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Get Involved!TheBelfast Hills Partnership Volunteer Handbook

Welcome

Hello and welcome to the Belfalills Partnership volunteggrogramme.You have in your hands

your very own Volunteer Handbook. It has been put togethgurtvide you with all of the essential
information you will need as a volunteer as well as a broad knowledge of our organisation, including
the Belfast Hills Partnership policies and procedures.

The Belfast Hills Partnership (BHP) is an independent cldrith seeks to imprahow the hills

are managed. Wdo this by working with our partnergcluding local councils, government
departments, community groups, nature conservation organisations and businesses committed to
caring for theBelfast hills and thir people.The operational boundary of the BHP covers s&B6e0
hectaresacross the Greater Belfast argacluding wetknown landmarksuch as Cave Hill, Divis
Mountain and Colin Glen Forest Pafkavelling across the Belfast Hdls a clear daywalkers are
rewarded with spectacular views of Belfast Lough, the Castlereagh Hills, Ards Pettiedsla,of

Man and Scotland.

InJanuary 2012, the BHP secured funding from the Heritage Lottery Fund,emlaicled us to set

up a Landscape Partnerstigheme (LPS) and, amongst over 30 different projects, a comprehensive
volunteer programmeOver the years, the programme has grown to become integral to the BHP and
is now a major part of the legacy of the LR% hoped that volunteers will remain amportant
component of the BHP for years to come, and with your help we will no doubt achieve this.

Our Mission
With the assistance of our volunteers, the BHP aims to:

1 Protect, maintain and, where possible, enhance the landscape and wildlife of thetBelfas
Hills

1 Conserve and manage the native flora and fauna and sites of biological and scientific
importance within the Hills

1 Protect , maintain and promotancient sitesmonuments buildings and artefacts of
historicalarchitectural or constructional interésr merit in the Belfast Hills
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1 Promote improved access to the Belfast Hills, in agreement with the legitimatests of
farmers and other landowners

9 Provide and managecreational facilities in the Hilfer the use of the general public
9 Support locahgriculture and the communities that depend upon it

9 Provide opportunities for training, research, education and interpretation of the Belfast Hills

Induction

This handbook contagall the necssary information and documentation you need to volunteer
with us. In the following pages, we will make reference to a range of policies adopted by our
organisation, in order to give you a brief introduction to thdfryou would like access to the full
versions of these documents, pleagsit the volunteer sectionf our website omask the Volunteer
Officeror another member of BHP stdtfr a hardcopy

During your induction you will be introduced to the rest of the team at the Belfast Hills Partnership,
given detailed information about your role and asked to catgh short registration form
including contact details and an emergency contact number. All the information that you provide us
with will be kept strictly confidential in accordance with the Data Protection Act 1998.

If you have any queries at all regard your induction, please do not hesitatetalk to your
Volunteer Officer.

Volunteering
The volunteer ol e i s a

gift relationship’ binding only

FAQs

How much experience do | need to volunteer?

None. As a nowliscriminatory organisation wencourage andvelcome people of all abilities and
experience levels, regardless of age, ethnic or social background and gender or sexual orientation.
Wetry to tailor our tasks to the ability and needs bktgoup so as to include everyong€he BHP is

committed to the training and development of anyone who shows dedication to their role, so we
will equip you withthe skills and knowledge you need to carry out your role effectively.
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Volunteers with mental or prsical disabilities should be aware that some of our tasks may not be
wholly suitable, but if you get in touch with our Volunteer Officer, they will be able to give you the
best advice on how you can volunteer with us or another local organisation.

How muchtime do | need to commit?

This is entirely up to yo.he volunteer programme is very flexible in that volunteers may come as
much or as little as they can or wargome come to every task possible, some turn up once or twice
a year, everyone is welcomed the samdllwe ask is that you communicate your dahility to the
Volunteer Officer, so that he/she can plan the work to be done for the weeks ahead. Reliability is
also extremely important to us, so please let us know if yeuranning late or unable tattend.

Will volunteering affect any of my welfaréenefits?

Volunteering should have no affect on the benefits you receive, provided you still fulfil the
conditions attached to them. It is, however, advisable to speak with your personal benfits advisor
before you start volunteering. Please bear in mihdttvolunteering is a great way to boost your CV
and improve your overall employability, showing commitment and dedication to prospective
employers. Ask the Volunteer Officer about providing you with a reference if needed.

Specific Roles

While many of tle tasks we do on the Hills require general volunteers, we do offer some specific
training for those who feel that they would prefer to occupy a particular role. These require certain
levels of interest, passion and commitmebinderstandably, some of thegmsitions are only

required at certain times of the year, so pleaaito the Volunteer Officeror check out the
website,to find out what specific roles are on offer at the momeBear in mind that some roles are
only suitable for londerm voluntees.

Feedback

In addition to training an@xperiencewe willchat to you regularly on tasks to see how you are
getting on and providgou with any feedback that we think might be helpftihisalso gives you an
opportunity to tell us if there is anythingise that we can do for you, although you should feel free
to talk to you Volunteer Officer at any time if you have any problems, queries or requéstsmay
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also request more formal meetings from the Volunteer Officer if you Wikkre is a feedback rfim

which you can fill out for specific tasks or more generally. This is availaloler website on request

from the Volunteer Officer, or to be found inthe plagico c k et i n t he-bagl unheer
tasks. When the Volunteer Officer is unavailablease feel free to approach another member of

BHP staff with any queries or issues you may have and they will do their best to help.

When you are moving on to pastures new and need a reference, please do notdésidask the
Volunteer Officer. If th&olunteer Officer is unavailable, please ask another member of BHP staff.

Confidentiality

While volunteering with the Belfast Hills Partnership you may be subject to information that is not
widely available to the general public. We hope that you woufbeet the confidential nature of
this type of information.

Our Representatives

Please remember that every time you volunteer for thedf8st Hills Partnership you are

representing the organisation and some tasks will involve interaction with the pdbheys be sure

to welcome people and treat them with courtesy and respect. If they require further information,
please refer them to a member of staff. Inform the Volunteer Officer if anyone asks you to represent
the BHP outside of a volunteer task, oyalu would like training or guidance specifically aimed at
dealing with the public.

Relevant Policies
There are a number of policies that relate to volunteering for the Belfast Hills Partnership. Below you
will find a brief outline of these documental| available to read in full from the BHP library.

il
il

Volunteer Policy- sets out the principles for volunteer involvement with the BHP.

Equal Opportunitied/olunteerPolicy— outlines our commitment to providing a nen
discriminatory environment that welcomes diversity.

VolunteerlT & Internet Policy— outlines our IT guidelines, including code of practice
regarding internet use and email etiguette.

Volunteer Health & SafetyPolicyand Code of Conduct addresses the health and safety of
volunteers while they are involved in any tasks related to the.Biftlines the procedures
they must follow in the event of an incident or accident atateshow we expect
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volunteers to onduct themselves as well astting out a number of rules and regulations
that we expect volunteers to abide by.

SafeguardingPolicy—aims to ensure that all childreamd/or vulnerable adultparticipating

in activities organised by the BHP, either orofirits premises, do so in as safe a manner as
possible.

Lone WorkingvolunteerPolicy— details the measures we have in place for volunteers if
they have to work alone, to ensure their safety and vioeling.

Dealing with Problems Volunteer Polieyon the rare occasion that a complaint has been
made against a volunteer, this policy atie procedures within will be referred to and
followed.

Volunteer Grievance Policyon the rare occasion that a volunteer has an issue with BHP or
a member of BHP stathis policy and the procedures within will be referred to and
followed.

Health & Safety

Under the Health and Safety at Work (N.I.) Order 1978, as a volunteer you have a duty to:

1

Take reasonable care for the health and safety of yourself and all otlfersnay be

affected by yours acts or omission.

Cooperate with supervisors and managers to comply with the law in achieving a healthy and
safe workplace.

Use safety equipment and personal protective equipment when required and ensure that it
is maintainedserviced and stored safely.

Report anything that seems dangerous, damaged or faulty to your immediate supervisor
who will investigate and have the problem dealt with.

Report all accidents or personal injuries once they occur so that help can be sougld and
that it is recorded in the Accident Book.

General Safety

T
)l

Always know the location of the neardslephoneand firstaid kitin case of accident.
Any accident or near miss must be reported to a member of agffoon as possibénd
recorded in the Accident Book.
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9 If you have any doubts as to the safe method of doing any task or activity that is asked of
you, ask a member of staff for help or support.

9 If you notice that any of our equipment is faulty or in poor condition, pleasa member of
staff know as soon as possible.

1  We will always try to provide you with the necessary personal safety equipment (gloves,
fluorescent vest etc.). Please use it when required and inform us if you need anything else.

1 If you feel ill, stop workrad find a member of staff as soon as possible.

1 The consumption of alcohol by anyone representing the BHP, including volunteers, is
forbidden at all times.

1 Volunteers are not permitted to operate any Bi#thicles or power tools

9 If possible, avoid workingoyour own or late at night. Personal alarms and first aid kit are
available for your protection if lone working is unavoidable.

For a full guide on health and safety when vol un
Safety Policy and Code of Cond t and our ‘Lone Working Voluntee

Facilities

Although we do have a phone in our office, please note that it should only be used in exceptional
circumstances and is not for general personal use. We also have basic kitchen and toilet faudities
ask that all volunteers wash their own dishes and leave all areas as they find them.

Insurance

Al | of our volunteers are covered by BHP Empl oye
actively engaged with theHBP. However, personal equipménitelongingsand use of personal

vehicleare not coveredPlease note that if you are using your owrrganal vehicle for transport to

from or duringany volunteering activities you should inform your insurance company, as it may

affect your cover.

Copyright

We hope that you are happy tonate the rights to any original material you may produce while
volunteering for the BHP (e.g. photograpipresentations, posters etc.) These can then be used on
our website, newletters, event alertstraining dayor pressreleases
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We hope that youenjoy your time volunteering with the Belfast Hills Partnership. If you have any
guestions or queries, please feel free to contact our Volunteer Offioeany other member of
staff.

Get involved!

Volunteer Officer:Lisa Critchley

Email:lisa.critchley@belfasthills.org

Phone:02890 603 466 / 07950 620 924
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