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Mearns Kirk Helping Hands
Health and Safety: Guidance For Volunteers
At Mearns Kirk Helping Hands (MKHH), the health, safety, and wellbeing of all our volunteers and members is paramount.  We have a comprehensive Health and Safety Policy which is important to read and be aware of.  
This document is designed to give you some further information and guidance on your responsibilities towards Health and Safety as a volunteer.
Personal Responsibility and Reporting
Although the Board of Trustees and Operations Manager have overall responsibility for Health and Safety within MKHH, it is everybody’s responsibility to take care of the health, safety and wellbeing of themselves and others. If you are aware of any reason why you cannot safely carry out the duties assigned to you, you should alert Project Staff.  This may be because of a potential risk to you, another volunteer, or a group member.  Project Staff will take appropriate steps to make sure the risk is eliminated or minimised.  If they are unable to do so the activity will not go ahead.
Environmental Hazards
If you see a potential hazard in the environment in which an activity is taking place, for example a loose wire or carpet tile, you must report it immediately to Project Staff.  Such repairs will be reported and dealt with by the appropriate person.  Do not attempt to make any such repairs yourself or provide a temporary “fix”.  The Mearns Kirk Halls are overseen by a Fabric Committee, and it is their responsibility to ensure such repairs or replacements are carried out to an appropriate standard. Other venues MKHH uses to hold groups will have similar processes in place to allow us to report any problems or faults. 
Some common sense applies here.  If you see an object which is easy to pick up and move blocking a doorway or lying on a step, move it, providing it is safe to do so and not too heavy.  This applies particularly to objects blocking fire exits.  If it is a heavier object, such as a table, you should ask for help.  Do not attempt to move objects requiring more than one person to move it by yourself.  We will provide regular manual handling training to ensure volunteers know safe ways of lifting and moving objects.


Risk Assessments
All our activities are risk assessed to make sure they are as safe as possible before being carried out.  You should familiarise yourself with the various risk assessments which apply to the duties you are undertaking. You will be provided with copies of any relevant risk assessments.  This is particularly important during occasional events such as outings, where procedures are likely to be different to those which apply in the halls.  Risk assessments are live, working documents, and only work as a risk management tool if those undertaking the activities are familiar with them and adhere to them.
Providing Assistance with Wheelchairs/ Seating etc
The nature of some of the activities we run makes it likely that some of our group members require assistance getting in and out of chairs or vehicles, or support to lift and move mobility aids.  Some may also require wheelchairs to be pushed.  You are under no obligation to provide this kind of assistance, though you may be happy to do so.  If you are, and you have already undertaken Moving and Positioning Training (in the last 3 years), you should provide the Group Leader or Project Staff with a copy of your certificate.  If you are happy to do so but have not undertaken Moving and Positioning Training, please let either the Group Leader or Project Staff know, and we will provide you with the appropriate training as soon as we can.
You should not undertake any form of moving and assisting of members, if you have not completed this training within the last three years. 
Please note that, as a volunteer you are not expected to support someone who cannot transfer independently from a chair to a wheelchair. This would have to be done either by family or a paid carer accompanying the member.
Providing Assistance with Personal Care and Medication
You will not be expected to assist members with taking medication whilst they are at our activities.  If a member brings medication with them and asks that you remind them to take it at a particular time, that is fine.  You should also not give a member any medication of your own (for example, giving a painkiller you might have with you), as medications can interact negatively with other medications a member might be taking.
You are not expected to undertake any form of personal care with a member. This includes going into a toilet cubicle with a member or assisting them to toilet. 
If, during a group or activity a member has an accident with toileting, we ask that you make the member as comfortable as possible (without assisting to change their clothes or any incontinence pads etc.) and make either Project Staff or the Group Leader aware, so that the members family can be contacted for them to be collected. 
If you are befriending, as part of the assessment process, we will find if the person looking for a befriender has any issues with continence. If they do, we will only provide home visits to that person.  

Fire Action
At least once a year fire drills will be carried out with each group.  It is important that you follow what you are asked to do as these are “rehearsals” for what will happen if the fire alarm sounds due to a real fire.  The more familiar you are with this, the more likely it is that everyone will be able to exit the building unharmed in the event of a fire. Each group or activity will have their own way of managing their volunteers and members (for example who holds the attendance register).  It is therefore important that if you volunteer for more than one group you attend all relevant drills.  When the fire alarm sounds, be it a pre- planned drill or not, a Fire Marshall will take the lead and you must follow instructions given by this person, or members of the Fire Brigade.
Remember that advice from the Fire Service in the event of a fire is “get out, stay out”.  Volunteers have no responsibility to attempt to use fire extinguishers, or to re- enter the building to look for other volunteers or group members.  Your own safety and wellbeing is of primary importance- once you are out of the building it is the job of the emergency services to do the rest.


Illness
If you are feeling unwell on a day you are due to volunteer, it is advisable that you contact the Group Leader or Project Staff and say that you will not be coming in.  This is particularly relevant if the activity you are undertaking involves the preparation or serving of food.  Do not “struggle” to come in if you are feeling unwell.  Anything contagious may be passed to others, and you may end up making yourself even more poorly.  MKHH understands that volunteers often feel they are “letting the group down” in these circumstances, but we would far rather have you return healthy and properly rested.  All groups have a contingency plan to cover in the event of a volunteer or volunteers being unwell.
Personal Protective Equipment (PPE)
There may be certain duties you undertake which will require PPE.  For example, you will need an apron to help in the kitchen. The issuing of such equipment will be part of the risk assessment for the activity so you must use these items if instructed as part of your role.  Failure to do so will mean that the activity is no longer following the risk assessment and will therefore be deemed unsafe to continue.
First Aid
As part of your ongoing training, you will be offered First Aid Training.  This is usually an enjoyable session and provides you with useful skills for assisting in emergency situations.  However, this does not make you responsible should another volunteer or group member become ill or sustain a serious injury during our activities.  In such situations the most appropriate course of action is always to call emergency services, regardless of whether it occurs within the halls or when you are out, perhaps on a trip. If you are trained, you may be able to make the person more comfortable while you wait for medical staff to attend.  If a very minor injury is sustained, which would not require a visit to accident and emergency (a small cut or graze for example), and you have undertaken First Aid Training, you may wish to assist the person.  However, remember you are under no obligation to do so.  Where at all possible in such cases the person should treat the injury themselves.  
During your induction you will be shown where the deliberator is in the building; anyone can use it if required. 
Reporting and Recording
Please remember, any accidents or injuries, however minor, sustained during our activities within the Mearns Kirk Hall, must be recorded in the Accident Book (located in the first aid room).  Even a minor injury may point to a change in practice or equipment being required which could prevent something more serious occurring in the future (see separate guidance on Reporting Accidents). We will provide you with guidance on what to do, if the activity you volunteer for is out with the Mearns Kirk Halls.  
In some situations, you may also be asked to help staff complete an Incident Report.  Incidents may be something which does not cause an accident, harm or injury, but still points to a requirement for change in practice or equipment to prevent further incidents occurring.  An example of this would be a “near miss”, where an injury could have occurred but did not when a piece of ceiling tile fell in.  If you need to complete an Incident Report, or are unsure about whether to report something, speak to staff who will be happy to advise and assist. 
Weather
The weather can also play a part in how safe it is to run our activities. Particularly for drivers, ice, high winds, snow, or heavy rain could make outings or getting to the halls hazardous.  The Group Leader or Operations Manager may take the decision to call off an activity if it is deemed unsafe for people to travel. Volunteers also have responsibility to decide for themselves that it would not be safe to attend due to bad weather.  Your health and safety are of utmost importance, and if you judge it unsafe to drive or travel, even if the activity is still scheduled to go ahead, you should simply notify Project Staff.  (See also Use of Own Vehicle Policy).




Mental Wellbeing
Health and safety extends to our mental wellbeing.  If you are experiencing worry or stress, feeling low or anxious, or simply not feeling “yourself”, we want to support you as best we can.  If you feel you can talk to Project staff about how you are feeling, we will try our very best to support you, or put you in contact with the best person or people to talk to.  There is also a list of support agencies included in this handbook which may be of use to you in your volunteering role.

We cannot account for every eventuality which might occur during your time as a volunteer with MKHH.  But by following all guidance and risk assessments, working as a team, using common sense, planning, and reporting appropriately we can greatly reduce the likelihood of accidents and injuries to both volunteers and group members. 
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