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Policy for all volunteers 
 

1. Introduction 
As a volunteer we want you to enjoy your work with the Charity and we hope 
the following information will enable you to follow our straightforward rules 
and requirements. Please bear in mind that you will be working in a hospital 
and/or community environment. Whilst on hospital premises you will have to 
comply with instructions and policy decisions made by the University 
Hospitals Coventry Warwickshire NHS Trust (UHCW Trust) and the Charity’s 
policies and risk assessments, some of which are detailed below.  All 
volunteers have a duty to work in a safe manner and avoid unnecessary risks 
whether on or off the hospital site. 
This agreement reflects the hopes and intentions of the volunteer and the 
Charity and is not contractually binding in any way on either party.  Copies of 
the Charity’s Governance documents are available in the Charity’s office 
where a full set is available to any member on request. 
 

2. Confidentiality  
a. Patient confidentiality must be respected at all times. The Charity will 

take a serious view if information relating to the illness or treatment of a 
patient is divulged to any other party. Any breach of confidentiality will 
lead to instant suspension and disciplinary procedures.  

b. All data held by the Charity are held in confidence and may be used only 
for legitimate business of the Charity.  No information may be released to 
any other party (subject only to any over-riding legal requirements).  

c. The Charity will not release volunteers’ private email addresses to a third 
party without the volunteer’s consent. Trustees email addresses are 
shared between trustees but may not be revealed outside this group 
without approval of the trustee. 

 
3. Records 

The information on your application form and any correspondence relating to 
application will be treated in complete confidence and will not be passed on 
to a third party.   The only exception relates to our obligation to inform the 
UHCW Trust of everyone working at St. Cross.  The data we supply will 
include your name, the area you work in and emergency contact details.  In 
the event of illness or an accident UHCW Trust will contact the emergency 
name provided. The documents are stored in a secure place and will be 
destroyed in a secure manner in a minimum of seven years after your 
membership of the Charity ceases 

 
 



4. Training 
It is the policy of the Charity that ALL volunteers attend a UHCW NHS Trust 
induction training session and future refresher courses.  These courses are 
organised by the Trust and your contact details will be provided to facilitate 
attendance.  

 
5. Politeness 

Volunteers must be polite and attentive to everyone who seeks our services.  
Our volunteers are ambassadors for the Charity and must present a 
professional image at all times. 

 
6. Equality and Diversity 

The Charity aims to promote equality of opportunity and is committed to 
treating applicants for voluntary work fairly and on merit regardless of age, 
disability, gender reassignment, pregnancy and maternity, race, religion or 
belief, sex, marriage/civil partnerships and sexual orientation.  The Charity 
undertakes not to discriminate unfairly against applicants on the basis of a 
criminal conviction or other information declared. 

 
7. Working within your capabilities 

Although it is acknowledged that the normal retirement age has been 
abolished you are advised that any concerns relating to your capability or 
conduct will be investigated. The outcome of any such investigation may lead 
to the termination of your voluntary work. 
It is your responsibility to advise us when you think it is appropriate for you 
to retire.  Do not take any risks, your health is too important, and please let 
us know when you think the time for retirement has been reached.  

 
8. Insurance Cover 

Volunteers providing services on hospital premises are covered by UHCW 
NHS Trust insurance policies. The Charity also has insurance cover for 
volunteers conducting business of the Charity on other premises and sites 
and for the property of the Charity.  This insurance includes Trustee 
indemnity.  Attention is drawn to the Personal Accident cover provided which 
diminishes for volunteers aged 80 and over, there is little cover over 80 and 
none is provided for those 85 and over.  A copy of the insurance certificate is 
displayed in the Tea Bar within the Outpatients Department and in the 
Charity’s office, which is based in the Octapus Centre. 

 
9. Policies and Risk Assessments 

You are advised to read the Charity’s policies and risk assessments applicable 
to your duties, a copy of which is available in the Charity’s office. 
 
 
 
 



10. Good Time Keeping 
Please ensure you start your shift in good time and stay for the agreed 
number of core hours. Should you wish to arrive early or stay after the official 
closing time this is perfectly in order, within the working hours of the 
department where the service is located. 

 
11. Absence due to illness, holidays or unforeseen circumstances 

There will be occasions when it will not be possible for you to carry out your 
commitments.  It is the volunteer’s responsibility to arrange for temporary 
cover by contacting members on the address list who are willing to undertake 
standby duties.  Do not report for duty if you are feeling ill and in the case of 
sickness and diarrhoea do not report until 48 hours after the symptoms have 
cleared. If cover cannot be obtained please contact your co-ordinator. 

 
12. Working under the influence of drugs or alcohol 

Working under these conditions is not allowed and will lead to disciplinary 
procedures. 
 

13.  Theft 
Theft of cash will result in instant suspension and disciplinary procedures.  
Removal of any items of equipment belonging to the hospital and/or the 
Charity will also be treated as theft.  
All volunteers working whilst the Tea Bar is open are entitled to a free drink 
during their shift. Eating or removal of stock, however, is not permitted 
without full payment being made and such action will be treated as theft.  

 
14. Inappropriate behaviour  

 As a voluntary body the Charity operates on the understanding that all its 
members are motivated by the desire to work to support the aims of the 
organisation, however there may be rare instances of inappropriate 
behaviour that may damage the reputation of the charity or indeed of the 
NHS Trusts, which we serve. 

 Sensitive issues: it is important that volunteers are aware of discussing 
issues that can be classed as sensitive either between volunteers, staff or 
third parties; such discussion may well be overheard by others and cause 
offence and bring the Charity into disrepute.  The Charity will take any 
complaint of this nature seriously and may lead to disciplinary action. 

 Given such instances the Charity has a set of policies covering disciplinary 
matters, appeals and grievance procedures and these will be operated.  A 
copy of these procedures will be made available. 

 
15. Expenses 

 The Trustee Board aims to keep expenses to a minimum. 
 It is the Charity’s policy that members spending their own monies on 

expenditure for the Charity can be reimbursed, if that person so 
wishes, with evidence of receipts.  



  Travelling expenses may be reimbursed at the discretion of the 
Trustee Board.  Volunteers who cannot drive and are not in 
possession of a Senior ‘Bus Pass may claim back the cost of their bus 
fare to St. Cross and the return journey home upon receipt of a valid 
ticket.  Reimbursement may be obtained from the hospital’s General 
Office. 

 
16.  Hospital Identity Badge  

Identity badges are to be worn on all occasions whilst carrying out voluntary 
work on the hospital site. The UHCW Trust is within its rights to refuse entry 
to any volunteer not wearing an identity badge. 

 
17. Hand Gel 

Everyone entering any ward or clinical area to undertake voluntary duties 
should without exception, use hand gel as they enter and again as they leave.  
Should there be any physical contact with a patient a fresh application of gel 
should be made. 

 
18. Tea Bar Hygiene and Safety  

 At the end of a shift all worktops, cupboards, floors and tables in 
Outpatients Department are to be left in a clean and tidy condition in 
readiness for the next shift on the Tea Bar.  

 The Charity has to comply with the food safety regulations although we 
do not prepare or package any food items ourselves.  General cleanliness 
is important at all times and there are two specific issues relating to 
stock: 
a. Do not sell items that have passed the recommended sell by date.  
b. Remove any items from sale where the packaging or the product 

looks defective. 
In both cases report the situation to the Tea Bar co-ordinator. 

 Tea Bar volunteers should mop up any spillages at the earliest 
opportunity and be particularly careful when using a cleaning agent.  
When taking hot water from the urn the cup should be placed in a cup 
holder to prevent any splashes scalding you. 

 Volunteers to make sure any items they lift are well within their 
capabilities.   

 
19. Help Desk Safety  

 Volunteers should NOT use wheelchairs to push patients around the 
hospital. 
These duties are carried out by the Porters, who have received the 
appropriate training. 

  
20.  How to report an accident 

The reporting of minor bumps and scrapes is not required but the following 
procedures should be followed for more serious incidents. 



Procedure: 
a. Your own treatment is a priority, if necessary go to the Urgent Care 

Centre. 
b. At the earliest opportunity advise the Sister on duty of the circumstances. 

The Sister has access to the Trust ‘Datrix’ accident reporting system and 
will submit a report on our behalf. 

c. Advise the Tea Bar or Help Desk co-ordinator of the accident in case 
urgent action is required to prevent similar incidents occurring again. 

 
Contact points 
 The Charity’s Administrative Assistant at Octapus Centre.  Tel. 01788-66 
 UHCW Trust – Head of Voluntary Services at UHCW. Tel. 02476-965147 

who should be contacted if the Sister is unavailable.  
 Your Team Leader. 

 
21. Fire Action for the Charity’s Volunteers  

If you discover or suspect a fire: 
 Operate the nearest fire alarm point. 
 Report to the nearest member of staff and follow their instructions. 
 Stand by to assist staff if possible. 
 Do not take personal risks. 

 
In the event of a continuous sounding alarm, evacuate to the Fire Assembly 
point and follow staff instructions: 
 DO NOT STOP to collect personal belongings. 
 DO NOT use lifts. 
 DO NOT RE-ENTER the building until told it is safe to do so by an 

authorized member of staff. 
If the alarm is intermittent the incident is elsewhere on the site; no action is 
required by the Charity’s volunteers. 

 
Note: 
The hospital fire alarm is tested every week. This takes the form of a number 
of short 10 to 15 second tests.  Should the fire alarm sound significantly 
longer during the test period, then this is to be considered as a real incident. 
 

 

Name of volunteer ………………………………………………………… 
 
I acknowledge receipt of this agreement and the guidelines for undertaking 
voluntary work, which represents my agreement for undertaking such work for 
the Charity. 
 
Signature……………………………      Date…………………………………. 
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