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Section 1: Welcome 
 
We extend a warm welcome to you and hope that volunteering with 
Rowland’s will be both enjoyable and rewarding. 
 
The purpose of this handbook is to answer some of the questions often 
asked by volunteers. This handbook provides guidance to ensure 
volunteering remains enjoyable and rewarding, that you are 
supported during your time with us and you are encouraged to share the 
skills you have, as well as learn new ones.   
If you require any additional information or advice that is not contained 
within this handbook, or if you would prefer to talk to someone in person, 
please ask a member of staff. 

 
 

Why Rowland’s involves volunteers 
We welcome the involvement of volunteers in our organisation because 
of the unique qualities you can bring. Volunteers are able to further 
enrich the lives of the young people within the local area. Everyone who 
joins us brings a wide range of skills and experience, fresh ideas, 
flexibility, and good understanding of the local community. 

 

What Rowlands can give you 
Rowlands can offer you;  
 

• Valuable training that is recognised by other organisations and will 
be useful in future careers and volunteering opportunities.  
 

• The opportunity to be involved in various aspects of the 
organisations such as the drop in sessions, trips, workshops, 
project and street based sessions and work in schools 
 

• The flexibility to be involved as little or as much as you can  
 

• By working alongside young people and other volunteers and the 
staff team you gain the opportunity to learn and share skills to 
develop and challenge yourself and the young people for the 
growth of the organisation 
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Section 2: About Rowlands 
 

Selkirk Dry Bar Association was set up as a local charity over 20 years 
on the initiative of concerned parents, professionals, and church 
members, to provide an alcohol and drug-free drop-in centre for the 
young people of Selkirk. 

Through the generosity of the Tait family, donations from local people 
businesses and grants, the Association was able to obtain the premises 
which were formerly Rowland Tait’s hardware shop, and the flat above it.   
The rental income from the flat continues to contribute to the running 
costs of the organisation  

The dry bar association was then renamed “Rowland’s” in memory of the 
Tait family’s generous and kind contribution to the well-being of the 
youth of Selkirk for today and tomorrow. 

Rowlands has also been supported over the years through the kind 
generosity of various local organisations such as RP Adam, Spark 
Energy and Office specialities. 

Each month we receive donations  from local people in the community, 
which makes a massive difference to the opportunities we can offer the 
young people of Selkirk. 

We have 4 part time members of staff who are paid for through the 
generous grant donations from the Robertson Trust, Children in Need 
and Scottish Borders Council.  

But extra and endless thanks go to the volunteers who over the years 
have helped us provide many drop ins and workshop sessions, and to 
the board of directors who are made up of local people, who give up 
their time to support the continued development of the organisation for 
the benefit of the young people of Selkirk in the past, in the present and 
in the future. 
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Section 3: What is Volunteering?  
 

 
 

Rowlands accepts the definition of volunteering as given by Scottish Council for 
Voluntary Organisations.  
 
 
 
 
 
 
 
 
There are many ways to get involved within Rowland’s. If you have specific areas of 
interest or a particular set of skills, we will do our best to match you to an 
opportunity that is available within the organisation.   Here are some of the ways in 
which volunteers past and present have helped. 
Helping out in the kitchen  and café bar 
Driving mini bus for trips  
Helping with cookery group  
Doing a six week arts group  
 

Why Volunteer?  
 
Volunteering can benefit you in many ways; here is a list of just a few of them!  
 
 The enjoyment of being part of a team. 
 A chance to meet new people, make new friends and gain confidence. 
 The chance to use your individual talents and skills to benefit young people. 
 Personal growth and development. 
 The rewarding feeling of supporting young people to achieve their potential. 
 The knowledge and satisfaction of making a real difference. 
 Support to gain a qualification. 

 

 
 

 

“Volunteering is defined as an activity that involves spending time, 
unpaid, doing something that aims to benefit the environment or 
individuals or groups other than (or in addition to) close relatives.” 
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Section 4: Volunteer Rights and 
Responsibilities 
Rights 
Whilst volunteering with Rowlands you have the right 

 To be a valued and appreciated partner of Rowland’s. 
 To be treated with respect and dignity. This means Rowland’s will not tolerate 
       racism, homophobia, sexism or any other form of discrimination against 

volunteers, staff, or service users. 
 To be listened to and any concerns taken seriously. 
 To have an agreed, clearly outlined list of objectives and tasks, so you know what 

is expected. 
 To be able to say no or negotiate tasks and responsibilities. 
 To have a named person to go to for support and to talk with about your 

volunteering experience and achievements.  
 To volunteer in safe premises with safe conditions. 
 To be kept regularly informed about changes and opportunities within 

Rowland’s. 
 
 
 
 
 
 
 
 
 

Responsibilities 
We also have the following expectations from you,   
 To treat others with respect and dignity. 
 To attend all mandatory training, and be aware of health and safety equipment 

e.g. fire exits, extinguishers, etc. 
 To be reliable and punctual, providing necessary notice of any absences. 
 To share any worries or concerns you may have about volunteering with your 

named person.  
 To ask for help wherever you feel it is needed. 
 To approach service users, staff and the public in a polite, friendly and 

cooperative manner. 
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Section 5: Disclosure of Information 
 
 

 
Rowland’s must ensure that everyone involved with the organisation, including 
volunteers and staff, is suitable for the kind of work or voluntary activity they are 
doing.  
 
By law, anyone who is, or will be working or volunteering  
directly with young people, will be asked to have a  
PVG (Protecting Vulnerable Groups) check.  
 
 
When we ask for personal information, we promise: 
 
 To make sure you know why we need it. 
 To only ask for what we need. 
 To make sure that we protect it and make sure that nobody has access who 

should not. 
 To make sure that we do not keep information any longer than necessary. 
 Not to make your personal information available for commercial use without 

your permission. 
 To have the right to see any information held about you, by first giving written 

permission, and will be provided in 14 working days  
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Section 6:  Code of Conduct 
 

 

 

Rowland’s staff and volunteers are expected to uphold clearly stated 
values as found in Rowland’s Professional Code of Conduct: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other relevant policies and standards that you should be made aware of during your 
induction are: 
 
 Health & Safety Policy 
 Concerns and Complaints Standard 
 Equality & Diversity Standard 
 Confidentiality Standard 
 Public Interest Disclosure (Whistle-blowing) Policy 
 Child Protection and Protecting Children & Young People  
 Mental Wellbeing at Work Standard 

 
 
 
 
The following are small extracts from the original policies which you should also 
familiarise yourself with. 

 
 
 
 

➢ Value each person’s individuality and respect his or her total wellbeing. 
 
➢ Value the development and maintenance of trustworthy relationships, personal 

and professional. 
 
➢ Value the environment and use resources wisely, accepting responsibility to the 

communities in which we work. 
 

➢ Value a just and socially inclusive society. 
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Health & Safety 
All volunteers will be made aware of, recognise and accept their responsibilities 
under Health & Safety Law Act 1974, and carry out their duties accordingly. 
Volunteers are expected to comply with any measures aimed at protecting their own 
and others’ safety, and to work safely at all times. If you have any concerns relating 
to Health & Safety you must inform the line manager of Rowland’s immediately.  
 
In the event of any significant accident/incident or unsafe situation arising when your 
named person within Rowland’s is unavailable, you should bring the matter to the 
attention of any other staff member. 
 

Absence 
Although volunteers are expected to fulfil their commitment to their role, we 
understand that situations can arise and there may be times you cannot attend as 
agreed. If you are unable to attend, please contact your named contact person in 
advance. If they are unavailable, explain your situation to one of the staff in 
Rowland’s.  Only in exceptional circumstances should you leave a text, email, 
message. 

Time commitment  
We expect you to turn up 15 minutes before sessions start and stay 15 minutes at 
the end.  This is for you to be involved and updated in the planned sessions and to 
participate in recordings 

Confidentiality 
As a volunteer you may be privy to information of a private and confidential nature 
relating to Rowland’s and users of the service. Information gained in this way must 
not be disclosed to any person, in detail or by way of illustration, either during your 
volunteering or afterwards. Failure to adhere to this principle may be in breach of 
the Data Protection Act 1998, as well as Rowland’s Confidentiality standard. 
Breaches in confidentiality may result in your voluntary role being terminated. 

Drugs and alcohol  
Rowlands has a zero tolerance to drug or alcohol misuse.  Any volunteer who 
displays any conduct and is believed to be under the influence of drug or alcohol will 
go through the disciplinary procedure, which may result in termination of your role. 

Equality & Diversity  
Rowland’s aims to eliminate discrimination in the organisation against individuals on 
any basis including gender, religion, age, disability, ethnicity, and sexual orientation.   
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The organisation strives to ensure a diverse workforce, representative of the 
demographics of the community in which we work. If you have any concerns 
regarding anyone acting in a discriminatory way, please raise the issue with your 
named person. 

Out of pocket and Travel Expenses  
Volunteers will never be expected to purchase any items from their own person 
money.   Only in prearranged circumstance will this happen, and all receipts will be 
required.  Use of your car will only be in exceptions circumstances and any mileage 
will be reimbursed in line with Rowland’s car user policy  

Problem Solving Procedures 

Rowland’s would like all volunteers to enjoy their time with us.  If you have any 
problems or concerns while you are volunteering, please talk to your named person 
as soon as possible to enable any issues to be dealt with promptly.  
 
If we think there is a problem with your role within Rowland’s, then we will also try 
to talk to you as soon as possible.   We will ensure that you receive regular support 
and supervision which is protected time for you to discuss any issues and ideas. 
 

Concerns & Complaints Standard  
Rowland’s is committed to listening and responding actively to any comments, 
concerns and complaints. We will make every effort to respond to concerns before 
they develop into complaints.  
 
Any concern or complaint should be raised with your named person. Full details of 
the procedure can be found in the Rowland’s office. 
 
If you have a complaint let us help you sort it out. Copies of all relevant standards 
can also be accessed in the Rowland’s Office. 
 

Have your say 
You can make your views known on the work of Rowland’s by speaking, writing or 
sending an email to your named person.  Or if they are not available to another 
member of the staff team.   
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Section 7: Social Media Policy 
 

 

The internet  and social media are becoming increasingly important tools for young 
people, and therefore Rowland’s staff and its volunteers need to be kept updated 
and aware of usage and trends. The intent of the Rowland’s social media policy is to 
ensure the safety of staff, volunteers and young people when using social networking 
sites. 
 
 
 
 
 
 
 
This policy applies to all volunteers during and after their time volunteering.  Under 
no circumstances should Rowland’s employees or volunteers invite or accept young 
people to be a 'friend' on social networking sites.   
  
We strongly suggest that you check your own personal privacy settings and suggest 
these be set so that only invited friends (not young people) can view personal 
information, images, comments etc.  
 
Care and consideration should be taken when posting on your own page and any 
media pages which are owned by Rowland’s to ensure that any content within the 
profile/pages does not:  
 
 Discredit the individual or others within Rowland’s. 
 Create a perception of the volunteer’s inability to fulfil their role as a 

practitioner.  
 Contain content which might be interpreted as an official statement on behalf of 

Rowland’s.  
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Section 8: Volunteer Induction Checklist 

 
 

Volunteer Name: ___________________________ 
 
Date: 
 
 
 

Welcome  

 
 Introduced volunteer to other members of staff  
 Shown where to leave coat, bag and personal belongings  
 Shown tea & coffee facilities  
 Shown where toilets are  

 
 
 

Health & Safety 
 
 Have you explained the fire procedure including locations of alarms and 

extinguishers?  
 Have you shown the volunteer how to record any incident?  
 Have you checked they are aware of what to do in the event of an incident?  
 Have you run through aspects of the risk assessment for the role, amending as 

appropriate?  
 PVG forms completed 
 Shown where all the polices referred to in this document are kept 
 Contact details of named person and office have been given  
 Application form has been completed 
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Section 9: Contact Information 
 

 

 

 

 

 

 
24-26 West Port. Selkirk, TD7 4DG 

 
  (01750) 21222 

 

 

ONLINE AND SOCIAL MEDIA: 

 
Website: http://rowlands-selkirk.org.uk/  

 

  
Facebook: https://www.facebook.com/RowlandsSDBA  

 
Twitter: https://mobile.twitter.com/RowlandsDryBar  

 
Or pop in and see us. 
 

http://rowlands-selkirk.org.uk/
https://www.facebook.com/RowlandsSDBA
https://mobile.twitter.com/RowlandsDryBar

