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Prince’s Trust




Health & Safety Guidance for Volunteers
Overview

This guidance has been developed to provide Princes Trust volunteers with guidance on the health and safety policies and procedures of the Trust, in key risk areas, and complements volunteer training.   It and is divided into two sections.  
All volunteers are asked to read Section 1 of the guidance, which covers general health and safety information applicable to all volunteers.   Section 2 contains specific information which you may need dependent on your role.  Your Volunteer Manager will identify which parts of the guidance in Section 2 you will be required to read for your role.  You will be asked to sign and confirm that you have read the material specified.

As this is a resource for all volunteers you may feel all the elements are not relevant to your role.   We appreciate this and have endeavoured to make all the information as helpful as possible.  Further information on all guidance topics can be obtained from your Volunteer Manager
Section 1
General Information
a) Responsibilities

b) Emergency contacts

c) Accident reporting

d) Fire safety

e) First aid

f) Safeguarding young people 

Section 2 
Additional Information
a) Personal safety 
b) Use of cars on Trust business

c) Use of minibuses on Trust business

d) Safety of locations and venues

e) Planning an event

f) Using a computer

g) Lifting or carrying

Section 1 
General Information
a)
Responsibilities

Everybody at The Trust has a role to play in health and safety.  Whilst you are volunteering the Trust will ensure that you are provided with the appropriate information, supervision and training required, to enable you to complete your voluntary work safely. This includes providing suitable systems and procedures.   
(A copy of the Trusts General Statement of Health and Safety Policy is provided at appendix 1.)
As a volunteer you should take reasonable care of yourself and others while volunteering for The Trust, and follow any health and safety advice and instruction, given to you for your role.  Volunteers should co-operate with The Trust on health and safety matters, and immediately report accidents/incidents (including near misses – accidnets/incidents that may have lead to injury).  Volunteers should not intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare. 
If you do not feel confident about health and safety issues relating to your role or feel an activity has potential to harm to cause injury, you should talk to your Volunteer Manager.    

b)
Emergency 

The Trust has a crisis plan which is activated when required.  In the event of an emergency you can contact the Emergency number on 020 7543 1237 24 hours a day.  Please carry this number with you at all times when on Trust Business so we can support you if necessary. 
c)
Accident reporting

If you are unfortunate enough to have an accident/incident, whilst you are undertaking voluntary work for The Trust, you must report the details of the accident/incident to us. You should also report near misses.  Trust accident/incident report forms are available from your Volunteer Manager, and should be completed and returned to the Hub Health & Safety Manager (appendix 2).
d)
Fire

When you start volunteering in an office you should be given guidance on fire safety, and the emergency procedures to follow in the event of an evacuation of the building, (request this information if it is not given).   Information given should include:

· When the fire alarms are tested, and what they sound like.

· Location of fire exits  

· Where people should go on exiting the building.

· Whether there are any nominated Fire Marshals.

e)
First Aid

When you start volunteering in an office you should be given guidance on the first aid facilities and cover arrangements (request this information if it is not given).  You should be informed of any trained first aiders and the location details of first aid kits or rooms.  This information will also be displayed throughout the building.
f)         Safeguarding young people
The following extracts are taken from The Prince’s Trust Safeguarding and Child Protection Policy.  If you would like a full copy of this Policy or further information please contact your Volunteer Manager, or Safeguarding Advisor (appendix 1).

The Prince’s Trust believes that it is always unacceptable for a child or young person to experience abuse of any kind and recognises its responsibility to safeguard the welfare of all young people by a commitment to practice which protects them from harm.  It is not the responsibility of the Prince’s Trust to decide whether or not abuse has taken place. It is our responsibility to act if there is cause for concern, in order that the appropriate agencies can investigate and take any action necessary to protect a child or young person.

If you have any concerns that a young person has been or is being abused please contact your volunteer manager or safeguarding advisors.  You are not expected to be Child Protection experts. However, there are a number of circumstances under which you might have concerns that a child, young person or vulnerable adult has been or is being abused: 
· They may tell about abuse they have experienced 

· A third party – a parent, relative, carer, another young person, other professionals, neighbour – sharing concerns 

What to do if someone discloses an abusive act or experience 

If a child, young person or vulnerable adult confides to someone that they are being, have been or believe that they may be abused, they have placed that person in a position of trust you should: 

· Make it clear to the individual that they cannot keep secrets and that they have to pass on information if they think the young person has been, is being or may be harmed in some way 

· React calmly. Panic may frighten or silence the person 

· Tell the person they were right to tell 

· Make it clear the person themselves is not to blame 

· Take what is said seriously recognising that there may be difficulties in interpreting what is said 

· Keep questions to an absolute minimum to ensure a clear and accurate understanding of what is being said. Only ask questions if they need to clarify what they are being told –they should not ask about explicit details – it is up to Children’s Services/the Police to investigate fully 

· Make a full record of what is being said, heard and seen as soon as possible using The Trust’s reporting form 

· Do not delay in passing the information onto a line manager and/or Country/Region Safeguarding Adviser. 

Section 2  
 Additional information
a) Personal Safety 

The following extracts are taken from The Prince’s Trust Personal Safety Policy.  If you would like a full copy of this Policy or further information please contact your Volunteer Manager.  
Volunteers must abide by The Prince’s Trust Personal Safety Policy, and should take all reasonable steps to ensure that their own personal safety is not put at risk.  Volunteers should report all near misses, incidents, violent or aggressive behaviour and any concerns about personal safety that you identify or become aware of in the course of your work.  
In particular volunteers should not make home visits, or undertake client meetings in an environment where the volunteer and the client are in a lone or isolated situation (e.g., out of hours in an office with no other individuals around).  Volunteers are advised to carry a mobile phone with them, and follow any local working arrangements provided by their Volunteer Manager regarding personal safety.  
The Trust will ensure that:

· appropriate sanctions are taken in the event of violent or aggressive behaviour during any Prince’s Trust activity;

· aftercare procedures are made available a volunteer suffer from violence or aggression in the course of their work; and

· provided voluntary workers with suitable information and training to enable them to fulfil their responsibilities whilst protecting their personal safety.
b) Use of cars on Trust business

It is important that you notify your motor insurers if you are going to use your vehicle on behalf of The Trust to ensure that adequate cover is in place, you will need additional business insurance where your travel is not deemed purely as commuting.

If you claim mileage on the ‘Volunteers expenses claim form’ you will be prompted to confirm you have business insurance. In addition, The Trust member of staff responsible for you (your Volunteer Manager) must check your insurance certificate to make sure that you are correctly insured. 
c) Use of minibuses on Trust business

All Minibuses used for Trust activities must have a Small Bus Permit. These can be easily obtained from the local DETR office.  Any Minibus used or owned by The Trust must be:

· Maintained and serviced in accordance with the manufacturer’s handbook.

· Adequately insured and have a current tax disc.

· Correctly MOTd. All minibuses over one year must be tested ANNUALLY.

· Fitted with seats facing forward.

· Fitted with a Seat Restraint System (seatbelts), which comply with existing regulations (this has been law since 10th February 1997).

· Fitted with a working tachograph when travelling abroad (and used).

Any person holding a Driving Licence prior to 1st January 1997 with the full D1 entitlement may drive a minibus within the UK. However, persons who gained their licence after 1st January 1997 do NOT have an automatic right to drive a 9 – 16 seat minibus. Only if they fulfil the following conditions will they be permitted to drive a minibus:

· They have held a category B licence for at least 2 years

· The driver receives no payment or gifts in kind for driving the vehicle other than out-of-pocket expenses

· The minibus weight restrictions are met

· If over 70, medical standards are met

· The driver is over 21 (most minibus insurers request they be over 25 and line managers must speak to the appropriate minibus insurance broker to determine the conditions for insuring drivers under 25).

· Driver Awareness Training for those not required to take the Passenger Carrying Vehicle (PCV) driving test is available through MiDAS and RoSPA.
d) Safety of locations and venues

As a volunteer working with The Prince’s Trust you have a “duty of care” to ensure that any location selected by you for any Trust activity (eg meeting, social event etc) is adequate and safe for the activity being undertaken.  This means checking:

· appropriate facilities are available (sanitary, welfare and first aid provision)

· correct licences are held;
· staff provided at the venue are competent to carry out their tasks safely;
· the venue is free from potential hazards (such as trailing cables);
· fire precautions are in place (fire-fighting and alarm systems, signage, lighting, adequate escape routes, assembly points, and smoking policy) and that all attending the venue are briefed on the arrangements;
· insurance cover is in place;
· named persons take responsibility for the provision, maintenance and safe use of tools, plant and equipment being used; and
·  a named persons take responsibility for the control of any hazardous substances.

Finally, you must ensure that an adequate risk assessment has been carried out where there are any significant risks at the venue. This assessment must be completed by a competent person.  The Hub Health and Safety Manager will be able to advise you on this.

e) Planning an event

Where any activity is undertaken on behalf of The Trust, even through a third party (such activities could include a garden party, a bbq, parachute jumping or abseiling) it is imperative that they are planned in accordance with the Health and Safety Guidelines. If you are planning such an activity/event please ensure you talk to your manager or contact your Hub Health and Safety Manager for further advice and support.

f) Using a computer

There are a number of helpnotes produced by The Trust that you will find useful, these include tips on:

· How to set up your computer comfortably

· Adjusting your chair

· Taking breaks

· How to comfortably work at a laptop
g) Lifting or carrying

Those volunteering at the Trust are not expected to undertake manual handling tasks that may be detrimental to their health, safety or welfare. General information regarding manual handling is available through the Health and Safety Manager.
Appendix 1.
General Statement of Health and Safety Policy

The Prince’s Trust is committed to ensuring the health, safety and welfare of The Prince’s Trust employees, voluntary and seconded staff and anyone else who may be involved in, or affected by, The Trust’s activities.  We will use all our best endeavours to comply with our legal responsibilities and to achieve best practice in minimising health and safety risks.  The Prince’s Trust Council will take a full report on health and safety annually, through the Audit Sub-Committee. The Senior Management Team is responsible to The Prince’s Trust Council for health and safety policy and for overseeing implementation throughout The Trust. The Senior Management Team will review health and safety formally four times a year and as required.

Employees also have a statutory duty to take care of themselves and any others who may be affected by their work or acts.

The Prince’s Trust will ensure that there are suitable and sufficient resources made available to meet our obligations.  As policy makers within the organisation we will, in so far as is reasonably practicable, ensure that:

a. All managers, employees, voluntary and seconded staff within The Trust understand the contribution they must make towards controlling and managing risk. 

b. Safe places of work, plant and equipment are provided and adequately maintained.

c. Safe systems of work are identified, implemented and monitored.

d. Suitable and sufficient information, instruction and supervision is provided so that employees, voluntary and seconded staff are competent to fulfil their duties.

e. Appropriate arrangements are set in place to ensure that there is effective communication of health and safety matters.

f. All staff are aware that the National Health & Safety Team, located within Programme Quality and Safety, are the appointed Internal Advisors to The Trust on all matters of health and safety.

g. Appropriate arrangements are set in place to ensure effective co-ordination and co-operation with any partners The Trust may have in running our programmes.

h. Common issues and requirements within The Trust are addressed to a common standard

i. All Regions and Countries have a competent Health and Safety Advisor

The Prince’s Trust has the opportunity to help young people develop the appropriate skills and necessary understanding of safety management, whilst participating in our programmes and activities, to support their future careers and life in general.  We acknowledge the importance of good health and safety practices and recognise the high level of priority this must carry in relation to other objectives.

All employees, contractors and visitors are required to co-operate with The Prince’s Trust in carrying out this policy and must ensure that their own work, so far as is reasonably practicable, is carried out without risk to the Health and Safety of others and so as to co-operate with the Prince’s Trust in fulfilling the statutory duties of the Prince’s Trust.

This policy together with its associated organisational arrangements and procedures will be subjected to annual review.  The Trust will continue to develop its health and safety management systems within an environment of continuous improvement.

Martina Milburn

Chief Executive

Appendix 2.
Local health & safety contacts 
The Trust has a dedicated Health & Safety Team, who assist the Trust to manage it health and safety responsibilities.  If you have an issue regarding health, safety and welfare or require advice on a safeguarding issue please contact your Hub Health & Safety Manager.  Hub Health & Safety Managers also act as Safeguarding Advisors for the Trust.

Angie Forster - Northern Hub (NW & NW England, Scotland)

angela.forster@princes-trust.org.uk
0191 4973223

Bob Lyons – Central Hub (East & West Midlands, East of England, London & SE, Yorkshire & Humber)

bob.lyons@princes-trust.org.uk
01384 892100

Elizabeth Williams - South West Hub, (NI, Wales, SW England)

elizabeth.williams@princes-trust.org.uk
02920 437015
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