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	Helpline Volunteer

Role Description & Person Specification

The Rape and Sexual Abuse Support Centre (RASASC) offers support to male and female survivors of rape and sexual abuse through telephone helplines, face to face counselling, family support and self-help groups. RASASC has 70 volunteers and 4 part-time staff and is based in Guildford but supports those in Surrey and the surrounding counties.

	Purpose
	To operate the confidential telephone helpline and listen to survivors.

	Key tasks
	· To maintain confidentiality at all times.

· To arrive at 7.15pm. Carry out office duties prior to opening the line at 7.30pm. These duties include reminder phone calls/messages to the volunteers on the line the next night, reading and filling in the red file, listening and dealing with any helpline telephone messages.

· Take calls on the telephone helpline from 7.30pm-9.30pm.

· Fill in detailed call log for every telephone call.

· Attend mandatory Supervision Meeting on 2nd Tuesday of every month 7.15pm-9pm.

· To inform Rota Organiser in advance of planning the rota, any evenings that the volunteer is not available, holiday dates and hospital dates.

· To arrange cover with another volunteer, if unable to fulfil a designated rota evening. 

·  NEVER let your helpline partner down and leave her on her own.

· To inform the office of changes, so that the master rota in the office can be updated.

· Leave the office tidy, with electricity off, doors and windows locked and cups washed.

· Report any problems immediately to Allocated Supervisor or another supervisor if unavailable.

	Age
	Usually 18+.  Consideration will be given to very mature individuals under 18, who have the relevant life skills and experience or are in appropriate training, e.g. counselling, psychotherapy.

	Payment & Extras
	Unpaid role.  Free tea/coffee will be provided.  Free lending library.  1-2 Social evenings per year.  Free workshops, talks and tours.

	Essential skills
	· To be able to hear, speak and write clearly.

· To be caring and non-judgemental.

· To be reliable, punctual and trustworthy.

· No previous counselling experience necessary.

· To believe in the service RASASC provides, and to support the aims of the organisation.

· Able to cope under pressure.

· To adhere to the BACP code of ethics.

· If a survivor – to have worked through personal healing process.

	Not essential but desirable
	· Experience of working with RASASC or other rape and sexual abuse related voluntary services, Samaritans, Women’s Domestic Violence.

· Awareness of current rape and sexual abuse issues and RASASC policies and procedures or if not aware, willing to learn.

· Excellent interpersonal and communication skills, IT user skills (e-mail and Word).

· An ability to work effectively as a member of a team.

	Other requirements

as/when training starts
	· CRB enhanced check (or a copy of an enhanced CRB check taken within last 12 months of starting date).

· Contact details of two referees.

· A head and shoulders photograph.

· RASASC needs to raise £80-£90K pa. to function, and so volunteers are asked to help in at least one fundraising event every year and if possible help with fundraising in other ways.
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RASASC Helpline Training
Course Information 2010-2011
Your relationship with RASASC

If you apply you will be asked to list any personal or professional relationships with RASASC or any RASASC members.  
We cannot accept volunteers on the helpline training who have received an Assessment or Counselling from RASASC Counsellors.  However counselling or support from any other individual or organisation is fine.

We may not be able to accept RASASC Helpline users who have used the helpline regularly over an extended period of time, however light usage of the RASASC helpline is usually fine.

Are you a Survivor?
If you are a survivor, do not write details on your application form. 
At your interview, the interviewer would like to talk about your experiences and discuss your own healing process, to make sure you are strong enough to help others.

Commitment     

Helpline volunteers are expected to commit to ALL the training dates, rota line duties and monthly supervision for a minimum of 18 months?   Training is expensive and we need you to commit for a minimum period.  Other volunteers will depend on you during this time.

Training

One or two courses a year.

Course size maximum 14 people.
1.  Application Procedure:  

· Complete the application form.

· Attend informal interview upon invitation.

2.  Core Training (Classroom study)
    Takes place over 7-8 weeks.

    2 Saturdays (10am-4pm), and 6 Thursday evenings (7pm-9.30pm).
During Core Training RASASC will:

· Obtain 2 references and an enhanced CRB check or sight of existing one, if under 12 months.

· Conduct a Progress Interview on the last Saturday of training. 
NB – Please note that to successfully complete core training and progress to the next stage, the two Saturdays are mandatory and only one evening can be missed for last minute emergencies.  If an emergency arises on one of the evenings, extra training must be made up at a mutual convenient time with the trainee and trainer. The trainers reserve the right to suspend training for any volunteer who does not attend sufficient training sessions pending investigation.

(i) Aim:

· To provide volunteers with the skills and information required for volunteering on the helpline. 
· To enable volunteers to support male and female survivors and their friends and family. 
· To enable volunteers to provide information to other organisations.
(ii) 
Objectives:

At the end of the core training volunteers will be able to:

· Demonstrate and understand RASASC helpline procedures and policies.

· Demonstrates active listening skills.

· Understand the effects of rape and sexual abuse on male and female survivors.

· Appreciate and adhere to the boundaries of helpline work.

· Be able to signpost callers to the relevant resources and specialist services.
(iii) 
Course Content will include:
· RASASC structure, code of ethics, and ethos.

· Active listening skills.

· Survivor coping mechanisms.

· Helpline practice and procedure.

· Active role play.

· Boundaries with callers and personal safety.

· Understanding the benefits of supervision.

· Effective support to self-harming and suicidal callers.

· How to cope with angry callers.

· How to cope with crying and silent callers.

3.   Training in Action (Supervised volunteering on the helpline for three months after Core Training)
· The Trainee is placed on a rota and takes live calls from the office, with a Supervisor in attendance. This is approximately 2 nights per month.

· The Trainee must attend Supervision evenings on the 2nd Tuesday of every month (7.15pm-9pm).

· Trainees’ progress will be monitored throughout and extra assistance or training will be provided if necessary, depending on the individual.
4.   After Core and Action Training
· Volunteers work in pairs from the office.
· Initially always paired with an experienced volunteer.   

· During the helpline shift the volunteer can obtain peer supervision and support from the other helpline volunteer on duty with them.
· After the shift or at any other time, the volunteer can obtain telephone supervision and support from their allocated Supervisor or any other Supervisor.
· Once a month the volunteer must attend the mandatory Supervision evening (2nd Tuesday of the month 7.15pm-9pm at Tycho House, Surrey Research Park, Guildford).

5.   Optional Extras

· Workshops are available during the year on subjects that are relevant to RASASC.  These are usually held on Saturdays, from 10am-4pm.  
· Talks are available from relevant agencies from time to time.

· Tours and visits are arranged to the Crown Court, Police Rape Suites and SARC, Sexual Assault Referral Centre in Cobham. 
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