
Key resources to support
our DCN Volunteers 

VOLUNTEER HANDBOOK



THANK YOU FOR BECOMING A DONOR CONCEPTION 
NETWORK VOLUNTEER!

We have compiled this handbook to help you find out more about the 
organisation and the volunteer role. 

The time, effort and experience that you bring to DC Network as one of 
our volunteers are invaluable and we would like to thank you for caring 
about our community! 

It is our aim to show you how much we appreciate your contribution and 
this handbook is here to explain the important things that we think you 
should know when volunteering for us. If you need further information 
about anything mentioned in this handbook, contact us and we will be 
happy to discuss it with you.

We hope you find this handbook helps to answer any questions, but please get in 
touch if you wish to find out anything more about volunteering with DC Network.

FOREWORD

This pack contains:

• Background information about  
 the organisation and the role  
 of volunteers

• What DC Network does and  
 what we offer to members  
 and beyond

• Support and supervision  
 arrangements that volunteers  
 receive, including training and  
 induction processes

• Information relating to  
 expenses, insurance, health and  
 safety, equal opportunities and  
 the exit process

• Policies relating to confidentiality  
 and privacy, data protection and  
 equal opportunities

• A copy of the volunteer contract
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ABOUT THE DONOR CONCEPTION NETWORK

WHAT IS THE DC NETWORK?

We are a UK-based charity and we provide support and resources to anyone 
who is thinking about or who has used donor conception to have children.

As well as working directly with families and donor conceived people, 
we work on their behalf. We advise clinics, policy-makers and other 
professional bodies. 

Who are our members?

Most of our members are parents 
or intended parents of donor 
conceived children. They may 
be single, same sex couples or 
heterosexual couples. Some donor 
conceived people are members in 
their own right. 

Some of our members are also 
individuals or organisations with a 
professional connection to donor 
conception, including counsellors, 
clinics and lawyers.

DC Network founding families in 19942



ABOUT THE DONOR CONCEPTION NETWORK

WHO ARE WE?

The DC Network team is composed of six people who work in our London 
office in King’s Cross. We are Nina, Jo, Frances, Andrei, Olivia and Yaél. 
We also have a small number of freelancers who work for us on an ad hoc 
basis.

Yaél is the main contact for 
volunteer Welcomers and Meetup 
coordinators. She also processes 
our new members and is the DCN 
research officer.

Nina is our Director and is the main 
contact for other volunteers.

Jo is the main contact for facilitators 
and workshops; she also processes 
book sales.

Olivia is the practice consultant, 
working with the more complicated 
cases we encounter. She is also one 
of the Network founders and author 
of the Telling and Talking books. 

Mali is a freelancer managing our 
bulletins and social media.

Frances manages our clinic and 
lawyer schemes, produces our 
bulletin and provides extra support 
to Nina and the rest of the team.

Andrei is our renewals coordinator.

DC Network is governed by a  
Board of Trustees responsible for 
setting the financial and strategic 
direction for the charity. 
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OUR VISION AND MISSION

DONOR CONCEPTION NETWORK’S VISION AND MISSION

The Donor Conception Network delivers high quality, non-judgemental 
and inclusive support and information to would-be and current parents 
and their children to enable them to navigate the often complex and 
individual journey of donor conception. We are at the forefront of the 
donor conception movement, bringing over 25 years’ experience and the 
voices of our members to inform professionals, practitioners and policy 
makers in the UK and worldwide.

Our vision

The Donor Conception Network’s 
vision is a society where a climate of 
openness and understanding about 
donor conception enables people 
considering it to make informed 
decisions and build families that  
feel confident, accepted and have  
a secure identity.

Our mission

A pioneering parent-led and  
child-centred organisation, the 
Donor Conception Network’s 
mission is to be a trusted authority 
on the social, practical and 
emotional aspects of building  
or expanding a family using  
donor conception. 

Key dates in the DCN’s history
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OUR KEY ACHIEVEMENTS

Some of our key achievements

Our Story books for
young children

Local meetups and events

56
50

Telling and Talking

1094
workshop attendees

Support calls and emails

15
Over 700
people supported in 2017
through our phone & email helplines

Support for 8-12
year olds

369
Archie Nolan:

Family Detective
books sold

337
children’s group

attendees

4601
books sold worldwide

since 20143950
books sold

worldwide since 2014

groups around the UK and
Ireland in 2017

DCN conferences
since 1993

families with children 17+
supported with telling in 2017

“DCN has made the whole process 
of ‘telling’ easier for us, by providing 
resources to help us along, and 
even more so, by helping us to feel 
’normal.’” 

“It was with quite a lot of emotional 
baggage that I walked into my first 
DCN workshop. ‘You’re not my real 
mother!’ was the sentence that 
struck fear into me. The workshop 
helped me to start the process of 
overcoming my worries. Thanks to 
that and other DCN events over the 
years I now feel very confident in my 
role as a parent.”

“I couldn’t actually have gone 
through this process without the 
DCN, pre baby and also now that he 
is here and on into the future.”

Members reflect on how we have helped their families

“For me, ‘Being Donor Conceived’ 
is about as interesting and 
controversial as ‘Being From Milton 
Keynes’ or ‘Having Brown Eyes’ – it’s 
just one of many things that makes 
me who I am.”

“(25 years ago) DCN gave us the 
tools and the words to bring up 
our children in an atmosphere of 
openness and honesty. Over the 
years, the Network has enabled us 
to face the challenges of bringing 
up our children. It has remained our 
supportive ‘rock’ in the background, 
providing us with a steady, unseen 
but precious support”
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VOLUNTEER ROLES

DC Network has over 100 volunteers currently offering their time, 
expertise and experience to Network members. We have three main 
volunteer roles: Welcomers, Meetup coordinators and Chat facilitators. 
We also have other volunteers including: event volunteers, contact list 
volunteers, a librarian, a Journal  editor, members who agree to speak at 
conferences and events, small group facilitators and a research committee, 
amongst others.

WHO ARE OUR VOLUNTEERS?

Welcomers

Welcomers support new members 
by having a conversation with 
someone who is in similar 
circumstances to themselves but 
perhaps a little further down the 
line. New members are personally 
matched with Welcomers when 
joining DC Network. 

Meetup coordinators

Meetup coordinators organise 
events locally across the country. 
The content and style of the events 
will vary depending on location, 
who attends the event, time, the 
venue it is held at and a variety of 
other factors. 

Chat facilitators

These are volunteers who run our 
online chats for members. They 
lead the conversations and ensure 
the meetings run smoothly and 
fulfil participants’ expectations. 

Flexible and rewarding

Some of our volunteers work 
with us regularly and some attend 
according to their availability. 
Whatever you do, we are grateful 
for your time and effort!

Further information about the 
main voluntary roles is included in 
attached documentation. 
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OUR COMMITMENT TO YOU

1. Recruitment and induction

DC Network commits to providing you with information and resources on 
the work of DC Network, its staff, your volunteering role and the training 
necessary to assist you in meeting the responsibilities of your voluntary 
role. The Volunteer Handbook provides full details of the organisation 
and information on the role.

VOLUNTEER AGREEMENT

Induction

Welcomers, Meetup coordinators 
and Chat facilitators will receive an 
initial induction to the role over the 
phone from a member of the office 
team. We will ensure that before 
starting an activity within your 
voluntary capacity, there will be 
sufficient instruction and support in 
managing the task.

 

2. Training and communication

DC Network is committed to supporting its volunteers. Staff are available 
over the phone or by email to respond to your queries or to offer support.

Volunteer support

We will offer you an annual 
Volunteers’ day of networking 
and training, usually a Saturday in 
January/February. 

You will have access to all 
necessary volunteer policies.

We will offer you opportunities to 
communicate with your volunteer 
coordinator, Yaél and to connect 
to other volunteers if you wish to.
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VOLUNTEER AGREEMENT

3. Support and supervision

We will offer you support should you encounter difficulties in your role in 
the form of access to a member of staff by telephone, email or in person, 
who can help address the difficulty.

Work with you

We will work with you to resolve 
any difficulties in your role that you 
raise with us.

We welcome your creative spirit in 
shaping your voluntary role. We are 

4. Recognition and value

DC Network values your time, effort and skills. 

Annual Volunteers’ Day

We will invite you to attend our 
annual Volunteers’ Day when, in 
addition to acknowledging your 
valuable role and thanking you,  
we deliver training and an 
opportunity for networking with 
other volunteers. 

Reference

We may be able to support you 
with a written reference about 
your role with us.
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5. Exit process

We will ensure that you are able to leave the role when you wish to do so, 
and offer you the opportunity to give feedback about the role.

6. Expenses

We will cover expenses incurred as part of your voluntary role.

7. Insurance 

DC Network has Employer Liability insurance which covers our volunteers 
as well. This means that within your role you are covered for events where 
a volunteer is injured or harmed due to the organisation’s negligence. We 
also have Public Liability insurance, which covers both the organisation 
and the volunteer in the event that a third party is injured through the 
actions of a volunteer.

8. Health and safety

The DC Network has assessed the main volunteer roles and concluded 
that there is a VERY LOW risk to our volunteers in terms of health and 
safety. If you feel that your role poses any risks to your health or safety 
please raise this with your volunteer manager. 

9. Equal opportunities

DC Network is committed to encouraging equality and diversity among our 
volunteers, and eliminating unlawful discrimination. We will ensure that all 
volunteers are dealt with in accordance with our equal opportunities values. 

VOLUNTEER AGREEMENT

Covering your expenses

DCN will cover travel expenses if 
you attend our annual Volunteers’ 
Day and free childcare on the day. 
In addition, we will reimburse you 
for ‘out of pocket expenses’ that 
you incur as part of your role. We 
ask that you book travel tickets 

well in advance and ensure you 
communicate and arrange with us 
in advance any expenses, other 
than travel, that you intend to 
claim for a particular event or 
activity.
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YOUR COMMITMENT TO US

• To perform your voluntary role to the best of your ability.

• To read and adhere to DC Network’s policies, procedures and values.

• To treat people you encounter through your role with respect  
 and dignity.

• To maintain the confidential information of the organisation and  
 of its clients.

• To meet the time commitments agreed, other than in exceptional  
 circumstances, and provide reasonable notice so that alternative  
 arrangement can be made.

• To notify DC Network when you wish to discontinue your  
 voluntary role.

• To undertake the role with a view to holding it for a minimum of  
 12 months. You are at liberty to step down earlier should you wish to.

Please sign the volunteer contract at the end of the handbook and keep 
a reference copy for your records.

VOLUNTEER AGREEMENT
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CONFIDENTIALITY AND PRIVACY POLICY

General principles 

Any members’ or other personal information that is shared with you 
should be considered private and confidential, and therefore belonging to 
the person and intended only for members of staff and those volunteers 
directly providing a service on behalf of DC Network. Do not assume that 
just because something is shared with you, it is publicly known.

Any personal or sensitive information that you come across while 
volunteering, including details about our members, families, supporters 
and our work, must be treated as strictly confidential.

1. DC Network recognises that 
volunteers gain information about 
individuals during the course of 
their voluntary activities. In some 
cases, such information may not 
be stated as confidential, but 
volunteers must treat it as such. 
This policy aims to give guidance as 
to how such information must be 
protected and with whom it can be 
shared, but if in doubt, please seek 
advice from DC Network staff. 

2. Volunteers are permitted 
to share information with DC 
Network staff in order to discuss 
issues and seek advice about 
matters pertaining to members. 
Confidentiality is binding between 
the member and the organisation 
for which the volunteer is acting.

3. Volunteers must avoid discussing 
members’ personal information or 
any details or cases from which an 
individual could be identified in 
social or other settings and outside 
the context of their voluntary roles. 

4. Volunteers are to treat 
information which becomes 
known to them in the same way 
they would expect their own 
information to be treated, with 
respect to privacy.

5. Volunteers will not disclose to 
anyone, other than DC Network 
staff, any information considered 
sensitive, personal, financial or 
private without the knowledge 
or consent of the individual 
concerned.

6. There may be circumstances 
where volunteers would want 
to discuss difficult situations 
with each other to gain a wider 
perspective on how to approach 
a problem. Any discussion taking 
place should ensure that names 
or identifying information remain 
confidential. 

7. Where there is a legal duty 
on DC Network to disclose 
information, such as where there is 
a risk of harm to self or others, the 
person to whom the confidentiality 
is owed will be informed that 
disclosure has or will be made. 

CONFIDENTIALITY AND PRIVACY POLICY
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DATA PROTECTION POLICY

DATA PROTECTION POLICY

Data Protection and General Data Protection

The Data Protection Act 2018 and  the General Data Protection Regulation 
(GDPR) came into force on 25 May 2018. The most important elements 
of the regulations apply in the following ways to volunteer roles:

Access to confidential information

DC Network has a role in putting 
members in touch with volunteers. 
Volunteers therefore have access 
to information about members 
and are deemed to act on behalf 
of DC Network when doing so. 
This includes contact and  
sensitive personal information. 
Contact information may include 
email and phone numbers. 
Personal information may include 
details of an individual’s family 
situation, conception details and 
other personal, sensitive and 
private information.

Welcomers receive contact 
information about members; 
Meetup coordinators  
are contacted directly by 
members. Therefore volunteers 
have access to contact and 
potentially sensitive information 
about members.

This information should be kept 
secure by volunteers. Email 
accounts with information about 
members should be secured with 
a password. Files which might 
include information on members 
(e.g. documents listing members 
responding to a local meetup 
email) should be kept in a file on 
a computer secured by password 
and any device, including mobile 
phones or tablets, used to access 

such information should be 
password or similarly protected. 
Where it is necessary to store 
personal information in hard copy 
form, this should also be stored 
securely and destroyed when  
not needed.

Volunteers must securely delete 
personal information as soon 
as there is no longer a need 
to retain it for the purpose for 
which it was originally obtained. 
However, as a further precaution, 
volunteers should review what 
information they hold about a 
member at  regular intervals by 
searching through their emails 
and documents - we suggest 
every 3 months - and deleting any 
correspondence or files that are 
no longer in use. 

Should any loss or misplacement 
of personal information occur, 
you must inform DC Network 
staff immediately. Data Protection 
regulations impose a strict duty on 
organisations to report breaches 
to the Information Commissioner 
and so it is vital that we know 
of any actual or suspected data 
breaches as soon as possible. 
These might include the loss 
of any file or device on which 
personal data was stored, the 
hacking of such devices or the 
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DATA PROTECTION POLICY

inadvertent sending of personal 
information to persons who are 
not entitled to receive it.

Meetup coordinators only: If you 
wish to offer an option for a local 
contact list, you need to follow 
these steps to protect the privacy, 
confidentiality and best interests 
of members:

Contact information and personal 
information should be kept 
confidential, unless you have 
received clear, written consent 
from individuals to share their 
contact information. Even then, 
it must only be used for the 
purposes for which you have 
obtained clear consent.

You can email the group to 
find out about their interest in 
a contact list by blind copying 
recipients (BCC) asking about 
shared correspondence or a 
contact list in which contact 
information is shared.

Only once you receive written 
consent from a member about 
sharing their details, are you at 
liberty to include them in a shared 
contact list without hiding (blind 
copying) their email and including 
only the information which they 
have agreed to share. We would 
ask for extra caution on this issue.
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EQUAL OPPORTUNITIES

Donor Conception Network is committed to encouraging equality and 
diversity among our volunteers, and eliminating unlawful discrimination.

The aim is for our volunteers to be truly representative of all sections of 
society and our members, and for each volunteer to feel respected and 
able to give their best. 

EQUAL OPPORTUNITIES POLICY

Equality

Our policy is to provide equality, 
fairness and respect for all in our 
dealings.

Against all forms of discrimination 

This policy aims to not unlawfully 
discriminate because of the 
Equality Act 2010 protected 
characteristics of age, disability, 
gender reassignment, marriage and 
civil partnership, pregnancy and 
maternity, race (including colour, 
nationality, and ethnic or national 
origin), religion or belief, sex 
(gender) and sexual orientation.

DCN oppose and avoid all forms 
of unlawful discrimination. This 
includes in all dealings with 
volunteers including recruitment, 
dealing with grievances, dismissal, 
leave, selection for training or 
other developmental opportunities.

Committed to good practice

We encourage equality and diversity 
in the workplace as they are good 
practice and make good sense.

We create a volunteering 
environment free from bullying, 
harassment, victimisation and 
unlawful discrimination, promoting 
dignity and respect for all, and 
where individual differences and 
the contributions of all staff are 
recognised and valued.

Responsibilities

Responsibilities include volunteers 
conducting themselves to help 
the organisation provide equal 
opportunities and prevent bullying, 
harassment, victimisation and 
unlawful discrimination.

All volunteers should understand 
that they, as well as DC Network, 
can be held liable for acts of 
bullying, harassment, victimisation 
and unlawful discrimination, in the 
course of their role, against fellow 
members or the public.

•  
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EQUAL OPPORTUNITIES POLICY

Opportunities

DC Network make opportunities 
for training, development and 
progress available to all volunteers, 
who will be encouraged to develop 
their full potential, so their talents 
and resources can be fully utilised 
to maximise the efficiency of the 
organisation.

Complaints 

DC Network take seriously 
complaints of bullying, harassment, 
victimisation and unlawful 
discrimination by fellow volunteers, 
visitors, the public and any others 
in the course of the organisation’s 
work activities. such acts will be 
dealt with as misconduct under the 
organisation’s grievance and/or 
disciplinary procedures.

We hope you enjoy volunteering with us and we look forward to making 
it a rewarding experience!
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DONOR CONCEPTION NETWORK – VOLUNTEER CONTRACT

 

Part 1: DC Network

We, the Donor Conception Network, accept the voluntary service of:

Name of volunteer:  

On (today’s date):

Beginning (start date):   

Your role as a volunteer is as a:

     Welcomer 

     Meetup coordinator (specify):  

     Chat facilitator (specify):

     Other volunteer (specify):

Part 2: The volunteer

     I agree to be a volunteer with DC Network.

     I have read and agree to abide by DC Network policies, including the  
     Confidentiality and Privacy and Data Protection policies. 

My suggested voluntary term of commitment is: 

This agreement is binding in honour only, is not intended to be a legally 
binding contract between us and may be cancelled at any time at the 
discretion of either party. Neither of us intends any employment relationship 
to be created either now or at any time in the future.

Agreed to: 

Volunteer signature:

Volunteer name in capitals:

Date:

Signed on behalf of DC Network: 

This Volunteer Agreement is a description of the arrangement between 
us, the Donor Conception Network, and you (the volunteer) in relation 
to your voluntary work. The intention of this agreement is to assure 
you that we appreciate your volunteering with us, to confirm your 
commitment to DCN and to indicate our commitment to do the best 
we can to make your experience with us a positive and rewarding one.

VOLUNTEER CONTRACT
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NOTES



Charity Number 1041297

Donor Conception Network 
154 Caledonian Road 

London N1 9RD

volunteers@dcnetwork.org 

Help and Information Line 
020 7278 2608 

 
www.dcnetwork.org

This handbook was created thanks to a grant from the April Trust.




