Thinking of Volunteering for 
The Advocacy Project?
Volunteer Information Pack
[image: image1.emf] 


The Advocacy Project


 




 

The Advocacy Project  



Contents

· Introduction 

· Advocacy Q&As
· Volunteer Advocate Task Description
· Volunteer Advocate Person Specification
· Group Advocacy Volunteer Task Description

· Group Advocacy Volunteer Person Specification

· The Advocacy Project’s Advocacy Charter
· Guidelines for Volunteering as an Advocate with 

The Advocacy Project

· Filling in the Application form

Introduction

Thank you for considering volunteering with The Advocacy Project.
The Advocacy Project works in Brent to support people with learning disabilities have their say, stand up for their rights and make decisions about their own lives.  We provide Professional Advocacy and Group Advocacy.  There are volunteering roles available as Volunteer Advocates and in Group Advocacy. There are other volunteering opportunities too – please ask.

This information, tells you about the work that we do and the roles and responsibilities of volunteer advocates and group volunteers. 
Before becoming a volunteer, you will need to attend our training programme - details of this will be sent after we have received your application form.
If you have any questions please do not hesitate to contact the Volunteer Coordinator.
Advocacy Q & As
What is Advocacy?

· Advocacy is speaking up on behalf of an advocacy partner, ensuring their thoughts, concerns and wishes are communicated
· Advocates always take the partners’ side, listen to them and help them ask for what they want
What is the difference between advocacy and befriending?

· An advocacy partnership is focussed on a particular issue or goal the partner has

· It is time limited – but the partnership may last a long time, depending on the advocacy issue

· Volunteer advocacy is about building a relationship with a partner (person with learning disabilities) but with a focus

· Befriending usually only involves accessing social activities

What is an advocate?

· Someone who helps another person find out about their rights
· Someone who helps another person ask for what they want
· Someone who will listen to, encourage and support another person to speak up for themselves
· Someone who will represent another person in confidence, who will not reveal any information without their partner’s permission

· Someone who will represent another person without imposing their own views
What is The Advocacy Project?
· The Advocacy Project is a registered charity supporting adults with learning disabilities in Brent
· We are independent of social services, health trusts, and private care establishments such as residential homes
· Our service is confidential but we will share information if we believe someone is at risk

· We value diversity and this is reflected in our practices, policies and services 

Who can be an advocate?

Anyone can - advocates come from a wide range of ages and backgrounds.  Advocates are caring people who are committed to improving the quality of life for others.  Formal education or professional qualifications are not needed.

How does an advocate benefit?

 An advocate can:

· Find it very rewarding to make a difference in another person’s life
· Develop a range of skills and experiences
· Expand their knowledge of their local community
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How is an advocacy partnership set up?

When someone asks for an advocate, the Volunteer Coordinator will meet with them to find out why they want an advocate. They will also explain what an advocate can and can’t help with.  The Volunteer Coordinator will then look to match the partner with an advocate who can best support them. An introduction meeting is then set up with the partner, the advocate and the Volunteer Coordinator.  The partner and the advocate then meet regularly to achieve an advocacy goal or target.
Task Description – Volunteer Advocate

Title:



Volunteer Advocate

Accountable to:

The Advocacy Project 
Reports to:

Volunteer Coordinator
Main duties:

General:

· To listen to the needs and wishes of people seeking support
· To help them achieve what they want for themselves
· To represent their views, with their consent
· To remain loyal and maintain confidentiality, except where you believe someone may be at risk
· To oppose all forms of discrimination
Key Activities:

· To maintain independence from all other organisations
· To obtain relevant information in order to offer support to your partner
· To attend the initial induction training, and wherever possible, appropriate training meetings


· To attend regular support meetings with the Volunteer Coordinator

· To keep a record of all activity relating to the partnership

Skills Needed – Volunteer Advocate

Title:
Volunteer Advocate

Accountable to:
The Advocacy Project
Reports to:
Volunteer Coordinator
Good communication skills, common sense and an interest in people are needed, together with reliability and flexibility. A good command of written and spoken English is needed – other languages are welcomed too. Training and support will be provided.

Essential qualities:

· Caring

· Non-judgemental

· Reliability

· Commitment

Essential skills:

· Good communication skills

· Ability to listen

· Ability to challenge

· Ability to maintain confidentiality

· Ability to work alone

Other helpful skills and qualities:

· Personal experience/awareness of disability issues
· Experience of working within the voluntary or public sector
· Ability to search for information
· Knowledge of local networks and services
· Knowledge of health and social care legislation
· Knowledge of other cultures and languages
· Ability to learn new skills

Task Description – Group Volunteer 

Title:



Group Volunteer 

Accountable to:

The Advocacy Project 

Reports to:

Volunteer Coordinator

Main duties:

General:

· To listen to the needs and wishes of people attending the group
· To support group members’ participation in the activities of the group
Key Activities:

· To attend group meetings

· To support members’ understanding of the meeting by reading minutes, checking understanding and using ‘objects of reference’*

· To support the smooth running of the group by supporting group members as appropriate
* Objects of reference is a term that describes the use of objects as a means of communication 
Skills Needed – Group Volunteer 

Title:
Group Volunteer 

Accountable to:
The Advocacy Project

Reports to:
Volunteer Coordinator

Good communication skills, common sense and an interest in people are needed, together with reliability and flexibility. A good command of written and spoken English is needed – other languages are welcomed too. Training and support will be provided.

Essential qualities:

· Caring

· Non-judgemental

· Reliability

· Commitment

Essential skills:

· Good communication skills

· Ability to listen

· Ability to maintain confidentiality

Other helpful skills and qualities:

· Personal experience/awareness of disability issues

· Experience of working within the voluntary or public sector

· Knowledge of local networks and services

· Knowledge of other cultures and languages

· Ability to learn new skills

The Advocacy Project’s Advocacy Charter

CLARITY OF PURPOSE

The Advocacy Project has clearly stated aims and objectives and can demonstrate how we meet the principles contained in this Charter.  We ensure that the people we advocate for, service providers and funding agencies have information on the scope and limitations of our role.

INDEPENDENCE

The Advocacy Project is structurally independent from statutory organisations and all service provider agencies.  The Advocacy Project is as free from conflict of interest as possible in both design and operation and we actively seek to reduce conflicting interests.

PUTTING PEOPLE FIRST

The Advocacy Project will ensure the wishes and interests of the people we advocate for will direct the work of our advocates.  Advocates will be non-judgemental and respectful of people’s needs, views and experiences.  Advocates will ensure that information concerning the people they advocate for is shared with them.

EMPOWERMENT

The Advocacy Project will support self-advocacy (group advocacy) and empowerment through our work.  People who use the Advocacy Project have a say in the level of involvement and style of advocacy support they want.  We ensure that people who want to can influence and be involved in the running and management of the Advocacy Project.

EQUAL OPPORTUNITY

The Advocacy Project has a written equal opportunities policy that recognises the need to be proactive in tackling all forms of inequality, discrimination and social exclusion.  We have in place systems for the fair and equitable allocation of advocates’ time.

ACCOUNTABILITY

The Advocacy Project has in place systems for the effective monitoring and evaluation of our work.  All those who use the Advocacy Project will have a named advocate or group advocacy worker, and a means of contacting them.

ACCESSIBILITY

Advocacy is provided free of charge to eligible people.  The Advocacy Project aims to ensure that its premises, policies, procedures and publicity materials promote access for the whole community.

SUPPORTING ADVOCATES

The Advocacy Project ensures that advocates are prepared, trained and supported in their role and provided with opportunities to develop their skills and experience.

CONFIDENTIALITY

The Advocacy Project has a written policy on confidentiality, stating that information known about a person using the Project is confidential to the Project and also states any circumstances under which confidentiality might be breached.

COMPLAINTS

The Advocacy Project has a written policy describing how to make complaints or give feedback about the Project or about individual advocates.  Where necessary, the Advocacy Project enables people who use our service to access external independent support to make or pursue a complaint.

Guidelines for Volunteering as an Advocate with 

The Advocacy Project
	What We Ask Of You
	What You Should Expect Of Us

	Hours
	

	· To complete the induction training and attend follow up sessions during the year
· To commit to taking cases that suit your personal circumstances. Ideally allowing around 2 hours per week for a minimum of a year
· To supply monthly details of your advocacy activity 


	· That the  training course will enable you to become an effective advocate
· To not ask you to commit to more cases than you can manage

· That we will support you and communicate effectively



	Case Records
	

	· To keep written records of all your work with your partner

	· That we will provide an effective case recording system for this

	Support Sessions
	

	· To have contact with the Volunteer Coordinator at regular agreed intervals by telephone, email or in person.  Face to face support meetings should happen on a regular basis
· To attend Volunteer Support Group meetings where possible


	· That we will support you with any issues arising from the partnership and ensure that you are working towards your partner’s advocacy goal
· That we will provide you with opportunities to meet other volunteers and share your experiences

	Holidays/Absences
	

	· To try to give as much notice as you can of holiday commitments
· If a personal commitment or illness means you are unable to support a partner or attend a meeting, that you let the Volunteer Coordinator know as soon as possible

	· In the event of a personal commitment or illness the Volunteer Coordinator will be responsible for providing cover


	Confidentiality
	

	· When you become a volunteer, you will be given a copy of The Advocacy Project’s confidentiality policy. You must adhere to this policy at all times

	· If you feel there is an issue about breaching confidentiality, the responsibility rests with The Advocacy Project as described in the confidentiality policy

	Expenses
	

	· To  use the most economical form of transport and keep receipts for your journey

· To keep receipts for out of pocket expenditure when with your partner  
· To submit monthly expenses to the Volunteer Coordinator

	· 
That we will pay reasonable expenses for any advocacy related costs, to a limit of £8 per meeting, and only when accompanied by receipts


	Health and Safety
	

	· To attend the Health and Safety training 

· To report any unsafe situations and any incidents that may occur whilst carrying out The Advocacy Project’s activities

	· That we will treat all safety issues seriously
· That we will provide Public Liability Insurance for your role as a volunteer


	Protection of Vulnerable Adults
	

	· To be CRB checked

· To attend safeguarding Vulnerable Adults training
· To inform a TAP Manager of any incidents of abuse that you witness 


	· That we will organise and pay for CRB checks  

	Responsibilities of advocates receiving benefits

	· To notify your Job Centre Plus that you are volunteering for The Advocacy Project

	· To give you information on volunteering while on benefits

	Problems
	

	· To never give any financial or legal advice. If you think you may have made a mistake, to report it immediately to the Volunteer Coordinator or the Director
· To use the problem solving process if any advocate puts the integrity of The Advocacy Project at risk
	· That if you feel a mistake has been made or that you have been misunderstood , once  the Volunteer Coordinator or Director have been made aware, to support you and try to rectify matters 
· That if you have a problem in your role as a volunteer we will support you through the problem solving process


Filling in the Application Form
The Advocacy Project is committed to an equal opportunities and anti-discrimination policy. It is a requirement of working with The Advocacy Project that you work to promote this policy.

The information you provide in your application and the interview you have with the Volunteer Coordinator will be used to decide whether The Advocacy Project can accept you as a volunteer. Your application form is therefore very important and the following advice is designed to help you complete it as effectively as possible.

The application form should be filled in as completely and clearly as possible. Please do not substitute a C.V. for the completed form as all candidates are considered on the same basis.

Please read the Task description and Skills Needed very carefully. This will give you some idea of what we are looking for in a volunteer. Do consider all the relevant experience you have gained in all aspects of your life and tell us about it.

Look carefully at the form and consider why you are interested in the work. Think about the experience, skills and knowledge you have to do the job. Please think especially about the skills we have identified and include details of where you have been able to show these in your life. Explaining your past and present work and interests may help you uncover hidden skills you have taken for granted. Unpaid work and work in the home is as valuable as paid employment.

Make sure you complete all the sections on the form. It would help us if you could use a black pen as this helps us if we need to photocopy your form. You may find it helpful to keep a copy of the completed form for your own reference. 
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“I have been a volunteer advocate for several years now. The person that I visit has no family, and just one regular visitor. I saw my role as getting to know him, to walk alongside him, and understand how he lives his life, so that I can enable him to ask for the changes in his life that he wants. It’s good to meet people who I would not usually meet, and give something back. I really liked meeting the other volunteers, and learning from them. For me, advocacy is about speaking up when people in charge do not have the time to listen, so sometimes I have had to repeat many times what my partner wanted, until somebody heard.”


Volunteer Advocate
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