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Spelthorne

Volunteer Drivers 
Volunteer Driver – Role Description

OUR MISSION 

Spelthorne Volunteer Drivers is a registered charity (No. 1084841) that helps elderly and/or infirm Spelthorne residents (clients) to attend their medical-related appointments.

ROLE PURPOSE: 

To provide transport for clients to get to their medical appointments, with minimum fuss and expense.

Volunteer Drivers will be providing the service as part of a team using their own vehicles. The need to be punctual, reliable, able to co-operate with others and to fulfil their commitments according to our guidelines is essential. 

SVD CONTACTS: 

The SVD Duty Officer and Treasurer.

HOURS:  

Any that meet the needs of the client and are suitable for our Volunteer drivers.   

ROLE DESCRIPTION    

· Obtain information from the Duty Officer regarding the appointment venue, date/time, client name, address and any other relevant information.

· Ring the client before the drive to confirm their address and agree a pick up time.

· Warmly greet the passengers and make them feel welcome and comfortable.

· Make sure that all passengers wear seatbelts (in both front & rear seats).   

· Before driving off, ensure that the passengers are comfortable and secure in the vehicle.

· Transport the client to the required destination at the agreed time. 

· Ensure the client does not leave any of their personal possessions in the vehicle at the end of the drive. 

· Report any matter of concern to the Duty Officer. 

· Maintain confidentiality regarding information relating to clients.

· Keep a record of mileage incurred using SVD’s Log Sheet Form.
· Submit Log Sheets and Claim Forms to SVD’s Treasurer at least once every 6 months. 

THE VOLUNTEER DRIVER MUST: 

· Advise SVD of any new driving convictions.
· Advise SVD of any change of car insurance provider.
· Have an up-to-date driving licence and MOT certificate for the vehicle they are using.
· Ensure their car is taxed and insured to drive for SVD.
· Not drive if unfit to do so due to a medical condition.

· Not drive when too tired to do so safely.

· Not drive when affected by drugs or medicines.

· Not drive when affected by illness.

· Not smoke whilst transporting clients.

· Not use a mobile phone whilst driving.

· Not exceed the number of passengers as per the capacity stated for the vehicle. 

HELPFUL GUIDELINES  

· All drivers should carry their yellow ‘Driver on Duty’ passes. 

· All information relating to clients must be treated in the strictest confidence. Any matter of concern should be discussed only with the SVD Duty Officer. 

· Volunteer Drivers should ensure they have clear directions, leaving sufficient time to get to the required destination at the required time. 

· Volunteer Drivers should ensure that the Highway Code is adhered to at all times.

· Make positive relationships with clients by listening to, befriending, enabling, empowering and supporting them.

· Ensure that appropriate levels of confidentiality and safety are maintained at all times.

WHAT SVD ARE LOOKING FOR:     

· Good timekeeping skills.

· A good understanding of safety issues.

· Good listening skills. 

· Understanding of and empathy with the needs of clients. 

· Helpful and caring manner, with a friendly disposition. 

· Good conversation skills and ability to know when it is appropriate/not appropriate to talk. 

· To be dependable, honest, reliable and trustworthy.

· Professional attitude and ability to maintain confidentiality.
· Ability to keep accurate mileage records, in accordance with given procedures.
EXPENSES: 

Volunteers can claim for mileage at the SVD set rate (currently 45p per mile for the first 60 miles, then 25p per mile for any additional miles, per drive).  

RECRUITMENT PROCEDURE 

Volunteers will be invited for an informal meeting or talk with an SVD Committee Member before being accepted and commencing volunteering. 

DISCLOSURE AND BARRING SERVICES CHECK 

Volunteers will need to complete a DBS application.

Under the provisions of the Rehabilitation of Offenders Act 1974, all convictions, spent or not, must be declared.  Any criminal record disclosed to us will be considered on its merits and disclosure does not necessarily exclude someone from volunteering.
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