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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 1:  Volunteer Tutors
Section 6:  Recent Legislation and Practical Implications
People working with Volunteer Tutors have a duty to be aware of legislation that is relevant to ensure Good Practice in Recruiting, Training and Supporting Volunteer Tutors.  This section covers some of those legislative areas.
Supporting Documentation follows
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Data Protection Act and Freedom of Information Act

Volunteer Tutor Managers, Administrators, Trainers and Assessors hold information about Volunteer Tutors.  Some of this will be as a paper record and information may also be held on computer. 

Under the Data Protection Act, if information is to be passed to a third party, then you must have the person’s express permission first.  It is advisable to have that permission in writing.

Under the Freedom of Information Act a person can request that all information, (including emails, rough notes) is provided about any thing at all.  Legally you have to provide this within 24 days or say why not – a reason why not would be if information requested contained personal information about a third party. 
A short discussion, backed up by a written note for volunteer Tutors when they are recruited can clarify the implications of these Acts.  An example of a notice is below:
	Data Protection Act 1998
This Act requires that we inform you that information about you is stored centrally. This information includes name, address, the date you were trained, date of Criminal Record Bureau check, and the date you were accredited.

We, [name of organisation], will process the data for the purposes of maintaining quality and training.  We will not disclose this information to a third party though we may disclose this data to any person or organisation if required to do so by law.

As a data subject, you have the right to ask for a copy of the data and to ask for any inaccuracies to be corrected.  To ask for a copy of this data please contact [name of contact] at: [address, phone number, email]



Criminal Records Bureau

As from the 1st of July 2004, all people who work with vulnerable adults whether in a paid or volunteer capacity will be required to have a police check at an enhanced level.

This means that ALL volunteer and paid Tutors of the CDSMC are required to go through this process before they can deliver a course or have direct contact with course participants. This applies even if they are just coming to co-deliver a session or to help out.

These checks can only be requested once it has been decided that a person is to be offered the position of volunteer Tutor. At present the process is taking about six weeks, although this should come down to about 3-4 weeks.

The process will broadly be.

1. Initial selection of volunteer
2. Interview of volunteer

3. If selected a letter conditionally offering them a place will be sent out along with a character enquiry form and information on how to go through disclosure
4. Once this is completed and is satisfactory then the person may begin delivery of courses
A character enquiry form is a request for information regarding any previous offences prior to the information being received from the disclosure services.

Please note none of this prevents a perspective volunteer from attending a six-week course as a participant.

The Disclosure Procedure
A volunteer manager should make arrangements for the volunteers to obtain a police check through the organisation that they will be volunteering for, according to the arrangements already in place for the clearing of their own staff set up by the personnel department.
These arrangements vary but the main contact is usually the personnel manager. It is important that you are fully aware of the procedure before the recruitment procedure begins

After selection at interview the volunteer is sent a conditional acceptance letter and an explanation of the disclosure service.
The disclosure process basically follows one of these two routes.

A

1. The volunteer phones the disclosure service
2. He or she is asked to provide information that relates to them personally.  When telephoning the application line, they will also be asked to provide the 11 digit Registered Body number. They will answer some questions and a part completed form will be sent out to the volunteer
3. Once the volunteer has completed the application form, they forward it to the person who asked them to apply for a Disclosure, together with any original identity documents that are requested
4. The organisation then completes the rest of the application and returns it to the Criminal Records Bureau (CRB)
5. The results of the searches are then sent to the reistered body and the volunteer in about six weeks
Or

B

1. The volunteer obtains the form directly from the Organisation that recruited them
2. The forms are completed and returned to the Organisation with proof of identity
3. The Organisation forwards the form to the CRB

4. Results are sent to the Organisation and volunteer after about 6 weeks
Documentation required includes:

· A ten-year passport

· Birth certificate

· New UK driving licence

· Marriage certificate

· Proof of address



Utility bills



Bank statements

· Details of addresses over previous 5 years
Please note that CRB checks for Volunteers are free – ie there is no cost incurred to the organisation requesting the check

Contact Details
The Disclosure Service

www.disclosure.gov.uk
The Criminal Records Bureau

www.crb.gov.uk
Criminal Records Bureau

PO Box 165

Liverpool

L69 3JD 

To obtain an application form direct from CRB call 

0870 90 90 844 
Help-line 0870 90 90 811
Disability Discrimination Act

The Disability Discrimination Act (DDA) was passed in 1995 to end the discrimination that many disabled people face. It protects disabled people in: 
· employment 

· access to goods, facilities and services 

· the management, buying or renting of land or property 

· education 
Some of it became law for employers in December 1996. Others were introduced over time. 

For service providers (e.g. businesses and organisations): 
· since December 1996 it has been unlawful to treat disabled people less favourably than other people for a reason related to their disability 

· since October 1999 they have had to make reasonable adjustments for disabled people, such as providing extra help or making changes to the way they provide their services; 
· since 2004 they have had to make reasonable adjustments to the physical features of their premises to overcome physical barriers to access. 

The DDA also allows the Government to set minimum standards to help disabled people to use public transport easily. 
For the full Act please visit:
http://www.legislation.hmso.gov.uk/acts/acts1995/1995050.htm 

For the SENDA please visit: http://www.hmso.gov.uk/acts/acts2001/20010010.htm 
Expenses, Benefits and the National Minimum Wage

Volunteer expenses

Reimbursing expenses is an important way to enable a wide range of people to volunteer in your organisation.  Organisations that do not reimburse expenses are missing out on the skills and enthusiasm of people who would like to volunteer, but are unable to do so because it would leave them out of pocket.

It is not a good idea to pay a flat rate to all your volunteers, even though it might be easier in administrative terms.  Paying more than actual out-of-pocket expenses - for example, sessional payments, honoraria or lump sums could cause your volunteers to lose their benefits, if they are claiming them, and could cause your organisation problems under the National Minimum Wage Act (see page 25). The only way to avoid such problems is to pay back exactly what each volunteer has spent in the course of volunteering. This can include a number of things, for example:

· Travel expenses, to and from the place of volunteering, or in the course of volunteering

· Lunch or other meals taken while volunteering

· Stationery used, postage costs or the cost of phone calls made from home in the course of volunteering
· Childcare or care of other dependants, while volunteering

· Protective clothing or other essential equipment.

You may wish to set a limit on how much you will reimburse for certain items. For example, you might set a limit on how much you will pay for a meal (based on what is reasonable in your area), and you may decide to pay for a meal only if the volunteer has volunteered for a certain minimum period - four hours, for example. 
It is good practice to ask your volunteers for receipts for every payment that you make. Accurate record keeping is important if the Inland Revenue or Benefits Agency have a query about what a volunteer has been paid.  While paying the exact amount that each volunteer has spent and keeping the relevant records can be time-consuming, especially in organisations with large numbers of volunteers, it is the safest way to work both for you and for your volunteers.  
Some volunteers do not want to take up expenses. This can make those volunteers who do need to claim expenses feel stigmatised. You can avoid this by making it clear that every volunteer must claim expenses. You can explain that accurate recording of expenses helps the organisation to work out how much their services really cost. (If a volunteer strongly objects to accepting their expenses, you can suggest that they return them as a donation.)
Expenses and equal opportunities

When you decide how you will pay expenses, try to make sure you are not creating unnecessary barriers. Many organisations prefer to reimburse expenses weekly or daily, and some always reimburse by cheque. This can create problems for some people on low incomes who cannot afford to wait very long for money to be reimbursed. If possible, always try to reimburse expenses on the same day and in cash - do not assume that a small amount of money for you is a small amount for someone else. In particular, asylum seekers often have very little access to cash and so find it difficult to pay for travel or go out and buy a sandwich. If you are not sure which method of reimbursement would best suit people, just ask them - in some cases it may be more efficient to develop different systems for different people.

The National Minimum Wage

The National Minimum Wage Act 1998 came into force in April 1999. The act gives all employees the right to a set minimum wage. In theory, this should not affect volunteers.  However, there have been a couple of cases in which individual volunteers have been able to prove that they have a contract of employment and are therefore entitled to full employment rights, including the national minimum wage.  
The legislation behind the National Minimum Wage Act can look complex, and the safeguards organisations need to impose may seem pernickety, but there are some fairly simple steps that organisations can take to ensure that in the eyes of the law their volunteers are regarded as volunteers and not employees.

Employee or volunteer?

To prove that they are employed by an organisation, an individual would have to show that they had a contract.  This may seem fairly straightforward. Volunteers often sign agreements stating that they understand what the organisation expects of them and that they will do their best to turn up on time, follow policies and procedures etc.  However, organisations usually make it clear that the volunteer understands that this is a statement of what will happen ideally and is not legally binding. Therefore, most organisations working with volunteers would assume that their volunteers do not have a contract with them.  
What many people do not know is that a contract does not have to be a written document or even a verbal agreement.  A contract of employment is created when an individual agrees to carry out a task in return for something. So, for instance, if you agree to water your neighbour’s garden while they are on holiday in return for £10, a contract of employment has been set up. But what if your neighbour does not agree to pay you, but says that if you water their garden then they will bring you back some duty-free cigarettes? In law, a contract has still been created because you are doing something in return for being given something with an economic value (legally referred to as a ‘consideration’).
If you apply this rule to volunteers, then a contract of employment is created if the volunteer receives anything of economic value in return for volunteering, whether this is money, gift vouchers, training unrelated to their role, or boxes of chocolates. If the volunteer expects to receive the ‘consideration’ in return for their work, then a contract of employment is set up. This does not mean that volunteers cannot receive expenses and training, but that the organisation has to give them expenses and training in a way that makes it clear they are not a payment.

Paying expenses

Reimbursement of actual out-of pocket expenses is not a payment because you are reimbursing the volunteer for something that they have already spent. An expense is any cost that a volunteer has to payout that they would not have incurred if they had not been volunteering for you. This could be money spent on travel, food brought while volunteering, care costs or special equipment. To show that any money you payout as expenses is a reimbursement and not a payment, it is important that you ask for a receipt and reimburse the exact amount that the volunteer has paid. It is a good idea to keep receipts and records of money paid out in case there are any queries, so that you can prove that you have not been making payments.

It may be tempting to cut down on administration and just pay volunteers a set amount each day, but if they have not spent this amount then you are making a payment and creating a contract of employment. Organisations that make flat-rate expense payments are putting themselves at risk. In a recent case the Inland Revenue ruled that an organisation paying its volunteers a flat rate of £6 a day had in fact created a contract and the organisation was ordered to pay its volunteers the national minimum wage.  
Many organisations will worry that they will lose volunteers if they change from a system of flat-rate payments to a system where the volunteer has to provide receipts and only receives a reimbursement of what they have actually spent.  In fact, this rarely happens as long as the changes are explained to the volunteers so that they understand why they are important. It may well be worth calling a volunteer meeting or producing a factsheet to explain why you cannot make flat-rate payments any more.

It is also important to note that even before the National Minimum Wage Act came into force, paying flat- rate reimbursements to volunteers meant that volunteers on benefits were at risk of losing or having their benefits docked. It has always been best practice to pay an actual receipted reimbursement, because this safeguards volunteers. Paying a flat rate may be administratively simpler, but it has always had risks attached. The recent cases brought under the National Minimum Wage Act have highlighted that now the organisation is at risk as well as the individual.

Training

Training can also be counted as a ‘consideration’, but only if you are giving a volunteer training that is in no way relevant to their role, in return for work that they have done for you.  So, for instance, if you were to pay for all volunteer gardeners who had been with your organisation for over a month to go on a computer training course, even though your organisation does not own a computer, you would be in effect making a payment in return for work done and thus creating a contract of employment.

Any training that the volunteer needs in order to do their role is fine because that is seen as necessary training for their work and so does not count as a consideration. It does not matter whether the training is in-house or external or whether it Leads to a qualification. Training is only regarded as a consideration if it is not relevant to the volunteer’s work. Organisations should be aware that, because training has to be ‘necessary’, any training offered should be open to all volunteers carrying out that particular role. If it were only open to people who had been with the organisation a set amount of time, that would suggest that the training was not strictly necessary and would create a contractual obligation.

Rewards and honoraria

Rewards and presents for volunteers can also be problematic, if it can be shown that there is an expectation that the volunteer will receive something in return for working for you. Sadly, it is probably best to avoid giving anything with an economic value unless it truly is a one-off.  An honorarium can only be paid if it is totally unexpected and there is no precedent for it. If it can be proved that there was an expectation that the payment would be made in return for a certain piece of work, length of service, or on www.volunteering.org leaving the organisation, then the payment would not be an honorarium but a payment. It would therefore be taxable and would give the volunteer employee status.

It is best to be extremely wary about paying honoraria. As well as the possibility of creating a contract, it may cause other problems. Benefits Offices generally see honoraria as a payment and may well dock the money off an individual’s benefits. Honoraria can also be divisive as they create bad feeling among those volunteers who do not receive them.  
Instead of paying out honoraria or giving volunteers individual gifts, organisations could make sure that all volunteers are able to claim expenses for meals, travel and care costs, and that any spare money is invested in making volunteer roles more rewarding - for example, by offering more training, social activities, extra resources, tools to make the organisation more accessible, etc. It is also fine to arrange social events and group outings to say thank-you to volunteers.

If you have any queries about the National Minimum Wage or any feedback on how your organisation has coped with the changes that have needed to be made in its wake, please contact the Information Service on 0800 0283304 (Monday-Friday, 10.30-12.30, 2-4) or information@thecentre.org.uk.

Welfare benefits

People in receipt of welfare benefits can volunteer and receive out-of-pocket expenses, provided that they comply with the relevant regulations. People intending to volunteer are supposed to advise their Job Centre or Benefits Agency office of their intention before starting to volunteer.  Leaflet WK4 has details of how benefits mayor may not be affected when you volunteer.

Definition of voluntary work

All benefits rules agree that voluntary work is work for a not-for-profit organisation, or work for someone who is not a member of your family, where only reasonable expenses are paid.

Jobseekers’ Allowance (JSA)

There is no set limit to the amount of volunteering a JSA claimant can do, so long as they can prove that they are still actively seeking work, available to attend interviews, and able to start work at 48 hours’ notice. (At the time of going to press, the 48 hours availability rule was about to change to one week’s notice.) This means that as an organisation you will have to give them some flexibility to attend interviews, visit the Job Centre, and so on. If an individual is volunteering, then they are also entitled to an extra 24 hours’ notice if they have to attend an interview.  
Volunteers at residential work camps in Great Britain for up to two weeks a year, or those staffing emergency services such as lifeboats, are considered to be available for work.

Income Support

People in receipt of Income Support can do as much voluntary work as they like, as long as they do not receive any payment other than out-of-pocket expenses.

Incapacity Benefit

There is often a lot of confusion over Incapacity Benefit because there used to be a rule stating that people in receipt of the benefit could volunteer for no more than an average of 16 hours per week. This rule no longer applies - although some claimants are still being told that it does. People in receipt of Incapacity Benefit can now volunteer for as long as they want. You can also reassure volunteers who are in receipt of this benefit that starting to volunteer will not automatically trigger an investigation into their benefits claim - this happens only very rarely.  Don’t worry about the ‘therapeutic earnings’ programme this relates only to paid work and should not affect volunteers.

Disability Living Allowance

DLA is paid in acknowledgement of the fact that having a disability can make everyday life more expensive.  Volunteering will not affect whether an individual receives DLA or not.

Occasionally a volunteer will have problems convincing their benefits adviser that they are volunteering and not doing paid work. If this is the case, you should be prepared to talk to the adviser for them, and send information about what your organisation does and what the volunteer is doing for the organisation. If the volunteer continues to experience problems, then it may be worthwhile using an Expenses Record Form (available from the Centre) to record exactly what money the volunteer is receiving and to show that it is a reimbursement rather than a payment.

Informing benefits advisers

Individuals in receipt of benefits are asked to inform their benefits advisers if they take up voluntary work. It is good practice to let your volunteers know that this is the case, but it is entirely up to them whether they do tell their advisers or not. Many people prefer to keep their volunteering secret. As an organisation, you have no duty to inform the benefits office; it should be left to the individual.  Remember that if someone has not informed the benefits office that they are volunteering, they may not want their name or photograph to appear in any publicity, so always check with them first - this is good practice in any case.

See also ‘Useful Contacts and Further Information’, page 25
Insurance
You should make sure volunteers are covered by your insurance policies. Volunteers (like paid staff) may face risks of personal injury, liability for accidents, loss of property and damage to property. The legal position is often complex, but the organisation may be ultimately liable for such risks. Liability often hinges on whether or not the organisation has taken ‘reasonable care’. Even if a volunteer acts improperly or incompetently, and as a result someone is injured or property is damaged, as long as the volunteer’s work was ‘authorised’, the agency could be held liable. The volunteer could also be personally liable.

In general the agency may be held liable if it:

· failed to take sufficient care in its selection of volunteers 
· failed to assess and minimise risks 
· failed to provide training or supervision appropriate to the safe execution of tasks 
· failed to meet its obligations as an ‘occupier of premises’
Good recruitment and selection practice can provide a level of protection.  Organisations must: 
· ensure that their selection procedures succeed in recruiting volunteers suitable for the work 
· provide sufficient training to enable the volunteers to carry out the work 
· define the nature and precise limits of volunteers’ work and make sure volunteers understand them 
· adequately supervise volunteers, especially those new to the work
· guarantee a safe working environment for volunteers, in compliance with both the letter and spirit of the 1974 Health and Safety at Work etc Act.

There are a number of risks that may arise in relation to volunteers and it is important that organisations know what they are trying to achieve before arranging insurance cover.

For example, policies are available that will:

· protect the organisation against its legal liability for injury suffered by a volunteer (either employer’s liability or public liability)
· protect the organisation and volunteers against legal liability arising out of their actions (public liability or professional indemnity) 
· compensate for injury suffered in the course of volunteering (personal accident).

Employer’s liability insurance

This protects the organisation against claims by employees for injury suffered in the course of their employment.  It is important to check with your insurers where and how they provide protection for your liability to volunteers, as this can potentially be covered under the employer’s or public liability policy. It is preferable for them to be regarded as employees, as the cover is wider. If you have volunteers under the age of 18, check that they are covered.

Public liability insurance

This protects an organisation against legal liability arising from accidents that cause injury to persons or damage to property. It is important to ensure that this protection covers the organisation’s legal liability for the acts of volunteers, as well as protecting the volunteers for injury they may cause either to third parties, fellow volunteers or employees. 
If volunteers work from locations other than the organisation’s office, the organisation should ensure that its public liability policy covers claims from accidents arising at these other locations.

Professional indemnity insurance

This should be arranged by any organisation offering advice to members of the public. The cover protects the organisation against legal liability for damages payable to a client who has suffered financial or other loss as a result of wrong or inadequate advice. The policy should protect volunteers as well as the organisation.  
This type of insurance is also known as errors and omissions Insurance.

Personal accident insurance

This provides payment in the event of injury or death occurring during the course of work for the agency regardless of legal liability. Personal accident insurance is a voluntary benefit provided by an organisation. Not all organisations offer the insurance and it is not necessary to include all employees/volunteers (although you will need to explain to insurers who the cover is for).  
These policies normally provide a combination of lump sum benefits for death or permanent disablement.  
Personal accident policies may exclude cover in specified circumstances (such as while riding motorcycles), so it is worth looking for a policy with the fewest possible exclusions. Many policies will only cover persons below a specified age - usually 70 or 75 - but it is usually possible to negotiate an extension.

Motor insurance

Risks involving motor vehicles must be covered by motor insurance. All vehicle users are required by law to carry insurance that covers their liability for injury to other persons (including passengers) or to animals or damage to other vehicles or property (Road Traffic Act 1988). If the organisation owns the vehicles that are used by the volunteers, it is responsible for arranging appropriate Insurance cover. 
If a volunteer uses his or her own vehicle then they must arrange the insurance. In these circumstances the organisation must: 
· explain the insurance position to the volunteer 
· check periodically that the volunteer’s insurance is up to date 
· make sure that the volunteer has told his or her insurance company that the vehicle is being used for voluntary work (this should not require the payment of any extra premium) 
· effect a contingent motor liability insurance (see below) to protect the agency - this is usually by extension to the public liability policy.

Policies are available to protect a volunteer’s no-claim discount or excess payment under their motor insurance. It is up to the agency to decide upon the type and extent of cover that it is prepared to provide, bearing in mind that volunteers might find themselves out of pocket.

Contingent motor liability insurance

This protects the organisation against legal liability that may arise if a volunteer is involved in a road accident in the course of voluntary work, even though the organisation does not own the vehicle concerned. If, for example, a volunteer failed to tell their insurers that their vehicle was being used for voluntary work and as a result the insurers denied liability, the injured party might pursue a claim against the organisation on the grounds that the volunteer was acting on behalf of the organisation at the time of the accident.  
It is advisable to seek advice from your broker and, if necessary, the Information Service at the National Centre for Volunteering (see Contacts and Further Information, page 25) if you are unsure about your insurance position. 

Health and Safety

Most health and safety legislation refers to paid employees, but all organisations have a duty to ensure, so far as is reasonably practicable, that no one is exposed to risks to their health and safety.

Duty of care

The duty of care is a general legal duty on all individuals and organisations to avoid carelessly causing injury to persons, and has been developed by the courts over many years. This duty applies regardless of the size of the organisation, its income, or whether or not it employs paid staff.

If your organisation asks a volunteer to do a task which results in them injuring themselves or anyone else, the members of the governing body may be liable. No matter what activities your organisation is involved in, from running a major hospital trust to organising day trips to the seaside, you will have to consider the duty of care owed to your volunteers. Liability depends on establishing that the organisation failed to take reasonable care. A risk assessment (see below) will determine what level of supervision is required.

The duty of care can arise in ways that may not always be obvious - for example:

· charity walks and sponsored runs

· running fetes or fairs

· organising day trips

· selling food at a charity stall.

If an organisation fails to take adequate measures it might have to pay compensation to volunteers who are injured while in its care. Even if legal obligations cannot be established health and safety provisions are a part of general good practice in volunteer involvement. With regard to health and safety, therefore, the general principle should be to regard paid staff and volunteers in exactly the same way.

Health and safety policy

Under the Health and Safety at Work Act 1974, an employer has a duty to prepare a written health and safety policy, although employers with fewer than five employees are exempt. There are no specific requirements of the contents of a health and safety policy, but it could include such topics as the following:

· The responsibilities of management and supervisors at all levels
· The duties of employees and volunteers, including staTutory and organisational rules 
· The roles and responsibilities of staff with delegated safety duties (such as first aid)
· The roles and responsibilities of health and safety duties (such as first aid)
· Consultation with employees or volunteers on safety matters (such as safety representatives or safety committees)
· The identification of the main hazards likely to be encountered by employees or volunteers 
· The significant findings of general risk assessments 
· Any circumstances where specific risk assessments will be required (such as lone working or violence to employees or volunteers)
· All fire arrangements.

A template policy is available from the Health and Safety Executive, but it is important that individual organisations use this as a basis for drawing up a policy that is specific to their own circumstances. Involving staff and volunteers in drawing up the policy will help to ensure that it is practical and applicable on a day-to-day basis, as well as encouraging greater awareness of the issues involved. 
It is important to make the roles and responsibilities of volunteers clear from the start, so that any risks involved can be assessed and appropriate training, or other measures, can be put in place. Remember that training will need to be repeated at intervals to refresh people’s knowledge and keep them up to date with developments. (For example, first aid certificates are only valid for three years, and formal refresher training must take place for your first aiders to stay qualified. )

Risk assessment

Risk assessment is a way of identifying and controlling the hazards that exist in an organisation’s activities. Two main elements combine to form the basis of a risk assessment exercise:

1. A hazard is anything that has the potential to cause harm.  This might be something like a faulty electrical socket.  
2. Risk is the likelihood of the hazard causing harm and the degree of harm it could cause - such as an electric shock, which could Lead to a fatality.

Risk assessment involves identifying all hazards, assessing the risk and putting in place measures to control unacceptable risks. Assessing risk requires detailed knowledge of the activities and working practices normally only possessed by the people who actually do the work. For this reason, risk assessment should always involve employees and volunteers, and should not be left to people who are not involved in the work on a day-to-day basis.

Legislation

The Health and Safety at Work etc Act 1974

This sets out the basic framework for successful management of health and safety at work. It states that no one must interfere with or misuse anything that is provided in the interests of health, safety or welfare, and this duty extends to volunteers. Volunteers must exercise care when carrying out tasks and not put themselves or others at risk.  
The Act places a duty upon the employer to provide such information, instructions, training and supervision as is necessary to protect the health and safety at work of its employees. It is good practice for organisations to extend this requirement to cover volunteers.

Management of Health and Safety at Work Regulations 1992

These extend the duty of the employer to ensure that health and safety training can be easily understood - it is not enough simply to hand out health and safety policies and assume that people have read them and understood what they mean. These regulations require risk assessments to be carried out in relation to the organisation’s work and environment.

Registration of Premises

Any organisation employing staff, regardless of size or location, must register its existence with the Health and Safety Executive or the local Environmental Health Department. Organisations that involve volunteers but employ no paid staff do not normally have to register their activities with the enforcement authorities unless they are involved in dangerous activities such as putting on a fireworks display. However, groups that control or are responsible for premises and buildings have to register with the local Fire Authority.

The Health and Safety (First Aid) Regulations 1981

These require employers to ensure that there is adequate first aid provision for employees who are injured or who become ill at work. Again, an assessment of the individual workplace is the key to deciding the level of first aid provision required, as the level of risk of accidents will vary. There are, however, minimum standards for organisations with employees.

All volunteers should know who to go to in the event of an accident. There should be a trained first-aider to deal with accidents and ensure that first aid supplies are maintained. If your volunteers do a lot of work outside the office, you need to ensure that they have access to first aid.

Manual Handling Operations Regulations 1992

The guidance accompanying these regulations states that training should be given to people who carry out manual handling: for example, assisting someone to move from their car to a wheelchair. The training must be specific to the actual task rather than simply on general principles.

Health and Safety (Display Screen Equipment) Regulations 1992
These regulations apply to most workplaces and establish control on the working environment in which display equipment is used - for example, there are guidelines on eye tests, work stations and frequency of breaks.

Control of Substances Hazardous to Health Regulations 1994 (COSHH)

This covers the use and storage of chemicals, including cleaning materials. It also covers the presence in the workplace of other hazards such as dust and fumes.  
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

Reporting accidents and ill health at work helps the authorities obtain a picture of where these are occurring and enables them to investigate serious accidents. It is a legal requirement to report certain accidents, for example ones where an individual is hospitalised straight away as a result of an injury connected with a work activity. This applies equally to people who are not paid employees, as organisations have a general legal duty of care as well as duties under health and safety law; volunteers have at least the same level of protection as members of the public.

Useful contacts and further information

Volunteering England
Regent’s Wharf

8 All Saints Street

London N1 9RL

Freephone/textphone 0800 028 3304  

(10.30-12.30, 2.00-4.00 Mon-Fri)

E-mail: information@thecentre.org.uk
Website: www.volunteering.org.uk
Volunteering England
New Oxford House

16 Waterloo Street

Birmingham B2 5UG

Tel: 0845 305 6979
Volunteers’ Week

www.volunteersweek.org.uk
Welfare benefits

Volunteers and welfare benefits, expenses and tax - a

National Centre for Volunteering Information Sheet.  Information Sheets are available free of charge from www.volunteering.org.uk. or contact the Information Service on 0800 028 3304.

WK4 - Financial help if you are working or doing voluntary

work. Benefits Agency/Employment Service. Contains some additional information on Jobseekers’ Allowance. Available from the DSS website at http://www.dss.gov.uk/publications/2000/index.htm.
JSAL7 (Rev) Jobseekers’ Allowance. Voluntary work when

you’re unemployed and it needn’t affect your benefits!  Employment Service. This leaflet was being reprinted at the time of going to press.

Health and Safety

A sample health and safety policy is provided in The Health

and Safety Handbook for Voluntary and Community

Organisations, priced £12.50, published by The Directory of Social Change, 24 Stephenson Way, London NW1 2DP Tel:

020 7209 5151.

For more information about all aspects of health and safety you can call the Health and Safety Executive Information Line on 08701545500. You can also e-mail the HSE at hseinformationservices@natbrit.com, or visit the website at www.hse.gov.uk/. It also produces lots of useful publications, many of which are free of charge.

Charity and Voluntary Workers: a guide to health and safety at

work is available from the Health and Safety Executive Charities Safety Group, priced £12.00 The Food Standards Agency can be contacted on 0845 608 6089, or by e-mail at helpline@foodstandards.gsi.gov.uk.  It also has a website at www.foodstandards.gov.uk/.

Safe and Alert: good practice advice on volunteers working

with vulnerable clients is available from the National Centre for Volunteering, priced £10.00. You can order online at www.volunteering.org.uk or by phone from 020 7520 8936.

The Insurance Guide for Voluntary Organisations, price

£6.00, is available from The National Council for Voluntary Organisations (NCVO), Regent’s Wharf, 8 All Saints Street, London N1 9RL, tel: 020 7713 6161.
Managing Your Community Building (3rd Edition); A Practical

Handbook for People Running Buildings in Local

Communities is available at £19.95 from Community Matters, 8/9 Upper Street, London N1 OPQ, tel: 020 7837 7887.
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