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EXPECTATIONS OF INDEPENDENT VISITORS


It is expected that Independent Visitors (IVs) will treat children and young people they visit with respect at all times. IVs must never use any form of physical or verbal punishment with any young person they are matched with.

An IV must not consume alcohol or smoke whilst in the presence of a young person they are matched with.

IVs will be expected to work with other relevant people in the young person’s life. It will be important to treat with respect all such people and liaise with the carers of the young people they visit, whilst operating within Tros Gynnal Plant’s confidentiality policy.

IVs should not let young people down by breaking appointments or making promises they are unable to keep.  They must inform the young person at the earliest possibility of cancellation as well as the IV co-ordinator.

IVs are expected to make use of individual and group support networks the project will provide.

IVs must abide by the Policy and Procedures of Tros Gynnal Plant. It is expected that IVs approach the work with common sense and will seek advice from the scheme co-ordinator/Project Leader

IV’s must respect confidentiality unless the young person is at risk of significant harm.

IV’s must be scheduled to complete mandatory Child Protection training/induction before beginning to carry out the role.

IV’s must be familiar with Tros Gynnal Plant’s Child Protection guidelines and must contact the co-ordinator/project leader in an emergency. (If they are unavailable contact head office - out of hours emergency numbers are included in pack)

IV’s must make sure that their vehicle is roadworthy, has a current  M.O.T. and comprehensive business insurance if transporting children and young people on Tros Gynnal Plant business. 

IV’s must submit their claim forms and visiting records to the co-ordinator / Project Leader on a monthly basis.

It would be expected that contact between IVs and young people would initially take place where the young person lives. The first contact will be made through an introduction and will be accompanied by the scheme co-ordinator. It would be advisable to progress slowly at first and see what feels comfortable.

However, there are no set requirements and relationships will develop at different rates. Most children and young people will value occasional telephone calls or letters in between visits.

IV’s are expected to commit for a minimum of one year.

What can Volunteers expect from Tros Gynnal Plant?



IV’s will be provided with a full induction of the local project.

IV’s will be given Child Protection training, levels 1 and 2. IV’s are expected to complete both levels as soon as possible on taking up the role.  As a minimum all IV’s will receive one to one induction around child protection process and procedures.

The IV service will endeavour to provide other relevant training, subject to availability.

IV’s  will be provided with access to all relevant Policies and Procedures, including lone working, child protection, confidentiality, volunteering, and will ensure IV’s are fully conversant with such policies before undertaking the role.

IV’s will be provided with quarterly supervision sessions for all IV’s.

IV’s will be provided with ongoing support.

IV’s will be provided with out of pocket expenses.

IV service will provide an annual opportunity for IV’s and visited children and young people to meet and share experiences.

 














       VOLUNTEER
INDEPENDENT VISITOR
ROLE DESCRIPTION


The overall aim of Tros Gynnal Plant is to promote and safeguard the rights of children and young people ‘looked after’ or ‘in need’, and enable them to have a voice in decisions, which affect their lives. By providing Independent Visitors (IVs), Tros Gynnal Plant aims to improve the quality of life for children and young people ‘looked after’, provide adult role models who are external to the system and contribute to the safeguards to protect children and young people ‘looked after’ in addition to assisting them having their voice heard. The relationship between Independent Visitor and the child requires long term commitment, where the IV is linked to a child, as their friend and supporter.
Purpose
· To visit, befriend and support a young person who is in a foster home or residential care

· To enable a young person to have contact with someone who is independent of the Social Services Department

· To provide an ‘adult friend’ for a young person who has little or no contact with members of his/her own family

· To encourage a young person to have a voice and exercise his/her own rights


Accountable to:
The Independent Visitor Scheme Co-ordinator/Project Leader
Relationships with:

Independent Visitors will be develop positive working relationships with

· The scheme co-ordinator/Project Leader
· The young person
· The young person’s social worker
· The young person’s carers
· Internal project staff
Key Tasks

· To visit the child or young person on a regular basis (Frequency to be decided). Develop a relationship as an adult friend that primarily is a social one and in their ‘best interests’.

· To encourage such a child or young person to fulfil their true potential by participating in activities as appropriate and agreeable that promotes their social, emotional and educational well being.

· To ensure that the young person’s voice and wishes are being heard and considered, in all areas affecting their lives.

· To encourage children and young people to exercise their rights and participate in such decisions.

· To be aware of and seek to promote any needs specifically related to their race, culture, language, disability, gender or sexual orientation and to challenge discrimination.

· To keep in touch with the scheme co-ordinator/Project Leader.

· To keep in touch with others who have a responsibility for the young person as necessary.

· To respect confidentiality, providing that the child or young person is not at risk of significant harm.
Volunteering Conditions

The Independent Visitor will be expected to work unsociable hours, in an attempt to make the scheme available and accessible to children and young people. It is therefore expected that visits and activities would be after school hours and requires some weekend work.

The vast majority of the work will take place outside of the office base in foster homes and residential units.
Additional Information

· Independent Visitors will be expected to attend scheme review meetings

· Independent Visitors will be invited to participate in relevant training events

· Independent Visitors are actively encouraged to attend regular Supervision/Support group meetings

·  Independent Visitors will be engaged as volunteers. However, expenses are available.










1. EXPENSES CLAIMING ARRANGEMENTS FOR INDEPENDENT VISITORS 



Expenses

You can claim 40p per mile for all travel related to the young person, i.e. to and from placement, to and from activity, to and from meetings, to and from supervision.
Activity Costs

You may able to claim for activity expenses which MUST be agreed with the Project Leader BEFORE they are due to take place and have appropriate LA approval for any dangerous activities.   
Expenses will only be paid if accompanied by valid receipts.  No more than 3 months claims will be paid in arrears.

Supervision

Supervision with the project leader will be either via group supervision or individual supervision (negotiated with the project leader), aiming for 4 sessions a year. Telephone consultation will also be available as and when required. 


Claiming Mechanism
1. Forms for claiming activity costs and expenses are attached.

2. Claim forms and visiting records to be passed to the project leader/co-ordinator for signing and processing.

3. No more than 3 months claims will be paid in arrears

4. Expenses will only paid if accompanied by valid receipts








   





VOLUNTEER INDEPENDENT VISITOR SCHEME
Claim Form 

Independent Visitors should		Name of IV…………………………………………….
submit this claim to the 			
Project Leader of the project 		Name of Young Person……………….……………
for whom the work was carried 
out.					Month……..……………………………………………
	
Expenses only

	Date
	Activity
&
Time
	No. miles

	@40p per mile
(A)
	Activity Cost
(B)
	Total
(C) 
(=A+B)

	










	
	
	
	
	

	Total ( C )

	





Please ensure that any receipts are attached to this claim form for any activity expenses being claimed.

Signed (Independent Visitor)………………………………………..Date………………….……


[bookmark: _GoBack]Signed (Project Leader)……………………………………………..Date……………………….



IV VISITING RECORD

N.B. Complete and attach to Independent Visitor claim form before passing to Project Leader or Co-ordinator.

	
Child’s Name:…………………………………………
	
Date of Visit…………………………

	

	

	Where did you meet?………………………………………………………………………………….

	

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

	

	Approximate length of visit:…………………………………………………………………………...

	

	Where did you go?…………………………………………………………………………………….

	

	Was this the child/young person’s choice?…………………………………………………………

	

	Was it your choice?……………………………………………………………………………………

	

	What went well?………………………………………………………………………………………..

	

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

	

	What didn’t go well?…………………………………………………………………………………...

	

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

	

	Next time, what will you do differently?……………………………………………………………...

	

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

	

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

	

	When do you plan to see the child/young person again?…………………………………………

	

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

	

	

	Name of IV:………………………………… Co-ordinator/ …………………………………

	                                                                  Project Leader

	

	Signature:…………………………………… Signature:…………………………………………

	

	

	Date:……………………………………………Date ……………………………………………















Out of hours Emergency Procedure






The following procedure should be followed and people contacted in the event of an emergency or difficulty occurring in a project “out of hours” and/or when the necessary advice or support is not available locally.

1.  Contact the person  responsible for your project

	
Kathryn Jones
	
Home:
                    Mobile:
	

07957472080




2. If the above person  is unavailable and/or in the event of an accident or assault resulting in major injury or death, contact the Executive Director of Tros Gynnal Plant:

	

Jackie Murphy


	
Home:

Mobile:
	


07736 229 812
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The job for which you are applying involves substantial opportunity for access to children. It is therefore exempt from the Rehabilitation of Offenders Act, 1974. You are therefore required to declare any convictions or cautions you may have, even if they would otherwise be regarded as “spent” under this Act. The information you give will be treated in confidence and will only be taken into account in relation to an application where the exemption applies. Tros Gynnal Plant is also entitled, under arrangements introduced for the protection of children, to check with the police for the existence and content of any criminal record of the successful applicant. Information received from the police will be kept in strict confidence and will be destroyed three months after the selection process is completed.


The disclosure of a criminal record will not debar you from appointment unless the selection personnel involved consider that the conviction renders you unsuitable for the appointment. In making this decision we will consider the nature of the offence, how long ago and what age you were when it was committed and any other factors which may be relevant, including appropriate considerations in relation to Tros Gynnal Plant’s Equal Opportunities Policy.
 

Failure to declare a conviction may, however, disqualify you from appointment, or result in summary dismissal if the discrepancy comes to light.


If you wish to discuss whether a conviction you have would debar you from working with children, you may telephone the HR Officer on 029 2039 6974.


















Volunteer Application Form	
[image: TGP_logo low-res]
This form should be completed by anyone wishing to apply for volunteer work with Tros Gynnal Plant.Role:  Independent Visitor


Please complete all sections of this form carefully in typescript or black pen and return to the address below.  All information provided will be treated in the strictest confidence.

Personal Information (Please use capitals for this section)

	Surname:



	Title:
	Forenames:


	Address (including postcode):






Day Telephone No:

Evening Telephone No:

Mobile:

Email:
	Contact Name (for emergency purposes only):







Contact Telephone No:
(including STD)

Contact Mobile:





Employment History
	Employer’s name, address and type of business
	Date employed month/ye
	Job title, main duties and responsibilities
	Reason for leaving/salary


	










	
	
	


Please give details of your employment history starting with your current or most recent employer and working backwards.  Please account for any gaps in your employment history.  If you have not worked before or if you have been out of work for some time, please use this space to describe how you have gained the relevant experience for your application.
Please give details of any previous volunteering experience you may have:
	Volunteering name, address and type of business
	Dates you volunteered
	Voluntary role, key tasks and responsibilities
	Reason for leaving


	











	
	
	



Your availability 

How much time do you think you would be able to offer Tros Gynnal Plant, please indicate hours, for example 9 -12.

	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun
	Varies

	AM

PM

Any
	
	
	
	
	
	
	
	



Driving (only complete if relevant for the role)
	 
Do you have a full and current driving licence valid in the UK?

If yes, please give details of any penalty points on your licence  _____________

Do you have access to some form of personal transport?
	
Yes     No  



Yes     No  


Disability
	
We positively welcome volunteer applications from people with disabilities.  To monitor whether or not we are succeeding, it would be helpful if you could complete the following: 
  
Do you consider yourself to have a disability as defined in the Disability Discrimination Act 1995?  
Yes   No  

If yes, please give details and indicate whether you would need any help/special equipment to enable you to carry out the role for which you have applied.

Please state any assistance you may require if you attend an interview e.g. signer, induction loop etc.




	
If successful, when could you start with Tros Gynnal Plant? _________________________________________

Please list any dates you are unavailable for interview _______________________________________________________



Rehabilitation of Offenders Act 1974Do you have any spent/unspent convictions?	Yes     No  
If you have answered yes to the above question, please give full details on a separate sheet.
Please note that a conviction will not necessarily exclude you from working with Tros Gynnal Plant, but will be taken into account when assessing your suitability for the position for which you have applied.  








References
Please give details of two referees whom we may approach for a reference.  One of them should be your current (or most recent) employer or educational/training establishment and the other can either be a previous employer or a character reference from a professional i.e. teacher, please note we cannot accept references from friends or family members.
	REFEREE 1.    Current / Recent Employer
Full Name  __________________________________________________________________________
Address (including postcode) _____________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Telephone ______________________________
How long have you known the Referee? _____________________________________
In what capacity is this person known to you? ______________________________________________


REFEREE 2.    Previous Employer/Character Reference
Full Name __________________________________________________________________________
Address (including postcode) _____________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Telephone ______________________________
How long have you known the Referee? _____________________________________
In what capacity is this person known to you? ______________________________________________








Skills, Training and Qualifications
Please list below any skills, training, qualifications or knowledge (including languages) that you have that would help you in this volunteer role with Tros Gynnal Plant.  Please continue on a separate sheet if necessary. (Completion of this section is optional)












Supporting Statement
Please state below why you would like to be a volunteer with Tros Gynnal Plant and what personal qualities, interests or hobbies you would bring to the role and what you would like to gain from the experience.  Please continue on a separate sheet if necessary.
	




















Declaration
I certify, that to the best of my knowledge, the information I have provided on this form is true and accurate.  I understand that if the information I have supplied is subsequently found to be false or misleading in any way, I may be asked to leave my voluntary post at Tros Gynnal Plant.  
I also consent to the information provided on my application being stored on a manual and/or computerised filing system in line with Data Protection legislation.

Signed _________________________________________________   Date  ___________________











	
Please return your completed application form FAO: 
HR, Tros Gynnal Plant, 12 North Road, Cardiff CF10 3DY

Please remember to include the Equal Opportunity Monitoring Form
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EQUAL OPPORTUNITIES POLICY
Tros Gynnal Plant is committed to providing equal opportunities in employment and to avoiding unlawful discrimination. The organisation has an established policy to try and ensure that no unlawful discrimination occurs, either directly or indirectly, against any person on the grounds of age, disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour, nationality and ethnic or national origins), sexual orientation, religion or belief, or because someone is married or in a civil partnership. These are known as "protected characteristics”.
Direct discrimination is where a person is treated less favourably than another because of a protected characteristic.
Indirect discrimination is where a provision, criterion or practice is applied that is discriminatory in relation to individuals who have a relevant protected characteristic (although it does not explicitly include pregnancy and maternity, which is covered by indirect sex discrimination) such that it would be to the detriment of people who share that protected characteristic compared with people who do not, and it cannot be shown to be a proportionate means of achieving a legitimate aim.
Discrimination by victimisation is also recognised as unlawful.
The organisation will avoid unlawful discrimination in all aspects of employment including recruitment, promotion, opportunities for training, pay and benefits, discipline and selection for redundancy.
It is recognised that the principal responsibility for providing equal responsibility in employment rests with the Organisation. Each employee and Manager is required to be familiar with, and to implement, the Organisation’s Policy and is urged to comply at all times not only with that policy but with the spirit of Equal Opportunity Legislation and Codes of Practice.

It is the responsibility of each Manager within the Organisation to ensure that his or her treatment of employees, and the decisions and approach taken within their own sphere of operations are devoid of discriminatory practices.

The individual responsible for overseeing and checking upon the satisfactory implementation of this Policy is the Executive Director who is empowered to thoroughly investigate, and if appropriate redress, any identified or claimed discriminatory incident or practice.

The Senior Management Team and the Board of Trustees give their full backing to this Policy and will support all those who endeavour to carry it out.
September 2012


[image: C:\Users\sue wilcock.TROSGYNNAL\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\BUIYQFX9\TGP.jpg]Disability Monitoring Form

STRICTLY CONFIDENTIAL

Tros Gynnal Plant welcomes applications from candidates with disabilities.
The Equality Act 2010 defines disability as “a physical or mental impairment, which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities”.  If you consider that you have an impairment that disables you in society (as defined by the Equality Act 2010), please complete and return this form.
Please note that this form will be detached from your application form on receipt and will not be seen by staff directly involved in the appointment.  The information supplied will also be used to monitor the diversity of applications we receive to enable the organisation to develop appropriate policies and procedures in respect of diversity and equal opportunities.  The information you supply will be held on computer files for the purposes of monitoring the operation of our equal opportunities policy and is subject to the provisions of the Data Protection Act and will be destroyed after six months if your application is unsuccessful.

	Name
	[bookmark: Text60]     
	

	

	Position applied for
	[bookmark: Text61]     
	

	

	I consider myself to have a disability as defined under the Equality Act 2010	
	Yes
	[bookmark: Check9]|_|
	No
	[bookmark: Check10]|_|
	



	If shortlisted for selection test/interview, the arrangements that would need to be made are:
[bookmark: Text62]     

	If appointed, the arrangements the adjustments that would need to be made in order for me to carry out the duties of the role are:
[bookmark: Text63]     



If you require information to be provided in a different format to enable you to return your application, please contact the organisation’s HR Department on 029 20396974.

	[bookmark: Check11]|_|
	I hereby give my consent to Tros Gynnal Plant processing the data supplied in this form for the purpose of recruitment and selection.

	
	

	Signed: 
	[bookmark: Text65]     
	
	Date
	[bookmark: Text66]     
	



September 2012
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Equal Opportunities Recruitment Monitoring Form
STRICTLY CONFIDENTIAL

Tros Gynnal Plant is committed to promoting fairness and eliminating discrimination from recruitment and selection practices. To monitor and audit the effective delivery of our commitment, the organisation requires all applicants to provide information asked for in this monitoring form.  The information you provide will only be used for this purpose and will form no part of the short listing or interview process and will be treated in strict confidence.

The form will be detached from your application form and transferred to our Human Resources database to help monitor the diversity of applications we receive.  This will enable the organisation to develop appropriate policies and procedures in respect of diversity and equal opportunities.  This information will be held on computer files for the purposes of monitoring the operation of our equal opportunities policy and is subject to the provisions of the Data Protection Act.  All unsuccessful application forms will be destroyed after six months.

	Gender  Please tick the appropriate boxes:

	

	[bookmark: Check15]Male  |_|
	
	Female  |_|
	[bookmark: Check16]Prefer not to say  |_|

	

	If you are undergoing the process of gender reassignment, please tick the box that applies to your future gender.

	



	[bookmark: Text100][bookmark: Text101]Date of Birth          Age      

	



	How would you describe your nationality? Please tick the appropriate boxes:

	

	British  |_|
	[bookmark: Check19]English  |_|
	[bookmark: Check20]Scottish  |_|
	[bookmark: Check21]Welsh  |_|
	[bookmark: Check22]Irish  |_|
	Other (please describe)
	[bookmark: Text81]     
	

	



	How would you describe your ethnic origin? Please tick the appropriate boxes:

	

	[bookmark: Check23]  |_|  White/mixed

	

	  |_|  White
	[bookmark: Check25]  |_|  White and Black Caribbean
	[bookmark: Check26]  |_|  White and Black African
	[bookmark: Check27]  |_|  White and Asian

	

	Any other Mixed background (please describe)
	[bookmark: Text82]     
	

	

	[bookmark: Check28]  |_|  Asian, Asian British, Asian Welsh, Asian English or Asian Scottish

	

	[bookmark: Check29]  |_|  Indian
	[bookmark: Check30]  |_|  Pakistani
	[bookmark: Check31]  |_|  Bangladeshi

	

	Any other Asian background (please describe)
	[bookmark: Text83]     
	

	

	[bookmark: Check32]  |_|  Black, Black British, Black Welsh, Black English or Black Scottish

	

	[bookmark: Check33]  |_|  Caribbean
	[bookmark: Check34]  |_|  African

	

	Any other Black background (please describe)
	[bookmark: Text84]     
	

	

	[bookmark: Check35]  |_|  Chinese, Chinese British, Chinese Welsh, Chinese English or Chinese Scottish

	

	[bookmark: Check36]  |_|  Chinese

	

	Any other ethnic group/background (please describe)
	[bookmark: Text85]     
	

	

	[bookmark: Check37]  |_|  Prefer not to say

	



	Where did you see the post advertised? Please tick the appropriate boxes:

	

	[bookmark: Check38]  |_|  Western mail
	[bookmark: Check39]  |_|  Big Issue
	[bookmark: Check40]  |_|  Job Centre
	Other newspaper (please specify)
	[bookmark: Text89]     

	

	Internet Site (please specify)
	[bookmark: Text86]     
	

	

	Why did you decide to request further information? Please tick the appropriate boxes:

	

	[bookmark: Check42]  |_|  Salary
	[bookmark: Check43]  |_|  Reputation of Organisation
	 |_|   Location
	  |_|  Duties of the Post

	

	  |_|  Work of Project
	
	Other (please specify)
	[bookmark: Text88]     
	

	


Thank you for taking the time to complete this form
		      September 2014
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