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Executive summary  

The Trust acknowledges the important role which our volunteers play in 
complementing the work of our staff and we welcome the varied and unique 
contributions volunteers make to patients, carers, the public and staff at the 
Trust.   

 
The Trust therefore encourages, promotes and supports the involvement of 
volunteers within its hospitals and services and recognises the valuable 
contribution and efforts of these individuals who give freely of their time, 
energy and skills to benefit the Trust. In doing so, it is clearly recognised 
volunteers will complement, but not replace, the role of a paid member of 
staff.  

 
The Trust recognises that volunteering can also contribute to raising individual 
self-esteem and self-confidence and volunteers can make a valuable 
contribution to the quality of life of service users, families, carers and the staff 
at the Trust.   
 
This policy outlines how the Trust recruit and support Volunteers to maximise 
patient, staff and the public experience 
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1. Introduction 

 
The Trust acknowledges the important role which our volunteers play in complementing 
the work of our staff and we welcome the varied and unique contributions volunteers 
make to patients, carers, the public and staff at the Trust.   

 
The Trust therefore encourages, promotes and supports the involvement of volunteers 
within its hospitals and services and recognises the valuable contribution and efforts of 
these individuals who give freely of their time, energy and skills to benefit the Trust. In 
doing so, it is clearly recognised volunteers will complement, but not replace, the role of 
a paid member of staff.  

 
Volunteering is open to all, regardless of background, ethnicity, faith, gender, sexual 
orientation or disability.  

 
There is a minimum age for volunteering and that is 16 years and there is no upper age 
limit provided the volunteer is fit to undertake the duties of the role. 

 
The Trust recognises that volunteering can also contribute to raising individual self-
esteem and self-confidence and volunteers can make a valuable contribution to the 
quality of life of service users, families, carers and the staff at the Trust.  It should be 
noted not everyone who wishes to become a volunteer will be suitable for this role. If a 
prospective volunteer is not suitable for volunteering in a health setting, then the 
volunteer will be provided feedback by the Patient Experience Manager or Volunteers 
Co-ordinator in a sensitive manner.  

 

2. Scope 

 
This procedure applies specifically to all volunteers recruited directly within the Trust 
and covers all sites, buildings and areas where the Trust operates.  

 

3. Purpose 

 
The purpose of this policy is to provide guidance for the recruitment, selection, 
management, support and training of all volunteers at Ashford and St Peter’s NHS 
Foundation Trust.  To also ensure they know how to speak out safely in line with 
Trust policy, best practice and in compliance with both legislative and NHS 
standards in order to ensure that volunteering remains a valuable experience. 
 
The Trust has acknowledged the lessons learnt from NHS investigations in the 
matter relating to Jimmy Savile as set out in the Department of Health 2015 that 
sets out clear recommendations on safe recruitment that should include DBS 
checks and safeguarding training that should both be renewed every three years 
and is a mandatory requirement. 
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4. Explanation of Terms Used 

 
A volunteer is an individual who gives their time under their own free will to undertake 
duties for which they receive no financial compensation, apart from reimbursement of 
travel and out of pocket expenses. 
 
DBS- Disclosure and Barring Service. The DBS service enables organisations to make 
safer recruitment decisions by identifying candidates who may be unsuitable for certain 
work. 

 

5. Duties and responsibilities 

  
The Chief Nurse has executive responsibility for volunteers within the Trust and will 
report to the trust Board. 

 
The Voluntary Service Team has responsibility for: 

 
 Ensuring that volunteer recruiting following the correct protocols and 

procedures and adhere to Trust policies. 
 Ensuring the procedures for recruiting and supporting volunteers is 

proportionate to the roles being undertaken and kept as simple and 
straightforward as possible within legal and organisational constraints. 

 Ensuring paid staff has the support and information they need in order to 
work well with volunteers. 

 Ensuring good practice in health and safety matters i.e. a duty of care 
towards volunteers. 

 Ensuring volunteers have the same respect and care as paid members of 
staff with clarity for all that the relationship is non contractual. 

 Ensure volunteers are aware of how to raise any matters of concern. 
 Provide organise regular feedback sessions for volunteers. 
 Interacting with volunteers, respecting and valuing their contribution. 
 Ensuring there is a robust system in place for the recruitment, including 

conducting the necessary DBS checks for all volunteers every three years, 
training and on-going support for all Trust volunteers in line with this and 
other Trust Policies; 

 Managing the recruitment and selection of volunteers as outlined in this 
policy; 

 Developing and implementing new volunteer roles in partnership with staff; 
 Providing advice and support to managers, staff and volunteers in matters 

relating to volunteering; 
 Promoting volunteering within the Trust and working with external 

organisations to develop new opportunities; 
 Processing new volunteering applications and allocating placements; 
 Maintaining up to date records or volunteers including personal details, 

training and their placement; 
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 Providing volunteers with the Trust Induction and ensuring all statutory 
mandatory training such as safeguarding is undertaken. 

 To arrange all social events for the volunteers, afternoon teas, Christmas 
dinners, award nights, event stands, etc to promote recognition for their 
services and time served. 

 Provide all administrative functions for volunteers, including emails, post, 
induction days, meeting with volunteers, interviewing and any other duties 
related to voluntary services. 

 
Ward/Department Managers in which the volunteer is placed are responsible for; 
 

 Providing volunteers in their area with local induction; 
 Support and training to enable the volunteer to carry out their role setting out 

detailed access within the department and boundaries for the role; 
 Providing clarity and direction about the volunteer’s role and responsibilities; 
 Providing day to day supervision and management of volunteers in their 

area; 
 Undertaking a review meeting with the volunteer after four sessions which 

constitutes the “trial period”; 
 Notifying the voluntary service team of any volunteers who have terminated 

their placement; 
 Ensure that they and their staff are familiar with this policy. 
 To interact and include the volunteers in their area and to respect and value 

their contribution.  
 

The department will be responsible for the day to day support/supervision of the 
volunteer and will manage them as they would with a substantive member of staff; 
this includes appraisals, reviews, training and other management duties, with the 
support from the volunteer’s officer.  

  
Volunteers: it is the responsibility the volunteer to: 

 To attend any required Trust Induction and statutory mandatory training; 
 Adhere to all Trust policies and procedures; 
 To work within the allocated job description; 
 To engage with support and supervision arrangements; 
 Attend all training which is relevant to the role; 
 To maintain the confidentiality of confidential information relating to patients, 

staff, visitors’ and volunteers adhering to all data protection laws and 
regulations; 

 To undergo a risk assessment for each job role undertaken in the Trust, with 
a yearly medical review to ensure volunteer is still able to carry out duties of 
the role safely; 

 To notify the department manager or volunteers officer of any changes with 
health or other issues that can impact on role; 

 Agree to see occupational health if a manager has any concerns over a 
volunteers health and welfare to safety undertake their role; 

 To wear their Trust volunteers ID badge whilst volunteering. 
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6. Recruitment and Selection 

 
The Trust welcomes all applications for volunteering. 
There is a minimum age for volunteering at the Trust is 18; however when a young 
person is part of an initiative where the partner organisation can provide robust level of 
assurance of safety and quality the Trust may accept volunteers between 15 and 16 
years. The decision to accept volunteers ages 15 to 16 will be on a case by case basis.  
 
Although there is no upper age limit for volunteering at the Trust the volunteer must be 
able to fulfil the duties and demands of the volunteer role which will be subject to risk 
and occupational health assessments as and when required to ensure the volunteer is 
safe to volunteer in that role. 
 
Prior to recruiting volunteers, consultation and discussion should take place with staff 
requesting volunteers to ensure there is a genuine need for volunteers and to develop 
a clear description for their role. Once a volunteer is places, each department should 
have an identified lead for supporting the volunteer. 
 

 The recruitment process for volunteers is to ensure the Trust matches 
volunteers’ skill and abilities with each individual role, as well as ensuring all 
necessary checks needed to volunteer within the organisation have been 
completed. 

 The Voluntary Team are responsible for recruiting volunteers and will reserve 
the right to decline applications from potential volunteers deemed unsuitable for 
the needs of the service. 

 The Voluntary Team are responsible for processing all applications, reference 
checks, DBS, arranging induction and mandatory training requirements and 
Occupational Health Clearance check. 

 The Voluntary Team will ensure the preferred area of where the volunteer would 
like to be placed is taken prior to face to face interview. However it will be 
advised that this is not a guarantee as it would be dependent on service 
requirements. A role description will be provided by the department manager 
before a volunteer placement or an agreement is made with the volunteer. All 
volunteers should work to a role description which clarifies the tasks and 
responsibilities associated with the role. 
 

All new applicants are required to:  
 

 Complete an application form and Occupational Health form. 
 Undergo Occupational Health screening/interview. 
 Attend an interview with voluntary Team to discuss desired role. 
 Provide required documentation to support DBS and pre employment checks, 

including evidence of right to remain and work in United Kingdom. 
 Commit and attend the Trust Induction Training and statutory mandatory training 

as required. 
 Sign a volunteers agreement (terms and conditions of volunteering at the Trust) 
 Complete a risk assessment for each role the volunteer agrees to undertake if 

required. 
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7. Disclosure Barring Service (DBS) 

 
 Everyone applying to volunteer in the Trust will be subject to screening by the 

Disclosure Barring Service (DBS). 
 Volunteers who do not agree to a DBS check will be unable to volunteer at the 

Trust. 
 Anyone with criminal convictions are not automatically excluded and a decision 

regarding recruitment is subject to the discretion of the Trust. Advice regarding 
previous convictions will be sought from the Trust Human Resource 
Department.  

 When deciding whether a criminal record is relevant to the volunteer’s role, 
factors such as the nature of the offence, type of the voluntary role applied for, 
how long ago the offence took place and other factors, will be taken into account 
before making a decision. 

 To complete the DBS form, volunteers must provide specific identification for 
verification by the Voluntary Team. Without sight of the original documentation, 
the Trust will be unable to apply for the volunteers DBS disclosure.  

 If a volunteer receives a subsequent conviction once started in a placement with 
the Trust, this must also be declared, so that a decision can be made as to 
whether a volunteer placement can continue. This decision will be made by the 
Voluntary Team with advice from the Trust’s Human Resource Department. 
 

8. References 

 
All new applications received for volunteering must have two references to help support 
their application. The volunteer will be unable to start their role in the Trust until 
satisfactory references have been received to the voluntary team.  

 

9. Risk Assessment and Occupational Health  

 
Department managers will be responsible for ensuring that appropriate safeguards and 
controls are put in place to ensure the health and safety of each volunteer in their 
department. The purpose of the risk assessment is to identify any hazards or concerns 
that the volunteer could be exposed to and to ensure that appropriate measures have 
been put in place to eliminate or control the risks to the volunteer.  
 
A risk assessment should be completed for each volunteering role undertaken in the 
Trust.  
 
All volunteers will need occupational health clearance for each role undertaken in the 
Trust. It is the responsibility of the volunteer to declare any pre-existing medical 
conditions that could have an impact on their duties. If the volunteer has a pre-existing 
medical condition; they may be required to undertake an occupational health screening 
once a year to ensure there are not changes to their condition and to help support the 
volunteer to continue within their roles.  
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If a volunteers medical condition changes, they will need to declare this to their 
reporting manager and the voluntary team, who will then decide if an occupational 
health referral is required, or if the volunteer has already seen their General 
Practitioner (GP) and under appropriate treatment if any action is required to support 
the volunteer in their role. If the reporting manager has any concerns about the safety 
of the volunteer, they can request the volunteer to refrain from their duties until they 
have been cleared by Occupational Health or their GP as safe to continue within the 
role. 

 

10. Agreement 

 
Volunteers will not have a contract with the trust nor will they be considered employee. 
A written volunteer agreement is to be signed to clarify the intended relationships 
between the volunteer and the Trust. 
 
The Trust will end a placement with immediate effect in cases of concerns relating to 
harm, risk of harm by a volunteer. Should the concern relate to safeguarding; this will 
be escalated to the safeguarding team and if required reported to the Disclosure and 
Barring service.   
 
Staff should raise any other concerns about a volunteer with the department manager 
where the volunteer is based; if there concern is unresolved then is should be 
escalated to the Patient Experience Manager. These concerns could be dress code, 
attitude and behaviour or time management. 
 
If a volunteer has any concerns, they should raise these in the first instance with the 
department manager where they are based; if this is unresolved it should be escalated 
to the Patient Experience Manager. 
 
Volunteers who require training on patient information systems, or have access to 
patient information, will require undertaking Information Governance training and 
ensuring they understand data protection and patient confidentiality before having 
access to patient data. All staff including volunteers must adhere all policies and 
procedures and law relating to patient confidentiality and the Data Protection Act. Any 
breaches in patient information can lead to termination of the role. 
 

11. Sickness and Absence Reporting 

 
Volunteers should inform their reporting manager if they will not be available to attend 
their placement. The department should inform the Voluntary Team of any long term 
non attendances. 
 

12. Expenses 
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Although voluntary work is freely given with no expectation of payment, the trust does 
not feel that our volunteers should be out of pocket as a result of giving up their time 
and skills. Therefore reasonable authorised expenses may be paid on production of a 
claims form and receipts; this will also make volunteering at the Trust more accessible 
to everyone. This would also be the case in relation to any patient & public 
engagement event organised by the Trust. Excluded from this however is 
reimbursement for care costs.  
 
Reasonable expenses can include travel costs to and from the Trust sites to home or to 
another voluntary role on another site within a 10 mile radius of the hospital.  
 
The Trust will also provide each volunteer with luncheon vouchers while they are 
volunteering at the Trust if they have worked longer than 4 hours. A parking permit for 
car drivers will be incorporated in their ID pass, allowing free access to the car parks in 
accordance with Trust car parking policy during the time they are volunteering. 
 
All expenses are paid in arrears monthly and signed off by the Patient Experience 
Manager. The rates of reimbursement will be agreed by the Trust and will be reviewed 
periodically. 

13. Insurance 

 
All registered volunteers are indemnified through the Trust’s insurance policy (as laid 
down by the NHS Litigation Authority), providing they are carrying out activities with the 
agreement of their supervisor and within the guidelines of their role profile. Volunteer’s 
complementary therapists will be required to produce certificates of their insurance and 
registration with a recognised professional body. 

 

14. Health and Safety  

 
The safety of patients, staff, visitors’ and volunteers is paramount. Everyone is 
expected to recognise safety as fundamental elements of their role. All staff and 
volunteers are required to comply with Trust policies, procedures, protocols and 
guidelines related to safety and wellbeing.  
 

15. Termination of agreement 

 
Volunteers are free to leave the Trust at any time, although, wherever possible the 
volunteer should advise the Voluntary Team of their decision. It is possible that there 
may also be times when the Trust will ask a volunteer to cease volunteering for various 
reasons. There will be a managed process for volunteers leaving the Trust, regardless 
of the reason why. This will include appropriate thanks for the role(s) carried out an 
length of service with the Trust. 
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16. Training 

 
Training can be received by contacting the Voluntary Team that can advise and 
arrange any training requirements involving volunteers. 

 

17. Stakeholder Engagement and Communication 

 
Detail the process for stakeholder consultation, and briefly summarise those Involved in 
the development and consultation of the guideline. 
 

18. Approval and Ratification 

 
Ratification of this policy will be via the Patient Experience Monitoring Group and the 
Trust’s Patient Panel. 

 

19. Dissemination and Implementation 

 
This policy will be available on the Trust’s Intranet and Internet sites. 
 
Staff that work with, and provide support to, volunteers within the Trust will be 
reminded of this policy and its availability. 

 

20.  Review and Revision Arrangements 

 
This policy will be reviewed by the author or Head of Patient Experience every 3                                    
years, or before if new national guidelines/legislation change or other gaps that are 
identified before the review date. 

 

21.  Document Control and Archiving 

 
This is a trust-wide document and archiving arrangements are managed by the Head of 
Regulation & Accreditation and Information Content Manager who can be contacted to 
request master/archived copies.  

 

22.  Monitoring compliance with this Policy 

 
The Head of Patient Experience and Involvement will monitor compliance with this 
policy and it will be the responsibility of the Head of Patient Experience and 
Involvement will take remedial action as required if any gaps in compliance are 
identified. 
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Quarterly reports and annual reports will be provided to the Patient Experience 
Monitoring Group and to the Trust Board to report, Expense claim data, recruitment 
and retention data, additional relevant information as appropriate.   
 
Measurable 
Policy 
Objective  
 
 

Monitoring/ 
Audit 
method 

Frequency of 
monitoring 

Responsibility 
for performing 
the monitoring 

Monitoring 
reported to 
which groups/ 
committees, inc 
responsibility for 
reviewing action 
plans 

e.g. All policies 
will be 
reviewed by 
their authors at 
least annually 
to ensure that 
they remain 
valid and in 
date 

Compliance 
audit of 
sample of 
policies 
(including 
Review 
History) 

Annual Associate 
Director of 
Quality 

Management 
Executive 
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APPENDIX 1: VOLUNTEERS OFFER LETTER 

 
 
Dept/Unit: Voluntary Department 
Direct Line: 01932 723239 
E-mail: asp-tr.voluntary.services@nhs.net  
 
Date:  
 
 
Address 
 
 
Dear 
 
 
Re:  Volunteers application for Ashford and St. Peter’s Hospital 
 
 
Firstly, I would like to thank you for taking the time in applying to become one of our valued 
volunteers here at the Trust. Further to your recent application I am delighted to confirm 
that you have been successful and once we received acceptance of offer we will precede 
with pre-employment checks. 
 
Acceptance of this offer 
Please confirm your acceptance by emailing us on asp-tr.voluntary.services@nhs.net 
within 7 working days of receipt of this offer. 
 
Finally may I take this opportunity of congratulating you on your new role.  We will be 
liaising regularly with you about the progress of your checks, but in the meantime please 
do not hesitate to contact me if you have any queries. 
 
Yours sincerely, 
 
Voluntary Services 
Ashford and St Peter’s Hospitals NHS Foundation Trust 
St Peter’s Hospital 
Guildford Road, 
Chertsey 
Surrey 
KT16 OPZ 
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APPENDIX 2: VOLUNTEERS AGREEMENT 

 
Volunteers Agreement 
 
This Volunteers Agreement demonstrates how we value our volunteers. We want to 
assure you that we appreciate your contribution to Ashford and St. Peter’s NHS 
Foundation Trust. We are dedicated to ensuring that you have a quality volunteer 
experience which is both productive and rewarding.  
 
We agree to accept the volunteering services of: (name of 
volunteer)............................................... 
Beginning on................................ and ending 
on............................................................................... 
The volunteer agrees to volunteer for ..................hours on the following days: 
 
Mon Tues Wed Thurs Fri Sat Sun 

 
The volunteer’s role is:......................................................................................... 
 
The volunteer will report to: ................................................................................. 
 
The Trust commits to the following:  

 To provide adequate information and training so you may meet the expectations as 
described in your volunteer role description. 

 To allow for a six week trial period. 
 To explain what is required of you and to support and provide encouragement to 

help you achieve the desired results. 
 To assign you with a named reporting manager, who will provide you with regular 

support and supervision meetings and act as a “go to” person. 
 To treat you with respect and courtesy at all times by all staff. 
 To be receptive to any comments and feedback from all our volunteers.  
 To value and recognise our volunteers as a significant resource in achieving the 

goals of our Trust. 
 Support volunteers to find the right role for their skills.  
 Support volunteers in pursuing their personal development.  
 Provide volunteers with opportunities to communicate with each other and share 

common interests. 
 Enable volunteers to play a role in the development of volunteering at the hospital.  
 Insure that volunteers are reimbursed for out of pocket expenses.  

 
Volunteers will:  
 
I …………………………………………. ...................................agree:  
 
Actively perform my duties to the best of my abilities and remain loyal to the values, goals 
and procedures of the Trust.  
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 Act in a polite and courteous manner when dealing with anyone I meet while 
volunteering  

 Complete the training which is required for the role.  
 Conform to the work-wear requirements of my role including any PPE equipment.  
 Wear a Trust Volunteer’s ID badge always; the ID badge should be worn in a visible 

place. 
 Undertake my voluntary role at the agreed days and times.  
 Inform my named contact in advance if unable to attend.  
 Give as much notice as possible if unable to continue with my voluntary role.  
 Raise any issues of concern relating to my voluntary role with my supervisor or the 

volunteer officer.  
 Inform my supervisor of any relevant changes in my health status that can impact 

on the safety of others or myself. 
 Agree to undertake a yearly Occupational Health assessments, or provide my 

reporting manager with a GP’s note if concerns are raised regarding my health to 
carry out my duties. 

 Agree cease my duties until my health concerns have been cleared by 
Occupational Health or my GP and confirmed by my reporting manager or voluntary 
officer that I can resume my role safely. 

 Inform my supervisor of all breaks and holidays in advance.  
 No smoking on site  
 Maintain Patient Confidentiality and adhere to all Data Protection Laws at all times. 
 Act in accordance with the Hand Hygiene Procedures and Infection Control 

Procedures 
 To perform my volunteering role to the best of my ability.  
 I will follow the organisation’s procedures and standards, including health and 

safety and the equality, inclusion & diversity in relation to patients, staff and 
volunteers.  

 I will maintain the confidential information of the organisation and patient. 
 To act in a way that is in line with the aims and objective of the organisation and 

that enhances the work of the Trust. 
 
I fully understand that the work in which I am involved is of a strictly confidential nature and 
am aware of the serious view which would be taken if I were to be responsible for a breach 
of this responsibility.  
 
 
I confirm I have received a copy of the Volunteers Handbook.  YES/NO 
 
 
Volunteer Signature: ……………....................................... Date: ……………………… 
 
 
Patient Experience Manager Signature........................................Date: ……………………… 
 
This agreement is binding in honour only, is not intended to be a legally binding contract 
between us and may be cancelled at any time at the discretion of either party. 
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APPENDIX 3: EQUALITY IMPACT ASSESSMENT 

Equality Impact Assessment Summary 
 
Name and title:  Helen Collins, Head of Patient Experience and Involvement 
Policy: Volunteers Policy 
 
Background 

 Who was involved in the Equality Impact Assessment 
 
Head of Patient Experience and Involvement 
 
Methodology 

 A brief account of how the likely effects of the policy was assessed (to include race 
and ethnic origin, disability, gender, culture, religion or belief, sexual orientation, 
age) 

 The data sources and any other information used 
 The consultation that was carried out (who, why and how?)  

 
The policy is inclusive of all and makes specific references to enabling volunteers who 
may have specific needs to be accommodated. The policy fully supports all potential 
volunteers and wherever possible seeks to address all potential adverse impacts for 
equality groups. 
 
Key Findings 

 Describe the results of the assessment 
 Identify if there is adverse or a potentially adverse impacts for any equalities groups 

 
There are potentially adverse impacts for those groups based on ethnic origin and social 
class - in terms of ease of use/accessibility. In response to this the policy aims to set out 
clear and robust guidance on how to mitigate this risk in order to ensure the process is 
open to and accessible to all potential volunteers. 
 
Conclusion 

 Provide a summary of the overall conclusions 
Potentially adverse impacts on equality groups are addressed as far as possible by the 
current policy. 
Recommendations 

 State recommended changes to the proposed policy as a result of the impact 
assessment 

 Where it has not been possible to amend the policy, provide the detail of any 
actions that have been identified 

 Describe the plans for reviewing the assessment 
 
Currently the ethnicity gender and age of all Volunteers is monitored if the data is available 
which has informed this impact assessment. It is recommended that this monitoring 
continues in order to inform future reviews of this policy.  



 

 
Volume 2 

Employment & 
Occ. Health 

Current Version 
is held on the 

Intranet 

First ratified: 
Sep 2011 

Review date: 
July 2023 

Issue 
3 

Page 17 of 24 

 
 

APPENDIX 4: CHECKLIST FOR THE REVIEW AND APPROVAL OF DOCUMENTS 

 
To be completed (electronically) and attached to any document which guides practice 
when submitted to the appropriate committee for approval or ratification. 
Title of the document:  
Policy (document) Author:    
Executive Director:   
 

  
Yes/No/ 
Unsure/
NA 

Comments 

1. Title   
 Is the title clear and unambiguous?   

 
Is it clear whether the document is a 
guideline, policy, protocol or standard? 

  

2. Scope/Purpose   

 
Is the target population clear and 
unambiguous? 

  

 Is the purpose of the document clear?   
 Are the intended outcomes described?   

 
Are the statements clear and 
unambiguous? 

  

3. Development Process   

 
Is there evidence of engagement with 
stakeholders and users? 

  

 
Who was engaged in a review of the 
document (list committees/ 
individuals)? 

  

 
Has the policy template been followed 
(i.e. is the format correct)? 

  

4. Evidence Base   

 
Is the type of evidence to support the 
document identified explicitly? 

  

 
Are local/organisational supporting 
documents referenced? 

  

5. Approval   

 
Does the document identify which 
committee/group will approve/ratify it? 
 

  

 
If appropriate, have the joint human 
resources/staff side committee (or 
equivalent) approved the document? 

  

6. Dissemination and Implementation   

 
Is there an outline/plan to identify how 
this will be done? 

  

 
Does the plan include the necessary 
training/support to ensure compliance? 

  

7. Process for Monitoring Compliance    
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Yes/No/ 
Unsure/
NA 

Comments 

 
Are there measurable standards or 
KPIs to support monitoring compliance 
of the document? 

  

8. Review Date   

 
Is the review date identified and is this 
acceptable? 

  

9. 
Overall Responsibility for the 
Document 

  

 

Is it clear who will be responsible for 
coordinating the dissemination, 
implementation and review of the 
documentation? 

  

10. Equality Impact Assessment (EIA)   
 Has a suitable EIA been completed?   

 
Committee Approval (insert name of Committee) 
If the committee is happy to approve this document, please complete the section below, date it 
and return it to the Policy (document) Owner 
Name of 
Chair 

 Date  

 
Ratification by Management Executive (if appropriate) 
If the Management Executive is happy to ratify this document, please complete the date of 
ratification below and advise the Policy (document) Owner 
Date: n/a 
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APPENDIX 5: VOLUNTEERING PROCESS MAP 

 



 

 
Volume 2 

Employment & 
Occ. Health 

Current Version 
is held on the 

Intranet 

First ratified: 
Sep 2011 

Review date: 
July 2023 

Issue 
3 

Page 20 of 24 

 
 

APPENDIX 6 : VOLUNTEER CONTACT SHEET 

 
Please complete and sign this form & return it to your Volunteer Officer as soon as 
possible. 

Job Title Volunteer 
Start 

Date 
 

Contract Type:(please tick relevant box) Volunteer 

Post Number:  

Supervisor  

Personal Details 

Title:  NI Number:  

Surname:  Marital Status:  

First Name:  Gender: Male / Female 

Middle Name:  Date of Birth:  

Maiden Name  Nationality:  

Preferred Name:  
Country of 
Birth: 

 

Communication Details: 
Home Address: Telephone: 

 Home:  

Mobile:  

Other:  

Post Code:  Email address:  
Next of Kin / Emergency Contact Details: - not sure we need the address but a phone 
number would be good 

Title:  
First 
Name: 

 
Last 
Name: 

 

Relationship to you? (e.g. 
Mother/Father) 

 

Address: Telephone: 
 
 

Home:  

Mobile:  

Other:  

Post Code:  Email address:  

Equality & Diversity Data 

*Please see code/category table on the back of this form to help you fill in this section. 

Disabled
*: 

Yes / No 
If yes, 
please 
specify: 

 

Ethnic 
Origin*: 

 
Religiou
s 

 
Sexual 
Orientation
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Belief*: *: 

DBS Details 

DBS Type  

Date DBS received  

DBS Unique Number  

  I certify that the information given on this form is true and correct 

Signature: 

 
 
 
 

Date
: 

 

 
Code/Category Tables 

Ethnic Origin:     Disability: 
   Code:    
  White British A  Learning Disability/difficulty 
  White Irish B    

  
Any Other White 
Background C  Long-standing Illness 

  
White and Black 
Caribbean D    

  White and Black African E   Mental Health Condition 
  White and Asian F    

  
Any Other Mixed 
Background G  Physical Impairment 

  Indian H    
  Pakistani J   Other 
  Bangladeshi K    

  
Any Other Asian 
Background L  Yes - Unspecified 

  Caribbean  M    
  African N     

  
Any Other Black 
Background P    

  Chinese R    
  Gypsy/ Traveller X     
   Undisclosed Z    

Religious Belief:  Sexual Orientation: 
Atheism Jainism  Bisexual 

Buddhism Judaism  Gay 
Christianity Sikhism  Heterosexual 
Hinduism Other  Lesbian 

Islam Undisclosed  Undisclosed 
The above information is collected by the Trust as part of our duty to monitor the diversity of our 
workforce, ensuring our policies are effective.  The information is held confidentially on ESR 
(HR/Payroll database) in accordance with data protection and information governance guidance.  
You are encouraged to fill in the information but it is not compulsory. 
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APPENDIX 7 : VOLUNTEER EXIT FORM 
Name …………………………………………………Telephone No 
………………………………  
Address………………………………………………………………………………………………
… 
…………………………………………………………………………………………………………
…  
Volunteering 
Role……………………………………………………………………………………..  
Date Started ……………………………………………………. Date left 
…………………………  
Ashford and St Peter’s NHS Foundation Trust is keen to improve the way we work with 
volunteers. This questionnaire is designed to help us in this process. It is important that 
you are honest as possible – we want to learn from our successes and failures.  
Please indicate your main reason for leaving Ashford and St Peter’s NHS Foundation 
Trust 
  Family commitments  
  I cannot give the time commitment anymore  
  I have found paid employment  
  I did not like the task that I was doing  
  I did not feel my time was well used  
  I was not made to feel welcome  
  Other, please state below 
……………………………………………………………………………………  
Would you volunteer for Ashford and St Peter’s NHS Foundation Trust again?  
  Yes  
  No  
  Don’t know  
 
What did you like best about volunteering with the Trust? 
…………………………………………………………………………………………………………
… 
…………………………………………………………………………………………………………
… 
What did you like least about volunteering for the Trust?  
…………………………………………………………………………………………………………
… 
 
…………………………………………………………………………………………………………  
Would you recommend Ashford and St Peter’s NHS Foundation Trust to others wishing to 
volunteer?  
  Yes  
  No  
What suggestion or changes would you recommend in the way we work with volunteers?  
…………………………………………………………………………………………………………
… 
…………………………………………………………………………………………………………
…  
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…………………………………………………………………………………………………………
… 
Overall how would you rate your volunteering experience?  
  Excellent  
  Good  
  Average  
  Disappointing  
Any other comments you would like the Trust to know regarding volunteering? 
…………………………………………………………………………………………………………
… 
…………………………………………………………………………………………………………
…  
…………………………………………………………………………………………………………
… 
 
Thank you for taking the time to complete this questionnaire, please return the completed 
form to the Voluntary Service Department. 
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APPENDIX 8: CONFIDENTIALITY STATEMENT 

  

 
 

CONFIDENTIALITY STATEMENT 
 
Statement  
I understand that I must not disclose to any person (other than a person authorised by the 
Trust) any information acquired by me in connection with my role as a volunteer which 
concerns: the Trust, its staff, or its business, the identity of any patient or service users at 
any of the Trust’s hospitals or other establishments, the medical condition of or the 
treatment received by any patient or service user. I understand that a breach of Patient 
Confidentiality/Data Protection by me may lead to the termination of my volunteering role 
with the Trust. I understand this also applies to social media sites and that I cannot 
disclose anything on social media relating to any of the above, that will be a breach of 
Patient Confidentiality/Data Protection. 
 
I will seek advice from my Manger or Voluntary Service department regarding any 
concerns I might have regarding any patient or service user, any member of staff or any 
aspect of the Trust’s s work.  
 
 
 
Signature ………………………………………………… date ………………………… 
 
Print Name............................................................................ 
 


