
C A R  S C H E M E  V O L U N T E E R  D R I V E R S  P A C K  1

'I STARTED
VOLUNTEERING TO
HELP THOSE WHO

ARE LESS FORTUNATE
AND  I ENJOY

MEETING DIFFERENT
PEOPLE WHO

USUALLY HAVE A
GOOD STORY TO

TELL'. 

VOLUNTEER DRIVERS 
Volunteers are vital to the service and support we provide to our members.  Our

drivers offer essential transport to important appointment but are so much more

to our passengers.  They are a friendly face and a listening ear to isolated, lonely

and vulnerable people. 

Volunteering is a wonderfully rewarding & interesting role.  We have a dedicated

team of drivers who get to know many different passengers and regular faces, all

of whom rely on our service and look forward to seeing our fabulous volunteers.   

WE LOOK FORWARD TO WELCOMING
YOU TO THE TEAM

Voluntary Impact Northamptonshire manages the Northampton Volunteer Car

Scheme, an award winning community transport service for elderly and disabled

people, living in the Borough of Northampton (NN1-NN5) and Grange Park. The

service takes residents, who do not have a car and are unable to use public

transport, to medically related and well being appointments, 

Our team of volunteer drivers take members to around 11,000 appointments

each year, averaging 550 voluntary hours of journeys per month. 

The Car Scheme enables registered members to get about with ease,

convenience and peace of mind, allowing them to maintain their independence

for longer and helps to prevent social isolation.

NORTHAMPTON VOLUNTEER CAR SCHEME

ALAN, VOLUNTEER
DRIVER FOR 11 YEARS.



Purpose: To provide transport to medically related & well-being appointments

for passengers identified by the Car Scheme, who have no access to, or difficulty

using, public transport. Drivers use their own cars.

ROLE DESCRIPTION

All drivers will be supported by and are

accountable to community transport staff. 

Inform Car Scheme staff immediately of any changes to their health or any

occurrences that affect their ability to drive; their insurance cover; their

driving license etc.

Ensure that the car is correctly taxed, roadworthy and has a valid MOT at all

times. Your Insurance policy must allow volunteerng. 

Notify the Car Scheme Co-ordinators, as soon as possible, of any incidents or

accidents affecting passenger safety whilst on duty.

Work within the VIN & Volunteer Car Scheme Policies.

Drivers must:

Location: Drivers will be based at home. The journeys will usually start within the

drivers’ local community area.

To collect passengers and drive them to/from their destination.

To assist passengers getting into or out of the car if they require it.

To ensure any luggage, walking aids, wheelchairs etc are safely stowed.

To wait for passengers attending appointments or, depending on the length

of appointment, to leave them and return later to take them home.

To collect mileage charges from passengers & account for all monies received.

Tasks: 

Training
Undertake compulsory Safeguarding Training, have an experienced volunteer

driver as a buddy for support & queries, have the opportunity to attend driver

meetings  and access to other training as necessary. 

Travel expenses will be

paid on a set mileage

basis or 0.45p per mile

for journeys undertaken.

EXPENSES

We will also pay genuine

expenses such as

parking/mileage for

driver meetings, upon

production of a receipt. 

 The charging system in

place ensures drivers are

never out of pocket

whilst volunteering.

Communication
Volunteers can contact staff on a dedicated driver

landline and mobile number.  Email is the

preferred way to send out journey schedules and

general updates.  

Able to offer a regular voluntary commitment.

Understanding the needs of passengers  with 

 differing ages, abilities and backgrounds.

Self-motivated with ability to work alone &

unsupervised, but as a team when required. 

Good communication skills & tidy appearance.

Person Specification



RECRUITMENT PROCEDURE

CAR SCHEME

Application Form
We ask anyone interested in becoming a volunteer driver to complete an

application form.  Once that is complete we will arrange to meet the applicant. 

First Meeting 
To explain more about the Car Scheme, the recruitment process, the Car Scheme

Policy and role description as well as what is expected of volunteers.  Initial

discussion about volunteers availability.

References  
If the applicant would like to proceed with the recruitment process we will write

to their referees, which includes a doctor reference and a personal reference. 

 Disclosing & Barring Check
Once these references are received back satisfactorily we will ask the applicant

to complete a Disclosing & Barring Check (DBS) Form and bring in relevant

identification to verify who they are.  This is a police record check.   This form is

then sent off and once it has been processed the DBS Certificate will be sent

direct to the applicant. The applicant is then asked to bring this into the Car

Scheme office to show a member of staff. 

Second Meeting
Once all references and the DBS check have been completed satisfactorily a

second meeting will be arranged. The second meeting will go through the

Volunteer Handbook and Driver Pack which is the finer detail about the Car

Scheme and includes parking at the hospital, mileage fees, health & safety,

training, vehicle insurance, safeguarding etc… 

Training
It will be arranged for the new applicant to spend half a day with a current

volunteer driver to have some on the job training, this will include more detailed

information about Northampton General Hospital including parking, location of

departments and the finance office. You will also be asked to undertake

compulsory Safeguarding Training at a later date. 

Any further queries
Once the new applicant has been out with a driver there is an opportunity to

discuss any queries which may have arisen and to finalise when they are able to

volunteer. 

Driver Pack & Uniform
The Driver Pack consisting of an I.D Badge, Car Badge & Sticker, clipboard and

general information will be given to the new volunteer driver, along with the

uniform (T-Shirt & Fleece). 



CAR SCHEME POLICY - DRIVERS 

CAR SCHEME

References
One character reference is required for all drivers.

Training
Drivers will have a volunteer driver buddy. Volunteer drivers are encouraged to

attend drivers meetings; through these meetings advice will be given on

disability awareness, passenger assistance, volunteers’ rights and responsibilities

and specific training will be given on safeguarding.

Licences
A full licence is required to have been held for at least 5 years. A copy of the

driving licence will be taken at interview and kept on file and checked annually

using the GOV.UK system. Three penalty points for a speeding offence is

accepted, but If more than one offence is committed whilst a volunteer is a

registered driver with the Car Scheme, the matter will be referred to Community

Transport Manager for individual consideration.  

Age
The Volunteer Car Scheme has a lower age limit of 25 years. Drivers, upon

reaching the age of 70 and each time they renew their licence thereafter, will be

asked to have an informal discussion to make sure they are still happy to

continue & confident in their abilities. At the age of 80, if they wish to continue,

will have a new GP reference sought. 

Health Checks 
A reference from the doctor to confirm suitability to drive is required, as well as a

Health Declaration.  Upon signing the declaration the driver agrees to inform the

Car Scheme if there are any medical reasons why they should not drive.  

Illness & Disabilities
Drivers are expected to report any illness, or medical condition that may affect

their ability to drive. Drivers will complete a health related questionnaire

annually.   Drivers must report any disability, which may affect their ability to

drive, Drivers will not be discriminated against on the grounds of disability and

the Car Scheme adheres to all VIN Policies on this.   Drivers should be aware of

the dangers & legalities of consuming drugs and/or alcohol prior to driving.

Police Checks
Enhanced DBS (Disclosure & Barring Service) checks are carried out before

commencing the role.  The information in these are kept strictly confidential

between the applicant and Community Transport staff.

The Volunteer Car Scheme adheres to all Voluntary Impact Policies. 

Smoking
VIN operates a no smoking policy, smoking is not permitted in vehicles whilst

carrying a passenger.  Drivers who smoke must be mindful that smoke lingers in

vehicles and on clothing. 



CAR SCHEME POLICY - DRIVERS

CAR SCHEMEIdentification
Volunteer drivers are issued with a photo I.D badge, which must be worn whilst

carrying out the role. A Car Scheme window sticker and hospital parking badge

will also be issued to be displayed in the vehicle.  A uniform is also available but

is not compulsory. 

Expenses 
A fixed mileage rate of 0.45p per mile is set by VIN and is in line with

government guidance.  On the day of the journey, drivers charge the passenger,

and payment is received directly from the passenger in cash. Mileage applies

from the drivers home or the end of the previous journey, to the passenger

destination and return. In line with general VIN policy, volunteers should not be

left out of pocket by their volunteering or associated training/meetings.

Therefore, expenses will be reimbursed in these latter instances.

Confidentiality
Drivers should be aware that any information they gain during the course of their

duties should not be divulged to any other passenger or third party.  If journey

sheets are printed out, they should never be left visible in vehicles and should be

shredded at the end of the day.  All GDPR must be adhered to. 

Appearance and Conduct
When volunteering, drivers are representing the Volunteer Car Scheme and as

such must be presentable and clean.  Vehicles must also be clean and tidy for

the comfort of passengers.  Drivers must remain polite and courteous at all

times.  If any issues arise staff should be contacted straight away. 

Emergencies
The Driver must always inform staff of any accident or emergency by phoning at

the earliest opportunity.  The scheme has a dedicated land line just for drivers to

call and if it is out of office hours, staff have a dedicated mobile phone for drivers

to call. We also have an emergency contact number for each passenger (if

applicable) and for each driver.  

In case of a medical emergency the driver should follow standard procedures by

calling the emergency services on 999, if necessary and do not move the

passenger.

Complaints Procedures 
VIN has a complaints procedure in place for staff, volunteers and anyone using

VIN services such as the passengers of the car scheme. If anyone is unhappy with

any aspect of VIN, they have the right to complain either formally or informally in

the knowledge that the complaint will be investigated and dealt with sensitively.

All formal complaints will be acknowledged within 7 days.



CAR SCHEME POLICY - DRIVERS

CAR SCHEME

Documentation
MOT, Tax and Insurance documents will be checked annually by staff.  Volunteer
drivers must show proof of a valid MOT certificate (if applicable).  Insurance must

cover the driver for the role of volunteering. 

Insurance
Drivers must inform their insurance company of their intention to undertake

volunteering and car insurance must cover the role of volunteer driver, proof that

you are covered for the role will be required. 

VIN has insurance cover in place for volunteers as well as staff such as Public

Liability insurance and Personal Accident. VIN also has insurance cover for “No

Claim Bonus” and “Application of Excess” protection for those drivers with full

comprehensive insurance.

Insurance is only effective when the journey has been notified and processed as

an official journey, through the Car Scheme. Passengers’ belongings are not

covered by VIN insurance and are not the responsibility of the driver.

Vehicle Checks
It is expected that drivers will observe the Highway Code Section 28, and carry

out regular checks on the roadworthiness of their cars.

Vehicle Type
The Volunteer Car Scheme has the right to refuse the use of any sports cars, vans

or off road vehicles, which might be inappropriate for passengers.  

Seatbelts
Cars that are fitted with front seatbelts only will be used for single passenger

trips. The current legislation for the wearing of seatbelts states that seatbelts are

compulsory in both front and rear seats on all cars with an unladen weight of

less than 2540Kg. The driver is not responsible for seatbelt wearing by adults.

Declaration
The Volunteer Car Scheme requires all drivers at interview to sign a declaration

that s/he undertakes to hold a current MOT (if applicable), insurance cover and a

road fund licence at all times and that proper maintenance and regular vehicle

checks will be carried out.

Emergencies
The Driver must always inform staff of any accident or emergency by phoning at

the earliest opportunity.  The scheme has a dedicated land line just for drivers to

call and if it is out of office hours, staff have a dedicated mobile phone for drivers

to call. We also have an emergency contact number for each passenger (if

applicable) and for each driver.  

In a medical emergency the driver should follow standard procedures by calling

the emergency services on 999, if necessary and do not move the passenger.



CAR SCHEME POLICY - PASSENGERS
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Luggage & Walking Aids
Luggage or walking aids should be placed, securely in the boot of the vehicle. If

this is not possible, luggage placed inside should be adequately secured to

prevent injury in the event of the vehicle suddenly stopping.

Transporting a passenger with disabilities
At the time of joining the scheme the passenger will be asked if they have any

special needs (including a need for an escort or companion) or walking aids.

 This will be communicated to the driver on the driver journey schedule. The

driver should take time to ensure that the passenger will be comfortable and

safe before starting the journey.  If the driver has any doubts about the safety

and comfort of the passengers, they should contact staff immediately.   Before

starting the role, drivers can opt in or out of carrying certain walking aids. 

Passenger Assistance
Drivers should offer some assistance, such as an arm to steady, to passengers, but

please do not attempt to help a passenger without asking first.   Assistance with

the seat belt can be offered to passengers but always be mindful of personal

space.   Drivers should never lift a passenger.

Registration 
Registration is open to elderly & disabled residents of the Borough of

Northampton (NN1-NN5) & Grange Park, who are over the age of 18 years.  The

service is for those who do not have a car, are no longer able to drive and who

cannot manage on public transport.   This criteria is a stipulation of our funding. 

Booking requests
Passengers book journeys via telephone or email and must be booked  through

these avenues, not via the driver.  Passengers should be picked up and dropped

off when and where agreed as per the driver journey schedule.  when the journey

is booked. 

Passengers are asked to be ready 30 minutes before their appointment time. 

 This is not an exact pick up time, but simply allows ample journey time if drivers

pick up as near to this as possible. 

If a passenger does not answer the door for a scheduled pick up, drivers must

call the office immediately in order for our Passenger Safety Protocol to be

enacted.  Likewise if they do not wish to travel, drivers should inform the office

and the mileage fee for an aborted journey can be claimed . 

Destinations
The Car Scheme provides travel to medically related & wellbeing appointments.

Drivers are requested not to undertake journeys which have not been arranged

through the car scheme and /or which fall outside the limits of our remit. 



REFERENCING 

CAR SCHEME

How long has this person been known to you and in what capacity?

Do you consider them to be reliable?

Do you consider them to be trustworthy?

Do you consider that they are physically fit enough to be a volunteer driver?

Do you consider they are mentally fit to be a volunteer driver?

Do you consider them to be adaptable?

Do you have any other comments about their suitability to be a volunteer

driver to transport elderly & disabled people to medically related and

wellbeing appointments?

The reference questions we send to your personal referee are: 

  
1.

2.

3.

4.

5.

6.

7.

How long has this person been known to you as your patient?

Do you consider that they are physically fit enough to be a volunteer driver?

Do you consider they are mentally fit to be a volunteer driver?

Do you consider them to be stable?

Do you have any other comments about their suitability to be a volunteer

driver to take elderly & disabled people to medically related & wellbeing

appointments?

The reference questions we send to your GP are: 

1.

2.

3.

4.

5.

CONFIRMATION OF FITNESS

CHARACTER

We write to a personal referee for a character reference and to your GP for a

confirmation of fitness.  Along with the questions below, each are sent a copy of

the role description to best inform their answers. 

PETER, VOLUNTEER DRIVER FOR 22 YEARS.

I enjoy helping different people each day, many of whom
have become friends.  I get great satisfaction out of doing

something so worthwhile. 
Volunteering has made a big impact on my life.  I'd

encourage others to get involved.  It makes a big difference,
not just for others but for yourself!



DISCLOSURE & BARRING CHECK (DBS) 

CAR SCHEME

We undertake a Disclosure & Barring Check for all Volunteer Drivers. 

The Disclosure & Barring Service (DBS) carries out criminal record checks for

specific positions, professions, employment , offices, works and licences included

in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and those

prescribed in the Police Act 1997 (Criminal records) regulations. 

 

The process for the DBS check is as follows:

 

1. We will ask you to complete a Disclosure & Barring Service Application Form.

2. You will need to bring the application form in to the office with the relevant

documents proving your identity (as stated on the front of the application form).

3. We will check your identity documents and application form and send it off to

an umbrella body who processes the applications on our behalf.

4. The Disclosure and Barring Service will process the application and send the

certificate directly to you, the applicant.

5. Once you receive the certificate you will need to bring it into the office for a

car scheme staff member to see.

 

We do not take a copy of the certificate. We understand that the information

contained in the certificate is confidential and only yourself and the staff

member will see it. 

 

6. On receipt of a satisfactory Disclosure & Barring Certificate the driver induction

process will continue, 

 

You, the applicant can subscribe to the DBS update service online for future

checks. 

 

A re-check is done every 3 years. 

 



SAFEGUARDING

CAR SCHEME

We have introduced Safeguarding Training for all Drivers as a compulsory

training session. 

 

The Northampton Volunteer Car Scheme takes elderly and disabled people to

medically related appointments. Elderly and disabled people come under the

definition of vulnerable adults. 

 

The core definition of “vulnerable adult” from the 1997 Consultation “Who

Decides?” issued by the Lord Chancellor’s Department, is a person:

“Who is or may be in need of community care services by reason of
disability, age or illness; and is or may be unable to take care of unable to
protect him or herself against significant harm or exploitation”. This

definition of an Adult covers all people over 18 years of age. 

 

Safeguarding is about protecting certain people who may be in vulnerable

circumstances. These people may be at risk of abuse or neglect due to the

actions (or lack of action) of another person. In these cases, it is vital that public

services work together to identify people at risk, and put steps in place to help

prevent abuse or neglect.

 

The Safeguarding training is a 2 hour informational session designed to give you

the knowledge and tools to recognise the signs of any abuse or neglect.  

 

Voluntary Impact Northamptonshire has a Safeguarding Policy and designated

Safeguarding Officer (Sally Jones, Community Transport Manager) who

undertakes any action that may be necessary. 

VOLUNTEERS ARE ESSENTIAL FOR THE SERVICE TO
CONTINUE TO SUPPORT VULNERABLE PEOPLE IN THE

LOCAL COMMUNITY.  

THANK YOU 

WE APPRECIATE YOUR TIME AND HOPE YOU
WANT TO JOIN OUR FANTASTIC TEAM

https://www.gov.uk/government/publications/safeguarding-policy-protecting-vulnerable-adults/sd8-opgs-safeguarding-policy#fn:1
https://www.gov.uk/government/publications/safeguarding-policy-protecting-vulnerable-adults/sd8-opgs-safeguarding-policy#fn:1
https://www.gov.uk/government/publications/safeguarding-policy-protecting-vulnerable-adults/sd8-opgs-safeguarding-policy#fn:1


KEEP IN TOUCH

CAR SCHEME

Voluntary Impact Northamptonshire

15 St Giles Street

Northampton

NN1 1JA

OFFICE ADDRESS

General Enquiries & Passenger Booking: 01604 628234

Dedicated Driver Phone: 01604 601402

Mobile:  07718 651646 (FOR DRIVER USE ONLY: to use out of office hours &

emergencies - not to be given to passengers)

TELEPHONE

carscheme@voluntaryimpact.org.uk

EMAIL

Sally Jones - Community Transport Manager

Karen Watkins - Car Scheme Administration Coordinator

Emma Hill - Customer Service & Volunteer Assistant (Car Scheme)

Sam Galpin - Scheduler (Northampton Door to Door Service

Cheryl Vosper-Christian - Scheduler (Northampton Door to Door Service

COMMUNITY TRANSPORT OFFICE TEAM

CAR SCHEME OFFICE HOURS
Monday: 0800 - 1600

Tuesday: 0800 - 1600

Wednesday: 0800 -1600

Thursday 08:00 - 1600

Friday:  0800 - 1300


