8a: Standard Voluntary Agreement (Work Experience)
January 2009
[Yellow highlighted words require specific wording]

[TRUST NAME]
VOLUNTARY WORK EXPERIENCE CONTRACT
Date:

Parties:

	(1)
	[Trust Name]
	The Trust

	
	[Trust Address]

	

	
	
	

	(2)
	[Volunteer’s full name]
	The Volunteer

	
	[Volunteer’s address]

	


In consideration of the Trust providing you (The Volunteer) with work experience, the Trust offers to engage you subject to the following conditions, which shall include the rules and procedures set out in the Staff Handbook, as far as applicable to your status as a volunteer. A copy of the Staff Handbook is available from the Trust.
To accept this offer, please sign below and return one copy of this contract to the Trust at the Trust’s office above.

AS WITNESS the hands of the parties hereto:

	Signed by

	

	[Name of Trust Chief Executive]
	……………………………………..

	For and behalf of the 




[Trust  Name]
	 [Chief Executive]

	
	

	Signed by


	

	
	……………………………………..

(The Volunteer)

	
	


Conditions of Voluntary Services
1
Term and Notice 

This contract commences on [date], and shall be for [a fixed period of up to [2] months]. However, the Trust recognises the voluntary nature of the engagement and you are able to terminate this contract at any time by written notice to the Trust at the Trust Office.
2
Capacity 
The Trust may call on you to provide [research assistance or short description of duties] on an as and when required basis, subject to your availability and agreement.  
3
Reporting

Unless otherwise notified by the Trust your Manager is [*******].
4
Hours of Work


(a)
The normal business hours of the Trust are from 9.00 am to 5.00 pm from Monday to Friday. 

(b)
The nature of the Trust’s work lends itself generally to flexible working arrangements and, subject to meeting the duties reasonably required of you, there is accordingly a presumption of flexibility to meet domestic and personal commitments.

5
Place of Work

Your will be required to work at various places within [specify area]. Accordingly, unless otherwise agreed or required, your home will be your place of work. The Trust Office, which is where your work will be managed and to which you should report as required, is the [Trust Office address].
[ALTERNATE: Your place of work is the Trust Office at [Trust Office address].
6
Sickness


If you are absent from work on account of sickness or injury, you (or someone on your behalf if you are incapacitated) must report this to the Trust as soon as practicable.


7
Private Car


(a)
Unless otherwise agreed, you will be expected to have a private vehicle generally available for use in the Trust’s business. 

(b)
You are responsible for ensuring that any vehicle used on the Trust’s business is insured for occasional business use (which many insurers offer as a free policy addition). 

(c)
You must have and keep a current driving licence.  You must promptly notify the Trust of any accidents in which you are involved whilst driving on Trust business, any charges of driving offences brought against you, any convictions and of any punishment imposed (other than minor offences not causing immediate disqualification).

8
Mileage and Expenses

(a)
You will be entitled to a mileage allowance for all journeys undertaken in your private vehicle on the Trust’s business [, including between home and work],  at the Approved Mileage Allowance Payment rate(s) set out by Her Majesty’s Revenue and Customs
(b)
The Trust will reimburse to you subsistence expenses and other expenses agreed in advance with the Trust.  Receipts for all payments should be obtained and submitted with the claim for reimbursement wherever practicable.   
(c)
The upper limit for mileage allowance and subsistence expenses in the aggregate is an average of [£30 per day], subject to completion and signing of the attached specimen form, copies of which can be obtained at the Trust’s office.  Any other expenses incurred will be reimbursed in full.
9
Confidentiality


(a)
You must not disclose any information of a confidential nature relating to the Trust or in respect of which the Trust owes an obligation of confidence to any third party during or after your work experience except in the proper performance of your duties or as required by law.


(b)
You must return to the Trust upon request and, in any event upon the termination of your work experience, all documents and tangible items which belong to the Trust or which contain or refer to any confidential information and which are in your possession or under your control.


(c)
You must, if requested by the Trust, delete all information held in computer retrievable form which contains or refers to any confidential information and which is in your possession or under your control.

10
Intellectual Property


If at any time during your work experience you devise any new know-how, method, process or product or improvement thereto, you must disclose the same to the Trust. The Trust shall have the right to apply for intellectual property rights of whatever nature in any country it may desire and you, at the Trust’s request and cost, will do all things necessary to enable such application(s) to be made.  

11 
Health and Safety


(a)
The Trust will take all reasonably practicable steps to ensure your health and safety and welfare while at work.  If you have any health and safety concerns during your work experience, you should refer them as soon as practicable to your Manager. If you have reasonable cause to believe that you are exposed (or are exposing others) to a health and safety risk you should stop and re-assess the situation. You must not proceed until reasonable safety measures have been implemented and/or you are satisfied that it is reasonably safe to proceed.  It is also your legal duty to take care of your own health and safety and that of your colleagues and others working near you.


(b)
If you suffer an injury at or during the course of your work experience with the Trust, you must report it to the Trust Office so that it can be recorded in the Accident Book.


(c)
The Trust’s health and safety policy, guidelines and organisational chart are set out in the Staff Handbook.

12
Insurance


You are insured under the Trust’s combined employer’s liability and public liability insurance policies whilst undertaking work experience on behalf of the Trust.

13
Computer Programs/Internet Use


(a)
Any computer provided to you by the Trust shall be used for its sole benefit and no unlicensed or non-authorised programs shall be installed thereon without the consent of the Trust.

(b)
 You must back up data held on any such stand-alone computer on at least a 2-weekly basis. 
(c)
 You must take all reasonable care to avoid computer viruses, which shall include maintaining and keeping updated any anti-virus software and not networking your computer with any unauthorised computer system. 


(d)
You must not download or store from the Internet or otherwise any material of a pornographic or otherwise illegal nature the Internet, and where the Trust has reasonable cause to believe that illegal material has been downloaded or stored on the Trust’s computer equipment, you hereby irrevocably agree that the Trust has the right without notice to access the said computer. 


Further details are set out in the Trust’s IT Policy in the Staff Handbook.
[TRUST NAME] 
VOLUNTARY WORK - MILEAGE & EXPENSES FORM
	Name:
	

	Address:
	


	Date
	Description of Journey
	Miles

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Date
	Description
	Receipt No.
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total Miles 




………………………….
Mileage @ 40 p per mile


…………………………..

Subsistence @ cost



…………………………..
Number of days worked 


……………

Aggregate amount claimed

…………………………..

(Maximum of £30 per day average)


I hereby declare that the mileage allowance and expenses claimed have been incurred in undertaking my work experience duties with the Trust.

Signed:
……………………………….

Date:
……………….
