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VOLUNTEER ROLE DESCRIPTION

Volunteer Driver  

Community Hub Reception                             

Welcome!

At ACCORD we want all our volunteers to have the chance to contribute to the work of the Hospice; by sharing your valuable skills and experience with our patients and families.   Through volunteering you will have the opportunity to: reach your own personal goals, perhaps gain new skills, meet new people and hopefully have a rewarding experience. Thank you for choosing ACCORD for your volunteering experience.  

Volunteer Driver’s role

Our volunteer drivers play an important part in the work of the Hospice.  They provide direct support to patients who are unable to travel to appointments using public transport.  Drivers will have direct contact with patients whilst they transport them to appointments at the Community Hub or alternatively when they assist services by dropping off items for patient use at home. 
Skills & Experience

Experienced drivers.

Warm & friendly personality

Confident and capable of dealing with vulnerable patients face to face. 
Good communication skills.
Confidence in handling sensitive situations.
Previous experience of working in a similar environment would be an advantage, but is not essential.
Duties & Responsibilities

Volunteer Drivers must hold clean Driver’s licence.

Volunteers must have use of their own vehicle.

Volunteers must complete Driver’s Declaration pro-forma.

· Volunteers must collect their patients in good time for appointments, allowing extra time for travel disruption at peak travel times.

· They should collect patients from their door and do so with patience, courtesy and discretion.  All patients would be mobile however volunteers should be observant of basic moving & handling instructions if they are expected to support a patient by taking their arm or assisting them into /out of their vehicle. 
· Volunteers should be comfortable engaging in general conversation with patients whilst maintaining patient confidentiality.
· They should treat patients with dignity and respect.
· They must ensure patient confidentiality at all times.

· When in the Hospice building they should observe the Hospice Fire Regulation procedure for evacuation of the building.

· Observe Health & Safety Regulations at all times.

· Take personal responsibility for adhering to all Covid-19 safety precautions.

· Take responsibility for ensuring that all passengers adhere to Hospice Policy on Covid-19.For example, Drivers should observe good hand hygiene, carry wipes for cleaning the vehicle for use before/after transporting each patient.  Drivers should wear masks whilst transporting patients.  Patients should be encouraged to wear masks unless exempt from doing so.  Patients should travel in rear seat of vehicle.  It is advisable to create ventilation in the vehicle where at all possible. (Drivers will be provided with these Supplies of PPE and any other items as necessary for transporting patients on behalf of ACCORD.)
· To wear Volunteer uniform and display Identification badge at all times whilst on duty.

Drivers are expected to discuss with their line manager any difficulties that they encounter as part of their volunteering duties. The line manager will be available to offer additional support as necessary and appropriate.
Drivers will be provided with mandatory training and guidance for this role.  This would include a specific training session on Moving & Handling.

All volunteers must adhere to ACCORD’s Code of Conduct whereby volunteers are expected to be courteous and respectful to other volunteers, staff and visitors/customers at all times.  ACCORD welcomes volunteers from diverse backgrounds with a wide range of experience, skills, talents and personalities.    It is important for volunteers to work collectively to ensure others receive a warm welcome during their volunteering experience and from the outset, feel that they have become part of a team of special people who share the same values upheld by ACCORD. (ACCORD’s Policy 111 - Management of Volunteer Conduct will ensure these standards of behaviour are maintained.)

Time Commitment

Volunteers are asked to commit to a minimum of one shift per week.  Additional shifts may be available once volunteers have completed their probationary period.  A range of shifts are available throughout the week. Mon- Friday (times to be mutually agreed). Volunteers should consider their availability at the outset, in order to agree a regular commitment that is agreeable to both themselves and ACCORD’s requirements.  

There may be occasions when volunteers are requested to collect a patient at short notice. This would depend on an individual volunteer’s availability.

Additional Information
This volunteer role requires PVG clearance from Disclosure Scotland.
Insurance

Volunteers must work within the agreed boundaries of their role.  Volunteer Drivers must have permission from their Insurers to transport and carry passengers on a voluntary basis. (A sample letter can be provided) They should notify their insurers prior to undertaking any driving duties for ACCORD.

Driver’s Declaration

All Volunteer Drivers must complete the Driver’s Declaration pro-forma. On completion of this document, Volunteers will be provided with a Code from DVLA which they should then submit to ACCORD.  (Codes have an expiry after 21 days). 
Out of pocket expenses

All volunteers are entitled to claim reasonable out of pocket expenses.  

Absence
All volunteers should notify their named contact if they are unable to attend.  They should also notify any planned holidays in advance.

On-going support

All volunteers are supported in their role with ACCORD Hospice.  The staff member responsible for your support of this service is: 

Alison Clark, Community Hub Team Leader 
Shona Corfield, Medical Secretary (Community Hub) 
Contact Details: 
Alison.Clark@Accord.org.uk 
Shona.Corfield@Accord.org.uk 
Telephone: 0141 581 2000
