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Mearns Kirk Helping Hands
Managing Endings with Volunteers
Introduction
Mearns Kirk Helping Hands (MKHH) is a volunteer led charity; we rely on the support of our volunteers to deliver our work and meet our stated charitable aims.  However, we recognise that the relationship a charity has with its volunteers is finite, and that there are many reasons why a volunteer may choose or be required to leave the charity.  It is important for both the volunteer and MKHH that endings are managed in accordance with our general ethos and in line with other MKHH policies.
This document aims to consider the most common reasons for volunteers leaving MKHH and ways in which these exits should be managed to ensure fairness, transparency, and the best possible outcomes for both parties.
Managing Endings
It would not be possible to consider every possible scenario where a volunteer may choose or be required to leave MKHH.  Outlined below are some of the most common reasons for volunteers leaving roles and actions which should be taken by MKHH staff and Trustees to ensure ending are managed consistently.
Volunteer Leaving Due to Ill Health 

Volunteers may need to leave their roles on a temporary or permanent basis due to ill health.  In these circumstances, MKHH should:

· Support the volunteer to explore any other volunteering roles both within and out with MKHH which may still be a suitable option for them, should the volunteer wish to do so.

· Offer any support the volunteer may need.  This may include signposting to other organisations.

· Ensure the volunteer is thanked for their contributions to MKHH.  This should include a card or letter from the Group Leader, Volunteer Coordinator or Trustees, depending on the position of the volunteer.

· Ensure the volunteer knows that they are welcome to continue to attend MKHH activities as a participant should they wish to do so.

· Ensure that the volunteer know they are welcome to re-join MKHH as a volunteer in future should their health improve.

Volunteer Leaving Due to Age

Volunteers may decide to leave their role due to age.  There are some volunteering roles which may no longer be legally carried out by volunteers above a certain age, for example driving the minibus.  In these circumstances, MKHH should:

· Support the volunteer to explore any other volunteering roles both within and out with MKHH which may still be a suitable option for them, should the volunteer wish to do so.

· Offer any support the volunteer may need.  This may include signposting to other organisations.

· Ensure the volunteer is thanked for their contributions to MKHH.  This should include a card or letter from the Group Leader, Volunteer Coordinator or Trustees, depending on the position of the volunteer.

· Ensure the volunteer knows that they are welcome to continue to attend MKHH activities as a participant should they wish to do so.

Volunteer Leaving Due to New Paid or Voluntary Role

Volunteers may move on from MKHH having secured a new either paid or volunteering role. 

Where this is to move to a new volunteering role, the Volunteer Coordinator will have a conversation with the volunteer to explore reasons why a different volunteering role is more attractive or appealing to them.  From this, we may learn if there is anything MKHH could have done additionally or differently to retain the volunteer.   

Generally, in circumstance where a volunteer is leaving to take up a new paid or voluntary role, MKHH should:

· Where appropriate, provide the volunteer with a reference.
· Ensure the volunteer is thanked for their contributions to MKHH.  This should include a card or letter from the Group Leader, Volunteer Coordinator or Trustees, depending on the position of the volunteer.

· Ensure the volunteer knows that they are welcome to continue to attend MKHH activities as a participant should they wish to do so.

Volunteer Leaving Due to Change in Circumstances

This covers volunteers leaving due to a change in family circumstance, moving, changes to other paid or voluntary work undertaken and any other change in circumstances which means the volunteer will no longer be able to carry out their role with MKHH.

In these circumstances, MKHH should:

· Support the volunteer to explore any other volunteering roles both within and out with MKHH which may still be a suitable option for them, should the volunteer wish to do so.

· Offer any support the volunteer may need.  This may include signposting to other organisations.

· Ensure the volunteer is thanked for their contributions to MKHH.  This should include a card or letter from the Group Leader, Volunteer Coordinator or Trustees, depending on the position of the volunteer.

· Ensure the volunteer knows that they are welcome to continue to attend MKHH activities as a participant should they wish to do so.

· Ensure that the volunteer know they are welcome to re-join MKHH as a volunteer in future should their circumstances change again.

Volunteer Being Told to Leave Due to Misconduct

MKHH expects that everyone who volunteers with us abides by our Code of Conduct and other relevant Policies and Procedures (please see end of this document).  Where this is not the case, a volunteer may ultimately be told they may no longer volunteer with MKHH. 
In these circumstances, MKHH should:

· Ensure that a fair, consistent and transparent process has been followed which has led to the decision to tell the volunteer they must leave MKHH.

· Provide the volunteer with the opportunity to give their own version of events where misconduct is alleged.

· Provide the volunteer with a written statement outlining the reasons the volunteer may no longer volunteer with MKHH.

This document should be read in conjunction with the following policy documents:

Code of Conduct

Complaints Procedure

Dignity at Work
Equal Opportunities Policy

Fundraising Policy

Health and Safety Policy

Incident Reporting Procedure

Raising an Issue

Social Media Policy

Substance Use Policy

Use of IT Policy

Whistleblowing Policy
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