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1. Introduction

In June 1998 the Scottish Office Management Executive circulated Guidance to Health Boards on Volunteering in the NHS (MEL(1998) 42. This requested Health Boards in partnership with NHS Boards, primary care providers and other relevant agencies to: 

· draw up a policy statement on NHS volunteering in their area: 

· co-ordinate, monitor and support the development of these services; and 

· nominate a Director with responsibility for the oversight and development of volunteering. The nominated Director for NHS Western Isles is the Nurse Director and Chief Operating Officer.

This document updates NHS Western Isles response to all previous guidance and has been drawn up in accordance with the requirements of Scottish Government CEL 10 (2008) “Refreshed Strategy for Volunteering in the NHS in Scotland”.   It was prepared by the Board with advice from the Local Volunteer Development Agency (Western Isles Volunteer Centre).

CEL10 (2008) required Health Boards to  : 

· By April 2008 provide Volunteer Development Scotland (VDS) with a named  designated person within their Board area who will lead on volunteering (it was suggested that this might appropriately sit with PFPI Designated Directors);

· Provide VDS with contact details of all Volunteer Service Managers within their area; 

· ensure an Equality Impact Assessment of their volunteering policy is undertaken;

· ensure a local strategic action plan for volunteering is developed in partnership with key local stakeholders during 2008/09;

· work in partnership with VDS to achieve the Investing in Volunteers Standard by 31 March 2011

DEFINITION OF VOLUNTEERING
‘Volunteering’ is defined for the purpose of this policy as: “The commitment of time and energy for the benefit of society and the community, the environment, or individuals outside one’s immediate family.  It is undertaken freely and by choice, without concern for financial gain.”

A volunteer for the NHS is defined as “A person who gives freely and willingly of their time to help improve the health and wellbeing of patients, users (and their families and carers) of the NHS in Scotland.”

There is a long history of volunteer involvement in NHS Western Isles and has traditionally been delivered through a mixed economy of services from external volunteering agencies , based on Service Level Agreements and from individual volunteers.  Volunteers contribute in a variety of ways – as volunteers recruited directly; indirectly through voluntary organisations that provide help within hospitals or in the community; or as volunteers in specific voluntary sector projects that we fund and/or support.

NHS Western Isles has a specific remit around Patient Focus Public Involvement (PFPI) and the Nurse Director Chief Operating Officer is the Designated Director to take this agenda forward.  NHS Western Isles has volunteer representation on a number of Committees and Managed Clinical Networks.

The Government is committed to supporting voluntary action as an essential element in the concept of citizenship.  Government policy to support and promote volunteering has been developed and built around four key objectives;

· To encourage and enable people to become and remain volunteers

· To maximise the involvement of volunteers and the impact of volunteering

· To improve the organisation and infrastructure of volunteering

· To communicate the importance, effectiveness and value of volunteering

NHS Western Isles recognises the important role which voluntary workers play in complementing, supporting and supplementing the work of paid employees within the organisation.  For patients, volunteers can offer friendship, time and attention.  For NHS Western Isles itself and its staff, volunteers can help to free up professional resources and forge stronger links with local communities.  For volunteers the experience can provide a very purposeful activity, a sense of belonging, social contact and be good for their own health.

The purpose of this policy is to enable NHS Western Isles to meet the above objectives and at the same time ensure patient and volunteers are protected.

This policy aims to:

· Acknowledge the importance of volunteering to health services and to the communities of Western Isles;

· Set out the principles governing the involvement of volunteers and provide a set of procedures to ensure good working practice;

· Encourage greater recognition and appreciation for the contribution of volunteers in society;

· Define the roles, rights and responsibilities of NHS Western Isles and of its volunteers;

· Encourage more people to volunteer across the NHS i.e. in hospitals, in primary care and in community settings;

· Encourage and enable, rather than limit, the involvement of volunteers; 

· Network with the local volunteering sector; and

· Apply the principle of equal opportunities to all volunteering activities.

The Volunteering Policy and accompanying procedures are intended primarily for use by NHS Western Isles employees and volunteers, however, NHS Western Isles would recommend this policy and procedures to be adopted by Independent Contractors with Primary Care in the Western Isles.

A commitment to the principles contained in the policy would also be expected from voluntary organisations whose volunteers provide help within NHS Western Isles.  However, NHS Western Isles respects the independence of these voluntary organisations and recognises that they are responsible for the management of volunteers working on specific projects, as agreed with relevant managers.

2. All Involved

The Volunteer Policy has been developed on behalf of the PFPI Committee based on Human Resources and Finance, existing practice in other Boards and with assistance from Volunteer Development Scotland and the Lewis Volunteer Centre.  It has been circulated for comment to department heads, chairs of committees and public consultation.  Recommendation for approval was sought from the Western Isles Health Board through the Safe and Effective Care Committee.

3. Policy Statement

NHS Western Isles is committed to providing a service that supports and promotes the wellbeing and safety of patients and staff. 
The Western Isles NHS Board:

· Recognises the important role played by volunteers in the work of NHS Western Isles and the important and valuable contribution they make;

· Recognises the role of volunteer complements but cannot replace that of paid staff and others who provide core patient services;

· Acknowledges the unique contribution made by volunteers to the wider community, to patients and those who care for them, paid staff and to the volunteers themselves;

· Will implement measures to support volunteering through appropriate funding and training;

· Will implement good practice with regard to the involvement of volunteers and will expect organisations with whom it deals with to adopt a similar mode of good practice;

· Will demonstrate a commitment to provide training and support for volunteers, whether directly or indirectly;
· NHS Western Isles will not use volunteers to replace paid staff: or take on tasks formerly undertaken by employees: or to work in ways which facilitate a decrease in paid employment.;

· Volunteers will not be asked to do the work of paid staff in situations where business continuity has become difficult for example at times of industrial action or flu pandemics. However, if they wish to, they will be able to undertake their normal volunteering activity under these circumstances, if the appropriate support and supervision is still available;

· Will, as appropriate, make provision for training and support in finance and service agreements;

· Has a nominated Director responsible for the development of monitoring of the Volunteering Policy, ensuring consistency of approach in NHS Western Isles and other NHS Organisations both locally and nationally;
· NHS Western Isles will ensure that the standards of care for, and the conduct by, volunteers, match those expected by and from employees. The safety and wellbeing of patients, patients’ family and carers, staff and volunteers will at all times be the paramount concern;

· Will require patients to be informed where volunteers are providing services, and will ensure that their wishes are respected; and

· Will encourage organisations from whom it commissions services to be volunteer-involving and committed to these principles.

Equality and Diversity

Fair care is ensured to all without any discrimination between persons on grounds of sex, marital status, race, disability, age, sexual orientation, language, social origin, other personal attributes, including beliefs or opinions, such as religious beliefs or political opinions.

Equality groups have been consulted during the research for this policy.  Reference is made to the NMC Code of Professional Conduct: standards for conduct, performance and ethics (see section 9 of this document).

An assessment for equality and diversity was made on this document throughout the process of policy development beginning on 19 November 2009 through to completion of the consultation process on XXXXXX, findings documented and appropriate amendments made.  The ‘Equality Impact Assessment Tool – Rapid Impact Assessment’ was completed in relation to this policy.  A copy can be requested from the Human Resources Department, Western Isles Hospital.

Patient Focus Public Involvement

NHS Western Isles is working with patients and members of the public to improve the quality of health service provided. 

A patient-focused NHS will:

· Maintain good communications, including listening and talking to patients, public and communities

· Know about those using the service and understand their needs

· Keep users of the service informed and involved

· Have clear, explicit standards of service

· Maintain politeness and mutual respect

· Have the ability to respond flexibly to an individual’s specific needs

· Ensure effective action is taken to improve services

· Talk with users, the wider public and communities

Effective public involvement can:

· Act as a catalyst for change

· Help achieve a major improvement in the health of the public

· Help strengthen public confidence in the NHS

4. Volunteer Policy
Definitions

Voluntary organisations

Is a non-profit distributing, non-statutory, autonomous body, which may also be registered as charitable.  Voluntary organisations include a wide range of organisations, and interest including community organisation.  Differences among voluntary organisations may be in the degree of emphasis given to service provision and advocacy; the type of organisations and its legal status; sources of funding; geographical focus; and the time scales of the operation.

 Improving health and wellbeing through volunteering

In the context of improving health and wellbeing through volunteering the recommended definition of a volunteer should be: A person who gives freely and willingly of their time to help improve the health and wellbeing of patients and users of NHS western Isles.  A volunteer is a person who does voluntary work.  The majority of volunteers (85%) work in the voluntary sector, although some voluntary organisations involve only a few volunteers.  Large numbers of volunteers (25%) are involved in the public sector.

Volunteering is a major national resource involving some 50% of the adult population in Scotland, contributing an estimated 100 million hours per week and £4.1 billion per year to the Scottish social economy.  UK-wide, it is estimated that the value of volunteering in the health and social services field amounts to £9 billion per year.  Volunteering includes activity in the public, private and voluntary sector.

The scope for volunteer involvement is wide and includes work carried out by volunteers both on NHS Western Isles premises and in the community.  Volunteering can contribute to raising individual self-esteem and self-confidence as well as the regeneration of local communities and to society as a whole. Wherever they are working, NHS Western Isles will ensure that volunteers are involved in a relevant and appropriate manner.

The role and value of volunteering

· Paid staff will be encouraged to identify ways in which the activities of NHS Western Isles can be extended by the involvement of volunteers and to ensure that these opportunities complement rather than replace the activities of paid staff.

· Opportunities will be given to volunteers to represent their views to senior management through the development of a volunteering steering group and representation through the PFPI Committee, and a range of appropriate Governance and Board structures. 

· The tasks to be performed by volunteers will be clearly defined so that all concerned with their activities are sure of their respective responsibilities.
· Individuals transporting patients are not classed as volunteers unless covered under the Scottish Ambulance Escort driver Service.

· NHS Western Isles will make reasonable adjustments to meet the specific individual needs which could otherwise impair or limit volunteering opportunities. The Disability Rights Commission publication “Guidance for Volunteer Opportunity providers”, is a positive resource to help create barrier –free volunteering opportunities. NHS Western Isles is committed to addressing equality issues and ensuring equality of access with specific reference to age, sexual orientation, gender, ethnicity, disability and faith.

Recruitment and Selection

NHS Western Isles will:

· Ensure that all volunteering opportunities will be advertised widely, in ways that are accessible to all sections of the community, including any of the following ;Lewis Volunteer Centre, public information boards, electronic information boards, locality Planning Groups, Peoples health Network, Slainte Newsletter, adverts in the local press, poster campaigns, leaflets, contact with partner agencies such as community education, adult learners forum, colleges, churches and community groups, word of mouth;

· Recruit volunteers from all sections of the community in accordance with legislation policy and guidance on equality , diversity and social inclusion in line with the Board’s Equal Opportunities Policy;

· Acknowledge the importance of social inclusion, the diversity of volunteers and recognise that all prospective volunteers have something of value to offer.  All reasonable effort will therefore be made to find placements for everyone who offers their time and energy.  Where there is no suitable placement available, the volunteer will be informed of the reasons and referred, where applicable, to another agency such as the Volunteer Centre;

· Place volunteers in accordance with appropriate volunteer recruitment and selection procedures.  However, volunteer placements will be defined by the needs of NHS Western Isles and its service users. NHS Western Isles operates under Equalities Legislation and will promote anti –discrimination on the grounds of race, ethnic origin, colour, creed, political belief, social or economic class, gender, disability (physical or mental), sexual orientation, age, marital or parental status;

· Provide volunteers with written task descriptions that show time, commitment, necessary skills and actual duties;

· Ensure that all volunteers who offer their services will have their offers dealt with as quickly as possible;
· Ensure that all people who are unsuccessful in their request for a volunteer placement receive feedback on their application;

· Ensure that references are requested directly from the referee for all successful applications for a volunteer placement; 

· Will regularly review the ways in which potential volunteers are contacted and recruited;

· All recruitment will be carried out in line with the Volunteers Procedures.

· Records on each volunteer will be maintained by XXXXXXX Team, in accordance with normal arrangements for employees. These will include the completed application, references, placement details, correspondence and any other relevant information, they will be kept securely, with strictly limited access. 

Support and Supervision for Volunteers

· Volunteers will be assigned a named contact person for supervision and support, and will be given clearly specified lines of accountability. Other staff in the area where the volunteer is located will be expected to provide support as appropriate;

· All successfully placed volunteers will go through an induction process before commencing their volunteer role.

· Supervision sessions will be provided to assess the progress of the placement and to resolve any problems at an early stage.

· Regular support and supervision will be available to each volunteer. The type and level of support will depend upon the needs of the volunteer and their area of volunteering activity. Opportunities will also be provided, through meetings, training and social events, to meet other volunteers for mutual support and to discuss issues of common interest.

· Funding will be provided for payment of expenses in line with CEL 8 (2009).  Volunteers will be given clear information about what expenses can be claimed and how to make a claim. Payments will be made timeously.

· Provision will be made for insurance of volunteers in conformity with corporate NHS insurance standards.

· Volunteers will be given information on other legislation or policies, e.g. Health and Safety, which may affect them, and will be treated in the same way as paid staff for liability purposes.

References

On the basis of their voluntary work, volunteers will have the right to request a reference from their named contact person.

Volunteers’ Rights

NHS Western Isles acknowledges the right of volunteers to:

· Know what is expected of them and to be given clear information and induction

· Have clearly specified lines of support and supervision

· Be shown appreciation

· Have safe working conditions

· Be issued with a role description

· Know what their rights and responsibilities are if something goes wrong

· Be valued and respected

· Have their confidentiality protected and respected

· Have access to the complaints system

· Be trained and receive ongoing opportunities for learning and development

· Be free from discrimination

· Experience personal development through participation

· Be paid out of pocket expenses in line with CEL 8 (2009) and detailed in the volunteer procedures and induction handbook
· When on placement volunteers can use subsidised facilities, at staff rates where available

Expectations of Volunteers

NHS Western Isles expects volunteers to:

· Volunteers require to have a working knowledge of English, volunteers will not be used as unofficial interpreter’s, languageline will in all instances be used as the interpretation method;

· Participate in induction sessions and other core training dependent on the placement area;

· Comply with all NHS Western Isles policies and procedures, particularly in relation to hand hygiene, infection control, equality and diversity, confidentiality, accident reporting, health and safety and criminal record checks (all Volunteers engaged by NHS Western Isles will be required to go through Enhanced Disclosure check♦);

· Undertake voluntary work at mutually agreed times;

· Inform their named contact person if they are unable to attend, and if possible in advance;

· Give some warning if unable to continue volunteering;

· Raise any issues, concerns or suggestions relating to their voluntary work with their named contact person.
· Provide and maintain confidentiality equalities monitoring information as appropriately required by NHS Western Isles. 

(♦ Please note Disclosure will Not be required of Lay Representatives on the PFPI Committee, or other Strategic Groups where there will be no direct contact with patients.)
Volunteers working with Vulnerable/At Risk People

NHS Western Isles will ensure that should a volunteer placement has contact with vulnerable or at risk people that there are procedures in place to provide compliance with the following:

· NHS Western Isles Child Protection Guidelines
· NHS Western Isles Child Protection Unborn Child Policy 
· ‘Protecting Vulnerable Adults in the Western Isles’ procedures
· Western Isles Child Protection Committee Inter-Agency Procedures and Guidelines 

· Protection of Vulnerable Groups (Scotland) Act 2007. 

Other Services Involving Volunteers

Organisations commissioned by NHS Western Isles to carryout out duties which involve volunteers should have a volunteering policy which adopts similar commitments to those outlined in this policy and procedures statement (for example Penumbra, Catch 23).

Employer-supported Volunteering

NHS Western Isles will support its employees who are involved in volunteering and will:

· Increase employees’ awareness of the opportunities for volunteering through advertising in The Slainte newsletter and on NHS Western Isles intranet pages, notice boards, pre retirement courses,  etc. 
· Nominate/engage staff member/s to support, promote and encourage the involvement of employees in volunteering (hospital and community).
· Acknowledge the value of employees’ volunteering activity and the development opportunity it represents for the individuals as well as NHS Western Isles.
· Consider offering access to help in kind, for example premises, use of appropriate equipment, for employee volunteers, where considered safe and appropriate.
Local Voluntary and Independent Sector

The benefits of involvement of the local groups in consulting volunteers will be recognised and mechanisms established to ensure that the voluntary sector is consulted on a wide range of issues which affects volunteers through the volunteers steering group.

Networking to co-ordinate work, good practice and ensure quality of service to the patients, those who care for them and other clients will be encouraged.

5 Accountability

NHS Western Isles 

NHS Western Isles is responsible for providing adequate resources in relation to staff support, training and expenses in line with CEL 8 (2009) to enable this policy to be implemented

 Named Contact Person

The Named Contact person is responsible for:

· Following the requirements of this policy and the volunteer procedures 

· Providing support and guidance to volunteers

· Monitoring and evaluating volunteer performance

· Ensuring prompt reimbursement of agreed expenses

Volunteers/Lay Representatives 

Volunteers/Lay Representatives are responsible for:

· Maintaining confidentiality and sign ing of Confidentiality declaration form
· Maintaining a fair, open attitude to provide impartial input

· Attendance as agreed

6 Education and Training

Information, Communication and Training

NHS Western Isles will undertake to:

· Ensure that volunteers receive full information about the area in which they will be placed and their responsibilities to NHS Western Isles.  This will include information about disciplinary and grievance procedures for volunteers and about their rights and responsibilities.

· Provide volunteers with a comprehensive induction and training programme in the specific tasks to be undertaken, and they will receive ongoing opportunities for learning and development.

· Ensure that volunteers are given adequate opportunities to contribute in the decision-making processes of the team they work with and NHS Western Isles.  
· NHS Western Isles will maintain effective communication of information for volunteers. These will include appropriate standard documentation and the maintenance of necessary records. Communication will be carried out in line with the outlined support provision. 

NHS Western Isles Health Board will ensure that:

· volunteers and lay representatives attend suitable induction training before taking up their role

· named contact persons are trained in the use of the policy, procedures and  induction handbook

Named contact persons will ensure that:

· volunteers/lay representatives are provided with clear, jargon-free documentation

· technical terms are explained in sufficient detail and that meeting papers are circulated in time for mature reflection before discussion

· training and support appropriate to the role is provided.

7 Monitoring and Review

The policy and related procedures and induction processes will be reviewed every 2 years.  Additionally, reimbursement for expenses will be revised in line with any changes to rates that are made in line with instructions received.

8. Risk Assessment

To be completed and retained by named contact and department.
9. References

MEL (1998)42

MEL (2000) 4

CEL 10 (2008)
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Participation Standard (Draft)

Guidance on Informing, Engaging and Consulting People Draft

Volunteer Opportunity Providers (Disability Rights Commission) Guidance

Confidentiality Policy

Accident reporting Policy

Infection Control Policy

Hand Hygiene Policy

Accident Reporting Policy

Health and Safety Policy

Fire Safety Policy

Dignity at Work Policy

Criminal Records Checks Policy

Equal Opportunities Policy

Protection of Vulnerable Groups (Scotland ) Act 2007

Disciplinary Procedures
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Child Protection Procedures
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Complaints Procedure

Volunteering Development Scotland

10. Appendices

To be completed and should include 

Procedures in relation to the recruitment of volunteers

Induction Handbook for volunteers

Should be cross referenced appropriately within the policy document.
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