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Introduction

People volunteer for many reasons.  They may volunteer because they feel a moral duty or other compelling reasons to take part in voluntary action or support a particular cause.  The key element is that the volunteer’s time is freely given.

The role of the volunteer is to complement the work of employees not to replace them. Volunteers help to meet the social needs of patients in a variety of ways and make a unique contribution to the hospital.

The voluntary service is within the Nursing and Governance Directorate under the remit of the Associate Director of Nursing for Patient Experience.  The Patient Advice Liaison Service (PALS) manager manages the service. There is a part time Assistant PALS Officer on each main site who co-ordinate the service on a day-to-day basis.  

Aim

This policy is designed to ensure that the volunteer service is of a consistently high service across the Trust and adheres to associated Trust policies.

Scope

This policy applies to Voluntary service staff and any member of staff who accept volunteers in their ward/department. 

Staff –Volunteer Relations

The PALS/Voluntary Service Co-ordinator (VSC) promotes volunteers by meeting with staff at ward/department meetings to identify areas where volunteers may enhance the patient experience.

The information given ensures that staff have a clear understanding of the remit of the volunteers and the limitations on their involvement.

The VSM meets with service managers/matrons on an ad-hoc basis to discuss requirements for volunteer placements

Range of Volunteer Involvement in the Trust

Volunteers are involved in a large range of activities.  These include:

· Welcomers

· Provision of general help/support to wards and departments

· Chaplaincy 

· Hospital radio

· Patients’ Councils

· Friends of the Hospitals 

· Car driver service

· Tea bar

· Friends in Deed

· Cancer information services

· Library trolley

Placements for volunteers are discussed at interview and finalised at the induction stage; this will be dependant on service demand and suitability of the candidate.

Recruitment and selection

Volunteers are recruited in line with the Trust Recruitment policy including

· Submission of application form

· Provision of 2 referees

· Health screening

· Criminal Record Bureau clearance

Applicants must be 16 years of age and over, with upper age limit dependant on ability to perform the tasks required.

Interviews will be held and recorded in accordance with the volunteer recruitment procedure.

Individual personal records will be kept for all volunteers.

Induction

Following successful recruitment the volunteer will attend a volunteer induction session.  Induction will include the following: -

· Health and Safety

· Fire policy

· Food handling

· Risk Management

· Moving and handling 

· Waste management 

· Incident reporting

· Hand washing

· Dress code

· Use of mobile phones

· Alcohol policy

· Smoking policy

· Confidentiality

· Customer care

Each volunteer will receive a volunteer handbook, which reinforces the information given to the volunteers and provides relevant contact numbers.

Training

All volunteers are expected to attend a fire lecture and Moving and Handling for non-patient handlers training annually.

Local training will be provided specific to the placement.

Training records will be maintained in the personal files.

Insurance

Volunteers will be indemnified through the Trust’s insurance, dependant on the volunteer carrying out their activities within the guidance issued to them.

Support and Supervision

The Voluntary Service Co-ordinator (VSC) will provide support and guidance to the volunteers on a day-to-day basis.  The team in which the placement is taking place will provide day-to-day supervision to the volunteer.

A formal annual meeting will be held with each volunteer to review progress and satisfaction in relation to their placement.

Car parking

Volunteers are offered a free car park permit for the hospital car park.

Expenses

Volunteers are offered travel expenses in accordance with Trust policy.

Recognition of Volunteers

Volunteers will receive a certificate from the Chairman or a member of the Executive Team after 5 years service.  This will be presented at a coffee morning or afternoon.

Volunteer meetings with speakers are organised three times a year.  Volunteers will be asked for suggestions for speakers and Agenda items.

Coffee and mince pies will be organised at a pre Christmas event and will be attended by a member of the Trust Board. 
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