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1.
Introduction
This course is a unique training programme that gives you the opportunity to gain practical experience and an understanding of working with groups or individuals within the community. Not only is this course one of a kind it also builds on and strengthens the positive links between the Voluntary Sector and The University of Bolton. The uniqueness of this course means that not only can you gain a positive experience from volunteering you can also gain a credit in continuing professional development. 

The course is designed to enable you to successfully complete a training programme that incorporates 5 units. The units cover the essential training requirements that you may wish to achieve in order to work with individuals or groups in the wider community. Any volunteers taking the course, under the umbrella of Bolton Volunteer Bureau, are required to undertake the 5 units. Once all units are completed you will be able to be considered for entry on to the BA (Hons) Community Studies. 
2.
Hours

Hours: The total number of hours that you need to undertake in order to complete this course is 200 hours. This includes a theoretical/training input of approximately 34 hours and no less than 112 hours practical application. A total of 54 hours should be spent by you completing your assessed work. Different voluntary agencies/organisations will devote more or less time on the theoretical/training input due to the differing nature of what would be required of you and what would be deemed appropriate for you in terms of this input. For instance, a volunteer who was not working with children might not necessarily need input on child protection issues, but a volunteer who is working with vulnerable people would need input on working with this group.
3.
What is Required
Where it might be relevant, for example, working with vulnerable people, you will have to undergo a CRB check. All volunteers will be required to undergo both general, and where relevant, specific training. You will be required to undertake 34 hours theoretical/training and no less than 112 hours practical experience. You will be required to complete a Log Book, Evaluation Form, and also satisfy the trainer/mentor that you have competently achieved the volunteering course (See Supervisor Feedback Form). Finally, your Portfolio will be forwarded to the Moderator, within the School of Health and Social Studies. When your Portfolio has been approved you will be sent your Credit in Volunteering. Please keep your Portfolio safe.

4.
Committee
To be able to make sure that your experiences as a volunteer are as positive as possible, as well as having your mentor/supervisor to discuss problems or difficulties, 2 volunteer representatives are invited to be part of the programme’s committee. This committee meets throughout the year and the volunteer representatives will be able to make a contribution to this forum. If you would like to be a representative then let your mentor/supervisor know.
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5.
Procedures for the completion of Units, Reflection Log, completed Portfolio.

· In order for you to gain a credit you must complete a Reflection Log form on completion of every unit. This will enable you to log your experiences in a systematic way as you are undertaking your training and practice for each unit. It will also enable you to refer to the Log when you come to write your final reflective Log Book.

· On completion of units 1 to 4 you will then complete your final Reflective Log Book (Unit 5).

· On completion of all 5 Units you should then complete the Volunteer Experience Evaluation Form.

· On completion of all the above documentation your supervisor will complete the Supervisor Feedback Form and send the completed Portfolio to Bolton Institute. The Portfolio should contain: Reflection Log for each Unit; Reflective Log Book; Volunteer Experience Evaluation Form; Supervisor Feedback Form.

6.
Assessment:

Assessment is based on Pass or Fail criteria:

· A Pass mark indicates that the volunteer has undertaken the Unit training and the Unit Logs have been signed by the supervisor.
· A Fail mark indicates that the volunteer has not successfully undertaken the Unit training. 
· Volunteers will be assessed on their ability to apply what they have learned in each of the Unit’s training programme. 

· Assessment will be based on the volunteer’s ability to apply what they have learned from their training. 

· If the Supervisor is not satisfied that this has been achieved then the volunteer will not be able to pass that unit.

· All units must be passed in order for the volunteer to gain a certificate.

Criteria for Pass:

A volunteer must demonstrate that they have:

· Undertaken no less than of 112 hours volunteering 

· Completed all relevant Unit training and applied this training to their voluntary work

· Completed a Reflective Log Book : Criteria is based on the ‘issues’ 1 to 9 being addressed in the Reflective Log Book (See Unit 5)

· Completed a Volunteer Experience Evaluation Form
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Units:

In order to fulfil the requirements for consideration of the Volunteering Credit in Professional Development the volunteer must complete the following units:
UNIT 1

Communication and Confidentiality

This unit covers issues relating to current training on confidentiality, communication, boundaries, assertiveness, and mentoring. The unit also includes the volunteer acquiring knowledge regarding supervision in terms of expectations and guidelines.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to demonstrate:

· An understanding and application of the parameters of confidentiality. This should be achieved by the volunteer undertaking the theory sessions and practical application. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to communication and confidentiality.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of communication and confidentiality as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to communication and confidentiality, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 2

Health, Safety and Welfare

This unit covers issues broadly relating to responsibilities for safe working practices (all aspects of health and safety), and where/when applicable, ‘lone working’, child protection, working with vulnerable people, risk assessment, and other health issues such as drugs, eating disorders, domestic violence, etc. Where/when applicable, MIDAS (minibus driving assessment) will also be included in this unit.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate an awareness and understanding of key health and safety regulations applicable to the volunteer setting. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to health and safety in the volunteer setting.

· Demonstrate an understanding of risk assessment and when it is applied. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to risk assessment in the volunteer setting.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of health, safety and welfare as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to health, safety and welfare, and has reflected on their learning and practice.
The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

Child Protection  * Where/when appropriate

· Demonstrate an awareness and understanding of the key and relevant issues related to child protection. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to child protection in the volunteer setting.

· Demonstrate an understanding of the responsibilities and action that needs to be taken in relation to a child at risk. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to children at risk.
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The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

Vulnerable People  *Where/when appropriate

· Demonstrate awareness and understanding of the key and relevant issues related to working with and protecting vulnerable adults. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to vulnerable adults at risk.


· Demonstrate an understanding of the responsibilities and action that needs to be taken in relation to a vulnerable adult at risk. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to vulnerable adults at risk.
· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of child protection as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to child protection, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

Drug and Alcohol awareness *  Where/when appropriate

· Demonstrate knowledge of the laws surrounding cigarettes, alcohol and drugs. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Identify classified and unclassified drugs, their street names, method of use, effects and cost. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Demonstrate an understanding of how the substances can affect the physical and psychological well being of the person. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Where applicable, advise and support the person on how to find help and support.
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· To know who to contact and what support is available. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of drug and alcohol awareness as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to drugs and alcohol, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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MIDAS
: * Where/when appropriate: 3 hours theory

           45 minutes practical

· Demonstrate knowledge and understanding of the Highway Code – especially relating to seat belt regulations.

· Demonstrate an awareness of the distinction between driving a car and a minibus in relation to stopping distance, width and length.

· Demonstrate competence driving in an urban situation for 40 minutes.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 3

Discrimination, Equal Opportunities and User Involvement

This unit would cover issues relating to discrimination, equal opportunities and valuing diversity, empowerment and disempowerment.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate awareness of what discrimination is and of one’s own prejudices. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to discrimination and prejudice in the volunteer setting and the wider community.

· Explore how groups and individuals are discriminated against. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to discrimination and prejudice in the volunteer setting and the wider community.

· When appropriate, demonstrate an ability to help others identify their own prejudices.

· Understand the concept of valuing diversity and apply to the volunteer setting. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to valuing diversity in the volunteer setting.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of discrimination, equal opportunities and valuing diversity as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated an awareness and understanding of the issues related to discrimination, equal opportunities and valuing diversity, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 4

Working with groups and/or individuals

This unit would cover issues relating to communicating in groups, working with partner groups, youth work, dealing with conflict and problem solving. Bullying awareness and assertiveness would also be included where relevant.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate an awareness and understanding of the various dynamics that play a part in the interaction between both individuals and groups. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to the dynamics of group work and interaction between individuals.

· Gain the trust of and help develop the confidence of the individual or group that the volunteer is working with.

· Identify potential or real conflict between individual or group participants, and enter into problem solving techniques to overcome the conflict. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to problem solving.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of working with groups or individuals as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to working with groups or individuals, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 5
 
Reflective Log Book.

The volunteer will have completed a piece of written work for each unit, and they should now synthesise this into a completed reflective log book.

This unit would require the volunteer to write a reflective piece of work. Issues that should be included:

1. What they have learnt from all the units?

2. What problems/difficulties they encountered?

3. How did they deal with the problems/difficulties?

4. What were their strengths and weaknesses?

5. How did they deal with these?

6. What were the issues that they found challenging?

7. How did they deal with these?

8. What did they learn from the whole volunteering practice?

9. How might their volunteering experience help them in their future employment and personal development?

· This should be assessed by the supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to the whole voluntary experience, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

The Head of the voluntary agency will send the completed pro forma and Log book to Ms. Elaine Gillibrand, Applied Pathway Leader of Community Studies, who will moderate all relevant assessment work, and forward the outcome to the Awards section.
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	Volunteering by Lesley Groom

Code: CMS

20 credits at level FE3



Description and Purpose of Module 

The aim of this module is to enable students to broaden their life experience and to develop specific personal and professional skills through undertaking voluntary work and reflecting on their experiences. The module is designed to develop students' employability by providing opportunities to enhance and apply knowledge and skills acquired in a professional, work-related environment. The module will enable students to reflect on and appraise their own level of skills and knowledge and to identify areas of strength and weakness. 

Indicative Syllabus Content 

1. Communication and Confidentiality:
This topic covers issues relating to current training on confidentiality, communication, boundaries, assertiveness, and mentoring. The topic also includes the volunteer acquiring knowledge regarding supervision in terms of expectations and guidelines.

2. Health, Safety and Welfare:
This topic covers issues broadly relating to responsibilities for safe working practices, and where relevant, any specific knowledge and skills required for specific volunteering requirements. E.g. MIDAS, health issues, child protection.

3. Discrimination, Equal Opportunities, and User Involvement:
This topic covers issues relating to discrimination, equal opportunities and valuing diversity, employment and disempowerment.

4. Working with groups and/or individuals:
This topic covers issues relating to communicating in groups, working with partner groups, youth work, dealing with conflict and problem solving. Bullying awareness and assertiveness would also be included where relevant.

5. Reflective learning:
This topic covers issues relating to reflective practice and learning. The issues that will be addressed are: What has been learnt from the training units and how has this been applied to volunteering; What problems or difficulties or challenges have been encountered while volunteering, and how have these been overcome or resolved; What has been learnt, both personally and professionally, from the experience of volunteering; How might this experience of volunteering help in future employment and personal development. 

Learning, Teaching and Assessment 

Students undertaking this module are required to complete a placement with a voluntary or community organisation for a minimum of 112 hours. This module is available to part time students only.

Students will attend a number of training sessions in their voluntary or community setting to be given an induction, guidance and training in 5 key topics (see above topics) for which they 
will be assessed by a named trainer/mentor, who will be approved by a manager. Reflective learning and completion of a portfolio of evidence will be supported and assessed by a tutor from the Institute.

Induction and Training 34 hours
Placement as a volunteer 112 hours
Assessment 54 hours 

Learning Outcomes and Assessment Criteria

 
Learning Outcomes 
Assessment Criteria
1.
Reflect on and evaluate your own personal development and achievement in relation to your volunteering.
Describe, analyse and evaluate the effects on your personal development and achievement of the experience of volunteering.
2.
Apply transferable skills in a professional work based environment
Provide examples of how you have applied skills and understanding to your volunteering experience.
3.
Communicate ideas clearly and effectively in writing.
Accuracy, clarity, comprehensiveness and relevance of written expression in unit logs, 'Supervisor Feedback Form' and reflective component.
Assessment

Your achievement of the learning outcomes for this module will be tested as follows:

Type
CW
CW
Description
A volunteer portfolio including student reflection on the experience and skills learnt while volunteering
Completion of all relevant unit logs and completed and signed 'Supervisor Feedback Form'.
%age
50
50
Learning Outcomes
1,2,3
3
Prerequisite Module(s)

Before taking this module you must have successfully completed the following:

· None

and/or be taking the following core requisite modules:

· None

Barred Combinations 

You cannot take this module if you are taking or have taken:

· None

Indicative Reading

All relevant training packs from host voluntary organisation/agency.

Volunteer Guidelines Handbook. 

Module Type: 
PLAC
Module Length:
1
Host Subject Group: 
Health, Social and Community Studies
Version Number:: 
0.1



  Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)



	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection? 




Reflective Log Book Guidelines and Criteria for Volunteers:

You will have completed a piece of written work for each unit on the Reflection Log Form, and you should now synthesise this into a completed reflective log book.

You will be assessed on your ability to include/write about the following issues:

1. What they have learnt from all the units?

2. What problems/difficulties they encountered?

3. How did they deal with the problems/difficulties?

4. What were their strengths and weaknesses?

5. How did they deal with these?

6. What were the issues that they found challenging?

7. How did they deal with these?

8. What did they learn from the whole volunteering practice?

9. How might their volunteering experience help them in their future employment and personal development?

· Your Log Book will be assessed by the trainer/supervisor, who will be satisfied that you had demonstrated awareness and understanding of the issues related to the whole voluntary experience, and that you have reflected on your learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

REFLECTIVE LOG BOOK

NAME:

DATE:
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Volunteer Experience Evaluation Form

Volunteer’s Name:



Signature:


Date:

Voluntary Agency/Organisation:  


Dates undertaking voluntary work:

1. What was your overall impression of your training?

2. What would you have liked more training in?

3. What were the hardest parts of doing the training?

4. What were the best parts of doing the training?

5. What were the best parts of your volunteering experience?

6. What were the hardest parts of your volunteering experience?

7.
      What impacts has volunteering had on your life?


8.    Are you interested in finding out what the Community Studies course is like?

Supervisor Feedback Form

Volunteer’s name:

Supervisor’s name:




Signature:

Date:

Voluntary Agency/Organisation name:

Voluntary Agency/Organisation address and contact details:

Brief description of task/functions undertaken by volunteer:

Units completed

	
	Date
	Initial

	1. Communication and   Confidentiality
	
	

	2. Health, Safety and Welfare
	
	

	*Child Protection
	
	

	*Vulnerable Adults
	
	

	*Drug and Alcohol Awareness
	
	

	*MIDAS
	
	

	3. Discrimination, Equal   Opportunities
	
	

	4. Working With Groups
	
	

	5. Reflective Log
	
	


Please use the following scale:
5 
Outstanding


4
Better than average


3
Good competent performance


2
Below expected performance


1
Generally unsatisfactory
Please tick appropriate box for each category

	
	5
	4
	3
	2
	1

	Attendance and Punctuality
	
	
	
	
	

	Respects confidentiality
	
	
	
	
	

	Communication skills with staff
	
	
	
	
	

	Communication with host group
	
	
	
	
	

	Motivation
	
	
	
	
	

	Initiative
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Programme Template Information
Introduction
This course is a unique training programme that gives volunteers the opportunity to gain practical experience and an understanding of working with groups or individuals within the community. Not only is this course one of a kind it also builds on and strengthens the positive links between the Voluntary Sector and The University of Bolton. The uniqueness of this course means that not only can a volunteer can gain a positive experience from volunteering they can also gain a certificate in continuing professional development. 

The course is designed to enable a volunteer to successfully complete a training programme that incorporates 5 units. The units cover the essential training requirements that volunteers may wish to achieve in order to work with individuals or groups in the wider community. Any volunteers taking the course, under the umbrella of Bolton Volunteer Bureau, are required to undertake the 5 units. Once all units are completed a volunteer will be able to be considered for entry on to the BA (Hons) Community Studies. 

Hours: The total number of hours that a volunteer needs to undertake in order to complete this course is 200 hours. This includes a theoretical/training input of approximately 34 hours and no less than 112 hours practical application. A total of 54 hours should be spent by the volunteer completing their assessed work. Different voluntary agencies/organisations will devote more or less time on the theoretical/training input due to the differing nature of what would be required of a volunteer and what would be deemed appropriate for the volunteer in terms of this input. For instance, a volunteer who was not working with children might not necessarily need input on child protection issues, but a volunteer who is working with vulnerable people would need input on working with this group.
1
Quality and Standards

The quality and standards of this course will be maintained by both The University of Bolton and the host voluntary organisation. 

Voluntary sector:
Trainers/Mentors
All trainers/mentors are required to undergo training to become trainers/mentors to volunteers. Trainers/mentors are selected by a series of criteria, including relevant experience of working as a volunteer or as a paid employee of a voluntary agency. Trainers/mentors are monitored by a line manager or equivalent, and are given the opportunity of attending training programmes. Trainers/mentors are also monitored at certain points in the calendar and all trainers are required to have proof of a successful ‘track record’ of working with groups or individuals in the community. Where relevant the trainers/mentors have to undergo a CRB check (Criminal Records Bureau). The Voluntary organisation/agency should appoint a named person to be responsible for completing and signing any forms or documents in relation to the assessment of a volunteer. For the purpose of all documents this named person shall be called a ‘Supervisor’. No trainer/mentor can complete and sign any forms or documents without being designated a ‘Supervisor’ and approved by a manager. This information should then be forwarded to the Moderator at The University of Bolton.
Volunteers

Where relevant the volunteer will have to undergo a CRB check. All volunteers will be required to undergo both general, and where relevant, specific training. The volunteer will be required to undertake 34 hours theoretical/training and no less than 112 hours practical experience. The volunteer will be required to complete a Log Book, Evaluation Form, and also satisfy the trainer/mentor that they have competently achieved the volunteering course (See Supervisor Feedback Form). Finally, the volunteer’s Portfolio will be forwarded to the Moderator, within the Health and Social Studies Department, who will scrutinise the assignment and make recommendations to the Awards section. The total time that the volunteer should spend on completing the forms, unit logs, and portfolio is 54.
The University of Bolton 

The Moderator at the Institute will ensure that the quality and standard of the course meets the requirements for a HE Level 0 credit award. The Moderator will liaise with the voluntary agency regarding the training packages and the appointed trainer/mentor. The Moderator will also monitor the training packages in order to ensure that both the quality and standard meets the requirement of a HE Level 0 benchmark. In addition, the Moderator will monitor the Portfolios, the Supervisor Feedback Form, and the Volunteer Evaluation Form. The Moderator will also meet regularly with the Volunteering Project Steering Group and the host agency groups (See ‘Responsibilities and Protocols’ section). The Moderator will ensure that a sample of student work and course documentation will be forwarded to a Community Studies External Examiner once per year for their comments and approval. The Moderator will administer the annual course monitoring of the course, and will produce the PQEP, Data Analysis, and any other Action Plans that are deemed necessary.

The University of Bolton and Voluntary Organisations
Both parties will meet and discuss the course during the Volunteering Project Steering Group meetings.  The Voluntary organisations/agencies will ensure that student volunteers are represented at the meetings on at least one occasion during the year. At the end of the first year an evaluation will be made as to the effectiveness of meeting under the umbrella of this group, and a decision will be taken by all members as to the need or appropriateness of setting up a sub-group for administration of this course. For further information regarding the partnership responsibilities and protocols, see ‘Responsibilities and Protocols’ section.
2
Participating organisations and agencies:

Under the umbrella of Bolton Volunteer Bureau, the following organisations/agencies have opted to be included in the quality and standards in volunteer management. The list will evolve as more organisations/agencies subscribe. Below is a list of organisations that are included in the delivery of the programme:

Bolton Volunteer Bureau

Bolton Lads and Girls Club

Bolton Befriending Forum

Bully Free Zone
3












Volunteering

Certificate of Credit in Professional Development

Responsibilities and Protocols

The University of Bolton 

The University of Bolton will be responsible for the administration of the enrolment of students onto the programme and awarding of the Volunteering - Certificate of Credit in Professional Development. This process will be administered by a named person (Moderator) within the Department of Health and Social Studies. 
The University of Bolton will be responsible for the monitoring of the quality and standards of the programme. The process of monitoring the quality and standards will be undertaken by the Moderator within the Department of Health and Social Studies. 

The protocols that will ensure this include:

1. Regular meetings with partner agencies – a minimum of 4 per academic year. Meetings will take place at the Volunteering Project Steering Group meetings.

2. All volunteer portfolios will be scrutinised before the certificate can be granted.

3. Annual monitoring of all involved agencies training manuals and related documentation.

4. Annual monitoring of the volunteers’ experience of the training and work-related experience, via a ‘Volunteer Experience Evaluation Form’.
5. Annual monitoring of the programme.
The Voluntary Agency/Organisation

Protocols that will ensure effective partnerships between The University of Bolton and the Voluntary Agency include:

1. Regular meetings with the University of Bolton Moderator – a minimum of 4 per academic year. Meetings will take place at the Volunteering Project Steering Group meetings.

2. Annual monitoring of the Agency training manual and related documentation.

3. The distribution of and monitoring of the ‘Volunteer Experience Evaluation Form’.

4. The Agency will be responsible for ensuring that accurate details of each volunteer who is undertaking the course is given to the Moderator at The University of Bolton.

5. The Agency will facilitate and provide opportunities for the volunteer’s learning through observation, discussion and, when and if appropriate, development of activities and projects involving working with individuals or groups.

6. At the end of the 200 hours requirement the Agency supervisor will complete a brief Feedback Form to provide information on the volunteer’s performance.
4
Procedures for the completion of Units, Reflection Log, completed Portfolio.

· In order for a volunteer to reflect on their training and practice they must complete a Reflection Log form on completion of every unit. This will enable the volunteer to log their experiences in a systematic way as they are undertaking their training and practice for each unit. It will also enable the volunteer to refer to the Log when they come to write their final reflective Log Book.

· On completion of units 1 to 4 volunteers will then complete their final Reflective Log Book (Unit 5).

· On completion of all 5 Units volunteers should then complete the Volunteer Experience Evaluation Form.

· On completion of all the above documentation the Supervisor should complete the Supervisor Feedback Form and send the completed Portfolio to the Moderator at Bolton Institute. The Portfolio should contain: Reflection Log for each Unit; Reflective Log Book; Volunteer Experience Evaluation Form; Supervisor Feedback Form.

Assessment:

Assessment is based on Pass or Fail criteria:

· A Pass mark indicates that the volunteer has undertaken the Unit training and the Unit logs have been signed by the supervisor.
· A Fail mark indicates that the volunteer has not successfully undertaken the Unit training. 
· Volunteers will be assessed on their ability to apply what they have learned in each of the Unit’s training programme. 

· Assessment will be based on the volunteer’s ability to apply what they have learned from their training. 

· If the Supervisor is not satisfied that this has been achieved then the volunteer will not be able to pass that unit.

· All units must be passed in order for the volunteer to gain a certificate.

Criteria for Pass:

A volunteer must demonstrate that they have:

· Undertaken no less than 112 hours volunteering 

· Completed all relevant Unit training competently and applied this training to their voluntary work

· Completed a Reflective Log Book : Criteria is based on the ‘issues’ 1 to 9 being addressed in the Reflective Log Book (See Unit 5)

· Completed a Volunteer Experience Evaluation Form
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UNIT 1

Communication and Confidentiality

This unit covers issues relating to current training on confidentiality, communication, boundaries, assertiveness, and mentoring. The unit also includes the volunteer acquiring knowledge regarding supervision in terms of expectations and guidelines.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to demonstrate:

· An understanding and application of the parameters of confidentiality. This should be achieved by the volunteer undertaking the theory sessions and practical application. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to communication and confidentiality.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of communication and confidentiality as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to communication and confidentiality, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 2

Health, Safety and Welfare

This unit covers issues broadly relating to responsibilities for safe working practices (all aspects of health and safety), and where/when applicable, ‘lone working’, child protection, working with vulnerable people, risk assessment, and other health issues such as drugs, eating disorders, domestic violence, etc. Where/when applicable, MIDAS (minibus driving assessment) will also be included in this unit.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate an awareness and understanding of key health and safety regulations applicable to the volunteer setting. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to health and safety in the volunteer setting.

· Demonstrate an understanding of risk assessment and when it is applied. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to risk assessment in the volunteer setting.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of health, safety and welfare as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to health, safety and welfare, and has reflected on their learning and practice.
The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

Child Protection  * Where/when appropriate

· Demonstrate an awareness and understanding of the key and relevant issues related to child protection. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to child protection in the volunteer setting.

· Demonstrate an understanding of the responsibilities and action that needs to be taken in relation to a child at risk. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to children at risk.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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Vulnerable People  *Where/when appropriate

· Demonstrate awareness and understanding of the key and relevant issues related to working with and protecting vulnerable adults. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to vulnerable adults at risk.


· Demonstrate an understanding of the responsibilities and action that needs to be taken in relation to a vulnerable adult at risk. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to vulnerable adults at risk.
· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of child protection as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to child protection, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

Drug and Alcohol awareness *  Where/when appropriate

· Demonstrate knowledge of the laws surrounding cigarettes, alcohol and drugs. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Identify classified and unclassified drugs, their street names, method of use, effects and cost. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Demonstrate an understanding of how the substances can affect the physical and psychological well being of the person. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Where applicable, advise and support the person on how to find help and support.

· To know who to contact and what support is available. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated relevant knowledge.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of drug and alcohol awareness as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to drugs and alcohol, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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MIDAS
: * Where/when appropriate: 3 hours theory

           45 minutes practical

· Demonstrate knowledge and understanding of the Highway Code – especially relating to seat belt regulations.

· Demonstrate an awareness of the distinction between driving a car and a minibus in relation to stopping distance, width and length.

· Demonstrate competence driving in an urban situation for 40 minutes.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

9
UNIT 3

Discrimination, Equal Opportunities and User Involvement

This unit would cover issues relating to discrimination, equal opportunities and valuing diversity, empowerment and disempowerment.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate awareness of what discrimination is and of one’s own prejudices. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to discrimination and prejudice in the volunteer setting and the wider community.

· Explore how groups and individuals are discriminated against. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to discrimination and prejudice in the volunteer setting and the wider community.

· When appropriate, demonstrate an ability to help others identify their own prejudices.

· Understand the concept of valuing diversity and apply to the volunteer setting. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to valuing diversity in the volunteer setting.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of discrimination, equal opportunities and valuing diversity as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated an awareness and understanding of the issues related to discrimination, equal opportunities and valuing diversity, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 4

Working with groups and/or individuals

This unit would cover issues relating to communicating in groups, working with partner groups, youth work, dealing with conflict and problem solving. Bullying awareness and assertiveness would also be included where relevant.

Objectives/Learning outcomes:

By the end of the volunteer training, including practical application, the volunteer should be able to:

· Demonstrate an awareness and understanding of the various dynamics that play a part in the interaction between both individuals and groups. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to the dynamics of group work and interaction between individuals.

· Gain the trust of and help develop the confidence of the individual or group that the volunteer is working with.

· Identify potential or real conflict between individual or group participants, and enter into problem solving techniques to overcome the conflict. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer has demonstrated an awareness and understanding of the issues related to problem solving.

· Incorporated into this unit will be a reflection log that includes a critical reflection on the elements of working with groups or individuals as applied to the theory and practical application that has been learnt throughout the total hours required for this unit. This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to working with groups or individuals, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.
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UNIT 5
 
Reflective Log Book.

The volunteer will have completed a piece of written work for each unit, and they should now synthesise this into a completed reflective log book.

This unit would require the volunteer to write a reflective piece of work. Issues that should be included:

1. What they have learnt from all the units?

2. What problems/difficulties they encountered?

3. How did they deal with the problems/difficulties?

4. What were their strengths and weaknesses?

5. How did they deal with these?

6. What were the issues that they found challenging?

7. How did they deal with these?

8. What did they learn from the whole volunteering practice?

9. How might their volunteering experience help them in their future employment and personal development?

· This should be assessed by the trainer/supervisor, who will be satisfied that the volunteer had demonstrated awareness and understanding of the issues related to the whole voluntary experience, and has reflected on their learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

The Head of the voluntary agency will send the completed pro forma and Log book to Ms. Lesley Groom, Pathway Leader of Community Studies, who will moderate all relevant assessment work, and forward the outcome to the Awards section.
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Supervisor Feedback Form

Volunteer’s name:

Supervisor’s name:




Signature:


Date:

Voluntary Agency/Organisation name:

Voluntary Agency/Organisation address and contact details:

Brief description of task/functions undertaken by volunteer:

Units completed

	
	Date
	Initial

	1. Communication and   Confidentiality
	
	

	2. Health, Safety and Welfare
	
	

	*Child Protection
	
	

	*Vulnerable Adults
	
	

	*Drug and Alcohol Awareness
	
	

	*MIDAS
	
	

	3. Discrimination, Equal   Opportunities
	
	

	4. Working With Groups
	
	

	5. Reflective Log
	
	


Please use the following scale:
5 
Outstanding


4
Better than average


3
Good competent performance


2
Below expected performance


1
Generally unsatisfactory
Please tick appropriate box for each category

	
	5
	4
	3
	2
	1

	Attendance and Punctuality
	
	
	
	
	

	Respects confidentiality
	
	
	
	
	

	Communication skills with staff
	
	
	
	
	

	Communication with host group
	
	
	
	
	

	Motivation
	
	
	
	
	

	Initiative
	
	
	
	
	



Volunteer Experience Evaluation Form

Volunteer’s Name:



Signature:



Date:

Voluntary Agency/Organisation:  


Dates undertaking voluntary work:

1. What was your overall impression of your training?

2. What would you have liked more training in?

3. What were the hardest parts of doing the training?

4. What were the best parts of doing the training?

5. What were the best parts of your volunteering experience?

6. What were the hardest parts of your volunteering experience?

7.
      What impacts has volunteering had on your life?


8.    Are you interested in finding out what the Community Studies course is like?

Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)



	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection? 




Reflective Log Book Guidelines and Criteria for Volunteer:

You will have completed a piece of written work for each unit on the Reflective Log Form, and you should now synthesise this into a completed reflective log book.
You will be assessed on your ability to include/write about the following issues:
1. What they have learnt from all the units?

2. What problems/difficulties they encountered?

3. How did they deal with the problems/difficulties?

4. What were their strengths and weaknesses?

5. How did they deal with these?

6. What were the issues that they found challenging?

7. How did they deal with these?

8. What did they learn from the whole volunteering practice?

9. How might their volunteering experience help them in their future employment and personal development?

· Your Log Book will be assessed by the trainer/supervisor, who will be satisfied that you had demonstrated awareness and understanding of the issues related to the whole voluntary experience, and that you have reflected on your learning and practice.

The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both the volunteer and the supervisor.

	Volunteering by Lesley Groom

Code: CMS

20 credits at level FE3



Description and Purpose of Module 

The aim of this module is to enable students to broaden their life experience and to develop specific personal and professional skills through undertaking voluntary work and reflecting on their experiences. The module is designed to develop students' employability by providing opportunities to enhance and apply knowledge and skills acquired in a professional, work-related environment. The module will enable students to reflect on and appraise their own level of skills and knowledge and to identify areas of strength and weakness. 

Indicative Syllabus Content 

1. Communication and Confidentiality:
This topic covers issues relating to current training on confidentiality, communication, boundaries, assertiveness, and mentoring. The topic also includes the volunteer acquiring knowledge regarding supervision in terms of expectations and guidelines.

2. Health, Safety and Welfare:
This topic covers issues broadly relating to responsibilities for safe working practices, and where relevant, any specific knowledge and skills required for specific volunteering requirements. E.g. MIDAS, health issues, child protection.

3. Discrimination, Equal Opportunities, and User Involvement:
This topic covers issues relating to discrimination, equal opportunities and valuing diversity, employment and disempowerment.

4. Working with groups and/or individuals:
This topic covers issues relating to communicating in groups, working with partner groups, youth work, dealing with conflict and problem solving. Bullying awareness and assertiveness would also be included where relevant.

5. Reflective learning:
This topic covers issues relating to reflective practice and learning. The issues that will be addressed are: What has been learnt from the training units and how has this been applied to volunteering; What problems or difficulties or challenges have been encountered while volunteering, and how have these been overcome or resolved; What has been learnt, both personally and professionally, from the experience of volunteering; How might this experience of volunteering help in future employment and personal development. 

Learning, Teaching and Assessment 

Students undertaking this module are required to complete a placement with a voluntary or community organisation for a minimum of 112 hours. This module is available to part time students only.

Students will attend a number of training sessions in their voluntary or community setting to be given an induction, guidance and training in 5 key topics (see above topics) for which they
 will be assessed by a named trainer/mentor, who will be approved by a manager. Reflective learning and completion of a portfolio of evidence will be supported and assessed by a tutor from the Institute.

Induction and Training 34 hours
Placement as a volunteer 112 hours
Assessment 54 hours 

Learning Outcomes and Assessment Criteria

 
Learning Outcomes 
Assessment Criteria
1.
Reflect on and evaluate your own personal development and achievement in relation to your volunteering.
Describe, analyse and evaluate the effects on your personal development and achievement of the experience of volunteering.
2.
Apply transferable skills in a professional work based environment
Provide examples of how you have applied skills and understanding to your volunteering experience.
3.
Communicate ideas clearly and effectively in writing.
Accuracy, clarity, comprehensiveness and relevance of written expression in unit logs, 'Supervisor Feedback Form' and reflective component.
Assessment

Your achievement of the learning outcomes for this module will be tested as follows:

Type
CW
CW
Description
A volunteer portfolio including student reflection on the experience and skills learnt while volunteering
Completion of all relevant unit logs and completed and signed 'Supervisor Feedback Form'.
%age
50
50
Learning Outcomes
1,2,3
3
Prerequisite Module(s)

Before taking this module you must have successfully completed the following:

· None

and/or be taking the following core requisite modules:

· None

Barred Combinations 

You cannot take this module if you are taking or have taken:

· None

Indicative Reading

All relevant training packs from host voluntary organisation/agency.

Volunteer Guidelines Handbook. 

Module Type: 
PLAC
Module Length:
1
Host Subject Group: 
Health, Social and Community Studies
Version Number:: 
0.1




FOUNDATION CERTIFICATE OF CONTINUING PROFESSIONAL DEVELOPMENT IN VOLUNTEERING

PORTFOLIO

NAME:

DATE:
Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)




	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection?




Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)




	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection?




Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)




	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection?




Reflection Log

	Date:
	

	Volunteer’s name:
	

	Unit:
	

	Supervisor’s name & Signature
	


	Give one example of a volunteering experience that went well (1), and one example that did not go too well (2).

(1)

(2)



	How did you behave, think and feel as it was happening?

(1)

(2)




	What do you think you have learned from this experience?



	What do you think that you will do differently as a result of this reflection?




Reflective Log Book Guidelines and Criteria for Volunteer:
You will have completed a piece of written work for each unit on the Reflective Log Form, and you should now synthesise this into a completed reflective log book.

You will be assessed on your ability to include/write about the following issues:

1. What you have learnt from all the units?

2. What problems/difficulties you encountered?

3. How did you deal with the problems/difficulties?

4. What were your strengths and weaknesses?

5. How did you deal with these?

6. What were the issues that you found challenging?

7. How did you deal with these?

8. What did you learn from the whole volunteering practice?

9. How might your volunteering experience help you in your future employment and personal development?
· Your Log Book will be assessed by the trainer/supervisor, who will be satisfied that you have demonstrated awareness and understanding of the issues related to the whole voluntary experience, and that you have reflected on your learning experience and practice.
The Supervisor must ensure that the Supervisor Feedback Form has been completed and signed and dated by both yourself and the supervisor.

REFLECTIVE LOG BOOK

NAME:

DATE:


Volunteer Experience Evaluation Form
Volunteer’s Name:



Signature:


Date:

Voluntary Agency/Organisation:  


Dates undertaking voluntary work:

1. What was your overall impression of your training?

2. What would you have liked more training in?

3. What were the hardest parts of doing the training?

4. What were the best parts of doing the training?

5. What were the best parts of your volunteering experience?

6. What were the hardest parts of your volunteering experience?

7.
 What impacts has volunteering had on your life?


8.    Are you interested in finding out what the Community Studies course is like?


Supervisor Feedback Form

Volunteer’s name:

Supervisor’s name:




Signature:

Date:

Voluntary Agency/Organisation name:

Voluntary Agency/Organisation address and contact details:

Brief description of task/functions undertaken by volunteer:

Units completed

	
	Date
	Initial

	1. Communication and   Confidentiality
	
	

	2. Health, Safety and Welfare
	
	

	*Child Protection
	
	

	*Vulnerable Adults
	
	

	*Drug and Alcohol Awareness
	
	

	*MIDAS
	
	

	3. Discrimination, Equal   Opportunities
	
	

	4. Working With Groups
	
	

	5. Reflective Log
	
	


Please use the following scale:
5 
Outstanding


4
Better than average


3
Good competent performance


2
Below expected performance


1
Generally unsatisfactory
Please tick appropriate box for each category

	
	5
	4
	3
	2
	1

	Attendance and Punctuality
	
	
	
	
	

	Respects confidentiality
	
	
	
	
	

	Communication skills with staff
	
	
	
	
	

	Communication with host group
	
	
	
	
	

	Motivation
	
	
	
	
	

	Initiative
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