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1.  INTRODUCTION  

1.1  We are committed to promoting health, reducing inequalities and delivering 
the best possible care for the population of Somerset within our given financial 
envelope. In doing so we recognise the importance within decision making of 
the involvement of patients and the public at all levels within the organisation.  

1.2  This policy aims to describe the scope of volunteering within our organisation 
and our approach to the management of volunteers and providing them with 
support to undertake this valuable role.  

 

2.  DEFINITIONS  

2.1  The Department of Health’s definition of a volunteer is:  

“Someone who commits time and energy for the benefit of others, who does 
so freely, through personal choice and without expectation of financial reward, 
except for payment of out of pocket expenses”.  

 

3.  VOLUNTEERING OPPORTUNITIES COVERED BY THIS POLICY  

3.1  Volunteering is undertaken for a wide variety of reasons often involving 
holistic personal development, reflective learning, and skills development and 
to influence our work. A wide range of volunteering opportunities to act as a 
“People Champion” are available with us and although this is not an 
exhaustive list these include:  

 Active involvement with specific projects. 

 Members of committees, panels and groups.  

 Reviewing incident or complaints. 

 Site visits with a team to measure quality of patient experience. 

 Focus groups facilitated by our Communications and Engagement team.  

 Online panels that review and inform.  

 

3.2  Attendance at external focus groups or public events is an important aspect of 
gaining patient and public feedback to inform and influence commissioning 
decisions, however attendance at these events is not considered volunteering 
as defined by this policy. 

 

3.3  Students on clinical placement and work experience students are not covered 
by this policy.  

 

4.  NHS GUIDANCE  

4.1  An estimated three million people volunteer in health and care. The time 
volunteers give every day, in a very wide range of roles, makes a valuable 
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contribution to the quality of care patients’ experience. NHS England 
produced guidance in 2017 to offer practical support and information for NHS 
providers to enable them to support the strategic ambition to grow and 
develop volunteering in the NHS. 

https://www.england.nhs.uk/publication/recruiting-and-managing-volunteers-
in-nhs-providers-a-practical-guide/. 

 

This policy adopts four principles fundamental to volunteering. These 
are:  

4.1.1  Choice  

Volunteering must be a choice freely made by each individual. Any 
encouragement to become involved in volunteering should not result in any 
form of coercion or compulsion. Freedom to volunteer implies freedom not to 
become involved.  

4.1.2  Diversity  

The opportunity to volunteer should be open to all, no matter what the 
volunteer’s background, age, race, sexual orientation, faith etc. Inclusiveness 
can build bridges, helping a diversity of people to feel usefully involved. Social 
exclusion barriers can be overcome by skills, experience, confidence and 
contacts gained while helping others. Policy makers and practitioners in all 
sectors can learn much from working with volunteers from different ethnic 
communities, age groups, and other demographic sectors, who may bring 
considerable relevant experience from their cultural and other background.  

4.1.3  Reciprocity  

Volunteers offer their contribution unwaged, but should benefit in other ways 
in return for their contribution to wider social objectives. Giving voluntary time 
and skills must be recognised as establishing a reciprocal relationship in 
which the volunteer also receives. Benefits that volunteers expect to gain 
include a sense of worthwhile achievement, useful skills experience and 
contacts, sociability and fun, and inclusion in the life of the organisation.  

4.1.4  Recognition  

Explicit recognition of the value that volunteers contribute to the organisation, 
to the community, to the social economy and to wider social objectives, is 
fundamental to a fair relationship between volunteers, organisations and 
government policy and practice.  

 

5.   PRINCIPLES 

5.1  We support and encourage the work of individual volunteers and voluntary 
organisations for the benefit of patients, carers and their relatives. However, 
volunteers are not intended to be used to substitute the work of paid staff. 
Instead they can improve and enhance the level of service we provide by 
offering their time, skills and expertise and, especially, to bring a patient 
perspective to all aspects of our work. 

https://www.england.nhs.uk/publication/recruiting-and-managing-volunteers-in-nhs-providers-a-practical-guide/
https://www.england.nhs.uk/publication/recruiting-and-managing-volunteers-in-nhs-providers-a-practical-guide/
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5.2  Volunteers do not have employee or worker status as defined by legislation. 
However, while we have no employment responsibility towards volunteers we 
recognise that they need and deserve support. Volunteers also require 
feedback and clear guidance about their role. This support will be supplied by 
the Somerset CCG Engagement Team.   

5.3  We will abide by Department of Health Guidelines as detailed in Health and 
Safety Guidance HSG (92) 15 and the Government Code of Practice 1998.  

 

6.  RECRUITMENT AND SELECTION OF PEOPLE CHAMPION VOLUNTEERS  

6.1  People Champion volunteers may be recruited either by us advertising for 
individuals to undertake volunteering roles or following contact from 
individuals wishing to volunteer.  

6.2  Consideration should be given to the breadth and method of advertising 
according to the nature of the volunteering opportunity. It may be appropriate 
to target adverts to specific sectors of the community such as those sharing a 
particular diagnosis or protected characteristics where we wish to secure 
representation.  

6.3  While there is no employment relationship between a volunteer and our 
organisation, a recruitment and selection process will be undertaken for 
volunteer roles. This will include a DBS check at the relevant level if required.   

6.4  Before a People Champion volunteer is recruited, consideration should be 
given to the following:  

 Can adequate support and supervision be provided to the volunteer?  

 What level of training will be appropriate and how will this be provided and 
by whom?  

 Is funding available to reimburse the volunteer for out of pocket 
expenses?  

 Is any specialist training required e.g. procurement panel training 

 

7.  RESPONSIBILITIES  

7.1  The Engagement Team 

The Engagement Team has overall responsibility for the recruitment and 
support of People Champion volunteers. This will include: 

 Co-ordination of application forms. 

 Ensuring DBS checks are completed (where needed). 

 Ensuring that volunteers receive the appropriate training for their role 
including completion of the induction checklist.  

 Ensuring volunteers are supported and thanked for their work.   

 

7.2 The Project Manager  
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This is the individual who is leading on the project, committee or group and 
has identified the opportunity for volunteering. It is the responsibility of the 
Project Manager to:  

 Take general responsibility for volunteer placements within their 
service/department ensuring that this policy and procedure is adhered to.  

 Decide whether the volunteer requires any clearances to undertake their 
placement and if so ensure this takes place.  

 Identify and agree a supervisor for the volunteer.  

 Identify any pre reading required before the project starts and share with 
the Engagement team.  

 

7.3 The day to day supervisor  

This is the individual whom the volunteer will have contact with as part of the 
project placement. It is the responsibility of the supervisor to:  

 Undertake a risk assessment for any volunteer placements identified 
within their service/department.  

 Be accountable for the volunteer and ensure that they are supported 
within the service/department. This will include clear management and 
reporting arrangements for the volunteer which are made known to both 
the volunteer and Service Manager.  

 Ensure that the volunteer is made aware of any of our relevant Health and 
Safety policies and procedures and that while there is no employment 
relationship with the volunteer, that their health, safety and welfare at work 
are dealt with in the same way as for employees.  

 

7.3  Other employees 

It is the responsibility of other employees to:  

 Understand the role of the volunteer within their service/department and 
recognise the benefits of their involvement.  

 Support the volunteer in their role and explain any areas where the 
volunteer may be unsure.  

 Introduce the volunteer to other employees in the service or department 
and, where appropriate to patients and/or carers.  

 Give general awareness of fire and other safety procedures within the 
area.  

 

7.4  The Volunteer 

It is the responsibilities of volunteers to:  
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 Follow the instructions or guidance given to them by the Project Manager 
of the service/department or other manager to whom they are working 
with.  

 Abide by the confidentiality agreement as part of this policy 

 Follow our policies and procedures, as appropriate for their role.  

 Ensure that they consider the health, safety and welfare of themselves 
and others as they undertake their role.  

 Undertake any training deemed necessary to their role by project 
manager, supervisor or Engagement team.  

 

8.  LIABILITY AND INSURANCE  

8.1  Public Liability Insurance  

Public Liability Insurance also known as third party insurance protects the 
organisation from claims by members of the public for death, illness, injury or 
accident caused by negligence of the organisation. The Public liability 
insurance held by us covers authorised volunteers as “a relevant person”. It 
also protects for loss or damage to property caused through the negligence of 
someone acting with the authority of the organisation. 

8.2  Car Insurance 

Volunteers who are required to use their car as part of their role must ensure 
that their insurance covers them for driving as part of a volunteer scheme. 
Insurance companies do not normally make additional charges for their cover. 
We will not pay if an additional charge is made.  This does not include travel 
to and from the site but would be applicable if providing transport to others or 
transporting our equipment.  

Prior to using their car, the volunteer will be expected to provide: a valid 
driving license and insurance document (any changes to either of the 
aforementioned should be immediately notified to the Project Manager). 
Confirmation from the insurance company that the car can be used for 
volunteer activities will also be required.  

 

9.  REIMBURSEMENT OF EXPENSES  

9.1  We will, with prior agreement on a case by case basis, reimburse volunteers 
for all reasonable out-of-pocket expenses (provided they are not being paid by 
another organisation) on completion of a claim form and receipts and in line 
with existing our agreed rates.  A schedule of reimbursement rates is 
available on our website. 

9.2  Reasonable expenses could include:  

 Travel Expenses including payment for use of own car to reflect access 
issues to venues and disability needs.  
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 Cover for carers to enable attendance at events either as direct support or 
to relieve the individual form full time support responsibilities if this is not 
already met by means of support payments from public funds.  

 

10.  TRAINING OF VOLUNTEERS  

10.1  The Engagement team will arrange all appropriate induction training for 
volunteers. The principle for volunteer training will be that any training 
available to employees will also be available to volunteers, if it is appropriate 
to the tasks they are carrying out. This training will include:  

 Our Volunteer Induction including our vision, values and behaviours. 

 Fire awareness training.  

 Confidentiality, including signing a confidentiality agreement. 

10.2  Further training specific to tasks being undertaken will be arranged for each 
individual according to need. This will usually be arranged and/or delivered by 
the project manager or a member of their team 

10.3 PEOPLE CHAMPION FORUM 

 The Engagement team will co-ordinate a People Champion Forum 2-3 times a 
year to bring volunteers together for training, development and promotion of 
volunteer activities. One of the events will be a celebratory event involving 
Directors to thank volunteers for their commitment and to acknowledge their 
achievements. 

 

11.  TERMINATION OF VOLUNTEER  ROLE.  

11.1  Volunteers who wish to terminate their involvement with us should give the 
Engagement team and Project Manager as much notice as possible before 
leaving so that alternative arrangements can be made.  

 

12.   DISCIPLINARY PROCEDURE 

12.1 The following procedures will be followed: 

Informal Meeting 

If the problem cannot be resolved informally we would follow the procedure 

below. 

Stage 1 – Formal Verbal Warning 

A formal verbal warning will be given if, despite informal discussions or 

training, the volunteer performance still does not meet acceptable standards.  

A brief note of the warning will be kept and, subject to satisfactory conduct 

and/or performance, would lapse after 6 months. 

Stage 2 – Written Warning 
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If there is no improvement in standards within the prescribed time, or if a 

further offence occurs, the volunteer will receive a letter inviting them to attend 

a further disciplinary meeting. 

A copy of the written warning will be kept on file but the warning will lapse 

after 12 months subject to satisfactory conduct and/or performance.  

Stage 3 – Final Written Warning 

If the conduct or performance still remains unsatisfactory by the stipulated 

date, or if the misconduct is sufficiently serious to warrant only one written 

warning, a final disciplinary meeting will take place.  

Final Stage – Dismissal 

If the volunteer’s conduct or performance still fails to improve or if further 

serious misconduct occurs, the final stage in the disciplinary process is 

dismissal.  

12.2 Gross Misconduct 

Where a volunteer is found guilty of gross misconduct, they are subject to 

instant dismissal without notice. 

 Examples of gross misconduct include:- 

 deliberate falsification of expenses claims 

 disclosure of confidential information (see confidentiality agreemnt) 

 convictions of a criminal offence that undermine a person’s suitability for 

volunteering 

 provision of false information relevant to a person’s volunteering position 

 consistently poor attendance on a project, without appropriate notification 

 use of abusive or offensive language or behaviour 

 bullying or harassment 

 being under the influence of alcohol or drugs 

 theft of property or misuse of equipment or materials 

 failure to abide by policies and procedures 

 failure to satisfactorily perform assigned duties 

 

13.  REVIEW AND REVISION  

13.1  This policy will remain in force until superseded by a replacement agreement 
or until either side seeks the opportunity to jointly amend or renegotiate the 
agreement.  

13.2  This policy will be jointly reviewed in consultation with existing volunteers at 
least every 3 years or as needed by changes in legislation or good practice.  

13.3  Any amendments will then be commented on by our Audit Committee prior to 
approval by our Governing Body.  
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Appendix 1 

 
 

People Champion (volunteer role) - APPLICATION 
FORM 

A People Champion is someone who is passionate about NHS services in Somerset 

meeting the needs of their community. They champion the views and experiences of 

the people around them. If you would like to be considered as a People Champion – 

please complete this application form 

Surname:………………………………………………… …………Mr/Mrs/Miss/Ms/Mx 

Forenames:  
 

Date of Birth:          /        / 

Address: 
 

 

Telephone: (Home)   (Mobile) 

Email address: 

Present Occupation: (please tick all that apply) 

Employed  Full time   Part time   

Unemployed  Retired  Student     

 
Have you any experience of voluntary work?     Yes            No       

If yes, please give details:  
 

 

 

Please tell us why you are interested in becoming a People Champion? 
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Do you represent a group/organisation or are you an individual interested in 

health?  

         Group                 Individual             

If group, please give details:  

 

 
REFEREES: 

Please give below names and addresses of two referees, who are not family 

members. 

NAME: NAME: 

 

ADDRESS: ADDRESS: 

 

 

RELATIONSHIP: RELATIONSHIP: 

TELEPHONE:  TELEPHONE:   

 
General Data Protection Regulation (GDPR) 
We will keep this information you have completed on this form on our People 

Champion database. This is kept in confidence and will not be shared with anyone 

outside our organisation. We hold this information about you so we can match you 

with People Champion volunteer opportunities. 

If you want to stop being a People Champion please tell us and we will delete your 

information from the database. Email: somccg.engagement@nhs.net   or Phone 01935 

384022. 

 
 

 

Signature of applicant: 

 

Date:   

 

 

mailto:somccg.engagement@nhs.net
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Diversity Monitoring Form 

We are committed to providing equal access to healthcare services to all members of the 

community and to ensure that its employees are representative of the local community.  To 

achieve this, gathering the following information is essential and will help us ensure that we 

deliver the most effective and appropriate healthcare.  There are some guidance notes on 

the next page. 

Responding to these questions is entirely voluntary and any information provided will 

remain anonymous. 

Please select you 
age group: 

☐ 18-24 ☐ 55-64 

☐ 25-34 ☐ 65 and over 

☐ 35-44 ☐ Prefer not to say 

☐ 45-54  

What is your 
gender? 

☐ Female 

☐ Male 

☐ Other (Please specify)  

☐ Prefer not to say 

What is your current 
status? 

☐ Single 

☐ Widow(er) 

☐ Separated 

☐ Married/Civil partnership 

☐ With partner 

☐ Divorced/dissolved 

☐ Prefer not to say 

Do you have primary 
care responsibilities 
for a friend, relative 
or neighbour over 
the age of 18 years 
old? 

☐ No 

☐ Yes – 1-19 hours a week 

☐ Yes – 20-49 hours a week 

☐ Yes – 50 or more hours a 

week 

☐ Prefer not to say 

Are you currently 
pregnant or have 
had a child in the 
last six months? 

☐ Yes 

☐ No 

☐ Not applicable 

☐ Prefer not to say 

Do you have caring 
responsibilities for a 
child under the age 
of 18? 

☐ Yes 

☐ No 

☐ Prefer not to say 

Which of the 
following best 
describes your 
sexual orientation? 

☐ Heterosexual/straight ☐ Prefer not to say 

☐ Homosexual/gay/lesbian  

☐ Bisexual  

☐ Other (Please specify):  
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The Equality Act 2010 defines a disabled person as someone who has a mental or physical 
impairment that has a substantial and long-term adverse effect on a person’s ability to carry 
out normal day-to-day activities.  This can also include long-term health conditions where 
your day-to-day activities would be impacted in the absence of medication, therapies, etc. 

Do you consider 
yourself to have a 
disability as defined by 
the Equality Act 2010? 

☐ No ☐ Yes – Activities not 

limited 

☐ Yes – Activities limited a 

little 

☐ Prefer not to say 

☐ Yes – Activities limited a 

lot 

 

Which of the following 
best describes your 
disability(ies)? 

☐ Behavioural and emotional 

 Such as Autistic Spectrum Disorder 

☐ Manual dexterity 

☐ Memory or ability to concentrate or understand 

☐ Mobility or gross motor 

☐ Perception and physical danger 

☐ Personal, self-care and continence 

☐ Progressive conditions and physical health 

Such as HIV, cancer or Multiple Sclerosis 

☐ Sight 

☐ Speech 

☐ Severe disfigurement 

☐ Other (Please 

specify): 

 

☐ Prefer not to say 

Do you have a religion 
or belief? 

☐ Buddhist 

☐ Christian 

☐ Hindu 

☐ Muslim 

☐ Jewish 

☐ Sikh 

☐ No religion or belief 

☐ Other (Please 

specify): 

 

☐ Prefer not to say 
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What is your 
first/main language? 

 

Which of these best 
describes your 
ethnicity? 

White ☐ British 

☐ Irish 

☐ Other European 

☐ Gypsy/Traveller 

☐ Other 

Asian or Asian British ☐ Bangladeshi 

☐ Chinese 

☐ Indian 

☐ Pakistani 

☐ Other 

Black or Black British ☐ African 

☐ Caribbean 

☐ Other 

Dual-heritage ☐ White and Asian 

☐ White and Black African 

☐ White and Black Caribbean 

☐ Other 

Other ☐ Arab 

☐ Other 

☐ Prefer not to say 

 

 

REHABILITATION OF OFFENDERS/DISCLOSURE & BARRING 
Applicants should note that the NHS is exempt from the provisions of Sections 4(2) of the 

Rehabilitation of Offenders Act 1974.  This means applicants are not entitled to withhold 

information about convictions which for other purposes are “spent”, under the provisions of 

the Act.  If you are accepted to be on our Patient Panel, and fail to disclose such convictions, 

this could result in your removal from the panel.  Any information given will be completely 

confidential and will be used only in determining whether involvement in a particular 

project/committee is appropriate. 

Do you have any criminal convictions?    Yes           No      
 
If yes, please give details:  

Do have a current NHS DBS check Yes           No      

If yes – please give us the reference number of your DBS check form: 

…………………………………………………………………………………………………………… 

Please return completed form to:  

Engagement Assistant, Freepost RRKL-XKSC-ACSG, Somerset CCG, Wynford House, 

Lufton Way, Yeovil, BA22 8HR or email a scanned or photographed copy to 

somccg.engagement@nhs.net.  

mailto:somccg.engagement@nhs.net
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Appendix 2 

 

People Champion 
Confidentiality Agreement 

 

I understand that the work I shall be undertaking as part of my role of 
People Champion for Somerset Clinical Commissioning Group (SCCG) 
will mean that I may be handling and have access to confidential 
information and documents which may relate to: 
 

1. Information about patients/carers e.g. records and referral letters. 
 

2. Information on our employees, voluntary workers and employees 
of other organisations which provide services to us. 

 
3. Information held on computer covered by the Data Protection Act 

1998 relating to personal and other aspects of the running of our 
organisation. 

 
4. Information regarding the commercial management of our 

business e.g. patient numbers, types and costs. 
 

I therefore give this specific undertaking that I shall treat all such 

information and documents as confidential and not disclose to any 

unauthorised persons either internal or external, knowledge I may have 

obtained in the course of my duties or from contact with other members 

of staff.  If I have concerns then I will use the Whistle Blowing Policy to 

raise them. 

I accept that if I were found guilty of a breach of confidentiality, my role 

as a People Champion would be terminated immediately. SCCG may 

also seek legal advice on any other action that should be taken. 

Signed ___________________________________ Date ______________ 

 

Print Name ___________________________________ 
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Appendix 3 

 

 

VOLUNTEER  
INDUCTION CHECKLIST 

Name of Volunteer: 

Manager completing checklist: 

 DATE  
COMPLETED  

VOLUNTEER  
SIGNATURE  

MANAGER  
SIGNATURE  

Application form received    

Confidentiality agreement signed    

DBS check completed or reference 
number recorded if applicable 

   

Induction training/orientation    

ID Badge    

Fire Awareness Training    

Diversity/Equality training    

Safeguarding training – if applicable    

Training Specific to role e.g procurement    

  
Notes 
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Appendix 4 

People Champion (volunteer) involvement 

Conditions 

 Where a volunteer is required to attend meetings or meet staff, you as the 
contact person (or where appropriate your project lead) are required to provide 
support to the volunteer involved in your project/work.  This may include meeting 
the individual in advance to provide a briefing or contacting the person directly to 
discuss how they can best be supported. 

 

 If the project requires specific training (e.g. procurement process) in order for the 
volunteer to fully take part, this will be provided by the project lead or member of 
their team. 
 

 If a volunteer is joining a working group or a regular meeting it may be difficult for 
them to speak up or give opinions, especially if all the other people in the 
meeting are staff.  It is your responsibility or the Chair’s to support the volunteer 
by inviting them to comment or asking them what they think. 
 

 If a volunteer has attended several meetings and has not spoken, please let the 
Engagement team know so we can support them to make their voice heard and 
contribute more effectively. 
 

 If you experience any problems or difficulties arising from contact with a 
volunteer please contact the Engagement team immediately so we can provide 
help and support. 
 

 You are required to send a personal thank you to the volunteer who has worked 
with you to be sent at the end of the project to thank them for their contribution. If 
you could copy this to the Engagement email address 
somccg.engagement@nhs.net this helps us capture their contribution at our 
thank you events. 
 

 If you have any queries about any aspect of  engagement or would like advice or 
guidance about involving patients or the public in your work please contact;   
Engagement Team on 01935 384002 or email somccg.engagement@nhs.net 

 

  

mailto:somccg.engagement@nhs.net
mailto:somccg.engagement@nhs.net
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Appendix 5 

Request for People Champion 
(volunteer) involvement - project matching 

Please read conditions of supporting People Champion (volunteer) involvement conditions 

before completing this form. 

Requested by (Name): 

Department:                                                

Phone number:                                        

Email: 

Type of People Champion involvement 
requested: 

e.g. attend a meeting, comment on a 
document, join a working group. 

 

 
 
 

Knowledge and/or experience required 

Patient, community representative? 

 

 

 

Details 

E.g. Frequency of meeting, day of the 
week, accessible venue? Payment of 
expenses? 

 

 

 
 
 
 

Brief descriptions of aims of 
project/work and how you would like the 
People Champion to contribute. 

Please give as much information as 
possible to help us better match your work 
to a People Champion. 

 

 
 
 
 

Training  

Will training be required and if so explain 
how will that be provided? 

 

 

 
 
 
 

Documents attached (if applicable) 
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e.g. terms of reference, project plan, 
document or patient leaflet.  Information to 
brief the People Champion about the work 
they are getting involved in. 

 

 
 
 

Date for People Champion to begin 
(required by) 
e.g. date of first meeting or if commenting 
on a document – date when feedback is 
needed by. 
 

 

Please email completed form to: 
The Engagement Team on 01935 384002 or email somccg.engagement@nhs.net 

Your request will be matched with a People Champion who is interested in your project 
and available on the days/dates requested. We cannot always guarantee to provide 
People Champions for every request. Where this is the case we can advise you on how 
to involve or include public engagement in your work. 

 

mailto:somccg.engagement@nhs.net

