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Reflective Essay
As part of the Psychology for Work module on my university course, I was given the opportunity to take part in a voluntary placement in an organisation of my choosing. I chose to work with SUSSED, a fairtrade shop located in Porthcawl town and a branch of the charity Sustainable Wales. This is because I recognised the value of the potential experience that could be gained by volunteering with SUSSED, as there were many opportunities within the shop alone that would grant me new and interesting experiences. Following the application process, I officially began collaboration with SUSSED on October 13th, 2023. From then onwards, until the end of 2023, it was agreed upon that I would be able to and responsible for creating a log of my hours and experiences while volunteering (see Appendix 4). During my time with SUSSED, I have had the opportunity to gain many new skills and experiences, such as learning to use the shop till system, greeting and interacting with customers, meeting with other volunteers, and even teach a newer volunteer.
Before I began volunteering with SUSSED, I was nervous about interacting with customers and was uncertain as to my capabilities using the shop systems. However, once I was able to start completing different tasks, I realised that many of the worries I had were groundless. For example, the till system was much easier to navigate than I originally anticipated, as the shop catalogue was well organised. My experience with customers has also been positive overall, as most customers were likeminded individuals who shared the ethical values of the charity (see Evidence 3). Unfortunately, my first few shifts working at the shop were very quiet due to the poor weather at the time, meaning that I was initially unable to familiarise myself with the till system or with customer interaction in genuine practice. With time, however, I was able to interact with more customers. By the end of my logged hours with the organisation, I have gained much more confidence in using the till system and with customer interaction.
Throughout my shifts working with SUSSED, I have been able to complete many different tasks, each with varying difficulty. For example, there were some instances during which I was tasked with complete various shop tasks alongside having to serve customers. This, while on my own, was very challenging, especially since some of these occurrences were early on in my time as a volunteer. However, things changed when a new volunteer started with us in mid-November. Having another volunteer to work with in the shop proved to be a valuable improvement to my experience. This is because this gave me the opportunity to reinforce my own learning by teaching this new volunteer how to use the shop systems, such as the till, catalogue, and transaction records. Additionally, having two volunteers on the shop floor allowed for an easier split of our tasks, such as having one of us complete a stock check and the other to manage the till. Despite most of my experience with other volunteers being positive, there were some instances where it proved difficult to work with others. This turned out to be the case when I was tasked with organising the shop’s winter clothing display, as I found it difficult to interpret the ideas of my colleague.
When reflecting on the various team related tasks the I was able to take part in, the differences between each interaction become clearer. While working together with another volunteer in the shop, our communication with each other was clear. As for much of this time, I took on a role like a mentor, meaning that I was more in control of the clarity of our interactions. Looking back, I recognise that this was something I found valuable, as my teachings and reminders to my colleague were simple and clear, often using tangible examples where applicable (see Evidence 2). 
During some of the other collaborative tasks I experienced, I took on the role of following instructions rather than giving them. In some cases, like the winter clothing display mentioned previously, I found the instruction given to me to be quite vague and therefore unclear. However, this issue was later resolved during my experience in taking part in a cafe event hosted by SUSSED. As well as having the opportunity to interact with many other volunteers and associates of the charity, this experience gave me the chance to improve the relationship I had built with the staff. As such, I was able to ask for more clarity when completing my assigned tasks. This is likely due to the formation of positive relationships between me and my colleagues (Dutton & Heaphy, 2003, as cited in Methot et al., 2017), resulting in mutually positive interactions with all staff members. This development of positive relationships ultimately led to my increased confidence when interacting with other volunteers, especially with the people I had become the most familiar with.
From my time volunteering with SUSSED in the last three months of 2023, I have learned many new skills and gained many new experiences that I otherwise would not have had the opportunity to. I was able to interact with many others, including both customers and other volunteers/associates of the charity. The shopwork experience has overall been valuable to me, as I am now able to easily navigate the shop systems. In doing so, I have also been able to work out solutions to problems on my own, such as how to issue a refund to a customer. To reflect on my experiences with SUSSED, I believe that going forward, I will be able to continue to greet customers and other volunteers with respect and kindness. This is a skill that I intend to take forward into my future interactions with colleagues at university and future workplaces. Most of all, I have thoroughly enjoyed my experience as a volunteer, and will be continuing to work with SUSSED going forward.
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Evidence 1 – Application Form
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This is a photograph of the application form I was given to complete upon first approaching SUSSED for voluntary experience. The form includes information about the volunteer experience and provides details on the purpose of the data collected and how it will be used. As this was my first time getting involved with SUSSED, I was pleasantly surprised at how simple the application process turned out to be. The information provided at the beginning of the application form gave me a good idea about the values of the organisation, as well as a detailed list of work I could expect to be doing at the shop once my induction was complete. Another part of the application process that made the task much less daunting was how friendly all the staff working in the shop were. I spoke with Peter Morgan throughout the application process, and he was friendly and patient with me. I had some questions during the process which Peter was able to give me clarity on, therefore making the application process very simple and more relaxed. As I had already began to fill in the application form when the photograph above was taken, I have covered some of the information so that it cannot be seen.


Evidence 2 – Photograph (of myself and a colleague in the shop)
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This photograph was taken by the shop’s advisor Peter Morgan. It shows myself about to take an item from my colleague to scan using the till system. This was a part of the process of teaching my colleague, who was a newer volunteer at the time, how to navigate and use the till system in the shop with an example item. By using the notebook pictured above as an example item, it allowed me to simulate a genuine till exchange to my colleague. Upon running through the system carefully, my colleague was able to experience what a real transaction would look like on the system, therefore allowing me to deliver a memorable and thorough demonstration of the till system. Both parties present in the photograph gave verbal consent to be featured.



Evidence 3 – SUSSED Policies 2021
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The document above, titled SUSSED Policies, provides a thorough overview of the ideals, values and practices held by SUSSED as an organisation. This document covers a variety of areas which hold importance for SUSSED, including crucial information regarding both paid staff and volunteers. As a volunteer myself, I was reassured upon reading this document of my place within SUSSED as well as my rights within the organisation. The Volunteer Policy 2021 (discussed on pages 3 and 4 of the document) outlines the expectations of the recruitment process of volunteers, which was adhered to during the process of my application and induction. During my induction training, I was given a complete tour of the shop and was carefully instructed on how the use the till system. This lays in accordance with the training procedures highlighted in the Volunteer Policy. 
Another policy to bring attention to is SUSSED’s Protection of Children and Vulnerable Adults Policy. This policy provides clear guidance on the behavioural procedures that must be followed for the purpose and best interest of vulnerable parties involved with the organisation. It is vital for organisations to have protective policies and procedures for the purpose of safeguarding vulnerable individuals, such as children and vulnerable adults. This ensures that these individuals are not taken advantage of by any person or group belonging to an organisation for any reason. As the staff members of SUSSED, both paid and voluntary, take such polices very seriously, I am relieved to comment that this policy has been strictly adhered to by all associated parties within the SUSSED and Sustainable Wales organisation. 
The SUSSED Wales Environmental and Ethical Policies (outlined on pages 8 – 10) provide a detailed guide of the ethical practices and values upheld by the organisation. As SUSSED are an organisation built on fairtrade, all products sold and used within the shop aim to adhere to the ethical guidelines outlined within the policy. Throughout my time volunteering with SUSSED, I can confirm that these practices are upheld, as all products, where applicable, have been locally produced, fairtrade, and reusable or recyclable. An example of this is the washing up liquid refill system that is both used by the shop itself and offered to customers. Customers who return their used bottles of washing up liquid can purchase a refill at a discount. 
Finally, I would like to bring attention to the Data Protection Policy upheld by SUSSED (pages 11 – 13). This policy gives an overview of the processes and guidelines when handling any data. It is clear from this policy that the proper ethical handling of data is important to SUSSED as an organisation, meaning that staff can strictly adhere to the guidelines as given with the General Data Protection Regulation (GDPR; European Union, 2016). In accordance with this, the data I was asked to provide during my application and induction were clearly stated to be for the sole purpose of documenting my status as a volunteer within the organisation, and not the be viewed or used for any other purpose.
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Appendix 2
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Appendix 4
Reflective Log
	Student Name
	Olivia Lovell

	Name of Placement Provider
	Peter Morgan

	Name of Placement Organisation
	SUSSED


	Date: 13/10/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Completed induction presentation
· Completed training procedures (Learning how to use till system, tour of shop)
· Cleaned shop floor
· Organised shop’s paper bags


	Reflection:
As it was my first time volunteering at SUSSED, I was given a tour around the shop and taught how to use the till system. This was very interesting, as the majority of fairtrade products sold had their own stories behind them, which I was able to learn a bit about. The induction presentation informed me of the basic structure of the SUSSED shop, as well as how it relates to Sustainable Wales. The shop was very quiet, since the weather was poor. However, I did get some opportunities to practice scanning items and using the till.




	Date: 20/10/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Checked dates of consumables

	Reflection:
There were more customers in the shop this week, so I was able to gain more confidence using the till system. I also sorted through some of the shop’s coffees and teas to check their best before dates. We collected the items which had a best before ending this month and put them on sale.



	Date: 27/10/2023
	Shift Time: 13:00 - 16:00

	Tasks Completed:
· Served customers
· Sorted winter stock
· Displayed winter stock
· Assisted in setup for evening event

	Reflection:
As it was relatively quiet in the shop, we took the opportunity to change the clothing displays to start selling winter clothes and accessories. This was surprisingly challenging, as each shelf, hook and rack needed to be cleared and possibly moved. I also needed to use a stool to reach the higher shelves, making the process quite tedious. Some of the items needed to be priced as well, so I was able to use the shop’s equipment to put custom price stickers onto the item tags. Towards the end of the day, we started to prepare the shop’s upstairs area for an evening event. This involved setting up tables, chairs and cushions.



	Date: 3/11/2023
	Shift Time: 13:00 - 16:00

	Tasks Completed:
· Served customers
· Sorted new stock

	Reflection:
It was much busier in the shop today compared to my last few shifts, probably due to the weather being much better. Since there were more customers, I was able to increase my proficiency using the till system. About halfway through the afternoon, some new stock arrived, so I was asked to put prices on the items and find a place for them in the shop display.



	Date: 10/11/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Advised customers on certain stock

	Reflection:
The shop was not as bust today as it had been last week, so I was able to deal with customers more calmly. Unfortunately, the radio had broken earlier in the week, so the shop was eerily quiet when no customers were in. Not too long into my shift, I was able to find some calming music to play on my phone, which was then put out of sight as to not be tampered with. Some of the customers were looking to enquire about Christmas related items, so I advised them about when more stock would be coming in.



	Date: 17/11/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Welcomed new volunteer
· Taught new volunteer

	Reflection:
We had a new volunteer start in the shop today, so I spent most of my shift teaching them how to use the till system. It was interesting to hear the stories of another volunteer, and their reasons for choosing to involve themselves with Sustainable Wales and SUSSED, as my shift times often don’t cross with other volunteers at the shop. Customers are starting to purchase more Christmas gifts.



	Date: 24/11/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Sorted stock prices
· Restocked shelves
· Put up Christmas tree

	Reflection:
The shop was quite a bit busier this week compared to my last shift. I feel much more confidant with the till system now, and I was able to work out how to issue a refund to a customer on my own. Some new stock had come in earlier in the week, so I was asked to put prices on the items and put the items on the correct shelves. About halfway through the afternoon, we started to put up the shop’s Christmas decorations. I oversaw the Christmas tree, which was quite tricky to put together. Many of the ornaments I hung on the tree also needed to be put together, as many of them were made of paper.



	Date: 1/12/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Updated stock diary

	Reflection:
There were lots of customers throughout the afternoon, most of which seemed to be looking for Christmas gifts. I was also able to watch a video put together by the charity about climate change, which I found very interesting as many young people were interviewed in the video. The shop is putting together a Christmas raffle, so I was able to get involved with promoting and selling tickets for this throughout my shift. 



	Date: 2/12/2023
	Shift Time: 10:00 – 11:45

	Tasks Completed:
· Set up café
· Cleaned windowsills
· Set up outside tables and tombola
· Served customers

	Reflection:
The charity is organising a café event today, so I offered to give some of my time this morning to help everyone set up. Along with several other volunteers, I set up the tables and chairs for the café, as well as the area used for the shop’s tombola event. I was also asked to clean the windowsills outside where the outside tables were being set up. Although we were quite busy setting everything up, it was a great opportunity to meet other volunteers and associates involved with Sustainable Wales.



	Date: 8/12/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Rearranged stock
· Revised till system training with colleague

	Reflection:
As it was a quieter day, I was able to run through the till system with another volunteer who had been away on a trip, and therefore needed a refresher. We were able to take it in turns to serve customers, which helped to reinforce my colleague’s learning of the system. I also had a look over the shop displays, tidying up anything that had been moved out of place by customers.



	Date: 15/12/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Restocked shelves
· Priced new stock

	Reflection:
Today, a large shipment of new stock came in, so it was up to me to put price stickers on each new item, and then find its appropriate place on the shelf. I also served some customers, however most of the customers we had today were served by a colleague. Despite this, I was able to reinforce my teaching of the till system by reminding my colleague of how the system functions and helping them navigate the system when they were unsure of what to do to proceed.



	Date: 22/12/2023
	Shift Time: 13:00 – 16:00

	Tasks Completed:
· Served customers
· Priced items for restock
· Replenished paper bag stock

	Reflection:
It was very busy in the shop today, primarily due to the Christmas rush. Since we had many customers coming in to purchase gifts, my colleague and I had plenty of opportunities to use the till system. There were some items in need of pricing before they went onto the shelves, so I was put in charge of sorting out the price stickers. I was also tasked with stamping the shop’s logo onto more paper bags, which were then hung behind the till.
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PROTECTION OF CHILDREN & VULNERABLE ADULTS Policy

Forthe purposes o these policies and procedure: A chid is any person under the age
of 18 years.

Vuinerable aduls are people who are over 18 years of age and are gatting or may
need help and services 1o ive in the community. Vuinerable adults may be unable to

take care of themselves and unable to protect ives from harm or expl
by other people.
‘Abuse can include - physical, financial, material, sexual, psychological,

discriminatory, emotional abuse and neglect. Abuse can take place

public or private, and can be perpetuated by anyone.

W will endeavour to safeguard chilren and winerable aduls by: -
Adopting policies and guidelines through a code of behaviour for staff and
volunteers.

* Ensuring that the Criminal Record Bureau, in accordance with their guidelines,
‘checks all staff and voluntsers with responsibility for children and vulnerable aduts.

= Including a declaration within appiication forms that all applicants must sign, stating
that there is no reason why they should be considered unsuitable to work with
children and wuinerable adults (prior to CRB checks being carried out).

= Making all new staff and volunteers aware of our procedures and policies.

= We are also committed to reviewing our policy and good practice at regular
intervals.

any setting,

Code of Behaviour - for All Staft and Volunteers

1) Plan all events and activiies o that protection issues are properly addressed.

2) Staff and volunteers should not spend excessive amounts of time alone with
children or vulnerable adults, away from others. Mestings with individual children
‘or wuinerable adults should be avoided or take place within sight of others.

3) Staff and volunteers are not to make ur y physical with
children or vulnerable adults.

4) Itis not good practice to take children or vulnerable adults alone in a car, however
short the joumey.

) Staff and volunteers should not meet chidren or vuinerable adults outside of organised
activtie, unless it is with the knowledge and consent of the parents.

‘Staft and volunteers should never (even in fun) —

1) Iniate or engage in sexually provocative conversations o activy.

2) Allow the use of inappropriate language to go unchallenged.

3) Do things of  porsonal nature for children or vuinerable aduls that they can do
themsalves.

4) Allow any allegations made by a child or vinerable adult o withoutbeing reported
and addressed, or ether rvialse or exaggerate abuse issues.

5) Make promises o keep any disclosure confidential from relevant authorites.

'SUSSED Policies 7
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Resource Management & Waste Disposal

'SUSSED aims to reduce, reuse and recycle waste and purchase recycled
‘content and reused goods wherever possible. This includes office/kitchen
‘equipment, furniture and most paper products.

Reduction —

« Avoid excess packaging - ncluding plasiic cans and bottles

« Avoid unnecessary printing and duplication - think before you print and reference
SUSSED publcation's poliies regarding proo-reading

« Use of both sides of paper when printing.

« Girculation of writen information by emal and website instead of print where.
approprate

« Avoid ‘isposable'in favour of eusable" tems (cutery, cups, plates etc.)

Reuse —
« Reuse plastic bags, envelopes and refil washing-up liquid bottles.

 Give cardboard boxes and other suitable packaging to playschemes as avalable.
» Use blank sides of printed paper for notes or drat copies.

« Purchase refurbished/second-hand items wherever possible.

« Reuse clothsftextils for cleaning materials.

Recycling -
Recycling collecton bins are placed throughout the workplace.

Collect used battries, return cariridges and toners to manufacturers.

Organic waste is composted.

Boxes, paper, glass, ins/cans, and cloths or other similar materials are recycled

via the Bridgend County Borough recycling services.

Disposal-

« General final' waste materialis disposed of via BCBC's Trade Waste arrangement
as part of SUSSED's Duty of Care responsibily under the Green Dragon
Environmental Scherme.

Energy

'SUSSED aims to reduce its impacts on climate change through the prudent
use of energy. We will make the most of natural lighting. We will act with
restraint and efficiency when using energy, and rely increasingly on renewable
energy sources such as solar and wind.

Energy efficient ighting (LED's) is fitted i all our preises.
We will tum off unnecessary lights and electrical appliances after use.

Use power-saving features on electronic equipment.

We will y to reduce our use of energy for heating by wearing jumpers or a jacket.
We will explore other actions as appropriate to heating our premises.

Our renewable electricity is supplied by ‘Good Energy, via the national grid.

'SUSSED Policies o
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Monitoring and evaluation
As part of SUSSED continuing commitment o training and development, employees.
are asked to provide feedback on the value and effectiveness of the training and
development they undertake. This information will be used to assess and improve the.
training process in the future.

Training records
Individual staff training records will be held in the personnel file system of SUSSED.

WELSH LANGUAGE Policy

We accept the fact that the Welsh language has official status and should be treated
o less favourably than English language.

We believe it is good practise to provide services in the language of choice. It shows.
respect and encourages a commitment. We are limited in our scope and abilty, but
we aim to

Translate all its Wales-wide documents and when appropriate other promotional
‘materials and lettes, etc.

Use Welsh language speakers whenever we are able.
Conferences willaim also to offer Welsh language facilties.
Grants and funders requesting support or bilingual resources will be adhered to.

Make use of support agencies like Helo Blod who willtranslate up to 500 words for
free monthiy.

SUSSED SICK PAY Policy

Sick pay

Any member of statf, unable to work through illness or accident, must notity the office.
by 10.30am on the day they are unable to work. On retum to work, folowing an
‘absence of between 1 and 7 consecutive days (including non-working days), staff will
be required to complete a self-certfication form. In the event that a member of staffis.
‘absent for 8 or more consecutive days (including non-working days) a signed medical
certficate should be sent o the office without delay.

Fixed-term contracted staff (project funded)

Where the conditions are met, SUSSED Wales will meet half pay for one month for
staff who have been employed for at least & months. Maximum paid sick leave in any.
12-month period will be limited to 1 month at half pay, except at the discretion of the
Trustees. Any payments beyond this will be made at Statutory Sick Pay levels and in
‘accordance with the conditions of the scheme.

'SUSSED Policies 6
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Water

[SUSSED aims to reduce fresh water consumplion whers possibi.

A water reducing feature to be available on the toilet’s cistern.

Do not overfi the kettl - remaining ‘kettle' water is used to help to water the indoor
and outdoor plants when appropriate.

« Any dripping taps t0 be fixed.

TransportTravel

'SUSSED aims t0 reduce the detrimental impacts of transport fuel through
individual work-related car use where possible and encourage active travel.

+ SUSSED Wales allows as appropriate, home-based as well as office based
‘working, making use of email, online meetings etc.

Volunteers can claim public transport ravelling expenses.

Local trps are made by walking or cycling.

Amieage allowance will also operate for bicycle tips.

The train is used whenever possible.

Venues for events are selected usually on the grounds that they are sasily

accessible by publc ransport.

Car sharing is encouraged whenever possible for staff and at events.

Reduce the need to travel thiough running telephone, zoom-type and video

conferencing.

« Reduced prices at events avalable with proof of busivain or bike arrval.

Maintenance & cleaning

'SUSSED aims to minimise its environmental impact through a work-place risk
assessment carried out as required under the Green Dragon management
‘system and to select non-hazardous products and supplies.

Al equipment should be serviced as necessary 1o ensure optimum efficiency and
longevitye.g. the PAT tests for electricals.

« Cleaning materials are bio-degradabe, do not contain harmiul solvents, paim oil
or propellants and have not been tested on animals.

+ Where able a refillable scheme will operate e.g washing-up liquid, laundry liquid.

'SUSSED Policies 10
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EQUAL OPPORTUNITIES Policy

“This policy covers recruitment, induction, employee terms & conditions, conduct at
work, discipiinary procedure, grievance procedure and every aspect of the
organisations work

Policy Statement

'SUSSED is determined to make all ffors to prevent discrimination and other unfair
treatment against any of its staff, potential staff, committee member, volunteer,
member group, or user of the network services regardless of race, gender, religion,
sexual orientation, responsibiltes for dependants, age, physicaldisabilty or ofending
background that does not create a rsk to children and vulnerable adults

'SUSSED wil ensure that that any criminal record information given by an individual is
kept confidential and according 1o the requirements of the GDPR, and, where
‘appropriate, DBS Code of Practice.

‘Selection and promotion criteria and procedures will e reviewed regularly 1o ensure.
that individuals are selected, promoted and treated on the basis of their relevant.
‘merits and abilties. All employees will be given equal opportunity and, where
‘appropriate, special raining, to progress within the organisation according to their
true potentia.

Access

'SUSSED aims to ensure that

= All people will receive a positive weloome from their first point of contact with the
organisation.

= ts’ services are accessible to all, and will work to promote inclusion.

= Training seminars etc will be provided in easily accessible environments.

Awareness
Al committee members, employees and volunteers will be made aware of the
‘organisations commitmentto equal opportunities and should be familiar with the policy
document

'SUSSED employees have a legal and moral obligation not to discriminate, and to
reportincidents of discrimination against any individuals. Any employee found to be.
praclising discrimination will be subject to discipiinary proceedings.

Monitoring & Evaluation
The Directors of SUSSED Wales are responsible for the implementation and
‘monitoring of this policy, and for ensuring that neither direct nor indirect discrimination
result from the way in which any of SUSSED Wales s activiies are operated.

Due regard will be given to the requirements of the Race Relations Act 1976 and the

Sex Discrimination Act 1975 and to the guidance and advice offered by the
Commission for Racial Equalty and the Equal opportunities Commission.

'SUSSED Policies 2
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Data Protection Policy SUSSED Wales

14 March 2021

Definitions
Organisation | SUSSED Wales
GDPR ‘means the General Data Protection Regulation.

Responsible | Peter Morgan, Trustee
Person

Register of [ means a register of all systems or contexts in which personal data i
Systems. processed by the company

1. Data protection principles
‘The company is committed to processing data in accordance with its responsibilies
under the GDPR.

Avticle 5 of the GDPR requires that personal data shall be:

a. processed lawfully, fairly and in a transparent manner in relation to
individuals;

b. collected for specified, explicit and legitimate purposes and ot further
processed in a manner that is incompatible with those purposes; further
processing for archiving purposes in the pubiic interest, scientic or historical
research purposes or statistical purposes shall not be considered to be
incompatible with the initial purposes;

c. adequate, relevant and limited to what is necessary in relation to the purposes
for which they are processed;

d. accurate and, where necessary, kept up to date; every reasonable step must
be taken to ensure that personal data that are inaccurate, having regard to the
purposes for which they are processed, are erased of rectified without delay;

. keptin a form which permits identfication of data sublects for no longer than
s necessary for the purposes for which the personal data are processed;
personal data may be stored for longer periods insofar as the personal data
will be processed solely for archiving purposes in the public interest, scientiic.
or historical research purposes or statistical purposes subject to
implementation of the appropriate technical and organisational measures
required by the GDPR in order to safeguard the rights and freedoms of
individuals; and

1. processed in a manner that ensures appropriate security of the personal data,
including protection against unauthorised or unlawful processing and against
‘accidental loss, destruction or damage, using appropriate technical or
organisational measures.”

2. General provisions
. This policy applies to all personal data processed by the company.

'SUSSED Policies 11
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VOLUNTEER Policy 2021

Volunteering is an important expression of citizenship and an essential component of
‘democracy. Volunteers are the back bone of our organisation, are all ages, from all
backgrounds and walks of lfe. We also accept interships and work
‘experience/student placements, and they are also classed as volunteers.

Voluntsers will be treated in the same professional way as any paid staff. We aim to
have a designated staff member (Volunteer Development/ Coordinator) or otherwise
2 Director of SUSSED to have responsbilty for activties, procedures and welfare of
Volunteers.

Volunteer roles are based on trust and mutual understanding, reliabilty and support.
Recruitment willinvolve an interview a general discussion of the role and the
completion of an application form.

Foles and Responsibilties.
Volunteering roles include retailishop work, street stalls, office and can be project
based.

As well as gaining knowledge in a wide variety of environmentalisustainable
development issues, we are able to offer training in: customer relations, ordering and
sales; office administration; budget management; computer/PC/T use; organising
meslings and events; developing CV's and interview techniques. Other
training/information opportunities are encouraged and financed as appropriate.

The volunteers are invited to all events/activiies and very often asked 1o take part.
Many events involve partnerships with other voluntary bodies in both England and
Wales. e.g. WCVA, local CVC's, Renew Wales, Community Energy Wales,
Chambers of Trade etc.

Job Descriptions & Person Specifications
Volunteer posts at SUSSED may require a job description and person specification for

eag. tobe in with the role/s requi by the Volunteer
Development Officer.
Hours

All volunteers agree their time commitment with the Volunteer Coordinator o the.
responsible Director.

Advertising
Volunteer positions will be advertised as appropriate in the local area press, in the.
Volunteer Bureau, in appropriate newsletters/publications, via social media sites and
on SUSSED and also Sustainable Wales's websites.

'SUSSED Policies 3
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6) Staff or volunteers should not show favouritism 1o any one child or vulnerable.
adult, nor should they issue o threaten any form of physical punishment.

‘You must:
1 a member of staff or volunteer finds himself or herself the subject of inappropriate
affection or attention from a child or vulnerable adult, they should make others.
aware of this.

2021: SUSSED Wales Environmental & Ethical Policies

Purchasing

'SUSSED aims to reduce unnecessary consumption, support ethical trading,
the local economy and maximise the positive benefits of its own financial
activities. SUSSED will give preference to suppliers who subscribe to wide
‘sustainable development principles.

'SUSSED undertakes to:

« Give preference 1o fairly traded, local, non-animal tested and ‘green’ goods.

« Preference is given to bulk purchasing when practical, with use of returnable or
reusable containers where possible.

Give preference to eco-designed products and those with recycled content.
Give preference 1o tems that are returnable for remanufacture.

Avoid polluting products - select natural or biodegradable where possible.
Avoid excessive ing and single — use.

* Wherever possible we purchase locally manufactured or available products and
services. The local/Welsh services we purchase or utiise include accounting;
‘computing transiation; printing and design.

« Product purchases occassionally include paper, stationery, printed documents and
kitchen and toilet roll. We are committed to the purchase of recycled paper and
card - preferably from post-consumer, or low-grade waste, for our
stationery/publications (identified by the Blue Angel Award) or from bamboo.

« The coffee, tea, sugar consumed i from fair trade suppliers.

« Milkis selected with preferance from a local dairy - Ty Tanglywst.

+ When possible the food and catering at our events is purchased locally, including
free range, fairy traded, organic if possible, and often Welsh produce.

 Office fumiture is selected considering firstly from fumiture
reuselrecycling/upcycling schemes if possible.

+ We will choose energy efficient equipment and renewable energy suppliers.

Banking & Financial Transactions.
Money and accounts are held In the Cooperative Bank due to their environmental
and ethical policies. The banking is done locally in the Post Office and then
transferred.

'SUSSED Policies 8
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b. The Responsible Person shalltake responsibily for the companies ongoing
‘compiiance with this policy.

. This policy shall be reviewed at least annually.

d. The company shallregister with the Information Commissioner's Office as an
organisation that processes personal data.

3. Lawlul, fair and transparent processing
. To ensure its processing of data is lawul, fair and transparent, the company
shall maintain a Register of Systems.
b. The Register of Systems shall be reviewed at least annualy.
. Individuals have the right to access their personal data and any such requests
‘made to the charity shall be ealt wth in a timely manner.

4. Lawtul purposes

a. Al data processed by the company must be done on one of the following
lawiul bases: consent, conlract, legal obligation, vial interests, public task or
legitimate interests (see (CO guidance for more information).

b The company shall note the appropriate lawful basis in the Register of
Systems.

c. Where consent s relied upon as a lawdul basis for processing data, evidence
of opt-in consent shall be kept with the personal data.

d. Where communications are sent to individuals based on their consent, the
option for the individual to revoke their consent should be clearly available
and systems should be in place to ensure such revocation is reflected
accurately in the company’s systems.

5. Data minimisation
. The company shal ensure that personal data are adequate, relevant and
limited to what is necessary in relation to the purposes for which they are

processed.
b. Data held for use will not be nor held for extensive
periods of time if not in use for communication.
6. Accuracy
. The company shall take reasonable steps to ensure personal data is
accurate.

Where necessary for the lawful basis on which data is processed, steps shall
be putin place to ensure that personal data is kept up to date.

7. Archiving / removal
. To ensure that personal data is kept for no longer than necessary, the.
‘company shall put in place an archiving policy for each area in which personal
data s processed and review this process annually
b. The archiving policy shall consider what data should/must be retained, for
how long, and why.

'SUSSED Policies 2
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Exit Interview & Support
Al volunteers will be invited to have an exit interview with a Director or the Volunteer
‘Coordinator. The exit interview will discuss the progress of the volunteer placement,
support available post placement, and general development feedback regarding the.
placement.

TRAINING AND DEVELOPMENT Policy

“The aim of the SUSSED Training and Development Policy is twofold. It will provide.
guidance to line managers on what their team may expect. Secondly, it will manage
the expectation of each individual so that, whilst working with SUSSED they can
‘expect to be supported in respect of performance improvement.

Ethos

'SUSSED recognises that ts staff are its most important resource, and is committed to.
the training and development of allits employees so that they gain the necessary skills
to reach their full potential. This will assist SUSSED in achieving its aims and
objectives and create a professional, committed and flexible worklorce, which works
s an effective and efficient team.

Induction training
All new statf will receive an induction to enable the to adjust quickly to working for
'SUSSED, and to enable the to become effective i their role in the shortest possible.
time. During the course of Induction, newcomers wil have a monthly supervision
‘meeting in order to monitor their performance. These supervisions will form part of a
probation period that will ast 3 months. At the conclusion of a satisfactory probation
period, newcomers wil automatically be brought into the performance appraisal
process.

Identifying Need
Individual training and development needs will be identified through the annual
performance appraisal programme, and more informally at supervision sessions. A
training plan will be produced on the basis of this. A flexible response will be adopted
in respect of the training and development plan 1o accommodate changes in job
descriptions or tasks.

Meeting Identified Needs
Al internal training provided by SUSSED will be of no cost to the employee. External
courses and_professional qualifications may be fully or partly funded by the
organisation depending on the training budget allocated and the nature of the training.

An annual training allowance willbe identified within the budget and will be available
to staf to meet their training needs. The amount allocated will be dependent on the.
organisation's resources. A justification statement, signed by the line manager, must
support all externally resourced training and development courses. This must identity
the outcomes that the training and development willbring.

'SUSSED Policies 5
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Stacey Coleman @ b a &« P
To: Olivia Lovell (2201654) Tue 10/10/2023 10:57

Hi Ly,
I have emailed Peter and he has responded to confirm that your placement is good to go and that
you will beginning induction training with them on 13 October. So, your placement s officially
confirmed and signed off

Good luck and | look forward to hearing about your experience over the course of the semester!

Cofion cynnes, | Kind regards,

Stacey.

If 1 have sent this email during the evening or at the weekend, it is because.
this fits with my work schedule this week. | do not expect you o read or
respond to this email outside of your working hours.

Stacey Coleman CPsychol
Rheolwr Rhaglen: Seicoleg a Troseddeg | Programme Manager: Psychology and Criminology
Seicoleg a Cwnsela | Psychology and Counselling

SA1 Abertawe | SAT Swansea

Ffon | Phone: 01792 482126

E-bost | E-mail: stacey.coleman@uwtsd.ac.uk
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Prifysgol Cymru
University of Wales

Placement Information Form

Name of student Oivia Lovell
Proposed placement setng | SUSSED,fiftrade cooperative shop formed by the
and address: ‘Sustainable Walescharty

James st Portheawl

cras38G

Proposed dates of placement: ‘October 132023 onwards
Name and posiion of contact Peter Morgan,Advisor
G peter morgan sustainabeviales org uk
Telephone number: 01656783962 (Shop number)
52 DBS required foryou to Notrequired
attend tis placement:

eyt e nths | As 3 voler forSUSSED, v ave e
CEatonion i lacement oppotuy o paaks many afret s
e e oo e i bl e ah el 2wl e chrty
sesmercfor e ke bohah Fo ks, vl e s
CE s el oeoe | roceses g o e shopscore S
Sring e ou et Lo e cprsin o andmacing i
mesuE ey, ‘customers. | will also have the opportunity to take
e e ascd s senied oy
Gy S viaes

AL information must be provided.Incompiate foms wilbe etumed fo the student.

Prease retum tisforn o Stacey Coleman (stacey.coleman@uuisd ac.) by one of the folowing
submision points.

12pm (midday) on Monday 120 June

120m (midday) on Wednesday 129 by, [lea Wosgsioa ksl
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4-5 James Street, Porthcawl CF36 38G
Tel 01656 783962
.dicate when you can attend: (Sussed@susminalﬂewales.org.uk
—— : (currently 10am - 4 i,
pm Mon-Fri, 10am-5pm Sat.)

e Mon T
g L Wed \‘ Thurs | i 1 Sat |
~1.00pm | | \
ol e
0pm —4pm \ | | A ) |
ening meetings 7 ‘ — 4717/‘?7,74‘
| l | | \
DR L

Other Information:
ease indicate what type of activity you would li
Marketing/ j‘ l A
| |
|

Shop work J\ PR/social Cleaning |
il |

ke to do in SUSSED:
S |

~ Admin/ \ i | ~outreach/
research/ | \ A \ ?llvmgutut “ | | stall“lsr/:/Cen/ts
femerell | | 0 Dot

newsletters clf R .
special Requirements: 2 Sl

| Any special requirements you feel we

should know about?
| (such as illness, disabi

lities, allergies etc.

with us.
Reference 2

- worry if you don’thave a T
Referel

References: Don't

Organisation:

Email:

Phone

Signed

I 2l
ully handled by SUSSED Wales for volunteer organisation. 1t will be
under the GDPR and only used for administrative purposes by SUSSED.

Date
Your personal information will be cafef

processed in accordance with your rights

~ printad on 100% recycled paper.
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Thanks

Peter Morgan

Director, SUSSED Wales

Advisor, Sustainable Wales Cymru Gynaliadwy

4/5 James Street, Porthcawl CF36 3BG
Tel./Ffon: 01656 783962

SUSSED Cymru https://eur01.safelinks.protection.outlook.com/?
url=http%3A%2F%2Fwww.sussedwales.com%2F&data=05%7C01%7C2201654%40student.uwtsd.ac
uk%7C54fd06¢1a08a46b23fdc08dbc97887b5%7C4e0f11f9046e45059ch8db2152311€21%7C0%7CO
%7C638325292732243097%7CUnknown%7 CTWFpbGZsb3d8ey)WIjoiMC4wl jAWMDAILCIQljoiV2lu
MzIiLCJBTIl6Ik 1ThaWwil CIXVCI6EMn0%3D%7C2000%7C%7C%7 C&sdata=LRCMKF16p8Z0bkigoSMW
u4lSYt7VAXOfSCopdI6Euc%3D&reserved=0

twitter: @sussedwales

Mae Cymru Gynaliadwy (Rhif cofrestru 1200330).
Sustainable Wales is a charitable incorporated organisation (registration number 1200330).

https://eur01.safelinks.protection.outiook.com/?
url=http%3A%2F%2Fwwwsustainablewales.org,uk%2F&idata=05%7C01%7C2201654%40student.u
wisd.acuk%7C54fd06c1a08a46b23fdc08dbcI7887b5%7C4e0f111904645059ch8db2152311e21%7
C0%7C0%7C638325292732243097%7 CUnknown%7 CTWEpbGZsb3d8ey) WIjoiMCAwLAWMDAILCIQ
ljoiV2luMzliL CIBTil6lk1haWwiL CIXVCI6Mn0%3D%7C2000%7C%7C%7 Caisdata=wKlxaFPg67ijzaN%2
FxyRt3FBfRbMAqgaPAKUjGRIKSWA%3D&Ireserved=0

twitter: @SusWales

facebook: sustainablewales
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8 Security

. The company shall ensure that personal data is stored securely using modem
software that is kept up-to-date.

b, Access to personal data shal be imited to personnel who need access and
‘appropriate security should be in place to avoid unauthorised sharing of
information.

. When personal data s deleted this should be done safely such that the data is
imecoverable.

d. Appropriate back-up and disaster recovery solutions shall be in place.

9. Breach

In the event of a breach of security leading to the accidental or unlawful destruction,
loss, alteration, unauthorised disclosure of, or access to, personal data, the company
‘shall promptly assess the risk to peaple’s rights and freedoms and if appropriate.
report this breach to the ICO (more information on the ICO website)

END OF POLICY
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Recruiting
‘The recruitment process for all volunteers will proceed according 10 the guidance in
the Equal Opportunities Policy.

Induction
Each volunteer will receive a thorough induction into SUSSED, the cooperative aims
and activilies and receive an overview of Sustainable Wales, our charity. Training will
be provided for shop roles e.g. the til, the stock, membership, health and safety,
environmental procedures and management.

Volunteer Enrolment
A Volunteer enrolment form should be completed with each volunteer prior or o the.
start date. This covers contact detals, next of kin contacts, agreed roles and

safoty/ist aid measures, the sustainable dovelopment policies of SUSSED and
reference contacts.

Voluntser Development Plan
A suitable Development Plan will be drafted for long-term students of interns and will
set areas of work and skills which the volunteer may wish to gain experience of during
their placement. The Volunteer Development Officer and Directors wil then be.
responsible for adhering 1o the agreements made in the Development Plan, and
‘assessing progress during supervision meetings.

Training & Development
'SUSSED aims to provide on-going training and personal development opportunities.
o all volunteers. Team meetings will be organised o enable sharing experience,
leaming new information, contributing of ideas, agreeing planned activites, buiding
self-esteem etc. External training may also be available subject from time to time

General Support, Supervision & Management
Volunteers will be supervised and managed by the Volunteer Coordinator, according
to work undertaken.

Expenses
Volunteers may claim expenses for travelling to and from the premises in order to
‘undertake their work. Receipts should be attached to a standard SUSSED claim form,
which can be obtained from the Volunteer Coordinator. Expenses will be paid, as.
follows:

‘Travel on public transport (which is preferred) or by the volunteers own vehicle.
Lunch up to £6/day, £3.50 half ay; refreshments will be available e.g.(drinks
biscuits)

« Car mileage at 40/mile and 50p/mile for cyclists

Travel expenses will also be paid for work outside the offce, .g. talks, meetings or
courses, subject o prior agreement

'SUSSED Policies 4
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SUSSED Policies
2021

Equal Opportunities, Volunteer, Training and Development, Welsh
Language, Sick Pay, Protection of Children and Vulnerable Adults,
Environmental and Ethical, Data Protection.

4/5 James Street
Porthcawl CF36 38G
(01656) 783962

www sussedwales com

'SUSSED Policies
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Peter Morgan <petermorgan@sustainablewalesorguk> @ 5 € &~
To: Olivia Lovell (2201654) Tue 10/10/2023 11:07

[Vou don't often get email from peter.morgan@sustainablewales.org.uk. Learn why this is important
at https://aka.ms/l earnAboutSenderidentification ]

RHYBUDD: Deilliodd yr e-bost hwn o du allan i system E-bost Prifysgol Cymru ¥ Drindod Dewi Sant.
Peidiwch ag ateb, na chlicio ar ddolenni nac agor atodiadau oni bai eich bod yn adnabod cyfeiriad
e-bost yr anfonwr ac yn gwybod bod y cynnwys yn ddiogel.

'WARNING: This email originated from outside University of Wales Trinity Saint David's Email
System. Do not reply, click links or open attachments unless you recognise the sender's email
address and know the content is safe.

Hi Olivia,

1 have received the confirmation letter from Stacey Coleman UWTSD and | have confirmed to
Stacey you're starting to volunteer with SUSSED.

1 can explain our processes and policies etc. to you in detail which should help with your
assignment.

Looking forward to inducting you on Friday and thank you for choosing to volunteer at SUSSED.
See you on Friday from 1pm!

Thanks

Peter Morgan

Director, SUSSED Wales
Advisor, Sustainable Wales Cymru Gynaliadwy




