
Volunteer safety manual. 

 

Volunteer personal safety policy. 
 

1. Introduction 
1.1 At MSKET we are committed to the belief that everyone has the 

right to volunteer without fear of violence, threat, harassment, verbal 

abuse, and risk to personal health and safety. 
1.2 This policy ensures we have arrangements in place to prevent, where 

possible, the above occurring and to take action to deal with any incidents. 
 

2. Scope 

2.1 This policy applies to all MSKET volunteers including: 
• Parcharaks 

• Children’s Camp volunteers 

• Event hosts (including online) 
• Donation collectors 

• Stall minders/holders 
• Trustees 

• International volunteers 
2.2 This policy does not cover risks to volunteers during their normal journey to and 
from the place of volunteering. However, it does cover instances where: 

• volunteers are asked to start volunteering particularly early or leave late at night 
including lone working arrangements 

• volunteers travel extensively as part of their role 

  
 

3. Policy statement 
3.1 The following statements underpin this manual:  

• At MSKET we are committed to keeping our volunteers safe 

whilst they are volunteering with us. We will not tolerate violence, 
aggression or abuse against our volunteers. 

• We will take all reasonable steps to reduce and prevent the personal safety risks 

to volunteers whilst they are volunteering with us. 
• Violence is more than physical assault - it also includes verbal 

aggression or abuse, threats, intimidation and harassment. 
 

Any volunteer may be at risk while they are volunteering for us. However 

roles where there may be greater risk include: 
- lone working 

- providing a service 
- travelling out and about 

- working with vulnerable people 

- carrying cash 
- volunteering early or late 

- high level of interaction with the general public 

-volunteering abroad 
 

4. Advice 
Volunteers can access support and guidance on personal safety issues by emailing 

volunteer@matasahibkaurtrust.org. 

 
 

 
Volunteer personal safety procedure 
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5. Responsibility 

All staff and volunteers are responsible for their own and others’ personal 
safety and for making sure that they work or volunteer in a safe environment. 

5.1 Responsibilities of volunteer leads. 

All staff that work with or manage volunteers are responsible for making sure that: 
• that volunteers in their area are aware of the personal safety policy, procedure 

and guidance and understand their responsibilities 

• the personal safety policy and supporting procedures are put in to 
practice at a local level 

• that any incident, near miss or cause for concern is reported 
• that volunteers receive appropriate supervision and instruction around personal 

safety 

5.2 Responsibilities of volunteers. 
All volunteers must take responsibility for their own and others personal safety by: 

• following MSKET’s policies, procedures and guidance 
• making sure they do not place themselves at significant risk whilst volunteering in 

the UK or abroad. 

• Reporting all incidents, near misses and causes for concern to their supporting 
staff member 

• attending and actively taking part in any training provided 
• Where safety policies and procedures aren’t followed, this will be dealt with by 

the Board. MSKET will not take responsibility for actions of volunteers when not 

adhering to agreed protocols.  
 

6. Volunteering abroad. 

The following list of safety advice is not exhaustive and while MSKET will provide advice 
and support, it is ultimately the volunteer’s responsibility to raise their level of 

awareness about staying safe and well abroad. 
 

• Stay up-to-date with foreign travel advice on the gov.uk website. 

• Register with your embassy. 
• Carry a medical card if you have any specific medical conditions. 

• Use common sense - Don’t accept rides from strangers. Be careful who you 
accept food from. Be aware of where your drinking water and food comes from. 

Trust your gut instinct. If you don’t feel good about a situation, avoid it. It’s 

always better to be safe than sorry. 
• Stay up to date on the current state of affairs in the place you are travelling to. 

• Keep family and friends informed of your movements. Social media can also be a 

good way to do this, but ensure that you do so safely and responsibly. 
• Make sure you report any concerns about your safety during your volunteer 

program to the Lead straight away. 
• Take note of where you and who might be around you. It’s not being paranoid, 

it’s being cautious. Keep your eyes and ears open. 

• Store personal and valuable items safely. 
• Write down numbers and addresses (do not rely solely on electronic devices as 

batteries can be unreliable). 
• Purchase travel insurance (ensure that this includes medical expenses and cover 

for getting you home if you're injured or fall ill abroad, personal injury and cover 

for accidents or damage caused by you, cover for lost or damaged items). 
• Do not travel alone at night or in isolated areas. 

• Disperse your money and bank cards. Strategically put your cash and cards in 

different locations. This will be a sure-proof way to not spend all of your money at 
once and to have a sense of security if your wallet or purse gets lost or stolen. 

• Make copies of your passport. 



• Do not carry a lot of cash and avoid ATMs that are on the street, and instead try 
to find a secure option that is inside a bank lobby, taking care to stow your 

money safely out of sight before re-entering the street. 
• Carry the necessary medical devices or medications. 

• Be aware of and adhere to local laws and customs. 

• Dress Modestly. 
• Lock it. Lock the door to your room/hotel and use secure padlocks where 

necessary. 

• Wear your seatbelt (even if it is not the law or common practice). 
• Ensure contact details of the lead charity contact in the country, reputable 

doctors and emergency services are obtained and kept accessible at all times.  
• When you arrive, make it a priority to find out how to contact local emergency 

services. Bear in mind that the efficiency of such services will vary, depending on 

where you are in the world (I.e. in India, it is advisable to source the contact 
numbers of reputable local doctors and the nearest hospital). 

• If you fall ill, seek medical attention straight away and contact your lead charity 
contact as soon as you are able to (preferably immediately). 

• Consider installing mobile phone apps that can alert others in the event of a 

disaster/emergency. For example, Trusted Contacts by Google allows you add 
people you care about as your trusted contacts and they will be able to track your 

location in case of an emergency (like a natural disaster).  Bull Horns Panic 
Button offers reliable features to send help to your location. The app has a big 

panic button that will alert your contacts that you are in trouble along with your 

current location. You can add a list of people you trust and official security 
departments that will come to your rescue when in trouble  

• Ensure that such apps are compatible with where you are travelling. These are 

not MSKET recommendations, but intended as examples for illustration purposes. 

 
 
7. Risk Assessments 

7.1 Staff who support volunteers must identify where volunteers may be 
particularly at risk and carry out risk assessments in order to make sure 
that all relevant risks to personal safety are addressed  

7.2 A new risk assessment should be completed or an existing 
assessment reviewed when 

• a task changes significantly 

• the people carrying out the task changes significantly 
• a new task is added 
• a significant incident has occurred 

 
8. Tracing systems 
While it is unlikely that you will be alone when volunteering/out in the 

field (e.g. we aim to pair you with a local volunteer if you are a MSKET 
volunteer abroad), the following steps should still be taken: 
8.1 Volunteers must ensure that they are aware of how to contact the 

volunteer/project lead and vice versa (especially in the event of lone 
working). 
8.2 When you are out in the field (especially abroad), regularly inform 

your point of contact/Lead and update them on your whereabouts. Having 
access to a fully charged mobile phone is important. 
8.3 We advise that you use your phone to regularly share your location 

with your point of contact/Lead. 



8.4 As good practice, ‘check-in’ with your Lead at the end every day. 
8.5 We recommend using a local sim card if you are volunteering abroad. 

Transfer important contact numbers onto the sim 
8.6 Adhere to the schedule and if there isn’t one, make sure that your 
schedule is known to your contact/Lead and make sure that you follow it. 

 
 
9. Emergency contact details 

9.1 Volunteer leads must record key information about the volunteers 
they support in case of an incident 
9.2 This should include home and mobile numbers of a partner/next of 

kin/family member and, where appropriate, car details and any relevant 
medical information. 
 

10. Planning ahead 
10.1 Travelling 
10.1.2 All volunteers travelling on behalf of MSKET should be given 

training and/or guidance on personal safety whilst travelling 
10.1.3 Where volunteers are travelling as part of their role, check the 
travel safety checklist. The ‘Checklist for Travellers’ leaflet can be found 

on the gov.uk website. We recommend that you also read the ‘Before you 
go’ and ‘When you’re abroad’ sections on the website. 
 

10.3 Fundraising 
10.3.1 There must be at least 2 people present at all times where cash is 
being handled, counted or transported 

10.3.2 Cash must be counted in a private place – not in front of the public 
10.3.3. Cash must be banked as soon as possible. Where it is not possible 
to bank cash immediately, arrangements must be made to store it 

securely.  
 
11. Training and guidance 

11.1 Training and/or guidance will be provided to all volunteers (and staff 
who work with volunteers) to enable them to recognise and reduce risk 
 

12. Performance measures  
12.1 We are committed to monitoring and evaluating violence and 
aggression to ensure that control measures are working as intended, 

policies, procedures and guidelines are being followed and no new risks 
are missed 
12.2 This includes monitoring incident report forms, numbers of 

volunteers who attended personal safety training and gathering the views 
of staff and volunteers regarding their personal safety 
 

13. Reporting 
13.1 All staff and volunteers must report incidents, near misses and 
causes for concern, using the MSKET incident report form  



13.2 Incident report forms must be completed and forwarded to the 
volunteer lead 

13.3 All forms will be kept confidential 
 
14. Support and after care 

14.1 We will ensure that appropriate post incident support is available to 
all volunteers 
14.2 Where a volunteer has concerns about their personal safety and/or is 

a victim of violence while volunteering for MSKET, support will be 
Provided 
 

Other relevant policies 
• MSKET Health and Safety policy; Incidents Policy; Volunteers Policy; 

Code of Conduct; Whistleblowing policy; Complaints Procedure 

• Health and Safety at Work Act 1974 
• Management of Health and Safety at Work Regulations 1999 
• The Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations 1995 (RIDDOR) 
 


