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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction. 

1.1. The aim of this policy is to recognise and value the time given by volunteers and 
the work they do that complements the work done by Trust employees. 

1.2. A volunteer is understood to be someone who does voluntary work on behalf of 
the Trust. It is unpaid and undertaken by choice. The Trust undertakes to 
organise it efficiently. 

1.3. Volunteers are a valuable resource and make a vital contribution to improving 
the overall quality of service to patients. The Royal Cornwall Hospitals Trust (the 
Trust) encourages, supports and develops volunteer involvement in its work, 
recognising that volunteers are important stakeholders in the Trust. 

1.4. Volunteers complement but do not replace the roles of paid staff. By negotiation 
and communication the Trust ensures the most appropriate and acceptable 
placement is provided for each individual volunteer. 

1.5. The time, skills and energy that volunteers bring to the Trust supports the aims 
of the organisation. Volunteering also brings benefits both to the volunteer and to 
those with whom they work. 

1.6. The Trust believes that its relationship with volunteers is one of mutual 
responsibility and commitment with both the organisation and volunteers having 
rights and responsibilities. We endeavour to ensure that volunteers enjoy their 
involvement and benefit from it in terms of personal satisfaction and/or 
development. 

1.7. The Trust has policies and procedures for the standard of behaviour expected of 
volunteers. These are contained in the Code of Conduct and Confidentiality (see 
Appendix 3). 

1.8. This version supersedes any previous versions of this document. 

2. Purpose of this Policy/Procedure. 

2.1. The purpose of this policy is to: 

• Acknowledge and highlight the value of the contribution made by volunteers. 

• Reflect the purpose, values, standards and strategies of the Trust in its 
involvement of volunteers. 

• Recognise the respective roles, rights and responsibilities of volunteers. 

• Confirm the Trust’s continuing commitment to involving volunteers in its 
work. 

• Establish clear principles for the involvement of volunteers. 

• Ensure the ongoing quality of volunteering opportunities on offer and the 
work carried out by volunteers. 
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• Develop potential areas for further involvement. 

2.2. The advantages of this policy are to: 

• Provide a basis for expansion, if necessary, of volunteer involvement. 

• Show volunteer involvement is a resource we cannot afford to lose. 

• Provide a framework for the recruitment and support of volunteers including 
people from under-represented groups such as young people, people with a 
disability, and people from minority ethnic groups, in line with the Trust 
Policy for Equality, Diversity and Inclusion. 

• Commit the Trust to meeting the financial and personal costs of the 
development of the Voluntary Service. Supporting volunteering through 
funding and support. 

3. Scope. 

3.1. The policy applies to anyone registered as a volunteer at the Royal Cornwall 
Hospital, Truro, St Michael’s Hospital, Hayle, West Cornwall Hospital, 
Penzance and Marie Therese House, Hayle. 

3.2. The Voluntary Services Department has responsibility for ensuring the policy is 
fully implemented. 

4. Definitions / Glossary. 

• Volunteer – Anyone who gives their time to undertake duties not covered by 
paid staff for which they receive no financial compensation, apart from limited 
reimbursement of travel expenses, if requested (see Appendix 3). 

• Introduction and Welcome – New volunteers attend Trust corporate induction 
provided by staff trainers and covering general issues related to working on 
hospital premises (e.g. fire safety, information governance, adult, and child 
safeguarding level 1) but not covering specific volunteering roles. 

• Local Induction – training provided by experienced volunteers and covering 
specific volunteering roles and safety issues (e.g. fire exits, security of personal 
possessions, staff lines of responsibility, etc). 

• CHBN – Cornwall Hospital Broadcasting Network. 

• DBS – Disclosure and Barring Service. 

• ESR – Electronic Staffing Records. 

• MTH – Marie Therese House. 

• RCH – Royal Cornwall Hospital, Truro. 

• SMH – St Michael’s Hospital, Hayle. 
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• VF – Volunteer Forum. 

• VSG – Volunteers Steering Group. 

• WCH – West Cornwall Hospital, Penzance. 

5. Ownership and Responsibilities. 

5.1. Role of Voluntary Services Department. 

The Voluntary service Department is responsible for ensuring that Line 
managers are responsible for:  

• All new volunteers attend appropriate Trust corporate induction. 

• All volunteers attend Safeguarding Level 2 for Adults and Children. 

• All new volunteers are given localised training regarding fire safety, personal 
security, confidentiality and staff lines of responsibility. 

• All new volunteers are given sufficient training within their chosen work 
area(s) by volunteers experienced in that specific area. 

• Volunteers are provided with clear role descriptions. 

• Where required, further specialised training is undertaken for specific 
volunteer roles. 

• Food safety awareness training is undertaken where required. 

• All new volunteers sign up to an Agreement to Volunteer and Confidentiality 
and Conduct regulations (including Guidelines for the Responsible Use of 
Social Media). 

• All volunteers have clearly specified lines of support and supervision. 

• All volunteers are shown respect, appreciation for their services and must 
always be free from discrimination. 

• All volunteers have safe working conditions. 

• Volunteers are paid travel expenses if required and specifically requested 
(see Appendix 3). 

• Volunteers are allowed to arrange holidays and appropriate breaks to suit 
their own needs. 

• Adequate information is available to the volunteer (this must be at least the 
minimum requirement detailed in this policy). 

• After a minimum of three months’ volunteering a reference of volunteering 
undertaken can be provided. 
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• Volunteers are consulted on decisions that will affect what they do. 

• Records are stored and maintained on a secure database for all volunteer 
applications, interviews notes, details of completion of induction and any 
other training. 

• All volunteers have an enhanced DBS, occupational health clearance and 
two acceptable references received prior to commencement of volunteering. 

• All volunteers have an updated DBS (Disclosure Barring Service) every 
three years. 

• Accurate records of volunteers and roles/times of attendance/dates on rotas 
is collated. 

• Non-attendance/non-completion of training in all cases is followed up. 

• Support is provided to all volunteers and the staff they work with. 

• New volunteer services requested are fully investigated before 
commencement including risk assessment and completion of a Recruitment 
of Volunteer Request Form (Appendix 6). 

5.2. Role of Volunteers. 

All volunteers are responsible for:  

• Carrying out their tasks in a way that accords with the aims and values of 
the Trust. 

• Ensuring that the Voluntary Services Department has their current and 
correct contact details. 

• Giving priority to training requirements wherever possible and not 
commencing volunteering roles until essential and statutory training has 
been undertaken. 

• Ensuring they adhere to the role description provided. 

• Advising their local volunteer co-ordinator of unavailability due to illness, 
holidays, etc and/or attempting themselves to find replacements within their 
team. 

• Advising the Voluntary Services Department of any difficulties they are 
experiencing that have not been able to be resolved locally. 

• Respecting all other volunteers, patients, visitors and staff. 

• Adhering to the strict rules of confidentiality and conduct and carry out their 
tasks with regard to the health and safety of themselves and others and 
comply with all relevant guidelines and policies of the Trust. 

• Returning their ID badge and any uniform when retiring from volunteering. 



Volunteering Policy V4.0 

Page 8 of 33 

6. Standards and Practice. 

6.1. Recruitment and Selection of Volunteers. 

6.1.1. The Trust complies with the Data Protection Act 2018, and General 
Data Protection Regulation using application forms and keeping 
databases in line with Information Governance requirements. 

6.1.2. Opportunities for volunteers complement, but do not replace, the work 
of paid staff. 

6.1.3. The policy is monitored by the Voluntary Services Manager on an 
annual basis by audit of practice within the Voluntary Services 
Department. 

6.1.4. Equal opportunity principles apply to volunteer recruitment in the same 
way as Trust staff. 

6.1.5. Volunteers are actively recruited from all sections of the community 
without discrimination in line with the Trust’s Equality, Diversity and 
Inclusion Policy. 

6.1.6. All volunteering opportunities are made easily accessible and promoted 
appropriately in accordance with our methods for recruiting volunteers.  
Our Guide to Volunteering booklet specifies the tasks available to be 
undertaken (at the time of printing) and draws attention to the benefits 
and experience to be gained by participation in volunteering. 

6.1.7. Prospective volunteers are required to complete an application form, 
specifying two referees who have known them for a minimum of two 
years and can provide a character reference in line with the role of a 
volunteer. 

6.1.8. Inclusion Monitoring Information is provided by the applicant as part of 
their application. 

6.1.9. All prospective volunteers are interviewed either at an informal group 
interview or at interview overseen by the Voluntary Services Manager. 

6.1.10. The Trust reserves the right for the Voluntary Services Manager not to 
take up every application received, or every applicant interviewed, if the 
applicant is considered unsuitable according to the selection criteria but 
will attempt to suggest other volunteering opportunities with alternative 
organisations and explain why their application has not been 
acceptable. 

6.1.11. Prospective volunteers must provide documentation for an Enhanced 
Disclosure and Barring Service check during the interview process. 
DBS checks are undertaken in line with the Trust DBS policy. 

6.1.12. All volunteers complete an online Occupational Health pre-employment 
health check, as do staff working at the Trust. 
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6.1.13. The Voluntary Services department ensures that all checks on 
volunteers, including the two references, OH clearance checks and 
DBS checks are taken up, recorded and are satisfactory before the 
volunteer commences. 

6.1.14. As far as possible, volunteer skills and interests are matched with 
available roles. 

6.1.15. Prospective volunteers, who are also staff members, only require a 
new enhanced DBS check if they have not previously had an 
Enhanced DBS check or if their Enhanced DBS document is 
considered too old to be acceptable (over three years) and must 
complete an Occupational Health clearance form for their chosen 
volunteering role. 

6.1.16. Once placed, it is the duty of volunteers to comply with the Trust’s 
existing policies and procedures. All volunteers are required to wear 
their identification badges when on duty and any uniform provided to 
them. This is to clearly identify their role to staff, patients, carers and 
the public. 

6.2. Maintaining Records and Training. 

6.2.1. All volunteers are registered on a volunteer database within the 
Voluntary Services Department and all details will also be held on the 
Trust’s ESR system. Both databases are stored on a secure server in 
accordance with the Trust Information Governance Policy. 

6.2.2. Written role descriptions are provided, outlining the skills required and 
the duties of the volunteer, so that all concerned with their activities can 
be sure of their respective roles and responsibilities. A copy is issued to 
the volunteer and, if required, made available to staff in the area in 
which the volunteer is working particularly where new roles have been 
set up. 

6.2.3. Role descriptions are updated and amended as and when required. 

6.2.4. Volunteers are required to provide the Voluntary Services Department 
with any change of personal details such as address, telephone 
number or name, to ensure that accurate details are always held on the 
Voluntary Services database. 

6.3. Support for Volunteers. 

6.3.1. Paid members of staff, where possible, provide Trust support to 
volunteers in areas where they are placed. In areas where there is no 
paid member of staff the Voluntary Services Department provides this 
support (for instance, in the RCH Friends’ Coffee Bar). Wherever 
possible, support is also provided by a local volunteer co-ordinator 
specifically for that team of volunteers. 
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6.3.2. The Volunteer Forum, which is open to all volunteers provides an 
opportunity for volunteers to raise any concerns or queries and reports 
into the Volunteer Steering Group. 

6.3.3. The Volunteers Steering Group Terms of Reference are found in 
Appendix 7. 

6.3.4. The Trust ensures that the working environment complies with health 
and safety legislation and that Occupational Health Services provide 
support and advice where required. 

6.3.5. The Trust, via the Voluntary Services staff and local co-ordinators, 
provides an induction period for volunteers; assesses the progress of 
their placements and attempts to resolve any problems at an early 
stage. 

6.3.6. Volunteers will not receive any payment for their role. However, the 
Trust, Friends’ organisations, or other charities, provide funding to 
reimburse travel expenses for volunteers where requested. Travel 
expenses are limited to a 50-mile round trip (for any single trip), direct 
from home to the hospital in which they are volunteering. They will 
adhere to the Staff Travel and Expenses Policy and Procedure for the 
reimbursement of such expenses. Expenses are claimed using the 
claim forms provided by the Voluntary Services office. 

6.3.7. Free parking is provided for volunteers, where possible, whilst on duty: 

• At the Royal Cornwall Hospital, on presentation of their RCHT 
Volunteer ID badge to the Saba hut in the main carpark, volunteers 
are given a permit for three months, this can be renewed every 
three months, allowing parking in the staff carpark. Free parking is 
provided at the Park and Ride facility. On production of a valid 
RCHT Volunteer ID badge volunteers benefit from free travel to and 
from the hospital whilst they are volunteering. 

• At SMH permits are provided by the general office. These permits 
do not guarantee a parking space. 

• There is no on-site parking at WCH. 

6.3.8. The Trust has insurance for the provision of cover for volunteers whilst 
they are on duty on Trust premises. 

6.3.9. Volunteers are given information about Trust policies or protocols that 
might affect them. 

6.3.10. Volunteers should not use their position for personal advantage or seek 
to gain preferential treatment. Volunteers must declare any involvement 
they may have in any organisation with which the Trust may be 
considering entering a contract. 

6.3.11. Volunteers are encouraged to provide each other with mutual support 
within the bounds of confidentiality. 
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6.3.12. Volunteers are told who to contact if they have a concern about any 
aspect of their work. Wherever possible, cases are resolved informally 
with face to face communication between the individuals concerned 
and with the assistance of the Voluntary Services Manager if required. 

6.4. Relationships with Paid Staff. 

6.4.1. The roles of volunteers and paid staff are complementary and mutually 
supportive. Volunteers complement, but do not replace, the work of 
paid staff. 

6.4.2. The Trust takes steps to ensure that paid staff are aware of the rights 
and roles of volunteers and that good working relationships are fostered 
between paid staff and volunteers. 

6.4.3. Volunteers are helped to understand the roles undertaken by paid staff 
and their value to the organisation. 

6.4.4. The Voluntary Services Manager’s main function is to oversee all 
voluntary input from individuals and organisations. The centrality of this 
role in the relationship between paid staff and volunteers is 
acknowledged and appropriate supervision, support and resources is 
given to this post. 

6.5. Voluntary Organisations. 

6.5.1. Friends’ Organisations exist in the Royal Cornwall Hospital, Truro; St 
Michael’s Hospital, Hayle; and West Cornwall Hospital, Penzance.  
They provide funds for improvements to patients’ comfort and treatment 
in the Trust. They also provide various levels of support to the 
volunteers and Voluntary Services Team. 

6.5.2. The Trust works with the Friends’ Organisations and supports them 
through attendance at meetings and events where appropriate. 

6.5.3. The Community and Hospital Broadcasting Network (CHBN) is a 
charity set up to provide a dedicated radio service for patients in 
hospital. The Trust works with CHBN trustees to recruit and retain 
volunteers for this valuable service. CHBN carry out their own 
interviews and reference checks and carry out their own training. The 
Voluntary Services Department completes the enhanced DBS and 
occupational health documentation, etc and ensures the volunteers are 
registered on their volunteer database and attend corporate induction. 

6.5.4. Look Good Feel Better is a charity service for cancer patients who 
receive advice from a beautician and is supported by the Friends’ 
organisations. 

6.5.5. Third party organisations: the Voluntary Services Department supports 
the recruitment and inclusion of volunteers from other charities/ 
organisations to complement the work of the Trust. These include: 

• MacMillan Cancer Support. 
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• Alzheimer’s Society. 

• iSight Cornwall. 

• Pets As Therapy. 

• Pat a Dog. 

• Samaritans. 

• Age UK Cornwall. 

6.6. Termination of Service. 

6.6.1. The Voluntary Service Manager has the authority at any time to ask a 
volunteer to withdraw their help for reasons of conduct or capability. 

6.6.2. On termination of service, whether by request or by choice, volunteers 
are required to return their uniform, ID badge, parking pass and any 
other Trust property to the Voluntary Services office. 

7. Dissemination and Implementation. 

7.1. This policy will be available to all Trust employees and volunteers through the 
Trust’s document library. 

7.2. Managers will be sent a personal email highlighting the existence of the policy 
and instructions on how to locate it. 

7.3. The main users of this policy are the Voluntary Services Department; Volunteer 
Forum, Volunteers Steering Group, Patient Experience Group and Policy Review 
Group, each of whom have been instrumental in developing and updating the 
policy and commenting on the final document. This group will receive a link to 
the policy together with information on its implementation. 
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8. Monitoring Compliance and Effectiveness. 

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

Impact of volunteers and numbers. 

Lead Voluntary Services Manager. 

Tool 

• Voluntary Services Strategy. 

• Volunteer Database. 

• Patient Experience Database. 

• Plus reports from volunteer areas. 

Frequency Quarterly. 

Reporting 
arrangements 

• Volunteer Steering Group. 

• Patient Experience Group. 

• Department reports for escalation to Director of Integrated 
Governance. 

Acting on 
recommendations 
and Lead(s) 

The Voluntary Services Manager will undertake subsequent 
recommendations and action planning for any or all deficiencies 
and recommendations within reasonable timeframes. 

Change in practice 
and lessons to be 
shared 

Required changes to practice will be identified and actioned within 
six months. A lead member of the team will be identified to take 
each change forward where appropriate. 

Lessons will be shared with all the relevant stakeholders. 

9. Updating and Review. 

9.1. The policy will be reviewed in three years or earlier in view of developments 
which may include legislative changes, national policy instruction (NHS or 
Department of Health) or Trust Board decision. The policy will be reviewed by 
the Voluntary Services Manager. 

9.2. This policy is subject to consultation with the Volunteer Forum and the 
Volunteers Steering Group. It will then be sent to the Patient Experience Group 
for approval and ratified at the Policy Review Group. 
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10. Equality and Diversity. 

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information. 

Information Category Detailed Information 

Document Title: Volunteering Policy V4.0. 

This document replaces (exact 
title of previous version): 

Volunteering Policy V3.0. 

Date Issued / Approved: March 2024. 

Date Valid From: March 2024. 

Date Valid To: March 2027. 

Author / Owner: Verity Barker, Voluntary Services Manager. 

Contact details: 01872 253737. 

Brief summary of contents: 
The aim of this policy is to recognise and value the 
time given by volunteers and the work they do which 
complements the work done by Trust employees. 

Suggested Keywords: Volunteering, Voluntary Services, Volunteer. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer. 

Approval route for consultation 
and ratification: 

• Patient Experience Group. 

• Resourcing Team. 

Manager confirming approval 
processes: 

Deputy Director of Nursing, Midwifery and AHP’s. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Risk, Policy and 
Governance Manager. 

Links to key external standards: None Required. 
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Information Category Detailed Information 

Related Documents: 

▪ Guidance for Undertaking Equality Impact 
Assessments. 

▪ Royal Cornwall Hospitals NHS Trust Equality, 
Inclusion and Human Rights Policy. 

▪ Trust Induction Policies. 

▪ Health and Safety and Infection Control Policies. 

▪ Staff Travel and Expenses Policy and Procedure. 

▪ Disclosure and barring Service (DBS) Policy. 

▪ Information Governance Strategy. 

Training Need Identified: Yes – training to be supplied in house. 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder/Sub 
Folder: 

Human Resources. 

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

8 June 
2009. 

V1.0. Initial version. 

Anna Sperring, 
Voluntary Services 
Co-Ordinator 
(VSC). 

10 
September 
2012. 

V2.0. 
Statement of Principles of Good Practice 
replaced by Standards and Practice section 
and updated. 

Anna Sperring, 
Voluntary Services 
Co-Ordinator 
(VSC). 

11 October 
2012. 

Information 
not 
included in 
previous 
versions 

Layout of document updated and corrected. 
Anna Sperring, 
VSC. 

14 
November 
2012. 

Information 
not 
included in 
previous 
versions 

Contents page added, Maintaining Records 
and Training section added. 

Anna Sperring, 
VSC. 

17 
December 
2012. 

Information 
not 
included in 

Monitoring Compliance and Effectiveness 
added, Dissemination and Implementation 
added. 

Anna Sperring, 
VSC. 
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Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

previous 
versions 

16 January 
2013. 

Information 
not 
included in 
previous 
versions 

Scope of Policy, Definitions/Glossary, 
Updating and Review sections added 

Anna Sperring, 
VSC. 

23 January 
2013. 

Information 
not 
included in 
previous 
versions 

Rights and Responsibilities section 
replaced by Ownership and Responsibilities 
section and updated. 

Anna Sperring, 
VSC. 

8 April 
2013. 

Information 
not 
included in 
previous 
versions 

Version Control Table added. 
Anna Sperring, 
Voluntary Services 
Co-ordinator. 

October 
2013. 

V2.1. 
Limit to expenses claimed of 50-mile round 
trip per single journey. 

Anna Sperring, 
VSC. 

January 
2017. 

V2.2. 
Addition of Appendix 5: Guidelines for 
responsible use of social media. 

Verity Barker, 
VSM. 

January 
2020. 

V3.0. 
Full review resulting in only minor 
amendments: and addition of Appendix 6: 
Request for recruitment of volunteers. 

Verity Barker, 
VSM. 

January 
2024. 

V4.0. 

• Transferred into Trust approved 
template. 

• Full review resulting in only minor 
amendments: and addition of 
Appendix 7: 

▪ Terms of Reference (ToR) for the 
Volunteers Sterring Group. 

Verity Barker, 
VSM. 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 
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This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the strategy / policy / proposal / 
service function to be assessed: 

Volunteering Policy V4.0. 

Department and Service Area: Patient Services/Voluntary Services. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual with 
a good understanding of the Service/Policy): 

Verity Barker, Voluntary Services Manager. 

Contact details: 01872 253737. 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

The aim of this policy is to recognise and value the time 
given by volunteers and the work they do which 
complements the work done by Trust employees. 

2. Policy Objectives 

To ensure all staff are aware of the requirements of the Trust 
and are informed of the process to follow when using 
volunteers in their management sphere of responsibility. To 
provide the Trust with an ongoing audit trail. 

3. Policy Intended 
Outcomes 

All staff with responsibility for acquiring, recruiting, utilising 
and managing volunteers do so in a consistent manner as 
approved by the Trust, ensuring the safety of patients, staff 
and volunteers. 

4. How will you measure 
each outcome? 

Quarterly audits of documents designed to meet the above 
objectives and incomes. 

5. Who is intended to 
benefit from the policy? 

• Users of the Trust services and staff. 

• Volunteers assigned to work within the Trust. 

• The Trust’s reputation. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce: Yes 

• Patients/ visitors: No 

• Local groups/ system partners: Yes 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

• Friends of RCH, SMH, WCH. 

• CHBN – Community Hospital Broadcast Network. 

• Occupational Health. 

• Learning and Development. 

6c. What was the outcome 
of the consultation?  

Approved. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

No. 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No  

Religion or belief No  
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Protected Characteristic (Yes or No) Rationale 

Marriage and civil 
partnership 

No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Verity Barker, Voluntary 
Services Manager. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Code of Conduct and Confidentiality for 
Volunteers. 

RCHT Code of Conduct and Confidentiality for Volunteers. 

The Volunteer Code of Conduct and Confidentiality seeks to outline the appropriate 
conduct for the volunteers of the Royal Cornwall Hospitals NHS Trust. It is considered an 
essential guide for all volunteers, particularly those new to the organisation. 

Conduct Agreement. 

❖ I understand that, although not a paid member of staff, I should carry out the valuable 
work of a Volunteer in a fully professional manner, showing dignity and fairness 
towards all. 

❖ I understand that I will be representing the Voluntary Services, and therefore need to 
put my role of serving the public at the forefront of all I do, taking due responsibility for 
my actions. 

❖ I will work towards the best interests of RCHT, with no expectation of personal benefit 
or gaining preferential hospital treatment. 

❖ I appreciate that I must always show loyalty to The Trust and be discreet when listening 
to any adverse comments, showing sympathy, and if necessary, passing on comments 
to staff members for them to deal with, but not involving myself in any discussions. 

❖ I note that the Patient Experience Team is a very useful contact for any problems within 
the hospital and is impartial in dealing with any difficulties experienced by patients, staff 
or the general public. 

❖ I understand that, particularly where my duties put me in a ‘Front-of-House’ role, I must 
not eat food in or around my area of work, or otherwise be occupied in doing anything 
not related to my role as a volunteer. 

❖ I will seek to ensure that my fellow volunteers are valued as colleagues and that 
judgements about colleagues are consistent, fair, unbiased and are properly founded. 

❖ I will seek to ensure that no one is discriminated against because of their religion, 
belief, race, colour, gender, marital status, disability, sexual orientation, age, social or 
economic status or national origin. 

❖ I understand that I may dress informally, but always smartly, and ‘bare below the 
elbow’ where required. 

Confidentiality Agreement. 

❖ I understand that I must not share with anyone outside, or within the hospital, any 
information relating to patient’s treatment or personal details, unless there is a very 
specific reason for doing so within the strict boundaries of my volunteering work. 

❖ If my role involves checking appointment letters, so that I can give advice as to where a 
patient needs to go to in the hospital, I will restrict my attention to the essential details 
only, acting with honesty and integrity at all times. 
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❖ I understand that, should I meet someone I know on the hospital premises, I must not 
ask why they are in the hospital. If they choose to share such information with me, I 
must then treat the information with full confidentiality at all times. 

❖ I understand I must not discuss any personal matters relating to staff or work 
colleagues, unless I am given their specific permission to do so, and to be aware of 
confidentiality at all times. 

❖ I appreciate I should be sensitive not to burden patients, staff or work colleagues with 
any personal difficulties I may have, although work colleagues will usually be 
supportive and understanding. 

❖ I understand that the above conditions continue to apply outside the hospital premises 
and must continue whenever I cease my volunteering activities with the Trust. 

Non-Compliance with the Code of Conduct and Confidentiality. 

Should misconduct take place, the Voluntary Services Manager is authorised to take such 
action as may be immediately required, including the potential ending of the individual’s 
volunteering arrangement. The matter will be referred to the Lead Chaplain in the absence 
of the Voluntary Services Manager, or the Head of Safety, Risk and Patient Experience in 
the absence of both staff members. 

PLEASE NOTE: 

“Royal Cornwall Hospitals Trust have Smoke Free Sites. Failure to comply with the 
requirements of the Trust Smoke Free Policy (as amended) will be regarded as 
misconduct and could lead to formal action under the Trust's Disciplinary Policy 
and Procedure." 

NAME: …………………………………………… 

Signed: …………………………………………….. 

Dated: …………………………………………….. 

1st Copy: Voluntary Services Files 

2nd Copy: Volunteer copy 
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Appendix 4. Guidelines for Responsible Use of Social Media. 

The following sections provide volunteers with common-sense guidelines and 
recommendations for using social media responsibly and safely. Social media includes 
Facebook, YouTube, Instagram, Snapchat, X formerly known as Twitter, TikTok and all 
other social networking sites, and all other Internet postings, including blogs. 

1. We want you to help protect our business reputation. Volunteers must not post 
disparaging or defamatory statements about: 

• Royal Cornwall Hospital Trust. 

• Royal Cornwall Hospital Trust staff, our patients, volunteers or visitors past or 
present. 

• Suppliers and Vendors. 

• Other affiliates and stakeholders. 

2. Volunteers should also avoid social communications that might be misconstrued in 
a way that could damage our business reputation, even indirectly. 

3. Volunteers are personally responsible for what they communicate in social media 
(as part of their role or on personal sites). Remember that what you publish might 
be available to be read by the masses including Royal Cornwall Hospital Trust, 
colleagues, volunteers, future employers and social acquaintances for a long time. 
Keep this in mind before you post content. 

4. A publicity consent form must be obtained prior to posting images or text which may 
be used on social media. 

5. Royal Cornwall Hospital Trust does not permit tagging of vulnerable adults or 
anyone under the age of 18. 

6. There is no obligation for volunteers to link their personal social media to any Royal 
Cornwall Hospital Trust social media. 

7. Volunteers are not permitted to set up social media accounts for work purposes 
without prior consultation with the Voluntary Services Team. 

8. If you disclose your affiliation as a volunteer of Royal Cornwall Hospital Trust, you 
must also state that your views do not represent those of the organisation you are 
volunteering with. For example, you could state, “the views in this posting do not 
represent the views of Royal Cornwall Hospital Trust”. You should also ensure that 
your profile and any content you post are consistent with the image you present to 
those you work with as part of your volunteering role. 

9. You can only use your Royal Cornwall Hospital Trust email address to set up a 
social media account if your volunteering role involves using social media on behalf 
of the organisation. 

10. You are responsible for the security settings of any social media sites you use and 
should ensure they are set to the appropriate level if you wish to limit who can see 
your information. 
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11. Remember that you must always respect confidentiality and protect confidential 
information. You should be mindful of Data Protection issues, if in doubt speak to 
the Voluntary Services Co-Ordinator. Confidential information includes things such 
as unpublished details about our work, details of current projects, future projects, 
financial information or information held on our supporters, staff or volunteers. 

12. Avoid posting comments about sensitive Royal Cornwall Hospital Trust related 
topics, such as our performance. Even if you make it clear that your views do not 
represent those of our charity, your comments could still damage our reputation. 

13. If you are uncertain or concerned about the appropriateness of any statement or 
posting, refrain from making the communication until you discuss it with the 
Voluntary Services Co-ordinator. 

14. If you see content in social media that disparages or reflects poorly on Royal 
Cornwall Hospital Trust or our stakeholders, you should report it to your volunteer 
supervisor and/or the Communications Manager. All volunteers are responsible for 
protecting our reputation. 

15. The contact details of business contacts made during the course of your 
volunteering are regarded as our confidential information, and as such you will be 
required to delete all such details from your personal social networking accounts, 
should you finish volunteering with Royal Cornwall Hospital Trust. 

16. Contact details of volunteers are subject to data protection. Staff are not permitted 
to access or store information on volunteers that would breach data protection. 
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Appendix 5. Good Practice Guidance for the Recruitment of 
Volunteers. 

The following is a good practice checklist for recruiting volunteers. 

• Prior to recruitment, staff should be clear about why they want/need a volunteer.  The 
involvement of volunteers should be a mutually beneficial relationship. In return for the 
diversity, greater scope and fresh ideas that volunteers can bring into your 
team/department, you can offer them the chance to learn new skills, brush up on old 
skills, experience being in a working environment and meet new people. 

• Ensure that you have sufficient equipment and space to accommodate a volunteer. 

• Managing volunteers is a skill and the staff doing this may need support or training. 
This will be provided by the Voluntary Service on request. 

• Ensure that the work and contribution of the volunteer adds quality and value to the 
team/department/organisation’s aims and objectives. 

• Volunteers should not be recruited to fill the place of paid staff. This could be perceived 
as exploitation of the volunteer and deprival of someone’s livelihood. 

• Provide the volunteer with a clear role/task description, identifying anticipated 
requirements of the team/organisation. A role description will make a clear and logical 
assessment of the skills that you need a volunteer to have. Volunteers should not 
undertake any duties outside the role description without direction from immediate 
supervisor. Volunteers may offer emotional support and empathy to patients but cannot 
offer advice or opinion on treatment or assist with anything of a clinical nature. The role 
description will be developed by the Voluntary Service in collaboration with the 
service/team requesting a volunteer. 

• Provide the volunteer with appropriate line management. Service Leads with 
responsibility for managing and supporting volunteers need to have clear systems in 
place stating when they are available to offer support. 

• Monitor and acknowledge the contribution that volunteers make to the 
team/organisation, to the patients/public and to other volunteers. 

Volunteer Recruitment Process (Voluntary Services). 

• Application Form. 

This is provided by Voluntary Services online. 

• Interviews. 

A mixture of group and individual interviews are held as appropriate. DBS, 
Occupational Health clearance and reference requirements are discussed. They will 
also be advised of any training requirements and subsequent support processes and 
also reimbursement of any out-of-pocket expenses. The interviews will be arranged 
and held by the Voluntary Service. Service/team members are able to attend should 
they wish to. 
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• References. 

The Voluntary Service will obtain two satisfactory references. These will be from 
referees who have known the individual for more than two years and have agreed to 
provide a reference. It is desirable that one referee has known the volunteer in a 
professional capacity. Close family members should be excluded. 

• Disclosure of Criminal Background (Disclosure and Barring Service, DBS). 

The Voluntary Service will request a DBS and will record the date of issue, certificate 
number and if it has been checked against DBS Children’s Barred list information 
and/or Adults Barred list. The Voluntary Service will require sight of the original DBS 
paperwork and the individual will be asked to bring this for verification. 

• Occupational Health. 

Occupational Health will be required and the relevant documentation will be supplied 
for completion and return to the Occupational Health Department in advance of the 
screening appointment. Confirmation of clearance will be provided by the Voluntary 
Service. 

• Risk Assessments. 

Will be undertaken by the service area and Voluntary Service where appropriate. 

• Trust Induction and Appropriate Training Programme. 

▪ Once all clearances are in place i.e. references, DBS and OH, newly recruited 
volunteers will attend the Trust’s Corporate Induction and Safeguarding Level 2 
(Adults and Children). 

▪ Volunteers are issued with, and sign, a Code of Conduct agreement plus an 
appointment and confidentiality letter. Copies are held on file. 

▪ A record of all volunteers will be maintained by the Voluntary Service. Once 
appointed, the volunteer details will be stored centrally on the Voluntary Service 
database. 

▪ The Trust requires all its members of staff and volunteers to wear an identification 
badge, and a uniform if patient facing. It is therefore imperative that volunteers wear 
and display their identification badge at all times whilst undertaking volunteering 
within the organisation. 

• Out-of-Pocket Expenses. 

▪ Volunteers are entitled to reimbursement of all reasonable out of pocket expenses 
on production of receipts and a completed claim form. This includes travel to and 
from home to the volunteering base, during work for car mileage and public 
transport allowances. 

▪ Any staff/teams requiring a volunteer should complete a Volunteer Request Form 
(Appendix 6) and return it to: 
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Voluntary Services Office 
1st Floor, Tower Block 
Royal Cornwall Hospital 
Truro 
Cornwall NHS TR1 3LJ 

Tel: 01872 253737 

rch-tr.voluntaryservices@nhs.net 

  

mailto:rch-tr.voluntaryservices@nhs.net
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Appendix 6. Volunteers’ Request Form. 

It is a fundamental part of the Voluntary Service to advise staff on what is or isn’t 
acceptable with regard to volunteer placements including: 

▪ Ensure there is a genuine need for volunteers. 

▪ Volunteer placements should enhance not replace the work of staff. 

▪ Volunteers do not carry out personal care. 

▪ Volunteers are there to support not to lead. 

▪ Once a volunteer is placed, each department/ward should have an identified lead for 
supporting them. 

Details of staff member 
making the request. 

Depart/Ward/Site:  

Name and Job Title:  

 Telephone Number:  

 Email Address:  

 Address:  

Details of staff member(s) 
who will act as key 
contact for volunteers/ 
placement supervisor  
who will be available to 
support and supervise a 
volunteer on every visit (if 
different from above). 

Name and Title:  

Department: 

 

 

Telephone Number:  

 Email Address:  

Why do you want/need a volunteer? 
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What duties will the 
volunteer perform? 
 

Please describe below the key tasks that volunteers will be 
required to carry out in as much detail as possible (The Voluntary 
Service will use the information to match your needs to an existing 
role as closely as possible). 

 

Approximately how many 
volunteers do you need / want? 

 

Dates (If for a specific duration)  

Days on which help is required 
and hours of coverage. 

 

How will the volunteer role 
enhance your service(s)? 

 

 

Any there any special skills or 
experience required? 

Yes  No  

Details: 

Can you confirm that the role 
does not involve personal care 
of a patient? 

Yes  No  

Do you have appropriate space 
to enable a volunteer to do 
their role? 

Please provide details: 

Yes  No  

Is there Disabled Access? 

 

Yes  No  

Signed by Services Manager: 

Date: 

 

Approved by the Voluntary 
Service. 

Date:  

Yes  No  

If no why? 

Signed by Voluntary Service 
Lead: 

Date:   
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Appendix 7. Volunteers Steering Group – Terms of Reference. 

1. Constitution. 

The Volunteers Steering Group (VSG) is a subgroup of the Patient Experience Group 

(PEG). 

2. Authority. 

The Steering group has only those powers delegated by the Patient Experience Group 

and set out in these terms of reference. 

3. Purpose. 

The purpose of the Steering group is to review the impact of the volunteer strategy and 

the delivery plan for volunteers across RCHT. 

4. Membership. 

4.1. The Group’s membership shall be comprised of: 

• Chair – Director of Integrated Governance. 

• Deputy Chair – Head of Risk, Safety and Patient Experience. 

• Non-Executive Director. 

• Lead for Voluntary Services. 

• Voluntary Service Manager. 

• Voluntary Services Coordinator. 

• Coordinator of the Butterfly Companion Volunteers. 

• Chair of the Friends of RCH and one other. 

• Chair of the Friends of St Michaels and one other. 

• Chair of the Friends of West Cornwall and one other. 

• Chair of the Friends of Marie Therese House and one other. 

• Patient Experience Lead. 

• Senior Trust Chaplain. 

4.2. If an Executive Director member is absent from a meeting, they may delegate to 

the Lead for Voluntary Services. 
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4.3. The Chair of the VSG may also extend invitations to other personnel with relevant 

skills, experience, or expertise as necessary to deal with the business on the 

agenda. All attendees must adhere to the confidential nature of the VSG meeting. 

5. Attendance. 

All members are expected to attend all meetings. Should members be unable to attend 

meetings, it is expected that they provide a designated deputy from their team. The 

secretary will monitor the frequency of meetings and attendance records to ensure 

minimum attendance figures are complied with. The secretary will record attendance. 

6. Duties. 

To discharge its purpose, the steering group shall undertake the following duties: 

• Discuss the operational delivery requirements of the volunteer strategy. 

• Measure the impact of volunteering across the Trust. 

• Review compliance of the volunteers with mandatory training and DBS checks. 

• Evaluate the impact of volunteers on patients and staff. 

• To raise the profile of volunteering in conjunction with the strategy across the Trust. 

7. Quorum. 

7.1 The quorum necessary for the transaction of business shall be the Chair, the 

Lead/Manager for Voluntary Services, and a minimum of three other attendees 

present, not including the minute secretary. 

7.2 The VSG can, and should, still meet for discussion and information sharing should 

quorate not be reached. 

8. Secretary. 

Voluntary services team will provide a minute secretary. 

9. Frequency of meetings 

9.1 The Committee shall meet bi-monthly. The frequency shall be reviewed as 

necessary. 

9.2 Committee members are expected to attend a minimum of three per year. 

9.3 All attendees are expected to arrive promptly so that meetings will start on time 

and run for a maximum of 1.5 hours. 

9.4 Any items for adding to the agenda must be with the chair 1 week prior to the 

meeting.  
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10. Minutes and Reporting. 

10.1 The minutes of all meetings of the group shall be formally recorded and reported 

to the Patient Experience group via the voluntary Services Manager/Lead. 

10.2 Meetings will be minuted, and minutes agreed as accurate by the Chair at the 

next meeting. Minutes will be made available before the next meeting. 

11. Performance and evaluation. 

11.1 The group shall review its collective performance and that of its members 

regularly. 

11.2 The Steering group shall undertake an annual self-assessment of its 

effectiveness. 

12. Review. 

The VSG shall review the Steering group’s terms of reference annually. 

Date approved by the Patient Experience Group:  

27 November 2023 


