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Application to be a St Stephen’s Volunteer

Thank you for registering your interest in becoming a St Stephen’s Volunteer.

Please find enclosed your pack, which includes: an application form, guide to volunteering, role description and person specification for volunteering in the Kobler Clinic, Kobler Day Care and Medical Ward, Information Exchange and Dean St Clinic.  

Please complete the application form, ensuring you indicate the position you are applying for by ticking the relevant box. Once you have completed the application form please return it in the stamped addressed envelope provided to the address above or by email to infoex@chelwest.nhs.uk.

If you require any assistance completing the application form, please do not hesitate in contacting us and we will be happy to help you.

Once interviewed successful applicants must provide two references and receive occupational health clearance before taking up their post. For the protection and security of our patients you will be asked to produce evidence of identification, address, and status in the UK when applicable. In addition, prior to receiving an offer to volunteer in a position exempted from the Rehabilitation of Offenders Act 1974, you will be asked to sign a declaration. This means that you must declare all criminal convictions, including any of those which would otherwise be considered as “spent”. A Criminal Records Bureau Check will also be required for the role you have applied for if it involves patient contact.  All volunteers must also sign a conflict of interest declaration and a confidentiality agreement. 
We normally ask volunteers for a minimum commitment of 6 months. If your free time does not allow for this you would not fit our criteria for volunteering. If you require any assistance completing the application form, please do not hesitate in contacting us and we will be happy to help you.

Thank you and we look forward to receiving your application.

Yours faithfully

Frank Johnson

Information Exchange and Recruitment Coordinator,

VOLUNTEERING 

AT 

CHELSEA AND WESTMINSTER 

HOSPITAL NHS FOUNDATION TRUST 

 A GUIDE FOR THE ST STEPHEN’S VOLUNTEERS
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Introduction

Thank you for expressing an interest in volunteering for the St Stephen’s Volunteers at the Chelsea & Westminster Hospital. 

The help of volunteers aims to complement the work of hospital staff, and the contribution they make is greatly appreciated by both patients and staff. 

Before you apply to become a volunteer at Chelsea and Westminster Hospital NHS Foundation Trust please consider some basic questions such as:

· Do you enjoy dealing with people?

· Are you fit and well?

· Can you attend regularly, i.e. at least three consecutive hours one day every week?

· Can you contribute certain skills? What are they?

· What kind of volunteering would you enjoy, i.e. administrative role, patient contact role?

Types of volunteering

The St Stephens Volunteers (www.ststephensvolunteers.org.uk) support HIV services at the Chelsea and Westminster Hospital NHS Foundation Trust offering information, refreshment services and a listening ear to patients, their friends and relatives. 

The main areas of work are:

· The refreshment service and patient support in the Kobler Clinic, an out-patient clinic on the ground floor of the St. Stephen's Centre, which operates during clinic opening hours.

·  A refreshment service and patient support at the Dean St Outpatients Clinic, Soho operating during clinic opening hours, .
· A meeting and greeting service at the Dean, St Outpatients Clinic, Soho, operating during clinic opening hours
· The provision of a refreshment service on the Medical Ward and in the adjacent day care unit. This service operates 7 days a week in the afternoons and on some evenings. The role of the volunteer involves providing practical and emotional support for the patient. This may entail making drinks, carrying out local shopping, running errands, as well as talking and listening to patients, their partners and friends. Volunteers also support the hospital staff in the provision of care. Please remember that patients may not always be in the best of spirits or in the best of health.

· The Information Exchange, situated in the Kobler Clinic, which operates during clinic opening hours. Volunteering in the Information Exchange involves answering enquiries on all aspect of HIV and AIDS, welcoming visitors, running the discounted vitamin scheme, general office work and administrative support for the St Stephens Volunteers.

You will be assigned a specific placement and role.  However, from time to time we may ask you to help with different one-off activities, such as helping on the open day, or during a special event and we do ask all our volunteers to be flexible with their roles. 

Volunteering vs Work Experience

If you are hoping to apply for medicine and would enjoy gaining some experience, please note that there is a difference between volunteering and work experience. 

Volunteering involves:

· A long term commitment (for example 9-12 months) of a few hours (on average 2-4hrs) per week

· Befriending patients and helping with general duties on the wards, in outpatient departments, or in administration. 

· It gives a feeling of the hospital environment and it is very much appreciated by patients and staff, but does not involve doctors/nurses shadowing. 

In the long run you will definitely learn new skills, but it will take about 2-3 months before you start to feel comfortable and skilled at what you are doing. The aim is for you to help the patients and the community, not for the hospital to train you. 

The experience will be invaluable, and you will definitely have a better understanding of hospital life, but it requires commitment and patience. 

Work experience involves:

· A short term commitment (for example for a week or a month during term holidays) of more hours per week (es.16-20hrs). 

· It normally involves shadowing a doctor/nurse, following them around the wards and observing while they visit patients.

If you think work experience, rather than volunteering, is what you are interested in please do not fill in the application form.  Instead contact the hospital Volunteer & Work Experience Manager on 0208 846 6864.

Commitment

The amount of time you are willing to give depends upon your individual circumstances. However, regular commitment, reliability and punctuality are very much appreciated. You are advised not to take on too much to begin with. You can increase your time in due course. 

Patients and staff at Chelsea and Westminster Hospital NHS Foundation Trust prefer volunteers who are willing to take on a few hours per week for a long period of time, rather than many hours per week for a short period of time.  

The average commitment is of 3-4 consecutive hours one morning, afternoon, or evening per week for 9 to 12 months. Some placements may require a commitment of a whole day per week.  Please note that ward volunteers evening shifts begin at 6.30pm and end at 8.00pm approximately.

General Requirements

For the protection and security of our patients, in order to be considered for a placement as a volunteer you will be asked to undergo some security checks.  First of all, you will be asked to complete an application form.  

Short-listed applicants will be asked to complete other security forms, (including a Criminal Record Bureau form for positions involving patient contact) and to come to an interview with the St Stephen’s Volunteers in charge of recruitment. In order to be accepted as a volunteer you will also be required to provide two character references. In order to start successful candidates will need to have all paperwork completed, including the two references. 

On average it takes about 2 to 3 months to complete all the security checks.  It is up to the applicant to ensure that the Information Exchange receives all the necessary documents as quickly as possible in order to ensure that their application is processed in a timely manner. 

Occupational Health

The completion of an Occupational Health Questionnaire and Vaccination Form by all volunteers prior to commencing their placement is mandatory.  This is so that the Occupational Health department can decide whether the person is fit or unfit for the post. Applicants may need to go for an interview in order to address any concerns about their health. In order to start, successful candidates will need to have a full Occupational Health Clearance.

Security Checks

For the protection and security of our patients, in order to be considered for a placement as a volunteer you will be asked to produce evidence of identification, address, and status in the UK when applicable. In addition, prior to receiving an offer to volunteer in a position exempted from the Rehabilitation of Offenders Act 1974, you will be asked to sign a declaration. You may also be subjected to a Criminal Record Bureau check.

Equal Opportunities

Chelsea and Westminster Hospital is committed to Equal Opportunities in Volunteering and, as part of this policy, all applicants for voluntary roles are asked to complete a questionnaire. The information will be used only for the purposes of monitoring the policy and it will be separated from your application. The information it contains will not be used in deciding whether or not to invite you to an interview or offer you voluntary roles.  As an Equal Opportunity Organisation we aim to ensure that no voluntary role applicant or volunteer receives less favourable treatment on the grounds of age, race, colour, sex, marital status, religion, ethnic origin, nationality, disability or sexual orientation.

Confidentiality

All information about patients and members of staff is strictly confidential and volunteers must observe that confidentiality at all times. You will be asked to sign a declaration concerning this as part of your application.

Conflict of interests

Volunteers, as well as members of staff, are expected to:

· ensure that the interest of patients remains paramount at all times

· be impartial and honest in the conduct of their official business

· use the public funds entrusted to them to the best advantage of the service, always ensuring value for money

· not abuse their official position for personal gain or to benefit their family or friends

· not to seek advantage or further private business or other interests in the course of their duties

You will be asked to sign a declaration concerning this as part of your application.

Insurance

Volunteers are covered for insurance purposes provided they are doing the tasks requested of them. Additional tasks should not be undertaken without consulting senior staff and the volunteer coordinator.

Expenses

At present volunteers are expected to meet their own travel expenses however lunch expenses are reimbursed for periods of volunteering of 4 hours or more.

Volunteers from Overseas

Unless they are students, people from outside the European Economic Area are not allowed to take up work, paid or unpaid (which includes volunteering) without a work permit. Please note that a visitor visa does not allow the holder to volunteer.  This visa forbids paid or unpaid employment, under which in this circumstances the Home Office would include voluntary work. 

Asylum seekers and family members are allowed to volunteer.  People who have refugee status, or who have exceptional leave to remain, and family members, are allowed to do any type of work including voluntary work. 

There are no restrictions on volunteering by people from Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden, and Switzerland.

Jobseeker’s Allowance

If you are currently entitled to and/or receiving Jobseeker’s Allowance, please be aware that you have an obligation to inform Jobcentre Plus that you are applying to be a volunteer at Chelsea and Westminster Hospital NHS Foundation Trust.

Incapacity Benefit

If you are currently on Incapacity Benefit, please be aware that you are fully entitled to volunteering and there are no hour limits on volunteering. Paragraph 17 (2) (b) of the Social Security (Incapacity for work) (General) Regulations 1995, which refers to a 16-hour limit on ‘exempt work’ such as voluntary work, was amended by Regulation 4 (3) of the Social Security (Welfare to Work) Regulations 1998. Chapter IV of The Social Security (Incapacity for work) (General) Regulations 1995 (SI 1995/311) concerns work carried out by people in receipt of incapacity-related benefits. Working would normally invalidate any claim to be incapable of work, but there is a specific exemption for voluntary work (regulation 17 (1) (b)). In addition, you should not have to resort to justifying voluntary work under the permitted work provisions. Volunteering is not work and should not be regarded as such.

Disability Living Allowance/Attendance Allowance

They are not affected by volunteering.

Severe Disablement Allowance

Volunteering does not affect SDA.

Housing benefit/Council tax benefit

Rules for these benefits do not affect volunteering. Please be aware that if you start receiving out-of-pocket expenses reimbursement you should declare it to your local housing benefit/council tax benefit office.

Who to contact

If you are interested in volunteering for the St Stephen’s Volunteers please call in and see us at the address below or contact the Information Exchange on: 
infoex@chelwest.nhs.uk
Visit our website where you can download application forms and role descriptions www.ststephensvolunteers.org.uk . Applications can be sent by email or posted to 

The Information Exchange

St Stephens Centre

369, Fulham Rd 

London 

SW10 9NH

Tel. 020 8746 5929

.

Other Volunteering Opportunities

There are other volunteering opportunities in the Trust. 

· If you are interested in volunteering for the Voluntary Services Department in this Trust, please contact Charlotte Milne Home, the Volunteer Services & Work Experience Manager on:

Tel: 020 8846 6864 

E-mail volunteering@chelwest.nhs.uk
The organisations listed below are independent charities that have volunteers on the hospital premises but do their own recruitment.  If you are interested in volunteering for any of them, please feel free to contact them directly:

· Hospital Radio (free radio entertainment for patients)

· The Friends of Chelsea and Westminster Hospital (fundraising for the hospital through ward-trolleys, patient library, fairs, etc)

· Macmillan Volunteers (cancer patients support through complementary therapies and information service)

Hospital Radio

info@radiochelseaandwestminster.org.uk
Tel. 020 8746 8423 

The Friends of Chelsea & Westminster Hospital 
Tel.020 8746 8825

The Macmillan Centre 

Tel. 020 8237 2386

Updated September 2008

PRIVATE & CONFIDENTIAL

	ST STEPHEN’S VOLUNTEER APPLICATION




Chelsea and Westminster Hospital NHS Foundation Trust welcomes applications from all sections of the community regardless of age, race, colour, sex, marital status, religion, ethnic origin, nationality, disability or sexual orientation.

Please complete this form in TYPE or BLOCK CAPITALS

Please return the completed application form by post to Frank Johnson, St Stephen’s Volunteers, The Information Exchange, St Stephen’s Centre, 369 Fulham Road, London SW10 9NH or by e-mail to (infoex@chelwest.nhs.uk) or by fax to 020-8746-5595. TEL: 020 8746 5929
Applications which have not progressed after 3 months will not be pursued.
	SURNAME:                                                                              TITLE:  Mr/Mrs/Miss/Ms 

FIRST NAMES: 

ADDRESS:

POST CODE: 

TELEPHONE (HOME):                              (MOBILE): 

E-MAIL ADDRESS: 

OCCUPATION (Present &/or Previous):


WHAT TYPE OF VOLUNTARY ROLE ARE YOU INTERESTED IN? PLEASE TICK

□           Refreshment services and patient support on the medical ward and Kobler Day care         □
□ 
Refreshment services and patient support in the Kobler Clinic                                              □

□           Information Exchange Volunteer– Information provision and administrative support             □      
□
Refreshment services and patient support in the Dean St Clinic, Soho                                 □

□ 
Reception and Waiting Area Volunteer in the Dean St Clinic, Soho                                      □
WHY DO YOU WISH TO BE A VOLUNTEER?

HAVE YOU ANY SPECIAL SKILLS/INTERESTS/HOBBIES WHICH YOU THINK WOULD BE OF HELP AS A VOLUNTEER?

CAN YOU USE A COMPUTER?    YES   NO


CAN YOU SPEAK ANY FOREIGN LANGUAGES?

YES   NO   

LANGUAGE                                                     FLUENCY

HAVE YOU ANY NURSING, ST JOHN’S, RED CROSS OR OTHER SIMILAR TRAINING?   

YES   NO

If YES, please give details, including dates and course subjects

PLEASE INDICATE IF YOU HAVE WORKED WITH:  CHILDREN, THE ELDERLY, THOSE SUFFERING FROM MENTAL HEALTH DISORDERS OR THE PHYSICALLY IMPAIRED?

HAVE YOU EVER VOLUNTEERED BEFORE?

YES
NO

If YES please complete the following section

	NAME & ADDRESS OF ORGANISATION/CHARITY
	MAIN DUTIES
	FROM
	TO
	REASON FOR LEAVING

	
	
	
	
	


EDUCATION AND QUALIFICATIONS

	GENERAL EDUCATION

	Secondary School
	Subjects passed
	Level
	Grade
	Year obtained

	
	
	
	
	


	FURTHER EDUCATION

	University/College/Institute
	Qualification/Courses
	Year obtained

	                                                                                            
	
	


PREVIOUS EMPLOYMENT

	NAME & ADDRESS OF ORGANISATION
	MAIN DUTIES
	FROM
	TO
	REASON FOR LEAVING

	
	
	
	
	


HOW MUCH TIME WOULD YOU BE PREPARED TO GIVE?

Please state the day of the week, times during the day, evening, and/or weekend that you would be regularly available. Please note that Chelsea and Westminster Hospital appreciates regular commitment (at least one morning, afternoon, or evening a week) for a minimum of 6 months.

	DAY OF THE WEEK
	MORNING 

FROM / TO
	AFTERNOON 

FROM / TO
	EVENING 

FROM / TO

	MONDAY
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	

	SATURDAY
	
	
	
	
	
	

	SUNDAY
	
	
	
	
	
	


ARE YOU ABLE TO PARTICIPATE IN WORK THAT INVOLVES MOVING ABOUT?   YES     NO

REFERENCES

Please give details of two people who we may approach if called for interview and who are able to provide references relating to your experience and suitability to this post. The referees should be your two most recent employers (including voluntary work) including your current one and must hold positions of direct responsibility relative to you (friends and family may not be submitted as referees)

	NAME: Mr/Mrs/Miss/Ms
ADDRESS:

TELEPHONE:

E-MAIL:

POSITION:
	NAME: Mr/Mrs/Miss/Ms
ADDRESS:

TELEPHONE:

E-MAIL: 

POSITION:


PLEASE GIVE DETAILS OF SOMEONE WE MAY CONTACT IN CASE OF EMERGENCY.

	NAME:

ADDRESS:

E-MAIL:


	TELEPHONE (WORK)

            (HOME)

            (MOBILE)

RELATIONSHIP TO YOU:




ARE YOU IN POSSESSION OF A CLEAN DRIVING LICENCE?     

YES    NO

ARE YOU RELATED TO A MEMBER OR OFFICER WITHIN CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST? 






YES    NO

HAVE YOU PREVIOUSLY WORKED OR VOLUNTEERED WITHIN CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST?






YES    NO

ARE YOU LEGALLLY ENTITLED TO WORK IN THE UK?  

YES    NO

REHABILITATION OF OFFENDERS ACT 1974

I confirm that to the best of my knowledge the details given are correct. I understand that the post applied for is NOT protected by the Rehabilitation of Offenders Act 1974 and that I must disclose all information about all convictions (if any) in a Court of Law, no matter when they occurred. Due to the special nature of some posts, prospective volunteers will be subjected to a Criminal Record Bureau check.

ARE YOU CURRENTLY BOUND OVER OR HAVE YOU EVER BEEN CONVICTED OF A CRIMINAL OFFENCE IN THE UK OR IN ANY OTHER COUNTRY?

YES    NO

In accordance with the 1998 Data Protection Act it is agreed that Chelsea and Westminster Hospital NHS Foundation Trust may hold and use personal information about me for placements reasons and to enable Chelsea and Westminster Hospital NHS Foundation Trust to keep in touch with me. This information can be stored in both manual and/or computer form, including the data in section 2 of the Data Protection Act 1998.

I understand that in order to be considered for a placement as a volunteer I will be asked to produce evidence of identification, address, and status in the UK when applicable.

I understand that my ID Badge is property of Chelsea and Westminster Hospital NHS Foundation Trust and when I stop volunteering I have to surrender my ID Badge to the Volunteer Liaison Manager. I understand that in accordance with Chelsea and Westminster Hospital NHS Foundation Trust policy if I do not come into Chelsea and Westminster Hospital NHS Foundation Trust to volunteer for longer than thirteen consecutive weeks I will have to re-apply in order to join the volunteers’ team again.

I declare that the information given on this form is true and complete. I understand that any false information may result in the withdrawal of any offer of voluntary role or my dismissal if accepted as a volunteer.

SIGNED                                                            DATE

Updated October 2008
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	HIV/GUM Directorate

Volunteer Role Description


Post:



St Stephen’s Volunteer  

Location:


Kobler Clinic, Medical Ward,

Kobler Day Care 

Hours:


TBA

Accountable to:

Simon Farnworth, Volunteer Manager

Responsible to:
Barry Dew, Frank Johnson, Robbie Howie, Volunteer Daily Coordinators

Key Relationships:
Patients, Charge Nurse, Nurses, Doctors, Other Volunteers, Pharmacists, Phlebotomists, Clerical Coordinator and Domestic Staff.

Role Profile:

St Stephen’s Volunteers provide a refreshment service on the Medical Ward, Kobler Daycare, Kobler Outpatients Clinic. They are there to keep patients company, talk and listen to them and their partners, relatives and friends. A friendly outgoing manner and the ability to work together as team are essential. 

Key Responsibilities
· Provide practical and emotional support to the patients

· Provide companionship and conversation to the patients

· Support the paid members of the staff in the provision of care and support for the patients.

· Support the partners, relatives and friends of patients.

· To help keep the tables and public areas tidy in the Kobler Outpatients.

· To assist NHS staff  as appropriate in compliance with this role description

In order to provide a quality and reliable service volunteers are encouraged to observe good timekeeping and show commitment to the patients and fellow volunteers. Volunteers must keep their work areas tidy and maintain high standards of hygiene. All isolation procedures must be followed. If unable to cover a shift please give as much notice as possible to the co-ordinator or team members so that cover can be provided.

ADDITIONAL INFORMATION
Prevention and Control of Healthcare Associated Infections 

It is the duty of every volunteer to comply with The Health Act (2006): Code of Practice for the Prevention and Control of Healthcare Associated Infections (also known as “The Hygiene Code”). 

Effective prevention and control of healthcare-associated infections has to be embedded into everyday practice and applied consistently by everyone. Failure to do so may result in disciplinary action. 

The hospital is a partner in the cleanyourhands campaign. It is the responsibility of every staff member to be aware of and comply with the hand hygiene policy and campaign in all patient areas, and promote the ethos of the policy and campaign to all hospital users.

Health and Safety at work 


The volunteer is required to take reasonable care for the health and safety of himself/herself and other persons who may be affected by their action or omission at work 


Co-operate with the employer in ensuring that all statutory and other requirements are complied with.

Confidentiality

The volunteer has a responsibility to comply with the Data Protect Act 1998 and maintain confidentiality of staff, patients and the trust business.

Conflict of Interest

The Trust is responsible for ensuring that the services for patients in its care meet the highest standards.  Equally, it is responsible for ensuring that staff and volunteers do not abuse their official position, gain or benefit their family or friends.

Data Protection
 If you are required to obtain, process or use information held on computer or word processor, you should do it in a fair and lawful way, ensuring accurate data is maintained.  You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose.  
 You should disclose data only to authorised persons or organisations as instructed.  Breaches of confidentiality in relation to data will result in disciplinary action which may include dismissal.  Employees and volunteers are expected to comply with all Trust data management processes and procedures.  For those posts where there is management or supervision of other staff it is the responsibility of that employee or volunteer to ensure that their staff receive appropriate data training (e.g. HISS induction, organising refresher sessions for staff when necessary). 

Equality and Diversity
Chelsea and Westminster Healthcare NHS Trust values equality and diversity in volunteering and in the services we provide.  We are committed to promoting equality and diversity in employment and volunteering and will keep under review our policies and procedures to ensure that the job related needs of all staff and volunteers working in Chelsea and Westminster Healthcare NHS Trust are recognised.

The Trust will aim to ensure that all volunteers, job applicants, employees or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership.  Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements of the role.

Patient and Public Involvement

The Trust has a statutory duty to involve service users, carers and the public in the work of the organisation. We consider that Patient and Public involvement is the responsibility of every individual volunteering or working for our Trust. All staff have a responsibility to listen to the views of patient and to contribute to service improvements based on patient feedback. You will be expected to support the Trust in this aim through your working practice or voluntary service.
· This role description may be subject to change and any changes will be discussed with the post holder prior to implementation
CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST

HIV/GUM DIRECTORATE

PERSON SPECIFICATION

fillin "input" \d ""Department:fillin "input" \d ""  
Post Title: St Stephen’s Volunteer

	
FACTORS
	
ESSENTIAL
	
DESIRABLE

	1.
Physical Requirements 


	Health Clearance from Occupational Health for the role specified.
	fillin "input" \d ""

	2.
Education/Qualification e.g. education, qualifications, Registration requirements.


	
	Good level of Education 

	3.
Previous Experience e.g. paid and unpaid relevant to the post.


	Ability to listen fillin "input" \d ""
	A basic understanding of HIV and associated diseases.fillin "input" \d ""

	4.
Skills, Knowledge, Abilities 


	Good communication and interpersonal skills.

Ability to work under pressure and flexibly as part of a team.

A good understanding and demonstration of Customer Service standards.
fillin "input" \d ""
	fillin "input" \d ""

	5.
Aptitudes, Personal, Characteristics e.g. aptitude for figures, special demands of the post.


	Maintain professional image.
Punctual

Adaptable and Flexible

Willing to learn new skills.
A non-judgemental attitude
fillin "input" \d ""
	fillin "input" \d ""


Revised November 2008
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	HIV/GUM Directorate

Volunteer Role Description


Post:



Information Exchange Volunteer  

Location:


St Stephen's Centre 

Hours:


Varied

Accountable to:

Simon Farnworth, Volunteer Manager 

Responsible to:

Information Exchange Coordinator 

Key Relationships:
Patients, Volunteers, Volunteer Manager, Charge Nurses, Pharmacists, Dieticians, HIV/GUM Consultants,





Administration staff, Clerical Coordinator, Receptionists


Role Profile:

The Information Exchange is part of the St Stephen's Volunteer service based at the Kobler Outpatients Clinic at the Chelsea and Westminster Hospital. The role of the information volunteer is to maintain the day to day operation of the Information Exchange, which provides information on all aspects of HIV and AIDS to patients and staff within the trust and to any interested party from outside the Trust. It also runs a discounted vitamin scheme. 

Key Responsibilities
1. Answering enquiries received from visitors, by telephone, e-mail, through the post, from other agencies and NHS departments using both documentary and online sources, Volunteers should be able to deal with a vast range of questions and be able to collate and present information effectively. 

2. Maintaining the supply of fact sheets to the Kobler pharmacy and display units, other departments within the trust as well as distributing them to members of the public and other clinics and organisations when requested.

3. Updating and formatting factsheets when necessary during the year.    Maintaining the factsheets database and manual records. Arranging the posting of factsheets on the hospital website

4. Participating in the annual review and survey of factsheets

5. Ordering, developing and maintaining the supply of various publications displayed in the clinic.   

6. Operating the discounted vitamin scheme. This involves processing vitamin orders and dispatching them upon receipt, maintaining the vitamin records and updating the price list.

7. Performing general office duties, including answering correspondence, word processing, photocopying, filing, updating office systems, updating databases.  

8. Providing administrative assistance to the Stephen's Volunteers

9. Attending regular Information Exchange meetings

10. Maintaining local supply of stationery and stock of condoms

11. Liaising with other charities and helping with related clinic events (raffles, charity sales etc.)

12. Liaising and maintaining relations with managers, administrators, and medical staff within the hospital and with other HIV organisations when necessary
13. Providing administrative and research support for the Information Exchange Coordinator.

The Information Volunteer would be strongly encouraged to develop a basic understanding of HIV and associated issues. It is important to display a sensitive, genuine, non-judgmental approach when dealing with those affected by HIV/AIDS. An understanding of confidentiality is also paramount. Other important attributes for this position are good organisational, communication and interpersonal skills plus the ability to be self-motivated and to work individually or in a team. Initiative, logical thinking and reliability are vital to this role in which you may be asked to work with the minimum supervision, make your own decisions and prioritising tasks. A basic knowledge of Microsoft Office Suite, good written and numeric skills are important. 

Training to enhance computer and information management skills will be given where necessary. 

ADDITIONAL INFORMATION
Prevention and Control of Healthcare Associated Infections 

It is the duty of every volunteer to comply with The Health Act (2006): Code of Practice for the Prevention and Control of Healthcare Associated Infections (also known as “The Hygiene Code”). 

Effective prevention and control of healthcare-associated infections has to be embedded into everyday practice and applied consistently by everyone. Failure to do so may result in disciplinary action. 

The hospital is a partner in the cleanyourhands campaign. It is the responsibility of every staff member to be aware of and comply with the hand hygiene policy and campaign in all patient areas, and promote the ethos of the policy and campaign to all hospital users.

Health and Safety at work 

·
The volunteer is required to take reasonable care for the health and safety of himself/herself and other persons who may be affected by their action or omission at work 

·
Co-operate with the employer in ensuring that all statutory and other requirements are complied with.

Confidentiality

The volunteer has a responsibility to comply with the Data Protect Act 1998 and maintain confidentiality of staff, patients and the trust business.

Conflict of Interest

The Trust is responsible for ensuring that the services for patients in its care meet the highest standards.  Equally, it is responsible for ensuring that staff and volunteers do not abuse their official position, gain or benefit their family or friends.

Data Protection
 If you are required to obtain, process or use information held on computer or word processor, you should do it in a fair and lawful way, ensuring accurate data is maintained.  You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose.  
 You should disclose data only to authorised persons or organisations as instructed.  Breaches of confidentiality in relation to data will result in disciplinary action which may include dismissal.  Employees and volunteers are expected to comply with all Trust data management processes and procedures.  For those posts where there is management or supervision of other staff it is the responsibility of that employee or volunteer to ensure that their staff receive appropriate data training (e.g. HISS induction, organising refresher sessions for staff when necessary). 

Equality and Diversity
Chelsea and Westminster Healthcare NHS Trust values equality and diversity in volunteering and in the services we provide.  We are committed to promoting equality and diversity in employment and volunteering and will keep under review our policies and procedures to ensure that the job related needs of all staff and volunteers working in Chelsea and Westminster Healthcare NHS Trust are recognised.

The Trust will aim to ensure that all volunteers, job applicants, employees or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership.  Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements of the role.

Patient and Public Involvement

The Trust has a statutory duty to involve service users, carers and the public in the work of the organisation. We consider that Patient and Public involvement is the responsibility of every individual volunteering or working for our Trust. All staff have a responsibility to listen to the views of patient and to contribute to service improvements based on patient feedback. You will be expected to support the Trust in this aim through your working practice or voluntary service.
· This role description may be subject to change and any changes will be discussed with the post holder prior to implementation
CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST

HIV/GUM DIRECTORATE

PERSON SPECIFICATION
fillin "input" \d ""Department:fillin "input" \d "" Kobler Clinic 
Post Title: IE Coordinator

	
FACTORS
	
ESSENTIAL
	DESIRABLE

	1.Physical Requirements 


	Health Clearance from Occupational Health for the role specified.
	fillin "input" \d ""

	2. Education/Qualification e.g. education, qualifications, Registration requirements.


	
	Good level of Education 

	3. Previous Experience e.g. paid and unpaid relevant to the post.


	To be able to work with the minimum supervision, make your own decisions and be able to prioritise tasks 

A basic understanding of HIV and associated diseases 

Office and admin experiencefillin "input" \d ""
	fillin "input" \d ""

	4. Skills, Knowledge, Abilities 


	Ability to communicate well with good oral and written skills. The ability to communicate with people on sensitive subjects in a non-judgemental way.

Good organisational and interpersonal skills.

Good understanding of Microsoft Office.

Ability to work under pressure and flexibly as part of a team.

A good understanding and demonstration of Customer Service standards.
To be efficient and accurate at keeping records

A good understanding of confidentialityfillin "input" \d ""
	Understanding of the hospital environment fillin "input" \d ""

	5. Aptitudes, Personal, Characteristics e.g. aptitude for figures, special demands of the post.


	Maintain professional image.
Punctual

Adaptable and flexible 

Willing to learn new skills.
A non-judgemental attitude and ability to communicate well on sensitive subjects

fillin "input" \d ""
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	HIV/GUM Directorate

Volunteer Role Description


Post:
Reception and Waiting Area Volunteer

Location:


56, Dean, Soho, London 

Hours:



Variable

Accountable to:

Leigh Chislett – Clinic Manager

Responsible to:
TBA

Key Relationships:
Patients, Charge Nurse, Nurses, Doctors, Other Volunteers, Pharmacists, Phlebotomists, Administrative and Domestic Staff.

Role Profile: 

St Stephen’s Volunteers Reception and Waiting Area Volunteers provide a meeting and greeting service at the Dean St Outpatients Clinic. They are there to assist the receptionists maintain the smooth flow of visitors to the clinic by directing or accompanying patients and members of the public to their destination. They will also answer general questions concerning the operation of the clinic and provide assistance with the self registration and patient information touch screen terminals. A friendly outgoing manner, good customer service standards and the ability to work together as team are essential. 

Key Responsibilities:

· To meet and greet patients/public as they enter the clinic

· To direct  patients/public to other reception desks/seated waiting areas/meeting rooms/facilities/departments and offices in the building

· To accompany patients/public to other reception desks/seated waiting areas/meeting rooms/facilities/departments and offices and then bringing them back to their final destination if necessary

· To pro-actively ask patients/public waiting if they need to go to a reception desk or simply need directions to another part of the clinic

· To queue control-ensuring patients/public queue in an orderly and tidy manner

·  To provide assistance with the self registration and patient information touch screen terminals.

· To answer telephone calls and general enquiries and to follow up as appropriate e.g. provide information on services, give directions to reception desks, administrative offices, doctors

· To assist in the general upkeep of the waiting area under supervision of the NHS receptionist

· To assist NHS staff  as appropriate in compliance with this role description

In order to provide a quality and reliable service volunteers are encouraged to observe good timekeeping and show commitment to the patients and fellow volunteers. Volunteers must keep their work areas tidy and maintain high standards of hygiene. All isolation procedures must be followed when required. If unable to cover a shift please give as much notice as possible to the co-ordinator or team members so that cover can be provided.

ADDITIONAL INFORMATION
Prevention and Control of Healthcare Associated Infections 

It is the duty of every volunteer to comply with The Health Act (2006): Code of Practice for the Prevention and Control of Healthcare Associated Infections (also known as “The Hygiene Code”). 

Effective prevention and control of healthcare-associated infections has to be embedded into everyday practice and applied consistently by everyone. Failure to do so may result in disciplinary action. 

The hospital is a partner in the cleanyourhands campaign. It is the responsibility of every staff member to be aware of and comply with the hand hygiene policy and campaign in all patient areas, and promote the ethos of the policy and campaign to all hospital users.

Health and Safety at work 


The volunteer is required to take reasonable care for the health and safety of himself/herself and other persons who may be affected by their action or omission at work 


Co-operate with the employer in ensuring that all statutory and other requirements are complied with.

Confidentiality

The volunteer has a responsibility to comply with the Data Protect Act 1998 and maintain confidentiality of staff, patients and the trust business.

Conflict of Interest

The Trust is responsible for ensuring that the services for patients in its care meet the highest standards.  Equally, it is responsible for ensuring that staff and volunteers do not abuse their official position, gain or benefit their family or friends.

Data Protection
 If you are required to obtain, process or use information held on computer or word processor, you should do it in a fair and lawful way, ensuring accurate data is maintained.  You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose.  
 You should disclose data only to authorised persons or organisations as instructed.  Breaches of confidentiality in relation to data will result in disciplinary action which may include dismissal.  Employees and volunteers are expected to comply with all Trust data management processes and procedures.  For those posts where there is management or supervision of other staff it is the responsibility of that employee or volunteer to ensure that their staff receive appropriate data training (e.g. HISS induction, organising refresher sessions for staff when necessary). 

Equality and Diversity
Chelsea and Westminster Healthcare NHS Trust values equality and diversity in volunteering and in the services we provide.  We are committed to promoting equality and diversity in employment and volunteering and will keep under review our policies and procedures to ensure that the job related needs of all staff and volunteers working in Chelsea and Westminster Healthcare NHS Trust are recognised.

The Trust will aim to ensure that all volunteers, job applicants, employees or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership.  Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements of the role.

Patient and Public Involvement

The Trust has a statutory duty to involve service users, carers and the public in the work of the organisation. We consider that Patient and Public involvement is the responsibility of every individual volunteering or working for our Trust. All staff have a responsibility to listen to the views of patient and to contribute to service improvements based on patient feedback. You will be expected to support the Trust in this aim through your working practice or voluntary service.

· This role description may be subject to change and any changes will be discussed with the post holder prior to implementation
CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST

HIV/GUM DIRECTORATE

PERSON SPECIFICATION

fillin "input" \d ""Department:fillin "input" \d ""  Dean St Clinic
Post Title: St Stephen’s Volunteer

	
FACTORS
	
ESSENTIAL
	
DESIRABLE

	1.
Physical Requirements 


	Health Clearance from Occupational Health for the role specified.
	fillin "input" \d ""

	2.
Education/Qualification e.g. education, qualifications, Registration requirements.


	
	Good level of Education 

	3.
Previous Experience e.g. paid and unpaid relevant to the post.


	Ability to listen fillin "input" \d ""
	A basic understanding of HIV and sexual health issues.fillin "input" \d ""

	4.
Skills, Knowledge, Abilities 


	Good communication and interpersonal skills.

Enthusiastic and motivated

Ability to work under pressure and flexibly as part of a team.

A good understanding and demonstration of Customer Service standards.
fillin "input" \d ""
	fillin "input" \d ""

	5.
Aptitudes, Personal, Characteristics e.g. aptitude for figures, special demands of the post.


	Maintain professional image.
Punctual

Adaptable and Flexible

Willing to learn new skills.
A non-judgemental attitude
fillin "input" \d ""
	fillin "input" \d ""
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	HIV/GUM Directorate

Volunteer Role Description


Post:



St Stephen’s Volunteer – Refreshment Service  

Location:


56, Dean St, Soho, London  

Hours:


TBA

Accountable to:

Leigh Chislett – Clinic Manager

Responsible to:
Volunteer Daily Coordinators

Key Relationships:
Patients, Charge Nurse, Nurses, Doctors, Other Volunteers, Pharmacists, Phlebotomists, Clerical Coordinator and Domestic Staff.

Role Profile:

St Stephen’s Volunteers provide a refreshment service at the Dean Outpatients St Clinic. They are there to keep patients company, talk and listen to them and their partners, relatives and friends. A friendly outgoing manner and the ability to work together as team are essential. 

Key Responsibilities
· Provide companionship and conversation to the patients

· Provide practical and emotional support to the patients

· Support the paid members of the staff in the provision of care and support for the patients.

· Support the partners, relatives and friends of patients.

· To help keep the tables and public areas tidy 

· To assist NHS staff  as appropriate in compliance with this role description

In order to provide a quality and reliable service volunteers are encouraged to observe good timekeeping and show commitment to the patients and fellow volunteers. Volunteers must keep their work areas tidy and maintain high standards of hygiene. All isolation procedures must be followed when required. If unable to cover a shift please give as much notice as possible to the co-ordinator or team members so that cover can be provided.

ADDITIONAL INFORMATION
Prevention and Control of Healthcare Associated Infections 

It is the duty of every volunteer to comply with The Health Act (2006): Code of Practice for the Prevention and Control of Healthcare Associated Infections (also known as “The Hygiene Code”). 

Effective prevention and control of healthcare-associated infections has to be embedded into everyday practice and applied consistently by everyone. Failure to do so may result in disciplinary action. 

The hospital is a partner in the cleanyourhands campaign. It is the responsibility of every staff member to be aware of and comply with the hand hygiene policy and campaign in all patient areas, and promote the ethos of the policy and campaign to all hospital users.

Health and Safety at work 


The volunteer is required to take reasonable care for the health and safety of himself/herself and other persons who may be affected by their action or omission at work 


Co-operate with the employer in ensuring that all statutory and other requirements are complied with.

Confidentiality

The volunteer has a responsibility to comply with the Data Protect Act 1998 and maintain confidentiality of staff, patients and the trust business.

Conflict of Interest

The Trust is responsible for ensuring that the services for patients in its care meet the highest standards.  Equally, it is responsible for ensuring that staff and volunteers do not abuse their official position, gain or benefit their family or friends.

Data Protection
 If you are required to obtain, process or use information held on computer or word processor, you should do it in a fair and lawful way, ensuring accurate data is maintained.  You should hold data only for the specific registered purpose and not use or disclose it in any way incompatible with such a purpose.  
 You should disclose data only to authorised persons or organisations as instructed.  Breaches of confidentiality in relation to data will result in disciplinary action which may include dismissal.  Employees and volunteers are expected to comply with all Trust data management processes and procedures.  For those posts where there is management or supervision of other staff it is the responsibility of that employee or volunteer to ensure that their staff receive appropriate data training (e.g. HISS induction, organising refresher sessions for staff when necessary). 

Equality and Diversity
Chelsea and Westminster Healthcare NHS Trust values equality and diversity in volunteering and in the services we provide.  We are committed to promoting equality and diversity in employment and volunteering and will keep under review our policies and procedures to ensure that the job related needs of all staff and volunteers working in Chelsea and Westminster Healthcare NHS Trust are recognised.

The Trust will aim to ensure that all volunteers, job applicants, employees or clients are treated fairly and valued equally regardless of sex, marital status, domestic circumstances, age, race, colour, disablement, ethnic or national origin, social background or employment status, sexual orientation, religion, beliefs, HIV status, gender reassignment, political affiliation or trade union membership.  Selection for training and development and promotion will be on the basis of the individual’s ability to meet the requirements of the role.

Patient and Public Involvement

The Trust has a statutory duty to involve service users, carers and the public in the work of the organisation. We consider that Patient and Public involvement is the responsibility of every individual volunteering or working for our Trust. All staff have a responsibility to listen to the views of patient and to contribute to service improvements based on patient feedback. You will be expected to support the Trust in this aim through your working practice or voluntary service.
· This role description may be subject to change and any changes will be discussed with the post holder prior to implementation
 

CHELSEA AND WESTMINSTER HOSPITAL NHS FOUNDATION TRUST

HIV/GUM DIRECTORATE

PERSON SPECIFICATION

fillin "input" \d ""Department:fillin "input" \d ""  Dean St Clinic
Post Title: St Stephen’s Volunteer

	
FACTORS
	
ESSENTIAL
	
DESIRABLE

	1.
Physical Requirements 


	Health Clearance from Occupational Health for the role specified.
	fillin "input" \d ""

	2. Education/Qualification e.g. education, qualifications, Registration requirements.


	
	Good level of Education 

	3.
Previous Experience e.g. paid and unpaid relevant to the post.


	Ability to listen fillin "input" \d ""
	A basic understanding of HIV and  sexual health issuesfillin "input" \d ""

	4.
Skills, Knowledge, Abilities 


	Good communication and interpersonal skills.

Ability to work under pressure and flexibly as part of a team.

A good understanding and demonstration of Customer Service standards.
fillin "input" \d ""
	fillin "input" \d ""

	5.
Aptitudes, Personal, Characteristics e.g. aptitude for figures, special demands of the post.


	Maintain professional image.
Punctual

Adaptable and Flexible

Willing to learn new skills.
A non-judgemental attitude
fillin "input" \d ""
	fillin "input" \d ""


Revised November 2008

The Information Exchange,


St Stephen's Centre,


369, Fulham Rd,


London


SW10 9NH


                                   Tel: 020 8746 5929


Fax:020 8746 5595


� HYPERLINK "http://www.ststephensvolunteers.org.uk" ��www.ststephensvolunteers.org.uk�


Email: infoex@chelwest.nhs.uk














