
 

Volunteer Recruitment Policy 
 

Introduction 

This policy sets out how Castle Howard recruits volunteers. At Castle Howard, we welcome 

volunteers with a wide range of backgrounds, experiences, abilities and needs.  The aims of this 

policy are: 

• To make sure that we treat all applicants equally and fairly. 

• To outline the steps we take to ensure that our volunteer opportunities are accessible. 

• To provide information about the recruitment process. 

 

Advertising volunteer roles 

Wherever possible, we advertise roles in a variety of places to help us reach a wide range of people.  

We provide a role description and a copy of this policy for all roles, so that everyone has equal access 

to this information.  If you would like this information in an alternative format you can ask for this by 

emailing volunteer@castlehoward.co.uk or calling 01653 648625. 

Most volunteer roles do not require any particular skills or experience so that they are accessible for 

as wide a range of people as possible.  Specific skills or experience are only listed when they are 

essential for the role.   

 

Applying for a volunteer role 

You can apply for a volunteer role by completing the online registration form.  You can also download 

and complete the PDF copy of the form.  This can be emailed or posted to us.  If you would like the 

form in an alternative format you can ask for this by emailing volunteer@castlehoward.co.uk or 

calling 01653 648625.  We can also complete the registration form with you by telephone. 

Once you have completed the form, we will invite you to an informal meeting.  This is so that you can 

find out more about the role and we can ensure the role is suitable for you.   

After the meeting we will confirm whether we will offer you a volunteer role.  If there is any reason 

why we cannot offer you a role, we will tell you why.   
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Starting as a volunteer with us 

We will ask for two satisfactory references before we confirm the offer of a volunteer role.  For some 

roles we will also ask you to have a Basic DBS Check.  This is a criminal record check that has details of 

convictions and conditional cautions that are ‘unspent’ under the terms of the Rehabilitation of 

Offenders Act 1974.  Castle Howard will pay for a Basic DBS check where this is a requirement of the 

role.  You can find out more about this in the Recruitment of ex-offenders section of this policy.   

 

Once the checks are complete, we will confirm the offer of a volunteer role.  We will then arrange a 

date for your induction.  We may withdraw the offer of a role if the information in these checks is not 

satisfactory. 

 

Making volunteering accessible 

We are committed to making our volunteer roles as accessible as possible.  In the Volunteer 

Registration Form we will ask you to tell us about any disabilities or health conditions.  This is so we 

can ensure your safety and wellbeing whilst you are volunteering with us.  If you tell us about a 

disability or health condition we will invite you to a confidential meeting so that we can talk about 

any additional support you need. 

Wherever possible, we will make reasonable adjustments and provide additional support so that you 

can volunteer with us.  In some circumstances it may not be possible to make the required 

adjustments or provide the necessary support.  Where this is the case, we will tell you why.     

 

Recruitment of ex-offenders 

Having a criminal conviction will not necessarily stop you from volunteering with us. We welcome 

applications from a wide range of people, including those with criminal records.  You will not be 

refused a volunteer role because of offences that are not relevant to the role, as long as the 

offences would not put you or others at risk when you are volunteering with us. 

 

When we advertise our volunteer roles we will: 

• Ask all applicants to declare any unspent criminal convictions when they register with us. 

• Make it clear in the role description whether the role needs a Basic DBS check. 

• Ask all applicants to bring identity documents with them to the informal meeting.  This is 

so that we can carry out a Basic DBS check if it is needed. 

If you tell us about a conviction on the Volunteer Registration Form or if any convictions are shown in 

the Basic DBS check, we will invite you to a confidential meeting to discuss this.  All cases will be 

considered individually, taking into account factors such as: 



 

• Whether the conviction is relevant to the role. 

• The seriousness of the offence. 

• Your age at the time of the offence. 

• The length of time since the offence occurred. 

• Your explanation of the circumstances surrounding the offence. 

If you do not disclose any convictions which should have been disclosed as part of the application 

process, this could result in us withdrawing the offer of a volunteer role. 

 

Records and personal information 

Castle Howard will collect and use the personal data provided in the Volunteer Registration Form to 

process your application to become a volunteer.  If you join us as a volunteer, we will keep this 

information in your volunteer record and use it to administer the volunteer programme.  

We process all personal data in line with the Data Protection Act.  By completing the Volunteer 

Registration Form, you agree that Castle Howard can collect, hold and use personal data about you 

to administer the volunteer programme.  This includes data relating to your health, immigration 

status and any relevant criminal convictions, to ensure your eligibility and suitability to volunteer with 

us.   

We may provide personal data to Castle Howard employees or third parties which provide services 

relating to the volunteer programme.  The identities of third parties can be requested from the HR 

team.  Your consent to the transfer and disclosure of personal data will apply regardless of the 

country to which the data is transferred.  Where data is transferred outside the European Economic 

Area, we will take reasonable steps to ensure your rights and freedoms relating to your personal data 

are adequately protected. 

We will take all reasonable steps to ensure that your personal data is complete, accurate and up-to-

date and not held for longer than necessary.  You are responsible for telling us about any changes to 

your personal data, such as your name, address, contract details and emergency contact details. 


