Name & contact details:                            

Volunteer role

Starting date:

Dear

I (name) would like to welcome you as one of our volunteers and hope that you have an enjoyable and worthwhile time with us.

As your volunteer manager I would like to take this opportunity to outline what we agreed in relation to your volunteering role.

You will start on Monday 2nd September, working with the Public Relations section on producing our quarterly newsletter.  As agreed you will volunteer 10am-1pm, or as agreed with Joanne, the PR manager.  If you cannot come in, at the agreed time, please contact Joanne or me as soon as possible.

You will be given a copy of 

-your role description 

-The Volunteer Handbook

- Copies of the Health & Safety & Equal Opportunities policy which you have agreed to adhere to

You are invited to intend our monthly team meetings and the volunteer meetings held 4 times a year, details of which are in your handbook.

The volunteer policies and procedures are available in the staff room for you to read.  I am happy to clarify or explain any questions you may have on these.

Helen will discuss your training needs with you and as discussed at the interview, you will be required to undertake training as the role requires.  In addition all volunteers must attend meetings/training on

-Volunteer induction

-Team policies and procedures

If you are happy with the details in this letter and ready to start volunteering with us, please bring it with you on 2nd September.

I look forward to seeing you then and if you have any questions, please don’t hesitate to get in touch.   Kind regards

