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Volunteer Role Outline

Lunch Club Volunteer


The Lunch Club Volunteer role is a locally-based role, and covers the running of an individual Lunch Club.  The Lunch Club provides a social activity for people living in your town or village in the South Lakeland area and assists with combatting loneliness and isolation.
Volunteers need to do any co-ordinating work regarding the group and the venue.  Some venues ask for numbers in advance of the meal, so liaison with the providers is an essential part of the role, as well as making the people who come to lunch feel welcomed and relaxed.  The volunteer should be able to get to the location on time.  They must be happy to deal with a variety of different people and have an empathy and understanding of the needs of the age group of our clientele.  
Specific responsibilities could include:

· The day to day business of the lunch club and liaising with its members about whether or not they are attending on each date.

· Liaison with the provider of the lunches to ensure that they are informed about special diets and other requirements, as well as the numbers expected in advance of each date.  Ensuring that the provider is happy with all aspects of the lunch club, and referring any difficulties to the Lunch Clubs Co-ordinator.

· Welcoming new members and ensuring that their first visit to the lunch club is an enjoyable and successful one.  Introducing the new person to existing members and encouraging existing members to be welcoming and inclusive.

· Collecting the money at each event (either at the beginning or at the end) and handing this over to the provider at the end of the meal.

· Welcoming special guests to the Lunch Club and ensuring that they are looked after during the event.

· Thanking the provider at the end of every meal and maintaining a good relationship throughout.

· Feeding back any difficulties or problems to the Lunch Clubs Co-ordinator so that they can be resolved to the satisfaction of all parties.

· Willingness to comply with the policies and procedures of Age UK South Lakeland, including Health & Safety, Confidentiality, Equality & Diversity
· Working as part of a team and with other Age UK South Lakeland staff and volunteers

Training Requirements

Full training will be provided for this role and will include:

· Volunteer Induction Course, including Health & Safety Awareness

· Attendance at an annual workshop where best practice is shared and problems solved.
Responsible to 
One of the Volunteer Support Officers, who will also offer support in volunteering issues.
Other Support
· Use of a car and a full, clean driving licence may be a requirement of this role.  Volunteers are responsible for ensuring that their vehicle insurance policy is covered for “Business Use” and the mileage rate paid is intended to cover any extra cost.  

· Travel expenses on public transport will be fully reimbursed on production of a receipt or used ticket as well as any necessary car parking expenses incurred.

· There will be opportunities to meet with other Age UK South Lakeland volunteers at volunteering events and you will be kept informed about volunteer opportunities available within Age UK South Lakeland

· Whilst volunteering for Age UK South Lakeland you will be covered by our Public Liability insurance. 

Exceptional Circumstances
In exceptional circumstances we may reimburse the cost of a taxi.  However this must be approved in advance by your line Manager & in consultation with the Volunteering and Community Activities Manager.

Information Security
“As a Volunteer with Age UK South Lakeland you may see or hear personal information relating to people who use Age UK South Lakeland services, as well as fellow volunteers and employees.  You may also see or hear confidential information about Age UK South Lakeland itself.  We have policies and procedures that volunteers must follow relating to information security, confidentiality, records management and the handling of person al data which enable us to meet our data protection obligations.

Advice on how to respond to a request for information you believe is confidential or sensitive from people or organisations outside Age UK South Lakeland must be sought from your line manager.  It is also important that you are familiar with the support network open to you within the organisation should you need to discuss any information you have been given.

If you do not follow the organisation’s rules regarding the control of relevant information (Information Governance) we may consider that you have not met our expectations of you as a volunteer, which may lead to your opportunity to volunteer being withdrawn.”
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