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Details of the Selection Process
Prior to application forms being distributed potential applicants will be asked to attend a local presentation that will cover the work carried out by volunteers, and the expectations of the Commissioners office.  Application forms will be available at that meeting.
On receipt of your application form references will be sent for from your nominated referees.  You will also be invited for interview locally.  The interview panel will normally be the Volunteer Co-ordinator and another member of staff.

The meeting will be as informal as possible and designed to get to know the applicant and assess their suitability for the work they are applying for.

Training will be provided on all aspects of the work to be covered.
Any appointment as a volunteer will be dependant upon a negative enhanced Criminal Records Bureau check and upon receipt of references satisfactory to the commissioner.  (Volunteer positions are exempt under the rehabilitation of Offenders Act 1974)

You will be advised of the outcome of the interview as soon as possible after that meeting.
Background Information on the Children’s Commissioner for Wales

The Children’s Commissioner’s Office consists of four teams – Communications & Participation; Policy and Service Evaluation; Legal and Investigations; Corporate Services and the Children’s Commissioner and his PA.  Staff are based in offices in Swansea and Colwyn Bay.  

The Legal and Investigations group provide the advice and support service, legal expertise, manages investigations and examinations.  

The Advice and Support Service is aimed at providing advice and assistance to children and young people and where appropriate advocating on their behalf.  The team also provide advice and assistance, where appropriate to adults with regard to children and young people.
The Communications and Participation group is responsible for involving children and young people in everything we do, and lets everyone know about the Commissioner, children’s rights and the UN Convention on the Rights of the Child.  The media relations function of the organisation is also based within this group.

The Policy and Service Evaluation group influences policy, leads on policy and service reviews encouraging good practice.  

Corporate Services ensure that our financial and administrative resources are used effectively and in compliance with audit requirements. They also give advice on Human Resources and other corporate issues.

While each staff group has core work for which it is responsible, we all work together, usually in cross-functional project groups, and each team is headed by an Assistant Commissioner or equivalent.  

The Children’s Commissioner for Wales is committed to equal opportunities as an employer.  Due to the nature of our work the recruitment process is necessarily thorough and any offer made will be subject to references and any other administrative vetting deemed necessary.  

The Role of Volunteers in the Organisation
The Children’s Commissioner for Wales wishes to reach as many children in Wales as possible.  The Commissioner has identified that to achieve this goal; volunteers will have a significant part to play in the process and wishes to recruit them into the organisation.

Why Volunteers?

· To provide additional resources to help young people, which would otherwise not be available

· To allow the opportunity of community involvement 

· To provide an opportunity for the gaining of skills and experience which volunteers may not have the opportunity to gain elsewhere

· Provide the opportunity for volunteers to use existing skills and experience

WHAT CAN VOLUNTEERS DO?
Community Volunteers
In October 2008 a pilot project is being launched for the recruitment of Volunteers working in the community on behalf of the Commissioner.  For the purposes of the pilot these Community Volunteers will be recruited in North Ceredigion and Mid Powys (Radnor).

The purpose of the pilot is to assess the feasibility of forming similar groups throughout Wales to raise the awareness of the Children’s Commissioner by local and personal contact.

In the initial stages of the project volunteers will be asked to:

Visit Schools
-
To promote the office of the Children’s 




Commissioner, by forming relationships with schools 




and staff, ensuring information regarding the office 




is available to students.

Other


-
Through local knowledge identify other organisations Organisations 

where similar contact to that in schools would be 




beneficial

Exhibitions/

-
Identify locations where displays could be used to Displays 


promote the office.  Identify local events where 




promotion could take place

Future

As the project progresses other avenues of work will be identified and may be added to the projects remit, these might include:

Presentations

-
Volunteers willing to make presentations to 





audiences such as parent’s evenings, local clubs 





etc will be asked to carry out this work.  





Appropriate training will be given.
School

-
To assist in the support of School Ambassadors

Ambassadors

Ambassador Scheme
Ambassadors, one boy and one girl are elected by their peers to become ambassadors at their school.

There are 3 main things that an Ambassador does:

Tell children in their school all about the Children’s Commissioner

Tell the children in their school all about children’s rights and the UNCRC

Ask children in their school what could be made better and then work with other people in the school to change things

The ambassador scheme is currently practised in a small number of schools in Wales.  It is hoped, in the near future to expand the scheme.
Children’s Commissioner for Wales

Job Description

Post:   

Community Volunteer

Office Base: 
Community Based

Reports to:  

Volunteer Co-ordinator
Expenses:
Travelling expenses will be paid plus any other expenses agreed by the Volunteer Co-ordinator
Main purpose the work:

Work as a member of a community based group to raise the awareness of the Children’s Commissioner for Wales in the locality where the volunteer lives, and part of a larger team covering the whole of Wales.

Key responsibilities are to: 

· Uphold the values of the Children’s Commissioner’s Office and the commitment to championing the rights of all Children and young people in Wales.


· Raise the awareness of the Commissioners office locally by:

· Visiting schools, youth clubs and other locales where children and young people gather ensuring adequate marketing material is available
· Identify local contacts that could be used by other teams in the organisation

· Informing adults of the Commissioners work

· Through local knowledge identify potential contacts to be introduced into the awareness campaign

· Maintain records of work carried out in the role

· Support the Commissioner on visits to schools etc.

· Support Participation Officers in their work with children and young people

· Undertake any other duties as agreed

Volunteer Agreement

I, [volunteer name], wish to volunteer with The Children’s Commissioner for Wales for the tasks detailed in the schedule below. I shall consult with the Volunteer Co-ordinator or an appointed person before undertaking any major additional tasks. I agree our mutual responsibilities as set out in this agreement.

I accept there is no intention between us to create legal relations and that this document reflects the hopes and expectations of both of us, and does not create any contractual obligations. Further, I accept that in undertaking the tasks as a volunteer I am not an employee of the organisation.

Mutual Commitment

This agreement is intended to show our commitment to do the best we can to make your volunteer experience with us an enjoyable and worthwhile one. It is binding in honour only, is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. Neither of us intends any employment relationship to be created either now or at any time in the future.

The Organisation

We, The Children’s Commissioner for Wales, agree to accept the service of [volunteer name] for the tasks detailed in the job description below beginning on [date], and commit to the following:

· To provide a thorough induction on our work, our staff, and your volunteering role and to provide any initial training you need to meet the responsibilities of your role. You will also receive a handbook containing information relevant to the role of volunteer.

· To provide adequate and flexible supervision and support to you in your volunteering role. 

· To explain the standards we expect for our services and to encourage and support you to achieve and maintain them. 

· The Volunteer Co-ordinator will meet with you to discuss your volunteering and any problems. 

· To do our best to help you develop you’re volunteering role with us.

· To repay expenses incurred during your volunteering, following the procedures in the handbook and our expenses policy.

· To provide adequate training in support of our health and safety policy. 

· To provide adequate insurance cover for volunteers whilst undertaking voluntary work approved and authorised by us. 

· To ensure that all volunteers are dealt with in accordance with our equal opportunities policy.

· To try to resolve fairly any problems, grievances and difficulties you may have while you volunteer with us. 

· To offer an opportunity to discuss issues in accordance with the procedures set out in the volunteering and complaints policies in the event of an unresolved problem. 

The Volunteer

I [volunteer name] agree:

· To respect the organisation’s values and principles and to adhere to the organisation’s rules and procedures.

· To carry out my duties and conduct myself in accordance with the organisation’s volunteering policy.

· To perform my volunteering role to the best of my ability. 

· To maintain the confidential information of the organisation and of its clients. 

· To only act within the limits of any authority given to me.

· To meet commitments made and to give reasonable notice of cancellation, except in exceptional circumstances. 

· To respect the work of the organisation and its members and not bring it into disrepute.

· To comply with the organisation’s health and safety policy.

· To comply with the organisation’s equal opportunities policy.
Volunteer Consents

1. The work you do is important and the organisation values the intellectual property rights that may exist in this work. In some cases it may be vital that the organisation owns and can prove it owns such rights. Accordingly, you are asked to complete, sign and return with this policy a separate assignment of such rights.

2. In order to comply with the Data Protection Act 1998, particularly in relation to the recording of sensitive personal data and the monitoring of the organisation’s telecommunications systems to guard against improper or illegal use, you are asked to complete, sign and return with this policy a separate form of consent.
3. Confidentiality in the organisation is of the utmost importance.  A copy of the confidentiality policy is attached which you are required to sign and return
This agreement will be reviewed on: (date)

Signed (by Volunteer Co-ordinator)




Date:

Signed (by volunteer)





Date:

Volunteer Assignment of Intellectual
Property Rights

As set out in our volunteer agreement with you, the work you do is important to us and we value the rights that may exist in this work to the same extent as we value the rights created by employees. In some cases it may be vital that we own and can prove we own such rights. Accordingly, please complete, sign and return this form to us with your volunteer agreement.

Assignment of Intellectual Property Rights

I [volunteer name] of [address] hereby assign to The Children’s Commissioner for Wales (‘the organisation’) all present and future rights (including but not limited to copyright, design rights and database rights) in the products of work carried out by me for the Organisation while volunteering for the Organisation and I hereby waive any moral rights I may have in any such products.

Signature: 
……………………………………………………………………………………………………………………….

Date:

………………………………………………………………………………………………………………………….
Volunteer Data Protection Act 1998 Consent

The Children’s Commissioner for Wales (‘the organisation’) and uses the data comprised in your volunteer file to enforce its rights and meet its obligations (and for the purposes specified in the Organisation’s data protection policy as amended from time to time). This may include sensitive personal data such as data recorded as part of equal opportunities monitoring processes. 

The Organisation may monitor and record all uses you make of the Organisation’s telecommunications systems (including telephone calls and e-mails made, sent or received) during the course of your volunteering for the authorised business purposes permitted under (and in accordance with) the Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000. These purposes include establishing facts, ascertaining compliance with regulations and codes of practice, ascertaining standards which are or should be achieved by users of the Organisation’s telecommunications systems, investigating unauthorised use and determining whether communications are relevant to the Organisation’s business or activities and for preventing or detecting crime.

Accordingly we need your consent to the holding and use of such data by the Organisation and the monitoring and (where permitted by the Regulations) recording of such uses of the Organisation’s telecommunications systems.

Data Protection Act 1998 Consent

I [volunteer name] of [address] am a volunteer with The Children’s Commissioner for Wales and consent to it holding my personal data and carrying out the lawful monitoring of telecommunications for the purposes and on the terms set out above.

Signature:
…………………………………………………………………………………………………………………………..

Date:

…………………………………………………………………………………………………………………………
CONFIDENTIALITY AND OFFICIAL INFORMATION (interim policy)

All volunteers are under an obligation to keep the confidences to which they become privy in the course of their work.  There is a general duty upon every volunteer either current or retired, not, without authority, to make disclosures which breach that obligation.  This duty applies to any document or information or knowledge of the course of business, which has come to a volunteer in confidence in the course of duty.  Any such unauthorised disclosures, whether for political or personal motives, or for pecuniary gain, result in the volunteer forfeiting the trust that is put in him or her and making them liable to disciplinary action including the possibility of a requirement to leave the organisation  and/or to civil law proceedings.

All volunteers should observe the principles set out below which apply equally whether a volunteer is acting in an official or private capacity:-

· Volunteers must not, without relevant authorisation, disclose information which has been communicated in confidence within the office or received in confidence from others.  It is the volunteer’s personal responsibility, before disclosing information, to ensure that the information may be freely published.  

· There should be no attempt to frustrate the policies or decisions of the Children's Commissioner for Wales by the use or disclosure outside of any information to which volunteers have had access.

· There should be no participation in activities (including discussion of matters of current or political controversy) which conflict with the interests of the Commissioner; bring the good name of the Commissioner of office generally into disrepute; or bring into question the impartiality of the Commissioner.

· No volunteer may take part in any broadcast (sound or vision) about the business of the Children’s Commissioner of Wales without first obtaining permission of the Commissioner
· Volunteers are reminded of the need for the utmost care to be taken at all times to ensure that confidential material is not unwittingly disclosed when giving information to enquiries or the general public, particularly over the telephone, in radio, television or press interviews or when making public statements of any kind.

· Volunteers must not publish or broadcast personal memoirs reflecting their experience in Children’s Commissioner for Wales without the permission of the Commissioner. 

Inventions and letters patent

The general rule is that inventions made by a volunteer are taken to belong to the                                          Commissioner if they are made in the course of their normal duties.

 Security of Information

Security is the concern of everyone in the office of the Children’s Commissioner for Wales and it is the responsibility of every employee and volunteer to safeguard the confidentiality of the Commissioner’s papers at all times. 

The first principles of security may be summarised as follows:-


a.
do not gossip, the key to good security is to communicate information only to those who really need to know;


b.
never discuss confidential matters in a public place.  The telephone is not secure;


c.
keep the office tidy.  Confidential material may otherwise be mixed up with other things and lost;


d.
report the loss of any document or key to the Corporate Services Team immediately;


e.
consult Corporate Services Team in cases of doubt about any matter with a security implication;


f
as a general rule it is undesirable to take official papers home from the office.   Ensure that all papers taken away from the office are kept secure at all times.

Custody of documents and valuables

Volunteers must exercise care to safeguard documents and property against loss or theft.  Papers should not be left unattended in cars, trains or other public conveyances. Documents taken outside the office must be kept properly locked in a brief case and should always remain in the volunteer’s personal custody.

Volunteers are personally responsible for the protection of information and documents in their custody.

A volunteer entrusted with cash or other articles of value is responsible for their safe 

custody.  A volunteer losing or damaging property of the Children’s Commissioner for Wales must immediately report the loss or damage and may have to pay the cost of making it good. 
Statement of certification:

I agree to comply with the terms of the confidentiality policy (interim arrangements).

Name:……………………………………………………………………………………..

Date:……………………..
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