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Receive enquiry about volunteering.

v

E-Mail or post the application and role descriptors to applicant.

'

Receive application; review and if acceptable enter on volunteer applicants database if not

inform applicant of reasons of non-acceptance.

!

Organise interview sessions, invite applicants and request references.

v

Applicant attends for interview, completes Self Declaration (form A), Occupational Health

questionnaire, DBS form and photograph consent form.
Volunteer Co-ordinator interviews potential volunteer

y

No — Applicant successful —> Yes
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Inform applicant reasons

why application Take photograph, forward Occupational health

unsuccessful & offer questionnaire and DBS, organise Trust Induction and

moving & handling training. Commence volunteer file.

advice as appropriate.
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Recruitment checks complete?

No Yes
Follow up with /
No

applicant to ] - - -
Arrange introduction session with volunteer.
Order ID badge

resolve if unable

to complete.
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Resolved 5| Yes Meet with volunteer; discuss volunteer role,

volunteer policy, social network policy and staff
benefits. Provide ID Badge and polo shirt. Explain

Enter details on database, confirm how to claim expenses and discuss concessionary
details with ward manager and send / parking. Agree start date, volunteer day & times.
confirmation details to volunteer Visit placement area to meet with ward staff.




