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VOLUNTEER POLICY

1. Purpose
This policy ensures volunteers feel valued, supported, and protected while helping deliver Mamatoto’s educational and fundraising activities.

2. Principles
Mamatoto will:
· Treat all volunteers with respect
· Offer meaningful roles
· Provide induction and training
· Maintain clear boundaries and expectations
· Provide safe working conditions
· Never rely on volunteers to replace paid staff

Volunteers will not be paid but may claim approved expenses.

3. Recruitment
· Open and fair selection
· Safer recruitment practices
· DBS checks if role involves children or vulnerable adults
· Two references required
· Role descriptions provided

4. Volunteer Rights
Volunteers have the right to:
· A safe environment
· Clear guidance and supervision
· Training and induction
· Reimbursement of expenses
· Be heard and respected
· Make complaints

5. Volunteer Responsibilities
Volunteers must:
· Follow all policies, including safeguarding and confidentiality
· Act professionally and respectfully
· Attend training when required
· Represent the charity positively
· Report concerns immediately
· Maintain boundaries

6. Induction
Includes:
· Welcome briefing
· Policy pack
· Safeguarding training
· Role-specific guidance
· Introduction to communication channels





7. Support & Supervision
· Each volunteer has a named supervisor
· Regular check-ins
· Opportunity to raise concerns

8. Leaving the Role
Volunteers may leave at any time but are encouraged to give notice.
Mamatoto may end a volunteer placement for:
· Safeguarding breach
· Misconduct
· Persistent absence
· Breach of Code of Conduct






















HEALTH & SAFETY POLICY

Purpose: To protect trustees, volunteers, participants, and the public during Mamatoto activities in the UK and overseas.

1. Responsibilities
· Trustees:
Overall responsibility for H&S.
· Health & Safety Lead:
Name: Leah Johnson 
Coordinates risks, incident reporting, and training.
· Volunteers:
Must follow procedures and report hazards.

2. Key Principles
· Prioritise safety in all classes and events
· Complete risk assessments for all activities
· Provide adequate training
· Record and report incidents
· Ensure equipment is safe and appropriate

3. Risk Assessments
Required for:
· UK classes and workshops
· Online teaching sessions
· Fundraising events
· Travel to Tanzania
· Activities involving children or vulnerable adults

Risk assessments must cover:
· Venue safety
· Safeguarding
· Disabled access
· Infection control
· Fire procedures
· Manual handling
· Travel and security (overseas)

4. Incident Reporting
All accidents, near misses, or unsafe conditions must be reported using the Incident Form and sent to the Health & Safety Lead. Serious incidents must be escalated to trustees and, if required, the Charity Commission.

5. First Aid
· UK classes should have a designated first aider where possible
· First aid kits kept accessible during events
· Emergency numbers displayed

6. Working Overseas
Additional precautions:
· Country-specific risk assessment
· Travel health planning
· Local laws and customs respected
· Emergency contacts for all travellers
· No lone working

EQUALITY, DIVERSITY & INCLUSION (EDI) POLICY

Purpose: To create an inclusive and respectful environment for volunteers, partners, and participants across the UK and Tanzania.

1. Commitment
Mamatoto promotes equality and does not tolerate discrimination based on:
· Age
· Sex or gender
· Pregnancy or maternity
· Race, ethnicity, nationality
· Disability
· Religion or belief
· Sexual orientation
· Socioeconomic status
· Any protected characteristic

2. Objectives
· Deliver culturally sensitive education
· Ensure inclusion in all programmes
· Provide materials suitable for varied literacy levels
· Make classes accessible
· Promote diverse representation in teaching materials

3. Responsibilities
Trustees must:
· Ensure compliance with Equality Act 2010
· Promote inclusive governance and decision-making

Volunteers must:
· Treat everyone with respect
· Challenge discriminatory behaviour
· Report concerns

4. Inclusive Practice
· Provide translated materials where appropriate
· Consider cultural perspectives in Tanzania
· Ensure images and examples reflect diverse families
· Adjust teaching methods to meet varied needs

5. Complaints About Discrimination
Handled under the Complaints Policy.














COMMUNICATIONS & SOCIAL MEDIA POLICY

Purpose: To ensure safe, consistent, and professional communication across all platforms.

1. Scope
Applies to:
· Social media (Facebook, Instagram, WhatsApp, TikTok, etc.)
· Website
· Email newsletters
· Printed materials
· Public statements

2. Principles
· Protect privacy and dignity
· Seek explicit consent before sharing images or stories
· Maintain professionalism
· Avoid personal political opinions
· Follow safeguarding rules for messaging groups

3. Consent Requirements
Before sharing photos or stories of participants:
· Obtain written consent
· Explain how images will be used
· Respect the right to withdraw consent

Special rules apply to images of children:
· Consent from parents/guardians only
· Never tag or identify children online

4. WhatsApp & Online Groups
· Only official groups may be used
· Boundaries maintained
· No private messaging between volunteers and participants (except for admin purposes)
· Moderators must manage behaviour and remove harmful content

5. Social Media Behaviour
Volunteers must not:
· Share confidential information
· Engage in arguments or harmful debates
· Misrepresent Mamatoto
· Post content that damages reputation

6. Responding to Media or Public Enquiries
Only designated spokespersons may respond:
· Chair of Trustees
· Communications Lead (if appointed)

Others must direct enquiries appropriately.






COMPLAINTS POLICY

Purpose: To ensure participants, volunteers, partners, and donors can raise concerns safely and be heard.

1. What is a Complaint?
Any expression of dissatisfaction relating to:
· Services
· Behaviour of volunteers or trustees
· Safeguarding concerns (handled separately)
· Communications
· Fundraising practices
· Equality and inclusion issues

2. Principles
· Fair and timely process
· Respect and confidentiality
· No detriment for raising concerns
· Clear outcomes

3. How to Make a Complaint
Complaints may be made:
· Verbally
· By email
· By letter

Send to:
· Charity Manager / Lead Volunteer
· Or directly to the Chair of Trustees

4. Stages of the Process
Stage 1: Informal Resolution (10 working days)
· Attempt to resolve quickly through discussion.

Stage 2: Formal Complaint (20 working days)
	•	Acknowledge within 5 days
	•	Investigate
	•	Provide written response

Stage 3: Trustee Review Panel
· If complainant is not satisfied.

Stage 4: Escalation to Charity Commission
· If complaint involves serious governance or risk.

5. Record Keeping
· All complaints logged
· Summary reviewed by trustees annually
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