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1 INTRODUCTION

1.1 Introduction and background to the paty

Doncaster & BassetlaheachingHospitals NHS Foundatidmust attracts a high number of
people who vould like to be a Trustolunteer, givingtheir time, with some volunteers having
done so for over 20 years

This policy will provide a frameworkrfthe use of volunteers within the Trust and covers the
placement of volunteers arranged by the Trust itself or through a voluntary organisation such as
the RoyalVoluntary Services

Volunteers play an important role within the Trust. Their contribng enable thdrust to
enrich andmprove theexperiene for patients, their relativeg;arersand visitors to the Trust

The Trust operates to the highest standards of dignity and respect. In relation to volunteers, this
means that we recognise and ualthe skills that all our volunteers have to offer and we provide

a supportive and caring environment. Induction, training and supervision will be included as part
ofa@2f dzy i SSND&a LI} I OSYSyiao

Whilst recognising that volunteers are not employees of thest it is important to note that

this is a tweway relationship. Whilst being supported, valued and trained by the Trust,
volunteers are expected to demonstrate their commitment to the organisation, comply with its
professional approach and reflect iterporateobjectives andralues.As a responsible NHS
Foundation Trust, we must be mindful of the Savile Report arttlitecommendationsyhich

are designed t@rovide a safe system for our patiengsd staff.

Volunteers fill a range of valuable roldst provide servicethat are notoffered by paid staff.
These include, patieneedback volunteersgscort volunteerslibrary volunteersandward
volunteers

All voluntary agencies who work within tfleust, and all wards and departments thatanage
vof dzy 0 SSNAR Ydzad O2YLX & 4A0K GKS LINP QBuntarga I yR
Services'eam who will undertake recruitment for volunteers who are not part of a voluntary
agencymust be satisfied that this is the case and must hold detdidl volunteers working at
the Truston itsdatabase.

2 PURPOSBF THE VOLUNTEERH.ECY

2.1 The prpose of this document is to:

i Set out a policy to ensure fairness and consistency in how the Trust resupisorts and
manages volunteers.
1 Give voluntees clarity about their roles and purposes
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i Help staff to know and understand the status and roles of volunteers and to prevent
volunteers being used to substitute for the work of paid staff.

1 Ensure the safety of the patients, the public and staff that ntdars cone into contact with,
as well as the safety of volunteers themselves

1 Demonstrate hat the Trust is committed to theharter forstrengthered relations between
paid staff and volunteer§l'rades Union Congress, 200Bhechartered principles are:

)l

)l

All volunteering is undertaken by choice, and all individuals should have the right to
volunteer, or indeed not to volunteer;

While volunteers should not normally receive or expect financial rewards for their
activities, they should receive reasonable olupocket expenses;

The involvement of volunteers should complement and supplement the work of paid
staff, and should not be used to displace paid staff or undercut their pay and
conditions of service;

The added value of volunteers should be highlightedat of commissioning or

grant makingprocess but their involvement should not be used to reduce contract
costs;

Effective structures should be put in place to support and develop volunteers and the
activities they undertake, and these should be fullystdered and costed when
services are planned and developed,;

Volunteers and paid staff should be provided with opportunities to contribute to the
development of volunteering policies and procedures;

Volunteers, like paid staff, should be able to carrytbair duties in safe, secure and
healthy environments that are free from harassment, intimidation, bullying, violence
and discrimination;

All paid workers and volunteers should have access to appropriate training and
development;

There should be recognisethchinery for the resolution of any problems between
organisations and volunteers or between paid staff and volunteers;

In the interests of harmonious relations between volunteers and paid staff, volunteers
should not be used to undertake the work of pstiaff during industrial disputes.

RECRUITMENANDSELECTION

The Truspromotes the principle thaeveryone matters, and volunteers shoudd in a culture
where they are valued for their skills and talents. Voluntegesecruited from a diverse rage
of social and cultural backgrounds and age grqumgsimum age of 17) Our aim is that the
diversity of volunteers will reflect the population of Doncaster and Bassetlaw. We will not
discriminate on grounds of age, race, gender, sexual orientatioysipdl disabilitygnental
health status or religious belief.

TheTrust Volunary Service Teammust be satisfied that the potential volunteer has the
personal qualities of:

1
1
1
1

Responsibility

Integrity.

Reliability

Relevant skills for activities required
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In order to ensure a diverse mix of volunteers and provide the most effective volunteering
service, theTrust will, at times, recruirdm specific communities and groups.

For the purposes of the recruitment of volunteers to the Trust, every volunteest kamply

with the required checks in accordance with the NHS Employment Check Standards applicable to
the volunteer roles. Full reference to the requirements of these checks and acceptable
R2O0dzYSy il A2y OFy 0SS F2dzy R /oyPolickCORR/ENMEZBEh@R A wS
the NHS Employers website.

All volunteers working at the Trust will be subject to a Disclosure & Beé@engce (DBSheck
An employer may request a criminal records ch@ckcessed through the (DBS) as part of its
recruitment process.

We also expect that all partner voluntary organisations follow the same principles. We have
confirmed that these principles are followed by the hospital radio and Royal Volunteers Service.
For certain roles the check will also include Mdg | G A2y KStR 2y (GKS 5. {
barred lists, together with any information held locally by police forces that is reasonably
considered to be relevant to the applied for post.

These checks are to assist employers in making safer recruitmdric@nsing decisions.
However a check is just one part of robust recruitment practice. When a check has been
processed by the DBS and completie: applicant will receive a DBS certificate (DBS check).
Volunteers must have received a DBS check befag liegin their placementAll volunteers
must sign the volunteer agreement and update the Trust of any change of circumstance.

Generally, our volunteers will requirem@nhancedevel DBS checkurther detais can be found

in the volunteer handbook whircis given to all volunteers upon starting in at the Trust (see
appendix 2).

4 WORKING GROUPS/M®ITTEES/LAY MEMBERS

Alongside the Trust Volunteers, we have Working Groups/Committees and Lay members that
contribute to the Trust. The members of the piggbarticipating in these areas must be made

known to the Voluntary Services Dept. The members must undertake a standard DBS check, sign
the Volunteer Confidentiality form and Volunteer Agreement. The Volunteer Coordinator will

hold the details of all th participants on the Volunteer Database.
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DUTIES AND RESPONBIBIES

Voluntary Service Coordinator

The Voluntary Servis€oordinator is the main contact and coordinator for volunteers and
coordination of their recruitmentTrust Inductiontraining and line managetutiesin respect of
the body of volunteers working in various roleghin the Trust. Th&oluntaryServics
Coordinator will:

)l

)l

= =4 —a -9

5.2

Ensure that recruitment processes, interviews, identity and DBS checks are completed in
line with the Recruitment and Selection Process.

Issue thevolunteer handbook covering the duration of the placement. This will describe
responsibilities of the Trust to the volunteer and those of the volunteer to the Trust.
Issue and obtain a signed copy of thduribeer Agreement from each volunteer joining

the Trust and the existing volunteers if there is a change to the existing agreement
document content.

Maintenance of the Trust Volunteer Database, to include the recording of all recruitment
checks, Trust indution and the Trust Statutory and Essential to Role Training.

Facilitation of access to training in line with the Trust training needs analysis.

Organise the annual volunteer thank yeuents (usually held at Christmas time).
Disseminatelrust informationrelevant to voluntees.

Coordinate and check theompletion of travel claims made by volunteers, prior to
authorisation.

Monitor the refreshment voucher provision across the Trust, liaising with the Head of
Catering when necessary.

Key Contact

The Ky Contact is the person who has day to day responsibility for the departmesrevthe
volunteer is based. In their duties they will:

)l

1
1

5.3

Provide local induction for the volunteer to be orientated to the environment they are
placed.

Ensure that therolunteeris appropriately supervised, directly or indirectly, as required.
Be the point of contact for communicating their availability and agreeing attendance
times.

Ensure appropriate authorisation of refreshment vouchers.

Volunteer

The volunteer duties art:

1
1

)l

Abide byTrust policies.

Provide support in their placement area, where theyl be supervised directly or
indirectly.

Be aware of the supportive nature of volunteering, whilst not taking direct care
responsibility.
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1 Report any occasion where thereasgpectation to undertake the duties of an employed
member of staff, to their supervising Key Contact, or to the Voluntary Service
Coordinator.

1 Complete travel claims forms for reimbursement of travel costs, in line with the Trust
StandardFinancialnstructions

1 Attend all training required in line with the Statutory and Esseritraining (SET)aining
needs analysis.

REQUIREMENTS AND RHEDURES DURING THELVUNT E ER

PLACEMENT

6.1 Management of volunteers

The day to day management of individualunteers will be the responsibility of the Key Contact
named in the role description.

The Voluntary Services Teamill have overall management responsibility in term&iafst
corporateinduction, orrgoing training, paying expensestpring personal infomation, and
managing concerns, complaints and conduct issues.

All volunteers will be provided with a Trust Identity Badge on a red volunteer lanitasdthe
responsibility of the volunteer to ensure this badgeatirned to the Trust Voluntary Secés
Teamon discontinuation of their voluntary duties. There may be a charge if the badge is not
returned.

6.1.1 All volunteers will have a personal filevhich will hold:
1 ¢KS @2ftdzyi SSNRa O2YLX SGSR LI AOFGA2Yy F2N
T wWSTFSNBYOS ydzyYo SN FcRaddndeKS @2f dzy i SSNDa 5. {
1 Ininstances where a DBBeck has been carried out, and reveals an unspent conviction
and the applicant isubsequently stiltecruited, a copy of the clearance will be held on
file for six months, in accordance with the DBS Code of Practice.
Occupational Health clearance form/letter
Referencesn line with the recruitment policy.
A signedvolunteer agreement.
Details of next of kin or person to be contacted in event of an emergency
Evidence of any training provided by the Trust during@dn2 f dzy G SSNQa LJX I OS)
Any correspondence received relating to the volunteer

= =4 -8 -4 -8

It will be theresponsibility of the Wluntary Serviceeamto hold volunteerpersonal files,
unless specific agencies or department agree to hold these for their own volgntédir
personal files must be kept securely in a locked cabiffe¢. Volunteer database will be
maintained with all recruitment and training records, available for audit and monitoring
purposes.
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6.1.2 Volunteer Agreement Form

The Volunteer Agreement Fonsidesigned to illustrate explicit requirements and broad
principles in respect of behaviour and compliance to the Ruystlicies, including

confidentiality, statutory and essential to role training and expectations to promote and report
concernsincludng any safeguarding adults or children issddss can be found in appendix 1.

6.2 Uniform policy and dress code

The Trust believes the way employees (including volunteers) dress and their appearance is of
significant importance in presenting a porate and professional image to all users of its
services, whether patients, visitors or staff.

lff @2fdzyGSSNR VYdzald O2YLIX & ¢AdK ddaduniBny SNI f
Policy (COPREMP 20)

1 Present a smart and professional imagettimereases patient and public confidence
1 Support infection prevention and control
1 Protect the health and safety of volunteers, patients, visitors and.staff

Volunteers are not provided with a uniform. Volunteers are identified by a red lanyard which

h-d GKS 62NR a@2f dzy i SSNE SY, aNdBomRISmgHENirg LINA y (i S|
volunteers also wear burgundy jackets, whitdve been worn as aniform historically The

lanyard and identification card are the official identification for the role.

6.3  Safeguarding

All staff and volunteers working within the trust have a duty to be aware of their own and the
2NHFyAal A2y Qa NRtSa FyR NBalLRyaroAtAGASa T2
and adults at risk. Volunteers must be caetgnt to recognise abuse, respond appropriately

and contribute to the processes for safeguarding, accessing training and supervision or advice as
appropriate to the role they undertake.

Volunteers should undertake trust safeguarding trairisgset out irthe Statutory and Essential
Training Needs Analysighis will enable basic knowledge of the signs of abuse of both adults
and children and knowledge of what to do, should they have a concern.

+2f dzyGSSNB aK2dzt R | RKSNEB siaad Pindedures iNlmawvittldcal{ | F S
Safeguarding Adults and Children Boaati®Boncaster and Bassetlalieaching Hospitals

according to their placement areas. Where safeguarding issues are identified relating to adults,

all staff and volunteers should follothe Nottinghamshire or Doncaster Safeguarding Adult

LINE OSRdzNBa Ay fAYyS gA0GK GKS ¢NMzadGQa {F ¥S3dz N
safeguarding concerns relate to a child or children, all staff and volunteers should follow the
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Doncaster or Nottingh Ya KA NB { I FS3dz2r NRAYy3 [/ KAt RNBY . 2| NR
Safeguarding Children Policy (PAT/PS 10). However, the volunteer should discuss all safeguarding
concerns immediately with ward or department managers and /or\fleunteer Coordinatoin

order to progress the concermgnensafe to do so.

Should safeguarding concerns arise as complaints regarding the behaviours of volunteers, the
usual safeguarding procedures apply. Should staff observe such behaviours, immediate action
mustbe takento ensure that patients are protected. Additionally, in such cases staff should
ensure their individual managers are made aware of the concerns and the issue should be
reported to the safeguarding team.

The Safeguarding team within the Trust offer supgortl advice and can be contacted on ext.
642437

6.4 Communication

Volunteers play a pivotal role within DBTH as part of the patient experience. Contact is made
regularly with the volunteers by the following:

1 Faceto-face

1 Annual Volunteers Brunch (udiyaChristmas time)

1 Twice yearly newsletters (sent direct to all volunteers)

f 'yydzrt @2fdzyiSSNBQ adzNBSe 6aSyd RANBOG G2
At each of these options the volunteers have an opportunity to contribute to improving the
service they assist in provid).

7 TRAINING/ SUPPORT

The Statutory and Essential Training Needs AnaysigolicyStatutory and Essential Training
(SET) Policy (CORP/EMPs2®s aut the duties of all staff andolunteers are also expected to
comply with these principles. Thiscindes induction, and ongoing training needisaining will
be recorded through the Trust central system, OLM.

Allvolunteers must attend drustinduction Day and a localduction in the arean whichthey
will be volunteeringBy completing the Corpota Trust induction, this coversandated |G
training within the Statutory & Essenti@taining (SEWhich is base@ntirely onthe Data
Security & Protection (DSP) Toolkit Training Materials, and successful completion of the
training will be recorded

Swbsequent statutory and essential to role training will be accessed and reviewed on an annual
basis, monitored by the Voluntary Services Coordinatbe trainingnustbe recorded and a

copy of the documentation sent to the Trugoluntary Services Coorditaa for storage with the
@2f dzy 0 SSNDa LISNE2YFf LI LISNB2NJ &
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Training completion is mandatorycondition of maintaining the volunteering arrangement with

the Trust.

8 MONITORING COMPLIAR®VITH THE PROCEDURYOCUMENT

What is beingMonitored Whowill carry out How often How Reviewed/
the Monitoring WhereReporedto
Recruitment and turnover ol Voluntary Service Quarterly Patient Experiencand

volunteers joining and
leaving the Trust.

Team

Engagemen€Committee

Annual Volunteer survey
resuts

Voluntary Service
Team

Annually(Survey in
January)

Patient Experiencand
EngagemenCommittee

Volunteers training
compliance against
Statutory and Essential to
Role training needs analysis

Voluntary Services
Team/ Education

Annually

Patient Expednceand
EngagemenCommittee

9 DEFINITIONS

Volunteer

At Doncaster & BassetlaweachingHospitals NHS Foundation Truatvolunteer is defined as
somebody who commits time for the benefit of others freely, through personal choice and
without expectatio of financial reward. Volunteers support the work of staff to enhance
services and the environment for patients, the public, visitors and everybody who uses the
¢ NXza Wickd andfscNitles. They do not substitute for the work of paid staff.

Work Eyerience

Work Experience should not be confused with volunteering. All work experience enquiries and

placements are dealtith solely by the work experience team and should be directed to,
dbth.workexperiece @nhs.net(see Work Experience & Elective Placement Framegudrk

Manages Guidehttps://extranet.dbth.nhs.uk/wpcontent/upload$2020/02/Work-Experience

and-ElectivePlacementFramework.pdf

Direct Supervision

Direct supervision isupervision which is constant by a member of staff supervising the

volunteer.

Indirect supervision

Supervision which is intermittent, appropriate fpublic places and not one to one contact in a
room alone with a patient.
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10 EQUALITY IMPACT ASSIMENT

An Equality Impact Assessment (EIA) has been conducted on this procedural document in line
with the principles dthe Equality AnalysiBolicy(CORP/EMP 2@nd the Fair Treatmerfor All
Policy(CORP/EMP 4)

The purpose of the EIA is to minimise and if possible remove any disproportionate impact on
employees on the grounds of race, sex, disability, age, sexual orientation or religious helief
detriment was identifiedsee Appendis).

11 ASSOCIATED TRUST EEDURAL DOCUMENTS

CORP/EMP 3&Recruitmentand Selection #licy

CORP/EMP 2S5tatutory and Essential Training (SEcR

PAT/PS 10Safeguardin@hildrenPolicy

CORP/ICT 9nformation Governance Policy

PAT/PS 8Safeguarding Adults Policy

CORP/EMP 1-ANorking with Vulnerable Adults and Childre®isclosure and Barring Service (DBS)
CORP/EMP 27Equality Analysis Policy

CORP/EMP 4Fair Treatmentdr AllPolicy

CORP/EMP@- Dress Code and Uniform Policy

CORP/HSFS Health and Safety Policy

CORP/EMP @Grievance and Dispute Procedure

PAT/IC & Hand Hygiene

PAT/IC 38 Animals on Trust Premises (Including Pets As Therapy)

Work Experience & Elective Placement FramewgotkManagers Guide,
https://extranet.dbth.nhs.uk/wpcontent/uploads/2020/02/WorkExperienceand-Elective
PlacementFramework.pdf

12 DATAPROTECTION

lye LI SNRER2Y!I f
LINEGSOGAZ2Y S
Regulation (GDPR) 2016.
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For further informatia on data processing carried out by the trust, please refer to our Privacy
Notices and other information which you can find on the trust website:
https://www.dbth.nhs.uk/aboutus/our-publications/ukdata-protection-legislationeu-generat
data-protection-requlationgdpr/
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APPENDIX £ VOLUNTEER AGREBWE

We

Care m
@ Doncaster and Bassetlaw

Teaching Hospitals

NHS Foundation Trust

Volunteer Agreement

Volunteers are an important and valued part of Doncaster and Bassé&tdaahing HospitaldHS
Foundation Trust. We hope that you enjoy volunteering witland feel a full part of our team.

This agreement tells you what you can expect from us, and what we hope from you. We aim to
be flexible, so please let us know if you would like to make any changes and we will do our best
to accommodate them.

We, Doncaer and Bassetlaweaching HospitaNHS Foundation Trust will do our best:

)l

)l

E

To introduce you to how the organisation works and your role in it and to provide any
training you need.

To provide you with support and flexibility. You will have a main paficbntact that will
be available to discuss any queries and resolve any problems which may occur. Your
+2fdzy G SSNI / 22NRAY I 02NR& yIFYS AayY bAO2fl w
To respect your skills, dignity and individual wishes and to do our best to meet them.
To reimburse your travel expenses and provide you with a meal allowance*

To consult with you and keep you informed of possible changes.

To insure you against injury you suffer or cause due to negligence*.

To provide a safe workplace*.

To apply our equadpportunities policy.

To apply our complaints procedure if there is any problem.

| agree to do my best and:

)l

)l

Towork reliably to the best of my ability, and to give as much warning as possible

whenever | cannot work when expected

Totell us if you areever charged with a criminal offence, under consideration for being
charged or are cautioned by the police while you are part of Team DBTH. You must tell

us so we can decide whether it might have an impact on your volunteering here. If you

R2 Yy QU abd$ & drimirddcharge or conviction during your volunteering here, then it

may have an impact on your volunteering placement.

To follow Doncaster and Bassetld@waching Hospitals | { C2 dzy Rl G A 2y ¢ NXz3
procedures, including health and safeggual opportunities and confidentiality.
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{ATY XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

t NAYUG BbEFEYSYXXXXXXXXXXXXXXXXXXXXXXXXXXXXXPD
*More details on these issues are provided in the volunteer handbook.

Note: this agreement is in honownly and is not intended to be a legally binding contract of
employment.
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APPENDIX 2 VOLUNTERS HANDBOOK

Doncaster and Bassetlaw
Teaching Hospitals
MHS Foundation Trust

Volunteers
Handbook

Double click the above image to open.
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APPENDIX3 - EQUALITY IMPACT ESSMENT PART 1 IR SCREENING

Sewice/Function/Policy/Project/ | Division/ Executive Directorate Assessor (S) New or Existing Service of Date of Assessmen|
Strategy and Department Policy?

Volunteers Policg CORP/RISK 21 | Directorate of NursingWlidwifery | NicolaRamshaw Existing January 2024

v.3 & Allied Health Professionals

1) Who is responsible for this policy®irectorate of Nursing Patient Experience
2) Describe the purpose of the service / function / policy / project/ strategydlunteers, Managers of departments with Volunteers and azegjng strategy
3) Are there any associated objective€@ompliance with principles of recruitment and employment, Saville Report recommendations.
4) What factors contribute or detract from achieving intended outcomegMtentions of volunteers and managenteiacilitation.
5) Does the policy have an impact in terms of age, race, disability, gender, gender reassignment, sexual orientation, maiviagartership,
maternity/pregnancy and religion/beliefDetails: [sedequality Impact Assessment Guidajhclone
9 If yes,please describe current or planned activities to address the impacg. Monitoring, consultationg
6) Is there any scope for nemneasures which would promote equalityfany actions to be taken]
7) Are any of the following groups adversely affeed by the policy?

Protected Characteristics Affected? Impact

a) Age No

b) Disability No

c) Gender No

d) Gender Reassignment No

e) Marriage/Civil Partnership No

f) Maternity/Pregnancy No

g) Race No

h) Religion/Belief No

i) Sexual Orientation No

8) Providethe Equality Rating of the service / function /policy / project / strategytick ®) outcome box

Outcome 1P | Outcome 2 | Outcome 3 | Outcome 4

*If you have rated the policy as having an outcome of 2, 3 or 4, it is necessary to carry out a detailedeassags complete ®etailed Equality Analysis form in Appendix 4

Date for next review: January 2027

Checked by: GraceMhora, Head ofPatient Engagement Experience& Involvement Date: January 2024
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