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Volunteer Policy

Volunteering in Health (“the Organisation”) strives to create a diverse and inclusive organisation within
the community. Therefore, we are committed to ensuring equality of access to high quality volunteer
opportunities and equality of treatment for our volunteers in all our policies and practices.

Volunteers with the Organisation are fully protected by the Organisation’s public liability and personal
accident insurance. Drivers who use their own cars in connection with their voluntary work, must
inform their own insurance company to ensure adequate and continued cover.

The Organisation endeavours to provide adequate and appropriate facilities, equipment, resources and
training to enable volunteers to fulfill their roles.

The Organisation Manager has overall responsibility for the management of volunteers including
overseeing the implementation of this policy and dealing with any complaint or grievance relating to
volunteers. The volunteer Co-ordinator manages the recruitment, training and ongoing supervision of
volunteers.

Recruitment and selection of volunteers

The Organisation is committed to serving and representing the people of Teignmouth and its
surrounding areas and wishes to see all sections of the community represented among our volunteers.
Volunteer opportunities are widely promoted throughout the area and we will endeavour to make
recruitment and selection materials available in a format accessible to any individual or group, upon
request.

All potential volunteers will go through an appropriate recruitment and selection process. The
Organisation uses application forms, references and informal interviews/ chats. Additional measures
may be implemented depending on the nature of the roles undertaken and police checks may be
required.

Management of volunteers

A Volunteers ‘Welcome Pack’ will be made available as well as access to relevant policies and staff a nd
volunteer handbook.

Post COVID-19, all volunteers will be made aware of Covid procedures

All volunteers will be given an induction. This provides background information on the Organisation;
explains its procedures; describes the volunteer role and expectations and work team and outlines how
the volunteer will be supported. They will be asked to sign a volunteer agreement.

Out of pocket expenses can be claimed using the expenses form.

Volunteers are invited to supply email or mobile contact numbers to receive newsletter and join team
What’s App groups.
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If appropriate there will be an opportunity for volunteer ‘buddying’ during settling in period.

There will be an opportunity to review role after first 4 weeks. Annual catch up sessions and feedback
opportunities will also be available.

At the Organisation volunteers, will be supported by the Organisation Manager and/or volunteer co-
ordinator who will offer supervision, help and guidance on any issue relating to the voluntary work.
Any issues arising will be dealt with appropriately, between volunteer and Organisation Manager or
volunteer co-ordinator. This support is ongoing throughout the volunteer’s time with the Organisation.

We recognise our duty to protect the best interests of the Organisation and our users. It is incumbent
upon all volunteers/staff/activity leaders to include, encourage and support new users. We offer a
formal complaints procedure in the case of more serious complaints. In the case of particularly serious
offences this process may be bypassed and the volunteer asked to leave the premises. Where a
criminal offence is suspected, the matter will be referred to the police.

The Organisation is committed to improving the effectiveness of volunteers. Volunteers will be offered,
and encouraged to attend, relevant training courses. Volunteers may attend the courses within their
normal hours of voluntary work. Volunteers who are asked to attend training to support the
Organisation are entitled to claim out of pocket expenses.

To effectively monitor volunteers their personal details are kept in accordance with guidelines under
The Data Protection Act and GDPR. This is available upon request.

Both volunteers and the Organisation agree that the intellectual property rights of original work
produced by volunteers automatically transfers to the Organisation.

Photographs of volunteers may appear on our website, media websites, or newsletters. If any
volunteer has any objections to this, they must make this clear to those concerned when such events

are taking place.

This policy is intended to supplement good judgment and will be updated as necessary to reflect best
practice.

Please refer to Appendices 1 — 8
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Review

This policy will be reviewed every two years.

In case of any queries or questions in relation to this policy please contact the Oragnisation Manager or
Board of Trustees

Signed on behalf of the Board of Trustees by

Name:

Manuela Grossmann

Date: 07/11/2022
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Appendix 1
Coronavirus Update

April 2022
Introduction

Following the UK Government’s guidance on ‘Living with Covid’, we have reviewed our approach to the
prevention of infection across our services.
This document outlines process guidance for all staff and volunteers.

What should I do if I feel ill?

Exhibiting symptoms does not necessarily mean that you have been infected — you may just suffer from a
cold or the flu. However, we do come in close contact with vulnerable individuals so would ask you not to
come into work / volunteer if you exhibit any of the following:

- High temperature

- New, continuous cough

- Loss of sense of smell or taste

Once you have been symptom free for 24 hours, we are happy to welcome you back.
Does the same apply to our clients?

Yes, and we remind everyone at the point of us making an appointment. If you set your own appointments,
please remind your client to inform us in advance if they feel unwell

Will testing be available through ViH?

The Government have now stopped providing free testing to individuals who do not work for the NHS or are
in a high-risk category.

We are continuously exploring avenues to dip into this pool of free testing but it is unlikely we will be able
to source free tests in bulk.

We will continue to endeavour to provide tests for our teams, but may not be able to do so for much longer,
should costs become prohibitive.

Please contact the office if you would like to test yourself and you will be able to do so, as long as tests are
available and you are classed as a team member or volunteer who is in close contact with vulnerable clients.

Should we wear masks?

We advise wearing masks in enclosed spaces and/or when coming into contact with vulnerable individuals.
We also advise our clients to wear a mask when being driven to a medical appointment.

This happens at the time of booking.

We can unfortunately not enforce mask wearing for clients in their own home. If you feel uncomfortable
attending any appointments because of this, please contact your team leader.

The Board of Trustees
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Appendix 2

Volunteer Agreement
Without our Volunteers, we would not be able to provide the support our community needs - so thank you from VIH
and our clients for giving us your time and energy!
Because the delivery of our services depends on your commitment, we are keen to establish volunteer relationships
that are long lasting and based on trust and respect. Should you join our volunteer team, we will jointly sign up to
the following agreement:

Volunteering in Health commits to:

Provide all insurance cover deemed necessary to protect the volunteer in all lawful acts in
connection with activity carried out on behalf of Volunteering in Health.

Reimburse travelling expenses at the currently agreed rate for journeys authorised by a member of
the staff.

Provide induction and support appropriate to the activity being undertaken.

Give regular help, guidance and support to the volunteer according to the nature of the voluntary
work being carried out and to the needs of the volunteer.

Keep strictly confidential all information supplied by the volunteer during his or her selection
process.

Keep strictly confidential all information obtained by the volunteer in connection with his or her
voluntary work on behalf of volunteering in Health. This confidentiality shall continue to be
observed beyond such time as the volunteer’s involvement with the charity ceases.

Support the volunteer throughout the period of his or her involvement with Volunteering in
Health.

As a Volunteer, you commit to:

Carry out the role according to the principles of Volunteering in Health as set out in the Volunteer
Handbook
Keep a member of staff informed of your activity, and notify them when it ends so that an up-to-
date record of the availability of Volunteers can be maintained.
Ensure that all activity carried out on behalf of VIH is authorised by a member of staff.
Bring any problems or difficulties with the role to the notice of the Volunteer Co-ordinator or a
member of staff, as well as successes and triumphs.
Undertake induction appropriate to the role, as deemed necessary and reasonable and according
to the needs of the Volunteer.
Refuse to administer or assist in administering:
- any drug, tablet, or medicine
- any personal care, lifting, or manual handling
- any financial support, or assistance with making financial decisions during the course of your
activity on behalf of Volunteering in Health.
Stay in regular contact with Volunteering in Health regarding your role and seek support whenever
needed - if in doubt, speak out.

Signed

Volunteer: Staff: Date:

Volunteer Name: Staff Name:
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Appendix 3

VOLUNTEER DATA CONSENT FORM

Volunteer Name:

To ensure that we are complying with the General Data Protection Regulation which came into effect in the UK in
May 2018, we need to obtain your informed consent about the records we keep for you and how they are used.

Our policy is never to share volunteer data unless in a genuine medical emergency; however, we recognise that
some volunteers are happy to help us work more efficiently by sharing their data amongst the agencies that we work
closely with.

We never share volunteer data with clients of Volunteering in Health without a volunteer’s express permission, and
then only on a case-by-case basis.

Please indicate your preferences below and then sign, date and return.

(Tick for yes, blank for no)

I am happy for my personal information to be stored on Volunteering in Health’s
Lire online database and a paper file to be kept in a locked filing cabinet.

| am happy for my personal information to be shared with other organisations (NHS, Social Care,
Care Agencies, The Alice Cross Centre, Assist Teignbridge) for the purposes of volunteering.

| am happy for my information to be shared with my GP, named emergency contact and emergency

services in the event of an emergency

| am happy for Volunteering in Health to send me information about their services and events they
think will interest me.

I am happy for my photograph, name, or quotes to be used in Press Releases, on Social Media, and

in other marketing materials such as leaflets or the Annual Report.
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Appendix 5 Volunteer Expense Form

Volunteer Expenses Farm - Word Julia Street )
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VOLUNTEERING IN HEALTH =

Volunteer Expenses Claim Form

Please submit ys claim form by the 7* of every month
Name Month/Year
R
Date From To Reason for journey Miles driven
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Ju) Total miles x 45p per mile
. Total other Travel expenses [parking/train/bus)
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&
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ALL OTHER EXPENSES (please attach receipts)
Item / Expense Date Description of activity, purchased item, reason for purchase etc Amount £

TOTAL

Signed by daimant Date signed Office Manzger Signature Date Signed
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Appendix 6 Boundaries
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K Examples:

% 1. Maureen's Volunteer Befriender visited weekly for a cuppa and a game of scrabble. When making her tea, the Befriender noticed that Maureen's
B cupboards were a bit bare. Maureen said that she was finding it a struggle to go shopping and asked if her Befriender would pick up a few things
; for her. The Befriender explained that this would not be within her volunteer role, but suggested she try the Home Help Service, and ask the

': office to arrange a visit from a Link Worker. The Befriender continues to visit each week and Maureen now also has a Home Help who does her

q weekly shop for her

= 2. Richard cares for his wife Joan. They use the Volunteer Transport Service to go to Joan's regular appointments atthe Hospital. On a recent journey,
s} their Volunteer Driver recognized that Richard was mare stressed than usual. Richard expressed that he is finding his caring role difficult as he has
; had to stop visiting his brother for a pint every other week, which he greatly missed. The Volunteer Driver suggested they look in to getting them
= some additional support. They contacted the office who avisit froma ing Coordi Now Joan has a Volunteer Sitter for an
i afternoon once a fortnight, who makes sure she is comfortable and enables Richard to visit his brother. They continue to use the Transport

': Service.

!f 3. Doris has had a Home Helper for a year, wha shops and cleans her home twice a week. Last week the Home Helper noticed that Doris hadn'tbeen
; finishing her meals and seemed maore tired that usual. She contacted the office who requested a visit from the Community Nurse who checked

= her blood and urine and referred Doris for a medication review with the Pharmacist. She has had her medication adjusted and has regained her
a energy and appetite.

g
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Appendix 7 Example Job Role

Volunteer driver role description 2022 - Word Julia Street
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Appendix 8 Confidentiality Agreement

CONFIDENTIALITY AGREEMENT

(signed copy to be placed on personnel file of staff member/volunteer)

Our work will bring us into contact with clients’ confidential information and circumstances. To ensure that
all those working within Volunteering in Health can do so with confidence, we will respect confidentiality in
the following ways:-

1. Clients will have access to any files and records of their own within Volunteering in Health in
accordance with Data Protection.

2. Volunteers and staff will not discuss any information with other individuals but should discuss any
concerns with the Manager.

3. Information will not be passed on to third parties without the client’s consent.
4. All staff and volunteers will comply with all requirements of the Data Protection Act 1998.

5. Client, staff, and volunteer personal information should never be discussed on social media without
the person’s express consent.
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