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	For Voluntary Services office use only
	New role?    

Yes      FORMCHECKBOX 
    No    FORMCHECKBOX 

	New team?

Yes      FORMCHECKBOX 
    No    FORMCHECKBOX 



          
                                           Volunteer Request Form                    Updated Jul 20
	Name of Service:                                                        Date:

Volunteer position:

Location of voluntary position:

	Details of Staff member making request
	Dept./Ward/Site
	

	
	Name & Title
	 

	
	Email address
	

	
	Telephone number
	

	
	Base
	

	Details of identified Service Volunteer Supporter who will act as key contact for volunteers & be responsible for the support & direction of the volunteer.
	Name & Title
	

	
	Department
	

	
	Email Address
	

	
	Telephone number
	

	[image: image1.png]


	Is this volunteer role suitable for a 16 –18 year old?  
	Yes      FORMCHECKBOX 
    No    FORMCHECKBOX 


	Does the role involve direct client/patient contact?
	Yes      FORMCHECKBOX 
    No    FORMCHECKBOX 


	How many volunteers are required for this role?  (e.g. 1,2,5,8)
	

	Dates (if for a specific duration)
	

	Days volunteer required (please circle)
	Mon  /  Tues  /  Wed  /  Thurs  /  Fri  /  Sat  /  Sun 

	Length of volunteer shift (please circle)
	2 hours 

	Start and End Times if applicable   


	Start Time                                           End  Time 

	Does this role require an IT system login?
	Yes      FORMCHECKBOX 
    No    FORMCHECKBOX 

(Voluntary Services will open and close the account)

	Any special skills, experience, or interest’s desirable?


	

	Is this position volunteering in the home?

	        Yes         FORMCHECKBOX 
        No      FORMCHECKBOX 

If yes you will be sent a separate client referral from and risk assessment for volunteering in the home.

	Is this an admin position?


	        Yes        FORMCHECKBOX 
        No      FORMCHECKBOX 

If yes you will be sent a form to identify tasks and IG requirements

	Does this role carry a risk of exposure to COVID-19?


	        Yes        FORMCHECKBOX 
        No      FORMCHECKBOX 

If yes please supply details of risk control measures you would put in place in the risk assessment below. 

	COVID-19 Role Risk Rating (please tick one box below)

	LOW     FORMCHECKBOX 

Volunteering in the home or secure site with no pts or public and does not require wearing of mask, except potentially in transit through buildings (e.g. from main door to secure office area)
	MEDIUM  FORMCHECKBOX 

Roles requiring short exposure to individual members of the public/patients e.g. meet and greet or booking in. Sessional mask use will be required.
	HIGH  FORMCHECKBOX 

Supporting patients/work in intermediate care units

	What, if any, PPE is needed for a volunteer to safely carry out this role in your service? (please list below) 

Please note that volunteers must be given the same PPE as staff



Any changes or additions to the role request/description should be discussed with the Voluntary Services Manager.

I understand that as per the volunteer policy and best practice, should a volunteer claim petrol, public transport or parking expenses (up to 15 miles each way) these are the responsibility of the service where they are volunteering.

Signature of requesting Service Manager …………………………………………………
Date………………………..
Signature of Voluntary Services Manager …………………………………..…………….       
Date……………………….
Risk Assessment

	Department
	Assessor
	Date

	
	
	

	Assessment title
	Review date

	Volunteering in Bedded Units (including admin)
	

	Who may be harmed and how?

	SCFT volunteers, staff, patients, clients and any visitors/family present

	Ref
	Hazard To Be Assessed
	How Might Persons Be Affected
	Existing Measures In Place


	PLR
	PSR
	RR
	Control Measures To Be Implemented To Reduce Risk Further
	Timeframe

and lead

	 1


	Physical environment
	Volunteer moving around ward/service, slips, trips and falls.
	Volunteer Induction Checklist must be completed by SCFT Clinicians for volunteer role – Localised incl. orientation to area & local fire procedures. 
Volunteers given Health and safety training before starting in placement. 
Volunteers have their own role spec and aware of limitations.
Voluntary Services must hold Service Environmental RA 
	2
	2
	4
	
	

	 2
	Manual handling 


	Volunteer lifting patient/client belongings, office materials, equipment, furniture for groups - MSK injuries
	Volunteers are given manual handling training before starting in placement.

Local RA in place for manual handling if appropriate.

Volunteers to seek assistance from staff if necessary.
	2
	2
	4
	
	

	 3


	Acquired infection within clinical areas and transfer of infection 
	Illness of volunteer/patient/client
	Volunteers are given Infection prevention & control training before starting in placement.

Inc. Bare below elbows policy – including no nail varnish - and hand hygiene.

Volunteers do not access patients who are barrier nursed/ cohorted.

Volunteers are told not to attend their placement for 48 hrs after diarrhoea and vomiting (in addition to Covid 19 guidance).
	2
	2
	4
	
	

	 4


	Harassment from patients/visitors
	Volunteer may become distressed
	Volunteers are given conflict resolution/communication training before starting placement. 
Volunteers are advised to refer to staff potential and actual instances where visitors/patients are upset, which may cause them or another person to be at risk of harm.

Volunteers are advised to remove themselves from that situation.
	2
	2
	4
	
	

	 5


	Breach of Confidentiality /Data Protection
	Stress caused to patients/clients / staff/volunteer through breach of confidentiality
	Volunteers are given training on data protection, IG and confidentiality before starting in placement.
All volunteers sign a confidentiality agreement on application.
Minimum client info given to volunteers (Caldicott Principles).

Volunteers to wear ID badges at all times.
IG checklist in place demonstrating responsibilities of services/volunteer team and any extra training required dependent on role. 
	2

	2
	4
	
	

	 6


	Suitability of volunteer including volunteer under 18yrs, new and expectant mother
	Clients/Patients / staff through safeguarding and boundary issues 

	Safe recruitment undertaken including DBS checks for all volunteers and assurance that volunteers have appropriate skill set for the role.
Volunteers are trained in safeguarding adults level 2 & children level 1 before starting in placement. If placed in a children’s service will be level 2 for children. Training also given around awareness of role responsibilities & boundaries of role.
Young person’s/new and expectant mothers risk assessment in place where necessary. 
	2
	2
	4
	
	

	7
	Loss of theft or personal belongings
	Clients/Patients/ staff/ volunteers
	Volunteers advised in volunteer stat training to only take minimal belongings/valuables with them.
	1
	1
	1
	
	

	8
	Lack of Fist Aid provision/fist aiders on site
	Insufficient medical treatment for volunteers
	First Aid equipment available within service.
Trained fist aiders available on site.
	1
	1
	1
	
	

	9
	Existing Health Conditions / at risk group

	Volunteer injury or medical condition / C-19
	Volunteers are encouraged at interview to advise Voluntary Services of any pre-existing conditions, particularly where a risk assessment may be appropriate.
Volunteers to have OH clearance before starting their placement.
Volunteers of any age who have been shielding are advised not to volunteer

Volunteers are strongly advised not to return to volunteering if they are over 70 and have a LTC or other risk factors.  Volunteers who are over 70 and do not have a LTC or other risk factors can volunteer in a secure site* with no access to patients or public, in their own home, in a patient’s home or in an outdoor role. 
Volunteers 60-69 who do not have a LTC or any other risk factors can return to volunteer in low and medium risk roles – not currently bedded units. Volunteers in this age group with a LTC can volunteer in a secure site* with no access to patients or public, in their own home or in an outdoor role.
Volunteers under the age of 60 without a LTC, or any other risk factors (apart from being male) can return to high risk roles in bedded units. Male volunteers in ward roles should be made aware of and understand the risk, and feel comfortable and confident to volunteer. All volunteers must feel comfortable and happy to wear PPE. 

Volunteers under the age of 60 with a LTC or other risk factors (apart from being male) should be referred to OH: to include role, location and risk assessment of the individual.  Ultimately decision of volunteer/service lead 
Health Checklist undertaken for ALL volunteers volunteering post COVID-19 to identify at risk individuals & individual risk assessments undertaken where necessary.
	2
	1
	2
	
	

	10
	Lone/remote working 
	Violence/
aggression to volunteer
	Volunteer statutory training includes lone working/conflict resolution.

Access to Local Lone Working Process if appropriate.

Regular support and direction given by clinicians. 
	1
	1
	2
	
	

	11
	Rise in C-19 infections
	C-19 infection – Volunteer/ patients/ staff/ public
	Silver Command to link with Voluntary Services Lead if a sharp rise in cases/ infection regarding withdrawal of volunteers from services. 

Withdrawal of volunteers from wards will be linked to changes in visitors’ policy for each individual ward. Ward staff must keep Voluntary Services updated on the situation.

Voluntary Services Lead will receive information regarding number of cases on each ward.
	2
	3
	6
	
	

	12
	Wearing full PPE
	Overheating/ stress / tiredness 
	Volunteers to be trained on use of PPE by service staff at induction 

Staff /volunteer to debrief at start and end of session

Young volunteers under 18 to take short comfort breaks every hour.

Volunteers 18+ to take a comfort break during shift

Maximum shift is 2 hours
	2
	2
	4
	
	

	13
	C-19 infection
	C-19 infection - Volunteer
	Before attending a volunteering shift, volunteer MUST ask themselves the visitor questions. If the answer is yes, do NOT attend, following the current government national advice on self-isolation. 

Only 1 volunteer to be present on the ward at any 1 time. (this may be flexible if a volunteer is required at the same time in a separate room away from the ward beds: for example 1 x ward helper & 1 x exercise support) 

Shifts to be no more than 2 hours long.

Volunteers are trained by service to use and wear suitable PPE where required (as per Trust guidelines) as part of local induction.
Volunteers do not have access to known COVID-positive patients but can volunteer on wards where COVID-patients are present. Volunteers will be pulled from wards if the ward stops visitors due to outbreak. Once a COVID-positive patient has completed 14 day isolation period, volunteers may have access. 

Volunteers must be informed by ward staff or Voluntary Services (if requested) if COVID-positive patients are present on the ward. It is their choice whether or not they want to attend. 
Volunteers are required to complete a disclaimer before volunteering on ICU.

All volunteers in ICU area must wear a sessional fluid resistant mask. These will be provided by the service where they volunteer.
If volunteering in ICU area within 2 metres of a patient, volunteers must also wear single use gloves, single use apron and single use goggles/eye protection. These will be provided by the service where they volunteer.
If volunteering in ICU area with no direct patient contact, volunteer must still wear a sessional use fluid resistant mask. These will be provided by the service where they volunteer.

Volunteer must put on new PPE when returning from a break, disposing of PPE as per guidance. 
Volunteers must dispose of the mask/PPE after each session in the bins provided. 

Volunteers must wash hands or use hand sanitiser before putting on the mask, following removal of PPE and after touching the face mask.

When wearing a face mask, volunteers must avoid touching their face or face covering. 
Volunteers must change their face mask if it becomes damp or if they have touched it. 

Volunteers have been trained to follow social distancing procedures whilst volunteering in dept. 

Volunteers and staff are advised to follow all appropriate UK government advice on social distancing & hand hygiene.

Volunteers are instructed to regularly wash hands thoroughly in warm water for a minimum of 20 seconds as per national guidance. Warm water washing facilities are available.
Service to complete environmental risk assessment and make available to Voluntary Services.  

If volunteer develops any symptoms of COVID-19 they will cease volunteering immediately and follow the current government national advice on self-isolation. Volunteers are trained to inform the Service and Voluntary Services team if they suspect or have symptoms that could be associated with COVID-19, particularly if they develop symptoms within 48 hours of volunteering in an inpatient setting. The volunteer must also notify the service/ Voluntary Services of the results of any test. 
Voluntary Services will inform Infection, Prevention & Control and OH if symptoms could be associated with contact with a Healthcare Professional.

If a family member or other person the volunteer is living with develops any symptoms of COVID-19 they have been informed to cease volunteering immediately and follow current government national advice on self-isolation. They must inform their placement. 
Volunteers can contact Voluntary Services for COVID swab test and antibody test. 
Sharing of workstations and phones must be avoided. If not possible, detergent wipes must be available for wiping down before and after use.
Volunteers advised to wash clothes worn on the bedded unit at 60 degrees. 

No therapy pets to visit wards at present. 
	2
	3
	6
	
	


Risk Assessment Review

	Review Date
	Assessor
	Designation
	Action

	
	
	
	

	
	
	
	

	
	
	
	


Please describe the key tasks that volunteers will be required to carry out in as much detail as possible (please note a placement that is varied and interesting will be more appealing for a volunteer)








