


Guidelines for
Flower Arranging Volunteer

Volunteers are an important part of our service and we would be unable to offer the range of services we do without their support, for which we are very grateful.  There are volunteers in all areas of Weldmar and we have written some guidelines of our expectations of those volunteers whose work involves direct contact with patients/carers/the public/supporters.  

The guidelines reflect the values of the charity so we can work together as a team.  In the future, to meet expected demand, we need staff and volunteers to be as flexible as possible in what they offer.  Please discuss these guidelines with your Lead/Line Manager.

PURPOSE OF ROLE

1.  Aim
The aim of a flower arranging volunteer is to work with flowers donated to the Inpatient Unit to produce arrangements which delight our patients and their families.  Flowers are so sensual, and their vibrant colours, evocative perfume and variety of textures really do uplift all those who enjoy them.

2.  Responsibilities and Boundaries
It is important that volunteers maintain appropriate boundaries in relationships with patients/carers/the public/supporters.  Boundaries define the limits of behaviour; boundaries are based on trust and respect; volunteers must guard against breaches of confidentiality by protecting information from improper disclosure at all times.

Relevant Weldmar Policies and Guidelines are available from your Lead/Line Manager or People Services Department. 

Reimbursement of travel expenses/materials for the role as agreed in advance with your Lead/Line Manager.  However Weldmar will only reimburse mileage expenses for volunteer drivers, and for volunteers visiting patients/carers in their own home.
 
EXPECTATIONS

1.  Ambassador for Weldmar
All staff and volunteers are ambassadors for the charity seen as working for the charity.  We rely on you to positively promote the reputation of the organisation at all times.

In our endeavour to celebrate the contribution made by volunteers at Weldmar Hospicecare, please be aware photos may be taken at various times throughout your volunteering with us which may be used online or in printed materials. As signing up as a volunteer, you are confirming that you agree to this however if you wish to discuss this further, please contact Caroline Munslow, Volunteer Services Lead on 01305 756930.


2.  Equality, Diversity and Inclusion
The charity recognises and respects the difference of each individual.  It is committed to equality in all areas of employment, volunteering and service delivery.  The charity promotes inclusion by creating environments in which any individual or group are welcomed, respected, supported and valued.  

3.  Confidentiality
The charity considers the upholding of confidentiality by its staff and volunteers to be of prime importance.  All volunteers are required to sign a form relating to confidentiality, and any breach could lead to cessation of their voluntary services.  

4.  Raising Concerns
We encourage feedback, positive or negative, from our patients/carers/the public/supporters, which in turn helps us improve and develop the charity.
Volunteers with a compliment, complaint or suggestion for development are encouraged to discuss this with their Lead/Line Manager in the first instance.  

Alternatively, complete a Reflections leaflet, or contact a member of the Volunteer Forum.  Verbal or written complaints must be addressed to the Chief Executive in line with the Complaints Policy.

5.  Qualifications (if necessary)
Basic knowledge and passion for flower arranging

6.  Skills and Experience
· Good interpersonal skills
· Good understanding of and adherence to health and safety issues
· Non-judgemental attitude and ability to embrace equality and respect diversity
· Report any concerns you have about the wellbeing of a patient/carer to the 
Lead/Line Manager without delay
· Reliable and trustworthy
· Ability to work within the boundaries of these guidelines
· Ability to work as part of a team, and under the direction of a member of staff
· Ability to assess and manage any risks that may occur
· Flexible to help in other areas during busy times

7.  Training Required (given by the charity on Induction)
· Safeguarding Adults Level 2			●    Moving & Handling Level 1
· Fire Awareness				●    Confidentiality & Boundaries
· Risk Reporting				●    Infection Prevention (incl Covid-19)
· Information Governance			●    Equality, Diversity	and Inclusion	
· Role specific shadowing of existing volunteer		

Health & Safety to include:
· General Overview				●    Emergency Planning
· Equipment & Electricals			●    COSHH		

8.  Personal Commitment		
To regularly commit to a rota which will accommodate your preferences and availability.  We do sometimes require additional help to fill gaps on the rota.  

We appreciate personal circumstances could change and if you find you are unable to support us as originally intended, please let us know as soon as possible so we can find a replacement to cover your input.

Please notify your Area Administrator without delay and with as much notice as possible of planned holiday or sickness prior to your expected absence so that we can arrange cover if necessary.  If you are or have recently suffered from vomiting or diarrhoea, you must exclude yourself for 48 hours after the cessation of any un-medicated symptoms.

Please notify your Lead/Line Manager of any change in your own physical or mental wellbeing or health that might impact on your ability to undertake this volunteer role.

There will be a ‘settling in’ period after which your Lead/Line Manager will catch up with you to ensure everything is going well.  Commitment to attend regular support and advice meetings with your Lead/Line Manager appropriate to role.   You will also be asked to participate in a yearly review of your role.

There may be occasion when we might call on you to help in other areas during busy times, and we appreciate this will be dependent on your availability at that time.

Main Contact 
Nicky Whitely and Emma Mansell	Receptionists		01305 215300
Emergency Contact Number 		IPU Reception		As above

Lead/Line Manager 
Nikki Grattan, Clinical Administration Manager

If you have concerns while on duty 
out of hours about a patient/carer 
in your care, or a task you have 
been asked to do, please ring
07713 511832
and your call will be answered 
by one of our nurses


Volunteer Name (please print) ……………………………………………………………...


Signed by Volunteer …………………………………………..….	Date ……………


Signed by Lead/Line Manager of Role …………………..…….. 	Date ……………


Appendix

ROLE SPECIFIC TASKS

A number of floral displays are donated to the Inpatient Unit and we try to use these as much as possible to enhance both public and patient areas where appropriate.  

· Flower arranging volunteers commit to a rota of 3 consecutive days or 2 consecutive days within a working week as follows:

Monday	       or		Thursday
Tuesday			Friday
Wednesday

How often a volunteer appears on the rota is dependent on how many volunteers are on the list, typically every six weeks.

- 	The rota is drawn up by reception staff every three months and circulated to all volunteers on the list.  Names will be swapped around to ensure the 3 day and 2 day shifts are shared equally.  If you are unable to do your designated shift, it is your responsibility to phone another volunteer on the rota to swap, keeping reception staff informed.

· If you are on the rota for a Monday or Friday, even if there are no new flowers to put out, please can you come in to check all areas in the Inpatient Unit for tired flowers that need to come off display.  This is particularly important as the flower rota does not include weekend volunteer cover.

· We occasionally receive large amounts of donated flowers in one day and reception staff will contact you in advance to let you know what to expect before your arrival on duty.

-	You must sign in on arrival and wear your tabard and name badge. 

-	Check the flower room to see what flowers have been brought in.

-	Materials such as oasis, vases, pedestals, florist tape, scissors, broom, dustpan and brush, black bin liners, etc. are kept in cupboard in flower room and the key can be found in the vase on the window ledge.  Ask reception staff if there is anything more you need.

· It is important you report to the Nurse in Charge and have a handover before entering the ward area.

-	We are extremely grateful to receive flower arrangements donated from funerals, and these arrive in a very specific format.  They need to be dismantled and rearranged, to give more height or a different dimension, before displaying around the Inpatient Unit.

· We appreciate some funeral arrangements are more challenging to work with when the stems have been cut short, so we suggest you create small posies using oasis or vases which can be placed on the dining tables in the orangery.
[bookmark: _GoBack]
· We are happy for you to place your floral arrangements in all communal areas of the Inpatient Unit, which includes downstairs in the Wellbeing Support Sessions reception area. 

· The Lily is the flower most commonly associated with funeral services.  They are a flower available to florists all year round, and are absolutely beautiful to look at.  They do however receive mixed reviews because of their heady scent and powder residue if brushing against the stamens.  

We have therefore decided to work with Lilies as follows:
· Lilies should only be displayed in the lounge, and placed on the sideboard.  
· If you have an abundance of Lilies, these can be placed in a vase of water behind reception, along with our donation pot, and staff/volunteers/visitors are very welcome to make a small donation and take them home to enjoy.
· If you come across a Lily that has begun to open, please remove the stamens.  

· Please be aware that overpowering smells around the patient areas can be offensive to some patients, which is why we limit working with flowers with a heady scent in these areas.
 
· We encourage you to use as much colour as possible in the arrangements you create, and if the donated flowers are predominantly white, then please use as much greenery as possible to complement the white flowers.

-	Assess all the flower arrangements in the communal areas around the Inpatient Unit (lounge, quiet space, orangery, main reception area and downstairs).  Remove tired flowers and replenish if needed.

-	Assess patient areas on the wards, and replace water in vases.  If you feel flowers are past their best, check first with patient and/or nurse before removing them from bedside. 

-	Used vases will be left in flower room and should be washed and cleaned before re-use.  Crumbling oasis should be placed in bins for removal by the maintenance team.

-	All unusable flowers should be removed and placed in the bin located in the flower room, taking care not to overfill so that it can be easily lifted by the maintenance team.

-	Please ensure the window in flower room is closed before you leave duty.  The window can be awkward so if you are unable to operate it, please inform reception staff.

-	Please remember to sign out on leaving.
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