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Introduction 

Lincolnshire has seven nationally accredited Volunteer Centres which are located 

across the seven districts of Lincolnshire and operated by Lincolnshire CVS and 

Voluntary Centre Services. 

As partner organisations within the Lincolnshire Resilience Forum (LRF) and the 

Voluntary Engagement Team (VET), we are committed to working collaboratively to 

support NHS colleagues in combatting Covid-19. 

As Volunteer Centres, we are here to support Primary Care Networks (PCNs) with 

recruiting volunteers to support with the vaccination programme and putting 

measures in place to manage and support volunteers effectively. 

We hope this pack provides the essential information required for recruiting, hosting 

and supporting volunteers as part of the vaccination programme. 
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Local points of contact in recruiting volunteers 

Your dedicated points of contact are: 

For East Lindsey, Boston, South Holland, & South Kesteven areas, contact 

Angela Dobson  

Angeladobson@lincolnshirecvs.org.uk   or 07508 950464  

 

For Lincoln, North Kesteven & West Lindsey areas, contact Steph Boyfield or 

Jane Kilby:  

Steph@voluntarycentreservices.org.uk  or 01529 308450 

Jane@voluntarycentreservices.org.uk  or 01427 613470 

 

Why involve volunteers? 

There are many great reasons why an organisation may involve volunteers in its work. It is 

worth bearing in mind that involving volunteers effectively is an investment. It takes 

willingness and resources such as the time to recruit, manage and support people, provide 

workspace and equipment, and reimburse out-of-pocket expenses, if you are able to. 

Volunteering is all about mutual goodwill. Involving volunteers is very similar to having paid 

staff but there are crucial differences; volunteers are giving their time to you through choice 

and are not bound by any contract. Therefore it is important that: 

• The organisation has clear reasons for involving volunteers 

• The roles of volunteers are clearly defined, so that paid staff do not feel undermined 

or threatened and volunteers feel secure about what they are doing 

• There is an organisational culture which values the involvement of volunteers and 

makes sure it has the resources to support them properly 

• You have something to offer volunteers, for example the chance to make a real 

difference, a great training programme, getting out in the fresh air, learning new 

skills, staying active, meeting new people, a change of direction, a sense of 

satisfaction. 

• There is clear communication as to what is expected from a volunteer in their role 

 

 

 

mailto:Angeladobson@lincolnshirecvs.org.uk
mailto:Steph@voluntarycentreservices.org.uk
mailto:Jane@voluntarycentreservices.org.uk
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Planning for involving volunteers 

Larger organisations that have paid staff tend to have a written volunteer policy and 

associated procedures – it’s a good idea to have discussed and agreed a plan for involving 

volunteers that covers principles including: 

• The reasons / ethos behind volunteer involvement 

• Information about the organisation - its mission or purpose 

• How volunteers will be recruited, and the selection process 

• How volunteers will be supported and supervised 

• How you will manage risks and protect people from harm, eg health and safety, 

insurance*, etc 

• How you will deal with any problems that may arise 

• Health and safety procedures* 

Use the Volunteer Policy Template here to adapt for your own purposes. 

 

Insurance for volunteers 
 

COVID-19 vaccination activity undertaken in NHS Trusts (by which we also mean 

Foundation Trusts), General Practice and Community Pharmacy will be covered by the state 

indemnity schemes run by NHS Resolution. These indemnity arrangements include any 

additional staff who are brought in to support delivery of the vaccination programme by 

Trusts, General Practice and Community Pharmacy, including for example, returner GPs 

and other staff returning to work via the Bring Back Staff scheme, bank staff via NHS 

Professionals, Royal Voluntary Service (RVS) volunteers coordinated centrally by NHS 

England and NHS Improvement, and locally recruited volunteers. 
Clarification of Insurance cover from NHS England  

 

Creating roles for volunteers 

By having a basic role template to work from, you will ensure that you have considered what 

you expect from your volunteers, as well as giving them the relevant information they need in 

order to give their time. Having clear expectations from both sides ensures that everyone is 

confident in what is anticipated from them. 

This role template will also help you determine the different roles you may need to recruit 

volunteers for. It will also help you give the correct information to Volunteer Centres who can 

promote the roles for you. 

See template below from a recent Vaccination Hub that involved volunteers: 

Indoor volunteer role description template 

 

 

https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
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Application and Selection 

Application and selection procedures for short term roles such as yours are usually quite 

informal. The methods you choose to assess suitability should be appropriate for the role 

and the nature of the work you want volunteers to undertake: 

• Application or registration form 

• Informal chat  

 

DBS checks  

Disclosure and Barring Service (DBS) checks may be required for certain voluntary roles 

which fit the criteria of ‘regulated activity’. 

It is unlikely that any voluntary roles as part of the vaccination programme will require DBS 

checks, providing the necessary rick assessments are in place. 

 

Risk Assessments 

It is your responsibility to assess the risk for volunteers and anyone accessing the site. 

When involving volunteers there are things to consider, such as:  

• Health and safety measures in place – especially with regard to infection control, 

suitable clothing, PPE requirements, length of shift, adequate breaks, accidents, 

slips, trips and falls, fire safety, emotional wellbeing, lone working, medical conditions 

of volunteers 

• Safeguarding and protection of volunteers and patients from harm due to 

volunteering activity 

Please refer to your own Risk Assessments. 

 

Safeguarding  

Safeguarding means protecting people's health, wellbeing and human rights, and enabling 

them to live free from harm, abuse and neglect. Please refer to your own Safeguarding 

Policies and Procedures. 

 

Record keeping 

However informal or short-term the volunteer opportunity, even if you don’t need a formal 

selection or screening process, it is wise to ask for and keep a record of: 

• The volunteer’s name and contact details 

• Details of an emergency contact 
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• Information about any health conditions or allergies which their supervisor or 

colleagues might need to know about to keep them safe whilst volunteering 

(especially around Covid) 

You may find it useful to collect statistical information on the demographic profile of your 

volunteers. Only ask for the information you need. 

Volunteer Registration Form template 

For clarification on this, or any other points you may be unsure about, please get in touch 

with your local Volunteer Centre named contact. 

 

Induction and training 

In order to carry out their role effectively, all volunteers will require some level of training. 

You might want to distinguish between the training which is obligatory and other learning 

opportunities which may be optional. For these particular roles communication is key, as 

volunteers are likely to be only be giving their time to you once for a few hours, so think of 

what they need to know to volunteer safely.  

Obligatory induction or training will cover the things that volunteers really need to know (for 

example, the aims and activities of the project/organisation, what their role involves, the 

policies and practices they will be expected to abide by). 

Optional training should offer the chance for volunteers to learn more or develop their role if 

they want to, or perhaps gain some accreditation for the work they do. Volunteer Centres 

Lincolnshire have free and comprehensive online training on topics such as safeguarding, 

that can be used. You can find more information here: 

https://lincolnshirevolunteering.org.uk/online-training/  

A checklist can be useful for briefing volunteers on the day of their volunteering, ensuring 

you have covered all essential aspects of their tasks and any health and safety 

considerations. 

Checklist for briefing volunteers 

 

Information for volunteers  

Ideally, all volunteers should receive a pack that could include: 

• Named Volunteer Coordinator/On Site contact 

• Expectations and welcome info 

• Volunteer registration form 

• Role description/s and risk assessment 

• Safeguarding Procedure 

• Timesheet if required 

• Site plan / layout 

• Accident forms and process 

• Expenses form (if applicable) 

https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
https://lincolnshirevolunteering.org.uk/online-training/
https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
https://lincolnshirevolunteering.org.uk/vaccination-volunteers-info-for-primary-care-networks/
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Reimbursement of expenses 

It is good practice to reimburse expenses incurred whilst volunteering; no-one should be out 

of pocket. If you are able to, think about what you could reimburse e.g. travel, or subsistence 

(this can be capped by an amount or radius). If you are unable to do so, make sure that your 

volunteers are aware of this before volunteering their time. 

For clarification on anything in this document you may be unsure about, please get in touch 

with your local Volunteer Centre named contact (listed at the start of this document). 


