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Volunteer Handbook: Information on Communication
At Mearns Kirk Helping Hands we rely on our volunteers to support the groups and activities we offer, and it is very important to us that volunteers feel valued and included.  One of the best ways we can do this is to ensure we have good communication with our volunteers.  We aim to keep you up to date with any developments, training opportunities or other important information.  It is also important that volunteers feel able to contribute to decision making within MKHH, and can give feedback or offer suggestions.
Day to Day Contact
We recognise that communication is a “two-way street”.  Later in this manual you will find contact details for our staff team.  It is important that we hold current, accurate contact details for you.  Preferably this will include an email address, as this is the most efficient way of sending out any communications. However, we also will communicate to groups via “WhatsApp”.  If you do not have an email address or access to WhatsApp on your phone, Project staff will be happy to help you to set these up.  
These methods of communication will be used to keep you up to date with the activity you volunteer for, so it’s important that you check them, for the most up to date information.
You will also be given access to the “volunteer login” section of the website. Here you will find our Policies and Procedures, a copy of the Volunteer Handbook, as well as other relevant resources. 
Meetings
Some of our regular groups will have volunteer meetings, prior to the session to allow volunteers to get updated information on the day about new members etc. In some groups this sort of information will be shared via a group WhatsApp chat.
We understand that there may be issues or concerns you may have which you do not want to share with the whole group.  You can always ask to speak to the Group Leader in confidence, or you can speak to Project Staff.  You can phone, email, or make an appointment to come in for a chat with members of Project Staff. 



Once a year we also hold an Annual General Meeting.  This is a good opportunity to hear about what’s happening in other parts of Mearns Kirk Helping Hands.  We also see this as an opportunity to celebrate the wonderful contributions made by all our volunteers.
Celebrations
Celebrating our volunteers and thanking them for their generosity in contributing their time and skills is important to us.  A couple of times a year we aim to provide a social opportunity for all volunteers to come together, relax and have fun.  This may be a meal, a dance or perhaps an outing.  You will be kept up to date with any plans for such activities and given plenty of notice.
Feedback and Suggestions
There are many ways in which you can give feedback and suggestions to Mearns Kirk Helping Hands.  You can offer ideas during any of the meetings mentioned above.  If you prefer, you can email or speak to the Group Leaders or Project Staff directly.  You can also ask the Operations Manager to raise feedback or suggestions with the Board of Trustees or ask to be put in touch with the Trustees if you want to make a suggestion or give feedback directly.  If you prefer to make a suggestion or give feedback anonymously you can send a letter or postcard addressed to Project Staff (see Who’s Who for contact details).  Your contributions are extremely valuable to us, so please don’t be shy!
Finally, we will send out volunteer surveys every year or so. This gives you the opportunity to feedback on your volunteering experience, make suggestions for changes or improvements and help the charity ensure we are providing a supportive and positive experience for volunteers. 
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