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WELCOME  TO 

THE WOMENS INFORMATION &

COMMUNITY OUTREACH PROJECT @ WEVH

The WEVH has been providing women with a wide range of computer training courses for nearly a decade. The newest initiative developed by WEVH is the Womens Information & Community Outreach Project which aims to: 

“Develop a volunteer project which can effectively support individual women and womens voluntary organisations, enabling them to become more efficient and effective through better use of Information and Communications Technologies, resulting in improved services to women in local communities”

WE WILL DO THIS BY:

· Recruiting and training volunteers in the development and delivery of the project, linking them to individual organisations so that they can act as mentors and role models for women in the community

· Helping organisations develop their own technology strategy after identifying their current resources and needs.

· Offering advice and technical support to women in voluntary and community organisations, at their own premises as well as by phone, fax and e-mail

· Providing drop in access to the Internet and other resources for organisations that do not have their own equipment

· Develop on line community information resources with women in community and voluntary organisations.

· Setting up electronic networks to enable better sharing of information between organisations.
A key feature of this project will be an “outreach” service, where trained volunteers will go out into the community and work with organisations at their base. This work will be very much “organisation” led as we will be responding to the specific  needs of the projects. Examples of how we can help project make better use of ITC, include:

· Training workers & volunteers in the effective use of the internet

· Awareness raising workshops of how computers can be best used in organisations

· Helping organisations look after and keep their computers well maintained e.g. virus checking, backing up 

· Mailshots, website design, running workshops, one-to-one teaching…………...and many more creative, exciting projects to get organisations confidently and effectively using ICT
WHO WE WORK WITH IN THE COMMUNITY

We will be working with Womens Organisations in and around  Manchester and the Gt. Manchester area. They include  

refuges, family centres, health projects, larger womens organisations such as the WI and projects where working with women is the main client group or focus. The priorities of our work are to work with groups and organisations who are most disadvantages in their access to ICT.

THE ROLE OF VOLUNTEERS 

Volunteers already work in many of our classes at WEVH, offering individual students the necessary guidance to work through the courses that we run. This extra support offered by vounteers has been crucial in enabling students from all backgrounds and experience to build confidence and gain new skills. The developing role of volunteers through W.I.C.O.P. will give an opportunity for volunteers who are already skilled in ICT to work in the community with a wide range of voluntary groups. This unique service is a first in the Gt. Manchester area. Volunteers will provide positive role models to other women and help organisations improve their confidence and skills in all aspects of ICT.

Volunteers are not to take over the work of paid workers, but to work alongside and enhance the service we provide. There are lots of examples of good working relationships between paid workers and volunteers, such as CAB, Help the Aged, Hospice Workers, Chorlton Workshop, to name just a few!

RECRUITMENT OF VOLUNTEERS

All prospective volunteers will be given an interview to find out about their knowledge, skills and experience, what they would like to do and how their best potential might be realised.  We have a wide range of placements for volunteers and by finding out what you would like to do most, means that we can successfully join up volunteers with organisations requirements.

WHAT VOLUNTEERS CAN EXPECT FROM  W.I.C.O.P

· A volunteer agreement stating clearly, the nature of the volunteering your involved in, stating times and commitment level
· Access to appropriate and on-going training
· Appropriate support and supervision
· All out-of–pocket expenses incurred during their volunteering
· That volunteers concerns, ideas and views can be listened to and be integrated into the overall development of the W.I.C.O.P.
· That they are treated with respect and in line with WEVH's  equal opportunities policy
WHAT W.I.C.O.P. EXPECTS FROM VOLUNTEERS

· That volunteers carry out their work in a responsible and appropriate manner, as would be expected by paid staff
· That they inform W.I.C.O.P and the community organisation  they are working at if they are ill or unable to work. Please give us as much notice as possible so that we can arrange someone to cover your work
· If you want to finish volunteering with W.I.C.O.P. could you please give at least 2 weeks notice, obviously this will be flexible in the case of emergencies, however, as much notice as possible would be appreciated
· That volunteers keep a log of all the work they do and complete a volunteers timesheet. This is particularly important as:
1)  We are required by our lottery funders to give evidence and record all the work that we have done and successfully track the impact we have had on organisations.

2) We can use the work done by volunteers to "match fund" work in other areas of WEVH. As a registered charity,  this really helps us access more funding and resources.

3) By recording the work that volunteers do, we can highlight good work practice, identify training needs, identify any problems that arise at an early stage and ensuring that both volunteers and organisations are getting the most out of the placement

· That volunteers are responsible for presenting all receipts when they are claiming their expenses

· That if you are unsure of something or do not know an answer to a question, JUST SAY SO!  As a "team"  we have collective knowledge so "someone" in the team will know, it really is a case of JUST ASKING.  This is a very important point and will be an essential part of learning new skills and being a role model for others. In essence, we are all teachers and learners – that really is how we learn and grow!

· That volunteers are expected to contribute to the development of the project

· That all volunteers understand and adhere to equal opportunities in all aspect of their work.

VOLUNTEER AGREEMENTS AND VOLUNTARY WORK OUTLINES

To ensure that volunteers are clear about what they are agreeing to do, we will be drawing up a volunteers agreement. This will outline the work you are agreeing to do and outline the arrangement between us. The intention of this agreement is to assure you of our commitment to do the best we can to make your volunteering experience a positive and rewarding one.

EXPENSES

All volunteers will have their travel, childcare and out of pocket expenses reimbursed.  Please keep all your receipts, this is very important for auditing purposes. The current mileage rate is:

Size of engine         451-999cc        1000-1199         1200-1450

Rate per mile                32.5p                 36.3p              44.8p

We will also pay cycling expenses at 44.8p a mile to anyone who cycles to their volunteering placement.

We will pay expenses in advance,  please fill in the appropriate form and don’t forget the receipts! All the forms are kept in the volunteers and resource room.

Examples of claim forms are in the back of the handbook, with forms available in the resource room. Please claim your expenses!

Part of our budget is set aside for this purpose. 

In certain circumstances it maybe more cost effective or appropriate to take a taxi. Please clear this with either, Nikki or Cath as we also have an account for taxi’s. The number to call is 236 8033  and book it down to the  W.I.C.O.P. account.

All volunteer expenses will go through Nikki, the volunteer co-ordinator. As a general rule I will be paying out expenses on a Thursdays  and would appreciate it  if volunteers  could fill out the appropriate form in the morning and leave them in my pigeon hole for payment in the afternoon. This will ensure that we have enough money in petty cash to pay out all expenses, and will be particularly important when we have a lot of volunteers! 

I will be encouraging volunteers to claim all their expenses weekly, this is particularly beneficial for the project as we can monitor our volunteer budget and have a steady flow of money going out. It may create problems for our administration systems if you claim a couple of months expenses all in one go as it may take the weeks allotted expense money. Our preferred option for paying childcare is by cheque and we can arrange regular payment.  Please see Nikki to arrange this.

PIGEON HOLES

All volunteers will have a pigeon hole. They are situated in the resource room and will have your name on it! We will use these to pass on information/ messages  between each other so please get into the habit of checking to see if there is a piece of vital information that is just waiting for your attention!

INDUCTION  AND  TRAINING  

The project will require all volunteers to attend an induction session. This will give new volunteers a chance to find out more about the project and refresh or develop some skills which will be useful in your work. As we all come with a variety of knowledge and experience, it is intended that we can use this time to get to know each other better, discuss ways that we can work with organisations and help create a positive learning environment.
There will be training days run both “in house” and at  other projects which we will be encouraging volunteers to go to if appropriate.  We will be keeping people informed of all training opportunities available.

SUPPORT AND SUPERVISION

The volunteer co-ordinator is Nikki Dearn and she will be your main contact and first port of call if any difficulties arise in your work. Regular supervision is part of good work practice and   is very important for both voluntary and paid workers in terms of addressing work issues, promoting good work practice and developing a positive work environment. It is a chance for volunteers to assess their progress, set goals, air any problems and give feedback on how their volunteering is going. The agenda will be set very much by the volunteer,  so please do bring your thoughts, ideas, work issues to this meeting.

Meetings will normally be held every 4-6 weeks between the co-ordinator and volunteer and may last between 20 minutes to an hour, depending on need. 

If you do not like your placement or the job you are doing, please say.  Sometimes in starting something new, you can feel a bit "wobbly" or you have a sense that you do not want to continue. This is absolutely fine, however, we will expect you to talk this through with the volunteer co-ordinator, in order to bring your placement to a positive end. 

There are many more opportunites to volunteer, getting the right placement for both project and volunteer may not happen first time!

It really is important that volunteers have a positive experience throughout their volunteering and that it is beneficial to both the volunteer and the project you are involved in. 

VOLUNTEERS MEETING

It is planned to develop a meeting where volunteers can get together, discuss progress, generate ideas and contribute to the overall development of the project and WEVH.  It is envisaged that  meetings will be held  once or twice a term. We see that the volunteers views will be very important in the development of W.I.C.O.P. and will be encouraging all volunteers to attend. We will try to vary the times of the meetings to meet all volunteers needs.  

VOLUNTEERS DISCIPLINARY AND GRIEVANCE PROCEDURE

We aim to work through any difficulties that arise in your work via supervision sessions, however, there may be occassions when there is either a complaint made against a volunteer or a volunteer wishes to complain against another volunteer, a worker or an organisation.  A disciplinary procedure operates when there is a complaint against a volunteer and a grievence procedure operates when a volunteer has a grievence against another volunteer, worker, organisation or member of the public. Although these procedures may seem a bit "daunting"  by following them it ensures that all volunteers are treated equally and any complaints made can be followed through methodically  to a positive resolution.

DISCIPLINARY PROCEDURE

1) If someone  [ volunteer, staff, workers, members of the public) has a complaint against a volunteer or their work, they should, wherever possible, first discuss it with the volunteer and the volunteer co-ordinator, Nikki Dearn.

2) This discussion might indicate a training need for the volunteer, extra support or supervision or a change of volunteer placement.

3) If the matter cannot be resolved in this manner then the complaint should be put in writing to the volunteer co-ordinator. The volunteer can then also put their case to the volunteer co-ordinator and can be supported by a collegue.

4) Following this an informal warning may be issued to the volunteer to improve their conduct or performance. A review meeting will follow to discuss any improvements that have taken place. If sufficient progress has been made, no further action will be taken.

5) However, if there is insufficent progress an oral warning will be issued. This forms part of the disciplinary peocess. The volunteer will be informed in writing of this warning and informed that one more could lead to exclusion. 

6)  A volunteer has a right to appeal against any complaint to the Assistant Director, Martha Walker, who's decision is final.

7) If a volunteer is found to have committed serious misconduct 

(For example, theft, any act of violence, malicious damage, deliberate falsification of documents, harassment)  then W.I.C.O.P reserves the right to suspend them from the organisation immediately, whilst their case is investigated. The volunteer will have her case put to the volunteer co-ordinator and to be accompanied by a collegue. The volunteer will be informed of W.I.C.O.Ps decision within 14 days of suspension and has the right to appeal to the Assistant Director, who's decision is final.

GRIEVANCE PROCEDURE

1)  If a volunteer has a complaint against a member of staff or another volunteer, they should first discuss the matter with the volunteer co-ordinator. The volunteer may be accompanied by a colleague at this meeting.

2) If it is the co-ordinator you are complaining about then the matter should be referred to the Manager of W.I.C.O.P. – Martha Walker, or in her absence the Director – Clem Herman.

3) If it is not resolved at the initial meeting, complaints should be made in writing to Martha Walker. They will be dealt with within 14 days and treated in a confidential manner.

Any procedures of this nature will be upsetting for all involved, however we do aim to resolve matters as quickly and as sensitively as possible.  

CONFIDENTIALITY GUIDELINES

WEVH is currently reviewing its confidentiality guidelines for workers and W.I.C.O.P  will be following these and expecting the same high standards of volunteers.  By the very nature of the work we do and the very friendly and open approach we use with that many of the people we work with, may divulge personal details or share with us information that we may find difficult or uncomfortable. We may also be working with organisations who have their own confidentiality policy and wish us to adhere to it.  Confidentiality in the context of your volunteering means:

· Any information that comes to your attention and is of a sensitive, personal or work related nature is kept within the project. Many women who you will be working with, will have volunteered or have friends in the Manchester area. The network of Manchester Womens organisations is small and “rumours” are easily spread. Please set a good example for yourself and the service that we are providing.

· That “Gossiping” -  speaking about people behind their back in a hurtful or insensitive way is unacceptable and is hurtful and damaging to both the person being spoken about and the person “gossiping”

· As with the case of  paid workers, breaches of confidentiality are seen as very serious, and in some cases you will be dismissed as a volunteer.  
· If you are finding a situation difficult or uncomfortable, please talk in the first instance to Nikki Dearn or if unavailable Cath Dyson. The majority of difficulties can be resolved in this way. 
USE OF EQUIPMENT & RESOURCES

The resources room is now available as a volunteers work room and has computer with internet access. Volunteers who do not have access to a computer at home will be given first priority. Will you please book yourself into the diary if you require the computer at a certain time. This is situated by the computer and will avoid double booking.

We have a range of equipment that is available for volunteers to use throughout their these include:

· Lap top, with a variety of applications and access to the internet
· Computer with internet access, in the information room
· Mobile printer 
· Data projector (for viewing presentations, teaching groups
    viewing onto a large screen)      
· 2 Digital Camera – ( Sony Mavica )
· Volunteer Computer – on-line in the resource room
·  Wide range of resources and information available in the resource room  
· Flip chart, pens, OHP acetates, stationary all available
· Mobile T.V. & Video 
· Sony Hi 8 Camcorder
· Large OHP 
· Pentax point and shoot SLR camera
· Teaching materials are available from the information worker, Cath Dyson.

· Photocopier

These are all available for volunteers to use in the course of their work. However, equipment is used by other staff so a booking procedure is in operation and we will usually need 3 days warning so that we can ensure the equipment is free.  The hire book is downstairs by the side of the administrators desk. Please fill it in   with the date that you need it  and when you will return it. Before you go out always ensure that you can use the equipment, or have a practice just to refresh your memory.  Either Nikki or Cath are available if you require a refresher!

WORKERS REST ROOM

We have a rest room for all workers situated to the right of the administration office. Volunteers are welcome to eat their butties here or just have a break. It is a quiet area as it is close to others working. Please be concious that others at the WEVH are working and may not welcome a chat or an interuption. 

INSURANCE

All volunteers will be covered by WEVH insurance, this includes:

· WEVH public liability insurance
· WEVH Employers liability insurance
· WEVH Loss or theft of equipment insurance
· Obviously sensible security precautions will be needed, like:

·  Do not leave equipment in a car, or anywhere unattended.
·  If you do have to leave equipment, please ensure that the equipment is secured in a locked cupboard or room.
· Set a good example of how too look after the equipment yourself, it is the best way to get others to “do as you do”.

REFERENCES

If you require references for a new job or a volunteering opportunity, we will be happy to provide these on the work you have done at W.I.C.O.P.  Please go through Nikki for these, who will liase with the appropriate tutor or organisations.

TRAINING OPPORTUNITIES

There will be a number of training opportunities for volunteers to attend, both at WEVH and externally. Training is crucial for all workers and volunteers at WEVH as it helps develops our skills, knowledge, expertise, beliefs and attitudes. An example of the training we run is the popular JEB teacher trainer certificate in Information Technology Skills. This is an excellent course and a good introduction for anyone wanting learn new skills or work towards employment in the teaching of ITC skills.

VOLUNTEERS ACCREDITATION

Some volunteers may want to change direction in their work or work towards becoming employed. We are currently developing  a system which will enable volunteers to get "accredited" for the work they do and obtain  a qualification whilst they volunteer. This is in its very formative stages at present and will be something that evolves in the development of the project.  Volunteers will be kept informed of the progress and developments in this area.  
JOB OPPORTUNITIES

There are a number of job opportunities that volunteers may be interested in applying for. All jobs will be posted up on the volunteers notice boards or will be e-mailed to you if the co-ordinator has your e-mail. If you see a job and you would like to talk it over or need help in applying, please see the volunteer co-ordinator.

EQUAL OPPORTUNITIES

The W.I.C.O.P recognises the need to develop equality of opportunity within the organisation and is committed to the “active promotion” of an equal opportunities policy which furthers this.  The aim of this policy is to ensure that no person, whether trainee, employee, client or service user receives less favourable treatment on the grounds of:

· Gender  
· Cultural background
· Ethnic origin or status

· Religion
· Age
· Marital status
· Disability
· Sexual orientation
We are all responsible to ensure the practical implementation of  this equal opportunities statement, in both our attitudes and behaviour towards others.   Please practice positive action by 

· The language that you use

· The way you treat others

· Having an "open mind" regarding other people's background, culture, lifestyle 

· Respecting people as individuals, asking questions and not making assumptions

· Treating others with respect

However, if we do upset or offend someone, very often all that is required is an apology, none of us are perfect, all we ask is that you do your best and learn from your mistakes!

HEALTH AND SAFETY
If you have an accident either at WEVH or at your community placement, it must be recorded in a health and safety book, which all organisations must have by law. No matter how small the injury may be please record it.  Nikki Dearn and Jak Radice are the nominated first aiders at WEVH and a first aid boxes are situated in all training rooms and in the kitchen, upstairs at Naples St.

All fire exits are clearly marked at WEVH and the building is a no-smoking building.  Different organisations have different policies, so upon arriving at your community placement we will ensure that all health and safety procedures are explained to you.

Best wishes in your volunteering at W.I.C.O.P

Nikki Dearn

Volunteer Co-ordinator
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