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	Role
	Helping at Spaces 

	
	

	Purpose
	To provide practical support to ensure that the space is well organised, welcoming and inclusive, for those who attend. 


	Key Activities
	· Preparing food before the Space
· Answering the door

· Meeting and greeting people as they come in and introducing them to others

· Offering people a drink

· Making sure everyone is made welcome, introduced to people and are not isolated within the group. 

· Being aware of anyone who might be upset and need to speak to a staff member

· Being aware of group dynamics

· Being aware of any people having support needs/dietary needs and work with staff to meet these.

· Helping with any specific activities (e.g. arts), with guidance from GHT staff member

· Disseminating info (staff will tell you what info needs to be given out)

· Dealing with petty cash float and administering travel expenses
· After the Space, loading the dishwasher and making sure the room is tidy.
· Please note that you are not responsible for children at the Space. Any issues relating to children should be immediately referred to a staff member. You should not take children to/from the crèche or ever be alone with a child.

	Do’s and Don’ts

	Do
· Be aware of the boundaries of your role as a volunteer and that you are there to volunteer at, rather than use, this Space.

· Be aware of your own and others’ health and safety and alert a staff member if you identify anything that could cause harm.

· Make yourself aware of the GHT Fire Evacuation Procedure and your responsibilities as a volunteer.

· Ask a staff member if you are unsure about any aspects of your volunteer role at a Space.
· Respect people’s right to privacy – it is up to individuals how much they wish to disclose to you about their status, life etc.

· Be aware of confidentiality – you may hear personal info about people, whilst volunteering at Saturday Space.

· Be aware of basic food hygiene when preparing/handling food.
· Familiarise yourself with GHT’s Child Protection Policy/Procedure.

· Debrief with GHT staff member, once the session is over.
Don’t
· Lift, move or handle any furniture or large objects before, during or after the Space unless you have been sent on a moving and handling course by GHT.

· Put yourself in a position where you are alone with a child (e.g. taking a child to the toilet etc)

· Be scared about talking to people – it is important that people are made to feel welcome.
· Try to be an expert – if you are asked a question about something and are unsure about the answer, then refer it to the GHT staff member.

· Make assumptions about people’s status, sexuality, lifestyle or relationships.  A variety of people attend GHT’s Spaces.
· Exchange personal contact details with service users or arrange to meet service users outside of the Space.


	Commitment


	Commitment and timings are dependent on which Space you wish to help with:
Women’s Space – Fortnightly on a Tuesday, 11:30am-2:30pm

African Space – Fortnightly on a Tuesday, 11:30am-2:30pm

Gay Men’s Space – Every Monday Evening, 4:30pm-8pm

Saturday Space – One Saturday per month, 12:30pm-4:30pm

Please see individual role descriptions for each Space for further details.

	Location
	George House Trust


	Restrictions (gender/sexual orientation etc)
	n/a 

	Skills/experience required


	General skills/experience

You must be able to:

· work towards George House Trust’s aim of promoting the best quality of life for people living with HIV in the North West

· work with others as part of a team

· be punctual and reliable

· be respectful of others’ differences and choices

· be committed to challenging stigma and prejudice

· take responsibility for your own actions

· maintain confidentiality at all times 

· give and receive feedback

· communicate clearly in English

· maintain clear boundaries

· work within George House Trust’s policies and procedures

Knowledge

You must be able to:
· identify the main service user communities at George House Trust
· identify the services George House Trust offers
· communicate basic information about HIV, AIDS and routes of transmission
· demonstrate an understanding of the boundaries of your volunteer role
(this knowledge will be covered in the New Volunteer Induction Course)

Skills/experience for this role

For this role you need to be able to:
· Listen to others
· Communicate clearly with others
· Complete a Food Hygiene Certificate and prepare food in accordance with basic food hygiene principles
· Have basic numeracy and literacy skills
· Signpost people to staff members/information resources as appropriate

	Training required


	· GHT Volunteer Induction Training
· SpacesInduction from GHT Staff Member

	CRB required?


	Yes 

	Supervision arrangements
	Supervision will be provided by:

· The staff member present at the Space
· Volunteer Team Meetings

· One to one supervision on request with the GHT Volunteer and Development Manager

	Volunteer Expenses


	Travel expenses on production of tickets/record of mileage (40p per mile).  £4 meal allowance if doing 4+ hours of volunteering (you must provide receipts) or over a meal time.

	Further Information
	For further information, or to get involved in helping at a Space, contact Laura Hamilton, Volunteer and Development Manager, 0161 2744499, laura@ght.org.uk



































