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          Southlands Centre

  







          Ormesby Road

  







          Middlesbrough

          TS3 0HB



Dear Applicant

Re: Volunteer Mediator Assistant
Thank you for your interest in volunteering with UNITE. We currently have vacancies for residents of Gateshead on our Volunteer Mediator Assistant (VMA) September 2010 training course.   Please complete the enclosed application pack and return to Lynn Millar at the above address or alternatively you can email your application to lynnmillar@unite-mediation.org.  If your application/interview is successful you will be required to attend two days training and an induction day as follows:

Training day     Wednesday 22nd September 2010, 9.30 am – 4.00 pm

                          Wednesday 29th September 2010, 9.30 am – 4.00 pm 

Induction day    Wednesday 27th October 2010, 9.30 am – 1.30 pm  

The training and induction days are compulsory and once completed you will work shadow experienced mediators to gain experience on what is required relating to VMA work.   UNITE, as a standard procedure, has a probationary period for all volunteers and staff.  
UNITE considers its volunteers to be a valuable asset and therefore invests a great deal in training and supporting them.  In return, we ask a great deal from our volunteers and so I would like you to carefully consider the commitment you are making to UNITE.  It is likely that you will be spending around 4 hours per week on case-related work, plus travel time to and from sessions.  Throughout your time with UNITE, the expectation is that, as you close one case, you will be allocated another one straight away, unless you inform us that you will not be available, e.g. because of holidays (however please note that UNITE does not usually allow probationers to take a sabbatical).  As part of your commitment to UNITE, you will be required to attend Top-up Training and Support Group sessions.  

We owe a great deal to the professionalism of our volunteers and the quality of the service that they deliver.  Their contribution plays a significant part in enabling us to successfully re-negotiate Service Level Agreements with our funders year on year.  I look forward to receiving your completed application form.

Yours faithfully

Lynn Millar

Development Officer

VOLUNTEER PROFILE
Volunteer opportunity:
Volunteer Mediator Assistant (VMA)
Reporting to:
Named Supervisor and VMA Coordinator

Reimbursement:
Out of pocket expenses, in line with UNITE's Financial Policy

Hours:
Flexible working required, daytime and evening work.  In return for the investment in training and support given to volunteers, UNITE hope and expect that volunteers will offer their skills to UNITE for a period of at least two years.  This includes assisting in carrying out mediation casework within UNITE’s Service Promise timescales, and attendance at Support Group, Supervision and “Top-Up” training sessions.

Volunteer activities:
To arrange meetings for Mediators, and to update referrers and office regarding case activity.   To complete and return all relevant paperwork to the office within UNITE’s service promise. 

We recognise the importance of your role in contributing to the successful achievement of UNITE's objectives.  We have successfully achieved Investors in People and we are committed to maintaining its principles and standards.  We will endeavour to provide you with comprehensive training and development programme, which will be regularly appraised to ensure its effectiveness.

What we would like from our volunteers:

1. To act, alongside a Mediator, as an impartial third party, observing all UNITE's policies, including UNITE’s Service Promise, at all times.

2. To promote and facilitate effective communication in all situations.

3. To be responsible for case file administration with assistance from case Mediator.

4. To arrange case visits in clients home with assistance from case Mediator.

5. To ensure referrer is updated of case visit outcomes as directed by the Mediator.

6. To arrange Joint Meetings at direction of case Mediator, booking a suitable venue, ensuring access requirements are met and, if necessary, carrying out checks on the venue.

7. To arrange for appointment letters to be sent to all clients from office for Joint Meetings.

8. To ensure refreshments, flip chart, pens, paper, meeting guidelines, agreement and evaluation forms are available at meeting.

9. To greet clients at venue, ensure refreshments are offered, and check with clients that they have no concerns the Mediator may need to address.

10. To assist with writing of agreement and evaluation forms

11. To complete and return all case administration forms at direction of Mediator and within UNITE’s service promise

12. Be willing to continuously seek to maintain or improve mediation standards by:

a) Providing structured feedback to co-workers on their mediation process performance.

b) Accepting and actively responding to structured feedback from co-workers and supervisors on your own mediation process performance

13. Be willing to undergo a recognised training programme, for working as a probationary Mediator Assistant.  Following acceptance as a Probationary Mediator Assistant, to undertake ongoing professional development, including attendance at regular Top Up training sessions, Support Group and Supervision.

14. To work within UNITE’s Safeguarding and Confidentiality policies to protect young people and vulnerable adults.

What we are looking for:

Must be resident in Gateshead

Excellent verbal communication skills and interpersonal skills, including telephone skills

Ability to discern, and be willing to accept, different cultural patterns of behaviour in others

Ability to use own initiative, self awareness and sensitivity to people’s needs

Ability to maintain adequate objectivity in emotionally charged situations

Willingness to work as part of a team

Time management and administration skills

Ability to read and write

Flexible working, availability for daytime and evening work

We hope and expect that volunteers will stay with UNITE for two years.

Organisation and Service Overview

UNITE is a high quality mediation service committed to bringing about early resolution to conflict in society through encouraging those in dispute to come together to resolve their differences.  UNITE promotes understanding, respect and agreement among people. The service was established in 1993 and is a sustainable, not for profit provider of dispute resolution services. UNITE has always had a strong commitment to working with volunteers. 

· The service delivers community mediation and has secured Service Level Agreements for this work in Gateshead, Sunderland, Durham, Newcastle Your Homes, Teesside and Hambleton with Local Authorities, Registered Social Landlords and other statutory organisations.  Most of these agreements have been renegotiated on a regular basis.

· The service also carries out one to one work such as an anger management service for young people and a staff support service for employees of a local registered social landlord.
· Since 1993 UNITE has worked on a variety of workplace mediation cases for local authorities, youth offending services, Registered Social Landlords, Primary Care Teams, voluntary and private sector organisations.

· UNITE has provided restorative interventions (face to face or indirect victim/offender mediation) service and a victim liaison service to South Tees Young Offending Service. 

· The service has successfully worked on two projects with the Home Office and the Equality and Human Rights Commission addressing disputes involving members of BME communities and aiming to provide equality of opportunity and recruit members of BME communities to UNITE’s mediator team.

· UNITE has worked extensively with young people on such projects as: Teesside based peer mediation scheme for schools, training to staff working in residential care for looked after children, Intrafamily/Homelessness mediation for under 24 year olds in Gateshead, Redcar & Cleveland and Middlesbrough and an SEN (Special Educational Needs) Mediation contract with Middlesbrough Council’s LEA, mediating in disputes over the provision to be made for a child with special education needs. 

· In 2003, UNITE was the first community mediation service in the UK to be passported to the Community Legal Services Quality Mark status.

· UNITE has held the Investors in People award since 2000 and was re-recognised in December 2007. 

· For its mediation work in the community, UNITE won the Evening Gazette Champion Community Business in 2004 and was a 2009 Finalist Teesside Business Award for Public Service.
· UNITE is strongly committed to its corporate social responsibility by working in partnership with other voluntary organisations to improve its green practices.   In 2009 UNITE won the Middlesbrough Community environment Awards Green Business.

Community Mediation

Community Mediation is based on the idea that the best people to resolve a dispute are those who are actually involved in it.  Mediation is about looking for a ‘win/win’ outcome, guiding parties through a staged process and helping them to reach the solutions to their difficulties themselves.

Workplace Mediation 

Workplace Mediation is similar to Community Mediation in that the mediator acts as an independent, impartial, third party using the same skills to restore communication whilst maintaining confidentiality.  Workplace Mediation is used when the restoration of a relationship is important, for example between work colleagues. 

Victim / Offender Mediation

Victim / Offender Mediation is a victim-centred response to crime that allows the victim, the offender, their families and representatives of the community to address the harm caused by crime, by holding offenders directly accountable to the people and the communities they have violated.  It aims to give the victim the opportunity to have a direct or indirect dialogue with the offender to ask questions and seek explanations. 

Homelessness – Intra-family Mediation

Conflict in the home is one of the primary factors when young people find themselves facing the prospect of homelessness.  The link between this cause of homelessness, and mediation’s focus on reducing conflict, led to partnership arrangements with local authority homelessness teams, offering young people and their parents or carers a viable way of improving their relationships

Training

UNITE is an Investors in People (IIP) organisation, with a wholehearted commitment to the training and development of all it’s staff and volunteers.  To ensure best practice all mediators have, or are working towards, a recognised mediation qualification, starting with an initial Open College Network accredited training programme (equivalent to level 3) in Mediation Skills. Staff and volunteers have individual learning plans and work towards qualifications in, for example, management, supervision, IT, business administration, customer service and accountancy. 
Anger Management

UNITE delivers one-to-one or group Anger Management sessions. The facilitators work with clients to help them recognise the triggers of anger and to take responsibility for how they express that anger in ways that aren’t harmful to themselves or others.  Anger Management sessions have been shown to improve mental and physical health, increase self-esteem, build up confidence and enhance emotional well being.
Staff Support

UNITE’s staff support team has successfully helped people from other organisations work through difficult personal or work related issues in a safe, supportive environment away from the workplace. The team works on a wide range of issues such as bereavement; work changes, stress and anxiety helping clients explore their situation and find a way forward. 

UNITE Policy Statement on Recruitment of Ex-Offenders

(To be given to disclosure applicants during the recruitment process)

1. As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, UNITE Ltd (UNITE) fully complies with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

2. We are committed to the fair treatment of its staff, potential staff or users of its service, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

3. We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interviews based on their skills, qualifications and experiences.

4. A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those applicants where a Disclosure is required, all application forms, job adverts and recruitment briefs contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

5. Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request this information is sent under separate, confidential, cover to the Chief Executive Officer and we guarantee that this information is only seen by those who need to see it as part of the recruitment process.

6. Unless the nature of the position allows UNITE to ask questions about applicant’s entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

7. We ensure that all those in UNITE who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

8. At interview, or in separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment or volunteer opportunity.

9. We make every subject of a CRB disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.  UNITE also has a Policy on the secure storage, handling, use, retention and disposal of CRB Disclosures and disclosure information which is also available on request.

10. We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment or volunteer opportunity.

Having a criminal record will not necessarily bar an applicant from working with us.  This will depend on the nature of the position and the circumstances and background of the offences.

Application to become a UNITE Volunteer

Confidential

1. First name: 

2. Surname: 

3. Permanent address, inc postcode: 


4. Contact details:


Home telephone number: 



Mobile number: 


Email address:

5. Do you have a full current driving licence? 
Yes / no
6. Do you have the use of a vehicle?
Yes / no
7. What is your current situation?
	· Employed
	· Retired
	· Other (please specify)

	· Unemployed
	· Student
	· 


8. Please state your reasons for making this application and highlight any personal qualities that you would bring to UNITE:

9. Life experience: please give a brief summary of the situations in your life which have given you valuable experience that are relevant to this application e.g. experience in voluntary organisations, paid employment, hobbies and interests, home, family etc.

10. What would you hope to gain from becoming a volunteer?

11. Referees: please give details of two persons, not related to you, who have consented to be approached on your behalf.  If you are employed, one reference should be your employer.


Name: 


Address, inc postcode: 



Contact details:


Home telephone number: 



Mobile number: 


Email address:


Name: 


Address, inc postcode: 



Contact details:


Home telephone number: 



Mobile number: 


Email address:

12. Criminal records bureau:  volunteers are required to complete an enhanced disclosure form.  Please note that a conviction may not necessarily be a bar to selection as a volunteer. 


Have you ever been convicted of a criminal offence?                   Yes / No


If yes please give details on a separate sheet and send with your application in a separate sealed envelope. Please write on the envelope “Confidential Disclosure Information”. Please refer to the enclosed UNITE policy on the recruitment of ex-offenders.

I declare that the information given on this form is, to my knowledge, true and correct and that I have not withheld any facts that would unfavourably, affect my application.


UNITE Equal Opportunities Form 

As a not for profit organisation we want to demonstrate that we provide a service to everyone in the local community.  It would help us if you would complete this form (one form to be completed by each party, please tick as appropriate).  Information is anonymous, strictly confidential and will be used for statistical purposes only.

Gender







· Male
· Female
Age

· 16 or under

· 17 – 25

· 26 – 35

· 36 – 45

· 46 – 59

· 60 or over

Ethnic Category: the ethnic categories are based on those used in 2001 census as recommended by the Commission for Racial Equality.  Please note the ethnic questions are not about nationality, place or citizenship.  UK citizens can belong to any of the ethnic categories indicated.

White

· British

· Irish

· Any other white background (Please state), ___________________________
Dual Heritage

· White and Black Caribbean

· White and Black African

· White and Asian

· Any other mixed background (Please state), ___________________________
Asian or Asian British

· Indian

· Pakistani

· Bangladeshi

· Any other Asian background (Please state), ___________________________
Black or Black British

· Black Caribbean

· Black African

· Any other Black background (Please state), ___________________________
Chinese or Chinese British

· Chinese

· Any other Chinese background (Please state), __________________________
Any other ethnic group

· Any other ethnic background (Please state), ____________________________
Employment Status

· Employed full time

· Employed part time

· Unemployed

· Student

· Retired

· Family commitments

· Disabled

· Other (Please state), ______________________________________________
Disability: In accordance with the Disability Discrimination Act 1995, a disability is defined as “a physical or mental impairment, which has substantial and long term effect on your ability to carry out normal day to day activities”.  Please state if you have any physical or mental condition that affects your ability to carry out day-to-day activities, please tick as appropriate

· Yes

· No

Thank you for completing this form







Checklist


Please ensure you send:	


( Application form                  


( Equal Ops form


( Confidential Disclosure 


   Information if appropriate














Signed





Date
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