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Private & Confidential
2010
Dear 
Re: Volunteer Administration Position
I understand that you are interested in becoming a volunteer with Savana.  
Please find enclosed an application form and some information about our organisation.  

Please read the information enclosed, before deciding whether you are interested in volunteering for us.

We are looking for volunteers with a commitment to working in an organisation that has clients who have experienced sexual violence. For applicants who are accepted, a day’s induction and further mandatory training is required. We expect volunteers to commit to us for a minimum of one year.  
Please complete the enclosed application form and return it with copies of any relevant certificates as soon as possible.
Thank you for your interest in our organisation.

Yours sincerely

Kay Glover
Services Manager
kay.glover@savana.org.uk
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VOLUNTEER ROLE OUTLINE
This agreement is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. Neither of us intends any employment relationship to be created either now or in the future.
Prospective volunteers for Savana will receive relevant training pertaining to their area of work, followed by an induction period at the centre of one full day.
Your work base will be at the centre in Hanley, Stoke on Trent, and/or local outposts. There may also be occasions where visits to relevant agencies or events are necessary.
KEY RESPONSIBILITIES

· To remain an active volunteer at Savana for a minimum of one year from the date of commencement.
· To attend the centre on predetermined days and times to provide a minimum of 3 hours support.
· To comply with office procedures. These are subject to update and volunteers are expected to familiarise themselves with them. The volunteer should read and comply with any changes that occur.

· To comply with all policies and procedures of the service, including the Health and Safety Policy. 

· To abide by the BACP Ethical Framework for Good Practice in Counselling and Psychotherapy.

· To attend any relevant workshops during the year as an important part of training and continued professional development. Failure to attend will be addressed with the volunteer.
Note: (There are opportunities for a volunteer to take a break from duties. The volunteer should then abide by the policy and procedures for Taking a Break.)

EQUAL OPPORTUNITIES MONITORING FORM
Information for Applicants

Savana is committed to ensuring that all associated with the service are treated fairly and consistently and that no individual is disadvantaged or discriminated against as a consequence of their sex, ethnicity, age, disability or any other personal characteristics which have no bearing on a person’s ability to fulfil a role. In order to assist the Service in monitoring its recruitment policies AND FOR NO OTHER REASON, you are urged to complete the monitoring form below.   Information is treated in STRICT CONFIDENCE.

Role.......................................................................................................

Ethnic background

Please give two words that describe your ethnic background.  Examples are White British, Caribbean British, Asian, Bangladeshi
​​​​​​​​​​​​​​

Age ​​​​​​​​​​​​​​​__________


Sex

Tick which applies to you

Male
     Female
 Male to Female Transgender      Female to Male Transgender
Access Issues

Tick any that apply to you

Mobility

Vision


Hearing

Speech

Learning

Mental Health

Language (please state)

Something else (Please tell us)

Sexuality

Tick which best describes your sexuality

Lesbian

Bisexual

Heterosexual (straight)
Gay
Unsure

Celibate

Other 
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VOLUNTEER - APPLICATION FORM

--------------------------------------------------------------------------------------------------------------
Part one



Personal Details

--------------------------------------------------------------------------------------------------------------
Full Name…………………………………………………..……DOB...…………………..
Address………………………………………………………………………………………
Post Code………………………………..

Tel: home ……………………Mobile ……………………… Work ……………………
Email: ………………………………………………………………………………………
(To be made available within the organisation)
Role applying for………………………………………………………………………….
--------------------------------------------------------------------------------------------------------------
Part Two


General Background Information

--------------------------------------------------------------------------------------------------------------
1. Please list any qualifications you have which are relevant to volunteering to work with our service

	Qualification
	Awarding Body
	Date obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. If you are currently studying on a course, please give details

………………………………………………………………………………………………
………………………………………………………………………………………………
3. Please list any work or other experience which you consider relevant

	Dates from/to
	Job/experience (explain duties briefly)
	Employer/agency etc

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Please say why you are interested in volunteering at Savana:

………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
5. Please state what qualities you have that will contribute to the aims of Savana.

………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………

………………………………………………………………………………………………

6. Please add any other information you feel may be relevant in support of your application (feel free to go on to a blank sheet if necessary)

………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………….

……………………………………………………………………………………………….

………………………………………………………………………………………………..

………………………………………………………………………………………………..

7. 
REFEREES 

Please could you give details of two people (other than relatives) to whom reference may be made. If possible one reference should be academic/professional, the other personal.  

If you are on a course at present, one of the referees should be a tutor on the course.

 Name





Address

1. ………………………………………….
        …………………………………………
  …………………………………………….
        …………………………………………
(capacity)  ………………………………………………………………………………………………
Email:………………………………………………………………………………………
2. ………………………………………
       ……………………….…………………
  ………………………………………..
       ………………………………………….
(capacity)  ………………………………..……………………………….………………..
Email:………………………………………………………………………………………
I understand that because of the personal nature of the work of the Service it will be necessary to make enquiries about my suitability. I therefore consent to referees being contacted. References will be taken up following an offer of a place on the training course




Please tick











CRIMINAL RECORD BUREAU CHECK

If you are accepted as a volunteer counsellor you will be subject to, or need proof of a CRB check before you can begin counselling. 

I became aware of this opportunity through:

Please specify………………………………………………………………………………
DECLARATION

In this section you are asked to make the declaration and basic commitments which will be the basis of your relationship with Savana
Please tick


I have read and agree to abide by the arrangements

indicated in the Description of Role
If selected, I undertake to work under the direction of the

Chief Officer, Services Manager and Supervisor and to

Participate fully in the programmes of training and 
additional support

If selected, I will actively support the aims and purposes of

Savana
I declare that I have not been convicted of a criminal

offence, the sentence for which is either not yet “spent”

or is excluded from rehabilitation by the 1944 Act and that

I will do nothing to bring Savana into disrepute.


If selected I will abide by the BACP’s Ethical Framework 

for Good Practice in Counselling and Psychotherapy.


The foregoing declarations are made as part of my

application for selection for training and volunteering at
Savana.
I certify that the information contained in this application is true and accurate

Signed………………………………………Date………………………………………..
Please return to:

Kay Glover
Services Manager
Savana
Dudson Centre

Hope Street Hanley

ST1 5DD

VOLUNTEERING FOR SAVANA
Introduction

Sexual violence disrupts lives. Savana is a local charity run for those who have experienced sexual violence, whether recently or in the past.  We have been operating since 1986.  We are a rape crisis centre offering a professional service that people want and use.    
We are acredited by Investors in People (IIP) organisational members of the British Association for Counselling & Psychotherapy (BACP) and the Counselling service is acredited by the BACP.
Our objectives are to :

· Provide a free counselling, support and information service for people who have experienced sexual violence/abuse, whether recently or in the past.   (Counselling is person centred with other approaches integrated as appropriate)
· Provide other services to support our aims e.g. training, awareness raising, outreach and research
· Work in partnership to make sure the needs of sexually abused people are recognised in other service provision.  
Practical help, offered when necessary, can include accompanying the client to relevant agencies, including the Police, GP, GUM Clinic, Family Planning and Courts. We also have information on where other forms of help can be obtained. 

We aim to spread understanding about the effects of sexual violence upon anyone and to dispel the myths surrounding rape and sexual assaults. In order to do this we provide talks and training and community groups, professional organisations, colleges, universities and other relevant agencies.

Savana has developed specialist knowledge and skills in the psychological, physical and practical areas of sexual violence. Evidence of the need for this specialist service can be seen in the growth in demand for the Service since 1986. 
Historically our work has been provided by women for women and girls, but we introduced the service to men and boys in 2009.

Confidentiality

We offer a confidential service to the people who come to us for counselling. In line with our confidentiality policy we only allow tapes or transcripts of taped sessions with written permission from the client. If tapes of supervision sessions are required, these will be destroyed after use
We are an organisational member of the British Association for the Counselling and Practice in line with BACP Ethical Framework for Good Practice in Counselling and Psychotherapy. 

Staffing

The centre is run by a small team of full and part time workers. 

We are interested in receiving applications for volunteering in any our voluntary capacities. We are keen to encourage applications from older people, people with disabilities and from ethnic minority communities. 
VOLUNTEERS

Volunteers have a variety of qualifications and experience. 
We require people who apply to become volunteers:

· To be at least 18 years old.

· To complete an application form - providing two references.

· To attend interview

· To complete any training 

· To complete an induction 

If accepted, volunteers are required to sign a confidentiality agreement. 

· There is a period of induction at the Centre 
· Volunteers are required to attend any mandatory training.

Volunteer are invited to make a commitment to work with us for a minimum of 1 year and:

· To provide support for a minimum of 3 hours per week.
· To support Savana’s aims in attendance at outreach events.
· To attend regular line management sessions to monitor progress.
· To engage in supervision for the role undertaken.
· To sign our Confidentiality Policy and abide by all of the Centre’s policies (e.g. Equal Opportunities, Health & Safety). This is required of all Savana staff and volunteers.
What do we offer volunteers?

· Experience working in an environment that deals with clients in the specific area of sexual violence.

· Supervision an integral part of working with the Service and is provided to a minimum of 1.5 hours per month. 

· Supportive environment providing mentoring, information and a reading library 

· Training/workshops on relevant issues are organised to provide ongoing training for volunteers.

· Insurance  we have Professional Liability Insurance cover with Towergate SMG Professional Risks and Employers Liability Cover with the Norwich Union through Mercer Jones & Company Limited.

· Expenses we pay volunteers ‘out of pocket’ expenses to a maximum of £5 per day.

· Opportunity to, when qualified to certificate level in counselling and subject to annual review results, be accepted onto our annual training to become a volunteer counsellor within our organisation.

Who are we?

We are a registered charity.

We have both paid staff and volunteers and are governed by a Board of Trustees in accordance with the Charities Act 1993.

We can offer:

· Counselling

· Information

· Support

Our service is available to all who have experienced sexual violence or abuse.  We value all people equally, whatever their sex, age, ability, race, sexuality, class, HIV status, nationality or religion.

What are our aims?

· To provide a safe environment where people can explore their concerns and move forward with their lives.

· To spread understanding of the problems associated with any form of sexual violence – through talks, information days, training events and networking.
· To try to influence public opinion and attitudes about sexual violence in a positive way.

Who are our counsellors?

They are people from all walks of life with a wide experience of, and training in, counselling people who have experienced sexual violence.  

How do our counsellors work?

They are welcoming and accepting.  They listen, help you express and clarify your feelings about what has happened to you, what you are going through now and how you would like your life to be. 

They do not judge or diagnose you, tell you how you should feel or what you should do 

Is this service confidential?

Yes.  Nobody will be told about your contact with this service unless you ask us to tell someone else.  However, we have a legal duty to share information with other agencies if we believe someone is at risk of significant harm.

What information can I get from you?

For example, we have information about sexually transmitted infections, emergency contraception, legal and court procedures in relation to sexual assault.  We also have information on other agencies and professions who might be able to help.

What type of support can I get?

We are able to support you when you attend agencies such as clinics, police and the courts.  Our message service is available 24hrs a day so if you leave a message someone will call you back.

How do I arrange an appointment?

You just need to phone the number on the front of this leaflet and ask for an appointment.  A friend or an agency such as a GP practice nurse can do this on your behalf with your permission.

What will happen then?

You will have an initial appointment (reception interview) lasting up to an hour, in which you will be invited to talk about your main areas of concern and things you would like to change about your life.  We will tell you a bit more about counselling and the services offered by us.

You will be allocated a counsellor as soon as there is a suitable vacancy.  This can sometimes take a few weeks.  When you start seeing your counsellor, you will be offered weekly appointments lasting fifty minutes.  You will continue with your sessions as long as you feel you need to, with regular monitoring.

When are we available?

We are usually available on the phone Mondays – Fridays, 10.00 am - 4.00 pm.  If no-one is available to answer, please leave a message and we will ring back as soon as possible.

Counselling appointments are available Mondays to Fridays, mostly during the day, with a limited number of evening appointments.

Please note that we are a small organisation and do not have facilities for people to drop in.

Further information

Office/training/admin: 01782 221005

Email: info@savana.org.uk
Savana is IIP & BACP Accredited

01782 221000
Please note that, if you have an itemised phone bill, our number will appear on your bill if you phone us. However,

if we call you, the 1471 facility will not give out our number.
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The Dudson Centre 

Hope Street 

Hanley

ST1 5DD

Charity Number 701540

YOUR PERSONAL SAFETY

· If anyone bothers you, try to make sure that others know.

· Be aware of the stranger who warns you about walking alone and then offers to walk with you.

· If you feel uneasy or uncomfortable accepting a lift from someone it is OK to say NO.

· If you feel uncomfortable with your driver (including taxi drivers) ask him to drop you off in a well-lit, busy place – car sickness is a good excuse.

· Remember, an invitation for coffee does not mean an invitation to sex.  

      No means NO.

· In a club or pub, be alert to the possibility of drink-spiking.

· Be wary of accepting drinks from a stranger.

TRUST YOUR INTUITION – ACT ON IT
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‘A Place of Transition and Change’

For survivors of rape, sexual assault, sexual harassment, sexual abuse or any form of sexual* or domestic violence 

*Savana sees sexual violence as: 

‘Any sexual behaviour which has a damaging physical or psychological effect upon a person’
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