
Your Volunteering Agreement

We are pleased to welcome you as a volunteer to Green Hive! Volunteers are the heart and soul of
our organisation and without the amazing effort from our volunteering team, we would not be able
to offer such a fun and diverse range of activities, projects and initiatives.

Volunteering with Green Hive

Volunteering opportunities will be available to you across multiple projects and we will work with
you to make sure you get the most out of your time volunteering with Green Hive. Whilst you are
volunteering with Green Hive although you will not be a member of staff, we will ensure you are
supported and valued and if you have any specific experience you would like to gain from
volunteering with Green Hive we will be more than happy to support you with this.

All of our projects will have set dates and durations, however, you can choose to volunteer for as
many hours as you wish to offer - we will be flexible around your needs. Your volunteering hours with
Green Hive will be as agreed between yourself and the project worker. If you have agreed to attend a
voluntary placement and are unable to do so, you must notify us within 24 hours of the start of your
placement.

It’s important to note that as a volunteer you are not entitled to wages, sick pay, holiday pay, or
any other contractual benefits ordinarily associated with employees. However, you are entitled to
claim for any reasonable expenses you incur as part of the project for which you volunteer.
Additionally, we will fully support you to take part in our activities and events and will take into
account your personal needs.

Health & Safety at Work

Under the Health and Safety at Work, etc. Act 1974 each individual has a legal responsibility for their
own welfare and for the health and safety of others. Any queries you may have relating to health
and safety matters should be raised in the first instance with your voluntary placement supervisor.

Every project we facilitate will have its own health and safety requirements and you will be briefed
on those requirements during your induction.

Green Hive and You

During your time volunteering with Green Hive, you will be working with a team of volunteers, our
staff, chosen partner organisations and sometimes members of the public - we expect you to be
courteous and respectful of others and in turn for others to be respectful and courteous to you. Your
time and effort with Green Hive is extremely valuable and you will always be supported in your time
with us.
Please contact us immediately if you are ever concerned about the conduct of other volunteers, staff,
partner organisations or members of the public towards you or members of your volunteering team,
or anyone attending our projects. We have attached our code of conduct in the appendix of this
agreement, these are the behaviours we would like you to demonstrate during your time
volunteering with Green Hive (See appendix 1 - Code of Conduct for Volunteers).
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Green Hive may need to suspend or end your voluntary placement should there be a breach on your
part of the relevant standards expected (see Appendix 1 for Code of Conduct for Volunteers). You will
always be involved in the discussion and decision to suspend or end your voluntary placement. In
circumstances where a project comes to an end, you will be invited to volunteer with another of our
projects or with one of our partner organisations.

If you are happy with the above agreement and the below information in Appendix 1, please sign
and date below.

I have read and understood the above and agree to my name and telephone number and/or email
address being used for the purpose of contacting regarding my volunteer placement with Green Hive.

Your name: ............................................

Signed: ............................................ Date: ........................

Contact details

Home phone: ........................................... Mobile phone: ...........................................

Email: ...........................................

Next of kin/person to contact in an emergency

Their name: …………………………………………

Their mobile telephone number: …………………………………………

Their email address: …………………………………………

Important Contacts

Neil Mapes -
Chief Operations Officer

Andy MacVicar - Enterprise
& Projects Officer

Caroline Woods - Volunteer
& Events Officer

- OperationsFiona Keir
Officer

Email: neil@greenhive.co.uk Email:
andy@greenhive.co.uk

Email:
caroline@greenhive.co.uk

Email:
fiona@greenhive.co.uk

Tel: 07453 912697
(normally available Mon-Fri)

Tel: 07564037887 (normally
available Tues, Thurs, Fri)

Tel: 07865601842 (normally
available Tues-Fri)

Tel: 07426423671
(normally available Mon-Fri)

Simon Noble - Chair of Trustees

email: simon@greenhive.co.uk
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Appendix 1 - Code of Conduct for Volunteers

Green Hive welcomes and values the contribution of members and volunteers who enhance Nairn’s
community and environment. Green Hive wants volunteers to have a positive experience in a
supportive environment. This Volunteer Code of Conduct is intended to establish such an environment
and to help prevent or deal speedily with issues should they arise.

Green Hive members and volunteers are subject to Green Hive Governing Documents, which are Nairn
River Enterprise Articles of Association and Green Hive policies including our Safeguarding Policy.

As with Staff, Green Hive expects a certain level of conduct from volunteers as laid out in the Guidance
below:-
1. Please be reliable, honest and mindful, upholding Green Hive’s values and reputation by acting in
Green Hive’s best interests inside and outside the organisation:-

● Avoid inflammatory or offensive comments about individuals or organisations including Green
Hive – this especially applies when using social media and websites whether for Green Hive or
privately.

● Ensure you are aware of your responsibilities within Green Hive policies - if in doubt seek advice
from Green Hive staff.

2. Please avoid participation in activities that could damage Green Hive’s reputation and public
standing, for example:-

● Political activities when acting on behalf of Green Hive, including communicating opinions to
MPs/MSPs or other organisations and when using the Green Hive logo or resources.

● Activities that may be against the law, resulting in conviction or caution.
● Membership of organisations whose ethos is considered contrary to that of Green Hive.

3. Carry out your volunteer role to the best of your ability, aiming to meet mutually agreed commitments
as determined by your designated member of staff:-

● Co-operate with and follow all reasonable instructions which apply to you.
● Keep in contact as agreed with your designated member of Green Hive staff, letting them know

in good time (at least 24 hours) if you are unable to carry out your volunteer role.
● Keep your designated member of Green Hive staff informed of any changes in address /next of

kin or other personal details.
● Disruption of the work of Green Hive staff or other Green Hive members and volunteers should

not occur.
● Reporting for, or carrying out your volunteer role under the influence of alcohol, or other

recreational drugs or substances is not acceptable.

4. Have respect for others, treating everyone you meet with courtesy and respect at all times. Green
Hive has a zero-tolerance policy where instances of unacceptable behaviour occur:-

● So that we can all work together for the benefit of the organisation, respect the roles of Green
Hive staff, as they respect your role and duties.

● Express your views openly, but courteously and respectfully in all your dealings, including within
and outside of meetings.

● It is never acceptable to take part in any form of physical violence, bullying or harassment.
● Avoid the use of abusive and offensive language, verbal or written, Green Hive commits to

Equality and Diversity please ensure your behaviour accords with this.
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5. At all times respect confidentiality, by protecting Green Hive information, records or data you use in
your volunteer role, even after your volunteering role has come to an end:-

● Please do not disclose information that is confidential about Green Hive, its staff, students or
other members and volunteers except where there is a safeguarding or ‘Prevent’ issue, or where
there is an issue provided for in Green Hive Safeguarding Policy or the Public Interest
Disclosure Act. If in doubt, seek advice and guidance.

● Remember Green Hive is governed by the principles enshrined in the 2018 General Data
Protection Regulations. (UK GDPR)

6. Comply with all arrangements to ensure the health, safety, welfare and security of Green Hive staff,
students, members and volunteers, premises and property:-

● Report any loss or damage to Green Hive property to your designated member of Green Hive
staff

● Please don’t remove or attempt to remove any items of Green Hive property, without permission
from your designated member of Green Hive staff.

● Don’t wilfully commit or attempt to commit an act that may endanger people or property or which
breaches safety rules, Green Hive policy or legislation.

7. Seek to understand and comply with Green Hive regulations and policies in all aspects when carrying
out your volunteer role (whether in Green Hive premises or other places), in relation to Green Hive staff,
students and other members and volunteers.

Relevant Green Hive policies to be aware of are –
● Volunteer Policy
● Health & Safety Policy
● Safeguarding Policy and the Prevent Duty
● General Data Protection Regulation (UKGDPR) Policies

8. Protect yourself from conflict of interest by not taking part in activities that may result in a conflict of
interest, seek advice from your designated member of Green Hive staff:-

● You must declare any interests outside of Green Hive that may conflict with those of Green Hive.
● The use of Green Hive equipment or materials, or other resources on Green Hive premises, is

for stated purposes, please do not use for any purpose other than that intended and authorised
by Green Hive.

● Do not enter into any contract on behalf of Green Hive without permission.
● It breaches your involvement with Green Hive to falsify documents, contracts, records, or

expenses or defraud or attempt to defraud Green Hive.
● Seek permission if you want to use Green Hive’s name for events (including fundraising events)
● You should not use the Green Hive name or logo unless this has been authorised by a

designated member of Green Hive Staff.
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