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        Welcome to Age UK Dorchester

              Helpful information for new volunteers 
Introduction

Throughout Dorset, Age UKs and Age Concerns are run mainly by volunteers and groups. We recognise the valuable contribution each individual makes, and without volunteers some of our services could not be offered. As a volunteer, you can expect a high level of support within the organisation. A member of staff will be available to support you and would offer you information and advice whenever you need it. We encourage all our new volunteers to shadow / observe either a member of staff, or an existing volunteer to help familiarise yourself with the role. You will be offered relevant training to your role. We are confident that you will enjoy your volunteering with Age UK and have the opportunity to meet new challenges, develop your skills, gain a great sense of achievement, and contribute to the lives of older people. It is essential that everyone at Age UK Dorchester acts in a professional manner and follows the rules and guidelines set out in this pack. There is a need to adhere to all our policies and procedures, so that both clients and volunteers can enjoy the maximum care and benefit possible from your valuable time and efforts.
The Right Role for You

There is a wide range of volunteering opportunities on offer. Your role as a volunteer can be as varied or as simple as you wish. Your coordinator will discuss with you the different aspects and time commitment you feel comfortable with. We appreciate that abilities, experience and interests have a role to play, and welcome volunteers from all walks of life. Each role is of equal importance to the eventual outcome to which we all strive. Initially, we will ask you to attend some taster sessions - this enables you to fully understand the role you are interested in, and for us to mutually decide if this is the right role for you. At any time, if either party feel the role is no longer the right one, we can explore other possibilities. 

Opening times – Rowan Cottage Monday to Friday 9am to 4pm                                    Charity Shops in Weymouth & Dorchester Monday to Saturday 9am to 4.30pm 
Services 
Age UK Dorchester provides a range of services - see list below.  It is important that you are aware of what is available. Please have a look at the various leaflets and our monthly newsletter, which are available at Rowan Cottage reception, or in our Charity Shops.
Charity Shops 







Home Support
Activity Centre







Nail Cutting / Foot Care 
Lunch Club







Gardening 
Balance Classes 






Wills Surgery
Advocacy







Benefit Advice Sessions
Information & Advice 






Soup Monday 
Welfare Benefits






Phone Friends Group
Insurance/Trading 






Monthly Minibus Trips
Computer Classes 






Knit & Natter
Reach Out Befriending Support  





Good Neighbours Service 

Social Activities - Evergreens, Musicals & Tea, Feel-good Sunday Film, Melodies for Memories Various classes (Language, Cryptic Crossword, King’s Cribbage) 

Identification

All our volunteers are issued with a photographic identification badge. Please make sure that you have your badge with you at all times during your volunteering work with us. It is important that your badge is visible to our clients and customers. The badge remains the property of Age UK Dorchester. If you decide to cease volunteering, you must return the badge to us.

Parking

Our car park is for clients, service users, volunteers, staff and paid permit holders. Volunteers are able to park here whilst carrying out their volunteering role for Age UK Dorchester, and as a thank you, we are happy for you to park an hour either before or after carrying out your volunteering duty. All car park users need to obtain a parking permit - you can obtain an application form from your coordinator. The permit must be displayed on the dashboard of your car and returned back to us if you cease volunteering for us. Please be courteous towards other volunteers and service users, and do not park outside your allotted volunteering times. Our car park gets extremely busy and it can get very frustrating for clients, services users and other volunteers trying to use or help provide our services. Parking spaces are not guaranteed and if the car park is full do not double park or park on any yellow hatched areas. Alternative parking is available at Charles Street, Wollaston Road and the Market. If you wish to park for longer or at any other times, please speak to Lucy, our Head of Resources Manager. Parking permits are available at a charge.

Disclosure and Barring Check

Certain volunteering roles require us to carry out a DBS check before you start your particular role. These checks can be repeated at any time while you remain a volunteer with us.   

Having a criminal record will not necessarily bar you from volunteering with us, and will depend on the nature of the position, and the circumstances and background of your offence.     

Expenses

All volunteers can claim travelling expenses of either a bus fare, or car mileage at 40p per mile. On completion of your expenses please hand your form to your coordinator for signing. Replacement forms are available upon request from your coordinator.
Training

Training is available to all our volunteers and varies depending on your area of volunteering, e.g. food hygiene, first aid, moving and handling, deaf awareness, welfare benefits and visual impairment. Your coordinator is responsible for arranging relevant training for your role. Please let your coordinator know if there is a specific area in which more training is required. There is also on-the-job training and supervision, to assist you in providing the best possible service.

Accidents or Incidents






Please record all accidents that you witness, or in which you are involved, whilst volunteering for Age UK Dorchester, in our accident book. Please report all incidents and accidents to your coordinator. 
Fire Safety
During your induction we show you our emergency plan which includes the location of the fire extinguishers, emergency exits, and what to do if an alarm sounds.
Newsletter

Each month, Lucy produces a newsletter which contains forthcoming events and useful information. This is available to collect from Rowan Cottage reception, or on our website www.ageukdorchester.org.uk  alternatively, if you would like to receive our newsletter by email, please contact Lucy with your details.  
Trustees

Trustees are available to listen to your comments, concerns and ideas, in confidence. If you would like to arrange a meeting with a trustee please contact Lucy or Carol who will help you to do this. 
Volunteers’ Thank you

All the hard work that Age UK Dorchester carries out in the community couldn’t happen without our volunteers. Every year we organise a thank you party to express our appreciation for all the hours of commitment given by our volunteers. We are sure that you will thrive on the experience of being a volunteer and your contribution will certainly be valued. 
Policies
Equal opportunities

Age UK Dorchester works in an open and accepting way. We recognise the contributions that a diverse range of people from different backgrounds can offer. We are aware that certain groups and individuals are discriminated against by other individuals or society. Discrimination can occur verbally, physically, through intimidation or through exclusion. We expect that our volunteers will not discriminate against clients, customers, other volunteers and staff on grounds of age, race, gender, marital status, social class, colour, nationality, ethnic or national origin, religion, disability, living with HIV/AIDS, being lesbian or gay, or having caring responsibilities. We are committed to working towards equal opportunities and fair treatment in the provision of services, the employment of staff and volunteers and throughout the organisation as a whole. 
Diversity 

Diversity refers to the differences in the values, attitudes, cultural perspectives, beliefs, ethnic background, sexual orientation, skills, knowledge, and life experiences of each individual in any group of people. The term refers to differences between people, and is used to highlight individuality and individual need. 
Lone Worker 

This policy highlights areas of potential risk, and ways of minimising this risk, when visiting people in their own homes and other settings as a lone worker, and applies to all volunteers. Personal safety must be the first priority for all volunteers: 
· Be aware of potential dangers in your clients’ homes.

· Discuss any health and safety hazards with your clients.

· Make sure you report any hazards to a member of staff.

· Don’t use any faulty electrical equipment.

· Don’t try to lift or move heavy items.

· Do not stay in a situation where you feel unsafe.

· Advise Age UK Dorchester of the visit and record dates and times. 
· Wear your ID badge. 
· Take a mobile phone and leave the number with Age UK Dorchester.
Health & Safety 
Health and Safety at work is important.  Age UK Dorchester provides and maintains safe and healthy working conditions, equipment, and systems of work, for its employees and volunteers. You will be shown the health    and safety requirements for your volunteer role, and will also be asked to read our health and safety policy.   Risk assessments are carried out and regularly reviewed on all our activities. 
Safeguarding Vulnerable Adults

We are committed to safeguarding and promoting the welfare of vulnerable adults. The purpose of this policy is to outline the duty and responsibility of staff, volunteers and trustees working on behalf of Age UK Dorchester in relation to the protection of vulnerable adults from abuse. 
Complaints 

We recognise that users of our services and facilities have a right to expect high quality services. If our services do not meet these standards, then users have the right to complain. Any complaint will be considered using our internal procedures, which are held in our policies and procedures file.  

Data Protection 

The Data Protection Act sets out guidelines on the protection of individuals with regard to the processing of personal data.
Confidentiality
Clients have the right to expect that any information given to us will be used only for the purpose for which it is given, and will not be passed on without prior consent. To protect the interests of all clients, volunteers and staff all records and information will be kept confidential.
Breaches of confidentiality - Instances where confidentiality is not respected will be viewed as serious misconduct. The individual/s involved will be subject to disciplinary action, set out in Age UK’s Disciplinary procedure. Age UK Dorchester is aware that there may be instances where confidentiality must be breached. This may be where a client is at extreme risk to themselves or to other people, or is at risk from the actions of other people. You have a duty to protect your clients.  YOU MUST REPORT THIS INFORMATION TO A MEMBER OF STAFF AS SOON AS POSSIBLE.

Some guidance to help you: 
Make sure that confidential discussions with clients take place in private.

Take care not to identify the caller to members of the general public when holding telephone conversations. 

Get permission from your clients before you record their information - only record relevant information.

Only use clients’ information for the purpose that they specify.

Store information securely, making sure that it can only be accessed by relevant parties.

Don’t leave personal information in public places.
Mark confidential information as ‘Confidential’.

Dispose of records by shredding.

Don’t gossip about your clients!!!  You don’t know who might be listening. 

Do act in a professional manner. 
Do talk to your coordinator if you are finding a piece of work too challenging, or if you feel that you aren’t making any progress with a client.

Do attend training sessions and volunteer meetings.

Do make sure that you know exactly what your job entails.
Do keep any arrangements that you have made - if you can’t, please let us know as soon as possible. 
Don’t accept money as a gift from clients. You may accept money as a donation to Age UK Dorchester if they wish to show their appreciation.
Report all personal gifts such as chocolates, biscuits, alcohol etc. to you coordinator.  

Don’t over-commit yourself. Offer only as much time as you are able to give, reliability is important.
Please don’t: 
Keep worries or problems to yourself.

Don’t give, lend, or borrow money, or offer financial or legal advice.
Don’t take on a piece of work that you are unhappy about.
Don’t panic when things go wrong - we are here to support you.
Don’t give out your telephone number to clients - they may phone you at inappropriate times, come to rely on you, or pass on your number without your consent.
If you would like to view any of our policies please contact your coordinator you can arrange this.  
Age UK Dorchester Rowan Cottage 4 Prince of Wales Road Dorchester DT1 1PW 

Tel: 01305 269444      
Email: info@ageukdorchester.org.uk    Website: www.ageukdorchester.org.uk

