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Volunteering With Community Transport
What kinds of voluntary work does Community Transport offer?
SCT needs volunteer drivers, passenger assistants and office administrative
volunteers who are interested in helping others, and are willing to spend some of their free time with people who have difficulty using public transport for all kinds of reasons.
There are seventeen projects with SCT and currently three of these require
volunteers.  We need drivers for Community Transport minibuses, based at Sheffield Community Transport’s offices, just off Infirmary Road, near
Upperthorpe.  The Community Car Scheme (part of the Individual Travel
Project) requires volunteers to drive their own cars on behalf of our passengers.  We also need passenger assistants who play a valuable role supporting drivers on journeys, helping on outings and assisting with the welfare of passengers.
What sort of activities need the help of volunteers?
There is a wide variety of activities for which volunteers are needed.  These
include community group activities – lunch clubs for older people, gardening groups for disabled people and occasionally toddler group outings.  Individual passengers also need transport for appointments, adult education classes,
outings, swimming or simply to meet up with friends.  Could you assist in
helping people achieve a better quality of life?
What sort of people make good volunteers?
There is no such thing as the “ideal” volunteer.  Everyone brings their own
motivation, skills, experience and personality into their voluntary work. 
However, there are some qualities which we feel volunteers need to have.  These include being:
       Patient and sensitive to the needs of others.
       Honest and trustworthy
       Reliable and punctual.
       Tolerant, non-judgemental and able to keep confidentiality. 
       Able to work on their own initiative or as part of a team when necessary.
Will I be offered training?
We offer our volunteers a range of training opportunities – wheelchair clamping and passenger lift use, disability awareness, lifting and handling, first aid, basic office administration procedures and health and safety awareness.
What about any expenses incurred while volunteering?
You will be reimbursed for expenses incurred while volunteering for Community Transport.  These include travel expenses, a mileage allowance if using your own car, and refreshment and meal allowance if you are away from home for long periods of time.
How do I become a volunteer with SCT?
First, an informal interview will be arranged at SCT so that you can find out more about Community Transport and how we work with volunteers.  If both you and SCT are happy in you becoming a volunteer, there are some
administrative procedures, which need to be completed.  This can sometimes seem bureaucratic, but we do have legal, technical and insurance obligations.  If you have any difficulty with any of our forms we will be very happy to help.
If you are volunteering on behalf of SCT, the minibus training and
driving assessment are free of charge.
Volunteer Drivers
You will need to fill in a driver registration form, which asks for your licence
details and driving history.  To be eligible to drive, volunteers must be:
1)      Be over 21.
2)      Have held a full current UK licence for at least two years.
3)      The following endorsements are allowed:

SP 10, 20, 30, 40, 50 and 60.

TS 10, 30 and 50

We will only allow a maximum of 3 penalty points, i.e. 1 endorsement.
4)      Be in good health – if taking medication we may ask you to complete additional forms.
Please bring your driving licence with you to the interview.
Drivers of Community Transport Minibuses
As our vehicles are much larger than most drivers will usually have driven
previously, and carry specialist equipment, we have an accreditation procedure to assess your driving skills.  Additional training will be offered to drivers if our Driver Trainer thinks it is appropriate.
Community Car Scheme Drivers
If you wish to use your own car for the Car Scheme you will need to inform your insurance company.  You will be given some standard letters, which ask the
insurance company to send back to us confirming that your policy covers you for driving on our behalf.  We also need to see your insurance documents and check your vehicle’s MOT certificate.  We have a responsibility to check that these are still in order from time to time.
Passenger Assistance
If you would like to be a passenger assistant, we will arrange training for you in wheelchair handling and clamping, passenger safety and the use of specialist equipment.
Induction
Once we have completed various administrative procedures, and discussed with you how and when you would like to volunteer we will ask you to go out on a journey with a driver to find out about our work at first hand.
Are any expenses liable for tax?
Community Car Scheme drivers who receive expenses above those set out in Inland Revenue guidelines must declare this on a tax return.  The Car Scheme Co-ordinator can provide information about this and calculate whether you would have any tax liability.
Does voluntary work with SCT affect entitlement to any benefits?
If you are claiming any benefits, you need to inform them of your intention to volunteer and check with the benefits agency that you are OK to start volunteering.  If you are on Job Seekers Allowance or Income Support, you must still be actively seeking work and be available to work at short notice.  It is
important to stress that the expenses you are receiving are out of pocket
expenses and that this is “unpaid voluntary work” as opposed to “paid voluntary work”.  If you are currently claiming invalidity benefit, you need to consult your doctor about whether the work you propose to do is considered to be of “therapeutic” benefit.
Do SCT volunteers meet up together for social activities?
We encourage volunteers to come along to our volunteers meeting, when we may have a theme or speaker on a subject of interest to volunteers after which they may retire to a local pub!  The volunteers also organise their own trips for activities such as bowling, coastal excursions and other leisure venues.
Does SCT have an Equal Opportunities Policy?
We expect all our volunteers to work to the spirit of our Equal Opportunities
Policy which encourages positive attitudes towards race, gender, disability, sexuality, religion, age and physical appearance etc; we have a Code of Conduct which outlines how our commitment to Equal Opportunities is translated into working practice.  We encourage our volunteers to challenge any discrimination or harassment they encounter during their work and equally we aim to
challenge oppressive, offensive or discriminatory language and behaviour, to engender an open and sensitive working relationship.
Do volunteers need to supply references?
Many of the passengers that Community Transport provides services for come from vulnerable groups within society, (i.e. older people, people with disabilities, children).  As working with these individuals and groups involves a high degree of responsibility, it is our policy to ask volunteers to provide two character
references.  Referees must be over 21, have known you at least two years and should not be a close relative.  We also ask for a declaration of previous
convictions (as the Rehabilitation of Offenders Act 1974, Exemption Order 1975 does not apply).  This would not necessarily exclude the volunteer from working with us, but we would need to seek additional professional advice and
references.

SHEFFIELD COMMUNITY TRANSPORT

MISSION STATEMENT
Mobility is the key to being able to participate fully in the community.

Sheffield Community Transport seeks to be that key for people throughout the city who are disadvantaged through lack of appropriate transport.

It does this by providing accessible services which are flexible and responsive to meet a wide range of transport needs.

Sheffield Community Transport is committed to involving the communities it serves in the planning and development of the services it provides.

We recognise our responsibilities towards the future of our city and will work with staff, volunteers, local people and other agencies in Sheffield to improve training and employment prospects and increase the availability of facilities and resources

in the city.
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Sheffield Community Transport Volunteer Application Form
Name:





Tel: 


Mobile: 

Address:







Post Code:

Please tick next to the kind of voluntary work you would like to do

Passenger Assistant



Minibus Driver

Car Scheme Driver



Valeting

Please tick when you would be available to volunteer

	
	AM
	PM
	
	AM
	PM

	Monday
	
	
	Saturday
	
	

	Tuesday
	
	
	Sunday
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	


References
Please give the names of two people who are over 21 (not a close relative) who have known you for over two years and who would vouch for your good character.

Name





Name

Address




Address

Tel:





Tel:

For people involved in working with such vulnerable groups the Rehabilitation of Offenders Act (1974) Exemption Order (1975) does not apply.  This means that for the purpose of the above Act certain offences may be considered ‘spent’.  Such disclosure by potential volunteer does not necessarily exclude him/her from volunteering with SCT.  Details given will be treated in the strictest confidence. 

Please Note:    All new Volunteers will be required to undertake a Criminal Record Check, through the Criminal Record Bureau.  This will be done before engaging with any training or voluntary activities.  

Volunteers Declaration
Please read carefully and sign below.

I agree that whilst undertaking duties on behalf of SCT I will:

· Exercise all due care for the safety of passengers.

· Comply with SCT’s Equal Opportunities and health & Safety Policy.

· Comply with SCT’s Alcohol Policy (NB low alcohol lager and wine are not permissible.)

Signed






Date

COMMUNITY CAR SCHEME DRIVERS
Make and Model of car





Engine size

Registration number





Colour

Mileage







No of passenger doors

How many passengers can you take



Date MOT Due

Insurance Company

Policy Number






Renewal Date

Nature of Insurance Cover    

Fully Comprehensive/Third Party

Can you transport a folded wheelchair?




YES / NO

Do you loose back seat space when transporting a wheelchair?

YES / NO

Do you wish to have the Loss of No Claims Excess Insurance

Cover?








YES / NO

INSURANCE
You will need to check with your insurance company that you policy covers voluntary driving.

You will be given standard letters to send you insurance company.

THIS REMAINS PRIMARILY YOUR RESPONSIBILITY

Failure to inform your insurance company of your intention to commence voluntary driving using your own car can invalidate your insurance and render you liable to consequent costs.

Loss of Claim Bonus and Excess Protection

SCT has an No Claims Bonus and Loss of Excess Protection Scheme which, if you are already comprehensively insured, gives up to £200 protection in the event of an incident which occurs while you are using your car on our behalf.  Due to tax complications we are unable to offer this free to volunteers who use their own cars, but the charge we are obliged to make is quite small (currently £1.70 April 2001)

DECLARATION

· I will maintain my vehicle in a safe and roadworthy condition and ensure it is regularly serviced.

· I will inform SCT of any accident that occurs while I am driving any vehicle, irrespectibe of whether I was engaged in voluntary driving at the time.

· I will inform SCT of any changes to my licence status, health and any medication I need to take.

· I will declare any pending criminal conviction or court action ( in confidence).

Signed





Date



Sheffield Community Transport Volunteer Agreement 
Introduction

Thank you for agreeing to give your time on a voluntary basis to Sheffield Community Transport (SCT).  This document is designed to clarify the relationship between you and SCT.

SCT aims to provide high quality services to the community and as such we do expect that when you offer to volunteer for us you will honour your commitment to the activities and training that you have agreed to carry out.

Although there is no contract of employment with you, as a volunteer you are expected to undertake at least 2 volunteering tasks each month for the first six months, this is in recognition of the cost incurred for training.  In return SCT undertakes to provide you with the knowledge and skills necessary to carry out your activities safely and efficiently.  Voluntary activities at SCT can be rewarding and satisfying.  We try very hard to offer you a variety of activities and to make sure that your time at SCT is rewarding and enjoyable.   If you do not fulfil your obligations within the first six months, SCT will carry out one of the following, give you the opportunity to pay for your MiDAS Certificate £58, alternatively the registration of the certificate will be cancelled. 

Training – For all Volunteers

All drivers of SCT minibuses must undertake a driving assessment and a training session on passenger care and the safe carriage of passengers in wheelchairs.  All passenger assistants must also undertake passenger safety training.  SCT’s procedures on driver training and assessing are approved by the Minibus Driver Awareness Scheme (MiDAS) which is a nationally recognised scheme for non- –vocational minibus drivers.  On successful completion of the assessment you will be issued with a MiDAS certificate and a SCT Volunteer Permit.  SCT will endeavour to ensure that all volunteer drivers are given ample opportunity to pass their MiDAS assessment, however, should SCT’s MiDAS assessor determine that you do not have the skills to drive a mini-bus, the assessors decision will be binding.  The MiDAS assessment is regarded as the minimum requirement for volunteer drivers and passenger assistants, at SCT we encourage all volunteers to participate in our volunteers Core Skills training programme.  To ensure you have the skills and knowledge and confidence to undertake your duties.  

The programme consists of the following: First Aid, Disability Awareness, Manual Handling, Emergency & Evacuation Procedures, Basic Health & Safety, Equal Opportunities, Cultural Awareness, Minibus Safety & Maintenance Checks, Customer Service.    SCT anticipates that all new volunteers will have completed their Core Skills training within the first 10 to 12 weeks of becoming a volunteer.

Insurance

Whilst undertaking your voluntary activities with SCT you will be covered under SCT’s insurance policies.  This includes fully comprehensive motor insurance, public liability and personal accident cover.  We take the issue of appropriate insurance very seriously and you are entitled to have sight of the relevant policies if required.

Expenses

At SCT we believe that no volunteer should be out of pocket when giving their time on a voluntary basis to the community.  Accordingly we have a system of flat rate expenses which we will pay when you undertake your voluntary activities.  The principle is that these expenses should cover necessary travel and refreshment during the period of your duties.

Driving requires concentration and alertness and this cannot be maintained if you do not take appropriate rest and refreshments.  It is your responsibility to ensure that volunteer expenses are used for the sole purpose for which they are provided.  

Voluntary Activities & Benefits

If you are currently looking for paid work and are in receipt of any benefits,  i.e. unemployment benefit such as Job Seekers Allowance etc,  it is your responsibility to inform your adviser at the Job Centre that you are carrying out voluntary activities for SCT.  If you need any clarification on entitlement to expenses speak to the Volunteer Co-ordinator. 

Equal Opportunities

SCT recognises that discrimination does exist in many forms in society, SCT aims to promote Equal Opportunities as an employer and as a provider of services.  At SCT we encourage people from all sections of the community to join our volunteer team.  We have an equal opportunities policy , which sets out SCT’s views on the kinds of discrimination which exist in society.   To enable SCT to deliver its services effectively it is very important that everyone understands that discrimination of any kind is not acceptable. As a volunteer you are expected to uphold the values of the organisation and conduct yourself in accordance with the policy.   If you wish to look at the Policy please ask the Volunteer Co-ordinator.  To ensure that all volunteers are clear on how the policy is put into practice SCT has developed  Equal Opportunities, Disability and Cultural Awareness training sessions. 

Health & Safety

At SCT we are aware that for us to carry out our activities safely we need to take Health and Safety matters very seriously.  All our vehicles are rigorously maintained in accordance with Department of Transport guidelines by our workshop staff.  Regular servicing and independent safety checks are carried out.  As a driver you are responsible for carrying out basic maintenance & safety  checks contained on the vehicle log sheet before leaving SCT premises, you will be given training to ensure you are clear of you responsibilities.   You should complete the checklist even if everything is in order.  Your comments and notification of faults are vital in order for us to rectify faults as they arise.

When you are volunteering for SCT we do expect you to maintain or exceed the standards you demonstrated on your assessment and to comply with the training you received.  How you carry out your activities reflects on SCT as an organisation and it is pleasing to note that we receive far more complimentary comments from passengers than complaints.  If you are not sure about how to use a particular piece of equipment or would like advice about any aspect of your activities please talk to any member of staff at SCT who will be happy to be of assistance.   

Commitment

As a volunteer driver with SCT you will be providing a front line service and SCT places a very high value on customer service/satisfaction. It is you responsibility to ensure that your health and fitness levels enable you to cope with the demands of your volunteers activities.  We expect that all volunteers will comply with the following:

· Be of neat and tidy experience

· Be punctual and reliable in carrying out your activities

· Be polite and courteous to all passengers, staff and other volunteers 

Problems

Occasionally you may feel that you have cause for complaint about an aspect of your activities at SCT.  We hope this does not happen but if it does we do have a procedure in place which is designed to provide clear steps that need to be taken. Similarly if your conduct for SCT falls short of what we can reasonable expect there is a procedure which will be followed to ensure that the matter is dealt with fairly and efficiently.

Finally if there is anything you are not sure about in relation to volunteering at SCT please speak to the Volunteer Co-ordinator.

Declaration

I have read and understood the above Volunteer Agreement and am willing to undertake voluntary activities for Sheffield Community Transport.

Signed : ………………………………………… Date : …………………

Print Name : ………………………………………………………………

January 2004

	[image: image2.png]Sl | L4
A'?"




	Driving

Sheffield Community Transport

Minibuses
	[image: image3.png]Sl | L4
A'?"






Why does SCT have a Driver Accreditation Procedure?

At Sheffield Community Transport we place a high priority on safety and we want to ensure that all drivers of SCT vehicles have sound, safe, defensive driving skills.  SCT is a designated Training Agent for MiDAS (Minibus Driver Awareness Scheme).  This is a national scheme set up by the Community Transport Association and ROSPA to provide assessment and training for all volunteers who wish to drive minibuses.

Am I eligible to take SCT’s Driving Assessment?

To be eligible to take the assessment you must:

· Be aged 21 or over (maximum age limit of 70 at SCT).

· Have held a full UK driving licence for at least 2 years (category A on old licences, B on new ones).

· Have had regular driving experience since passing your test.

· Be in good medical health and not taking any medication which might affect your ability to drive.

· Have no more than 3 Penalty Points on your licence, against the following codes only:

SP 10, 20, 30, 40, 50, 60 or TS 10, 30, 40.

If you passed your test after 1st  January 1997 you can still drive as above with the following exceptions:

· You can not be a paid driver.

· You can not tow a trailer of any size.

· You can only drive up to 3.5 tonnes maximum weight (4.25 if an accessible bus).

· You can only drive a bus in this country.

· Unless you have PCV entitlement.

What does SCT’s Driver Accreditation Involve?

Before an assessment of your driving ability you will be asked to:

Complete and sign a Driver Registration Form.

Produce your driving licence – (new style licences must include the counterfoil part)

The assessment may be postponed if not produced on the day.

Undertake a simple eyesight check.

Read the MiDAS Minibus Driver Handbook which you will be sent in advance of your assessment.

The Standard Assessment Includes:

· A demonstration by the Driver Assessor/Trainer so that you can see the standard of driving required.

· The opportunity for you to drive the vehicle under supervision in order to provide on-road vehicle familiarisation.

· An assessment of your driving skills.

· Basic training in the skills and information you need when driving minibuses.

Accessible Training Includes:

· Training in the use of accessible equipment on the vehicle, i.e. operation of passenger lifts/ramps, wheelchair restraint systems and information about assisting passengers with disabilities.

Standard Assessment / Training will take approximately two and a quarter hours.  There will be a further one and three quarter hours for the Accessible Training.

Please Note:

BEFORE A CERTIFICATE CAN BE ISSUED A SIMPLE MULTIPLE CHOICE THEORY TEST MUST BE SUCCESSFULLY COMPLETED.  ALL OF THE QUESTIONS WILL BE BASED ON THE MIDAS MINIBUS DRIVERS HANDBOOK.

The driving route that you follow is designed to include a variety of traffic conditions and situations and will include a reversing exercise.  The Driver Assessor / Trainer will expect to see:

· Good observations, use of mirrors, anticipation and awareness on the road.

· Good road position, lane discipline and appropriate speed at all times.

· A smooth driving style with correct use of gears, signals and brakes.

· Practical application of the Highway Code.

Following the assessment the Driver Assessor / Trainer will discuss the drive with you and outline any problems encountered.  If you have reached the required standard you will be issued with a MiDAS certificate.  If the Driver Assessor / Trainer has identified driving errors which are not acceptable you will be informed of the nature of these and what improvement is required.  It may be possible to arrange additional training on particular aspects of minibus driving which would assist you.  The Assessor will advise you if this is the case.

What if I am not confident enough to take the assessment without prior training?

We can offer driver training with our Driver Assessor / Trainer prior to taking the assessment.  Normally an initial session of one hour is arranged, after which the Assessor can advise you if more will be needed and if so, how many sessions are likely before you are ready for the assessment.

This is strongly recommended if you have not driven larger vehicles before.

How much do the assessments and training cost?

Please see the reverse side of the attached Driver Registration Form.

(There is no cost for SCT volunteers).

When and where do the training and assessment take place?

The sessions take place at:

Sheffield Community Transport

10 Montgomery Terrace Road

Sheffield, S6 3BU

Telephone:  0114 276 6148

Please complete the attached application form and send it with a cheque or postal order made payable to SCT at the address above.  We will contact you to arrange suitable dates and times for the sessions you require.

Sheffield Community Transport is funded through the

South Yorkshire Passenger Transport Executive.

 
Sheffield Community Transport

Equal Opportunities Monitoring Form
Statement of Intent : SCT recognises that individuals and groups are discriminated against and disadvantaged in our society by requirements or conditions which cannot be shown to be justifiable.

In line with our Policy on Equal Opportunities, SCT declares its commitment to opposing and challenging such negative discrimination in all its forms and will actively work towards equality of opportunity.

Monitoring : Please complete this form in order to help SCT meet its commitment to equality of opportunity.

	Do you consider yourself to be?
	White
	
	Black
	
	

	
	
	
	
	
	

	Which best describes your racial or cultural origins?

	
	
	
	
	
	

	1   Caribbean
	
	6   Bangladeshi
	

	2   African
	
	7   Chinese
	

	3   Arabic
	
	8   Latin American
	

	4   Indian
	
	9   British, Irish or European
	

	5   Pakistani
	
	10 Other
	

	
	
	
	

	Gender
	1   Female
	
	2   Male
	

	
	
	
	
	

	What is your age in years?
	
	
	

	
	
	
	

	Do you consider yourself to be?
	
	
	

	
	
	
	

	1   Able-Bodied
	
	2   Unregistered Disabled
	

	3   Disabled
	
	
	

	
	
	
	

	Which post are you applying for?

	

	How did you first find out about this job?

	

	The information you provide is confidential and is used for equal opportunities monitoring purposes only.  You are under no obligation to provide this information and it will not form any part of your application.
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