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Welcome to your New Life Old West 
Nature Volunteer Handbook 
Welcome to your NLOW Nature Volunteer Handbook. This handbook will 
provide you with the information you need to understand the role of a 
Nature Volunteer, and the opportunities available within the New Life on 
the Old West project. 

The Nature Volunteer programme is a 
key part of the New Life on the Old 
West project which is managed by 
Cambridgeshire ACRE and funded by 
the National Lottery Heritage Fund.  

Cambridgeshire ACRE is a charity 
dedicated to supporting and 
strengthening rural communities across 
Cambridgeshire and Peterborough and 
has considerable experience in 
supporting volunteers.  

The Nature Volunteers programme will 
provide you with a chance to volunteer 
alongside experts in their own fields as 
well as opportunities to gain a more in-
depth understanding of fenland 
species. 

We are very appreciative of all those 
that give their time to us so thank you 
in advance for your dedication and 
contribution towards supporting and 
enhancing natural heritage across the 
Cambridgeshire Fens. 
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Useful Information 
About the New Life on the Old West Project 

The NLOW project is designed to ensure that a wider range of people can 
access and enjoy the local fenland countryside. Through a diverse series of 
events and a dynamic volunteering programme, we’re building a stronger 
connection between communities and people and the biodiversity on their 
doorstep. 

As a volunteer you will help to provide new information on the presence of 
species, and habitat quality, across the Old West landscape. We have developed 
a set of resources to support you in your role: 

- How to record a wildlife sighting 
- Species ID sheets 
- Nature Volunteer Role Description 
- Volunteer Hub  

Volunteers will be invited to training sessions to help survey for otter and water 
voles, identify aquatic plants and wildflowers, monitor water quality and much 
more. 

For more information visit our website.  

https://www.newlifeoldwest.org.uk/volunteer/
https://www.newlifeoldwest.org.uk/
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Additional Information 
Contact details you might need 

 

Howard Jones 

NLOW Project Manager 

Howard.Jones@cambsacre.org.uk 

01353 865020 

 

Laura Allen 

NLOW Natural Heritage and Communities Officer 

laura.allen@cambsacre.org.uk 

01353 865023 

 

Cambridgeshire ACRE 

enquiries@cambsacre.org.uk 

01353 860850 

mailto:Howard.Jones@cambsacre.org.uk
mailto:laura.allen@cambsacre.org.uk
mailto:enquiries@cambsacre.org.uk
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Being a Nature Volunteer 
Introducing your role as a volunteer 

As a volunteer you can make a valuable contribution towards improving our 
understanding of natural heritage from across the Old West landscape. Your 
contributions will support the project’s aim to increase the connectivity and 
resilience of the Cambridgeshire Fens, with habitat enhancements across a vital 
ecological corridor. 

Nature Volunteers can assist the NLOW project across the Old West landscape in 
many ways, including: 

- Choosing a walking route in the 
NLOW project area and 
conducting regular transect 
surveys along this route 
(repeated approx. every 2-3 
months). 

- Recording species sightings, 
habitat features, invasive species 
and habitat management work 
using the field sheets provided. 

- Taking part in fixed point 
photography surveying. 

- Assisting at Open Farm Days and 
Open for Nature Days. 

- Testing water quality 
(Nitrate/Phosphate) using 
testers provided.  

- Leading activities and sharing 
knowledge with your local 
community. 

- Undertaking additional training 
as part of the NLOW project 
(e.g., grassland, otter and water 
vole and amphibian and reptile 
surveys). 
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Nature Volunteer Programme 

Role Title: NLOW Nature Volunteer 

The Role: to collect information on the presence of species and habitat quality across the 

NLOW landscape.  

 Main tasks:  

- Complete transect surveys for an ‘adopted’ NLOW area, repeated approximately 

every 2-3 months 

- Record species sightings, habitat features, invasive species and management 

work using the field sheets provided. 

- Take part in fixed point photography surveys at designated green spaces. 

- Test water quality (Nitrate/Phosphate) using testers provided. 

Why be a Nature Volunteer? 

The project team will welcome you to the programme with an induction and training session 

to provide you with the skills needed for the role. The session will also cover important 

aspects of health & safety, including working near water and working outside.  

During the programme you will also have the chance to volunteer alongside nature experts 

and gain a more in-depth understanding of fenland and wetland species. There will be 

further training opportunities available including e-DNA survey training and testing, aquatic 

plant identification and otter and water vole surveys. 

Volunteers are essential for the success of the NLOW project, and we will support you 

throughout your volunteer experience to ensure you are able to gain the most from it. To 

keep a record of your volunteering achievements add them to your Volunteer Handbook 

(p.15). 

To discover additional opportunities on the NLOW project visit our website. 

Volunteering Hours and Expenses 

There are no fixed hours for the role; 

we welcome and value everyone’s 

contributions. At the end of each 

month your completed volunteering 

hours and expenses should be 

submitted using the forms provided. 

For more information see the 

handbook (p.7). 

  

https://www.newlifeoldwest.org.uk/
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Being a Nature Volunteer 
Travel, expenses, and volunteering hours 

We will reimburse reasonable out-of-pocket expenses.   

Travel 

We will pay your travel expenses from 

your normal home to where you are 

volunteering. This includes travel for all 

your volunteering activity (e.g., training, 

network meetings, community events). 

You can claim payment for mileage (as 

below) or public transport costs.  

Car parking fees can also be reimbursed. 

Bus fares and standard class train fares 

will be covered. If possible, please book 

any train tickets in advance to save costs. 

Taxi fares will only be reimbursed at the 

discretion of the NLOW Project Manager. 

You can also claim cycling travel expenses. 

Reimbursement rates are: 

Car: 45p/mile 

Motorcycle: 24/ mile 

Cycle: 20p/mile  

 

Making an expense claim 

All travel expenses claims must be 

completed on the expenses form (see 

p.16) and sent to the NLOW project team. 

Receipts for the use of public transport or 

parking need to be attached. If you have 

to hand a ticket in on arrival at a station, 

then you should quote on the claim form 

the full details of the journey including the 

duration and cost. Photographs of tickets 

bought showing the date and times will be 

accepted.  

Using your own vehicle 

If you use your own vehicle and claim 

mileage rates you must certify on the 

expenses claim form that the motor 

vehicle insurance covers volunteering  

activity; the driver holds a valid driving 

licence; the vehicle is taxed and has a 

MOT certificate (if required).  

Any loss or damage caused whilst using 

your vehicle on volunteering business 

should be covered by your own insurance 

and breakdown arrangements. Any 

personal taxation matter resulting from 

the payment of any vehicle use rate is 

your sole responsibility. 

Other expenses 

These are at the discretion of the NLOW 

Project Manager and will need to be 

agreed in advance. 

Volunteering Hours 

The National Lottery Heritage Fund, who 

fund the NLOW project, require us to keep 

a record of volunteering hours. To help us 

with this, it is important that you submit 

your volunteering hours using the form 

provided on a monthly basis. 
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Being a Nature Volunteer 
Code of conduct 

As a Nature Volunteer you will be representing Cambridgeshire ACRE.  In order to 
deal with the public and Cambridgeshire ACRE staff as a volunteer it is important 
that you know what is considered to be acceptable and unacceptable conduct.  

Personal Conduct 
 
As a Nature Volunteer you will need to 
conduct yourself with politeness, 
courtesy, fairness, respect, dignity, and 
sensitivity when dealing with fellow 
volunteers, Cambridgeshire ACRE staff 
and all members of the general public.  
 
The following are examples of behaviour 
considered inappropriate to your role as a 
Nature Volunteer - this is not an 
exhaustive list and other actions may also 
be considered:  
 

1. Physical or verbal abuse of a 
member of public, fellow 
volunteer, member of 
Cambridgeshire ACRE staff, or any 
action perceived by the recipient 
or a witness to be intimidating. 

 
2. Written personal abuse, including 

abusive e-mails or social media 
posts. 

 
3. Making comments a recipient or 

witness considers discriminatory in 
any type of discrimination 
recognised in law. 

 
4. Failing to observe positions of 

confidentiality. 
 

5. Deception, fraud, theft, or 
malicious damage in any matter 
relating to volunteering activity. 

 

6. Gross carelessness or negligence 
(an act or failure to act which 
endangers others). 

 
7. Prosecution and conviction for any 

criminal offence. 
 

8. Bringing Cambridgeshire ACRE or 
the National Lottery Heritage Fund 
into disrepute. 

 
9. Preventing fellow volunteers from 

undertaking New Life on the Old 
West activities. 

 
10. Acting outside the approved 

NLOW Nature Volunteer role 
description. 

 
11. Purporting to speak on behalf of or 

acting on behalf of Cambridgeshire 
ACRE or the National Lottery 
Heritage Fund when no such 
authority exists. 
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Social Media 

We hope you enjoy volunteering with us 
and encourage you to share your 
experience and photos on social media 
using the hashtag #NewLifeOldWest.  
 
As a Nature Volunteer you must act with 

integrity, honesty, objectivity and 

impartiality – and the standards of 
behaviour expected of its employees. You 
must also make it clear in your social 
media profile that your views are your 
own and not the views of Cambridgeshire 
ACRE. 
 
Financial Matters 
 
You agree to ensure that any expenses 
incurred while undertaking your 
volunteering role shall be made strictly in 
accordance with the NLOW Nature 
Volunteering Expenses Scheme and that all 
expenses shall be subject to prior 
approval where required, be genuine and 
relevant to the agreed activity and be 
incurred in the most effective manner.  
 
You will not handle money as part of your 
volunteering role. 
 
Equal Opportunities and Diversity 
 
As a volunteer in the Nature Volunteering 
programme, you will promote equal 
opportunities and diversity in everything 
you do and will comply with the Equality 
and Diversity Policy (found in the 
appendix)  
 

Volunteering under the influence of 
alcohol or drugs 
 
There is zero tolerance of the use of 
alcohol or recreational drugs by 
volunteers during / immediately prior to 
your volunteering activities time. 
Your performance when volunteering 
must not be affected by alcohol or drugs. 
It is your responsibility to ensure that 
prescribed, or over the counter 
medication does not impair your safety. If 
you have any concerns about this, please 
talk to a member of Cambridgeshire Acre 
staff.  
 
Other policies to guide you  
 
The NLOW Project Manager will discuss 
these with you during your training, but it 
is important that in addition to this you 
read and understand the following 
policies which are found in the appendix: 
 

• Equality and diversity 

• Safeguarding children and 

vulnerable adults 

• Working near water 

• Lone working 

 

Complaints 
 

The Cambridgeshire ACRE Complaints 
Procedure describes the procedures which 
will be followed if a volunteer is accused 
of breaking the NLOW Volunteers Code of 
Conduct.
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Being a Nature Volunteer 
Dealing with problems 

We anticipate that being a volunteer will be a happy and rewarding experience. We are 

available to talk to about any minor issues which may arise during the course of your 

volunteering. These procedures are here to guide all parties should things go more 

seriously wrong. 

 

If you are unhappy as a Nature Volunteer 

Please talk to the NLOW Project Manager; 

most problems can be resolved this way.  

If you want to complain about a member 

of Cambridgeshire ACRE staff 

Again, try and resolve this with the NLOW 

Project Manager. The complaint will then 

be dealt with according to Cambridgeshire 

ACRE’s Complaints Procedure which can 

be found in the Appendix.  

If you want to complain about the NLOW 

Project Manager 

If the problem concerns the NLOW Project 

Manager and you feel you cannot talk to 

them about it then you can speak to 

Cambridgeshire ACRE’s Head of Business 

Services by telephoning 01353 860850, 

alternatively you can email via 

enquiries@cambsacre.org.uk. Your 

complaint will be dealt with according to 

Cambridgeshire ACRE’s Complaints Policy, 

a copy of which can be found in the 

Appendix.   

 

 

 

 

 

If a member of the public complains to 

you about a member of Cambridgeshire 

ACRE staff. 

Inform the NLOW Project Manager (for a 

complaint about a Cambridgeshire ACRE 

staff member) or Cambridgeshire ACRE’s 

Head of Business Services (for a complaint 

about the NLOW Project Manager).  

If you want to complain about the 

behaviour of another NLOW Nature 

Volunteer 

You need to take this to the NLOW Project 

Manager who will decide upon the 

seriousness of the complaint and follow 

the appropriate course of action listed 

below. 

If a complaint is made against you as a 

volunteer by a member of the public, a 

member of Cambridgeshire ACRE staff or 

a fellow volunteer 

The NLOW Project Manager will receive 

the complaint, make a judgement as to 

the seriousness and the nature of the 

complaint, and follow the appropriate 

course of action listed below.   
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For allegations of minor inappropriate 

behaviour:  

• The NLOW Project Manager will 

summarise the complaint in 

writing and send this to you asking 

you to attend a meeting to discuss 

the complaint and explain your 

behaviour. 

• The NLOW Project Manager will 

judge whether the complaint is 

upheld. If the complaint against 

you is upheld, you will be given a 

period of time in which to adjust 

your behaviour. This will be 

decided in agreement with you at 

the meeting and confirmed to you 

in writing. 

• If, in the opinion of the NLOW 

Project Manager you have not 

changed your behaviour within the 

time period set then you will be 

asked to leave the scheme. The 

NLOW Project Manager’s decision 

is final, and you will be notified in 

writing that your permission to act 

as a NLOW Nature Volunteer has 

been withdrawn. You will be 

expected to return any resources 

and equipment.  

• If the NLOW Project Manager 

decides the complaint against you 

is not upheld, then this decision 

will be notified to the complainant 

in writing.  

For allegations of serious inappropriate 

behaviour 

• If the NLOW Project Manager 

decides that the allegation against 

you is of a serious nature you will 

be asked to refrain from 

volunteering activities and asked 

not to attend any NLOW sites or 

events while the allegation is 

investigated.  

• The NLOW Project Manager will 

contact Cambridgeshire ACRE’s 

Head of Business Services to make 

him/her aware of the situation. 

• The NLOW Project Manager will 

conduct an investigation into the 

allegation.  If, as a result of this 

investigation, both the NLOW 

Project Manager has reasonable 

grounds for believing that you 

have displayed serious 

inappropriate behaviour, you will 

be asked to leave the scheme. You 

will be notified in writing that your 

permission to act as a NLOW 

Nature Volunteer has been 

withdrawn. 

• The NLOW Project Manager’s 

decision is final. You will be 

expected to return any resources 

and equipment.  

What is serious inappropriate 

behaviour? 

Theft; deliberate falsification of an 

expense claim or any other NLOW 

Volunteer form; discrimination or 

harassment; physical assault, 

malicious damage, abuse or other 

violence or aggression towards people 

or property; serious breach of health 

and safety regulations; being under 

the influence of alcohol, solvents, or 

non-prescribed drugs during 

volunteering. This is not an exhaustive 

list and other actions may also be 

considered.
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Being a Nature Volunteer 
Volunteer Statement 

This statement describes the volunteering arrangement between Cambridgeshire ACRE 

and you. We will do the best we can to make your experience with us is both enjoyable 

and rewarding. 

 

You can expect from Cambridgeshire ACRE: 

1) Induction and training 

• To be provided with a thorough 
induction on the work of 
Cambridgeshire ACRE, its staff, 
your volunteering role, and any 
training you need to meet the 
responsibilities of this role. 

 
2) Supervision, support, and flexibility 

• To have explained to you the 
standards of personal conduct 
expected of you in the role of 
NLOW Nature volunteer and to 
encourage and support you to 
achieve and maintain them. 

• To be friendly and approachable 
should you want to discuss your 
volunteering role and any 
successes and problems. 

• To do our best to help you 
develop your volunteering role 
with us. 

 
3) Expenses 

• To have expenses reimbursed 
that you incur during the carrying 
out of activities for NLOW Project 
according to the CACRE expenses 
scheme.  
 

4) Health and safety 

• To provide adequate training and 
provide a safe volunteering 
environment.   
 

5) Insurance 

• To provide adequate insurance 
cover for NLOW Volunteers 
whilst carrying out their 
volunteering role activities which 
have been approved and 
authorised by the NLOW Project 
Manager. 
 

6) Equal opportunities 

• To ensure that all NLOW Nature 
Volunteers are dealt with in 
accordance with our Equality and 
Diversity policy, a copy of which is 
in the appendix. 

 
7) Problems 

• To try to resolve fairly any 
problems, complaints, and 
difficulties you may have while 
you are volunteering with us.  
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What we ask of you as a volunteer:  

 

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

 

• To support the aims and objectives 
of the NLOW project. 

 

• To follow the Cambridgeshire 
ACRE procedures and standards, 
including health and safety and 
equal opportunities, in relation to 
its staff, the public and fellow 
volunteers.  

 

• To respect and maintain any 
confidential information you may 
obtain about the Cambridgeshire 
ACRE through your volunteering.     

 

• To meet the time commitments 
and standards which have been 
mutually agreed to and to give 
reasonable notice so other 
arrangements can be made when 
this is not possible. 

 

• If you use your vehicle, to ensure 
that it is suitably road worthy and 
insured for you to carry out this 
activity. 

 
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. 
 
 
 
 
 
 

 
 
By participating in the NLOW 
volunteer programme, you confirm 
that you have read and understood 
the policies and procedures in this 
handbook, and will abide by 
Cambridgeshire ACRE volunteer 
policies and procedures at all times. 
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Health, Safety and Training 
Your Safety 

The information in this section will help you to keep yourself and those around you as safe 

as possible when you are volunteering as a Nature Volunteer.  We have a responsibility 

for your safety, but as a volunteer you also have to consider how to keep yourself (and 

others) safe from harm. You will be operating under Cambridgeshire ACRE’s Health and 

Safety Policy. 

Risks and hazards 

Unfortunately, there will always be 

hazards associated with volunteering 

outdoors. In order to minimise the risk of 

an accident or ill health we have identified 

many of these hazards and put measures 

in place to reduce them to acceptable 

levels.   

Working near water 

As a nature volunteer you may come into 

close contact with water (e.g., ponds, 

rivers, and drains). You will not need to 

enter the water. It is important to take 

extra care by leaving a gap between 

yourself and the river bank. Should you 

need to collect water samples (e.g., to test 

water quality) ensure you have another 

volunteer with you, check your phone 

signal in-case of an emergency and 

identify an exit point from the water. 

Avoiding infection and illness 

Take precautions before commencing a 

volunteering activity such as covering 

open cuts/abrasions, washing your hands, 

and wearing protective gloves. This can 

prevent Leptospirosis, also called Weil’s 

Disease, which can be caught from water 

bodies.  

Lone working 

If you are volunteering on your own make 

sure you take some extra safety 

precautions. Let someone else know 

where you will be, and when you expect 

to return, and ensure you have a fully 

charged mobile phone with good signal. 

What if you do have an accident or near 

miss? 

It is very important to report any 

accidents, near misses or health problems 

you have as a result of your volunteering 

activities to the NLOW Project Manager.  

As part of your training, you will be asked 

to complete an emergency contact form 

which will be held by your the NLOW 

Project Manager. 

Insurance  

Cambridgeshire ACRE will provide 

adequate insurance cover for you whilst 

you are carrying out volunteering 

activities which have been approved and 

authorised by the NLOW Project Manager.  

Supervision  

After you have completed your training 

your ordinary volunteering role will not 

require supervision. Any other activities 

outside of your normal role may require 

supervision from Cambridgeshire ACRE 

staff and this will be arranged with the 

NLOW Project Manager in advance.
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Your Volunteering Achievements 
As a Nature Volunteer you are an invaluable individual on the NLOW 
project, and we want to ensure that you are able to gain as much as 
possible from your role.  

We hope that you will gain a range of new skills and a more in-depth 
understanding of fenland species through training and your volunteering 
activities.  

Make a note of your volunteering achievements here: 

Date Description 
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Volunteer Expenses  
Please fill out the expenses form below and submit this on a monthly basis. 
For information see your handbook (p.7). 

 

Date of Expense 
 
 

 
Description 
 
 
 

 
 
 
 
 

Expense Type: 
 

(Mileage, travel, 
supplies, other) 

 
 
 

Amount (£) 
 
 

 

Evidence 
(If required) 
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 Period covered: [enter month here] 

Name: [enter your name here] 

 

Volunteering Hours: 

Activity  Date of Activity # Of Hours 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


