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Burton Hospitals NHS Foundation Trust 
 

VOLUNTEERS POLICY  
 
 

1. PURPOSE OF THIS POLICY 
 
 
1.1 The purpose of this policy is to provide a consistent and robust approach to the 

recruitment, selection, induction, training, supervision and support of volunteers 
from our local communities.  This will help to ensure that the volunteers from 
communities that Burton Hospitals NHS Foundation Trust serve, will be able to 
offer their time and commitment to the Trust and will be appropriately placed and 
supported during their time as volunteers. This policy also upholds the Trust 
goals for volunteering as set out in the Volunteering strategy that was updated in 
September 2018. 

 
In line with the recommendations set out in the Lampard review 
(https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/40
7209/KL_lessons_learned_report_FINAL.pdf) February 2015, into the ‘Themes 
and lessons learnt from matters arising from Jimmy Savile’ this policy was 
reviewed and updated.   
 

 
1.2 The policy does not constitute, either implicitly or explicitly, a binding contract of 

employment or a contract for services.  Burton Hospitals NHS Foundation Trust 
reserves the right to change any aspect of this policy at any time. 

 
 

2. INTRODUCTION 
 
2.1 Burton Hospitals NHS Foundation Trust recognises and values the contribution 

that volunteers make to its services.  Volunteers play an important role in 
enhancing the quality of care to patients at Burton Hospitals NHS Foundation 
Trust and in promoting an understanding of the hospital in the community it 
serves. 

 
2.2 Burton Hospitals NHS Foundation Trust encourages the involvement of 

volunteers within our hospitals and recognises the valuable contribution they 
make to the work of the Trust, by giving of their own time, energy and skills.  
Promoting and supporting volunteering can be an effective way for the Trust to 
enhance engagement of the public, patients and the foundation Trust members.  
The Trust recognises the important role volunteers play and seeks to involve 
volunteers to: 

 

 Improve the services and experience of patients, their families/carers, staff and 
the public who use our services 

 Provide individuals with new skills, confidence and experience within a hospital 
setting 

 Involve the local community in the Trust’s activities 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/407209/KL_lessons_learned_report_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/407209/KL_lessons_learned_report_FINAL.pdf
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2.2 Volunteers provide a complementary service for patients and their relatives but 

cannot be involved in their direct clinical care, nor give advice or opinions about 
direct clinical care or treatment to patients and carers.  They offer their skills, 
expertise, knowledge and experience on a completely unpaid basis, in their own 
time and of their own choice.  Volunteers are not employees of the Trust and 
their role is supplementary to that of employed staff. It is essential that 
department managers consult with employed staff to ensure they have a clear 
understanding of the role the volunteer will fulfil. 

 
2.3 For the purpose of this policy, volunteers refer only to those individuals under the 

supervision of the Trust’s Voluntary Services Coordinator.  The Trust also 
recognises the vital contribution that aligned external voluntary groups make to 
our Hospital, who generously and dedicatedly give their time and skills in support 
of the Trust. These groups include those volunteering directly under the Trust 
and other key volunteer partners, the League of Friends and Phoenix Radio at 
Queen’s Hospital Burton, the Friends of Samuel Johnson Community Hospital, 
Lichfield, the League of Friends of Sir Robert Peel Community Hospital, 
Tamworth and the Shropshire and Staffordshire Blood Bikes and other 
associated voluntary groups. 

 
 

3. VOLUNTEER SERVICES/ACTIVITIES 
 
3.1 Volunteers may be involved in services on a hospital wide basis, i.e. specific 

departments/areas/wards, but will not be used to undertake duties which are 
within the remit of employed staff. 

  
  

4. RECRUITMENT OF VOLUNTEERS 

 
4.1 Burton Hospitals NHS Foundation Trust will ensure that all individuals who wish 

to undertake voluntary work are suitable to carry out such duties in a hospital 
setting.  The recruitment of all hospital volunteers will therefore be undertaken in 
accordance with this policy and associated human resource policies and 
procedures. The recruitment process for volunteers will be open, fair and 
transparent and undertaken in accordance with the attached Volunteers 
Recruitment Procedure (Appendix 1)   
 

4.2 Burton Hospitals NHS Foundation Trust is committed to equal opportunities and 
this extends to our volunteers.  Potential volunteers will be encouraged from a 
diverse range of backgrounds to reflect the diversity of our patients and the local 
community.   
 

4.3 The minimum age for volunteers is normally 18 years; however, younger 
volunteers may be accepted.  This is at the discretion of the Trust Volunteers 
Coordinator and in conjunction with the relevant department manager on the 
understanding that they are supervised and working in non-patient contact areas.  
Volunteers below 17 years of age will not be accepted.  Whilst there is no upper 
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age limit, it is important that volunteers are able to fulfil the duties of the role 
safely so a review of volunteer’s role and duties may be undertaken.   

 
4.4 A Youth Forum for 13-19 year olds has been established at the Trust by the 

Patient and Public Engagement Advisor giving younger people an ideal 
opportunity to get involved in their local hospital.   The Youth Forum meets on a 
monthly basis. Individuals who join the Youth Forum have to have written 
parental/guardian permission.  The Patient and Public Engagement Advisor is 
responsible for keeping a register of the individuals who join the Youth Forum 
with a signed copy of the parental /guardians permission.  Members of the Youth 
Forum may apply to become hospital volunteers when they reach the age of 17 
(a young person’s risk assessment would need to be carried out prior to the 
placement commencing).  

 
 

5. COMPLIANCE WITH BURTON HOSPITALS NHS FOUNDATION 
TRUST STANDARDS 

 
5.1 Volunteers are required to adhere to all Trust policies and procedures whilst 

undertaking their role as a hospital volunteer.  Particular attention is drawn to: 
 
5.2 Information Governance and Confidentiality  
 

The General Data Protection Regulation (GDPR) and UK Data Protection 
Legislation regulates the use of all personal information and includes electronic 
paper records of identifiable individuals (patients and staff).  The Trust is 
registered in accordance with this legislation.  Any breach of confidentiality, 
unless with specific consent of the Trust or otherwise, in accordance with the law 
will normally be regarded as a serious disciplinary offence and the volunteer 
placement will terminate immediately.   
 
Inappropriate use of social media sites will also be regarded as a serious 
disciplinary offence.  The Trust Volunteers Coordinator will provide guidance 
regarding the use of social media in accordance with Trust policies.  

 
Volunteers must not disclose any patient or staff related information which they 
see or hear during the course of their volunteering.  Confidentiality must be 
maintained at all times.  Volunteers are expected to follow Trust policies and 
procedures relating to confidentiality and this should always be maintained. 
 
If a volunteer has any concerns relating to issues of confidentiality, they must 
report this to the Trust Volunteers Coordinator immediately. 
 

5.3 Health and Safety and Risk  
 

Volunteers have a responsibility not to endanger the health, safety or welfare of 
themselves or others during the course of their duties.  If any concerns about 
potential harm or risk is observed, volunteers should always report this to the 
senior staff in the area they are working as well as the Trust Volunteer 
Coordinator.  It is important that volunteers report any accidents/incidents or near 
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misses to the Trust Volunteers Coordinator.  Awareness and what constitutes an 
incident or a near misses will be provided by the Volunteers Coordinator 
 

5.4 Dress Code  
 
As representatives of the Trust, volunteers, like staff are responsible for 
presenting a good image to patients and to the community and must dress 
appropriately for the conditions and performance of their duties. Name badges 
are provided and must be visibly worn at all times when on hospital premises and 
carrying out duties as a volunteer. 
 

 Currently volunteers are asked to dress smartly and jeans are not permitted, but 
if a uniform is introduced we would expect all volunteers to support this dress 
code in order to ensure our volunteers are easily identifiable. 

 
5.5 Smoking 
  
 The Trust has a ‘No Smoking’ policy.  All areas inside and outside the hospital 

sites are designated no smoking areas.  
 
 

6. DATA PROTECTION  
 
6.1 Volunteers will be asked to provide some personal information in order to be able 

to contact them and take account of their health and wellbeing.  The Trust will 
follow the GDPR and UK Data Protection Legislation and ensure that the 
volunteers’ privacy is respected at all times when asking for or handling 
volunteers’ information. 

 

 

7. DUTY OF CANDOUR  
Regulation 20 Health & Social Care Act 2008 – (Regulated Activities) 2014 

 
7.1 The introduction of this regulation was in direct response to recommendation 181 

of the Francis Inquiry report into Mid Staffordshire NHS Foundation Trust. The 
aim of this regulation is to ensure that all providers are open and transparent with 
people who use services and other ‘relevant persons’ (people acting lawfully on 
their behalf) in relation to care and treatment.  This regulation sets out specific 
requirements that providers must follow when things go wrong with care and 
treatment, including informing people about an incident, providing reasonable 
support, providing truthful information and an apology.  There is also an 
expectation on providers to promote a culture that encourages candour, 
openness and honesty at all levels, which is an integral part of a culture of safety 
that supports organisational and personal learning. 

 
At the Trust we endeavour to meet the expectations of the Duty for Candour and 
expect all our volunteers to support us in being open, transparent and offering 
candour when things have not gone right. 

 
 



 

Volunteers Policy / Version 6 / May 2018   5 

8. REVIEW PERIOD / DEALING WITH POOR PERFORMANCE OR 
MISCONDUCT OF TRUST  VOLUNTEERS 

 
8.1 The Trust aims to identify and resolve problems relating to poor performance at 

the earliest opportunity and seeks to ensure fairness and equality in resolving 
issues.  Emphasis will be placed on resolving issues as quickly and informally as 
possible. 

 
8.2  All hospital volunteers will undergo a review with the Trust Volunteers 

Coordinator or designated manager to ensure their role is suitable and the 
volunteer is happy to undertake their role: 
 

 Patient & Public Advisor for Patient Experience Volunteers 

 Head of Spiritual Services for Chaplaincy Visitors 

 Coffee Shop Manager for Coffee@Queen’s Volunteers  

 Macmillan Support Centre Manager for Macmillan Support Volunteers. 
 
Successful placements will continue on the agreed basis.  If any party considers 
the placement to be unsuccessful, the Trust Volunteers Coordinator will explore 
alternative voluntary opportunities within the Trust or with partner organisations. 

 
8.3 If concerns arise either before or after the review period, the appropriate 

manager should meet the individual volunteer with the Trust Volunteers 
Coordinator to discuss the issues of concern.  The volunteer has the right to have 
a friend or colleague, not acting in a legal capacity, present if they wish.   

 
8.4 At such meetings, the Trust Volunteers Coordinator will ensure that the individual 

understands the issues under discussion and the standards of 
performance/conduct required. A date will be mutually agreed with the volunteer 
outlining the improvements the volunteer would need to make. If the required 
improvement is not achieved, the placement will be terminated.  A letter outlining 
the concerns and reasons for the review will be sent to the individual and a copy 
maintained on the personal file. 

  
8.5 In cases where conduct is such that the department manager or Trust Volunteers 

Coordinator believes that the individual should no longer continue as a volunteer, 
following a careful investigation of the circumstances and the concern is 
substantiated, the placement will be immediately terminated.   

 
 

9. RECOGNITION OF VOLUNTEERS 
 
9.1 The Trust recognises the time and commitment that volunteers make to the 

organisation.  In acknowledging the important contribution volunteers make, the 
Trust will hold an annual celebration event to which all volunteers and associated 
voluntary groups will be invited to attend.  This event may be supported by the 
senior executive team at the Trust. 

 
9.2 In addition, appreciation is shown on an individual basis, within wards and 

departments as the contribution of volunteers is important and appreciated by the 
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whole organisation. The Volunteers Coordinator regularly reports an update to 
the Senior Executive team, through the People Committee and also the monthly 
Chief Nurse Report. 

 
9.3 Volunteers will be recognised at the Trust’s annual Pride Awards Ceremony and 

nominated by department managers or staff for the ‘Volunteer of the Year’.  
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Appendix 1 

 

VOLUNTEERS RECRUITMENT PROCEDURE 
 
 

1. REGISTRATION, SELECTION AND RECRUITMENT 
 
1.1 Following discussion with the Trust’s Volunteers Coordinator, all potential 

volunteers will complete a Volunteer Registration Form (Appendix 2) and Equal 
Opportunities Monitoring Form (Appendix 3) and submit these to the Trust 
Volunteers Coordinator.  Departments/areas/wards who receive approaches from 
potential volunteers should direct enquiries to the Trust Volunteers Coordinator in 
the first instance. 

 
1.2 Volunteer Information/Interest Sessions are held throughout the year where 

potential volunteers are invited to attend.  At these sessions potential volunteers 
can find out more information about volunteering at the Trust and current 
opportunities available.   

 
1.3 The Trust Volunteers Coordinator will interview all potential volunteers at these 

sessions to assess their suitability and identify their preference for a volunteer 
placement at the Trust.    

 
1.4 All volunteer appointments will be subject to the receipt of two satisfactory 

references and satisfactory health screening, using the Trust’s Health 
Declaration form. A Disclosure and Barring Service (DBS) screening is also 
mandatory. All relevant checks must be made before a volunteer can commence 
their volunteer duties.  Volunteers will be asked to complete an enhanced DBS 
check if they will have any volunteering contact on the Childrens Ward and will 
also be required to undertake the level 2 in Child Safeguarding Training. 

 
1.5 Any prospective volunteers who are deemed unsuitable will be informed, in a 

sensitive manner, of the reasons why they are considered unsuitable for the 
organisation and signposted to other volunteer agencies, if appropriate.   

 
1.6 All information received during the recruitment process will be treated as 

confidential. 
 
1.7 The Trust’s Volunteers Coordinator will maintain a register/database and 

personal files of all volunteer placements within the Trust in line with the 
requirements of GDPR and UK Data Protection Legislation. 

 
 

2. INDUCTION AND TRAINING 
 
2.1 The Trust’s Volunteers Coordinator is responsible for identifying and meeting the 

training needs of all volunteers, including arranging and coordinating induction 
and ongoing mandatory training, advising volunteers of the dates and venues.  
Plus any additional training that volunteers are required to attend. 
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2.2 Volunteers should only undertake duties for which they have received the 
appropriate training. 

2.3 All new volunteers must attend a Volunteers Induction before they commence 
their volunteer placement. 

 
2.4 Volunteers mandatory training should include:  
o Overview of the Trust and Trust Values 
o Fire Lecture 
o Load Handling - additional Wheelchair Training is also available  
o Information Governance 
o Infection Control 
o Safeguarding Adults & Prevent 
o Safeguarding Children  
o Conflict Resolution 
o Health and Safety  
o Confidentiality 
o Equality and Diversity 

 
2.5 All volunteers will need to agree to undertake refresher training which includes:  

 Fire Lecture and Information Governance - annually  

 Load Handling/Wheelchair training - every three years 

 Safeguarding updated - every three years  

 Failure of the volunteer to remain compliant with the required Trust mandatory 
training will result in them being suspended from their duties until they have 
completed their training and the Volunteers Coordinator has updated the 
Volunteers database. 

 
2.5 All new volunteers will be provided with: 

 Identification badge 

 Volunteers Handbook which includes basic information about volunteering 
(Appendix 4) 

o Volunteers Code of Conduct 
o Fire Evacuation Procedure  
o Terms of Appointment for Volunteers, outlining the responsibilities of 

both the Trust and the volunteer -  a copy is retained in the volunteers 
personal file 

o Declaration of Confidentiality – a copy is retained in the volunteers 
personal file 

o Volunteer Training Record 
o How to claim travel expenses  
o *Uniform (if introduced) 
o Role Brief, indicating the tasks associated with the prospective 

placements 
 

 2.6 The Trust Volunteer Coordinator will arrange for new volunteers to receive a local 
induction into the department/area/ward where they will be placed. 

 
2.7 Local Induction check list should include: 

o Orientation to the department/area/ward 
o Volunteer Role Brief 
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o Confidentiality 
o Health and Safety and information (security) 
o Fire procedure 
o Travel Expenses 
o Patient Advice and Liaison (PALS) leaflet 
o Car Parking form 
o Hospital/ Car Parking Map 
o Food Hygiene leaflet, if appropriate to the area where placed  
 

 3. TRUST VOLUNTEER COORDINATORS RESPONSIBILITIES 
 
3.1 The Trust’s Volunteers Coordinator is responsible for maintaining a register of all 

volunteer placements within the Trust and ensuring that this register is compliant 
with Information Governance requirements and GDPR and UK Data Protection 
Legislation.  
 

 
3.2 The Trust Volunteers Coordinator is responsible for ensuring that volunteers are 

not asked to undertake duties which are within the remit of employed staff. 
 
3.3 Volunteer role briefs are agreed for specific areas between the Trust’s Volunteers 

Coordinator and the department/area/ward manager. 
 
3.4 Department/area/ward managers or the designated representative must notify 

the Trust Volunteers Coordinator of any vacant volunteer placements within their 
area of responsibility and of any particular skills/attributes required.  The Trust’s 
Volunteers Coordinator will then arrange for potential volunteers to meet the 
department manager and staff to discuss the placement. In some circumstances, 
where appropriate the Volunteers Coordinator will arrange a buddy scheme with 
volunteers already established in a department for them to shadow and support. 

 
3.5 Department/area/ward managers should also notify the Trust’s Volunteers 

Coordinator of any planned expansion to volunteer placements after consultation 
with the staff of the department. 

 
3.6 Department/area/ward managers should agree with the Trust’s Volunteers 

Coordinator the scope of Trust volunteers’ duties, including the hours required.  It 
is expected that volunteers will not normally work beyond the Working Time 
Directive. 

 
3.7 The Trust’s Volunteers Coordinator will keep training records for all volunteers 

and will update volunteers when their mandatory training is required for renewal. 
 
 

4. SUPERVISION AND SUPPORT 

 
4.1 The Trust’s Volunteers Coordinator will ensure that all volunteers have the 

appropriate level of support. The Trust recognises that volunteers must be 
welcomed and have their contributions recognised in order to maintain motivation 
and engagement for the role.    
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4.2 The Trust’s Volunteers Coordinator will be the main support for volunteers and 

will ensure they are kept up to date with hospital wide issues, either directly or via 
newsletters and meetings where they can also exchange views with other 
volunteer colleagues.  Staff in the department/area/ward where volunteers are 
assigned are also available for support if required. The Volunteers Coordinator 
sends out a weekly Trust update via email to all volunteers, hard copies are 
available at the Help Desk and also at Community Hospitals. The Volunteers 
Coordinator and four Trust volunteers have developed a Quarterly Newsletter; 
“Volunteers Voices” enabling volunteers to share stories and stay up to date on 
various Trust matters as well as an opportunity to learn more about their 
Volunteer Colleagues. 

 
4.3 Department/area/ward managers or designated representatives will identify a 

member of staff to whom volunteers should report to on a day-to-day basis. 
 
4.4 The Trust’s Volunteers Coordinator and department/area/ward managers remain 

jointly responsible for volunteers in their area. 
 
4.5 As stated in Appendix 2, Volunteers are expected to abide by the code of 

conduct and uphold the values of the Trust. Volunteers should also behave 
accordingly when undertaking their duties. 

 
4.6  Should a department/area/ward manager have concerns about the conduct or 

performance of a volunteer, they should notify the Trust’s Volunteers Coordinator 
to determine the most suitable course of action. 

 
 

5. EXPENSES 
 
5.1 The Trust will reimburse volunteers reasonable expenses incurred in carrying out 

voluntary work, such as bus fares, on receipt of bus tickets or mileage at public 
transport rate.  Expense claims should be submitted to the Trust Volunteers 
Coordinator no later than the 27th of each month. This will be discussed at Local 
Induction with the Trust’s Volunteers Coordinator.  (See Volunteers Handbook 
(Appendix 4) – How to claim travel expenses). The Volunteers Coordinator will 
then send a spreadsheet of all the Volunteers claims on a monthly basis to the 
payroll team at Royal Derby Hospital.  

 
 
5.2 Parking is free for volunteers whilst carrying out volunteer duties. A Car Park 

Access & Parking Permit Application form must be completed and forwarded to 
the Estates and Facilities Department at Queen’s Hospital Burton.  This will be 
discussed at Local Induction with the Trust’s Volunteers Coordinator and 
volunteers are permitted to park in any of the visitor’s car parks. Volunteers are 
also expected to update the Volunteers Coordinator if they change their car. The 
Volunteers Coordinator will liaise with the Estates and Facilities Department. 
Volunteers are permitted to have up to 2 registrations on their permit. Volunteers 
can park in any of the patients and visitors car parks at the Trust. 
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5.3 Volunteers are eligible to purchase meals in the hospital restaurants at the 
subsidised rate offered to hospital staff, provided they display a current ID badge. 
 

5.4 Any volunteer who is requested to attend for over 4.5 hours or more is eligible to 
receive a meal voucher for use in the hospital  restaurants on the site where they 
volunteer (Terms and Conditions apply as stated on the meal voucher).  Meal 
vouchers can be obtained from the Help Desk at Queen’s Hospital Burton and 
the Administration Offices at the community hospitals.  

 
5.5 Volunteers receive one complimentary hot or cold drink per session when they 

are carrying out their voluntary role from the coffee shop in the area where they 
volunteer, provided they display a current ID badge.  Additional drinks should be 
purchased. 

 
 

6. TERMINATION 
 

6.1 Should a volunteer wish to terminate their duties, they should notify the Trust’s 
Volunteers Coordinator of their leaving date and ensure ID badges and uniforms 
(if introduced) are returned.   

 
6.2 The Trust Volunteers Coordinator will notify the Estates Office to ensure 

Identification badges and free car parking privileges are cancelled.   
 

7. Absence 
 

7.1 If a volunteer is away from their regular duties for more than 6 weeks due to 
reasons other than ill health or holiday, this will need to be agreed with the VSC. 

 
7.2  Any volunteer who  is absent from their usual volunteering duties for more than 

6 months will be required to undertake a new DBS check, in order to return to 
duty. 
 

7.3  If a volunteer is off and has a procedure they would be required to bring a note    
from the clinician/ doctor to confirm they are fit to return to their volunteering 
duties.  Where required, the Volunteer Coordinator may arrange for the 
volunteer to work in a different area or undertake new duties if on returning to 
volunteering there is any change in the volunteers abilities.  However, this will be 
at the discretion of the Volunteer Coordinator and consideration will be made 
about the safety and wellbeing of the volunteer and the needs of the department.  
Due to ill health, mobility or cognitive issues a volunteer may be asked to finish 
their volunteering duties if it is deemed the volunteer is unsafe to remain in their 
role.  If required the volunteer can be requested to attend a review with 
Occupational Health Service to ensure it is suitable for the volunteer to attend for 
duty.  Reasonable adjustments will be made where necessary to support 
volunteers and at all times the Trust will consider the health and wellbeing of the 
volunteer and may reserve the right to terminate a volunteer if there are 
concerns about their ability to undertake their role even if the volunteer does not 
agree with this decision 
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Appendix 2   

Volunteer Registration Form 
 

Thank you for your interest in joining Burton Hospitals NHS Foundation Trust as a volunteer. 
 If you have any questions then please call the Volunteers Coordinator on 01283 511511 Ext  
2301.    
 

Personal Details 

Mr/Mrs/Miss/Ms                             First Name:                                                  Surname:  
 

Address: 
 
 
 
 
Postcode:      
 

Telephone        (Home)                                                      (Mobile)  

Email:                                                  Date of Birth:     

Do you consider yourself to have a disability?     Yes / No  
Please state if you would need any special access or seating arrangements?   
  

 
Please tell us why you would like to become a hospital volunteer and what you feel you 
would bring to the role.  Please include any previous experience and qualities and that 
you feel you have which will support your application to become a hospital volunteer.  

 
 
 
 
 
 
 
 
 
 
 

Do you have you any special interests/hobbies/skills?  

IT 
 

Working with 
People 

 

Good Telephone/ 
Communications 

 

Crafts/Knitting 
 

 
Do you have a preference for a department or duties within the hospital?  

 
 

 
Please state which site you would like to volunteer at? 

 Queen’s Hospital Burton           /    Samuel Johnson Lichfield    /   Sir Robert Peel Tamworth  

 
Availability, please tick:  

 Monday Tuesday Wednesday Thursday Friday Saturday Sunday  

Morning        

Afternoon        

Evenings        
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References:   Please provide names and contact details of 2 referees who have known 
you for at least 2 years, are not related to you and can vouch for your suitability as a 
volunteer: 

Name: 
Address: 
 
Postcode: 
 
**E-mail address: 
Providing an email address may speed up your 
application. 
  
Telephone No: 
 
Capacity known:  
Can they be contacted at this stage    Yes/No   
 

Name: 
Address: 
 

Postcode:  
 

**E-mail address: 
Providing an email address may speed up your 
application.  
 
Telephone No: 
 

Capacity known: 
Can they be contacted at this stage       Yes/No  

 
Data Protection 
Information given on this application form pertaining to criminal record and physical or mental health 
conditions/disability is considered sensitive data under the Data Protection Act 1998. 
 

Rehabilitation of Offenders Act 
Because of the nature of the work, posts within the National Health Services are exempt from the 
Rehabilitation of Offenders Act 1974.  You are therefore required to declare any pending prosecutions or 
convictions you may have, even if they would otherwise be regarded as ‘spent’ under the Act, and any 
cautions or bind-overs.  
 

As part of our ongoing commitment to the continued safety of our patients, visitors and staff, please note 
that all successful candidates will be required to undergo an enhanced Disclosure check through the 
Disclosure and Barring Service. 
 

Having a police record will not prevent applicants from being considered for placements with the Trust.  
Offences will be considered in relation to their nature and seriousness in terms of the post applied for.  
The information given will be treated in confidence.  In the event of employment, failure to disclose 
relevant information may result in disciplinary action or dismissal. 
 

Do you have any convictions, cautions, bind-overs or charges pending?   Yes/No 
If so, please give details below: 

Nature of offence Place/date of judgements Sentences 

   

 
DECLARATION 
I understand that the volunteer placement if offered will be subject to information given on this form being 
correct.  If it is discovered at a later date that incorrect information has been given, this may result in 
dismissal or withdrawal of any placement or offer of a placement in the Voluntary Service. 
 
I also understand that the placement will be subject to a satisfactory medical questionnaire and confirm 
that, to the best of my knowledge, there are no medical reasons, which would prevent me from 
undertaking voluntary duties.    I also give permission for all the information provided on the form, 
including that which is considered sensitive under the Data Protection Act 1998, to be used solely for the 
purpose of recruitment and selection and equal opportunity monitoring and to maintain a record if you are 
offered a placement in the Voluntary Service. 

 
Signed: …………………………………   Date:………………………………………………  

 
Completed forms should be returned to:    
The Volunteers Coordinator, Burton Hospitals NHS Foundation Trust, Queen’s Hospital Burton,  
PALS & Complaints office, Belvedere Road, Burton upon Trent, Staffordshire  DE13 0RB   
Email volunteering@burtonft.nhs.uk  

mailto:volunteering@burtonft.nhs.uk
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Appendix 3 Equal Opportunities Monitoring form  

Essential New Starter Information 
The Trust takes equality & diversity seriously, therefore we ask that you complete this form and return it 
on the day of your induction. Whilst you are under no obligation to provide us with equal opportunity 
monitoring data, in order to maintain and progress our commitment to equality and diversity we require 
the information below. All information provided will be treated in the strictest of confidence and will 
be used for data monitoring purposes only.  

       Prefer Not to Say   

Emergency Contact Details 
Emergency Contact Name:     Emergency Contact Number: 

    

Ethnic Origin (please tick) 
White British   White Croatian   Asian Sri Lankan   

White Irish   White Serbian   Asian Tamul   

White - Any other white background   White other Ex Yugoslav   Asian Sinhalese    

Whiter Northern Irish   White Mixed   Asian British    

White Unspecified   White Other European   Asian Caribbean   

White English   Mixed - White & Black Caribbean   Asian Unspecified    

White Scottish   Mixed - White & Black African   Black or Black British - Caribbean   

White Welsh    Mixed - White & Asian   Black or Black British - African   

White Cornish   Mixed - Any other mixed background   
Black or Black British - Any other 
Black background   

White Cypriot   Mixed - Black & Asian   Black Somali   

White Greek   Mixed Black & Chinese   Black Mixed   

White Greek Cypriot   Mixed - Black & White   Black Nigerian   

White Turkish   Mixed - Chinese & White   Black British   

White Turkish Cypriot   Mixed - Asian & Chinese   Black Unspecified   

White Italian   Mixed - Other/Unspecified   Chinese    

White Irish Traveller   Asian or Asian British - Indian   Any Other Ethnic Group   

White Traveller   Asian or Asian British - Pakistani   Vietnamese   

White Gypsy Romany   Asian or Asian British - Bangladeshi   Japanese   

White Polish    - Any other Asian background   Filipino   

White ex USSR   Asian Mixed   Malaysian   

White Kosovan   Asian Punjabi   Other Specified    

White Albanian   Asian Kashmiri   Not Stated   

Personal Details 
     

Title:      

      
First Name(s):   

      
Surname:   

      
Date of Birth:   

Town of Birth: 
 
 

Nationality: 
 

 

      Gender: Male   Female 
    Transgender 
(please circle) 

Marital Status 

(please tick) 

Civil Partnership   

Divorced   

Legally Separated   

Married   

Single   

Widowed   
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White Bosnian   Asian East African   
I do not wish to disclose my 
ethnic origin   

Disability 
The Disability Discrimination Act (DDA) defines disability as 'a physical or mental impairment which has a 

substantial and long term adverse effect in your ability to carry out normal day to day activities'. 
 
Do you consider yourself to be disabled under the above meaning (DDA)?  
 

Yes   No   

If yes please select all the boxes that best describe your disability: 

Learning disability/difficulty      

Mental Health Condition      

Sensory Impairment      

Long Standing Illness      

Physical Impairment      

 
 
Other - please specify 
     

 

 

 

Religion/Beliefs 
(please tick) 

Atheism   

Buddhism   

Christianity   

Hinduism   

Islam   

Jainism   

Judaism   

Sikhism   

Other   

I do not wish to disclose my religion/beliefs   
 

 

Signed:                 

         

Date:                 

 

Sexual Orientation 
(please tick) 

Bisexual   

Gay   

Heterosexual   

Lesbian   

I do not wish to disclose my sexual orientation  
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Thank you for taking the time to complete this form. 
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Appendix 4                    
 
 

 
 

VOLUNTEERS HANDBOOK 
 
 
 

Queen’s Hospital Burton 
01283 511511  

 
 

Samuel Johnson Community Hospital, Lichfield 
01543 412900 

 
 

Sir Robert Peel Community Hospital, Tamworth 
01827 263800  

 
 
 

 
 
 
 
Simon Passam 
Trust Volunteers Coordinator 
Burton Hospitals NHS Foundation Trust 
Queen’s Hospital Burton  
PALS and Complaints Office 
Belvedere Road 
Burton on Trent 
DE13 0RB 
 
Telephone:   01283 511511  Ext 2301 Direct Line 01283 593201 
Email:  volunteering@burtonft.nhs.uk   

  

mailto:volunteering@burtonft.nhs.uk
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1. JOINING THE VOLUNTARY SERVICE AT BURTON HOSPITALS NHS 
FOUNDATION TRUST  

 
Volunteers are an important and valued team at the Trust.  The Trust will endeavour to 
make your volunteer experience with us enjoyable and rewarding. 
 
On commencement of your voluntary service, the Trust’s Volunteers Coordinator will 
introduce you to the hospital, the facilities available and the department/area where you 
will take up your voluntary placement.  
 
 
2. INDUCTION  
 
2.1  Volunteers Induction 
  
All new volunteers are required to attend the Volunteers Induction before they start their 
volunteer placement.  The Volunteers Induction will provide mandatory training and 
information.  The Trust Volunteers Coordinator will advise you of the dates and venues.   
 
2.2   Department Induction 
 
A department induction will be arranged to introduce you to the staff and the area where 
you will be volunteering.  A Local Induction checklist will be provided.  This must be 
completed and returned to the Trust Volunteers Coordinator, within one month of 
starting your volunteer placement.   
   
 
3. GENERAL INFORMATION FOR NEW VOLUNTEERS 
 
3.1 Identification Badges 
 
Each volunteer is provided with an identification badge which must be worn at all times 
when volunteering.  This identifies you as a bona fide volunteer.  It is most important 
that if you terminate your placement with the Trust, your identity badge is returned to the 
Trust Volunteers Coordinator.   
 
3.2 Signing In  
 
All volunteers are advised to sign in on arrival and again when you leave.  This is so 
that you can be easily located in the event of an emergency.  The Trust Volunteers 
Coordinator will advise you where the Signing In books/sheets can be located 
 
3.3 Attendance 
 

You must always report to the person in charge of your ward or department on arriving 
and leaving. The times that you volunteer will be mutually agreed. It is helpful if you 
keep the person in charge informed of any forthcoming holidays and telephone if you 
are unable to come due to sickness etc. 
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If you are unable to undertake you voluntary duties for a period of time, due to ill health, 
please contact the Trust Volunteers Coordinator, who may then be able to arrange 
cover for you. 

 
3.4 Dress Code/ Conduct 
 
All volunteers should wear an identification badge when on hospital premises.   
 
We ask that you dress appropriately for your volunteer role. You are an ambassador for 
the Trust and how you look does reflect on how people view the hospital. 
 
Volunteers should dress to promote a smart professional appearance, and in a way that 
is appropriate to the environment in which they work. Smart trousers or skirts and 
sensible shoes.  Please note that shoes should be non-slip and have enclosed toes and 
heels.   Good personal hygiene is extremely important and is expected of all volunteers. 
Please avoid the use of strong perfumes, colognes or scented hand lotions. Hair, 
jewellery and make up should be worn in a manner appropriate to your place of work 
and should be discreet.   
 
If a uniform is introduced we would expect all volunteers to support this dress code. 
Additionally, we expect all volunteers to carry out their duties in line with our Trust’s 
policies and procedures. We also expect all volunteers to uphold the PRIDE values and 
also support our patient promises. 
  
3.5 Smoking 
 
The Trust has a “No-Smoking” policy. All areas inside and outside the hospital sites are 
designated no smoking areas.   

 
3.6 Using the Telephone 
 
If, during the course of your duties, you are asked to answer the telephone, please 
answer clearly giving your name, advise the caller that you are a hospital volunteer, 
together with the name of the ward/department you are working in. The call should be 
given to a senior member of staff if you are asked for any details concerning patient 
information or if you are unsure of the caller’s enquiry.   
 
Personal mobile phones should be switched off whilst volunteering.   
 
3.7 Security of Personal Possessions 
 
Personal items brought into the hospital are at your own risk. It is up to you to safeguard 
your own property. The Trust does not accept responsibility for articles of personal 
property lost or damaged on our premises. 

 
The Trust is not liable for cars or their contents when parked on official premises. 
 
3.8 Insurance 
 
Insurance cover is provided for volunteers whilst undertaking voluntary work approved 
and authorised by the Trust. 
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3.9 Problems and Grievances 
 
The Trust endeavours to resolve in a fair and just manner any problems, grievances or 
difficulties.  In the first instance volunteers should contact the Trust Volunteers 
Coordinator.  In the event of an unresolved problem the Trust Volunteers Coordinator 
will report this to their Line Manager. 
 
3.10 Support  
 
If in the course of your duties you feel unhappy or dissatisfied for any reason or have 
any concerns, do not hesitate to discuss this with department manager or the Trust 
Volunteers Coordinator who will support you as they are both your  key contacts.  They 
will advise and guide you throughout your volunteering role.  If you feel unable to speak 
to either of the above please speak to the Complaints and PALS Manager, who is 
responsible for overseeing the volunteer functions for the Trust 
 
3.11 Volunteer Complimentary Drinks  
 

Volunteers receive one complimentary tea or coffee per session when they are 
carrying out their voluntary role.  Please show your ID badge when requesting your 
complimentary drink from the coffee shop on the site where you are volunteering. Any 
additional coffee/ teas the Volunteers may want on their session will have to be paid for.   
 
3.12 Voluntary Service Meetings /Social Events  
 
Volunteers are invited to attend various volunteer meetings throughout the year.  The 
meetings are informal and take the form of a lively discussion group or a guest speaker 
is asked to attend.  These meetings are an ideal opportunity to discuss new ideas and 
meet other volunteers.   
 
All volunteers are invited to attend an annual Volunteer event to celebrate and 
recognise their contribution to the Trust. 
 
3.13 Occupational Health Information  
 
The Trust has a right to ensure that all their staff, including volunteers, are cleared by 
Occupational Health in order to take up their position with the Trust. 
 
3.14 Car Parking 
 

Parking is free for volunteers whilst carrying out volunteer duties.  A Car Park Access & 
Parking Permit Application form must be completed and forwarded to the Estates and 
Facilities Department at Queen’s Hospital Burton. This will be discussed at Local 
Induction with the Volunteers Coordinator. 

 
3.15 Expenses 
 
The Trust will reimburse volunteers reasonable expenses incurred in carrying out 
voluntary work, such as bus fares, on receipt of bus tickets or mileage at public 
transport rate.  Expense claims should be submitted to the Trust Volunteers Coordinator 
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no later than the 27th of every month by filling out the paper expense forms. See 
attached document - How to Claim Travel Expenses.  
 

3.16 Volunteer Vacancies / Placements  
 

If you would like to experience another volunteer role and wish to move to another 
department please speak to the Trust Volunteers Coordinator.   
 
3.17 Hospital Chapel / Prayer Room  
 
There is a Chapel / Prayer room available at Queen’s Hospital Burton.  Please see the 
chapel notice boards for times of services / prayers. Head of Spiritual Services Alison 
Thorp can be contacted by telephoning 01283 511511 Ext 5666.   
Email   alison.thorp@burtonft.nhs.uk  
 
3.18 Patient Advice and Liaison Service (PALS) 
 
The PALS service is available to any patient, visitor or member of the public who wishes 
to discuss a concern or problem with their care.  The PALS office is based at Queen’s 
Hospital Burton and is open between the hours of 9.00 – 4.30pm.  Contact 01283 
511511 Ext 5284  or direct line 01283 593110.    
 
3.19 Social Media 

 
When using Social Media, it is the volunteer’s responsibility to ensure that they support 
and uphold the reputation of the Trust when using social media. It is expected that 
volunteers conduct themselves online in the same manner that they would in public and 
in face-to-face situations. Volunteers are expected to adhere to the Trust’s Social 
Medial policy and copies of this are available from the Trust’s Intranet or the Volunteers 
Coordinator. 
 
 

4. POLICIES AND PROCEDURES 
 

4.1 Confidentiality Issues 
 
A copy of the Trust’s Confidentiality Policy is attached.  Please read this carefully. 
 
Your attention is drawn to the confidential aspect of helping in the hospital. In the course 
of hospital service, volunteers may see and hear things of a confidential nature, 
including information referring to the diagnosis and treatment of patients, individual staff 
records or details of contract prices and terms.  This information must not be divulged 
to, or discussed with, any person other than relevant staff. A breach of confidentiality 
will result in the termination of your voluntary placement.  
 
4.2 Individual Health and Safety Responsibilities and Risks  
 
Under the Health & Safety at Work Act, the Trust has a duty in law to protect you and 
our clients and visitors.  You in turn have a duty placed upon you to take care of 
yourself and other people on our premises.  Details of safe working practices and 
protective clothing will be available in each department. 

mailto:alison.thorp@burtonft.nhs.uk
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If you have an accident or are involved in any incident whilst volunteering, however 
slight, it must be reported to the person in charge of the department you are 
volunteering in.  They will take the necessary action for completing an electronic 

Incident Report. The Trust Volunteers Coordinator must be informed of the incident.  
 

Volunteers should not lift patients or heavy loads during their placement and should 
seek help from members of staff if required.  Volunteers must attend Wheelchair training 
if they wish to assist patients in wheelchairs and must ensure they are physically well 
enough to push a wheelchair. Volunteers should never push wheelchairs outside the 
remit of the hospital grounds. 

 

If you see a potential hazard in the area in which you are volunteering please report it to 
a member of staff or the Trust’s Volunteers Coordinator. 

 
4.3 Whistle Blowing 
 
The Trust is committed to the highest standards of openness, integrity and 
accountability.  All staff and volunteers must feel safe and supported in order to express 
their concern.  A Whistle Blowing policy is in place to reassure you that it is safe and 
acceptable to speak up and to enable you to raise any concern you may have at an 
early stage and in the right way.  If you have any concerns about unlawful conduct, 
confidentiality, dangers to public or the environment, or the conduct of colleagues 
please tell us; if you do tell us, you won't be at risk of losing your volunteer role. Please 
report any concerns to the Trust Volunteers Coordinator or a senior member of staff in 
the area where you volunteer. 
 
The Trust has a Freedom to Speak up Guardian, who supports the Trust’s aims to 
create a culture where staff and volunteers are able to speak up in order to protect 
patient safety and empower workers. If you feel you are unable to raise any issues with 
your department manager or the Volunteer Coordinator, then you are able to contact the 
Freedom to Speak up Guardian, for advice and raise any concerns. All contacts will 
remain confidential. 
 
The Freedom to Speak up Guardian can be contacted on extension 5260 or via email at 
alison.bell8@nhs.net 
 
4.4     Safeguarding Children and Vulnerable Adults 

 
All individuals have the right to live a life free from fear, to be treated with dignity and 
have their choices respected.  If volunteers have any concerns regarding safeguarding  
whilst carrying out their volunteering duties, please escalate these to the Trust’s 
Volunteers Coordinator or a senior member of staff in the area where you volunteer.     
 
4.5     Training 
 
In additional to the Volunteers Induction, volunteers must be prepared to undertake any 
training deemed necessary to enable them to carry out their role safely, this includes: 

 Fire Lecture and Information Governance annually 

 Load Handling/Wheelchair training every three years 

http://bhftintranet.burtonft.nhs.uk/Departments/freedom-to-speak-up/alison.bell8@nhs.net
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 Safeguarding updated every three years  

 Food Hygiene, if appropriate to the area where placed.  
 
If you do not attend this training, your volunteer placement may be terminated.   
 
Additional training is available such as Dementia Awareness, please discuss with the 
Trust Volunteers Coordinator.  
 
4.6 Equal Opportunities 

 
The Trust will ensure that all volunteers are dealt with in accordance with the Trust’s 
Equal Opportunities policy.   
 

 

4.7 Equality and Diversity 
 
The Trust values equality and diversity and does not tolerate any form of discrimination.  
Volunteers are expected to treat all patients, visitors and staff equally, fairly and in line 
with Trust policies.   
 

o Volunteers must not express personal opinions but should refer the enquirer to a 
member of staff. 

 
o Volunteers must always ask the patients, visitors or member of staff what they 

want, do not make assumptions on their behalf. 
 

o Individual beliefs of all patients, visitors and staff should be respected and treated 
with sensitivity. 

 
o Volunteers should not tolerate abuse, discrimination or aggression; always report 

this to a member of staff or the Trust’s Volunteers Coordinator. 
 
 
4.8 Policies and Procedure Files (Access to) 
 
Policies and Procedure files can be found on the Hospitals Intranet Site. Volunteers are 
welcome to view these files and should contact the Trust’s Volunteers Coordinator who 
will make the necessary arrangements. 
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Appendix 1 

BURTON HOSPITALS NHS FOUNDATION TRUST 
 

Fire Evacuation Procedures 
 

 
Burton Hospitals NHS Foundation Trust  
Fire Procedure for Staged Evacuation Areas – Queen’s Hospital Site  
The Trust operates a Progressive Staged Evacuation Procedure from many areas of the 
Main Hospital, Treatment Centre and Geoffrey Hodges Wing. It is generally where 
patients are unable to evacuate easily due to their condition/situation i.e. all hospital 
wards, Critical Care areas, Operating theatres and main Out patients etc.  
On Discovering a Fire  

(red box). Switchboard receives automatic notification of a fire situation on the fire panel 
& then they will initiate the fire response team and dial 9- 999 for the Fire Service where 
necessary  

and the location etc. If the fire service knows there is a definite fire they send more fire 
engines. Also dial 5678 to inform the switchboard of definite false alarms  

consider Horizontal Staged Evacuation (patients, visitors and staff) away from the fire 
into the next fire compartment behind fire doors.  

if absolutely necessary  
gencies to aid escape or when an 

individual is confident and if it is safe to do so. Do not delay or jeopardize the 
evacuation procedure.  
 
On Hearing a Continuous Alarm – two tone alarm  

area and a fire may 
be present.  

assessment of the area to determine whether there is a fire situation in their area i.e. 
smoke or flames.  

the switchboard on 5678 and consider the horizontal 
evacuation procedures for your area. You should already be aware of your means of 
escape options.  

area for a possible staged evacuation. Do not start any new procedures or get 
distracted from a possible evacuation situation. Fire Wardens will check the nearest fire 
alarm panel for information and communicate this back to the affected area  
 
On Hearing an Intermittent Alarm – single tone (only on two stage alarm system – 
Main Hospital, Treatment Centre and Geoffrey Hodges Wing)  
This indicates that an alarm has been activated in an adjacent area (above, below or to 
the side). There is no need to evacuate; however, senior medical/nursing staff with fire 
warden support should be aware of the possible fire situation and on standby to assist 
in other locations if required. Do not send people around the Hospital. Fire Policy / 
Version 8 / April 2016 10  
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Appendix 2  
Burton Hospitals NHS Foundation Trust  
Fire Procedure for Full Evacuation Areas – Queen’s Hospital Site  
On Discovering a Fire  

(red box) Switchboard receives automatic notification of a fire situation on the fire panel 
& then they will initiate the fire response team and dial 9- 999 for the Fire Service where 
necessary  

5678 direct line to switchboard and confirm the definite fire situation and the 
location etc. If the Fire Service knows there is a definite fire they send more fire 
engines. Also dial 5678 to inform the switchboard of definite false alarms  

fire exit  
rden or senior staff should initiate a swift search of the area to ensure 

everyone has evacuated  

from the Trust response team and or the Fire Service.  
-enter the building until 

authorised by the Trust response team and or the Fire Service.  

individual is confident and if it is safe to do so. Do not delay or jeopardize the 
evacuation procedure.  
 
On Hearing a Continuous Alarm – two tone  

be present.  
veryone) should evacuate via the nearest available 

fire exit  

ensure everyone has evacuated.  
ructions 

from the Fire Service or Trust representative. Take a staff/visitor roll call if possible.  
-enter the building until 

authorised by the Fire Service.  
n emergencies to aid escape or when an 

individual is confident and if it is safe to do so. Do not delay or jeopardize the 
evacuation procedure.  
 
On Hearing an Intermittent Alarm – single tone (only on two stage alarm system – 
Main Hospital and Geoffrey Hodges Wing)  
This indicates that an alarm has been activated in an adjacent area (above, below or to 
the side). There is no need to evacuate; however, senior medical/nursing staff with fire 
warden support should be aware of the possible fire situation and on standby to assist 
in other locations if required. Do not send people around the Hospital. Fire Policy / 
Version 8 / April 2016 11  
 
Appendix 3  
Burton Hospitals NHS Foundation Trust  
Fire Procedure Samuel Johnson - Lichfield  
If you discover a fire  
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ise the alarm by activating a break glass alarm point – red box  
-999 ( 9 for outside line)  

outside the building ( all staff, patients and visitors)  
 

 
 
Staged Evacuation Areas (patient areas – wards etc)  
If the continuous fire alarm is activating – Fire Zone  

s the immediate area to check for fire & smoke  
-999, evacuate everyone to a safe fire 

zone in the Hospital – or outside to be safe  

any problems consider evacuation to a safe fire zone in the Hospital – or outside  
 

 
Full Evacuation areas (non patient areas – admin, pharmacy etc)  
If the continuous fire alarm is activating – Fire Zone  

 
 

re-enter the building until authorised by Trust personnel or the Fire Service  
 
If the intermittent fire alarm is activating – all non fire zones  

 
 

 with Trust personnel  
 
Remember the fire alarm system at Samuel Johnson is not directly linked to the 
Fire Service and you must phone 9-999 to inform them of a real fire Fire Policy / 
Version 8 / April 2016 12  
 
Appendix 4  
Burton Hospitals NHS Foundation Trust  
Fire Procedure Sir Robert Peel - Tamworth  
If you discover a fire  

– red box  
-999 ( 9 for outside line)  

n evacuate to the main car park 
outside the building ( all staff, patients and visitors)  

 

evacuated  
 
Staged Evacuation Areas (patient areas – wards etc)  
If the continuous fire alarm is activating – whole building at SR Peel  

 
-999, evacuate everyone to a safe fire 

zone in the Hospital – or outside to be safe  

any problems consider evacuation to a safe fire zone in the Hospital – or outside  
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Full Evacuation areas (non patient areas – admin, pharmacy etc)  
If the continuous fire alarm is activating – whole building at SR Peel  

the main car park immediately  
 

re-enter the building until authorised by Trust personnel or the Fire Service  
 
If the intermittent fire alarm is activating – all non-fire zones  

o need to automatically evacuate but always investigate your area  
 

 
 
Remember the fire alarm system at Sir Robert peel is not directly linked to the 
Fire Service and you must phone 9-999 to inform them of a real fire 

 
 Fire Safety Officer  

Burton Hospitals NHS Foundation Trust  
(June 2015)   
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Appendix 2  

       Burton Hospitals NHS Foundation Trust 
Volunteer Code of Conduct  

 
All staff and volunteers within the Trust are expected to maintain an atmosphere that supports 
the patients we care for. We expect you to be polite and courteous, to respect people and 
their views and to act as a role model to other volunteers by: 
 
 
1.  Participating in the induction sessions and training sessions required to   

undertake the tasks relevant to the placement. 
 
 
2.  Undertaking your voluntary role at agreed times. 
 
 
3.  Informing the relevant member of staff if unable to attend. 
 
 
4.  Complying with the Trust’s policies and  procedures,  
  particularly in relation to confidentiality. 
 
5. Complying with the dress code, including wearing an identification badge when on 

hospital premises.  
 
6.  Not creating conflict in the department where placed. 
 
7 Raising any issues or concerns relating to your placement with the Trust’s Volunteers 

Coordinator. 
 
8.  Reporting any accidents or incidents whilst attending your placement to the manager in 

the area you are volunteering or the Trust’s Volunteers Coordinator. 
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Appendix 3                                                                 

 
 

Patient Promises 
 
We will... always be approachable and acknowledge you are there 
 
We will... treat you in the way you would expect to be treated - with consideration 
and respect 
 
We will... be polite, professional and courteous 
 
We will... listen to what you tell us, your opinions are our opportunities to 
improve 
 
We will... admit our mistakes and do all we can to put them right 
 
We will... talk to each other, so we can care for you better 
 
We will... be caring and kind 
 
 
 
 

Our Vision:  Prepares Us For Tomorrow 
 
To be the local healthcare provider of choice: 
 
The needs of our community are changing – we are rising to meet these needs, so that 
people continue to “choose us” for their care.  
 
 
 

Our Mission:  Shapes Our Today 
Quality Safety Strategy 
To deliver the best patient experience: 
 We deliver care that is: 

i. Consistently Safe 
ii. Consistently Effective 
iii. Perceived by Patients in a Positive Way 

 
 
 

Our Values:  Drive Our Behaviours 
 

PRIDE     Passion     Respect     Innovation      Determination     Excellence  
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Appendix 4                                                                  
Voluntary Services 

Terms of Appointment for Volunteers 
 

1. You are required to Sign in on arrival and Sign out on leaving in the Volunteers signature book 
nearest to your area of work.  

 
2. You will be required to attend the Volunteers Induction programme.  This is mandatory and 

the Voluntary Services Coordinator will provide you will full details. 
 
3. In addition to the Volunteers Induction – you must be prepared to undertake any training 

deemed necessary to enable you to carry out your volunteer role, i.e. attend Fire Lecture 
and Information Governance annually, Load Handling /Wheelchair training every three 
years, Safeguarding every three years and food hygiene if appropriate to the area where 
placed.    If you do not attend this training, your volunteer placement may be terminated.   

 
4. In line with the Trust’s staff appearance, you are required to dress appropriately for the 

environment in which you are working.  You are an ambassador for the Trust and how you 
look does reflect on how people view the hospital.  Volunteer Name/Identification Badges 
must be worn at all times. 

 
5. You must adhere to the Trust’s No Smoking policy.  All areas inside and outside the hospital 

are no smoking. 
 

6. You may become aware of a wide range of information concerning patients, relatives and 
colleagues during the course of your voluntary role.  You are required to observe the utmost 
confidentiality regarding such information and never divulge details to a third party unless 
authorised in the course of your duties.  A copy of the Confidentiality Policy is enclosed with 
the Volunteers Handbook.  

 
7. You have a responsibility not to wilfully endanger the health, safety or welfare of yourself or 

others during the course of your duties. 
 

8. When new Volunteers start a placement they are encouraged to give it at least 2 months, if 
they decide they want to try a different role they can contact the Volunteers Coordinator and 
agree another mutual placement. If the volunteer doesn’t want to carry on their placement or 
an alternative one, the volunteer placement will be concluded.  

 
9. Burton Hospitals NHS Foundation Trust accepts no responsibility for loss or damage to 

personal effects. 
 

10. In line with the Health and Safety Legislation, all accidents should be reported to the Trust 
Volunteers Coordinator and an electronic incident report should be completed.  

 
11. On termination of your voluntary role, Identification and Name badges must be returned to 

the Trust Volunteers Coordinator.  Your free car parking permit will be cancelled.   
 
12. This document is not a ‘Contract’.  

 
DECLARATION 
I understand and accept the Terms of Appointments for Volunteers as stated above: 
 
Name (please print): …………………………………………………………………………………. 
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Signature of Volunteer: …………………………………………..   Date: ………………………… 
   

 
 

Appendix 5 
Burton Hospitals NHS Foundation Trust 

 
 

 

Voluntary Services 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DECLARATION OF CONFIDENTIALITY 
 

 

 

I hereby declare that I hold in strict confidence, any personal information 
concerning the patients, relatives and colleagues which may become known to 
me during the exercise of my duties as a Volunteer at Burton Hospitals NHS 
Foundation Trust and in any of the establishments of Burton Hospitals NHS 
Foundation Trust and that I will not divulge such information to a third person, nor 
discuss it with any colleagues in any public areas. 
 
I understand that such confidential personal information includes a patients 
diagnosis and treatment and any other particulars relating to his or her condition. 
 

 
Name (please print): …………………………………………. 

 

 

Signature of Volunteer:  

………………………………………………………….  
 
 

Date:  …………………………………………………………….. 
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Appendix 6                                                                               

Volunteer Training Record 
Name:……. ……………………………………. 
Start Date: ………………………………. 
 

 
Date Training Attended  
 

Volunteers Induction Training:   
  

- Trust Values 
- Equality & Diversity 
- Conflict Resolution 
- Health & Safety 
- Load Handling 
- Information Governance 
- Fire 
- Patient & Public 

Engagement 
- Safeguarding Adults 
- Safeguarding Children  
- Infection Control 

 

Frequency: 
- 
- 
- 
- 
- 

Every 3 years 
Annually 
Annually 

- 
 

Every 3 years 
Every 3 years 

- 
 

 

Local Induction into department where placed: 
 

 

Additional Training Completed:  

 Food Hygiene  

 Dementia Awareness  

 Wheelchair Training                      Every 3 years   

  

  

    

Refresher Training Courses – please enter date attended: 
Fire 

(Annually) 
      

Information 
Governance 

(Annually)  

      

Load Handling / 
Wheelchair  

(Every 3 years) 

      

Safeguarding 
(Every 3 years)  

      

  

Refresher Training Courses – please enter date attended:  

Fire 
(Annually) 

      

Information 
Governance 

(Annually) 

      

Load Handling / 
Wheelchair  

(Every 3 years) 
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Safeguarding 
(Every 3 years)  

      

 
 
 
 

Appendix 7  
Volunteers Travel Expenses 

 
Burton Hospitals NHS Foundation Trust will reimburse volunteers reasonable expenses 
incurred whilst carrying out voluntary work, such as bus fares on receipt of bus tickets, 
or car mileage currently paid at 33p per mile.   

All expense claims must be claimed by completing a Travel Expense form  

Please find attached documents to enable you to claim travel expenses:   
- Personal Details form 
- Vehicle Details form 
Travel Expense form 

If you wish to claim travel expenses please complete the attached Personal Details 
form and Vehicle Details form and return them to the Volunteers Service Coordinator 
in the envelope provided.   
 
Your personal details and vehicle details will be added to the Electronic Staff Records 
(ESR) by the HR Department.   An email will be sent advising you of your personal 
assignment number. It is important to make a note of this for further reference when you 
make a claim.    
 
Travel expense claims should be submitted on a monthly basis to the Volunteers 
Service Coordinator, no later than the 27th of each month. Travel expenses will be paid 
into your bank account on the 27th of the following month. If you forget to claim one 
month, you should claim the following month.  You can only claim travel expenses for 
the past 3 months.  
 
Please note:   All travel expense claims are audited against the ‘Signing In’ sheets in the 
area where you volunteer.  It is important that you sign in on the correct date.   
 
If you would like any further information or advice then please do not hesitate to contact 
me.  
 
Simon Passam 
Volunteers Coordinator 
01283 511511 Ext 2301 
simon.passam@burtonft.nhs.uk  

mailto:marian.askew@burtonft.nhs.uk

