Welcome To Save The World Club Volunteering
Thank you for your interest in volunteering. Your contribution is highly valued by us and we would like to help you get the most out of your voluntary work.

SAVE THE WORLD CLUB is an innovative new charity which focuses on practical youth arts and environmental work and education. SAVE THE WORLD CLUB was founded by comedy performer Des Kay, Grants and donations were attracted from a variety of sources and the group became a charity in 2002. In June 2003 we received a New Opportunities Fund grant award to develop our after schools work. NOF chose our project to showcase in the press as the future of childcare and joined-up thinking on social and community issues.

Among the most important features of our work are:

*
Replacing graffiti with beautiful mosaics, designed and created by the local community

*
Working with local disadvantaged children, empowering them as local Ambassadors responsible for showing off the mosaics

*
Using recycled materials

As a SAVE THE WORLD CLUB volunteer you are a valued worker for the organisation. There are some guidelines which are necessary to ensure things run smoothly. This handbook is designed to give you an overview of our guidelines.

At SAVE THE WORLD CLUB we are committed to providing a quality service to service users, volunteers, staff and trustees. We have implemented the quality system PQASSO which aims to ensure a culture of good practice. If you would like any more information about this please speak to the Volunteer Co-ordinator, Jayne Ritchie. This pack aims to give you all the information you need about being a volunteer here at SAVE THE WORLD CLUB. Please find enclosed the following policies and guidelines.

Rights and Responsibilities
This code of conduct sets out what you, as a volunteer, can expect from SAVE THE WORLD CLUB, and what we expect of you as a volunteer. Whilst your time is contributed freely, mutual support and reliability are expected. As a volunteer you have the right to:

*
Adequate guidance and advice, to select the right volunteering opportunity

*
Have a description of your role detailing what is expected of you, the time commitment involved, the skills you will need, the skills you can develop, etc.

*
Not to be used to replace the work of paid staff

*
Safe working conditions

*
Receive and request induction and ongoing training

*
Claim for out of pocket expenses

*
Play a role in the decision making of SAVE THE WORLD CLUB

*
Be respected

*
Go home on time

*
Regularly review and evaluate your work with the people you are working with. You will receive regular formal supervision - see section on Support and Supervision

*
To be heard. SAVE THE WORLD CLUB staff value your ideas and your experience of volunteering, and will explore any concerns and suggestions made by yourself

*
Progress within the organisation and ask the Volunteer Co-ordinator for job references

*
Not to act against personal or moral stances

*
Confidentiality. Your records and references will remain confidential

*
Withdraw from volunteering at any time and not be made to feel a moral obligation to continue to be a volunteer. You should however, keep SAVE THE WORLD CLUB aware of your decision to leave

*
A chance to work with and meet other volunteers and staff

As a volunteer you have a responsibility to :

*
Choose your own volunteering role

*
Agree to a level of commitment and uphold this agreed commitment

*
Be honest if you might not be suitable for work with certain client groups

*
Respect others

*
Recognise that you are a representative of SAVE THE WORLD CLUB whilst volunteering

*
Inform someone if you are struggling or want to leave a project

*
Respect SAVE THE WORLD CLUB's policies and procedures, including confidentiality

*
Attend recommended training sessions

*
Inform the organisation with which you are volunteering if you are unable to attend at the agreed time giving as much notice as possible

*
Look after your own safety. If you are attending an activity alone always tell someone where you are going and when you will be back

Health and Safety for Volunteers
SAVE THE WORLD CLUB's Responsibilities

*
SAVE THE WORLD CLUB has a responsibility to ensure that all reasonable precautions are taken to place volunteers in conditions that are safe, healthy and comply with legal requirements and codes of practice

*
SAVE THE WORLD CLUB has a responsibility to act on any Health and Safety concerns raised by volunteers or external organisations

*
SAVE THE WORLD CLUB has a responsibility to ensure that all volunteers receive appropriate training before commencing volunteering

Volunteer's Responsibilities

*
Volunteers have a responsibility to do everything they can to prevent injury to themselves, fellow volunteers and others affected by their actions or omissions while volunteering

*
Volunteers must report any unsafe conditions or activities to the project organiser and record any accidents or near misses

*
Volunteers must make use of any protective clothing or equipment supplied to ensure a safer working environment

*
Volunteers must not undertake any task which authorisation and or training has not been given

*
Volunteers must seek the advice of the Project Organiser with reference to any special medical or other condition that my affect the safe working for the individual

*
Volunteers must raise any health and safety concerns they have with the relevant project organiser

*
An incident book for recording accident, incidents and near misses can be found beside the first aid kit at each project

Equal Opportunities and Diversity
Our organisation is firmly committed to diversity in all areas of its work. We believe that we have much to learn and profit from diverse cultures and perspectives, and that diversity will make our organisation more effective in meeting the needs of all our stakeholders.

We are committed to developing and maintaining an organisation in which differing needs, abilities, and ideas are fostered and valued, and where those with diverse backgrounds and experiences are able to participate and contribute.

Volunteers have the right not to experience discrimination and they have the responsibility not to discriminate against other people.

*
SAVE THE WORLD CLUB is committed to implementing an equal opportunities policy. It realises that discrimination exists in society and believes that this prevents potential and ability from being realised.

*
SAVE THE WORLD CLUB will not tolerate discrimination on the basis of race, colour, gender, sexual orientation or identity, ethnic or national origin, disability, partnership status or home responsibility, HIV or AIDS status, age, political or religious belief, trade union activity or socio-economic background, and reserves the right to add to these groups at any time.

*
SAVE THE WORLD CLUB will strive to prevent unfavourable treatment, directly or indirectly, upon any of these groups in its employment practice and conditions, and provision of services.

*
SAVE THE WORLD CLUB also recognises that substantial progress should be made through daily practice and positive action at all levels within the organisation and its activities.

Confidentiality
All volunteer registration forms, declarations of criminal convictions, names and addresses of referees and other personal information will be treated as confidential.

All information about a volunteer, including any concerns raised will be kept in a locked cabinet. Any information held on computer will be accessible only to the Project Co-ordinator. No personal information, including addresses and telephone numbers will be given out without prior consent of the volunteer concerned.

Volunteers must treat information about service users as confidential. However, volunteers should never promise to keep a secret. For instance, if a child makes a disclosure of abuse to a volunteer they are obliged by law to report this to the Child Protection Officer for the project.

Volunteers must be aware that they are not breaking confidentiality if they speak to the Project Co-ordinator about a problem arising from their volunteering.

If you have any concerns about any aspect of confidentiality please contact the Volunteer Co-ordinator.

Volunteer Screening
SAVE THE WORLD CLUB believes that all members of the community have the right to volunteer. However, due to the level of contact that volunteers may have with vulnerable members of the community and our dedication to providing safe and worthwhile services, professionalism is paramount.

This policy outlines what screening procedures are in place for those wishing to volunteer, why these procedures are necessary, and what actions will be taken if references and/or a police check do not come back as satisfactory. This is not a discriminatory policy but one that protects both the volunteer and the service user from unpleasant eventualities.

*
References - Every person wishing to volunteer at SAVE THE WORLD CLUB has to fill out a registration form. References may be sought and followed up. Volunteer references will only be seen by the Volunteer Co-ordinator. All references will be treated as confidential and kept in a locked file.

*
Police Checks - If a police check is required for your chosen activity you will be informed at the informal meeting and asked to complete a police check form.

*
Unsatisfactory references and/or police checks - You will be asked to attend a confidential chat with the Volunteer Co-ordinator to discuss the issue. The action taken will depend on the severity of the concern raised by the reference or police check. If you have a criminal conviction this does not necessarily mean you will be stopped from volunteering.

*
Informal Meeting - Any person wishing to volunteer through SAVE THE WORLD CLUB will be asked to attend an informal meeting with the Volunteer Co-ordinator. This meeting is primarily to identify what type of volunteering would most suit each individual, what time commitment each person is willing to give, and what skills they are keen to develop. Once this interview has taken place volunteering can commence. However, volunteers will not be placed in unsupervised roles, or roles of any responsibility until references and police checks where necessary have been returned and are satisfactory.

*
Induction - Each volunteer will be given an induction plan on their first day of volunteering. This is designed to support you in your role and give you the chance to discuss your experiences and how we can support you.

Guidelines For Working With Vulnerable People
Vulnerable people would include young people, the elderly, and people with any kind of disability. Volunteers should be aware that they are expected to conform to these guidelines. If you are unsure whether the people that you are working with fall into this category, assume they do. If you encounter any of the situations below follow these guidelines even if you do not consider the people to be 'vulnerable'.

These guidance notes are here so that should you encounter a difficult situation (which we hope you won't), you will know what to do. It is not your responsibility to make decisions about the welfare of children or adults. Any concerns should be brought to the Co-ordinator's attention. As a volunteer you do not have the choice of keeping such information to yourself.

As a volunteer you are may build close relationships with the people you work with. Because close relationships may develop, you may sense, or be told that some form of abuse is taking place. Anyone can be affected by abuse, it could be the client group, it could be a member of staff within another organisation, another volunteer or even yourself. Abuse can be physical, emotional, neglect, or sexual abuse. As a volunteer you DO NOT have any degree of responsibility for sorting it out. Your duty is to be a carrier of information and your Co-ordinator is the person that you should be reporting to. This should be done immediately.

The law surrounding these issues is complex. Here we try to provide you with the information that you may need, should you encounter such a situation. Whilst it doesn't make an exciting read, please take on the information below as it could be vital. The UN Convention (1991) on the rights of the child say that the government must protect children from sexual abuse, dangerous work, dangerous drugs, and from being abducted or sold. Children with disabilities must be helped to be as independent as possible.

There is less legislation relating to the abuse of older people. Elder abuse is defined as 'a single, or repeated act, or lack of appropriate action, occurring within a relationship where there is an expectation of trust, and which causes harm or distress to an older person'.

Below are some further guidelines that you should follow in order to protect yourself and others involved in your volunteering experience.

*
Try not to be left alone with a vulnerable person

*
You should not use any physical restraint. If you feel that restraint is needed for the safety of others or yourself then trained people should be there to do this

*
The supervision of children should be provided by both a male and a female supervisor

*
Records should be kept of any incident that occurs, or any situation that arises where an incident is likely or any other concern arises. Your Co-ordinator should be informed of any such incident and will be able to give you the relevant incident book for reporting

*
Accident forms should be completed for any accident that occurs in connection with your volunteering. Again the Volunteer Co-ordinator has copies of these forms

*
Having a witness for first aid treatment and personal care is essential

*
Work preventatively at all times rather than find yourself in a difficult situation

The idea of these guidelines is to safeguard yourself. Always try to be aware of your own role in a situation, and always report things that cause you concern. Remember, you are a carrier of information and it is your duty to report anything that may trouble you. This is as much for your own protection as anyone else's.

Disciplinary Procedures
Disciplinary action will be taken in relation to complaints made regarding the following:

*
Deliberate falsification of expense claims

*
Deliberate falsification of income received, or expenditure

*
Disclosure of confidential information relating to the organisation, any of its volunteers, project workers or associated link organisations

*
Convictions of a criminal offence that undermines a person's suitability for employment/volunteering by the organisation

*
The provision of false information relevant to his/her voluntary or paid employment

*
Consistently poor attendance on a project, without notification

*
Use of abusive or offensive language or behaviour

*
Bullying or harassment

In Cases of Gross Misconduct
SAVE THE WORLD CLUB can dismiss without any disciplinary procedure being followed any volunteer who they are certain has committed an offence considered to be gross misconduct. Examples of gross misconduct include: physical violence, theft, racial abuse. If it is unclear whether or not there has been a case of gross misconduct SAVE THE WORLD CLUB can suspend the volunteer pending investigation. Please note, serious disputes are extremely rare. However, such procedures are in place to protect all involved in the unlikely event of any problems.

Volunteer Expenses Policy
Under certain circumstances volunteers are able to claim back reasonable out of pocket expenses legitimately incurred through their volunteering activities. SAVE THE WORLD CLUB appreciate the fact that volunteers give up their free time to volunteer. No-one should be out of pocket from volunteering, and no-one should be prevented from volunteering due to financial concerns.

*
Who pays my expenses? - In most cases SAVE THE WORLD CLUB will pay your expenses, once they have been approved by the Volunteer Co-ordinator. (Please keep all receipts). If you are in any doubt please ask the Volunteer Co-ordinator.

*
What can I claim for? - Travel expenses - you can claim for any journeys that are solely connected with your volunteering. For instance, if you are making a special journey to attend a meeting or a training session you can make a claim. If you are unsure, please ask the Volunteer Co-ordinator. You will need to keep a receipt for your journey by public transport.

If you need to incur any expenses in connection with your volunteering, please get authorisation from the Volunteer Co-ordinator beforehand. If ever you need money in advance speak to the Volunteer Co-ordinator.

To claim, give your receipts to the Volunteer Co-ordinator who will arrange for you to collect your money.

Induction
When you begin volunteering with SAVE THE WORLD CLUB you will have an induction meeting with the Volunteer Co-ordinator. This will enable you to check you have all the relevant information you need. A 'buddy' will be made available to you. This person will help welcome you to SAVE THE WORLD CLUB and answer any questions you may have about your role or our service. After a six week period you will have a Review session with the Volunteer Co-ordinator to enable you to give feedback and offer you support with your role.

Training
It must be stressed that volunteers need no previous experience or qualifications to volunteer, just enthusiasm, energy and a little commitment. We believe that training is a very important aspect of our work and we realise that volunteers are more confident and effective when given training.

As part of your ongoing support, the Volunteer Co-ordinator will conduct a training interview with you. This will outline an agreed plan of action, with set timescales for undertaking the training. Reviews will be conducted to assess learning outcomes, recognise achievement, and update the training provision. Please refer the SAVE THE WORLD CLUB Training Plan, a copy of which can be found in the Volunteer File in the office, for more detailed information about our training policy and practice.

Complaints
As well as being pleased to hear about the good things, we also need to know if things are going wrong. This way we can make sure that we keep our high standards of service. Sometimes it is necessary to complain. If you have a complaint or concern you can talk to the Volunteer Co-ordinator to resolve the matter. If this is not satisfactory SAVE THE WORLD CLUB has a formal complaints procedure, a copy of which can be found in the office.

Support and Supervision
At SAVE THE WORLD CLUB we value your contribution and we are committed to enabling you to enjoy your work as much as possible. You will be given at least one hour a month of supervision with the Volunteer Co-ordinator when required. Supervision is a way of valuing you, giving you the space to give and receive feedback about your experiences, to enable your personal development, and build on your skills and experience. We will keep a record of supervision sessions to record key issues, discussions and actions.

Thank you for offering to volunteer. We hope you will have a wonderful experience with us!

------------------------------------------------------------------------

Child Protection Policy and Procedures
*
All projects undertaken have a specific Operational programme, risk assessment and child protection policy. This is signed by each member of staff for each project, even for short term staff, or volunteers on programmes or work experience.

*
A nominated senior staff member will be responsible for child protection at each workshop

*
We insist that all staff read the entire copy of the Children's Act. We insist that staff learn exactly what is expected of them when working in an open environment with children of all kinds.

*
Training is encouraged, our local council provides free Child Protection Foundation Training to all SWC staff who need it

*
Our workshops are undertaken by suitably trained and qualified staff, with art teaching skills, special needs teaching skills, youth worker skills and relevant qualifications.

*
We always operate a health and safety policy, first aid policy and accident book. Risk assessments are often carried out by the trustees on our behalf. We re-assess our risks a) in any case of serious accident occurring and b) half way through the project with project staff and c) at the debrief at the end of the project

*
We want to help children to be heard. To this end we operate a constant "suggestions and comments book", feedback forms and consultation process for each area of work. We have a young person's representative on our club management committee and encourage youth self-management on many creative projects.

*
Codes of conduct amongst staff. Our management policies and procedures include codes and practises for working with children including codes of conduct on smoking, drinking and illegal behaviour. At all times we are aware of the effect that our conduct has on children.

*
All workers, trustees and volunteers especially those who work directly with children must be checked by Criminal Records and copies of the successful police check are attached to contracts of employment.

Equal Opportunities Policy
SWC are fully committed to equal opportunities. This document includes our written code of behaviour for good practice in all our work. We believe that discrimination is wrong and we will take positive action to eliminate it. SWC value each other regardless of ability, age, class, culture, gender, language, race, religion or sexual orientation. We expect volunteers, workshop participants and others to do the same. It is the responsibility of SWC to ensure that the content of our workshops, community projects and artwork embrace all different lifestyles and experiences and that everyone is treated with equal importance. It is our responsibility to prepare in our work for life in today's multi-cultural society.

Against discrimination
Examples of discrimination are:

*
Patronising or condescending behaviour towards young or old people, or disability

*
Failing to value a point of view because of the age or the ability of the contributor

*
Verbal abuse of people with mental or physical disabilities

*
Having preconceived ideas of a person's language and religion or their disability

*
Having preconceived ideas of a person's abilities simply according to which sex or race they are

*
Making derogatory remarks about a persons language and religion or their disability

*
Deciding on a person's ability based solely on their sexual orientation.

*
Derogatory remarks about a person's appearance

All these behaviours relate to all the different groupings described in the policy. We will encourage children and adults to appreciate and respect diversity and difference in culture. Bilingualism is seen as a strength and an asset.

Anti-Sexism
Our expectations of any persons achievement will be based on their individual abilities, and not on their gender. We need to be sure that our workshops reflect and enable equal access to all children and adults and that our resources do not contain gender stereotypes. Careful planning is necessary to ensure that stereotypical roles are not reinforced by our use of resources of groupings. Children and adults will be positively encouraged to take part in all aspects of our workshops.

Anti-Racism
SWC believes that racism is wrong. We will not tolerate racism in any form. Any incidents will be promptly and consistently dealt with, according to our behaviour policy.

Learning for all
By content and delivery we will portray positive and accurate images of our present society locally and globally. Work should reflect the influence that many cultures have had on society.

Teamwork
Careful planning and monitoring of the grouping of children within a workshop environment will be carried out. Children or adults should not feel inhibited or dominated by other members of a group. At times this will require the facilitator to intervene which may take the form of directing questions to key individuals.

Positive Imagery
We endeavour to include positive images in all aspects of our workshops in order to reflect the society and world we live in accurately and fairly. All resources, books, displays, plans and artwork will include positive examples and images of women, all cultures and religions, the Third World and people of all ages and abilities.

Volunteers
Volunteers and adult helpers, visitors to the project in any capacity for the organisation will be expected to adhere to SWC equal opportunities policy.

