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Acacia Volunteer Pack


Thank you for expressing an interest in volunteering at Acacia Family Support. 

Here you will find some further information about our services and an application form should you wish to take your enquiry to the next step.

We currently have 2 centres that operate in Walmley and Northfield and our volunteers usually commit to approximately 3 hours each week. We also have a Young People’s Project; a Helping Hands @ Home Project (HH@H); a Dad’s and partners Project as well as a Virtual Services Team.

Please note: All staff and volunteers must have the ability to work in a way that promotes the safety and wellbeing of children and vulnerable adults.


Within each of these centres and projects our volunteers can take on the following roles: 
These are: 

Creche Helper:	We have a crèche facility at every Centre, looking after babies and young children up to school age. 
	 
Befriending support (in Centre):	This is one-on-one befriending/listening support with a Mum, Dad or Partner whilst at centre

Groupwork support:	Practical support given to group work facilitator (Centre or YPP)

Hospitality: 					Serving tea, coffee and refreshments 
Administration support:	Front desk – greeting mums and dads and assisting them with the check in procedure. 

Head Office Administration Support:	Assist the Administration Team with general office duties.

Home visits (YPP/HH&H): 	Accompany Acacia staff when visiting mums in their homes.
HH&H Projects: 	Holding the Baby and Out & About with mum

Fundraising: 	Help with fundraising events and raising awareness of fundraising needs
Virtual support:	One-on-one telephone befriending support with a Mum, Dad or partner
Prayer support:	To support Acacia in praying for all of the above

Training for all roles is provided and will be explained during the interview process.

If you wish to apply to become an Acacia volunteer, please complete the application form and do not hesitate to contact Hannah or Sue, Volunteer Team at volunteering@acacia.org.uk  should you have any further questions, and we look forward to receiving your application form.

About volunteering for Acacia 


What is Acacia about?

Acacia is a dynamically growing registered charity operated as a company limited by guarantee.  Acacia offers a befriending support service to mothers, fathers/partners and their families affected by the symptoms associated with pre and post-natal depression and anxiety.  Acacia is currently working across the Birmingham area. It is a unique befriending service greatly valued by users and communities and has links to many statutory and voluntary organisations offering family support.  Acacia works closely with NHS local health professionals and is commissioned by CCG’s previously known as PCT’s.

The Acacia service is open to all without discrimination and prejudice.  Acacia is a Christian Faith based organisation with a desire to promote understanding and co-operation between people of different faiths and cultures within the local community. Acacia values and respects the contribution of those of other faiths, or no particular faith, in furthering the object, mission and ethos of Acacia.

At its centres Acacia offers a weekly one-to-one/group friendly support service staffed by volunteers who have suffered themselves or have a professional or voluntary trained understanding of anxiety and depression.  

A crèche is held during each session for babies and toddlers of those attending.  The crèche is staffed by volunteers.

We also do home visits to support mums under 25 as well as offer practical support.  There are various ways that volunteers can support these projects, from accompanying staff on home visits to holding a baby whilst mums clean or rests or accompanying and supporting a mum as she goes out the house.  

Volunteers also offer support to family members and use our signposting service to other specialist agencies and groups.  We are committed to working with other voluntary, statutory and local organizations.

We offer training to all our volunteers for whatever role they choose to do as well as ongoing support.


Who can volunteer?

Acacia is a Christian Faith-based organization and believes that people of diverse cultures and perspectives have much to learn and to profit from each other. We welcome interest in volunteering from those with differing beliefs, abilities and backgrounds and who can support and promote our mission and ethos and values in their work for us.  

Acacia Volunteer Recruitment Procedure

Initial conversation with the Volunteer Administrator
You will be directed to our Volunteer Recruitment Pack.





Application
If you then feel it is right to apply to be a volunteer, complete and return the Volunteer Application Form.
You will be asked to provide two referees.








Interview with the Acacia Volunteer Coordinator/Administrator
You will be able to ask questions, discuss the roles, and your availability and given an opportunity to visit one of our Centres.
If an agreement is reached about volunteering, your references will be taken up and if appropriate you will be asked to complete a Disclosure Barring Service (DBS) form and provide the necessary documents.









Delay!
Inevitably there is a delay waiting for references and to hear back from the DBS.  Please be patient with us and we will keep you updated with the progress. 









Training
· We require you to complete our e-learning modules and meet in person to discuss learnings
· Role specific training, i.e. Befriending
· On-the-job training in the Centres and on home visits 

Induction
· Emphasise the need to work within guidelines and good practice
· Make clear who you are responsible to: we will match you with a Buddy who will be available to answer all those niggly questions you may have.
· Go through Health & Safety/ Fire Safety
· Volunteer Handbook















	Support
‘Open door policy’ with Volunteering Team
1/ year catch up




Supervision and Support

All volunteers will have a locality manager who will supervise them and to whom they may request support at any time. Further training and support can also be requested from the Volunteer coordinator and administrator who have an ‘open door policy’.  

We have 6 weekly group supervision for volunteer befrienders.

Whilst it is helpful if volunteers can commit to an agreed period of service this in no way prevents a volunteer from leaving the service or asking for a change of responsibility at any time of his/her choosing.  Similarly, the volunteer coordinator may, if in his or her opinion it is necessary, request a volunteer to agree to a change of duty, or to refrain from duty.  

Through regular reviews, training and support opportunities, we aim to ensure that your voluntary work is enjoyable, rewarding and fulfilling.

[bookmark: _Hlk497999122]Expenses

Volunteers may claim genuine out-of-pocket expenses.  The following are not taxable and do not create any form of contractual or employment relationship, and will not affect state benefits:
 the actual cost incurred for fares for travel between home and the place of volunteering, or between places of volunteering, (this does not include taxi fare)
 a mileage allowance at the Inland Revenue agreed rate or less, for genuine car use for the above 
 actual cost incurred for specialist (not cosmetic) clothing required for the voluntary work,
 actual cost incurred for the purchase of materials or services required to do the voluntary work,
 actual cost of meals taken during the time of volunteering,

Voluntary organisations usually must limit the expenses they are able to pay from their funds.  Acacia cannot pay crèche or childminding fees or other dependant costs unless very special circumstances occur, and then only a contribution may be paid.  Acacia also has a limit for all other expenses which is reviewed and set from time to time.

Expenses are claimed by completing a claim form available from the management teams and returning this, with the volunteer’s signature, to the management teams at the end of each month.  Expenses cannot be paid without the appropriate receipts being attached to the claim form.  These are Inland Revenue regulations.

Insurance

Responsible organisations working in the community and with volunteers require Public Liability Insurance and Employers Insurance, and additional insurance according to the services offered.  Acacia is insured for all its services as advised by an Insurance Broker.


Equal Opportunities

Acacia is committed to offering equal opportunities to all volunteers working for Acacia.

Volunteers and users of the Acacia service are welcome regardless of their gender, marital status, race, ethnic origin, sexual orientation, age, physical and mental capacity and beliefs, subject to no person being put at risk.  Volunteers must support the Acacia Equal Opportunities Policy.


Disabled Candidates

We welcome volunteer applicants with all range of abilities for the skills they bring.  
As part of our commitment to Disability Confident, we will guarantee an interview to applicants who are disabled and who meet the minimum requirements of the role.  
By disabled we mean a physical or mental condition that has a substantial or long-term limiting effect on a person’s ability to do daily activities.  
To better support you in your role, we will ask if you need reasonable adjustments as part of the interview process. 

Health and Safety

All premises used by Acacia are subject to a health and safety assessment by the local manager.  All services are subject to a risk assessment by the local manager.  Volunteers must be aware of emergency procedures (covered in induction) and must inform management of any potential risk.

It is most unlikely that service users will pose a danger to volunteers but if you have any concern you must report this immediately to the manager in attendance.  Acacia will not allow persons to use the service if there is evidence that the person may pose a threat to the safety of volunteers.  Such persons will be referred to an appropriate service

Compliments, Suggestions and Complaints

It means a great deal to all concerned when the service receives a compliment whether it comes from a service user or service provider.  In addition, the service is always open to, and appreciates, suggestions as to how the operation of the organization can be improved.

Occasionally a service user or provider will want to make a complaint because something has gone wrong or someone is dissatisfied.  Acacia values the opportunity to listen, to investigate and to respond as quickly as possible.

Please refer to the policy document ‘Compliments, Suggestions and Complaints’ for information concerning the correct procedure to take.

Confidentiality

Volunteers have the same requirements for confidentiality as staff of the Acacia organisation.  All matters discussed with service users are completely confidential and may only be shared within the Acacia organisation.  

When a service user has been referred to Acacia by a health service professional then information is confidential between Acacia and that health service professional.  

The locality manager or his/her deputy will determine if at any time there is a risk of harm to anyone.  If this is the case a referral will be made to the appropriate service which may mean disclosing information for the sole purpose of the safety of any person.
 
Information regarding volunteers is confidential to the Volunteer Coordinator and Administrator, the volunteers locality manager and the Acacia trustees and will only be shared with others with the volunteer’s permission.



Child Safety and Vulnerable Adults Policies

Organisations working with children and vulnerable adults (which includes the ill such as those suffering with depression) are required to obtain a disclosure check through the Disclosure Barring 

Service (DBS) for all volunteers and staff who work with the children and adults.  This is as much for the protection of the volunteers as the people we work with.  Acacia recognizes and values it’s ‘Duty of Care’ and will seek a DBS disclosure for volunteers and staff.

Please refer to our separate ‘Child Safety Policy’ and ‘Vulnerable Adults Policy’.  Please ask for more information if you wish.


ACACIA CENTRES



WEDNESDAY – 10.00 am to 12.00 pm
Crossway Church
St Heliers Rd, 
Birmingham
B31 1QS


THURSDAY – 10.00 am to 12.00 pm
St John’s C of E Church
4 Walmley Road
Sutton Coldfield
West Midlands	
B76 1QN
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Volunteers Privacy Notice
Your Data Protection Rights
It's important that you feel completely comfortable and confident that your personal information is in safe hands. Acacia takes protecting your privacy extremely seriously and takes all reasonable steps to ensure your information is secure. We will process the personal information you have provided for our legitimate charitable interests in volunteer recruitment, management and retention, and to enhance the experience of our volunteers. This includes contacting you about relevant volunteering opportunities, news and events.
We will never contact you for marketing purposes without your specific consent.
In brief
We respect your personal data and store it securely.
We will never sell your personal data.
We will remove your data if you ask us to.
We may send you content we think is relevant or interesting to you, but you can unsubscribe or change your contact preferences at any time.
We may use your data to contact you about information you request or to allow you to access our services.
What information we collect
We collect a variety of personally identifiable or sensitive information from you for various reasons. 
For example, we may collect:
any personal details you may choose to give us, such as your name, age, or address. We save this, so we can keep in touch with you
Your education and employment background—in order to process your application if you have applied to volunteer with Acacia
Any equal opportunity data, or physical or mental health information that you may give us when you apply to volunteer with Acacia.
This is so we can fully and fairly administer your application.
Personal data about you from third parties, such as references supplied and information from criminal records (DBS) checks permitted by law. 
The organisation seeks information from third parties with your consent only.
Why we collect information
Processing volunteer applications. — your personal and sensitive information allows us to communicate with you and assess your suitability for the role.
To enable us to support you and manage Acacia effectively e.g. by matching your abilities and preferences to the best role and [image: ]location for volunteering with Acacia and for the ongoing organisation and management of your role.
To contact you to discuss volunteering opportunities or to keep you updated on our services or activities and events.
Continuously improving—we value any feedback, including complaints, you may have. In order to increase the impact, we make and improve the service we provide to you and others, we need to communicate with you and collect personal information. [image: ] Fundraising — please note that we will never contact you regarding fundraising without your specific consent.

Where we collect information from
We collect information through our volunteer registration process, either directly from you or the references you will be asked to provide.
We collect additional information from the DBS check.
We may collect additional personal information from you in the course of volunteering activities throughout the period of you volunteering for us.

How long we keep your information for?
We keep personal information for different lengths of time dependent on the purpose. For example, we would like to keep your volunteer information beyond the length of time you volunteer with Acacia and keep in touch about our work and continue our relationship together. You will be given the opportunity to opt in or opt out of this.
We want to ensure that the personal information we collect from you is used to appropriately support our work together and consider any future dealings that you would like to have with us. For example, many people ask to receive references for their volunteer work. In these cases, it is important we have the correct personal information on file. You can contact us at any time to ask us to remove or amend your personal information.
We will retain your personal information for a maximum of 2 years unless you ask us to keep it for longer or request it' deletion.[image: ]

Who do we share your personal information with?
If you apply to volunteer or work for Acacia, we will use your personal information to run a police check using the DBS service with your consent.
In rare instances we may also need to disclose your details if required to by the police, regulatory bodies or legal advisers.
We will never sell your personal details to third parties. Whenever we share or transfer your personal information, we comply with the current data protection legislation and this privacy statement at a minimum.
How is your information is secured?
The security of your information is of utmost importance to us. The organisation has internal policies and controls in place to try to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by its employees in the performance of their duties. We seek to use reasonable measures to protect your information as required by the law, in line with industry standards and in accordance with the policies Acacia has set. Sensitive data is held under strict security conditions.
As a small organisation, we use a cloud-based version of Microsoft Office 365. As a result, our data is stored in the Microsoft Cloud which is based in the EU. In the unlikely event that we transfer your personal information to countries that are outside of the European Union we would ensure that the transfer is carried out in a compliant manner and appropriate safeguards are in place.
A paper copy of your volunteer file is also kept. This is stored securely in a locked cabinet at our head office. Access to these files are limited.
If you have any reason to believe that any personal information we hold is no longer secure, please contact us immediately.

Your Rights
Data protection laws provide you with a number of rights under the data protection laws, namely:
· To access your data (by way of a subject access request);
· To have your data rectified if it is inaccurate or incomplete; [image: ] In certain circumstances, to have your data deleted or removed;
· In certain circumstances, to restrict the processing of your data;
· A right of data portability;
· To object to direct marketing;
· Not to be subject to automated decision making (including profiling), where it produces a legal effect or a similarly significant effect on you;
· To claim compensation;
· To withdraw your consent to our processing of your information at any time.
You can ask for further information about our use of your personal information or complain about its use, by contacting Rob Ewers, our Data Protection Manager, 3rd Floor Plantsbrook House, Sutton Coldfield, B72 1PH or by email at rob@acacia.org.uk
If you have any concerns or are not satisfied with our handling of any request by you in relation to your rights, you also have the right to make a complaint to the Information Commissioner's Office. Their address is: First Contact Team, Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, SK9 5AF.

What if you do not provide personal data?
Certain information, such as contact details, health information and references have to be provided to enable the Acacia to be able to carry out its legitimate interests regarding volunteer recruitment, support and management. If you choose not to provide that information, this will hinder the organisation's ability to safely recruit and support you as an individual and protect the needs of Acacia and its clients. Therefore, we would not be able to offer you any voluntary work.
			

What Identity Documents Are Accepted?

Group 1 – Primary Trusted Identity Credentials

• Current valid Passport.
• Biometric Residence Permit (UK).
• Current Photo Driving Licence (UK) (Full or provisional) Isle of Man / Channel Islands; (a photo card is only valid if the individual presents it with the associated counterpart licence; except Jersey).
• Birth Certificate (UK and Channel Islands) - issued at the time of birth; Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces. (Photocopies are not acceptable).

Group 2a – Trusted Government/State Issued Documents

• Current UK Driving licence (old style paper version).
• Current Non-UK Photo Driving Licence (this can be used up to 12 months from the date the applicant entered the UK).
• Birth Certificate (UK and Channel Islands) - (issued after the time of birth by the General Register Office/relevant authority i.e. Registrars – Photocopies are not acceptable).
• Marriage/Civil Partnership Certificate (UK and Channel Islands).
• Adoption Certificate (UK and Channel Islands).
• HM Forces ID Card (UK).
• Fire Arms Licence (UK and Channel Islands).

Group 2b – Financial/Social History Documents

• Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted).
• Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted).
• Bank/Building Society Account Opening Confirmation Letter (UK).
• Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted).
• Financial Statement ** - e.g. pension, endowment, ISA (UK).
• P45/P60 Statement **(UK & Channel Islands).
• Council Tax Statement (UK & Channel Islands). **
• Work Permit/Visa (UK) (UK Residence Permit) - valid up to the expiry date.
• Letter of Sponsorship from future employment provider (Non-UK/Non-EEA only – valid only for applicants
residing outside of the UK at time of application).
• Utility Bill (UK)* – Not Mobile Telephone.
• Benefit Statement* - e.g. Child Allowance, Pension.
• A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK
& Channel Islands)*- e.g. from the Department for Work and Pensions, the Employment Service , Customs &
Revenue, Job Centre, Job Centre Plus, Social Security.
• EU National ID Card.
• Cards carrying the PASS accreditation logo (UK and Channel Islands).
• Letter from Head Teacher or College Principal (16/19 year olds in full time education UK only – to be used
in exceptional circumstances when all other documents have been exhausted).

Please note: If a document in the List of Valid Identity Documents is:

Denoted with * - it should be less than three months old.
Denoted with ** - it should be issued within the past 12 months.
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