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Volunteer Briefing
By Sarah James and Elinor Jones 06/09/11
This document outlines all information you need to know in order to volunteer with HOMED. All the following information will be discussed in more detail during our training sessions. We know this is a long document but please take time to read through it. It contains important information that will keep you safe during the visits. If you have any queries or concerns about anything you read then please contact us on homed@leeds.ac.uk or the Co-Presidents on the mobile numbers below.
HOMED currently works with three hostels in Leeds; Bracken Court, Holdforth Court and The Hollies. A group of approximately 5 volunteers (including at least one hostel coordinator) visit each of these hostels once a week. Visits run on different days of the week to each hostel. Hostel Co-ordinators will send out an email to those on the HOMED mailing list prior to each visit in order to recruit volunteers. It is a first come first served basis, but if a volunteer has already been on a visit during the semester they will not be selected again unless other volunteers are unavailable. This enables other volunteers to have the opportunity to visit. Volunteers that would like to visit again should inform the coordinator of the visit and they may be used as a ‘reserve’ in the likelihood of another volunteer being unable to attend.
Volunteers usually meet at a specified area in the University or in Hyde Park which will be arranged by the hostel coordinator prior to the visit. Volunteers will leave for the hostel at around 5.30pm. It is important that volunteers arrive at the meeting point on time so that visits can run on time. If a volunteer is late, the visit may run without you. If a volunteer is going to be late they should contact the Co-ordinator to inform them of this. Usually one volunteer offers to drive (drivers must be registered with the union before volunteering to drive). Each of the hostels are varying distances; Bracken Court is usually accessed by car (about a 15minute drive), The Hollies is nearer so can be cycled or driven to and Holdforth Court is in the City centre. The mode of transport will be decided by the coordinators prior to the visit. Volunteers should inform the coordinators if they are happy to drive or cycle.
Before or on the way to the hostel, the HOMED guidelines will be discussed:
1. Always have another volunteer present when you are in the hostel. This includes when walking around the hostel, recruiting residents and also in group/individual sessions.
2. Do not give your personal phone number or other personal details to residents.
3. Do not give lifts to residents.
4. Confidentiality is important. Do not discuss individual residents with other residents or with individuals outside the hostel.
5. Check with hostel staff before inviting individuals from outside the hostel to a homed event (with the exception of homed members).
6. Experienced volunteers should ask staff about any high-risk residents in the hostel at the start of each visit.
These guidelines must be agreed to and signed by each volunteer before they can go on a hostel visit. This guidelines help to protect volunteers and hostel clients. A reference form must also be completed. A photo consent form will also be available to sign. These forms will be given out in the training sessions. It is the Coordinators responsibility to inform the Co-Presidents of who will be attending each visit.
Drivers and vehicles
Only registered drivers will drive their vehicles.  All people in the car will wear seat belts.  No lifts will be given to clients.

Photos
There will be one HOMED camera taken on the visits, any photos containing residents will be deleted after the session and will not be used.  Only photos with people who have signed the photo consent form will be used for promotion of HOMED.  Volunteers are told not to being their own camera.

Risk assessments
The risk assessment for hostel visits is available for download on the LUU HOMED webpage, or email us if you would like a copy prior to volunteering. Please read this document before coming on visits.

Phones
Phones are necessary at times on the project.
Co-Presidents Sarah James (07788922767) and Elinor Jones (07891933842) can be contacted on any visit if any issues arise.  Volunteers will be given co-ordinator numbers before the session begins.  No Volunteer is to give out personal numbers to residents with no exceptions.


Never one-on-one
There is no reason why a volunteer should be one-on-one.  Sessions are in one large room where everything is visible.  When walking around the hostel there should always be two volunteers. This is for your safety.
Fire exits
Fire exits will be pointed out at the start of each visit. The fire exits are clearly visible in the rooms you will be volunteering in.
Conduct of Clients
It will be explained to the volunteers prior to the visits about the conduct of the clients which at times can be
· Offensive (swearing)
· Homophobic
· Sexist
· Racist
· Intoxicated (drug/alcohol misuse)
· Shocking
At the training we will talk through some examples of things talked about and what to expect.  On their first visit to the hostel, volunteers will be closely watched by a more experienced member of HOMED.  Most of the time the clients are just trying to have a bit of fun or do not appreciate that what they are saying may offend people; this will be explained to the volunteers. If volunteers are upset by anything that has been said in the hostel then they should inform a coordinator who will deal with this.
At the hostels
Once you arrive at the hostel all valuables will be locked in the boot of the car. However each volunteer should have their mobile phone on them (it should not be visible) for use in emergencies. Please make sure that you have sufficient battery power to last the visit in case of an emergency. All valuables are the responsibility of their owner. Once inside the hostel two volunteers will go around and inform the residents of what will be happening during the visit. Often the coordinators will have prepared a meal (only those with a food hygiene certificate can prepare food). This will then be reheated and served at the hostel. Other times there may be drinks and biscuits, games and other activities. Hostel visits last between 1 and 2 hours depending on the number of residents that attend and the activity arranged for the session. If volunteers have a time they need to be back at University by, they need to tell the coordinators before or on the way to the visit.

Confidentiality
Hostel clients and information they share with you should not be discussed with others inside or outside of the hostel, unless it is during the debriefing session on the way home.  Hostel residents will only trust volunteers if they know that their information will be kept confidential and not spread around Leeds!
Disclosure
In one-on-one conversation clients often tell volunteers about past experiences which may include: rape, child abuse, prison experience, drug abuse, alcohol abuse, medical problems, along with other issues.  Volunteers will be talked through some examples of what has been discussed in the past, and the importance of confidentiality.  These conversations can be intense and new volunteers will be watched closely on their first few visits to check that they are coping fine.  Any conversations with the clients will be discussed in the car on the way home but will not be discussed outside of this time, with exception of counselling where HOMED volunteers would still be expected to maintain anonymity.  The only time something should be disclosed would be in the case of child abuse or child endangerment which is happening at the time of the visit or will happen after the visit to the hostel.  In this instance tell your co-ordinator and they will inform the presidents.

Responsibilities as a volunteer (expected behaviour)
· Be open and welcoming. Get off on the right foot
· Volunteer responsibilities (act as positive role model, dress appropriately, support each other, observe health and safety, risk assess situations)
· Risk assess – please read the HOMED risk assessment available on our webpage, it is your responsibility to be aware of the potential risks you could face before you attend a visit
· Listen to the leader
· Vigilance. Look out for other volunteers who may be struggling with a conversation or situation
· Be enthusiastic
· Be on time
· Be vigilant. Most situations can be prevented for escalating by noticing boredom/anger/boisterousness 
· Be creative.  The clients love new and interesting sessions which will engage them and take them away from the monotony of living in a hostel.
· Communicate effectively
· Be consistent. We need to give consistent messages so the clients know the standards and rules we expect
· Be fair
· Be confident! 
· Keep calm
· Support the team. Help out if you think someone is having a difficult time
· Don’t bear a grudge. We deal with the situation as it happens then as much as possible try to start again
· Be assertive not aggressive
· Confidentiality!


After the visit
On the way home the coordinators will discuss with the other volunteers certain aspects of the visit and any concerns can be addressed. This is the debriefing session and it is the only time that confidential information should be shared with other volunteers. If a volunteer is upset by something that has occurred at the hostel then they should inform the coordinators during the visit, on the way home, or may contact them confidentially after the visit. Volunteers can contact the Co-Presidents at anytime on the above mobile numbers if they would like to discuss visits, concerns or potential ideas for HOMED. 
Volunteers usually arrive back at university at around 7.30pm depending on the length of the hostel visits. Volunteers will be dropped back at university. It is NOT the driver’s responsibility to ensure that each volunteer is taken home. Although some drivers may take volunteers home due to their own kindness, volunteers should have arranged a suitable safe way of getting home prior to visits, especially during the winter months when it is dark, preferably not alone if walking.
Co-Presidents or Co-ordinators may be contacted after the visit with any feedback or queries. Information will be given out at the training session about outside support services that are available. Night line, Samaritans and the university counselling service contact details are as follows:
Night Line
0113 308 1381
Samaritans
		0113 245 6789
University counselling
0113 2755898
Throughout the year we also run ‘Sandwich runs’ where we prepare sandwiches, snacks and hot drinks. We then go into the city centre where we divide into smaller groups and distribute these to any homeless individuals we see, and also ‘The Big Issue’ sellers. Emails will be sent out to recruit volunteers to help on sandwich runs. If this is something you are interested in helping with then please contact a coordinator.
If you have a complaint about how the project is run then or have any concerns you feel you cannot talk to the committee about, you can contact:
Geoff Banks (Student Activities Manager)  g.banks@leeds.ac.uk
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