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	1.0
	Statement of purpose/objectives

	
	This procedure establishes clear guidelines for the involvement of volunteers in the delivery of Shropshire Council services. It will assist Shropshire Council to meet its core value to care for all its staff and volunteers. It will also assist Shropshire Council in meeting its duty of care to protect the health, safety and welfare of its volunteers as far as is reasonably practicable, its responsibility to provide equality of opportunities to everyone and its duty of care to the public, especially those that are vulnerable.

 

	2.0
	Scope

	
	This procedure confirms Shropshire Council’s commitment to working with volunteers, acknowledges the important contribution that they make to the delivery of services, and recognises the benefits that volunteers receive from their time with Shropshire Council. In addition it highlights that volunteers will be expected to comply with all appropriate existing Shropshire Council policies, procedures and the financial and contract rules. This procedure and any related guidelines are not intended to be a legally binding contract and may be cancelled at any time by either party. Neither Shropshire Council nor the volunteer intend any employment relationship to be created either now or at any time in the future.



	3.0
	Definitions

	
	A volunteer is a person who freely undertakes to perform a service, task or function that is not normally or traditionally performed as a full-time job and who does so without financial reward. A clear distinction exists between volunteers and those who are given a financial reward e.g. wage or allowances in return for casual services. 



	
	A Voluntary Organisation (or Community Group) is a group of individuals who enter into an agreement as volunteers to form a body (or organisation) which undertakes work for the benefit of the public or community.



	4.0
	Selection and Recruitment

	
	Shropshire Council’s policy on Equal Opportunities will be adhered to when actively recruiting volunteers. Our ability to provide high quality and effective services for Shropshire residents depends upon the people we recruit to fill our vacant jobs and this includes both paid employees and volunteers.



	5.0
	Disclosure and Barring Service (DBS) Checks

	
	As part of the Shropshire Council’s responsibility to the public and to other staff and volunteers Disclosure and Barring Service (DBS) checks will be conducted where it is considered that volunteers will be working with children or vulnerable people.



	6.0
	Information, instruction and training 

	
	Volunteers will be provided with an induction including information on legislation and policies which may affect them including Health and Safety, Equal Opportunities, Data Protection, Risk Management, Child Protection and use of computers.  All volunteers will be offered access to appropriate training, support and supervision from a named member of staff.  Shropshire Council will endeavour as far as possible to ensure that work carried out by volunteers matches their skills, talents and interests. 


	7.0
	Duty of care

	
	Under the Health and Safety at Work etc Act 1974 Shropshire Council has a general duty of care to protect the health, safety and welfare of its volunteers as far as is reasonably practicable. Important areas that must be considered when addressing responsibilities for the health and safety of volunteers are induction, supervision, work activities, training and insurance.



	8.0
	Assessment and control of risk at the workplace 

	
	The employer has a duty to ensure that an assessment of the risk to the health and safety of volunteers is undertaken by a competent person. A record of the risk assessment should be kept and regularly reviewed.  Risks should be reduced to the lowest level reasonably practicable by establishing and implementing a programme of organisational and technical control measures. 



	9.0
	Maintenance and use of equipment 

	
	Shropshire Council has a duty to ensure so far as is reasonably practicable that all equipment provided is used as instructed and to ensure all equipment is maintained in good repair. Volunteers must make full and proper use of personal protective equipment and any other control measures provided, and report any defects discovered to the employer.



	10.0
	Insurance 

	
	All volunteers, when working on behalf of Shropshire Council, are covered by Shropshire Council's Employers’ and Public Liability Insurance. Shropshire Council does not provide personal accident cover for volunteers.  



	11.0
	Implementation and further guidance

	
	Management guidance in the form of Frequently Asked Questions is provided and updated to support the implementation of the procedure.



	12.0
	Review of procedure

	
	This procedure will be reviewed by the Health and Safety Team in three years.


	13.0
	Consultation

	
	Health, Safety & Welfare Group 10th April 2008



	
	Approving Body

	
	Health, Safety & Welfare Forum 10th April 2008

	
	Reviewed by the HR&D Health and Safety Team September 2014
Reviewed by the HR&D Health and Safety Team September 2018
Reviewed by the HR&D Health and Safety Team March 2021

Reviewed by the Health and Safety Team February 2022
Reviewed by the Health and Safety Team April 2022
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	1.0
	Roles and Responsibilities / Who does what?

	1.1 
	1.2 Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with the Voluntary Workers Procedure and the effective implementation of all relevant legislation and Shropshire Council personnel and other policies and procedures.

1.3 

	1.4 1.1
	1.5 The Chief Executive and Corporate Management Team are responsible for ensuring:

	
	· The implementation of the Voluntary Workers Procedure across all Service Areas to ensure consistency of approach. 

· The allocation of suitable and sufficient resources.



	1.6 1.2
	1.7 Area Directors and Heads of Service are responsible for ensuring:

	
	· The implementation of the Voluntary Workers Procedure and that all employees are familiar with the contents of the procedure insofar as it is relevant to their role and responsibilities. 

· That managers and supervisors receive sufficient training to undertake their role.

· The allocation of sufficient Service Area resources to effectively manage volunteers.



	1.3
	Line Managers / Supervisors are responsible for:

	
	· Providing day to day support and supervision to volunteers including induction, training, instruction in work, supervision and feedback. 

· Fulfilling Shropshire Council’s duty of care to protect the health, safety and welfare of its volunteers as far as is reasonably practicable.



	1.8 1.4
	1.9 Premises/Team Managers are responsible for:

	
	· Ensuring that all employees receive information, instruction and training on the management of volunteers.



	1.5
	The Health and Safety Team is responsible for:

	
	· Providing advice and guidance to managers on the safe management of volunteers.



	1.6
	The Human Resources Team is responsible for:

	
	· Providing advice and guidance to managers on the safe “employment” of volunteers.



	1.7
	All Shropshire Council employees including volunteers are responsible for:

	
	· Complying with the requirements of this procedure and any other guidelines that may exist. 

· Reporting any concerns to their line manager as soon as possible, including issues of work practices, in order that remedial actions can be taken.


	1.9 1.8
	Shropshire Council expects that every volunteer will:

	
	· Be a reliable member of the team 

· Carry out their work in a way that reflects the vision, objectives and values of Shropshire Council and its individual services. 

· Carry out their duties within these procedures



	1.9
	Shropshire Council recognises the rights of volunteers to:

	
	· Have clearly specified lines of support and supervision 

· Know what is expected of them and to be given clear information and an induction into the organisation and/or the project’s aims and objectives 

· Be shown appreciation 

· Have safe working conditions 

· Be insured 

· Be provided with any necessary equipment, tools and/or clothing 

· Be free from discrimination 

· Ask for a reference 

· Withdraw from voluntary work at any time



	
	

	2.0
3.0


	How do I register my interest in becoming a volunteer?

Register your interest in becoming a volunteer by simply completing the Volunteer Registration of Interest Form in Appendix 1 of this document and sending to The Human Resources Team.

3.0 Why is the selection and recruitment of the right people important?

	
	How we go about the process of recruitment and selection is vital in terms of maintaining employee morale, enhancing the reputation of Shropshire Council as well as meeting all legal requirements.  Having the right people to deliver our services, also underpins all of Shropshire Council’s core values:

	
	· Put our customers first 

· Promote diversity 

· Always improve 

· Care for staff 

· Demonstrate Value for Money 

· Open and honest communication



	
	The recruitment and selection process we use at Shropshire Council, for all vacancies including volunteer positions, should:

	
	· Be fair and free from bias 

· Be consistent across Shropshire Council

	
	

	
	For further information on the recruitment and selection process please refer to Human Resources - Recruitment & Selection Code of Practice.



	4.0
	What is the Disclosure and Barring Service (DBS) and when are DBS checks required?

	
	The Criminal Records Bureau (CRB) and the Independent Safeguarding Authority (ISA) have merged to become the Disclosure and Barring Service (DBS). CRB checks are now called DBS checks.
The DBS, an Executive Agency of the Home Office, provides access to criminal record information through its Disclosure Service.  This service enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially that involve children or vulnerable adults. Shropshire Council has a special responsibility to ensure the safety of vulnerable people, ranging from children under 18 to vulnerable adults.  If you will be volunteering in a position that involves working with such people, you will be required to complete a disclosure application from the DBS.  There are three levels of disclosure available and the type will depend on the nature of the volunteering work.  A disclosure will only be requested after a thorough risk assessment has indicated that it is both proportionate and relevant to the volunteering position in question.



	5.0

	Will volunteers receive induction training when they start work?

	
	Every volunteer will receive appropriate induction training when they first start their placement. This will include information on legislation and policies which may affect them including Health and Safety, Equal Opportunities, Data Protection, Risk Management, Child Protection and use of computers. New volunteers will be asked to complete and sign a Volunteer Agreement and this is included within Appendix 2. This agreement is not intended to be a legally binding contract and may be cancelled at any time by either party.  Neither Shropshire Council nor the volunteer intend any employment relationship to be created either now or at any time in the future.



	6.0

	How will volunteers work be agreed, managed and reviewed?

	
	The standard and frequency of supervision provided to volunteers is important. Every volunteer will have a named supervisor. Volunteers training, tasks and overall work plan will be agreed with their manager prior to work commencing and periodically the work will be reviewed. This is outlined within the Volunteer Work Plan and Training Plan within Appendix 2. Regular review sessions will give the volunteer a chance to raise any concerns they may have about their role and allow the supervisor to pass on important information and to address any training needs.


	7.0

	Will volunteers receive any other training in addition to induction?

	
	All volunteers will be offered access to appropriate training in order to enable them to carry out their required tasks. This will include health and safety training as necessary.



	8.0

	What health and safety duties does Shropshire Council have for its voluntary workers?

	
	The main law controlling health and safety at work in the UK is the Health and Safety at Work etc. Act 1974 (HSW Act). This places general duties on employers to ensure the health and safety of their employees and anyone else who may be harmed by the employer's work activities or workplace. To comply with these general duties, employers must, so far as is reasonably practicable, provide:

	
	· Safe equipment. 

· Safe substances.

· Necessary information, instruction, supervision and training. 

· A safe and healthy workplace. 

· A safe and healthy working environment.



	9.0
	What are the other main health and safety regulations applicable to volunteers?

	
	The HSW Act is supported by many regulations setting out more detailed legal duties. The Management of Health and Safety at Work Regulations 1999 complement the general HSW Act duties above. In summary, they require employers to:

	
	· Carry out risk assessments of their work activities and workplaces. 

· Follow the 'prevention principles' for removing or controlling risks. 

· Have effective health and safety arrangements in place for managing health and safety (including emergency arrangements) and access to competent health and safety advice. 

· Take a volunteer's capabilities into account when assigning jobs. 

· Co-operate and co-ordinate health and safety with other employers, e.g. on shared premises.



	10.0
	Who will carry out risk assessments?

	
	Shropshire Council, through the line managers / supervisors of volunteers will be responsible for:

	
	· Assessing any equipment used by volunteers and ensuring that information on appropriate work practices has been communicated to the volunteers. 

· Ensuring that appropriate work practices are observed by volunteers including safe working methods, use of appropriate PPE, appropriate breaks and adherence to the control measures resulting from the risk assessment. 

· Reporting any issues or conditions to the Health and Safety Team. 

· Ensuring that a proper assessment of work equipment is undertaken prior to use by volunteers
· Bringing the outcome of the risk assessment(s) to the attention of the volunteer(s).

	11.0
	What are the risk assessment prevention principles?

	
	The prevention principles are written in the Management of Health and Safety at Work Regulations 1999 and set down the order in which control measures should be applied. Always start at the top of the list and then work down to the next step as necessary. The prevention principles are:

	
	· Avoid the risks whenever possible. 

· Assess any risks that cannot be avoided. 

· Remove or control the risk at source. For example replace worn or damaged carpet rather than just putting up a warning sign. 

· Adapt the work to the capabilities of the workers, never the other way around.

· Keep up to date and consider new developments and technology. 

· Integrate control measures into organisational policies and procedures. 

· Where possible, use control measures that protect all the workers who are at risk from a particular hazard rather than control measures that just protect individuals.

· Provide information, instruction and training to ensure workers understand what they must do and why. 

· Develop a positive safety culture within the organisation.

	
	In practice a combination of these principles will be necessary.



	12.0
	What exactly is a risk assessment?

	
	Risk assessment is a process for identifying and controlling the hazards of an organisation’s activities. It is as relevant to volunteers as it is to employees. A hazard is anything with the potential to cause harm, such as a faulty electrical socket. Risk is the likelihood of it causing harm and the degree of harm it could cause, such as an electric shock which could lead to a fatality. Risk assessment involves identifying all hazards, assessing risks and putting in place measures to control unacceptable risks. Assessing risk requires detailed knowledge of workplace activities and practices. Such knowledge is normally only possessed by people who do the work. Risk assessment should always involve both employees and volunteers. All work activities and tasks should be risk assessed including driving and transport, fire safety, events, violence/aggression, dealing with the public, moving and handling, hazardous substances, work equipment and the workplace.  Please see Appendix 3 for an example Volunteer Generic Risk Assessment.



	13.0
	Will there be first-aid provision for volunteers?

	
	Volunteers will be treated exactly like employees with regards to first-aid. Provision of first-aid will be based on risk assessment and will typically require access to a trained first-aider and a first-aid box.



	14.0
	Will volunteers be insured?

	
	Volunteers are covered by Shropshire Council’s public liability insurance. As volunteers are carrying out the duties and work of Shropshire Council, then if they do something negligently which results in a claim from a member of the public then this is covered under public liability insurance. Similarly, if Shropshire Council employees are negligent in some way in the manner in which the volunteer is asked to work and this has caused an injury to them, then Shropshire Council are covered by employer’s liability insurance. Liability insurance only compensates for accident or injury if there has been some negligence.  If the volunteer is injured through no fault e.g. they just trip over, then there would be no cover from the liability insurance, this type of accident would require personal accident cover which would only pay out for specific injuries.  If appropriate, individuals or groups engaged in outside tasks should make their own arrangements or seek advice from Shropshire Council.



	15.0
	Will volunteers receive travel expenses?

	
	As a general rule and in line with the Corporate Travel and Expenses Policy, volunteers are not offered travel expenses to get to their normal place of volunteering.  If a service manager feels that a local agreement is required they must discuss with their HR Business partner and agreement sought from their Director.  The local agreement must be retained within HR for audit purposes.  

If volunteers are required to use their car and/or public transport as part of their work, then they will be reimbursed in accordance with current Shropshire Council rates and procedures. 

Before driving and prior to a claim being made, volunteers who drive on approved work-related journeys must provide the information specified in Appendix 1 of the Travel and Expenses Policy
https://shropshirecouncil.sharepoint.com/sites/Extranet/SitePages/Travel-%26-expenses.aspx 

Where the volunteer needs to make a claim, the following should be followed:

· Before the introduction of ERP (April 2019), if the volunteer was previously set up as a supplier, their details will be carried across into ERP.  If you go to follow the link http://staff.shropshire.gov.uk/how-do-i/finance/i-how-do-i-process-a-manual-payment-request-previously-an-ac1-form-to-pay-an-external-supplier/ select the ‘Manual Payment Request Form’.  This needs to be completed and sent to the email address on the bottom of the form.  

· If the volunteer is only likely to be claiming once, the ‘Sundry Manual Payment Request Form’ should be completed instead. http://staff.shropshire.gov.uk/how-do-i/finance/j-how-do-i-process-a-sundry-payment-to-pay-an-external-supplier/

	16.0
	What standards will volunteers have to follow when working for Shropshire Council?

	
	Volunteers will have to follow the same standards of work as Shropshire Council employees. For example, in a registered care service setting, volunteers will have to comply with The Care Quality Commission (CQC) standards.



	17.0
	What information will Voluntary Organisations have to provide when carrying out work on Shropshire Council premises?

	
	Voluntary Organisations will have to complete a Voluntary Work Application Form provided in Appendix 4 before commencement of any work being undertaken. 



	18.0
	Further Information and Reference

	
	· HSE  www.hse.gov.uk 

· http://www.hse.gov.uk/contact/faqs/charities.htm 

· The Health and Safety at Work etc. Act 1974 

· The Management of Health and Safety at Work Regulations 1999




APPENDIX 1
	Volunteer Registration of Interest Form



	Please complete the form below if you would like to register your interest in volunteer work. The information will help us to identify suitable tasks or those which may be of particular interest to you. We will contact you if a place becomes available. The information will be held in accordance with the Data Protection Act 2018 and will not be used for any other purpose.

	Name (please print):

Address (please print):
Telephone no:

Email:

Age: 

How long are you available to volunteer? From        To

What hours would you like to offer and on what days?

Please describe the area of work you are interested in: for example - inside/outside, active/passive, with the public/behind the scenes, etc?

Why are you interested in voluntary work with Shropshire Council and what are your motivations?

Do you have any particular skills, knowledge or areas of interest which you would like to mention and would be prepared to use while volunteering? Mention any courses, work experience etc?

Is there a job/career you are working towards?

What do you want to gain from volunteering? e.g. practical experience, work experience or meeting others?

Is there anything you are not interested in doing?

Do you have your own transport? Yes/No

Do you have business use (class 1) on your insurance? Yes/No

Do you have a driving licence? Yes/No

Are you familiar with the use of computers? Yes/No

Do you have any health-related issues that Shropshire Council needs to be aware of e.g. allergies?

Have you any special requirements or requests?

Contact details for next of kin / nominated person in case of emergency. (to be completed after starting volunteer work)

Please note: 

You may be asked to provide references before being offered a voluntary position. If deemed necessary, we may also ask you to undertake a Disclosure and Barring Service (DBS) check.


	Signed: ………………………………………………
Date: ………………….




	References 

	Please give details of two referees whom we may ask about your suitability for the position. If possible the first referee should be your current or most recent employer (or school if you are a school leaver). You should not name a relative as a referee. References will not usually be taken up unless it is considered that the volunteer post will include work with vulnerable adults and children.



	(i) Name: .......................................................... 

Address:.................................................

...............................................................

................................................................
Postcode:.................

Tel Number:...........................................

Occupation: ...........................................

Working Relationship to Volunteer: 

…………………………………………………………………………………………………………………………………………………………….................................
	(ii) Name: .......................................................... 

Address:.................................................

...............................................................

................................................................
Postcode:.................

Tel Number:...........................................

Occupation: ...........................................

Working Relationship to Volunteer: 

…………………………………………………………………………………………………………………………………………………………….................................

	May we contact these referees without asking you?
(i) YES  (  NO  (      (ii) YES  (  NO  (



	Criminal Convictions/Cautions/Disqualified Persons/Investigations 

	“Shropshire Council regards as paramount the welfare and safety of vulnerable adults and children. Whilst criminal convictions are not necessarily a bar, this safety consideration will be key to all decisions regarding the employment of staff, approval of carers or volunteers and standards of external contractors.”

It is within this context, and the following guidelines, that decisions will be made in relation to volunteer applicants who have any form of criminal conviction or who are included in either the Protection of Children Act List, or the Protection of Vulnerable Adults List.

To assist with the implementation of this policy, all volunteer applicants who it is considered will be working with vulnerable adults and children are asked to complete the following questionnaire and to provide written consent for checks to be completed, where this is considered to be appropriate.

1. Have you ever pleaded guilty, been convicted, or cautioned by a police officer, for any criminal offence?

YES  (   NO  (
2. Have you ever been interviewed as a potential suspect or investigated in relation to matters that might have led to criminal proceedings?  
YES  (   NO  (
3. Has your name been added to, either:

· The DoH Consultancy List, now known as the Protection of Children Act List;

· Or the DfES List 99;

· Or the Protection of Vulnerable Adults List.  
YES (   NO  (
4.  Have you ever been subject to, or party to, court proceedings, involving any social services authority or its equivalent, here or abroad, that have resulted in the removal of children or vulnerable adults from your care, or the imposition of a statutory supervision order?  
YES  (  NO  (
5. Have you ever been refused registration or cancelled from an official register of:

· Child-minders;

· Day Care Providers;

· Private Fostering;

· Registered Care Home or Children’s Home? 
YES  (   NO  (

6. If you answered yes to any of the questions above please provide further details below.

Volunteer applicants should note that it is a criminal offence to knowingly apply for, offer to do, accept or do any work with children when prevented either:

a) by reason of disqualification order under the Criminal Justice and Court Services Act 2000

b) by reason of inclusion in one of the Lists held by the Department of Health under the Protection of Children Act 1989 or the DfES under the Education Reform Act 1988.

If this position is exempt under the Rehabilitation of Offenders Act a disclosure from the Disclosure and Barring Service will be required. Convictions or other disclosures will not necessarily be a bar to obtaining a position.

I hereby give consent to the local authority completing such checks as are necessary with records held by the authority and/or other agencies in order to verify the information provided above.

I further understand and agree that if, for whatever reason, my application is either refused or withdrawn, but information is revealed which leads Shropshire Council to conclude that I may pose a risk to children and/or vulnerable adults, it will keep this information for an appropriate period. I understand that Shropshire Council will not reveal this information to any other organisation or individual outside of Shropshire Council, unless it is asked a direct question about me or circumstances suggest that the protection of a child or children or vulnerable adult require immediate disclosure. I understand that, if practicable, I will be alerted to such possible disclosure and be invited to comment.



	Name: .......................................................................................................................... 
Volunteer position applied for: ....................................................................................
Signed: ................................................Date:.................................................................




APPENDIX 2

Volunteer Agreement and Work Plan

Volunteer Agreement

This agreement is not intended to be a legally binding contract and may be cancelled at any time by either party.  Neither Shropshire Council nor the volunteer intend any employment relationship to be created either now or at any time in the future.
	Name of Service:
	Work location:

	Name of Volunteer:
	Name of Support Officer:

	Contact details for Volunteer

Address:

Phone number:
	Contact details for Support Officer:

	Contact details of next of kin

Name:

Address:

Phone number:
	Usual hours of work:

	Work plan:  Yes/No                        Date:
	Training Plan:  Yes/No

	DBS check: Yes/No                        Date:
	


· I have read the Volunteer Policy and agree to follow this whilst working as a volunteer for Shropshire Council 
· I have been instructed in matters of Health and Safety and agree to exercise reasonable care in ensuring the safety of myself and others

· I am aware of and subscribe to Shropshire Council’s policies on Equal Opportunities and Dignity and Respect at Work

· I have read and agree to uphold Shropshire Council’s code of practice concerning the use of computer facilities

· I am aware of my responsibilities to maintain the confidentiality of information which I may come across during my volunteer work, in particular in relation to the Data Protection Act 2018
Signature of Volunteer: …………………………………………     Date:………………….

Signature of Supervisor:……………….……………………….     Date: …………………

Volunteer Work Plan

	Number
	Description of Task
	Timescale
	Health &Safety Risk Assessment in place

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Volunteer Training Plan

	Number
	Description of training need
	Recommended means of training
	Timescale
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	A. Outline of activity or task to be assessed:                                                    

N.B. For further information and guidance please refer to the Risk Assessment Toolkit on the Intranet


	Form No
	

	Service Area:
	
	Work Activity
	Use of Volunteers

	Workplace/Team
	
	
	

	Date of Assessment:
	
	Date for Re-assessment
	Annually unless circumstances change

	Name of Assessors:
	
	Signature:
	

	Manager/Headteacher:
	
	Signature:
	


	Hazard is something with the potential to cause harm. Risk is the likelihood of someone being hurt multiplied by the severity of the occurrence.                       

                            Level of risk = likelihood x severity
B.  Risk Matrix – This section is used for guidance to complete section C.
	
	PRIORITY OF ACTION

High        17 - 25     Unacceptable – Stop work or activity 
                                until immediate improvements can
                                be made.

Medium  10 – 16     Tolerable but need to improve within
                                a reasonable timescale, e.g., 1-3 
                                months depending on the situation.

Low
    5 - 9
         Adequate but look to improve by next review.

Very Low 1 – 4        Residual risk acceptable and no
                                further action will be required all the
                                 time the control measures are 
                                maintained.

	5 x 5 RISK ASSESSMENT MATRIX
	
	

	Increasing consequence or severity  (
	5
	5 low
	10 med
	15 med
	20 high
	25 high
	
	

	
	4
	4 very low
	8 low
	12 med
	16 med
	20 high
	
	

	
	3
	3 very low
	6 low
	9 low
	12 med
	15 med
	
	

	
	2
	2 very low
	4 very low
	6 low
	8 low
	10 med
	
	

	
	1
	1 very low
	2 very low
	3 very low
	4 very low
	5 low
	
	

	
	1
	2
	3
	4
	5
	
	

	
	Increasing likelihood or probability (
	
	



C. Use information from section B to identify level of risk for each hazard

	What are the

Hazards?


	Who might be harmed and how the hazard could cause harm
	What are you already doing

(Existing Controls)
	Risk

Level

Low/Med/

High
	What further actions

are necessary
	Residual Risk

Level

Low/Med/

High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Lack of Knowledge of Shropshire Council (SC) Policies and Procedures,

Vulnerability of Service Users
	Volunteers
	· Volunteer guidelines / agreement signed by both parties prior to commencement

· All voluntary workers to receive workplace induction training for the area applicable to their voluntary activities and are to work under the supervision of, or within limits set by, full time employees at all times.

· Outlines of SC Policies and Procedures communicated and relevant leaflets/documentation supplied to volunteer

· Provision of information, instruction, training and supervision will be made available to all voluntary workers

· Premise Managers, Team Leaders are responsible for the health, safety and welfare of voluntary workers within their area of control. The consideration given to their health, safety and welfare will be similar to that of full time employees.
	Low
	
	
	
	

	2
	Volunteer’s Lack of understanding, medical conditions e.g. asthma, dermatitis, etc.
	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring. 

· Avoid work which is repetitive and not within the capability of the learner

· Avoid situations which put the learner under stress 

· Keep the list of tasks to a minimum to avoid confusion and ensure any medical condition is not affected by the task or process.


	Low
	
	
	
	.

	3
	Fire 
	Volunteers 
	· Emergency evacuation procedures are communicated to Volunteer on first day.
· Highlight assembly point. Volunteer to be included on register.

· Management/supervisor to be aware of Volunteer inexperience and possible panic in this situation. 

· Volunteer to be included in fire drill.

	Low
	
	
	
	

	4
	Manual Handling


	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring. 

· Avoiding lifting items which are too heavy e.g. packages and furniture / avoiding lifts which involve reaching up too high.

· Volunteer to only lift objects that are within their acceptable capabilities.
	Low
	
	
	
	

	5
	Machinery

Including photocopiers, workstations


	Volunteers 
	· Information, Instruction, Training, Supervision and Monitoring.  

· Must be supervised by a competent person on a-one to-one basis when working and cleaning any machinery due to the risks involved.

· a risk assessment will be required for their workstation if this is part of their role.


	Low
	
	
	
	

	6
	Electricity
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring. 

· Equipment is PAT tested and a log kept. 

· Volunteer shown how to visually check the equipment prior to use.

· Work involving a risk of electric shock should only be carried out by a competent person.


	Low
	
	
	
	

	7
	Transport
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring. 

· Segregation of vehicles and pedestrians. e.g. One-way systems

· If using their own car highlight any potential problems with parking, access, egress, etc.


	Low
	
	
	
	

	8
	Slips Trips and Falls
	Volunteers
	· Volunteer to maintain a safe and tidy working environment.

· Highlight or use signage for any uneven walkways. 

· Demonstrate good housekeeping and storage procedures. 

· Trailing cables to be secured safely.

· Know the correct procedures to report and/or clear up spillages and dry floor immediately.

· Spillages to be attended to immediately by trained personnel. (P.P.E. to be worn).

· Signage to be used (i.e. slippery floors). 


	Low
	
	
	
	

	9
	First Aid
	Volunteers
	· There are sufficient numbers of trained first aid personnel.

· Inform Volunteer of the procedures in place, the site of the first aid box and list of first aiders.


	Low
	
	
	
	

	10
	Biological 
	Volunteers
	· Volunteer to be made aware of potential risks (i.e. bodily fluids)

· Personal protective equipment (PPE) to be made available.

· Good occupational hygiene procedures.


	Low
	
	
	
	

	11
	Use of drinks dispenser
hot liquid scalds 
	Volunteers
	· All volunteer’s to be given appropriate training.

· Hot drinks to be served in designated areas. 

· Volunteer to be given full induction training in the use of drinks dispenser. (if applicable).

· Volunteer to be made aware of the hazards from hot surfaces/ liquids.

· Volunteer to be aware of the hazards of transporting hot liquids around the work environment (e.g. up or down stairs).


	Low
	
	
	
	

	12
	Work at height
	Volunteers
	· Information, Instruction, Training, Supervision and Monitoring.

· Where possible work at height is too be avoided.

· Training/instruction will be required to use step-stool for putting up display work.
	Low
	
	
	
	


If more hazards are identified please add more boxes 

	D. Safe Systems of Work to be outlined below by using the information in Section C once completed:

· Volunteer to be given local induction on first day (Evacuation Procedures, First Aid Procedures, Accident reporting, etc.).  Records of the Induction will be available.

· Line Manager to ensure that specific risk assessment is completed for the individual and the tasks they will be undertaking BEFORE they commence work. The findings of the assessment must be communicated to the work experience\volunteer on their first day. 

· Supervision is required at all times that there is an element of risk and the Volunteer is working on machinery.  A member of staff must be assigned the task and to oversee the Volunteer with back up procedures in case of sickness/absence.



E.  Circulation List

Please list people who have been informed of the assessment.

	NAME
	DESIGNATION
	SIGNATURE
	DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 4 
	Voluntary Work Application Form                                
	(Office Use Only)       

Applicant Number:

	Application for:
	please insert details and location of project to be undertaken 



	Voluntary Organisation

Information
	Name of Organisation:

Contact details:

Surname:                                                                                    Title:

First Name(s):    

Address

& Postcode:

Telephone:          Daytime:                                                     Evening:

E-mail:                                                             

	Project considerations / arrangements:  please provide details on the following:



	Type of work to be undertaken:

	Duration of project:

	Number of volunteers: 

Any young persons:

A young person is anyone under 18 and a child is anyone who has not yet reached the official minimum school leaving age (MSLA). Pupils                   will reach the MSLA in the school year in which they turn 16.

	What qualifications/experience do your volunteer staff have which are relevant to this project?



	Are up to date risk assessments available?  Copies will be required.

(We can provide support and guidance if required)



	Are up to date method statements available? i.e. how will you carry out the work

(We can provide support and guidance if required)



	Does the work involve work at height? If ‘yes’ please give details.



	Does the work involve disturbance of asbestos?  If ‘yes’ please give details.


	Does the work involve any demolition?  If ‘yes’ please give details.



	Does the work involve the use of chemicals?  e.g. will you use products with hazard warning labels? 

If ‘yes’ please give details:


	Has disposal of waste arrangements been considered?  If ‘yes’ please give details.


	Is safe access/egress to the site provided?



	How are you demonstrating you are taking health & safety into consideration?

The Health and Safety at Work etc. Act 1974 requires you to provide whatever information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of your employees.
Where is your health & safety competent advice obtained?

A competent person is someone with the necessary skills, knowledge and experience to manage health and safety.

e.g. using published guidance (for example on HSE’s website), past experience, formal training.



	Has site induction been considered including – fire, emergency arrangements, first aid, welfare provisions?



	Procedures for the reporting and recording of accidents and dangerous occurrences?

All accidents and dangerous occurrences must be reported to the premise manager



	What is the level of public liability insurance do you hold and who is this with?  A copy of the insurance schedule will be required. 

	Previous project work undertaken: 

Please provide details of the location and type of previous work undertaken

	Project (1): 

	Date/Duration

	Type of work undertaken:



	Project (2):

	Date/Duration

	Type of work undertaken:



	Declaration
	I declare that all the information given in any part of this application is accurate.  I understand that any false information given in this application may render an offer of voluntary work invalid and may lead to termination of employment

	Voluntary Organisation Contact

Signature:


	

	Premise Manager

Signature:

	


The purpose of the Volunteer’s Risk Assessment is to make sure the health, safety and welfare of the volunteer has been considered with respect to their age, experience, maturity and any factors mentioned in the Information about the volunteer on their Approval and Consent Form which you will have received.  This will also make sure you have complied with Regulation 19 of the Management of Health & Safety at Work Regulations 1999.





RISK ASSESSMENT


Appendix 3








Score





5


4


3


2


1





Likelihood / Probability





Very likely / Almost certain


Likely


Fairly likely / Possible


Unlikely


Very unlikely





Description





Event is expected to occur in most circumstances


Event will probably occur in most circumstances


Event could occur at some time


Event is not likely to occur in normal circumstances


Event may occur only in exceptional circumstances





Score





5


4


3


2


1





Consequence/Severity





Catastrophic / Severe / Fatality


Major injury / ill health


Moderate (over 7-day injury)


Minor injury / ill health


Insignificant / no injury





Description





Death or permanent disability to one or more persons


Hospital admission required, eg, broken arm or leg


Medical treatment required, over 7-day injury


First aid is required


Injuries not requiring first aid treatment
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