  

DATE:_____________  

 

PAYABLE  TO:  
 
 

 

 DETAILS OF PAYMENT   

    

    

    

    

    

    

    

    

    

    

 TOTAL  
 

  

Received  by:_____________    

Verified    by:_____________ 
 

 
Help & Shelter Volunteers  


