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Check list for Employer Supported Volunteering:

It is recommended that between your own organisation and the VIO or CIC organisation that you will be supporting the following checks and balances are in place.

· Public Liability Insurance- ensure that both the employer organisation (Employer Liability Insurance copy of it needed) and the supported organisation have the appropriate PLI in place to cover the legal personal safety requirements for all participants. (copies should be provided)
· Named supervisor & contact details- know who the contact persons are for each of the involved organisations, ensure all participants are aware of these names.
· Number in group- be clear on how many people will be participating in the ESV activity, ensuring that the task being offered is suitable for the designated number.
· Equipment provided if needed- be clear on what equipment will be available during the ESV activity via the charity or if ESV participants will be asked to bring along their own e.g.; gardening; will participants need to provide their own set of protective gloves, does the charity have sufficient tools in order for all involved to be able to work on garden or will participants need to supplement with own gardening equipment?
· Risk Assessments- ensure that the tasks have been adequately risk assessed by the VIO or CIC and your own company’s risk assessment policy to ensure the safety of all involved. 
· Timescale of project- clearly state the time scale and dates for the ESV activity and have both parties agree to these terms.
· Refreshments provided- will the charity be able to provide refreshments (tea/coffee/water and/or snacks/lunch) or will ESV participants need to provide their own, or will the Employer provide a catered lunch?
· First aid- on site and location of first aid kits 
· Toilets and hand washing facilities- accessibility.
· Parking, public transport links and storage- for personal items.
· Photography/photo consent forms- designate a photographer to document the work being undertaken and ensure participants have consented to being photograph. (consent form available)
· Share the results with KCV- let KCV know if you are willing to share photos, testimonials, and feedback with KCV to allow for future ESV funding and development of this programme. 


Community Partner / Volunteer Form

	Contact Details

	VIO or CIC Organisation:  

	Location:
	Postcode

	Contact person: 

	[bookmark: _Hlk149310103]Email: 
	Mobile phone: 

	Organisation description:



	The Project

	Description of tasks:  




	Tools and materials needed:

	Number of volunteers needed: 
	Dates:

	Name of Company:

	Name of Company Organiser: 

	Email: 
	Mobile phone: 
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