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Welcome 
 

Getting started in volunteering is exciting – but it can also be a little nerve-

wracking!  At the outset it is very natural to wonder how quickly you will 

fit in with other people and if you will be able to cope with the activities.  

With this is mind, I hope you will find this handbook useful in answering 

your questions. 
 

At the start, everything will be new, so give yourself time to find your feet – 

a little give and take at the outset can make a huge difference.  Don’t forget 

to enjoy yourself as well.  Volunteering is about new experiences, new 

friends, feeling good and making a difference! 
 

 

 

What is Volunteering? 
 

‚Volunteering is the commitment of time and energy for the benefit of 

society and the community, the environment, or individuals outside one’s 

immediate family.  It is undertaken freely and by choice, without concern 

for financial gain‛.  
 

Source:  Scottish Office Circular 15/1995 
 

 

 

Why does Erskine want Volunteers? 
 

Volunteers bring added value to Erskine by enhancing the quality and 

variety of services we provide, giving their time, enthusiasm, additional 

skills, independence of outlook and a fresh perspective to service design 

and delivery.  There are many varied activities carried out by Volunteers 

within Erskine including:    
 

Visiting/Befriending Residents; Escorting Residents to outpatient 

appointments;  Assisting at mealtimes;  Providing a Mobile Library Service;     

Helping with Social/Recreational Activities;  Assisting in the Workshops;      

Driving/Accompanying Residents on Outings;  Organising/Assisting with 

Fundraising Events;   Reiki/Reflexology;   and Office Administration. 
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History 
 

Erskine Hospital first opened its doors at Bishopton in 1916 as an 

independent charity to care for the wounded returning from the battlefields 

of the First World War. 
 

Since that day, through both World Wars and the modern day conflicts such 

as Korea, the Falklands and the Gulf, more than 70,000 ex-Service men and 

women from all three services have been cared for at Erskine. 
 

Erskine is a family, with each resident sharing the common bond of having 

served their country.  Its strength lies in a very special blend of dedicated 

nursing, compassion and understanding, while providing each and every 

resident with a homely environment and a high standard of 

accommodation, ensuring privacy and personal space.  Friendly staff 

provide care and support to meet each resident’s individual needs, taking 

account of their preferences and choices. 
 

Today, Erskine is the foremost, and the most modern, care facility for ex-

Service men and women in the United Kingdom.  It provides an unrivalled 

level of residential, nursing and dementia care in purpose-built Homes and 

each year looks after more than 1000 ex-Service men and women of all ages 

in permanent and respite care. 
 

As part of our philosophy of care, we believe that every resident deserves 

quality, kindness and understanding and we value the contribution of our 

staff and volunteers in making this happen. 
 

There are currently 5 Erskine sites: 
 

1.   The Erskine Home, Bishopton …………..….. 180 Residents in 6 ‚Houses‛ 

Red Cross House 

Yarrow House 

Pearson House 

McKellar House 

Ramsay House (including Respite) 

Haig House (Dementia, including Respite guests) 
 

2.   Erskine Mains Home, Erskine …………………… 34 Residents 
 

3.   Edinburgh Erskine Home ……………………….... 40 Residents (including      

                                                                                     Dementia and Respite) 
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4.  Erskine Park Home ..................................................... 40 Residents     

      (SpecialistCare Dementia Home)   

 

5.  Erskine Home Glasgow .............................................  46 Residents 

                                                      
 

The Reid Macewen Training and Conference Centre, situated in the 

grounds of the Bishopton Home, caters for meetings, seminars, exhibitions, 

board meetings, private dinners, celebrations and receptions, for between 

10 to 100 delegates. 
 

 

Supported Workshops: 
 

Erskine operates 3 major businesses producing and selling goods and 

services of the highest quality.  50% of the staff are either ex-Service men 

and women or disabled workers. 
 

Erskine Furniture:  the largest manufacturers of Pine furniture in Scotland, 

they deliver quality beds and cabinet furniture widely across the UK. 
 

Print Workshop:  commercial printers offering creative design and artwork 

as well as a full range of printing and finishing services for private and 

business customers. 
 

Garden Centre and Coffee Shop:  offering quality, choice and value for all 

your gardening needs. 
 

 

The Volunteering Policy 
 

The Volunteer Policy provides overall guidance and direction to staff and 

Volunteers within Erskine.  Copies are available on request. 
 

 

Volunteering 
 

The Volunteer Development Manager 

 

The involvement of Volunteers requires a planned and organised effort.  It 

is the role of the Volunteer Development Manager to provide a central 

point for effective Volunteering management within Erskine and to direct 

and assist the Volunteers’ efforts.  The Volunteer Development Manager is 
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responsible for planning effective Volunteer deployment, assisting staff in 

identifying productive and creative Volunteer roles, and for recruiting and 

training suitable Volunteers. 
 

Training 
 

As a Volunteer, you will receive an Induction and will be provided with 

further training as required to help you develop the skills you need to carry 

out the tasks relevant to your role safely and effectively. 
 

Support 
 

Support to Volunteers is offered on an ongoing basis by staff and the 

Volunteer Development Manager. 
 

 

 

Erskine’s Expectation of Volunteers 
 

 

× To carry out your tasks to the best of your ability in a way that 

corresponds to the aims and values of Erskine. 
 

× To ensure that our Residents’ needs always come first.  If you are not 

helping our Residents directly, you are helping someone who is. 
 

× To be reliable and trustworthy in your dealings with people. 
 

× To respect confidentiality. 
 

× To work within agreed guidelines and remits. 
 

× To attend training and support sessions where agreed. 
 

× To attend your volunteering task on the agreed date/time and to 

inform your named contact in advance if you are unable to do so. 
 

× To inform your named contact and the Volunteer Development 

Manager of any relevant changes in your health status. 
 

× To raise any issues of concern relating to your role with your named 

contact or the Volunteer Development Manager. 
 

× To inform residents, relatives and staff that you are a Volunteer. 
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Absence 
 

Although Volunteers are expected to fulfil their commitment to their role, it 

is inevitable that there may be an occasion when you cannot attend as 

originally agreed. 
 

If you are unable to meet your commitment, please advise the named 

contact person in advance, or if they are unavailable, the Volunteer 

Development Manager. 
 

In the event of contracting sickness/diahorrea, Volunteers should not 

attend their voluntary duties until they have been free of symptoms for 48 

hours. 
 

You should also inform the Volunteer Development Manager if you need 

to take a long absence from your voluntary work through ill-health, family 

or work circumstances.   

 
 

Alcohol/Substance Abuse Policy 
 

The consumption of alcohol or the use of non-prescriptive drugs is 

forbidden on Erskine premises. 
 

 

Travel Expenses 
 

Erskine will reimburse travelling expenses, including car mileage, if you 

wish.  All claims should be made on a Volunteer Expenses Claim Form 

(available from the Volunteer Development Manager) and countersigned 

by the Unit Manager.  The amount which can be claimed is limited to a 

maximum of £15 per day.  You should keep bus/train tickets etc as proof of 

your journey, as expenses cannot be reimbursed without them. 
 

 

Clothes 
 

Wear your normal clothes with comfortable shoes.  Avoid excessive 

jewellery as it can catch in clothing and be a source of infection 
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transmission.  If you have regular Resident contact, you should try to wear 

little or no perfume or aftershave.  
 

 

 

Confidentiality 
 

In the course of your voluntary work, you may have access to confidential 

material.  On no account must this information be divulged to anyone other 

than authorised persons – for example, medical, nursing or other 

professional staff, as appropriate, who are concerned directly with the care, 

diagnosis and/or treatment of the Resident.  If you are in any doubt as to 

the authority of a person asking for information of this nature, you must 

seek advice from your named contact or the Volunteer Development 

Manager.  Similarly, no information of a personal or confidential nature 

concerning individual members of staff should be divulged to anyone and 

information must not be released to the media. 
 

Failure to adhere to this principle may be in breach of the Data Protection 

Act 1998 as well as Erskine policies, and will result in your voluntary work 

being terminated. 
 

However, confidentiality is a two-way process, and we are bound by the 

Data Protection Act 1998.  All application forms, references and subsequent 

information held on paper about Volunteers are securely stored.  Where 

information is held on computer, the relevant security measures have been 

taken to safeguard personal data. 
 

 

Equal Opportunities Policy 
 

Erskine operates an Equal Opportunities Policy, and Volunteers are 

recruited without regard to race, ethnic origin, gender, marital status, age, 

sexual orientation, disability or religion. 
 

The sole qualification for the recruitment of a Volunteer is their suitability 

to perform a task or participate in a voluntary role on behalf of Erskine. 
 

 

Fire Safety 
 

Fire action notices are displayed throughout Erskine buildings and a 

manual break glass fire alarm system is in operation. 
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When the outbreak of a fire is discovered or suspected, the following 

procedures should be adopted: 
 

 Sound the fire alarm by breaking the glass at the nearest fire alarm 

point 

 Summon the Fire Brigade without delay.  Dial 9 (for an outside line) 

then 999, and report the fire, giving its precise location 

 Leave the building by the nearest available exit 

 Report to your designated fire assembly point 
 

DO NOT 
 

 Take risks 

 Stop to collect belongings 

 Use lifts 

 Re-enter the building unless authorised by the Fire Brigade 

personnel 
 

All Volunteers should make sure that, during their local induction, they are 

aware of: 
 

 Location of alarm ‚break the glass‛ points 

 Location and use of fire extinguishers 

 Emergency escape routes 

 Fire Assemble points 
 

 

 

Gifts and Money 
 

As a general rule, Erskine discourages the acceptance of gifts. 
 

Nevertheless, it is recognised that some small gifts of a trivial or 

inconsequential nature, such as flowers or chocolates, may be given and 

accepted as a token of the Resident/relative’s gratitude for a service 

provided by a Volunteer. 
 

Cash should not be accepted under any circumstances as a personal gift, 

and financial donations, either to House funds or to Erskine, should be 

received with thanks and passed to the Finance Department with a note of 

the donor’s name and address so that a thank you letter and an official 

receipt can be sent to them. 
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Where there is doubt concerning what constitutes a small gift, the advice of 

the House Manager or the Volunteer Development Manager must be 

sought. 
 

 

 

 

Health & Safety at Work 
 

Every Volunteer working on Erskine premises has a legal duty to take all 

reasonable care for their own health and safety as well as that of others who 

may be affected by their acts or omissions. 
 

Erskine requires Volunteers to: 
 

V Co-operate with any provision made towards achieving policy 

objectives and complying with statutory duties. 

V Make full and proper use of any control measure, personal protective 

equipment, or other facilities provided to eliminate or reduce risks to 

health and safety. 

V To report all accidents, no matter how minor, and all incidents 

(including verbal abuse) that could lead to injury.  These must be 

reported immediately to the person in direct charge of the area where 

the accident/incident occurs and recorded on the Accident and 

Incident Report Form. 
 

 

ID Badge 
 

Always wear your ID badge in a visible place so that you can quickly be 

identified by residents, relatives and staff. 
 

 

Insurance 
 

You are insured through Erskine’s Employers Liability Insurance.  This only 

applies to duties for which you have been trained. 
 

Your personal belongings, possessions and vehicle are not covered under 

this policy and Volunteers should always arrange their own insurance 

cover for these. 
 

 

No-Smoking Policy 
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Erskine employees and Volunteers are not permitted to smoke in offices, 

designated Resident smoking areas, or in any area to which the public has 

access. 
 

 

 

Occupational Health 
 

As part of Erskine’s policy, prospective Volunteers may be asked to 

complete an Occupational Health Screening questionnaire. 
 

The purpose of this screening is, not to deter people who have health 

problems from volunteering, but to ensure that their state of health does 

not make it difficult for them, or others, to undertake their proposed 

activities. 
 

 

Volunteers’ Vehicles 
 

If using your own vehicle to travel to and from your place of volunteering, 

you should inform your insurance company.  This should not affect your 

premiums or insurance category of ‚social, domestic or pleasure‛ purposes.  

The insurance company should also be notified if you intend transporting a 

Resident out of the Home in your car. 
 

 

Complaints Procedure 
 

Volunteers have the right to raise any complaint which concerns them in 

the course of their duties.  Any complaint should be raised with the 

Volunteer Development Manager and will be investigated. 
 

If a complaint is received against a Volunteer, the Volunteer Development 

Manager will discuss the situation with the Volunteer in question and, 

where appropriate, provide a written outcome. 
 

A Volunteer will be immediately asked to leave Erskine if any of the 

following are committed in relation to their volunteering activities: 
 

ü Sexual or racial harassment 

ü Aggressive or threatening behaviour 

ü Theft 

ü Malicious damage 
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ü Falsification of expenses 

ü Intoxication 

ü Disclosure of confidential information 

ü Providing false information or not disclosing criminal convictions or 

relevant information 

 

 

Useful Telephone Numbers 

 

 

Erskine Home     ……………………………………     0141 812 1100 
 

Erskine Mains Home     ……………………………     0141 812 4286 

 

Erskine Park Home  .............................................. 0141 814 4633 
 

 

Edinburgh Erskine Home     ………………………     0131 672 2558 

 

Glasgow Erskine Home  ....................................... 0141 338 6300 
 

Volunteer Development Manager    ……………     0141 814 4640 
 

Haig House     ………………………………………..     0141 814 4559 
 

McKellar House     …………………………………..     0141 814 4568 
 

Pearson House     …………………………………….     0141 814 4558 
 

Ramsay House     …………………………………….     0141 814 4561 
 

Red Cross House     ………………………………….     0141 814 4565 
 

Yarrow House     ……………………………………..     0141 814 4556 
 

Recreation Department     …..………………………     0141 814 4552 
 

Fundraising Department     ………………………...     0141 814 4532 
 

Shop     ………………………………………………...     0141 814 4529 
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Erskine Garden Centre     .…………………………..    0141 812 0657 
 

Reid Macewen Training & Conference Centre ……  0141 814 4534 

 

Erskine Furniture   ........................................................   0141 812 7979 

 

Erskine Print     ………………………………………...     0800 592876 

                                                                                      

         

 

PLEASE COMPLETE THE FOLLOWING 
 

I have read the ‘Volunteering at Erskine’ Handbook, and I have already 

discussed with the Volunteer Development Manager any queries or 

concerns which I may have. 

 

 

Name (print)....................................................................... 

  

 (Sign)...................................................................................... 

 


