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Volunteering 4 All- project Information
The Volunteering 4 All Project is a follow on from Derwentside’s successful Beacon Year for Positive Youth Engagement.  Funding was obtained from Cabinet Office for each Beacon Authority to support to additional authorities with the involvement of young people.  

Derwentside are working with Sedgefield Borough Council and Stockton Borough Council on a ‘Volunteering 4 All’ project.  The aim of the project is to make volunteering fully accessible to ALL young people focussing mainly upon the involvement of BME and disabled young people.  The findings from the project will feed into Cabinet Office’s Policy development.
Part of the Volunteering 4 All project involved accrediting young people’s involvement in volunteering.  Derwentside District Council are a centre for the Open College Network and are able to offer a level 1 in volunteering ‘Practical Volunteering Placement’ to young people between 14 and 19.  The learning outcomes for the course are extremely flexible and young people are able to meet them in a number of ways ensuring the best use of their skills, particularly disabled and BME young people.

Tutors can be from Derwentside, Stockton or Sedgefield, following an induction and relevant training tutors can run courses which are directly linked to achieving the outcomes of the Volunteering 4 All Project. 

Course Details

UNIT TITLE: Practical Volunteering Placement

LEVEL: 3

CREDIT VALUE: 3

UNIT CODE: HB0/1/TE/006

	Learning Outcomes
	Assessment Criteria

	1. Understand the role of volunteering within the placement organisation
	1.1. Identify what is meant by volunteering in the organisation

1.2. List examples of volunteering tasks/events within the placement organisation

1.3. Participate in volunteering with supervision and support

	2. Keep a record of his/her placement activity
	2.1 Produce a diary of events- tasks carried out on placement

	Target age group: tick as many that apply  
( 14-16
(16-19


	Aims of Course:

· To provide young people with the knowledge and skills to be involved within positive volunteering experience

· To support the development of young people

· To ensure that young people have wider engagement opportunities

· To provide accessible and inclusive opportunities for volunteering which can be accredited to all young people 



	Recruitment of Learners:

Young people from Derwentside, Sedgefield and Stockton areas

Learners may be recruited in a variety of ways, from local authorities, schools, colleges, local clubs and specifically special schools and specialist groups for disabled young people and BME groups.  



	Requirements: 

An interest in volunteering.




Assessment

The learning criteria may be met using the following methods to ensure appropriateness of course to specific groups of young people:

· Oral question and answers

· Reflective log or diary (may be a blog/recording etc)

· Role play

· Practical demonstration

· Group discussion

· Practice File- photos, evidence from group work etc

Key skills demonstrated by young people

· Communication Skills

· Information Technology

· Working with others

· Improving own learners
Course Content

In total the young volunteer will do 30 hours of notional learning- some of which will be attendance and participation in ‘taught’ sessions and some will be volunteering
Please see overleaf for example session plans for each stage of the course
	
	Content

	Introduction to Volunteering (1/2 day to full day session)
	Session for newly recruited volunteers to:

· Ensure that learners have an understanding of the course requirements and the programme.

· Build a network for learners

· Allow learners to participate in discussion, group work activities etc

	Volunteering Placement 
	· Practical volunteering placement

· Supervision and direction from tutor

· Evidencing how learning criteria has been met

	Review session(s)
	· Meetings between volunteer and tutor to check progress and evidence learning

· Meeting(s) with other young volunteers and project coordinator to continually evaluate volunteering experience (once or twice during course)

	End of course session(s)
	· Joint meeting with project coordinator and other young volunteers to evaluate the overall experience of the placement and the course as a whole




	Example- Introduction to Volunteering Session Plan

	Activity
	Content
	Additional Information

	Welcomes, Introductions and Starter Activity

	Round of Introductions- who I am, where I am from, what I am involved in

Starter activity- One thing we have in common is…
	N/A

	What’s it all about? 

	Run through content of course

a) today’s training session

b) Volunteering placement

Today’s session- ground rules, aims of training, content etc
	Hand outs

Learner files available

	Volunteering Introduction/Refresher

	Body activity- in groups young people are to draw around a participant- in the inside of the body write/draw the types of volunteering, on the outside the support that you need to volunteer and then on the xmas gifts what you will get out of it.
	Rolls of paper, marker pens, pencils

	The Volunteering Placement

	Discussion around what it will entail

Job description Activity- using existing job descriptions put together a job description for this particular role of volunteering
	Paper, pens etc

	Inclusion-Volunteering for All


	In groups write a list of all of the ‘barriers’ to volunteering for ALL young people- are there any different barriers for disabled young people or those from a BME background- circle all of the ones that still apply and add more.  

Fashion Show activity and feedback
	Paper and pens for list activity

Fashion show activity- crepe paper, bin liner, cello tape, pipe cleaners, balloons etc

	What’s happening where you live?


	Mapping activity of where you live and what’s going on
	Paper, pens, string and drawing pins.

	Close
	Evaluation Activity, goodbyes.
	N/A


Recruitment of Volunteers

The way in which tutors recruit young volunteers is extremely important.  The only requirement for this course is that the young person has a genuine interest in volunteering.  

Young volunteers may be recruited through:

· Schools (including special schools)

· Colleges

· Alternative Education Settings

· Youth Clubs

Young volunteers may be recruited for this course as part of the ‘Volunteering 4 All’ Project from the following areas:

· The District of Derwentside

· Sedgefield Borough

· Stockton Borough

Volunteering opportunities and access to this course should be inclusive; any young person between the age of 14 and 19 should have the opportunity to undergo this training and access adequate support to be fully engaged within a volunteering opportunity.

Offering a successful Volunteering Placement

Things to think about…

Prior to offering a placement
TIME-Do you have the time to offer a placement?

SUPPORT-Can you offer a volunteer support?

ROLE-Do you have work for a volunteer to do?

CHOICE-What sort of volunteer would enjoy this placement
TRANSPORT- Is transport/expenses available?

TIMESCALE- Does the young person have to volunteer for a set amount of time?

During the placement

WORTHY-Is the placement worthwhile? What is the volunteer getting out of it?
APPROPRIATE- Is the work OK for the volunteer- not too hard, not too easy

FUN- Is the placement enjoyable?

SUPPORT- Are you offering enough/appropriate support to the volunteer? (meeting their individual needs)

SUPERVISION- Are you managing the volunteer in a way that suits them, you and the organisation?

VALUED- Does the volunteer feel valued by the organisation?

At the end of the placement (if there is one)

The end of the placement may happen at any time: the placement may have a set timescale, the young person may not want to/be able to be involved any more etc.

EVALUATE- What has the young person and the organisation got out of the placement?

NEXT STEPS- What happens next for the volunteer/organisation?

Tutor’s Responsibilities

As a tutor for the ‘Practical Volunteering Placement’ course you will have a number of responsibilities, as listed below:

· Recruiting young learners in an inclusive manner

· Delivering/Assisting the delivery of any necessary taught learning (such as training days)

· Supporting and supervising groups of and individual learners with their placement

· Ensuring a positive volunteering experience

· Checking learners work/evidence for accreditation

· Submitting learners work for certification

· Offering adequate support to learners (even one to one-this may be arranged externally where necessary)

· Adhering to the OCN and centre’s procedures 

· Participating in the Internal Moderation processes set up by the centre (can be found within pack)

Derwentside District Council

Internal Moderation Policy

OCN Volunteering Courses
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Derwentside District Council

Internal Moderation Policy

The purpose of internal moderation is to ensure that:

· Assessment is appropriate, consistent, fair and transparent

· Learners are clear about assessment requirements and are given opportunities to achieve against the assessment criteria

· Evidence of learner achievement is mapped to the assessment criteria

· Learners' portfolios are ready for external moderation

· Award of credit is valid and reliable

· Tutors/assessors receive ongoing support and development

The following activities must take place to underpin the internal moderation process:

· Planning for internal moderation

· Induction of new tutors/assessors 

· Update for all tutors/assessors 

In addition the following principles must be applied:

· Internal moderation and verification will be conducted by a person(s) external to the assessment of the learners work.

· Internal moderation will take place on an on-going basis throughout the course and will not be solely an ‘end of course’ activity.

· Internal moderators will sample learners’ work through a process of random selection.

· Internal moderators will verify the achievement of the learners and identify any gaps in evidence or issues of standardization of assessment. 

· Feedback will be given to tutor/assessors and an action plan will be followed up and implemented.

· Clear records of any activity will be kept at all times both with the tutor and the internal moderator and will be made available to the external moderator.
Signed:
Dated:

Internal Moderation Procedure

Internal moderation planning

A plan of internal moderation activity must be developed indicating what will happen, when it will happen and who will be involved. 

Induction of new tutors/assessors 

New tutors/assessors must: 

Be supplied with the Definitive Document and assessment materials
a) Clearly understand assessment requirements and procedures  
b) Have information about accessing OCN training opportunities and support materials
On-Programme Monitoring 

The internal moderator(s) should:

a) Sample assessment to ensure:

· feedback to learners is clear and constructive

· assessment activities are standard and appropriate

· assessment decisions are fair and consistent

· assessment records are clear

b) Ensure learners understand assessment requirements 

c) Provide advice and support for tutors/assessors and share good practice

d) Identify good assessment practice

e) Record internal moderation activities and findings, list action points, and report to tutors/assessors and the external moderator

End of Programme Checking

The internal moderator(s) should:

a) Monitor progress against previous action points 

b) Ensure assessment records are complete and accurate

c) Ensure evidence of achievement is appropriate, standardised and mapped to the assessment criteria

d) Check that the Recommendation for the Award of Credit form (RAC) is complete and accurate

e) Record internal moderation activities and findings, list action points, and report to tutors/assessors and the external moderator

f) Liaise with the External Moderator as to their requirements and arrangements for the meeting
Sampling

Internal Moderators are responsible for monitoring the quality of assessment, hence the need for Internal Moderators to sample assessment practices and decisions. It is not usually possible or necessary to internally moderate every aspect of assessment at each internal moderation event. A properly selected representative sample should identify any issues with assessment practices and decisions.

Selecting a sample

To select a representative sample, internal moderators must take account of different factors which may impact on the quality of assessment. These factors are used to define a sampling strategy. The sampling strategy determines the size of the sample.
The key factors to consider are:

Sites of delivery, tutors/assessors, number of units, delivery method, previous internal moderation recommendations, assessment methods and special arrangements, External Moderators recommendations, borderlines, unit level and credit value.

The sample must be random and chosen by the Internal Moderator. It is not necessary to sample across every aspect of the programme at each event but everything must be covered over a period of time e.g. a year.

Using the selected sample

Internal Moderators should check the selected sample in two ways:

1. By checking all the assessment for a given learner to ensure that assessment is appropriate, consistent and complete.

2. By checking specific learning outcomes across a number of learners to ensure that assessment is consistent for all learners.

NOCN requests that the work of two learners per programme per year should be retained for three years for the purposes of standardisation over time.

Record Keeping

 It is important that detailed records of internal moderation are kept to demonstrate to the External Moderator that the internal moderation procedures have been carried out, and to provide written feedback to tutors.

Which records should be kept?

Internal Moderators should record two sets of information:

1. The sample taken by the Internal Moderator, usually in the form of a matrix

2. The comments and feedback to the tutor following the sampling exercise, showing any action required and how this was resolved.

Internal Moderation Plan
	Significant point
	Process
	Who will be involved
	Recording requirements

(copies to all parties and filed centrally)

	Prior to course 
	Internal moderator to arrange meeting with any tutors under their moderation to discuss the process and ensure a solid understanding between all parties
	Internal Moderator
Tutor(s)

	Signed copy of Internal Moderation Agreement and any relevant meeting notes 

	At 6 week intervals for the duration of the course or at a 
	The internal moderator will agree date(s) for Internal Moderator to sample files

In the short term all learner files will be moderated until numbers become to high and difficult to manage, after this an agreed sampling method will be identified

Internal Moderator will moderate all learner files checking that:

· Feedback to learners is clear and concise

· The way in which learners work is assessed in standard and appropriate across all learners

· Learners work is assessed in a fair and consistent manner

· Assessment records are clear

The Internal Moderator will then provide oral and written feedback to the tutor including an action plan identifying any changes/improvements required- this will be revisited at the following Internal Moderation
	Internal Moderator

Tutor(s)

Programme Coordinator (for recording purposes)
	Copies of Internal Moderation forms for each file looked at

Feedback to tutors

Action Plan

Above documents will be signed by both parties

	End of programme monitoring
	As learners on this particular course will progress at different rates end of programme monitoring will vary from learner to learner.  The Internal Moderator will liaise with the tutor(s) to agree a date when most learners will have completed the course and be ready for certification.  At this point all complete files will be looked at by the Internal Moderator who will check:

All criteria has been met and evidenced

All feedback to learners is clear and concise

The learner’s work is at a level for certification.


	Internal Moderator

Tutor(s)

Programme Coordinator

Administrator
	Evidence from Internal Moderator

Feedback and any action plan to tutor


Volunteer Paperwork

The following paperwork is to be used with each learner to ensure a successful placement 

1. Course planning sheet

This sheet should be submitted for approval to the centre prior to the delivery of any course.

2. Learner registration form

This form must be completed every time a new course commences or in the case of a new learner joining late.  A learner will not be classed as being on the course without been registered.  Once completed this should be sent to the centre for processing.

3. Volunteer/Tutor Agreement

The purpose of this agreement is to ensure that the needs of both the learner and the tutor are to be met ensuring a realistic and successful placement.

4. Tracking Sheet

Each learner should do 30 hours of notional learning, both taught and practical.  This tracking sheet keeps a record of this and is required for certification

5. Evidence sign off

Learners are required to meet specific outcomes (although the way in which they do so is flexible) this sign off should be used by the tutor and learner to ensure all outcomes are met ready for certification.

6. Supervision Recording sheet

As part of the learners volunteering placement they are required to participate in supervision with their tutor to ensure that the placement runs smoothly and any issues are identified and overcome at an early stage.  This recording sheet ensures that a clear record of discussions are kept to evidence developments within the placement and course.

Course Planning Approval
To be submitted to the centre prior to the delivery of any course
	Tutor’s Name
	

	Proposed start date
	

	Duration of course
	

	Number of taught hours
	

	Number of placement hours
	

	Placements chosen e.g. youth forum etc


	

	Area in which course will be delivered (please circle)
	Derwentside, Sedgefield, Stockton

	Aprox number of young people expected to engage
	

	How will learners be recruited?
	

	How many disabled/BME young people will be engaged?
	BME-

Disabled-

	How will this course contribute towards the Volunteering 4 All project
	

	Basic course outline- sessions to be delivered etc- please include any partners involved


	


	

	
	Return this form to:

OCN North East Region

1 Palmer Road

South West Industrial Estate

Peterlee

SR8 2HU



	COURSE AND LEARNER REGISTRATION FORM (CLRF)


Please photocopy this form as required, and return to the address shown at the start of each separate Course Run.  

You should keep a copy for your own records.

For courses of 12 weeks or less, the form should be returned within 25 working days of the start date.*

For courses of 12 weeks or more, the form should be returned within 40 working days of the start date.*                            SP
	PLEASE NOTE!                                                                                                                

	· * Late registrations will be subject to a Late Learner Registration Fee.

· Registrations will not be processed unless all details are completed.  Incomplete forms will be returned, which may delay the issue of RACs and Certificates.

	NOCN Centre No
	57452
	Centre Name
	Derwentside District Council - SPICE Project

	Course Title


	Practical Volunteering Placement
	Course ID No
	119470

	Provider Class No
	
	Start Date [day, month, year format] Essential

	End Date [date learners’ work will be ready for External Moderation] Essential 

	Delivery Venue
	Purchase Order No.
	Tutor Name [please clearly print first name and surname] Essential


	Internal Moderator [please clearly print first name and surname]
	Expected date of Internal Moderation


	Moderator
	

	What is the intended Credit Target per learner for this course: Essential
	
	Authorised by: 

[please clearly print first name and surname] Essential
	

	Please highlight, tick or circle appropriate units to be undertaken on the attached Unit Details list, and attach behind this form along with the list of learners.


DO NOT SUBMIT THIS SHEET WITHOUT THE UNIT DETAILS AND LEARNER REGISTRATION INF0RMATION

	

	

	

	

	

	

	


	NATIONAL CODE AND DESCRIPTION
	UNIT ID
	CREDITS
	LEVEL

	

	HB01TE006
	Practical Volunteering Placement
	BXZ158
	3
	One          

	


	
	
	
	This information is collected for monitoring and statistical purposes only.  It is treated as confidential and will not be available to anyone outside N/OCN.

	ULN
	Surname  (Essential)        

Please print clearly 
	Forename  (Essential)

Please print clearly
	Date of Birth

(Essential)
	Postcode

(Essential)
	Gender

(Essential)
	Ethnic Group
	Emp status 
	Ability status
	Centre Use

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	This information is collected for monitoring and statistical purposes only.  It is treated as confidential and will not be available to anyone outside N/OCN.

	ULN
	Surname  (Essential)        

Please print clearly 
	Forename  (Essential)

Please print clearly
	Date of Birth

(Essential)
	Postcode

(Essential)
	Gender

(Essential)
	Ethnic Group
	Emp status 
	Ability status
	Centre Use

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


MONITORING INFORMATION CODES

	Gender
	Ethnicity

	F
	Female
	01
	White British
	08
	Indian
	15
	Chinese

	M
	Male
	02
	White Irish
	09
	Pakistani
	16
	Any other Ethnic Group

	NS
	Not specified
	03
	Any Other White
	10
	Bangladeshi
	99
	Not stated

	
	
	04
	Mixed White and Black Caribbean
	11
	Any other Asian Background
	
	

	
	
	05
	Mixed White and Black African
	12
	Caribbean
	
	

	
	
	06
	Mixed White and Asian
	13
	African
	
	

	
	
	07
	Any other Mixed Background
	14
	Any other Black Background
	
	


	Employment Status
	Ability Status

	FS
	Full time student
	01
	Candidate considers they have a learning difficulty and/or a disability

	FT
	Employed full time
	02
	Candidate does not consider they have a learning difficulty and/or a disability

	PT
	Employed part time
	03
	No information provided

	RE
	Registered unemployed – seeking work
	
	

	UN
	Unwaged – not seeking work
	
	

	NS
	Not specified
	
	


	Agreement (to be completed by volunteer and tutor/supervisor)

	Name of Volunteer:________________________________________

Name of tutor/supervisor and placement organisation:_________________________________________________________

	
	Volunteer
	Tutor

	[image: image4.wmf]
How much time do you have available? (you choose per week, per month etc)
	
	

	[image: image5.wmf][image: image6.wmf][image: image7.wmf]
What other commitments do you have?

e.g. another job, hobbies, school/college)


	· .

· .

· .


	· .

· .

· .
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What would you like to get out of this placement?
	· .

· .

· .


	· .

· .

· .



	[image: image9.wmf]What do you need from each other? E.g. support, information etc 
	· .

· .

· .


	· .

· .

· .



	We both feel that we are able to commit to this placement, offer the support needed, put in the time and energy and make this volunteering placement positive for one another:

Signed: __________________________________ (volunteer) Signed: ______________________________________     (supervisor/tutor)
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Volunteering 4 All
Name of Volunteer: __________________________

Name of Tutor: _____________________________
	Date
	Description of volunteering (e.g. place, tasks etc)
	Hours
	Sign (Volunteer)
	Sign (Tutor)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assessment Criteria Signing Off Sheet
	Learning Outcome No.
	Assessment Tasks 
	Evidence provided (written work, photographs, video, voice recordings, posters, self assessment, placement diary, observing learner etc
	Date checked 1
	Criteria met, appropriate evidence provided

	1. Understand the role of volunteering within the placement organisation

2. Keep a Record of his/her placement activities
	1.1 Identify what is meant by volunteering within the placement organisation

1.2 List examples of volunteering tasks/events within the placement organisation

1.3 Participate in volunteering with supervision and support

2.1 Produce a diary of events/tasks s/he carried out on placement (the learner does not have to show the tutor the full diary if he/she does not wish to- they may provide extracts or quotes from it
	.
	
	


Tutor/Learner Supervision Recording Sheet
Please keep all copies of supervision notes for Internal Moderation purposes)
	Date/time/venue of supervision:

	Name of student:  ________________________      Name of Tutor: _______________________

	Purpose of supervision (please circle)- 1st supervision, 2nd supervision, end of placement supervision, tutor requested supervision, learner requested supervision,  other (please specify) __________________________________

	Discussion points raised by tutor:

.

.

.
	Discussion points raised by learner:

.

.

.



	Notes of general discussion:

What’s going well?

What isn’t going well?

Have any criteria been met, evidenced and signed off?



	Action Points:

.

.

.

	Date/time/venue of next supervision meeting:

	Any other comments




Signed : ___________________________ (Tutor)
Signed: __________________________ (Learner)

Derwentside District Council

Policy for Learner Appeals against Assessment Decisions- OCN Training for young volunteers
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Derwentside District Council

Complaints/Appeals against assessment Decisions within the OCN Volunteering Courses

This policy is to be used in cases where a learner wishes to appeal against an assessment decision and provides a clear process to follow:
· In the first instance the learner should discuss grievances with the course tutor to try and reach an agreement.  This discussion will be recorded.
· If the learner is not satisfied with the outcome of these discussions, the learner should put the appeal in writing to the Internal Moderator at any time during the course or within 10 days of receipt of results.  
· The Internal Moderator will consider the evidence, discuss the matter with the tutor and inform the learner of the decision within 10 days of the appeal being received. All information used in arriving at a disputed decision will be made available to the learner as and when requested.
· If the learner is not satisfied with the decision of the Internal Moderator (IM), the appeal may be re-submitted within 10 days of the IM decision having been given to the learner. 
· The second appeal will be considered by an external specialist body; the identity of this body shall be agreed between the provider and the learner. Additional costs may be incurred by the centre, which will be covered by the learner in the event of the centres’ decision being upheld.
· The learner will be informed of the decision made by the external body within 20 days of the second appeal being received, and this decision will be final. 
Derwentside District Council

Children and Young People Equality and Diversity Statement
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Derwentside District Council

Children and Young People Equality and Diversity Statement
Introduction

Derwentside District Council recognises the valuable contributions made to the community life of the District by its children, young people, SPICE Project and by other activity groups. 

Derwentside has a diverse population that contribute towards the life and culture of the District. The Council has a comprehensive Equal Opportunities and Access to Services Policy stating that the Council is opposed to all forms of unlawful or unfair discrimination. It is also committed to making its services, facilities and resources equally accessible to all.

Equality means that the Council:

· Is committed to providing appropriate, sensitive and accessible services to everyone

· Is committed to working with communities to eradicate prejudice, discrimination, harassment and negative stereotyping

· Supports campaigns for fair laws that treat people equally and protect groups from discrimination

Each Council employee is required to treat everybody with equal respect, whether they are other employees of the council, members of the public or from outside organisations.  The Council will not allow anyone to be treated less favourably because of:

· Age

· Colour

· Ethnic or National origin

· Disability

· Marital Status

· Religion

· Responsibility for dependants

· Gender

· Sexual Identity

· Trade Union Activity

· Culture

· Language

Recognising that many people in the above groups can be discriminated against and disadvantaged, the Council’s policy covers every aspect from recruitment and selection through to pay and conditions, training and development and to the provision of appropriate services.

Our Commitment to Children and Young People

All of our activities relating to children and young people fully accept and recognise the Council’s Equal Opportunities and Access to Services Policy in all aspects of their work, administration, management and support.

Whilst ultimate responsibility for ensuring implementation of the policy lies with the Senior Management team, staff commitment and collective responsibility for the policy is crucial to its success.

Service Delivery to Children and Young People

· We recognise the needs of vulnerable and disadvantaged young people and where possible we target resources to them.  

· Every effort is made to ensure that all projects/schemes are welcoming to all young people and this is reflected in the posters, information boards, displays and leaflets.  In addition to this, resources used to develop work with young people are chosen for their suitability for working in an anti-oppressive way.

· Young People should be offered the opportunity to try new experiences, which are not those that are traditionally offered to that particular group.

· Attitudes, behaviour and language that are discriminatory will be challenged, but in a positive manner. This not only informs young people but encourages them to appreciate their own and each other’s culture, history and religion.

· Where possible, space is given for groups of young people to meet separately to develop their own identity and explore issues specific to them – this is particular important for groups such as young disabled people, young gay men and lesbians and young black people.

· All projects/services relating to children and young people will continue to review the buildings used and the Youth Bus to make sure they meet the requirements of the Disability Discrimination Act. However; there is an understanding that disability issues are not just about physical mobility and programmes should be planned and designed in a way that all members play a full part in all aspects of provision.

Monitoring

All activities relating to children and young people will monitor their involvement in terms of ethnicity and disability.  This is to ensure the service is reaching those groups of young people and not creating barriers to participation.

Partnerships

Where Derwentside District Council works in partnership with, and especially where it funds services or projects, then the Derwentside District Council policy will be used to promote equal opportunities in services provided by that partnership.

Training and Staff Development

It is essential in Youth and Community Work to undergo training programmes that demonstrate rigorous commitment to Equal Opportunities.

The staff will be encouraged to attend courses, seminars and conferences delivered by other agencies and organisations as appropriate and relevant. Equally, there will be monitoring of staff training in diversity issues in order to ensure that services are not creating barriers for staff accessing training.

Where possible we will promote positive opportunities for local young people who are keen to volunteer or apply for training posts relating to youth work. All trainee posts are required to undertake training to become part time qualified.

Health and Safety Policy and Guidelines

PSF Project- November 2007
Introduction

The health, safety and well being of workers, volunteers and learners is an intregal part of the PSF programme for inclusive volunteering.  This policy has two key sections- 1 covering the health and safety of staff as in Derwentside District Council’s Health and Safety Statement and secondly guidelines to be followed by workers/volunteers involved in the delivery of training/learning opportunities to ensure the ‘health and safety’ of learners involved in the PSF Project.

Derwentside District Council’s Health and Safety Policy Statement

1. It is Derwentside District Council’s policy to provide and maintain safe and healthy working conditions for all employees/volunteers and to also ensure that the Council’s activities do not adversely affect the health, safety and welfare of persons who are not in its employ.

2. The Council will ensure that sufficient and appropriate resources are provided by all departments as and when needed.  This may take the form of equipment, training, instruction, supervision, etc.

3. The Council will ensure that employees/volunteers are familiar with current legislation and codes of practice and will be provided with updated technical or guidance material as and when changes occur.

4. The Head of Paid Service is responsible for the Corporate Safety Policy with responsibility being delegated to the Safety Officer for the co-ordination, monitoring and communication within the workforce.

5. Directors have a responsibility to ensure employees within their departments are aware of the safety policy and that it is implemented as intended.

6. The Council seeks the support and co-operation of all employees to achieve the objectives of the policy.  They are reminded that they have a legal responsibility for the safe execution of their own duties and the Council actively encourages employees to seek help and advice from the safety officer and/or safety representatives as and when needed.

7. Consultation will take place between the Council and the Safety representatives both formally and informally in order to promote health and safety in the workplace.

8. The prime responsibility for the safe operation and a safe place of work rests with all levels of line management and the Council will ensure that this policy is pursued with due diligence.

9. It is the responsibility of the safety officer to review the policy in the light of current and impending legislation and practices and make recommendations to the Head of Paid Service and Corporate Management Team for updating and/or modifications as necessary.
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Alan Hodgson

Head of Paid Service/Director of Human Resources & Technology

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

The SPICE Project (running the PSF project) will ensure that the health and safety of all staff and learner’s is maintained at all times in accordance with the Health and Safety at works act 1974

· All activity will be fully risk assessed as Derwentside District Council’s risk assessment procedure.

· Places for study/volunteering will provide a safe and productive environment for all learners.

· The health and safety policy and procedures will be reviewed and amended in order to ensure that it is up to date with changing legislation.

· Every learner will be given guidelines during the course to ensure they understand the Health and Safety responsibilities of the organisation and themselves.

· Any equipment used will undergo safety checks through risk assessments, electrical equipment will undergo necessary checks in line with legislation.
· When learners are under the age of 19- all course deliverers will work within Derwentside District Council’s Child Protection Policy.
· Prior to the start of any course the following will be undertaken;

1. The location of all fire exits will be checked- learners will be made aware of the location of fire exits and the procedures of the building

2. The Health and Safety policy for the building being used will be read and checked by course leader

3. All learners will be given a copy of the Centre Health and Safety policy priory to the start of the course.

Signed 

Dated

Derwentside District Council

Risk Assessment Statement 
Introduction:

Work will be carried out in accordance with the guidelines for good practice within detached and outreach youth work.

It is the responsibility for all workers to ensure their own personal safety whilst undertaking any type of youth work.

Identification of Risk Areas (places to be extra careful) 

N.B.  Many of the risk areas may also be where young people gather and therefore  


can be identified as useful contact work places.

· All open street areas, corners where traffic builds up (traffic lights, cross roads, accident spots, railway and pedestrian crossings).

· Hidden street areas; underpasses, water and rail bridges, shop doorways or alleyways – especially those with corners part way down, walled car parks and garaged areas, entrance porches of flats, churches, halls or offices, covered shop precincts, stairways of flats, gardens of empty houses, areas prone to vandalism.

· Parks and open spaces, waste grounds, woods and coppices, fields, cut-throughs, school grounds after hours, disused recreation buildings.

· Neighbourhoods with high incidents of street crime, where workers are not well known to local police.

· Street gathering places for the consumption of alcohol, dealing in drugs, soliciting, dumping of needles, ringing, especially when these activities involve older men behaving territorially.

· All areas after dark.

· Adverse weather conditions.

· Corridors and car parks of premises used as workers’ bases when no other occupants are there. Inside private houses or flats.

· Any patch new to work, where strategic places of safety for workers to withdraw to have yet been established.

Control of Risks

· When making contact with young people on the streets never work alone.

· Carry ID cards at all times.

· Make sure someone knows approximately when you are expected to return to base.

· Have appropriate insurance cover.

· Make sure the police are aware that workers will be operating in their area and that they are aware of their role.

· Liaise with other workers.

· Consider carrying a personal alarm and a torch with you.

· Always have a mobile phone.

· Work to an agreed plan of action.

· Ensure recording sheets are completed after each session.

· Open street corners should be avoided as a waiting place if there is an obvious risk of accidents.

· Avoid going into ‘hidden’ street areas unless this is the only way of contacting a group. Always inform managers before making this move.

· For clear view through angled passage-ways, both in front and behind one worker should walk slightly ahead.

· Only use equipment such as mobile phones, video or still camera with established contact to minimise the risk of theft or violence.

· Be wary of treading on territory where criminal activity may make offenders hostile and suspicious to unknown adults.

· Explore open spaces when busy and with weekend or daylight activities.

· Get to know residents in case help is ever needed.

· Assess danger spots and safety resources.

· Where contacts are interacting with the police, try to avoid intervention unless necessary. Only ask what is going on if you feel you have to know and then offer assistance and show ID.

· Great care should be taken when handling discarded needles, syringes and substances. 

     (See Disposal of Drugs Policy )

· Introduce yourself to the local police and health centre staff to develop professional respect.

· Wear suitable clothing.

· If using a base let the centre staff know when you are in/out of the building.

· Choose well-lit meeting places after dark.

· Introduce yourself to other youth projects and find out what evenings they operate.

· Know where all the working call boxes are.

· Risk Assessments completed before sessions.

· Always spend sufficient time in researching the patch so it is well known before your contact work begins.

Application of Control Measures
· Act within the law. Be aware of the laws which may criminalise young people, e.g. prostitution, homosexuality, drug use, and how they may affect you by association. 

Train for all eventualities

· The core skills of relationship building, advice and advocacy need to be well developed to be effective on young people’s own territory.

· Information & Training in e.g. aspects of juvenile law enforcement, range of roles of other organisations, relationship skills with holder offenders, will extend the range of work and the safety margins.

· Work methodically, building up contacts and following a well-recorded plan of development work.

· Building trust and working towards empowerment – taking responsible decisions that affect your life and those of others. This is a sound way of gaining a higher degree of personal safety for everyone.

· Monitor any significant moments when things may not have gone smoothly. Discuss alternative actions with the staff team and line manager, and work on reducing the danger zone next time.

· Consider first aid training as a useful skill.

· Consider training in practical aspects of lifting safely.  
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