Volunteer
Gibraltar Handbook




Welcome to the Cancer Relief Gibraltar team

Thank you for choosing to volunteer with us and for helping us to reach and improve the lives of people af-
fected by cancer. We are determined to make sure anyone who gives their time to us feels valued and proud
to be part of Cancer Relief Gibraltar.

Volunteers are at the heart of our organisation. You are Cancer Relief Gibraltar’s face in the local community.
You raise money to fund our vital cancer services and help us to deliver them. You share our passion and help
tell people we are here for them, and your voice helps us shape and improve cancer care for our community.
You are essential to everything we do for the Charity!
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An opportunity to be part of our amazing team
and support the delivery of key services ...

We have two core Clinical teams (Centre and HOS (Hospice Outreach Service)) as well as two supporting
teams (Operational Team & Fundraising, Events & Communications Team), all working together under the
guidance of our CEO.

The Centre Clinical Service Team, staffed by experienced cancer care nurses and a clinical support worker,
is aimed at supporting those newly diagnosed or living with cancer, by offering a range of treatments and
support with adjustments they may need.

Hospice Outreach Service (HOS) is a community hospice nursing team dedicated to supporting those living
with a life limiting diagnosis.

Our Board of Trustees, who are also directors of the company, are responsible for our funding and governance.
The committee meets monthly with our CEO to establish and monitor strategy, finances, and operational
processes, and to ensure that the charity runs in a legal and compliant way to best conform to the established
purposes and goals.

A full outline of the team can be found on the Volunteer Noticeboard and on our website.

In addition to offering clinical support, our holistic support services have grown over the years, and we now
offer a diverse professional range of therapeutic complementary therapies, services and social activities
geared towards individual needs and wellbeing such as:

Psychological Therapies including

Complementary Therapies including Erisellie, T el By

Holistic Massage, Aromatherapy,
Reflexology, Reiki, Therapeutic Facials,
Manicures & Pedicures, Yoga one-to-ones

and workshops, Mindfulness Dy ELppet

Wig fitting and hair loss and care advice
Physiological Therapies including Chair-

Based Exercise, Personal Training, Physio

and Dietitian .
Equipment loans

‘Living with and beyond’ cancer support
groups

Bereavement Support
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You can make a difference.

We are so grateful to have a growing team of diverse enthusiastic volunteers. By joining this team, you make
it possible for us to support more people in our community affected by cancer. Volunteers get involved for a
variety of reasons. These might be to make a difference to the lives of people affected by cancer, to develop
new skills or simply to meet new people and feel involved with the community.

Whether you are helping every now and then at events or providing more regular hands-on help, you are
making an enormous difference to people living with cancer. We simply could not provide the emotional,
practical, and financial help they need without you.

You are our greatest asset, and we recognise our responsibility in making sure you have the right support and
training throughout your time with us. We are committed to offering all our volunteers clear and structured
guidance in their chosen role.

Our goalis to support and develop you in your chosen volunteer role so that you feel confident to undertake
the responsibilities placed upon you and to make your experience with Cancer Relief as rewarding and as
enjoyable as possible.
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A volunteer role for everyone ...

Because we know everyone is different, we are creative in offering a wide range of opportunities for people
to come together in a way that works for them. This could be anything from one-to-one befriending to
joining our day support group, becoming part of our amazing fundraising team, housekeeping team or office
volunteers, amongst many others. Whatever your role is we value the time, support, and commitment that
you are giving to Cancer Relief.

Here are just a few of the roles available.

Day Support:

— Assisting Centre staff in delivering day support facilities to our service users.

Drivers of Cancer Relief Vehicles:

— Providing door-to-door transport within Gibraltar for service users’ attending the Cancer Relief Centre.

— Transporting staff and goods as required.

Gardeners:

— Helping with the upkeep and general maintenance and development of the garden / patio and surrounding
green areas of the Cancer Relief Centre.

Fundraising:

— Supporting the charity in all its fundraising enterprises; through developing relationships with local
retailers and businesses; organising and participating in fundraising events, distributing, monitoring,
and collecting of charity donation boxes.

Housekeeping:

— Maintaining our facilities with care and attention to detail. The goal is to create a clean and welcoming
environment for our service users and visitors.

Reception:
— Managing the reception desk, providing support to the office and ensuring a warm welcome.

Befriending:

— Providing help, support and companionship for patients and carers.

As a charity we are committed
to eliminating discrimination and
encouraging diversity amongst
our workforce both paid and
voluntary. We promise to provide
equality and fairness for all
volunteers and not discriminate
on grounds of age, disability,
gender reassignment, marriage
and civil partnership, pregnancy
and maternity, race, religion or
belief, sex, or sexual orientation.
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Your Volunteer Journey ...

You will be given an assigned Mentor or Service Co-ordinator on your first day. This person will be the one
to whom you will report into and who will support and guide you in your role. Your Service Co-ordinator will
go through your induction with you, talk you through the tasks specific to your role, how to carry out your
role and who to speak to if you are not sure about something. Please do not be afraid to ask, we want you

to be comfortable and confident in your role.

Your induction will be spread over your first month or so of volunteering. The content and duration of the
induction programme will be dependent on the scope and complexity of your volunteer role. Your Mentor or

Service Coordinator will outline this on your first day with us.

Induction Week 1

Welcome and explanation of induction and
training.

Tour of the workplace, introductions, facilities
for staff and volunteers e.g., toilets, kitchen etc.

Health & Safety: Emergency procedures; Fire-
alarms, exits, extinguishers, first aid box and
accident reporting, Nurse-call alarms.

Overall structure and an explanation of how the
new volunteer fits into the team, the organisation
etc.

Volunteer agreement - including GDPR and
confidentiality.

Time with the volunteer mentor, talking
informally about the role.

Quiet time to settle in, read, chat.

Induction Week 2 to Week 4

More detailed discussion on the nature of the
role and tasks involved.

Communication and information relevant to the
volunteer’s role e.g., visitors, post, telephones,
appointment systems, etc.

The work of staff and volunteers which relates
directly to the new volunteer.

Explanation of the people who use the
organisation - patients, families, therapists,
external health care professionals.

Activities, services, and facilities provided by
the organisation.

Basic equipment relevant to the role, e.g.,
computer, photocopier, laundry system, kitchen
equipment, therapy room, garden, motor
vehicles, patient equipment etc.

Timekeeping, notification of absence etc.

Supervision and review procedures, and support
in training.

Helping volunteers to understand the Charity’s
policies and Procedures e.g., Incident Reporting
and Risk Assessment.

Tour of other sites if relevant.

Induction Week 4 to Week 11

— Presentation of name badge.

— Ongoing inputinto training schedule, attending
on site courses, mentoring etc.

— Mid-way catch-up with Mentor or Service
coordinator to reflect and discuss training
progress or needs.

Induction Week 12

— End of probationary period meeting and review.
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Half-Day Training Workshop

As part of your induction, you must attend an Introduction to Cancer Relief Workshop. It is important you
attend the session as soon as possible as it will help you understand the wider context of our work and your
role and responsibilities within it. They are informative and enjoyable sessions and are also a chance to meet
staff and other volunteers. Please ensure you attend the session allocated to you.

The Workshop will include sessions such as Cancer Relief —who we are and what we stand for, An introduction
to Cancer, The role of volunteers, Infection Control & Food safety, Dealing with a medical emergency, Manual
Handling and Health & Safety.

Further Training

We also provide access to Healthier Business Online training on request, unless your role is one where
certain modules are deemed mandatory. This is a self-managed tool which allows you to build knowledge
around specific areas such as lone working, safeguarding etc.

Information about ongoing and new training opportunities throughout the year can be found in the *Volunteer’s
Newsletter.” If you think you need more training in any area or have specific training needs, please speak to
your Mentor or Service Co-ordinator.
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Additional Guidance for Drivers

Volunteer drivers are recruited in the same way as all other volunteers. However, due to the additional
responsibility of driving, there is a specific additional training session to be undertaken in addition to the
standard training which is mandatory for all.

The additional training comprises:
— Vehicle familiarisation — fuel type, safety equipment, paperwork, permits
— Wheelchair winch use — practical training

— Service user assistance — best practice on advising service users how to get in and out of the vehicles

We also require volunteer drivers to:

— Provide Cancer Relief with a copy of their driving
licence

— Ensure that their driving licence is in date and
notify us of any changes to their licence or
entitlement to drive

— Check they are in good health and notify us of
any changes which may impact their ability to
drive

— Have a mobile phone which keeps them
contactable while out and about should they
need assistance from the centre

As part of the role as a volunteer driver you will
be required to complete a Volunteer Declaration
Driving form on an annual basis. The form is not
a legal agreement or contract of any kind but is a
straightforward way of confirming that you have
undertaken the volunteer driver training, read and
understood this handbook and the volunteer policy,
and declared yourself as fit to drive. If you have any
questions or are unsure of any information, please
speak to your manager.
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Key Policies & Documents ...

When you officially become a volunteer with Cancer Relief, we will make sure you are aware of all the policies
and procedures appropriate to you in your role. The person carrying out your induction will tick each policy
relevant to you below. Please take the time to read each policy in depth and ensure the details of each policy
are fully understood.

O Volunteer Policy O Safeguarding Policy

O Job description (for your role) O Privacy Notice for Volunteers
O Health & Safety Policy O Emergency Fire Evacuation Plan
O Lone Working Policy O GDPR Agreement

O Fundraising Policy O Confidentiality Agreement

O Internet and Email Policy

Make sure you sign the Volunteer Handbook slip which you will be given alongside this handbook to confirm
that you have read the Handbook and relevant policies. Hand the completed slip back to your Service Co-
ordinator within your first month. You should have also signed the GDPR and Confidentiality Agreements
at this point, if not then please ask your mentor for a copy. If there are any parts that you do not understand,
or you require a hard copy of the Policy, please speak to your Service Co-ordinator or the Volunteer Co-
ordinator. We will also cover the main points of the most important policies in the Introduction to Cancer
Relief training workshops.
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To summarise, our volunteer agreement with
each other ...

@ We will:

— Train you for your role and provide development opportunities

— Listen to your feedback and ask for your views and ideas

— Respect and value your time

— Provide assurance and insurance to cover your activities

— Make sure you are familiar with and know where to find all our policies and procedures
— Work promptly and fairly to resolve any concerns

— Celebrate your successes and recognise your achievements

— Support you along the way

® You will:

— Commit to your volunteering role and undertake any necessary training

— Always follow our Cancer Relief policies and procedures

— Volunteer within the organisations health and safety policies and within the boundaries of your role
— Respect the confidentiality of the organisation and its members

— Treat all people with respect and equality

— Keep up to date with the work of the Charity and the services offered

— Maintain the good name and reputation of Cancer Relief throughout your time as a volunteer

— Keep us up to date with any changes to your personal details and inform us as soon as possible if you
need to stop or postpone your volunteering for any reason

— Ask if you feel you need any additional help or support

@P We will both

— Be sure to keep the information held about you up to date and accurate recognising the importance of
doing so in line with GDPR (General Data Protection Regulations)

— Understand the voluntary nature of our agreement
— Uphold confidentiality, maintain data protection, and keep Cancer Relief information safe

— Be able to end the volunteer arrangement at any time

We really hope you enjoy your time volunteering with us but if you have any issues or concerns, please do
not hesitate to contact a member of the team in the first instance.
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Staying connected ...

We hope you have found this volunteer handbook useful. Please do consider sharing your thoughts and
experiences with us. Feedback is a vital tool for growing and developing our services.

We also welcome suggestions about this handbook and if there is additional information that you feel would
be useful, please do let us know.

We aim to hold at least two feedback sessions per year, provide quarterly newsletters and conduct annual
surveys. However, please do reach out to the team at any time to share feedback.

Thank you once again for all you do for us and for helping us enhance the lives of people living with cancer.

Operational Manager & Operational Administrator &
Volunteer Manager Volunteer Co-ordinator
Email: nichola.mccheyne@cancerrelief.gi Email: angela.duthie@cancerrelief.gi

Website:
www.cancerrelief.gi

Facebook: Twitter: Instagram:
@CancerReliefGibraltar @CancerReliefGib Cancerreliefgibraltar

YouTube:
Cancer Relief Gibraltar
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Other ways to get involved ...

We hold several fundraising events throughout the year as well as encouraging our supporters to hold their
own fundraising events and activities. Someone you know may wish to support us but cannot volunteer
their time, that does not mean they cannot get involved. Here are some ways they can help us with our
fundraising activities:

— Help at our events i.e. marshalling or running a fete stall.
— Sign up for a sponsored challenge.

— Help us spread the word - tell their friends and families about our events and encourage them to
support us.

— Organise a fundraising event at their place of work.

— Bake cakes or make other items to sell at our events.

— Run their own fundraising event (contact us for advice and support).

— Follow us on Facebook and Twitter and share our posts with friends and family.

We always need willing volunteers to help at our events. Please contact our Fundraising Team for details
or look out for appeals for support in our social media posts or on our website.
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