
Volunteer Policy
East Cork Early Music Festival works to bring high quality historically informed (early) music concerts and educational
workshops to audiences in Cork city and County. We recognise volunteers as a valuable resource in assisting us to
achieve our aims and objectives and encourage them to get involved at all levels of the organisation and within all
appropriate activities. We aim to train, support and supervise our volunteers to the best of our abilities, and to act
quickly and fairly if di�culties arise.

1. Introduction
1.1 Purpose of Document
The purpose of this internal document is to set out the broad principles by which East Cork Early Music
Festival will manage, recognise and promote the involvement and contribution of its volunteers.
1.2 Definition of Volunteers
ECEMF de�nes volunteers as all persons giving their time freely and by choice and without concert for
�nancial gain.
1.3 Responsibility
The ECEMF Festival and Artistic Directors are responsible for ensuring that the policy and the procedures
in this document are implemented e�ciently and e�ectively. All other volunteers(including voluntary
management committee members) are expected to facilitate this process.
1.4 Review
This policy has been drafted keeping in mind the mutual bene�ts resulting from the
relationship between the volunteers and ECEMF, and will be reviewed annually to ensure that it remains
appropriate to the needs of the organisation and its volunteers.

2. General principles
2.1 Eligibility
ECEMF will consider involving anyone as a volunteer. Individuals must, however, be able to demonstrate a
commitment to the aims of the organisation and may only be placed if their needs as volunteers match the
needs of the organisation.
2.3 Working Conditions
ECEMF recognises that its volunteers are giving their time freely and by choice, and without concern for
�nancial gain. Therefore there is no obligation for the volunteers to attend or ful�l the required tasks, and
for ECEMF to provide work and bene�ts/rewards for volunteer help. Both parties understand that their
relationship is based on mutual agreement, trust and understanding, and there is not a legally binding
contract. While it is acknowledged that volunteers share the company’s objectives and values, their
motivations might vary. ECEMF will do its best to understand and ful�l volunteers’ expectations on an
ongoing basis.
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2.4 Working Times
Working times are negotiated between the Festival Director and the volunteer and are as �exible as possible.
However, unscheduled absences can create organisational problems therefore volunteers are expected to
attend to their assigned shifts on time. Should the volunteer’s availability change or they are unable to attend
they should report to the Volunteer Leader or Festival Director immediately so that alternative
arrangements can be made.
2.5 Appropriate behaviour
Volunteers are expected to work within the policies and procedures of ECEMF. As representatives for
ECEMF they agree to present an enthusiastic and positive attitude to all attendees and audiences.
2.6 Confidentiality
ECEMF respects the volunteer’s right to privacy and con�dentiality. In turn, volunteers are responsible for
maintaining the con�dentiality of all privileged information to which they are exposed while volunteering
with ECEMF and respecting the privacy of Artists especially with regard to social media posts etc.
2.7 Representation of ECEMF
Volunteers must seek prior approval from the ECEMF Artistic or Festival Directors before undertaking
anything that might a�ect the organisation. This includes, but is not limited to, social media posts,
statements to the press, joint initiatives with other bodies, and agreements involving contractual or �nancial
obligations.
2.8 Working with children
Any volunteer that participates in an ECEMF workshop that consists of access to or contact with children
or vulnerable people will be required to undergo garda vetting through relevant organisations. In addition
to that, these volunteers are expected to familiarise themselves with the Child Safeguarding Policy.
2.9 Records
A system of records is maintained on all volunteers, including dates of service, duties performed etc.
Volunteer records are accorded the same con�dentiality as artist records.
2.10 Service at the discretion of ECEMF
Any voluntary service is at the discretion of ECEMF. The Directors and Board of ECEMF may at any time,
and for whatever reason, decide to terminate the volunteer's relationship with the organisation. Equally,
volunteers may at any time, and for whatever reason, decide to terminate their relationships with ECEMF.
Notice of such decisions should be communicated at the earliest opportunity, preferably in writing.

3. Recruitment
3.1 Role descriptions and person specifications
Volunteers will receive a document outlining the starting and �nishing dates, name of supervisor and duties
to be performed. The duties may be amended in joint agreement with the volunteer and the Festival
Director. A copy of the �nal version will be supplied to the volunteer before commencing voluntary work.
3.2 Applications
Volunteers are recruited on a pro-active basis by the organisation using publicity avenues such as our website
and social media channels that are suitable for the roles that need to be �lled. Potential volunteers may also
apply speculatively. Volunteers are recruited in accordance with the ECEMF equal opportunities policy. All
volunteers are required to complete an application form.
3.3 Interviews
If necessary, applications are short listed and suitable candidates are invited to attend an
informal chat (via telephone or Zoom) with either the Festival Director or Artistic Director, to ascertain
their interest in and suitability for the role. Written records of all interviews are kept. All unsuccessful
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candidates are thanked for applying and encouraged to reapply for other volunteering opportunities, either
current or in the future.

3.4 Checks for suitability
References may be necessary. Checks may also be completed (for example, garda vetting as outlined in 2.8).
Volunteers are always warned in advance of the intention to make these checks. If they refuse permission
and cannot provide an acceptable reason, they will not be placed.
3.5 Appointment
Formal appointments are made only after the role description has been agreed and all
necessary checks have proved acceptable. No placements are made unless the requirements of the volunteer
and the volunteer’s supervisor can be met.

4. Training
4.1 Induction
As the success of the Festival depends on the commitment and knowledgeability of our Festival volunteers,
they are required to attend an induction meeting led by the Festival Director and appointed Volunteer
Leader. This will consist of a general introduction to the organisation as well as speci�c orientation on the
purposes and requirements of their volunteering role.
4.2 COVID-19 Training
ECEMF volunteers are expected to undertake additional COVID-19 training and familiarise themselves
with the Festival Covid-19 Policy where necessary and may be required to complete an online short course
in line with the government guidelines at the time of the Festival.
4.3 On-the-job training
Volunteers will bene�t from everyday interaction with customers, performers, audiences, existing sta� and
other volunteers, meeting new people, learning new and developing existing skills, and helping to ensure
that the Festival is a success.

5. Supervision
5.1 Lines of communication
Lines of communication should operate in both directions. Volunteers will have access to all appropriate
information, memos, and  materials relevant to their assignments.
5.2 Supervisors
The Festival Director is the supervisor responsible for the day-to-day management of the volunteer however
alternative supervisors may be allocated for di�erent events. The event’s supervisor will always be made clear
to all volunteers.
5.3 Feedback
ECEMF is committed to the personal and professional development of its volunteers. In addition to a
short role-speci�c induction, ECEMF will provide volunteers with feedback if requested, during and after
the event, to help increase volunteers’ employability and help with the development of their future career
opportunities.
5.5 Dismissal
Volunteers who do not adhere to the organisation’s rules or who fail to perform their volunteer assignments
satisfactorily may be subject to dismissal. No volunteers’ involvement will be terminated in writing until the
volunteer has had an opportunity to discuss the reasons for possible dismissal with their supervisor.
Grounds for dismissal include, but are not limited to, the following: gross misconduct, being under the
in�uence of drugs (including alcohol), theft, misuse of equipment and materials, abuse of artists and
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co-workers, breaches of con�dentiality, failure to abide by ECEMF policies and procedures and failure to
complete duties to a satisfactory standard.

5.6 Concerns and grievances
If volunteers are not satis�ed that issues relating to their volunteering are being handled appropriately, they
are entitled to have their concerns reviewed by the Board of Trustees. The Board will discuss the issue as
soon as practical after receiving a written complaint, and take appropriate action. The chair of the Board
makes the ultimate decision.

6. Support and recognition
6.1 Support
ECEMF endeavours to provide the support necessary to encourage and empower volunteers to make a
meaningful contribution and gain signi�cant bene�ts from their voluntary work. The Festival Director will
always try to be available to volunteers who require support in other areas that are a�ecting their
performance.
6.2 Recognition

ECEMF recognises the importance of its volunteers and intends for the volunteer programme to be
mutually bene�cial. Volunteers provide a unique service to ECEMF, the bene�ts are di�cult to quantify.
All volunteers who are appointed prior to the Festival programme printing deadline will be thanked for
their contribution in the programme as well as on the ECEMF website and social channels.
6.3 Expenses
ECEMF will reimburse any pre agreed out-of-pocket expenses incurred over the course of undertaking
voluntary work for the organisation. Rates and procedures for claiming expenses will be made clear during
the induction meeting.
6.4 Insurance
ECEMF volunteers are part of the organisation’s Public Liability and Employers’
Liability Insurance. However, any harm caused to others by the volunteers or to the
volunteers themselves due to consumption of alcohol and illegal substances, is exempt
from the insurance policy.
6.5 Personal and vocational development
Volunteers are encouraged to develop their skills while involved with the organisation and
are assisted into assuming additional and greater responsibilities over time, if they desire this.
6.6 Enjoy!
ECEMF hopes that volunteers enjoy their time helping with the delivery of the Festival, and do so with
satisfaction. ECEMF promises to do its best to make all volunteers feel welcome and valued, and to ensure
that, as far as possible, volunteers are protected from physical, �nancial and emotional harm arising from
their activities.

7. Monitoring and evaluation
7.1 ECEMF volunteer involvement.
The “Your Group” monitors and evaluates volunteer involvement in the organisation on a regular basis and
seeks to make ongoing improvements.
7.2 Feedback
Constructive feedback on this document or the ECEMF volunteer programme is always welcome. It must
be given to the Artistic or Festival Director who will ensure that it is considered fully.
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Rati�ed by the Board on: 3rd  day of April  2022

CHY No. 16665 CRN No. 20060451 CRO No. 390086


