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Welcome

Welcome to My Sight Notts. We are delighted that you have chosen to volunteer with us.  Without your support we could not possibly provide the range of services we do or make such a positive difference to so many lives.  

To help ensure you have a positive experience our Volunteering Coordinator, Anita Pashley, is here to support you from the application process to finding the right role for you.

We look forward to working alongside you and we hope it will be an enjoyable experience for you. Thank you for joining our wonderful team!
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Chief Executive
Michael Conroy
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Anita Pashley
Volunteering and My Guide Coordinator




Introduction
This is your guide to volunteering within My Sight Notts.  It includes important and useful information to help make your volunteering a safe and rewarding experience.

The Volunteer Coordinator will give you any other information that you may need.

Basic Principles
We recognise and value the benefits that volunteering can bring to the delivery and development of our services; to the local communities in which we work and to those who offer their time as volunteers.  

My Sight Notts values volunteers because they:

· Bring new and diverse experiences, skills and knowledge 
· Add a personal touch to the services we provide
· Help to build links between users of our services, the community, professional workers and My Sight Notts
· Add value and scope to the services delivered by our staff by performing supportive, complementary and enriching roles.

My Sight Notts seeks to be inclusive in involving volunteers by:

· Actively recruiting volunteers from a wide range of backgrounds 
· Actively recruiting people facing social exclusion to volunteer  
· Actively recruiting volunteers who are Sight Impaired
· Exploring and creating opportunities for users of our services to volunteer.

My Sight Notts aims to acknowledge the contributions of volunteers by providing:

· Relevant training, support and personal development opportunities
· A range of meaningful volunteering opportunities
· Celebration and acknowledgement of volunteer work 

Volunteer Statement of Purpose
My Sight Notts is strongly committed to the active involvement of volunteers, mainly through service delivery, support and administration and fundraising. Volunteers perform essential directive, supportive, complementary and enriching roles within all these activities. By encouraging people to offer voluntary help, My Sight Notts can provide opportunities for them to share their own particular skills and experiences (which are considerable) with individuals or groups.

My Sight Notts believes that through the process of volunteering, individuals grow and develop personally.  My Sight Notts will offer as many people as possible the opportunity to benefit in this way.  This includes our service users.

As an organisation committed to providing anti-discriminatory services to disadvantaged and socially excluded families, My Sight Notts will ensure that our recruitment, selection, development and use of volunteers reflects and promotes our Equalities, Diversity and Inclusion policies.

Volunteering within My Sight Notts 
My Sight Notts has always worked closely with volunteers across a broad range of activities, and we value your skills and experience.  

We encourage the involvement of volunteers in all areas of the organisation including services, fundraising, shops and marketing.

Although volunteering takes many forms, in the context of this handbook, My Sight Notts volunteers are people who make a choice to freely give their time unpaid, to undertake activities organised by My Sight Notts to add value to its services OR people making a choice to freely give their time, unpaid, to an activity that aims to benefit a service.

Volunteers must be officially recruited, checked, accepted and enrolled by the organisation in accordance with the guidelines for the role they are about to undertake.  It is important to note that as a volunteer you are not considered as, or have the status of, employees of the organisation.  The distinction between a paid employee and a volunteer is that: 

· A paid employee is any person who receives payment for their work that is not wholly expenses (e.g. child care cost, travel, meals).  They are considered as having a contract of employment with My Sight Notts and fall within the scope of the My Sight Notts’ employee policies and Employee Handbook.

· Volunteers are people who, without compensation or expectation of compensation beyond reimbursement of expenses incurred in the course of his or her volunteer duties, performs a task at the direction of and on behalf of the organisation and are not considered as paid employees but are classed as volunteers.
Our Commitment to you
We are grateful for the time, enthusiasm, skills, knowledge and diversity you bring as a volunteer.  In return we are committed to giving you the support that you need to do your volunteering.  We will:

· Give you a warm welcome and provide you with relevant induction and training including:
· An introduction to My Sight Notts
· Sighted Guide Training Level 1
· Sighted Guide Training Level 2 (for My Guide Volunteers)
· Home Visiting training and protocols
· StaySafe lone working app if appropriate
· Provide regular support and supervision and opportunities for you to give feedback.
· Pay your out-of-pocket expenses incurred whilst volunteering
· Work with you to make your volunteering experience rewarding and enjoyable
· Celebrate your achievements throughout the year 

Don’t forget you can arrange to meet or talk with your point of contact or the Volunteer Coordinator if you have any worries or concerns about your volunteering.

Your Commitment to My Sight Notts 
Your contribution as a volunteer is immensely important to us.  Your volunteering can make a real difference to people’s lives and each volunteer’s task plays an important part in helping to improve the quality of somebody’s life whether directly or indirectly. 

This is helped when you are committed to the tasks you have agreed to do, for as long as you wish to volunteer and to working within the policies and procedures summarised in this handbook and explained during induction and training.

If you undertake a voluntary role within My Sight Notts we hope you will see it as an important commitment.  It is therefore very helpful if we can know in advance if you are going to be absent. Please let your point of contact know if you are going on holiday or are unable to attend through illness or for any other reason
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My Sight Notts Code of Conduct/Boundaries 
The Code of Conduct applies to all volunteers and seeks to ensure that My Sight Notts’ expectations of its volunteers are as clear as possible.  It is intended to avoid misunderstandings and create positive and professional relationships between staff, volunteers and service users. If a volunteer does not adhere to the Code of Conduct we will look at further training and support. However, if we feel that a volunteer is not suitable we will ask them to step down. 

Volunteers must:

· Work well and diligently to support the aims and values of My Sight Notts including its Equality, Diversity and Inclusion Policy, Confidentiality Policy and Safeguarding Policy and to comply with other policies and procedures of My Sight Notts.

· Declare immediately to the Volunteer Coordinator of any convictions, cautions, reprimands or warnings or pending ones.  Details of these will only be retained if considered relevant.

· Take reasonable care of your own and others’ health and safety.

· Treat all those you come into contact with appropriate courtesy.

· Deal properly with property and money of My Sight Notts. 

· Promote and maintain the good name and reputation of My Sight Notts.


Volunteers must not:

· Abuse their position of power or responsibility in relation to other staff, volunteers, service users or other contacts of My Sight Notts.

· Solicit, or use the name or reputation of My Sight Notts to obtain any preferential treatment, benefits, gifts or money from service users or contacts of My Sight Notts for personal gain or the gain of their relatives or friends.

· Receive any preferential treatment, benefits, and personal gifts in kind or money from any service users or other person contacted at or through My Sight Notts

· Make use of the property or equipment of My Sight Notts other than for the purpose(s) for which it is intended.

· Give out personal information about service users, working staff or other volunteers and be very careful about information you disclose about yourself. For example don’t give out addresses, phone numbers, health related information, social details etc.

Values and Behaviours
My Sight Notts’ organisational values guide everything that we do. They describe the core ethics or principles which staff, volunteers and the organisation as a whole abides to.

The values are only made real by the behaviours demonstrated and the attitude and approach taken to activities. Behaviours are how we do things; how we treat others; what we say and how we say it and how we expect to be treated. 

All staff and volunteers are expected to adhere the My Sight Notts Values and Behaviours. These are:

Inclusive
· Valuing people’s differences
· Welcome everyone’s contribution
· Ensuring all our actions are inclusive
· Challenging unfairness and equality

Respect
· Being self-aware in how we behave
· Active listening
· Being mindful of the impact of our actions
· Ensuring controlled and respectful responses

Trust
· Using language that makes people feel valued and safe
· Following through with actions
· Managing expectations
· Respecting confidentiality
· Being accountable, taking ownership and responsibility

Empathy
· Dealing appropriately with challenging behaviour
· Understanding the needs of others
· Seeking, reflecting and learning from others
· Having the courage to speak up

Empowering
· Sharing skills, knowledge and experience
· Driven by the needs of those we support
· Praising and showing appreciation
· Supporting service users to be empowered
· Being innovative and creative 


Before you get started as a volunteer for My Sight Notts
[bookmark: _Toc128375206][bookmark: _Toc128381265][bookmark: _Toc136485212]
Application Forms and Interviews
You will be asked to complete a My Sight Notts volunteer application form and an Equal Opportunities Monitoring Form, the latter is optional. 

In addition you will be asked to attend an informal chat, either in person or over the telephone, where you will have an opportunity to ask questions about My Sight Notts and the work we do in more detail.  It will also provide an opportunity for you to ask questions about the volunteer role.
[bookmark: _Toc128375207][bookmark: _Toc128381266][bookmark: _Toc136485213]
References
In view of the responsible nature of the role you will be taking on and the fact that My Sight Notts works with vulnerable adults, we require all new volunteers to provide us with the names and addresses of a referee. For volunteers that are home visiting we will require two references. 

These can be previous or current employers, your school or college/university, or someone who has known you for 3 years or more who is not a relative, and can vouch for your suitability as a volunteer for My Sight Notts.
[bookmark: _Toc128375209][bookmark: _Toc128381268][bookmark: _Toc136485215]
Disclosure and Barring check
Becoming a volunteer for My Sight Notts may also require a Disclosure and Barring check. This is not a requirement for all roles – the Volunteer Coordinator will let you know if you need to complete one. There is no cost to you as a volunteer.

The process requires you to complete a Disclosure Application Form online, to provide evidence of your identity (e.g. a passport, driving licence, birth certificate, marriage certificate) and to verify your current address (e.g. utility bill, council tax bill, credit card statement).



This form is sent by the Volunteer Coordinator to the relevant DBS Disclosure office and then you receive the Disclosure. My Sight Notts will receive a digital snap shot of the certificate if it is clear, however, if there are any listed convictions, you must present this to My Sight Notts. We will assess the information on the certificate and return it to you. No copies will be made or kept by us. 

Details of your Disclosure will remain confidential and only the Volunteer Coordinator and Services Manager will have access to this. The Volunteer Coordinator will help you to complete a DBS should you require it. They will also explain the purpose of DBS which is a process that all staff within My Sight Notts have to do. My Sight Notts complies fully with the DBS Code of Practice and undertakes to treat all applicants for paid or voluntary positions fairly.  

My Sight Notts undertakes: 

· guidance and training in the relevant legislation not to discriminate unfairly against any person subject to a Disclosure on the basis of conviction or other information revealed

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  

My Sight Notts will ensure that those who are involved in assessing the relevance of a criminal conviction to a post and volunteering role have been suitably trained to identify and assess the relevance and circumstances of offences. My Sight Notts will also ensure that they have received appropriate training relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

Roles which require a DBS check include:

· My Guide / Befriending 
· Other home visiting roles
· Car driving 
· Lead Volunteers
· Any other role which may require one-to-one support with service users

My Sight Notts will make sure that: 

· an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position  
· every prospective volunteer who is subject to a DBS Disclosure is made aware of the existence of the DBS Code of Practice, a copy of which will be made available on request
· any matter revealed in a Disclosure will be discussed with the person seeking the position before withdrawing as a prospective volunteer. 

My Sight Notts wishes to assure all prospective volunteers subject to a DBS Disclosure that having a criminal record will not necessarily prevent them from volunteering with us.  This will depend on the nature of the position and the circumstances and background of the applicant’s offences.

What happens if I do have a police record?
A police record doesn’t automatically stop you volunteering.  We are concerned with offences that make people a risk to vulnerable people.  We realise that it may be embarrassing to reveal an offence that happened a long time ago but we can assure you that all information is treated confidentially. You can talk to your point of contact or the Volunteer Coordinator about anything you are uncertain about – in the strictest confidence.

You should put down all convictions or cautions, however long ago, as the DBS Disclosure will detect them.  We may need to talk to you further if something shows up.

It is vital that you are honest about prior convictions. If you fail to disclose these to us before carrying out a DBS check, we may ask you to withdraw from applying to become a volunteer. 

How long will a DBS take?
We use an online service for our DBS checks. The length of time it takes for a record to come back depends on how much research is needed – e.g. if you have moved between police areas recently or if you have a criminal history. 

Once your DBS is complete, we will receive a ‘snapshot’ of your certificate. You should receive your full copy within 10 days. 

What happens if you decide I am not suitable?
You will be told by the Volunteer Coordinator. If the decision is based on your police record you will have a copy of what we have received.  If you believe the record is incorrect you can take the matter up with the DBS. 



What happens to the snapshot?
With your permission, this is uploaded onto your confidential record on our secure database. The snapshot shows your certificate number and what checks have been carried out. 

Induction and Training
When you start to volunteer with My Sight Notts you will undergo an induction appropriate to your volunteering role as agreed with the Volunteer Coordinator.  The induction will be an opportunity for you to meet members of staff and will include finding out about My Sight Notts’ code of practice and receiving information about the project and My Sight Notts as an organisation.  Your induction will be arranged by the Volunteer Coordinator.  You will also have an opportunity to attend relevant and appropriate training to help you in your volunteering role and on-going personal development.  

Sight Loss Awareness Level 1 including an Introduction to My Sight
All volunteers are invited to attend Sight Loss Awareness Training. The level 1 course covers a wide variety of classroom based exercises to help provide some education about sight loss and the consequences it can have, as well as a practical demonstration of proper sighted guide technique and the opportunity to practice this yourself, both as a sighted volunteer and to be guided as someone with no sight. 

It also gives you some more detailed information about the work we do at My Sight Notts. 

Sight Loss Awareness Level 2
For our volunteers wishing to become My Guides, this portion of training, accompanied by the Level 1 course, is essential; we cover a range of scenarios which could happen and what course of action to take, and talk about safeguarding. This training will equip our My Guide volunteers to be able to deliver effective befriending and keep themselves and our service users safe. 

Home Visiting Volunteer Training
This training covers a range of topics including communication skills, professional boundaries, confidentiality, safeguarding responsibilities, lone working, ending a visit and reporting to My Sight Notts 





Other Training Opportunities
My Sight Notts runs additional training for some volunteer roles, such as Tech Befriending and Tele-Befriending, as well as individual induction training relating to your chosen role. We also run one off  and online training events which volunteers will be invited to attend. 

Insurance
All volunteers are covered by My Sight Notts’ Public and Personal Liability Insurance if they are engaged in agreed My Sight volunteer activity.  Your personal property is not insured within this arrangement.  

Health and Safety
My Sight Notts works towards a healthy and safe environment for all our staff, volunteers and people who use our services.  This means:

· We take care to maintain our buildings and provide safe working conditions for our staff and volunteers 
· We will not ask you to do any dangerous activities
· We ask you to let us know if you see anything dangerous on our premises, or during your volunteering activities.

We are not able to check every place you may visit in the course of your volunteering or always be present to supervise your activities.  We do ask you to take care at all times and adhere to My Sight Notts’ Health and Safety Policy which you can get from the Volunteer Coordinator.

Each of the county hubs (Mansfield, Newark and Bassetlaw) each has their own hub charter which includes a risk assessment and Health and Safety Policy. A copy of each charter is available upon request. 

Dealing with an Accident, Incident or Emergency
Please make sure you are aware of the emergency procedures for the centre/building you are volunteering in.

In the unlikely event that you experience an emergency, please give priority to ensuring your own safety and then as far as possible, the safety of others.  If the emergency is in the form of difficult or aggressive behaviour, you should assess the situation with care before attempting to intervene.  Your own safety is a priority and you should leave the scene if things seem to be out of control.  In such situations, please call the emergency services first, using 999 and report to the Volunteer Coordinator/Point of contact afterwards who will need to write an incident report. 

If there is an emergency at any of our centres or premises manned by our staff, please follow the directions of staff and managers at all times. In the case of a medical emergency and staff are on hand, please give all information you know to staff in order for them to deal with the situation promptly, and allow them to take charge of the situation, as all our staff are first aid trained.  

COVID-19 Safety Guidelines
My Sight Notts is responsible for the safety of staff, volunteers and service users and complies with government legislation regarding Covid-19 Safety Guidelines as follows:

· If you have any symptoms of Covid 19 including a high temperature, loss of taste or smell and a new continuous cough DO NOT ATTEND ANY VOLUNTEERING ACTIVITIES. Please inform us as soon as possible that you are not able to attend. If you are able to get a test to determine if you are positive with Covid or not, please do so. 
· On arriving at our centre, charity shops, social hubs or a service users’ home, please wash or sanitize your hands.
· When visiting any of our premises and hubs you will need to sign in at reception 
· We encourage the use of face masks where appropriate and there is hand gel around the building for your use. 
· If you wish to use further PPE such as disposable gloves, face shields, disposable aprons etc My Sight Notts will provide this.
· Please follow any instructions given by staff at our centre, charity shops and social hub venues throughout the county. 

We recognise that it is frustrating to follow all guidelines but please remember that it is important to do so in order to stop the spread of Covid 19. Please remember that many of our service users are clinically vulnerable and may be more susceptible to illness and infection.  

Diversity and Equal Opportunities
My Sight Notts is an organisation committed to fighting discrimination and is committed to working within an equality framework. We work with people regardless of their sex, marital status, race, colour, nationality, ethnic or national origin, religion, disability, age or sexual orientation.

This statement means: 

· You can expect to be respected as a volunteer, and treated without discrimination, whatever your background or beliefs 
· You are expected, as a volunteer, to treat people with respect and without discrimination.

You can get a full copy of My Sight Notts Equality, Diversity and Inclusion Policy from the Volunteer Coordinator.

Appropriate relationships
My Sight Notts encourages volunteers to keep relationships professional whether-it-be with staff or service users. However, we recognise that friendships and relationships can develop. If this happens we ask that you declare it to us so that we can plan ahead and continue to provide support to both volunteer and service user with a professional manner. 

The reason behind this is that socialising with service users or staff blurs the private and professional roles. It may make maintaining confidentiality difficult. Other service users and volunteers may become resentful or suspect favouritism; it can also lead to the breakdown of professional boundaries and carries with it a risk of allegations made against you. It may be that we remove you from the role and place you elsewhere. 

Confidentiality
Please feel free to tell people that you are a volunteer.  However, do remember that volunteering is a position of trust.  If you are volunteering with My Sight Notts’ service users you will learn personal information about them.
Confidentiality means keeping this information to yourself.

You may also learn information about My Sight Notts, its staff and other volunteers.  This information is also confidential and should not be shared with others, including other volunteers, staff, family, friends, outside agencies or the press.

Safeguarding
My Sight Notts is committed to the safeguarding of our staff, volunteers and service users. If you have any concerns regarding a safeguarding issue with a member of staff, volunteer or service user, whether you are volunteering or not, please speak to our Designated Safeguarding Lead. Their contact details are at the back of this booklet. 

Can I tell confidential information to anyone else?
You can always talk to your point of contact/Volunteer Coordinator if you are worried about something to do with your volunteering, particularly if you think a service user is at risk or about to harm someone else. 

Sometimes this can be difficult - for example; if a service user you are working with asks you to keep a secret and then tells you something that worries you.  It is important to let service users know that you might have to talk to your point of contact/Volunteer Coordinator about certain things.  

It is also important that you keep personal information about yourself confidential. You are welcome to swap stories and experiences but please keep information such as address, telephone number etc confidential. 

If you are unsure about confidentiality, please do talk to your point of contact/Volunteer Coordinator about it.  You can also get a full copy of My Sight Notts’ Confidentiality Policy from the Volunteer Coordinator.

Whistle blowing
If you become aware of serious bad practice, such as failure to uphold professional standards, danger to health and safety or criminal activity, we encourage you to report your concerns to the Services Manager (Emma Lucas) without fear. If this would be inappropriate, or if the disclosure is of a sufficiently serious nature, then you may raise this matter with the Chief Executive (Michael Conroy) or Chair of the Committee of Trustees. Details of how to contact them is at the back of this document.

Expenses
We don’t want you to be out-of-pocket because of money you spend on appropriate volunteering expenses.  Please carefully read the following list to see what appropriate expenses includes:

	What can be reimbursed?

· Local travel – via the cheapest available route, to and from home to the place of volunteering, and during volunteering (expense forms & My Sight Notts mileage rates will be provided).
· Meals - where volunteers provide services for more than five hours in one day they will either be offered a suitable meal or reimbursement for a meal up to the value of £4.50 
· Postage, phone calls, stationery if volunteers work from home.
· Cost of protective clothing/special equipment etc (if this is relevant to your role)
· Training if identified and appropriate to your role
· Other expenses – as agreed in advance with the Volunteer Coordinator and where reasonably, wholly and necessarily incurred during volunteering.

Please note that receipts must be provided for all expenses.


How to get claim expenses
To get your money back you must have a receipt for everything you spend. Write down what you spend in the expenses form given to you by the Volunteer Coordinator, attach all the relevant receipts and hand back to the Volunteer Coordinator who will make sure you are reimbursed.
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Volunteering Whilst on Benefit
Volunteering is a great way to improve your skills if you are looking for work. Volunteers in receipt of benefits are entitled to receive out of pocket expenses only.  Volunteers who are currently in receipt of Job Seekers Allowance, Universal Credit or other state benefits should inform Jobcentre Plus about their voluntary work.  If you require a template letter, please ask the Volunteer Coordinator to supply you with one.

If you have any doubts about whether volunteering will affect your benefit, please contact your local Benefit Office and speak with your Point of contact. 
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Smoking
[bookmark: _Toc128374459][bookmark: _Toc128375232][bookmark: _Toc128381291][bookmark: _Toc136485238]My Sight Notts is a no smoking organisation and we do not allow smoking in any of our premises or vehicles. This includes vaping and e-cigarettes.

Time Away from Volunteering
It is your responsibility to let your point of contact/Volunteer Coordinator know if you will be away from volunteering for My Sight Notts for a period of time such as holiday or sickness or for a break from volunteering for any reason.  My Sight Notts would really appreciate as much advance notice as possible to enable adequate cover to be arranged.

Resolving Problems
We want to make sure all our volunteers are treated fairly and have a positive volunteering experience.  If you have a complaint, in the first instance, please talk to your point of contact or the Volunteer Coordinator. If your complaint cannot be resolved this way, our Complaints Procedure informs you of next steps and what you can do if you feel you have been treated unfairly in any way and how we will respond.




Leaving your Volunteering Experience
If you have to finish your volunteering role for any reason it is very helpful to us if you let us know in advance so that there is as little disruption as possible to people who use our services, and to other members of the team. 

When you leave we would greatly value your feedback about your volunteering experience. Your point of contact will ask you to complete a leaving questionnaire and will also be glad to offer you feedback in a final meeting.

Useful Contacts

My Sight Head Office

26-28 Heathcoat Street, Nottingham NG1 3AA
Tel:  0115 9706806
Email: info@mysightnotts.org.uk 
Website:  www.mysightnotts.org.uk


Chief Executive 
Michael Conroy
Tel: 0115 9706806
michaelc@mysightnotts.org.uk 

Services Manager and Designated Safeguarding Lead
Emma Lucas
Tel: 0115 9706806
emmal@mysightnotts.org.uk 

Volunteer Co-ordinator
Anita Pashley
Tel: 0115 9706806.
volunteer@mysightnotts.org.uk 

Chief of the Committee of Trustees

Mrs Jacky Fisher
Any volunteers wishing to make a disclosure to the Chair of the Committee of Trustees should do so in a sealed envelope marked CONFIDENTIAL: CHAIR OF THE COMMITEE OF TRUSTEES, and send it to our Administration Manager (Michelle Spouge) who will pass it on without opening it.
michelles@mysightnotts.org.uk 
 





Please print your name in BLOCK CAPITALS, sign and date this page, to confirm you have read and agree with all details outlined. You may detach from the book and return with the application pack. 

If you return this form by email, the email will be deemed to be your signature.

Thank you


Name:..........................................................................


Signature:...................................................................


Date:............................................................................
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