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VOLUNTEER HANDBOOK
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ABOUT ESKLEIGH

Eskleigh Home is situated in a delightful rural setting on the outskirts of Perth, Tasmania. It is a home for people with disabilities, and can accommodate 42 adults. Eskleigh Foundation Incorporated (which is the organisational body) is also responsible for the operation of an Attended Care Scheme in Hobart & Launceston, and Group Homes in Kings Meadows, Longford and in Hobart.
The Eskleigh Home has been operating as a home for people with disabilities since 1947.

ABOUT DISABILITIES

The disabilities experienced by residents can be physical or intellectual, severe or multiple and can include such things as Huntington’s Disease, Multiple Sclerosis and Parkinson’s Disease, Acquired Brain Injury (ABI), quadriplegia and paraplegia. Some of our residents have difficulties with verbal communication and it is necessary to be patient and listen carefully to them. 
Some residents have difficulty walking so the volunteer will be shown the best and safest method to assist the resident should the need arise. Volunteers will be given some strategies on how best to address hearing and vision-impaired residents.

Regardless of specific problems always allow the resident sufficient time, whether that is to express themselves or walk to the chair or place the card on the table.  Where verbal communication is difficult learn to read body language, you may need to improvise, e.g. charades. Residents have the right to make choices so always give them the opportunity to choose. 

ROLE OF VOLUNTEERS

Volunteering offers opportunities for people to become involved in life at Eskleigh, meet our Residents and make a positive contribution to their quality of life. It is a means of enhancing skills and talents, personal development and self-esteem without financial payment.

The main role of a volunteer is to:

· Be a companion, confidante and friend to residents.

· Add to the quality of life of the residents.

· Help residents to maintain links with the wider community.

· Increase resident’s involvement in social activities and community affairs.

· Assist residents to develop and improve their skills and talents.

· Teach residents new skills.

Volunteers, will not:

· Replace nursing staff.
· Be responsible for monitoring standards of care at the Home.

· Be involved in the financial affairs of any resident.

· Be entitled to have access to the residents’ care or personal records.

· Displace personal relationships established between residents and staff, or residents and existing social networks.

· Provide personal and nursing care to the residents.

· Interfere or have any involvement in the day-to-day running of the home.

· Be involved in or investigating or following up complaints.

The staff of the home have a ‘duty of care’ to provide for the protection, care and general safety of the residents living there. Volunteers also have a ‘duty of care’. This is using commonsense and exercising reasonable caution and care in any activities undertaken with the residents. If a volunteer and a resident are considering doing something new or more strenuous than usual it is advisable to speak to the Leisure & Lifestyle Officer before the event. In this way the volunteer can be comfortable that all reasonable care is taken.

VOLUNTEER CODE OF CONDUCT

Eskleigh Foundation Volunteers will:

1. Maintain absolute confidentiality at all times. They will not discuss any matter related to Eskleigh, the staff or the residents with any persons other than the Leisure & Lifestyle Officer.

2. Respect and value all people equally (staff, residents and each other), recognising that each person is different and each has a worthwhile contribution to make to life.

3. Be fair, consistent, and impartial in all dealings, recognising that in all situations there are both rights and responsibilities.

4. Care for others with empathy, responding appropriately to provide comfort and reassurance.

5. Be open, honest, and truthful in relationships and work practices.

6. Demonstrate that each person’s existence has a value and purpose with expectations, hopes and dreams.

7. Be receptive to new ideas, to correct what is wrong and be prepared to improve upon the service already provided.

8. Only speak on behalf of Eskleigh when authorised by the Board and when the extent and nature of that role is clearly understood.

CONFIDENTIALLITY

In the community of a caring facility such as Eskleigh, a large number of residents, visitors and staff continually exchange and record information regarding various aspects of residents’ care and lifestyle. All information about residents and his/her family or friends is confidential. This includes what is seen, heard and written. It is essential that all volunteers are aware that a breach of confidentiality intrudes on the privacy of residents and violates their rights.

As all people are different they will also regard different information as confidential or not. What may be private and personal to one may not be to another. As a volunteer you will need to use your own judgement as to whether you reveal to others about the person you are dealing with. Sometimes sensitive information will be revealed to you and you may need to decide if it is appropriate to let someone else know. If possible ask the person if they mind if you share this information with the Leisure & Lifestyle Officer.

Be careful of what you hear. Be conscious of people’s right to hold private conversations and the Resident’s right to discuss all with you without fear of it being repeated to others.

Any breach of confidentiality by a volunteer is unacceptable to this organisation and will result in the volunteer being asked to resign.

VOLUNTEER RIGHTS AND RESPONSIBILITIES

 Volunteers have the right:

· To receive accurate information about the organisation and the role of the Volunteer within this organisation.

· To receive appropriate training initially and on-going as required.

· To be given a clear understanding of the requirements of the volunteer role to be undertaken.

· To be placed according to their abilities.

· To be recognised as a valued member of the Eskleigh team.

· To be given individual support and constructive feedback.

· To be trusted with confidential information as necessary to ensure the best outcome for both Resident and Volunteer.

· To be provided with clear grievance and conflict resolution procedures.

· To be consulted on matters which directly or indirectly affect you.

· To be safe on the job and covered by insurance.

· To be reimbursed for any approved out of pocket expenses. 

· To be given clear information on the lines of accountability, including who is supervising the Volunteer program.

· To have choices and be able to negotiate.

· To be seen as belonging – through inclusion at meetings, social functions etc.

As a Volunteer at Eskleigh you have a responsibility:

· To be reliable.

· To arrive on time and fulfil your time commitment.

· To notify an appropriate person if unavailable or running late.

· To be trustworthy.

· To respect confidentiality.

· To respect the rights of the other Volunteers and other workers.

· To be non-judgemental.

· To represent the interests of the organisation – not yourself.

· To give feedback.

· To be accountable and accept feedback communicating relevant and important information.

· To acknowledge and respect the decisions made by staff.

· To ask for support when needed.

· To address areas of conflict with the Leisure & Lifestyle Officer as soon as possible.

· To attend induction and information sessions provided by Eskleigh.

· To recognise personal and external limitations on commitment.

POLICE CHECK

As a ‘duty of care’ to our Residents, it is a requirement of Eskleigh Foundation Volunteer Program that all participants have a police check.

The volunteer is required to complete a request form at the local Police Station. You will then be given a document with your relevant details which you then hand to us. This information is, of course, kept confidential.

TRAINING/EDUCATION

Initial introduction and training will be provided as soon as practical after commencement as a volunteer and on-going education given as required. If at any time a volunteer feels there is an area they wish to learn more about they should make the Leisure & Lifestyle Officer aware.

RESIDENTS RIGHTS AND RESPONSIBILITIES

As with all people living in a community, Residents retain rights, and also have responsibilities. The Commonwealth Government has set out certain rights and responsibilities of Residents in a “Charter of Resident’s Rights and Responsibilities”. This Charter requires the following:

Each Resident of a Residential Care Service has the RIGHT:

· to full and effective use of his/her personal, civil, legal and consumer rights; 

· to quality care which is appropriate to her/her needs;
· to full information about his/her own state of health and about available treatments;
· to be treated with dignity and respect, and to live without exploitation, abuse or neglect;
· to live without discrimination or victimisation, and without being obliged to feel grateful to those providing his/her care and accommodation;
· to personal privacy;
· to live in a safe, secure and homelike environment, and to move freely both within and outside the residential care service without undue restriction;
· to be treated and accepted as an individual, and to have his/her individual preferences taken into account and treated with respect;
· to continue his/her cultural and religious practises and to retain the language of his/her choice, without discrimination;
· to select and maintain social and personal relationships with any other person without fear, criticism or restriction;
· to freedom of speech;
· to maintain his/her personal independence, which includes a recognition of personal responsibilities for his/her own actions and choices, even though some actions may involve an element of risk which the resident has the right to accept, and that should then not be used to prevent or restrict those actions;
· to maintain control over, and to continue making decisions about, the personal aspects of his/her daily life, his/her financial affairs and possessions;
· to be involved in the activities, associations and friendships of his/her choice, both within and outside the residential care service;
· to have access to services and activities which are available generally in the community;
· to be consulted on, and to choose to have input into, decisions about the living arrangements of the residential care service;
· to have access to information about his/her rights, care, accommodation, and any other information which relates to her/him personally;
· to complain and to take action to resolve disputes;
· to have access to advocates and other forms of redress; and
· to be free from reprisal, or a well-founded fear of reprisal, in any form for taking action to enforce his/her rights.
Each Resident of a Residential Care Service has the Responsibility:
· to respect the rights and needs of the other people within the residential care service, and to respect the needs of the residential care service community as a whole;
· to respect the right of staff and the proprietor to work in an environment which is free from harassment;
· to care for his/her own health and well-being, as far as he/she is capable; and
· to inform his/her medical practitioner, as far as he/she is able, about his/her relevant medical history and his/her current state of health.
POSITION DESCRIPTION for VOLUNTEERS

FUNCTION:

· To work as part of a team, with people with physical and intellectual disabilities.

· To listen to, communicate with and enrich the lives of people with disabilities.

DUTIES (could include):

· Assisting the Diversional Therapy staff with group activities.

· Working with residents on individual activities.

· Assisting a Diversional Therapist on outings.

· Transporting residents to and from activities within the home, either in wheelchairs or assisting in walking.

· Sewing/mending with and for the residents.
· Assisting by letter writing.
· Working with residents to care for the raised flowerbeds and other gardening.

· Assisting in the workshop with residents.

· Other tasks as directed by the volunteer co-ordinator or a member of the Diversional Therapy team.

N.B. Actual requirements will vary with each individual resident and tasks will be discussed in full detail when you are placed. A staff member will discuss any special care needed by any one resident, in full and where necessary demonstrate procedures to the volunteer.

WE ARE LOOKING FOR PEOPLE WITH THESE QUALITIES:

· The ability to work within a team environment.

· Good listening and communication skills.

· Patience, tolerance and empathy.

· A good sense of humour.

· A willingness to share practical living skills and to participate.

· Creative, musical skills a great bonus.

· Outgoing friendly personality.

· Caring attitude.

DESIRABLE QUALIFICATIONS:

· A current drivers licence.

BENEFITS:

· Out of pocket expenses reimbursement.

· Friendly supportive environment.

· Opportunity to improve self-esteem and confidence.

· Flexible work times.

· Opportunity to meet some fantastic people and to have fun!

REIMBURSEMENT

Expenses incurred in fulfilling the requirements of volunteering at Eskleigh will re reimbursed. Meals will be reimbursed to the current award rate value and all admissions or other expenses will be reimbursed upon presentation of a receipt.

INSURANCE

All Volunteers are covered by the Eskleigh Foundation insurance cover the same as any employee.

DRIVERS LICENCE

All volunteers who drive, or may be required to drive, an Eskleigh vehicle must hold a current Drivers Licence. Annually a photocopy of this is required to be provided to the Leisure & Lifestyle Officer. Volunteers must undertake to notify the Leisure & Lifestyle Officer immediately if the licence has been suspended, cancelled or expired.

SMOKING, ALCOHOL and SUBSTANCE ABUSE

Health regulations prohibit smoking inside all buildings. The designated smoking areas outdoors for Residents only are:

· Central courtyard within the gazebo

· Gazebo north of Haines Wing

· Lawn area between Haines Wing and Dining Room.

· Any other area beyond 3 metres of a door or window.

The consuming of alcohol during working hours is not permitted (Exceptions will be made for very special occasions at the discretion of the volunteer co-ordinator). No volunteer is to work while under the influence of alcohol or non-prescription drugs.

OCCUPATIONAL HEALTH & SAFETY

Volunteers have the same rights, as a paid employee to expect that the environment they are working in is safe. Any concerns that a volunteer may have about occupational health and safety must be reported to the Leisure & Lifestyle Officer.  

Important points:

· Be informed, i.e. know potential hazards. The Leisure & Lifestyle Officer or other staff may inform you of, for example, a resident’s aggressive behaviour. If you are aware you can beware.

· Refuse to work if you have a reason to believe that you are or could be exposed to risk of imminent and serious injury.

· Do not put up with abusive or violent behaviour from residents. If they become difficult please report this to the Registered Nurse on duty.

· Do not take risks in moving or lifting Residents. Eskleigh has a minimal lifting policy and all staff (paid or volunteer) will be trained in the appropriate lifting techniques.

· Report any “near hit” accidents as they may identify potential hazards.

· Be trained in and practice basic hygiene control measures in your work with Residents in order to avoid communicable diseases. Observe the ‘Universal Precautions’ (see note).

· Complete an Adverse Incident Form (ADM010) when there is an incident involving volunteer or resident. These can be obtained from Leisure & Lifestyle Officer.

Note:
Universal Precautions

Universal Precautions require health care givers (including Volunteers) to assume that the blood and body substances of all persons be considered potential sources of infection, independent of diagnosis or perceived risk.

If hands become contaminated with blood or body fluids, they should be washed immediately in soap and water. Skin that is intact without cuts or abrasions is a natural defence barrier against infection. Any skin defects (e.g. cuts, abrasions) should be covered with a waterproof dressing.

TELEPHONES

A public phone is located in the telephone room, eastern end Haines Wing. You are requested to restrict incoming calls to urgent matters only.

FINANCIAL MATTERS

Volunteers shall not act as an agent for a Resident or enter into any agreement with a Resident or their family to act as an agent or provide services for payment.

Volunteers shall not witness or sign documents concerned with a Resident’s affairs.  Should a Resident or their family require assistance in this regard, the Home Manager or the C.E.O will assist.

HOME-LIKE ENVIRONMENT

Eskleigh aims to provide its Residents with an attractive, safe and comfortable home-like environment within the constraints of space, practicality and cost.

A Resident’s room becomes their home where photos, pictures, books, mementos, furniture, etc. are displayed, giving the Resident ‘ownership’ of the room. All staff, including Volunteers, must therefore respect this private space and knock or seek permission to enter and respect their private possessions.

 The lounge areas provide social contact and activity areas as well as a space to meet in small groups. The grounds provide further similar opportunities for social interaction or space for quiet reflection.

PRIVACY

A Resident’s right to privacy and to the right to be treated with dignity is without question. To achieve privacy and dignity for each and every Resident, Volunteers need to continually examine and re-examine their attitudes and actions.

Privacy is physical, social and emotional, involving personal space and the right to refuse without explanation. The erosion of privacy may incur a loss of dignity and self-esteem for the Resident and therefore a Resident’s privacy must be respected at all times.

State Disability Services Act 1992

Principles

1. Persons with disabilities are individuals who have the inherent right to respect for their human worth and dignity.

2. Persons with disabilities have the same human rights as other members of society and are entitled to be assisted to exercise these human rights.

3. Persons with disabilities have the same rights as other members of society to realize their individual capacities for physical, social, emotional and intellectual development.

4. Persons with disabilities and carers of persons with disabilities have the same right as other members of society to services, which will support their attaining a reasonable quality of life.

5. Persons with disabilities have the same right as other members of society to receive services in a manner, which results in the least reasonable restriction of their rights and opportunities.

6. Persons with disabilities have the same right of pursuit of any grievance in relation to services as have other members of society.

7. Persons with disabilities who wish to pursue such a grievance have the right:

· To adequate support to enable them to pursue the grievance and

· To pursue the grievance without fear of discontinuation of services or recrimination from any person who may be involved in, or be the subject of, the grievance.

Objectives

1. To enable people with disabilities to achieve their maximum potential as members of the community.

2. To enable persons with disabilities to :

· Further their integration into the community and complement services available generally to persons in the community;

· Achieve a better quality of life including increased independence, employment opportunities and integration in the community; and

· Receive services that are provided in ways that promote in the community a positive image of persons with disabilities and enhance their self-esteem.

3. To ensure that the quality of life achieved by persons with disabilities as the result of services provided for them, is taken into account in the granting of financial assistance for the provision of those services.

4. To encourage innovation in the provision of services for persons with disabilities.

5. To provide a system to administer funding in respect of persons with disabilities that is flexible and responsive to the needs and aspirations of those persons.

Standards

1. Services are to be designed and administered so as to achieve positive outcomes for persons with disabilities, such as increased independence, education and employment opportunities and integration into the community.

2. Services are to be designed and administered so as to ensure that the conditions of everyday life of persons with disabilities are the same as, or as close as possible to, the conditions of everyday life of other members of the community.

3. Services are to be provided as part of local co-ordinated service systems and be integrated with services generally available to members of the community, wherever possible.

4. Services are to be tailored to meet the individual needs and goals of the persons with disabilities.

5. Programs and services are to be designed and administered so as to meet the needs of persons with disabilities who experience additional disadvantage as a result of their sex, ethnic origin, Aboriginality or geographic location.

6. Programs and services are to be designed and administered so as to promote recognition of the competence of, and enhance the image of, persons with disabilities.

7. Programs and services are designed and administered so as to promote the participation of persons with disabilities in the life of the local community through maximum physical and social integration in that community.

8. Programs and services are to be designed and administered so as to ensure that no single organisation providing services exercises control over all or most aspects of the life of a person with disabilities.

9. Programs and services are to be designed and administered so as to be as free as possible from aversive, restrictive and intrusive treatment practices.

10. Organisations providing services, whether those services are provided specifically to people with disabilities or generally to members of the community, are to be accountable to those persons with disabilities who use their services, the advocates of such people, the State and the community generally, for the provision of information from which the quality of their services can be judged.

11. Programs and services are to be designed and administered so as to provide opportunities for persons with disabilities to reach goals and enjoy lifestyles, which are valued by the community generally and are appropriate to their age.

12. Services are to be designed and administered so as to ensure that persons with disabilities have access to advocacy support where necessary to ensure adequate participation in decision making about the services they receive.

13. Programs and services are to be designed and administered so as to ensure that appropriate avenues exist for persons with disabilities to raise and have resolved any grievances about services.

14. Services are to be designed and administered so as to provide persons with disabilities with, and encourage them to make use of, avenues for on-going participation in the planning and operation of services which they receive.

15. Programs and services are to be designed and administered so as to provide persons with disabilities with opportunities for consultation in relation to the development of the major policy and program changes.

16. Programs and services are to be designed and administered so as to respect the rights of persons with disabilities to privacy and confidentiality.

17. Priority of access is to be on the assessed needs of each person based on:

a) The person’s wishes; and

b) The level of disability and its impact on the person; and

c) The extent of support provided to the person from all sources; and

d) The benefits to the person of preventative services over remedial measures.
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………………………………      
 ………………………………       
……………..

Surname
Given Names
Male/Female

…………………………………………………………………..
 ………………

Address

Post Code

Telephone 
(03) ……………………………        
Mobile ……..……………………………..

Able to drive: 
 ( Car
(  Bus
( Other
 
Are you currently employed? ……………………………………………

If yes, how many hours per week ………………………………

Where? (optional) …………………………………………………

Age Group: (please circle)

Under 18
19-25   
26-35  
36-45   
46-55   
56-65   
66+

Languages spoken other than English ………………………………………….

Do you have any medical condition or medication, which could restrict you in activities we may ask you to do? Please give details. 
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
Any hobbies or interests that may influence your voluntary work options?

……………………………………………………………………………………………………………………….
……………………………………………………………………………………………………………………….
Work skills and experience:

……………………………………………………………………………………………………………………….
……………………………………………………………………………………………………………………….
Approximate times available for Volunteer work:

Please indicate times available in space.

	Day
	Morning
	Afternoon
	Evening

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Saturday
	
	
	

	Sunday
	
	
	


The Volunteer understands that Eskleigh require a Police check done and returned with the application. Do you have any problems with this?

( Yes

( No

Person to contact in case of emergency:


Name ……………………………………………….


Address ……………………………………………..


Phone ……………………………………………….

Would you please provide the names of two people who could provide a reference for you:

1. Name ………………………………………………..


Address ……………………………………………...


Phone ………………………………………………..

2. Name …………………………………………………


Address ………………………………………………


Phone ………………………………………………

Signature …………………………………………………………

Date……………………………………………………………….. 

NAME: ……………………………………………………………………

I, the above named; agree to maintain absolute confidentiality in relation to any information I receive about another person through my work as an Eskleigh Foundation Volunteer. I accept that if I breach this condition I will be dismissed from the volunteer program.

Signed ………………………………………….

Date …………………...

I, the above named, have read the Volunteer Manual and understand the paragraphs relating to Residents Rights, Volunteer Rights, Volunteer Code of Conduct and Privacy, and agree to apply these as far as possible.

Signed ……………………………………………

Date ………….………..

VOLUNTEER APPLICATION 





VOLUNTEER  DECLARATION
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