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[Insert project name/dates here]

This is a guide for what to include in your briefing. All new volunteers must receive a briefing. This is expected to take between 15 minutes and 45 minutes depending on the project. Volunteers must sign a sheet to say they have received and understood the briefing. Hand this to the Volunteering Dev Co. 
Introductions

1. Each volunteer introduces themselves and says what volunteering (or work) they have done with Action/children before.
2. Ask volunteers to fill out the Volunteer Medical Form 

Objectives of Training

To learn information about the project and health and safety matters;
To learn what you will be doing as a volunteer;
To go over the training you have previously received on safeguarding (if applicable);
To offer tips and advice on ways to work with the children. (if applicable).

Policies
Leeds University Union and Action have the following policies, procedures and guidelines that you can read at any time. In the induction and briefing, we give you the key bits of information from them. Ask a project coordinator for access to the documents or find them on the Action website if you want to read any of them:

· Equality and Diversity - we are committed to equal opps and anti-discrimination;
· Confidentiality - we store confidential information securely and have a policy regarding the passing on of information which we will talk about later ;
· Health and safety – This includes the procedures which we follow to protect ourselves and our clients from harm;
· Safeguarding Screening – in order to protect our clients and volunteers we ask all potential volunteers to complete a CRB check, and we ask them to submit the details of two referees. We have a screening committee who make the final decision on whether or not someone with a criminal record can volunteer with us; 
· Safeguarding policy – This outlines how we will protect children and vulnerable adults from harm and includes how to deal with suspicions of abuse, disclosures and our volunteer accused procedure; 
· Behaviour Management – This policy outlines how volunteers will mange children’s behaviour; 
· Grievance – The grievance policy simply lays down how we deal with complaints.




Information on Project

Insert here information on your project and what you will be doing. If necessary, include information on client group


Confidentiality Policy

· Action and Leeds University Union have Confidentiality policies. In our policies, we state that it is bad practice to disclose any confidential information about volunteers or clients unless there is expressed consent to share, unless there is a safeguarding or criminal issue, or unless the safety of an individual is at risk. For criminal matters, we will pass information on to the police and for safeguarding issues, we are legally obliged to report to social services, hence, you must not promise that you can keep disclosures a secret because you can’t! If there is a breach of confidentiality, it is taken seriously, and as such, there is a procedure we go through. 

· When it comes to information about the clients, only project coordinators will hold it and will only pass necessary information on to volunteers on a need-to-know basis. This information must not be passed on again.  

· If a client decides to reveal something confidential to a volunteer, this volunteer should not pass this on except to project coordinators on a need-to-know basis. 

· When talking about Action, please take care that you do not disclosed information where individuals can be identified. 

· Our policy does not mean you cannot discuss concerns questions or any other or problems with project coordinators or their superiors. If you aren’t sure, ask. 



Health and Safety

First Aid: 
· The first aiders for this project are [insert names] If a client or volunteer needs first aid treatment, please call them.
· We have planned routes to the nearest hospitals. 
· {If applicable) There is one first aider and first aid kit per vehicle. 

Risk assessments
· Project coordinators have risk assessed the project. This includes collecting and reviewing risk assessments for externally run activities. We will inform you of any specific safety points you need to be aware of before we do the activities. 

Drivers and vehicles
[Fill in as applicable with the below info]
· Who is driving/what are the vehicles/no clients in the front/seatbelts must be worn

Food prep (if applicable)
· Food preparation must be done under the supervision of someone with a food hygiene certificate who will make sure volunteers adhere to food hygiene guidelines.
Fire
[Insert info on fire exits etc]
Reporting
· You must report all incidents, accidents, near-misses, disclosures and physical contact on an incident report. We have different forms for safeguarding disclosures, physical contact/injury and general incidents.



Guidelines
We shall now move on to talk about guidelines we need you to follow during the project.  

Photos
· Do not bring a camera or take pictures on your phone. This is against safeguarding and confidentiality policies. If you do, we will have to take the camera from you for the duration of the project and delete any photos taken. 
· We will take an Action camera with us  if we need photos. 
{Insert more as you see fit]

Phones 
· (If  applicable/appropriate) All volunteers must carry their phones on their person as you may need to be contacted, for example, if the group gets split up. However, please do not use them in front of the children as children are asked not to bring phones. 
· (If  applicable/appropriate) We will share phone numbers so everyone has everyone else’s number. Save them in your phone. 
· (If  applicable/appropriate) Project coordinators also carry the Action phone (number: [insert number] please make a note in your phones of this number). 
· (If  applicable/appropriate) The Action phone number is given to the children in case they get lost. It is also given to the parents for them to ring in emergencies. 


Safeguarding
Everyone has been screened according to our safeguarding screening policy (you have a CRB and we have received two positive references) and completed the training in safeguarding children (if applicable). We need you to remember: 

· Never one-on-one
We have a very high volunteer child/client ratio compared with many other organisations. This is to help with our one-on-one policy. You can never be one on one with a child/client. If you are with a child/client you must be within the eyesight of another volunteer. This is to protect them but also to protect you in the case of a false allegation. It’s easy to just call a volunteer over if you need someone.
· Avoid physical contact: (The following is for children projects only) If a child tries to hug you, avoid it (with a high five for example). Avoid engaging in wresting or other activities that involve a lot of contact. Only restrain a child if it is for their own safety (for example, if they have run into the road without looking and a car is coming but you don’t need to restrain if a child runs out of a room) or for the safety of others.  NEVER hit a child or threaten to smack them.
· When taking children / young people to the toilet, volunteers should be of the same sex as the child (whenever possible.)
· You must not, under any circumstances inform a child/young person where you live or encourage them to visit you outside Action project times.  If you feel a young person is in need of such support outside the project, inform your project co-ordinator. If you see a child outside the project, stick to a ‘hello’ and avoid engaging in long conversations especially if they are not with anyone. 
· Treat children/clients with respect and provide basic human rights

· What to do if you suspect abuse:
Tell the project coordinators discreetly at the first opportunity. Document anything that has led you to suspect abuse including conversations with the individual or a third party or evidence such as injuries. There is a particular disclosure form you need to fill in. The project coordinators will help you. 

· What to do in the event of a disclosure: 
If a child/client tells you something that concerns you here is our policy.

Keep calm. Try to keep your feelings under control. Your overreaction will just scare them more
Listen to them. Do not add your own thoughts or experiences. Putting words into their mouth can undermine the disclosure and may lead to a false allegation.
Try to be non-judgemental. It is difficult but as above, Try to control your feelings
Reassure them that they are right to tell someone. 
Don’t ask too many questions. Let them talk; you aren’t there to collect all the information.
Tell them as easily as possible that you can’t keep it confidential. Legally you must pass on this information. You cannot tell them that you’ll keep it a secret.
Write it up as soon as possible. Try to include key phrases and write it up as soon as possible so the memory is still fresh. The project coordinators will help you with the form.
Seek support. You can seek support from:
Nightline:  0113 3801 381
NSPCC National Child Protection Helpline: 0800 800 5000 /help@nspcc.org.uk
Samaritans: 08457 909090


Guide for working with children (for children’s projects only)
This is the behaviour management process we go through: (Amend depending on project and what you do)


 (
Miss small activity
) (
Time Out 5 minutes
) (
Second warning
) (
First warning
) (
Time Out 3 
mins
)



 (
Warning they will be sent home
) (
Sent 
home
) (
Miss big activity
) (
Warning they will miss a big activity
)



Here are some quick tips to help you deal with behaviour management. 

· Positive rephrase (‘walk’ not ‘don’t run’). Tell them what to do not what not to do;
· Tell off behaviour not the person (‘what you did was silly’);
· Use a calm and quiet tone of voice. This forces them to quieten down to hear ( shouting loses its effectiveness the more you do it);
· Listen;
· Sit/crouch down to the child’s level;
· Distract boisterous children;
· Work as a team. Keep everyone informed if a child has been on a timeout or you’ve noticed that they get bored easily etc;
· Do not show favouritism;
· Don’t make promises you can’t keep;
· Praise the good.

Project Coordinator roles and responsibilities
a) Health and safety/risk assessment;
b) Instruct, brief and support volunteers;
c) Lead on behaviour management (for children only);
d) Plan activities;
e) Fundraise.


Volunteer rights and responsibilities
Volunteers are here to........(insert what their purpose I on your project)
As a volunteer, you are expected to 
· Be open and welcoming to the children/clients and other volunteers; 
· (Children’s projects) Act as positive role model e.g. dress appropriately;
· (Children’s projects) Keep calm, confident and be consistent with messages;
· (Children’s Projects) Distract children who are playing up and don’t bear a grudge if anyone misbehaves;
· Be aware of health and safety;
· Listen to the leaders and project coordinators;
· Be enthusiastic;
· Be on time;
· Communicate effectively/work as a team;
· [Add more as you see fit]

Volunteer rights
Here is what you can expect in terms of rights:

· To not do the less agreeable tasks all the time;
· To be treated respectively and fairly;
· To have a break when you need;
· To be communicated with (especially regarding what tasks need doing and what the plans are);
· To say if you are uncomfortable doing something;
· Feedback worries and problems to project coordinators;
· Ask for help and inform each other what’s going on;
· [Add more as you see fit]

Feedback and Grievances
If you have a complaint about the way we’ve run the project then you should get in contact with either of these:

Natalie (Action President) (president@leedsaction.co.uk)
[insert name here] Volunteering Development Coordinator (insert email here)
Geoff Banks (Student Activities) (g.banks@leeds.ac.uk) 
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By signing and dating here, I confirm that I have received the briefing for [insert project names and dates here] on the [insert date of briefing here]. I agree that I have read and understood all the information provided in the briefing and have had the chance to ask questions about things I was unsure about.  I agree to follow all the guidelines and policies described.
										
	Name
	Signature
	Date
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