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MISSION STATEMENT

Durham University Volunteering and Outreach (DUVO) exists to provide the students of the University of Durham with the opportunity to volunteer within the local community.  It aims to equip the students outside their academic studies while also giving something back to the local community.

STATEMENT OF INTENT

DUVO is committed to providing a high level of service to its volunteers and people in the local community that it works with. Durham University Volunteering and Outreach (DUVO) values and encourages the involvement of children, young people and others who may be vulnerable, both in its own work and in the work of other organisations. Through this policy, DUVO is committed to promoting the well being and enjoyment of everyone involved with DUVO, as well as protecting their health, safety, and general welfare while in the company or care of DUVO staff or volunteers. DUVO are committed to operating in accordance with the ‘Health and Safety at Work Act 1974’ and all applicable regulation made under the Act so far as is reasonably practicable.
Employees and voluntary workers must therefore:

· Comply with safety rules, operating instructions and working procedures 

· Use protective clothing and equipment when it is required

· Report any fault or defect in equipment immediately to the appropriate person

· Report all accidents (however minor) injuries, near misses, or other potential safety hazards as soon as possible

· Not misuse anything provided in the interests of health and safety.
GENERAL STATEMENT ON UNIVERSITY POLICY

All Staff and Students involved in volunteering should also be complying with the University’s Occupational Health and Safety Policy Statement and Arrangement (OHSPSA). This policy can be viewed in full here:
Occupational Health and Safety Policy Statement and Arrangement (sharepoint.com)
The following statements are guidelines that should be used to supplement this university policy, and if a conflict in policy was to arise, staff and students should defer to this policy.

GENERAL STATEMENT ON VOLUNTEER BEHAVIOUR

· Volunteers have an obligation to take reasonable care for their own and other’s safety and to co-operate with DUVO so far as is necessary to enable them to carry out their own obligations. Volunteers can expect DUVO to take steps as far as is possible to ensure their working environment is safe and protect them from hazards. Volunteers must co-operate fully with the policies and procedures of the group to bring this about. 

· DUVO is legally bound to report and keep a record of certain work/volunteering related accidents, injuries, diseases or dangerous occurrences which arise from work/volunteering. Volunteers MUST report such incidents (whether they result in injury or not) which occur while they are volunteering, this includes incidents that affect clients OR volunteers.

· Volunteers should, to be fair to themselves and the organisation they volunteer with, try their best to maintain the agreed level of commitment, keep good time, follow the organisation/group’s policies/practices. They should be careful not to discriminate and should abide by the Equal Opportunities policy, observe Health and Safety and fire policies and procedures, maintain confidentiality, follow task/activity descriptions, undertake necessary training or ask for training if they feel they need it.
· If a volunteer does find themselves in a situation that they are not qualified to deal with they must NEVER deal with it themselves. They should take steps to remove themselves from the situation and then contact a volunteering team staff member. 
GENERAL STATEMENT ON COMMUNITY PARTNERSHIPS

· Although the implementation of policy is the responsibility of DUVO, it relies heavily upon the co-operation of its community partners.

· Community partners are expected to inform DUVO about any concerns or complaints they may have about DUVO volunteers.

· Community partners are also expected to send DUVO copies of any relevant documentation about events or incidents that involved volunteers.  
· Community Partners are also required to send a risk assessment for the volunteer role they are providing and a copy of their Public Liability insurance to the DUVO staff team before they can advertise volunteering opportunities in order to ensure safety of our volunteers.
THE ORGANISATION OF DURHAM VOLUNTEERING AND OUTREACH
THE STAFF TEAM, EXEC AND PROJECT LEADERS

The Staff team, Student Exec and Project Leaders have general responsibility to ensure that the health and safety policy is implemented.  They 
work within the following hierarchical structure:
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The responsibilities of the Volunteering Staff, Exec & Project Leaders include: 

· Familiarity with the Health and Safety Regulations.  The staff team should attend all Health and safety sessions, both on oracle and in person, advised to them by the OHSPSA Policy. 
· Familiarity with the health and safety policies and arrangements and ensuring that they are observed

· Ensure, so far as is reasonably practicable, that safe systems of work are in place

· Ensure that safety equipment and clothing is provided by the office and used by the volunteers where this is required

· Check that adequate fire fighting equipment is available and maintained on all placements
· Ensure that all volunteers are aware of their rights and responsibilities within DUVO. Direct them to contact the manager if they feel any area of Health and Safety policy is not adequately covered, for example training.

· Staff should ensure that all volunteer placements have adequate Health and Safety Policies and insurance cover.
THE ROLE OF VOLUNTEERS

· All employees and voluntary workers have a responsibility under section 7 of the Health and Safety at Work Act 1974 to co-operate in the implementation of this health and safety policy and to take reasonable care of themselves whilst on volunteer placements.
· All volunteers have the responsibility to co-operate with DUVO to achieve a healthy and safe work practice and to take reasonable care of themselves and others.

· Whenever a volunteer notices a health and safety problem which they are not completely sure they will be able to put right, they must immediately tell someone from the DUVO Staff team.
ARRANGEMENTS (SYSTEMS AND PROCEDURES)

SAFETY TRAINING

· The Volunteering Staff, Exec, Project Leaders and volunteers have access to a variety of free Health and Safety training sessions through Oracle Learning.  Various training programmes suitable for volunteers will be arranged by DUVO.
· All volunteers have access to the DUVO Handbook which lists the details of where they can access policies, and their responsibilities. All policies are also available on SharePoint and Team Kinetic
RISK ASSESSMENTS

Statement on Risk Assessments, taken from DU Occupational Health and Safety Policy Statement and Arrangement

“Risk assessments are simply a formalised means of identifying items and activities which present risks to human health and/or safety, a quantification of the scale of those risks, and a description of the means by which those risks are controlled, so that the likelihood or scale of the risks are minimised.

The University’s HSS promotes a standard approach to the assessment of risks, and various template risk assessments are available through the HSS’s intranet site, along with guidance on the approved method of risk assessment. Generally, the guidance requires a consideration of the hierarchy of control, and controls may be adopted from a variety of levels within that hierarchy. Courses on risk assessment methodology, to promote the consideration of the hierarchy of control, are included in the HSS training programme.

Significant findings identified during the risk assessment process are recorded. Risk assessments are reviewed when there are significant changes to the scope of the assessment or the hazard it controls, when accident or incident investigations suggest that it may not adequately define necessary controls, when legislation emerges or is amended, or at least annually (see Section 5.6).

It is essential that the development of the risk assessment includes the participation of those who will be completing the task and any interested parties so that they participate in the ownership of the risks and controls, and ensure that the risk assessment reflects the planned activity.”
· In accordance with this policy, risk assessments are a requirement from all student volunteers running a project or event in order to mitigate any risks that may occur.
· DUVO provide a template that is to be sent to all Volunteer Project Leaders at the start of their post, and is to be completed for their project.
· Risk Assessments will be stored in the shared drive in an appropriately named project folder.
· A separate Risk Assessment is required for each separate event that sits outside a normal project’s day to day running. This can be completed using the same template provided to project leaders, and must be sent to volunteering staff to be approved before the volunteering event can start.
WORKING WITH SPECIALIST EQUIPMENT

· DUVO will provide any necessary equipment for specialist projects, such as gardening and decorating, and ensure that they are properly maintained.

· DUVO will also provide protective equipment for all projects as needed. 

· Volunteers and organisations can always make suggestions for any new equipment (protective or otherwise) that they feel is needed and DUVO will endeavour to provide it, if it is felt to be appropriate to do so.

KEEPING OF OFFICE EQUIPMENT AND HOUSEKEEPING

· Both the Maiden Castle and Palatine centre office are cleaned by the building’s cleaning staff. They are also responsible for the emptying of office bins.
· Computers are covered by the IT Service Desk.
· A degree of common sense is assumed when using other day-to-day office equipment. If any technical office equipment is purchased, appropriate training will be sought.

INTERNAL COMMUNICATION/PARTICIPATION

· Members of DUVO will be made aware of any significant changes to the Health and Safety policy as part of their volunteer training.
· The University Health and Safety department will contact the Senior Manager of DUVO to make them aware of any legislative changes that impact upon DUVO.
MEDICAL FACILITIES AND WELFARE

· There is a First Aid box located in both the Maiden Castle and Palatine Centre office and at least one staff member in each office should be first aid trained.
· All DUVO employees and volunteers have access to the University counselling service free of charge.  There are further details about counselling services available here:

· Counselling and Mental Health Service - Durham University
MAINTENANCE OF RECORDS
INCIDENTS AND ACCIDENTS

· DUVO has ‘incident/cause for concern’ and ‘accident’ report forms.  All project leaders are informed about these in their training, and have access to them through the documents section of Team Kinetic. The Student Volunteering Coordinator and Project Leaders should make volunteers aware of the availability of these forms.

· The DUVO staff team and Project Leaders should be aware of when these forms need to be filled in (both from Health and Safety training or from Child Protection Training).  Both parties should actively encourage volunteers to complete the forms whenever appropriate.

· For internal complaints, the procedure and policy can be found on the Volunteering SharePoint page and on Team Kinetic.
PERSONAL RECORDS

· All personal records of volunteers will be kept in a locked cupboard or on password protected online documents.
· The DUVO staff team, and any volunteers who are handling personal data such as Project leaders of College Coordinators, must complete the Information Security and Data Protection training on Oracle Learning.
· Project leaders must be made aware of both the above training and DUVO’s Supplementary Data Protection Policy and have access to it through SharePoint and Team Kinetic.
· If an allegation is made against a volunteer, the allegation, the names of the members of the investigative panel and the outcome will remain on DUVO’s records. The volunteer’s name will be struck from the record one year after they have left the University of Durham.

NOTES ON SCA HEALTH AND SAFETY POLICY

· This policy should be reviewed annually and amended as is appropriate.

· If there are major changes in Health and Safety Legislation they should be incorporated into this document.

In case of Emergency, as Section C14 of the DSU H&S policy

‘24 hour services:

Police, Fire, Ambulance – 999

University Emergency Number – 43333

University Security Office - 42222

Fire Emergencies

“Fire Action” notices fixed in every room, give the instructions that must be carried out in an emergency.

Gas Emergencies

If you smell gas, telephone 43333 immediately and then evacuate the building

Suspect Packages
Do not accept any parcel, packet or envelope etc for safekeeping.
If you are suspicious about a parcel, packet or envelope telephone the security office immediately on ext. 43333. 

· Do not touch the suspect item

· Evacuate the vicinity immediately following the fire evacuation procedure as laid down in the fire safety policy document.

Other emergency

Follow the general procedure, but give as much information (location, hazard, etc. as possible on 43333, and where appropriate 9-999.’
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