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VOLUNTEER JOB DESCRIPTION
SERVICE NAME: 
Ashburton Support Services 

POSITION TITLE:  
Social Support Car Diver 
Address: 296 High St, Ashburton
Ashburton Support Services is a non-profit, volunteer-based organisation providing a range of community services to frail aged and younger disabled persons. The organisation aims to provide an integrated range of services to enable clients to remain living independently in the community.
POSITION OBJECTIVE: 
The Social Support Programme is vital to the well being of many of our clients who would otherwise be unable to access community activities and interact with friends. Encouraging social interaction and decreasing the level of social isolation has proven instrumental in the over-all physical and emotional well being of elderly persons. To this end the Centre organises social activities aimed at creating a warm and friendly environment for clients and, at the same time, providing stimulation and enjoyment.

The position of volunteer social support driver is important in relieving isolation of frail elderly people in the community, and assisting in maintaining or enhancing their quality of life. Offering transport to clients to attend social activities, meals and appointments is often a key factor in getting them involved in Centre activities. 
NO. OF HOURS INVOLVED: 
The task is split into two shifts (pick up and return). Each shift takes ½ to 1 hour. Volunteers can choose to either do one shift a day or both. If doing both shifts, volunteers can choose to either stay at the Centre between shifts (perhaps even helping out in another capacity) or to go away and come back for the ‘take home’ shift.
DAYS/TIMES: 

Weekdays. The busiest day is Wednesday, when the centre alternatively provides a concert one week and bingo the next.
FREQUENCY: Weekly preferred, but fortnightly or monthly would be valuable too!
TASKS/DUTIES INVOLVED: 

· Volunteers MUST sign in to the volunteer book upon arrival at the Centre and sign out upon completion of their duties for the day, in order to be legally covered by DHS Insurance while performing their role  for Ashburton Support Services.    

· Using the Centre’s car, volunteers pick up clients from their homes and bring them to the Centre. Times for pick up can vary depending on the activities of the day, however most pick-ups start between 11:00am and 11:15am. Returns start around 2:30- 3:00pm.  

· On arrival at the Centre the driver will be given: the car keys, a list of clients to be transported, their address and any special instructions regarding client transport care needs. Keys and lists must both be returned at the end of each round.

· When transporting clients please go to the door and assist them to the car, and where appropriate, with the fastening of seat belts. Please check that clients have their door keys.

· Due to the increasing frailty of some clients, it is imperative that you drive into the driveway wherever possible. To further minimise risk to the clients, they should be disembarked as close as possible to the front entrance of the centre and assisted inside if needed.  On returning, please ensure that clients have safely entered their homes before leaving. (You may have to assist with opening the door.)
· Clients are to be returned to their home addresses only.  Under no circumstance should a driver drop a client off elsewhere, unless you have been directed to do so by centre staff.
· It is the responsibility of the driver to remove any rubbish left in the car during their round.

· Should the car be damaged in any way please inform the Chief Executive Officer promptly in order that insurance procedures may be put in place.  Similarly any accident or incident involving a client, yourself or another volunteer must be reported promptly and an accident/incident report form must be filled out.

EMERGENCY PROCEDURES:
If the client has a fall, DO NOT MOVE THEM unless they are in danger. Cover them with a blanket, check their breathing, telephone for an ambulance and ring the Centre. A staff/board member will be dispatched to assist.

EQUIPMENT NEEDED:
· A mobile phone will be provided in order to maintain contact with the Centre. This is for emergency use only, e.g. if a client is not responding when the driver arrives to pick them up, or if there is an accident or breakdown of the car
.

· The Centre provides a car (automatic) for the transporting of clients.

SKILLS/QUALIFICATIONS/EXPERIENCE NEEDED:
· Clear Drivers licence and safe driving record.

· Ability to navigate.

· Enjoyment of older people, and patience with their needs.

· Current First Aid Certificate desirable but not essential

PRE-START CONDITIONS/ TRAINING REQUIRED: 

· Confidentiality of client information is of utmost importance and must not be given to any third party (eg addresses or the fact that they are attending the Centre).

· Volunteers are required to sign a confidentiality agreement before being accepted as a volunteer.

· Volunteers are required to read the Ashburton Support Services Volunteer Guidelines and to sign an agreement to abide by these guidelines throughout the course of their work with Ashburton Support Services.

· Volunteers are required to have a Police Check clearance prior to starting. (Ashburton Support Services organise this and covers the cost).

· Training will be provided on safe manual handling and lifting practices.

· Volunteers are required to have a blood alcohol content of zero while driving on behalf of the service.

· Volunteers are required to pay any traffic fines they incur while driving for Ashburton Support Services and accept any demerit points associated with the fine.

· If using their own car drivers will need to undertake to keep their car in a roadworthy condition and comprehensively insured.

· There is a trial period of three sessions where volunteers and the service can evaluate whether they wish to go ahead with a commitment/confirmation.

· Drivers are required to undertake First Aid training. 

ADDITIONAL TRAINING REQUIRED/OFFERED:

From time to time training opportunities relevant to volunteers’ needs and the needs of the service are offered. Volunteers are strongly encouraged to attend these training sessions wherever possible.

RELATIONSHIPS WITH OTHER TEAM MEMBERS: 

· Ashburton Support Services is a non-profit organisation, which is managed by a Board of Directors. The Chief Executive Officer (Kat O’Reilly) is responsible for all matters relating to staff and volunteers.  On a day-to-day basis, volunteers will be coordinated/supported by a member of office staff. Staff members responsible for transport arrangements include the Meals on Wheels Coordinator and the Planned Activities Group Coordinator. 
· Ashburton Support Services has ultimate responsibility for the welfare and safety of clients and volunteers. Programmes organised by the organisation, particularly where client travel is involved, have to be documented so that at all times we are aware of who is being transported and where the vehicle is going. Transport lists must not be changed without prior consent of the relevant staff member and the completion of the documentation required.

· The organisation also has a responsibility to provide a safe work environment for volunteers and to ensure that they are covered by insurance should anything untoward happen. To this end, in line with the organisation’s policy and procedures, all arrangements for activities and transport must be made through the office. It is not incumbent upon volunteers to take bookings and/or organise transport for activities.

· Volunteers must at all times be responsive to staff directions regarding client care and carry out all lawful instructions. If, as a volunteer, you are unhappy with any direction given by staff, the direction should be complied with at the time ,in the best interest of the client, and the issue referred at the earliest possible appropriate time, to the Chief Executive Officer for resolution.

· The Volunteer Alliance Coordinator is responsible for volunteer support and training. Should you have any needs, concerns or issues relating to job satisfaction please contact her.







