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Volunteers Policy
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Introduction
Pirton JoyCare (PJC) supports residents of Pirton aged sixty and over by arranging subsidised social activities, facilitating chiropody and pedicure treatments, making available on loan the provision of mobility aids and, through the Good Neighbour Scheme (GNS), provide transport to medical appointments, collection of prescriptions and carrying out home visits to name but a few. PJC can also support other residents of Pirton who are in need with, for example, the loan of mobility aids.

Our volunteers are crucial in helping PJC support the residents of Pirton.  They freely give their time to enable PJC to organise social activities, provide services through the GNS, or as a trustee offer support and guidance on the future provision of services and direction of the charity.
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The Volunteers Policy aims to define good volunteering practice for use throughout PJC as well as provide guidance for volunteers and trustees in relation to their voluntary activities with PJC. 

PJC Volunteer Guidelines
As a volunteer with PJC you may need to go unaccompanied into a service user’s home or drive them unaccompanied in your car.  These guidelines have been produced to help encourage safe and enjoyable volunteering, they are not intended to be used as a comprehensive list of do’s and don’ts.
.
Driving and providing lifts
Your car must be in a roadworthy condition and correctly taxed, insured and with a valid MoT certificate. 

You must inform your insurance company if you will be undertaking volunteer driving for PJC to ensure you and the passengers are fully covered. PJC will provide a letter if required explaining what driving for the GNS involves. Should you incur additional costs PJC will consider reimbursing these.

In relation to the actual voluntary driving:
· The GNS coordinator will advise you of the details of the driving activity including whether you will be required to wait for the service user during their appointment.
· Ensure that you and your passengers wear seat belts.
· Park in a designated parking space and pay a parking fee if required which can be recovered from the service user.
· Ensure you have sufficient fuel before starting the journey.
· Undertake regular checks on tyres, lights, seatbelts, windscreen wipers and engine coolant levels.  A professional mechanic should make regular checks on your car’s brakes and steering. 
· Take your mobile phone with you if you have one.
· We ask volunteer drivers not to smoke in their vehicle whilst driving a service user.

Working with people and home visits
· Ensure you know the details of the task being requested of you before you agree to provide assistance.  Make sure you know what the service user will expect of you and that you have been provided with their address and phone number. The GNS coordinator will provide you with this information.
· The GNS coordinator should be able to contact you during a home visit so if you have a mobile phone take it with you.
· You can ask the GNS coordinator if you prefer to be accompanied by another volunteer on your first home visit if you do not feel fully confident.
· We ask volunteers to not smoke in a service users’ home during a home visit.
· Advise the service user they need to make any future requests through the GNS scheme mobile phone number (07948 817835) which is available between 8am to 8pm. 
· Do not accept any inappropriate behaviour (comments or physical contact). You must report any such incidents to the GNS coordinator (refer to PJC’s Equality & Diversity Policy).
· Unless you feel comfortable avoid being alone in the house with a service user.  Leave if you feel unsafe.  If you feel uncomfortable report your concerns to the GNS coordinator. The GNS coordinator should report any concerns as set out in PJC’s Equality & Diversity Policy.
· If you have any concerns about a service user always tell the GNS coordinator (refer to PJC’s Safeguarding Vulnerable Adults Policy).
· If a service user has a fall while you are there and is unable to get up by himself/herself do not attempt to lift or move them.  Make them as comfortable as possible and call 999 or 111.  Paramedics are trained to check for injuries and to lift people correctly.
· If there are any problems or you have any concerns you should inform the GNS coordinator.

Recruitment and training of volunteers and trustees
As set out in legislation, all PJC volunteers and trustees will be subject to a Disclosure & Barring (DBS) check due to providing services to vulnerable adults.  

An induction will be provided to all new volunteers by one of the GNS coordinators. The Chair, Deputy Chair or Secretary will provide an induction to new trustees. This induction will include familiarisation with the services of PJC, its policies and relevant contact details. 

Data protection and confidentiality 
PJC will manage volunteer information in accordance with the relevant data protection legislation. Data will be stored securely and will only be accessed by authorised individuals. PJC’s Data Protection Policy provides further information about how PJC collect, store and use personal data. All volunteers are expected to comply with PJC’s Data Protection Policy and will be asked to provide consent upon becoming a volunteer for their data to be held by PJC. Volunteers’ personal data will be destroyed by PJC when the individual stops volunteering for PJC.

When volunteering with PJC, volunteers may become aware of confidential or sensitive information regarding service users supported by PJC. All volunteers and trustees are required to maintain confidentiality and should not disclose such information during their volunteering service or any time afterwards.

Insurance
PJC’s insurance policy provides public liability and personal accident cover for volunteers whilst engaged on agreed PJC activities. The insurance will not cover unauthorised actions or actions outside the volunteering agreement. PJC does not provide motor insurance cover (further information under the driving section of this policy). If you require further detail on the insurance policy please contact the Secretary.

Resolving problems
Whilst PJC makes every effort to ensure that volunteering with us is a positive and rewarding experience, we recognise that volunteers at times may experience difficulty within their role and may wish to share feedback or raise an issue with a trustee, GNS co-ordinator or another volunteer. PJC will make every reasonable effort to resolve any difficulties fairly, consistently and in a timely manner. 

In exceptional circumstances more immediate action may need to be taken such as suspending a volunteer from any activity whilst an investigation is conducted, or asking a volunteer to permanently stop volunteering with PJC. Such situations will be managed by the PJC Chair and Secretary and notification to the Board of Trustees.

It is unlikely that you will encounter any serious problems while volunteering, but it is important to be alert to potential risks, discrimination, safeguarding concerns or other matters that could cause harm. Further detail can be found in PJC’s Safeguarding Vulnerable Adults and Equality & Diversity policies. If you experience any problems or have any concerns as a volunteer you should raise them with a GNS coordinator.

Whistleblowing
PJC aims to conduct itself ethically and with honesty and integrity. We do however recognise there may be occasions when we do not get this right. In such instances you may feel you need to raise serious concern by making a protected disclosure, commonly referred to as whistleblowing. A protected disclosure is one made in good faith by an individual who has a reasonable belief that a criminal offence, miscarriage of justice, act causing risk to health and safety or damage to the environment, breach of any legal obligation or concealment of any of these has occurred. In making a protected disclosure individuals have the right not to be subject to any detriment or be victimised. 

Under legislation volunteers are not afforded the same legal protection as employees. However PJC aim to treat any volunteer making a protected disclosure in the spirit of the Public Interest Disclosure Act 1998. Any whistleblowing concerns should be raised with the PJC Chair or Secretary who will deal with your report in confidence and investigate your concern.

Whistleblowing only applies to the exceptional circumstances outlined above. Any concerns regarding safeguarding, discrimination or victimisation should be raised in line with PJC’s Safeguarding Vulnerable Adults or Equality & Diversity policies.

Policy governance
This policy is supportive of and should be read in conjunction with the following PJC policies - Safeguarding Vulnerable Adults, Equality & Diversity, and Data Protection.

This policy will be reviewed every two years and will be published on PJC’s website.
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