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Welcome to ADAPT

On behalf of the Board of ADAPT, I would like to welcome you to ADAPT (Limerick).  We are delighted to have you with us and sincerely hope you will find your time with us interesting, rewarding, and an enjoyable experience.

ADAPT was established in 1974 and is committed to providing support, safety and respect to women and their children where domestic abuse is their experience and to challenging the existence of this abuse in society. As part of this commitment, ADAPT is keen to offer work experience to individuals who want to volunteer their time to support the work of ADAPT while also developing their professional knowledge and skills in this field.
We are committed to offering you quality work experience in a supportive work environment where you can apply your knowledge and skills in an appropriate setting, while also developing your understanding of domestic abuse and your knowledge and skills in relation to the needs of women survivors of domestic abuse and their children. 
ADAPT provides opportunities for volunteers become involved in different aspects of the service relative to their skills and interests. Some work directly with the women and children; others provide background support to help with the running of the organisation. Some start in one area and later move on to other areas. Whatever role you choose to play, we welcome the commitment and energy that you bring – commitment to the work of ADAPT and to your own professional development. 
This Pack was drawn together, based on the experience of staff and volunteers. It provides background information on ADAPT. It also outlines the responsibilities of volunteers within the organisation and the potential opportunities available to you as a volunteer.  It outlines relevant policies and procedures and highlights areas of work in which volunteers may be involved. We hope that you will find the Pack helpful.  

The principles of equality, empowerment, dignity and respect underpin the work of ADAPT. Our hope is that these principles will also underpin your experience  with ADAPT and that your time with us will be empowering and wholesome on a personal and professional level.  Thank you for volunteering your time, energy and abilities. 

____________________________

Helen O’Donnell

Chairperson, ADAPT Board 
 

ADAPT Services 
Guidelines for Volunteers
 
Section 1:
Introduction

1.1 
History of ADAPT 

ADAPT (Association for Deserted and Alone Parents) was established in 1974 by a group of Limerick based women. Initially it offered a drop in service to deserted and alone parents. It became clear that many of the women coming to this service had been subjected to domestic abuse. ADAPT was concerned to address this problem and therefore decided to work specifically with women survivors of domestic abuse and their children.

ADAPT is committed to providing support, safety and respect to women and children where domestic abuse is their experience and to challenging the existence of this abuse in society. We do this by developing quality services and supports for women survivors of domestic abuse and their children.  ADAPT opened the first refuge outside of Dublin in 1976 and since then has consistently expanded its services to meet the changing needs of women survivors and their children. It now operates the largest refuge in Ireland alongside an extensive outreach service. The service operates 24 hours a day, 365 days a year. Over 500 women and 300 children benefit from the services of ADAPT each year. (See Appendix A for further information on ADAPT).
1.2

Volunteering Options 
ADAPT is committed to offering quality work experience to volunteers who want to support the work of ADAPT and to develop their own skills and expertise in a relevant area of work.  Potential volunteers come from a variety of backgrounds and are interested in different aspects of the work of ADAPT:

· Some come from social service/care sector and are interested in developing their professional skills by working directly with the women and / or children. 
· Some offer practical skills and expertise and want to contribute to the practical running of the organization and / or the refuge.
· Some bring specific administrative and /or IT and want to work in areas such as fundraising, administration and awareness raising.   
Whatever role you play, we welcome the enthusiasm, energy and expertise that you bring and we want to maximise the benefits of your participation – benefits to you, to ADAPT and to the women and children who use our services. This Induction Pack has been drawn up to give clarity to the role of the volunteer and to maximise the benefits to all concerned. They also emphasise the importance of a positive and supportive work environment where you can contribute freely to the work of ADAPT and grow in confidence in your own skills and expertise. 
 

Priority is given to individuals who:

· Are over 18 years of age and have skills and experience that they are willing to offer and that are relevant to the needs of ADAPT and the women and children who use our services.
· Are requesting work experience of a significant duration e.g. over a period of 6-12 months. 

· Have a particular interest in the work of ADAPT and in addressing issues related to domestic abuse. In this regard volunteers must sign up to the principles and good practice guidelines under-pinning the work of ADAPT (See Working Agreement 1). 

From time to time, we have requests from individuals who are pursuing a counseling qualification and are required to complete a specified number of counselling hours for the purposes of accreditation. ADAPT cannot accommodate such requests as the demand is not there within the services for the number of counseling hours required to achieve the accreditation requirements.  

Section 2:  Pre-Placement

2.1
Assessment of Applications for Voluntary Work Placements
The following procedures are in place to assess applications for voluntary work placements:

· All interested individuals are requested to complete an application form and return this to ADAPT. 

· On receipt of the application, an interview is arranged.
· Two staff with relevant experience interview applicants to identify their interests, needs and level of experience and to establish whether there is a match between their interests/needs and the needs of ADAPT and opportunities it can provide.
· Applicants are then offered the opportunity to participate in an awareness raising training course. This allows them to familiarise themselves further with domestic abuse and explore whether they would be comfortable in working with this issue and /or women survivors of domestic abuse and their children.

· Following the training, if the applicant is still interested and there is a match between their needs and the needs of the organisation, references will be sought and a Garda vetting application made.

· The final decision on each application is made following receipt of satisfactory Garda vetting and two references. The referees should be individuals who know the applicant in a professional capacity and where possible, at least one referee should be a current or previous employer.
· Additional factors taken into account in making decisions on a placement include the number of volunteers with ADAPT at the time i.e. volunteers will only be accepted where ADAPT has the capacity to provide adequate support and supervision. 

 
2.4
Preparation for Voluntary Work
In order to fully benefit from the placement, appropriate preparation is important. In this regard, both ADAPT and the potential volunteer are asked to ensure that such preparation takes place.
The volunteer: We ask all potential volunteers to give serious consideration to the following:

· Be honest with yourself and with us with regard to your level of comfort or discomfort in working with the issue of domestic abuse and any concerns you have in this regard. Some people get great satisfaction from working in this field while others may want to help but find it very difficult dealing directly with women and children who have been abused. There is no right or wrong in this matter – it is a matter of what is right for you and consequently what will work for ADAPT and the women and children who use our service. 

· Be honest with yourself and with us in relation to your interests and expectations from the placement. The best match between your expectations and the opportunities can only be made if we are all clear as to what you want and what we can offer.

· Be realistic about the time commitment you want to make and ensure that it is realistic and sustainable. All offers of time are appreciated but it is not helpful to you or ADAPT if you start out with a time commitment that is unsustainable. Usually it works better to start small and build up the commitment over time, if that seems appropriate. 

· It is helpful if, once a start date has been agreed for the placement, you take time to start familiarising yourself with this Induction Pack and the Principles and Code of Ethics of ADAPT. 

ADAPT:  Prior to the start date, ADAPT will endeavour to ensure that:

· You are assigned to an initial area of work which provides an appropriate match between your interest and expertise and the needs of the organisation.    
· An appropriately qualified staff support person is assigned to support you during the placement and work with you to develop your role and responsibilities over time.
· Information relevant to the agreed work programme is made available to you including information on ADAPT, its services and the principles and ethos that under-pin the work of ADAPT.
Section 3:  Development of the Placement
3.1
Aims of the Placement
ADAPT offers voluntary work to individuals who are interested in supporting the work of ADAPT while also developing their professional skills and expertise. ADAPT is committed to providing quality work experience in a supportive work environment where volunteers can:

· Develop their understanding of domestic abuse and related issues;
· Develop their understanding of the work of ADAPT and the services it offers;
· Gain insights into the needs and experience of women survivors of domestic abuse and their children;
· Apply their knowledge and skills in an appropriate setting;
· Contribute to the ongoing development of the services of ADAPT;
· Contribute to challenging this major social injustice facing Irish society; 
· Gain experience and skills appropriate to their chosen profession. 
 
3.2     Initial Induction
Each volunteer will be given an induction to the service by the staff member assigned to provide ongoing support. This initial induction will include:

· An initial tour of the service and introduction to key staff members in relevant Department. 

· Information on key health and safety regulations of ADAPT House. 
· Information on key safe practices in relation to access to ADAPT House.
· An explanation of ADAPT’s child welfare / protection policy and its application.
· An explanation of the Security Alert system and the procedures to follow in the event of an alert. 

· An explanation of the ethical agreement (Working Agreement 1) including specific guidelines in relation to confidentiality.
· An explanation of the ethos and principles underpinning the work of ADAPT (Working Agreement 2).
· An introduction to the work of ADAPT and the services it offers. 

 
The purpose of the induction process is to introduce volunteers to ADAPT and facilitate each to settle and become familiar with relevant areas of the work of ADAPT. Each volunteer has responsibility to:
· Read, understand and sign the Statement of Principles (Working Agreement 1) and ensure that s/he is clear as to the commitment expected of him/her in this regard.

· Read, understand and sign the ethical agreement (Working Agreement 2) and ensure that s/he is clear as to his/her responsibilities in relation to confidentiality.
· Read and understand the Child Welfare and Protection Policy of ADAPT.

· Ensure that s/he is familiar with the safety procedures and the relevant health and safety regulations. 

3.3
Development of the Work Programme
At the outset of the work placement, the designated staff person and the volunteer will establish initial objectives.  and agree an initial programme of work. A clearly defined work programme will be developed, based on these objectives. The programme will incorporate a well defined role with appropriate tasks. This role will be influenced by, the level of experience of the volunteer, the length of the placement, and the needs of the services users and of ADAPT. While volunteers will be placed in the Department most appropriate to their interest and expertise, they will have the opportunity, where appropriate, to gain experience in other relevant departments. As the volunteer gains experience with the service the initial objectives will be reviewed and the work programme developed as appropriate.
The work programme may include any or all of the areas identified below:

· Access to relevant files and records 

· Access to relevant policy and procedures documents 

· Access to designated reading material from ADAPT’s library 

· Participation in relevant training available during the placement 

· Work experience in relevant and appropriate areas of ADAPT’s work 

· Study / observation visits to other relevant agencies/services 

A detailed range of options (See Working Agreement 3) has been identified in relation to each of these areas. The designated staff member, in conjunction with the volunteer will identify those documents, files and areas of work that are most relevant to the volunteer’s placement and areas of responsibility.
Section 4:  Responsibilities during the Placement
4.1 Responsibilities of ADAPT

ADAPT is committed to supporting volunteers and maximize the benefit to them from their work experience. With this in mind, ADAPT will support each volunteer by:

· Treating you with dignity and respect at all times.   

· Agreeing an initial time commitment and reviewing this on a regular basis.   

· Agreeing the roles, responsibilities and expectations of the placement in consultation with the volunteer, and reviewing these over time should experience warrant it. 

· Assigning a suitably qualified and experienced staff member to provide ongoing support and supervision for the duration of the placement.    

· Providing information and resources relevant to the designated role;
· Facilitating access to training opportunities relevant to the designated role;

· Offering opportunities to:

· Deepen your understanding of domestic abuse and related issues;

· Develop your professional skills and competence.   

· Providing regular professional supervision - at least one hour for every 30 hours worked.  

· Providing open, honest and constructive feedback to you on your work.   

4.2 Responsibilities of Volunteers

As part of your commitment to the placement, you are expected to abide by the principles set down by ADAPT. Specifically you are expected:
· To become familiar with the ethos of ADAPT and relevant policies and procedures and to abide by these at all times. 

· To sign an ethical agreement and adhere to it, including respecting the confidential nature of the work and the right of each service user to privacy. This includes ensuring that any documentation arising from the placement does not identify names or details that could breach confidentiality. 

· To be punctual and attend at the times agreed. If you are sick or cannot attend for any reason, you should contact the designated staff member @ (061) 412354.  

· To dress and act in a professional manner at all times and perform duties to agreed standards. 

· To be respectful and observe the rights and dignity of service users and other professionals. 

· NOT to disclose information about a service user to anyone other than designated staff members unless you have written permission from your designated staff member. 

· To hold clear boundaries with service users. Unless it is an agreed as part of your role, it is imperative that you does not initiate discussion with any service user about her past experience. If a service user initiates such discussion, you should listen appropriately, respect the confidentiality of any information disclosed and pass this information on to the relevant staff member. 

· To familiarise yourself with the services of ADAPT and other services as appropriate to the placement. 

· To be prepared to ask for advice and help if required - bearing in mind that we assume that your have questions. There is no such thing as a ‘stupid’ question.  

· To be aware of feelings and thoughts experienced during the placement and to record them for self-reflection. This personal record is confidential but could form the basis for supervision at a later date. 

· To remain open to and appreciate the value of constructive criticism and to use supervision to honestly reflect on the experience of the placement and learning from it. 

· To inform your designated staff member if you are having difficulties with the placement. 

· To work free from the influence of alcohol, drugs or other illicit substances and refrain from smoking on the premises.

· To provide open, honest and constructive feedback to ADAPT on the experience of the placement. 

Section 5:
 Supervision

5.1
The Focus of Supervision
Professional supervision is an essential part of any work experience and is provided for all volunteers on work placement in ADAPT. The supervisor will have completed specific training in relation to supervision as well as having three years relevant experience. This supervision is similar to that provided for all staff in that it has a dual focus:

a) An operational focus – looking at the work being carried out, 

b) A developmental focus – looking at how the person is in doing the work.  
Supervision aims to provide a structured, safe space where the supervisee can regularly and openly review their work, reflect on their practice, receive feedback, discuss difficulties and plan future work.  Within this process volunteers are facilitated to review their learning/experience on the placement. Volunteers are encouraged to be aware of feelings and thoughts experienced during the placement and to record them for self-reflection and exploration within the supervision process. 
5.2
The Practice of Supervision

Supervision will take place regularly (on average there will be 1 supervision session for every 30 hours worked) and each session will be for 1 – 1¼ hours.  The time will be agreed between the supervisor and the supervisee. These arrangements should not be changed, nor should a supervision session be interrupted, except in an emergency.  Supervision will take place in an agreed location that provides adequate privacy.

In relation to each supervision session, a summary record will be kept of key issues discussed and decisions taken (See Working Agreement 4).  The supervisor and supervisee will agreed the content of this record and the supervisor will write up the record.  This record will be completed at the end of the session.  Supervisor and supervisee will both sign the record and keep a copy.  

Supervision records are highly sensitive documents.  In normal circumstances, they will only be available to the supervisee, the supervisor, the relevant Co-ordinator and the Director.  However, they are an official record and the property of ADAPT and could be open to scrutiny in the event of an official enquiry or complaint – if they contain information relevant to the situation in question.  Only authorised individuals will be allowed such access and this will be on a “need to know” basis.  

Section 6: Health, Safety and Security

6.1
Health and Welfare

ADAPT will take all reasonable precautions to ensure the health, safety and welfare of volunteers while they are on placement. With this in mind ADAPT has drawn up a Health and Safety Policy.  This Policy details the safety systems and procedures staff, students and volunteers must follow to ensure the safety of everyone involved with ADAPT and the safe operation of the service.  However, systems and procedures can only be effective when people comply with them and adopt safe behaviour at all times.  Volunteers are required to familiarise themselves with ADAPT’s Health and Safety Policy and Fire Regulations and to follow the safe practices outlined at all times. Each volunteer is asked to sign to indicate that s/he has read and understood the Health and Safety Policy. If you do not understand any aspect of the policy or the recommended safe practice please ask your designated staff member or the Co-ordinator. 
The following are some important points to remember:

· In the interest of the health and safety, smoking is not permitted on the premises. There are designated external areas where smoking is allowed - subject to proper care being taken of the area. 

· The use of alcohol, drugs or other substances is strictly forbidden on the premises.  This is a matter of health and safety. It is also a matter of respect for the women and children in the service e.g. some may have associations between alcohol or other substance abuse and domestic abuse.  

· It is forbidden to supply or offer offered to supply alcohol or drugs to another, particularly service users – whether it is at the request of the service user or not. 

· All forms of bullying, harassment or violence (physical, sexual or emotional) are forbidden in ADAPT. This is in line with the ethos of ADAPT and Health and Safety and other relevant legislation. If you ever have concerns about bullying or discrimination, it is important to bring it to the attention of the designated Co-ordinator. All complaints of bullying or harassment will be investigated.   

Adherence to the Health and Safety Policy is a legal requirement as well as a matter of recommended best practice. Failure on the part of anyone to adhere to the Health and Safety Policy may have implications for their continued involvement with ADAPT. 

6.2
Safety and Security

The following safe practices are recommended to ensure your safety and the safety of service users:

· Entering the building: There is an intercom system to facilitate entrance to the building. You should press the buzzer, identify yourself and explain that you are a volunteer on work placement. The person on duty will release the door for entry.
· Disruptions at the front door: If there is any disruption at the door when you are entering or leaving the building you should remove yourself from the area, e.g. if outside the front door move outside the gate or to the side of the building, and follow instructions given by staff on duty. Designated staff will resolve the situation and will advise you how to proceed safely. If you are unsure you can ring the free phone number (1800-200504) for clarification.  
· Security Alert: If you are approaching the building and the front gates are closed this may indicate a security alert. In this event you are asked to the side entrance and a staff member will let you in. If you are in the building and the lobby doors are closed, this too may indicate a security alert. In this event you are asked to leave the building by the side entrance. Check with staff in the front office if you have any questions.
· Access to ADAPT House: Only authorised persons are allowed access. Partners of service users are not allowed in the building. Never leave the door open and if it is open, close it securely. Do not open the door to anyone unless it is clear that they have authorised access.
· Confidentiality: This is essential to ensure everyone’s safety including the safety of service users. If someone external to ADAPT asks you about a service user e.g. ‘Is Ms Xx in the refuge?’ - Do not give any information. Inform the staff person on duty as soon as possible. Unless you are authorized to do so, do not take packages, mobile phones or any other items from anyone outside the door. If you are requested to do so, direct the person to ring the doorbell and speak to the staff member in reception.
6.3
Email and Internet

ADAPT provides access to internal and external electronic mail and internet systems to enable effective communication with relevant agencies and individuals in relation to the work of ADAPT.  The email system is the property of ADAPT and should only be used for official ADAPT business. 

ADAPT is committed to providing a safe and healthy work environment.  Volunteers should take care if they are using the email system as inappropriate use can cause offence to others.  Downloading of inappropriate and/or offensive material will be treated as a serious offence.  Use of email and Internet can be traced if required. Abuses of the email or internet facilities, which could be considered to contravene Health and Safety legislation and/or other legislation, will be taken seriously and may have implications for continued involvement with ADAPT.
Section 7:  Dealing with Difficulties
7.1
Complaint Procedure
Differences of opinion can arise in any situation and it is important that such differences are addressed as early as possible. All concerns/complaints will be listened to and addressed in an open and professional manner. At any stage a volunteer or the designated staff member has the right to bring a complaint/concern to the attention of the Co-ordinator of the relevant Department and ask him/her to help resolve the situation. 

 

· For the volunteer: If you are concerned about any aspect of the placement you should discuss it with your designated staff person. If this does not resolve the concern ask to meet with the Co-ordinator of the Department who will seek to address the concern.  

· For the supervisor: If the designated staff member is concerned about any aspects of the placement s/he should discuss these with you. If this does not resolve the concern s/he/ should bring it to the attention of the Co-ordinator of the Department. 
· The Co-ordinator will inform the Director of any major concerns. 

 

7.2
Standards of Behaviour
By its nature the contribution of volunteers is unpaid. However, ADAPT aims to provide all staff (paid and unpaid) with appropriate levels of professional support and supervision. In return, all staff (paid and unpaid) are expected to operate to the established standards in general work practice outlined in this document. Occasionally, an individual’s behaviour may fall below these standards.  

Concerns may come under the heading of either minor or major breaches of good practices:  

· Minor breaches: Examples include inconsistent attendance, breach of minor safe practice procedures; not completing assigned duties; not following instructions of staff especially in relation to safety or security; not conforming to guidelines on notification of absences.  

· Major breaches: Other than persistent minor breaches, examples include: breach of confidentiality; significant breach of safe practice procedures; bullying/harassment of any type; physical or verbal abuse including child abuse, theft (this includes taking materials or equipment off the premises without permission); unauthorized visiting of service users
; personal abuse of alcohol, drugs or other substances or offering such substances to others; horseplay; abuse of internet facilities; falsifying records, deliberate damage to equipment/property. 

In the event that a volunteer’s behaviour does not meet the required standard, a three way meeting will be held involving the volunteer, the designated staff member and the relevant Co-ordinator. They will discuss the identified concerns and agree on action to be taken to address the concerns. This will include appropriate support to the volunteer to address the concerns. 
However, the primary responsibility of ADAPT is to address the safety and support needs of the women survivors and their children. Therefore, ADAPT must reserves the right to terminate the placement, if it considers: 
· That the placement cannot meet the needs of the volunteer or that the volunteer is not willing to adhere to the ethos and principles of ADAPT or to follow the direction of the designated staff member.

· If it considers that its continuation is not in the best interest of ADAPT and / or the women and children who use the services or if the safety of anyone involved with the service is at risk.  
Specifically, ADAPT reserves the right to terminate the placement, if there is clear evidence of any of the following serious breaches i.e. breach of confidentiality; deliberate damage to equipment/property; theft; bullying/abusive behaviour; child abuse and use/abuse of alcohol/drugs or supply of same to others.   

 

Working Agreement 1
	Principles and Good Practice Guidelines



 
ADAPT operates in accordance with the following Core Principles and Good Practice Guidelines and all those involved in the work of ADAPT are required to work in accordance with these principles to ensure the safety and well being of the service users of ADAPT are prioritized at all times.  
· Violence against women is a violation of human rights. As a society we are all responsible for bringing an end to violence against women;

· Violence against women needs to be recognized as a public issue and a serious crime that effects us all – if anyone is violated we are all violated;

· The perpetrator – not the victim – is responsible for the abuse;

· It is the responsibility of all to promote the value of relationships based on equality and the right of everyone to be treated with dignity and respect;

· The elimination of violence against women requires an interagency response based on clear policies and procedures which aim to ensure the safety of women and children and legal accountability of perpetrators;

· Responses and interventions should aim to enhance the woman’s sense of power, autonomy and control over her life; 

· Confidentiality should be a cornerstone of any intervention, especially when considering referring women to other agencies and professionals. Women should be made aware of any information that the agency records in relation to her situation;

· Practitioners need to understand how attitudes and cultural beliefs which promote a male dominated and hierarchical society can also collude with – rather than – challenge male violence within society;

· Practitioners need to be aware of the ‘grooming’ and controlling tactics used by perpetrators and how these tactics are used to control not only the victim but also those who could offer support;

· The needs of women who face further structural barriers and discrimination (because of e.g. poverty, disability, immigration status, ethnicity, sexual orientation, religion or educational disadvantage) must be integrated in all responses; 

· Practitioners should not ignore their intuition if they suspect that a woman is being abused. Disclosure should be facilitated while also respecting the woman’s choice not to disclose if she wishes;

· Protection of the non-abusing parent must be recognized as a key component in child protection while acknowledging that the interests of the child are paramount;

· In is not uncommon for practitioners to feel frustrated when things do not move as quickly or in the direction they would like. It is important to deal with this as a supervision issue so that it does not translate into blaming the victim.
I, ______________________, have read and understood the ADAPT Statement of Principles and Good Practice Guidelines and agree to abide by these for the duration of my work with ADAPT Services.

Signed: ______________________________

Date: __________________


Volunteer

Signed: ______________________________

Date: __________________


Designated Staff Member

Working Agreement 2
Ethical Agreement
I agree to be bound by the ethical standards in place in ADAPT. In this regard I agree specifically to:

 
1.  
Familiarise myself with the principles, policies and procedures of ADAPT that direct the work of ADAPT and during my placement to act at all times in accordance within these work practises. 
 
2.  
Acknowledge that each service user in ADAPT is an individual with her/his own experiences and needs and treat her/him with respect and dignity at all times. 
 
3. Consult with my designated support staff member or the staff person on duty before taking action in any situation where I am unsure as to what to do in the best interests of a service user.
4. Respect the rights of all service users to their privacy and confidentiality. Never to disclose information concerning any service user to anyone other than designated staff of ADAPT, without written authorisation from my designated support staff member. 

5. Be attentive to boundary issues, in particular between personal and professional engagement.

   

6. Observe the policies and procedures of ADAPT including health and safety procedures. If I disagree with any aspect of these I will bring this to the attention of my supervisor for discussion. 

7. Engage fully in the supervisory process, to accept constructive criticism and to reflect critically on my own practice.

  

8. Be open and honest in relation to all aspects of the work placement.  

Volunteer’s Signature: ___________________________

Date: ________________
 
Supervisor’s Signature: _________________________

Date: ______________
 
Co-ordinator’s Signature: ________________________

Date: ______________
 
Placement Dates:

From: ___________ 
to ______________
Working Agreement 3

Work Programme
1.
Documentation, Files , Records and other reading Material
Table A below details many of the files and records kept in ADAPT. Table B details policy and procedure documents relevant to the operation of the service and Table C provides references to other informative material available in ADAPT.  

The supervisor will identify those materials most relevant to each Volunteer’s placement. Some documents will be designated “essential” (E) reading and you will required to familiarise yourself with them as part of the placement. Other material will be designated as “optional” (O) reading.

Table A: Records and Files

	Records/files
	What is recorded
	E
	O

	Admission Form
	Summary of the admission and departure of each resident in the refuge
	
	

	Non admissions
	Record of requests for admission that cannot be accommodated
	
	

	Referral Form
	Information to facilitate making/taking referral from other hostels
	
	

	Helpline Form
	Summary of each helpline call including problem presented / action taken
	
	

	Daily log
	Daily events in ADAPT House including a record of residents in the refuge
	
	

	Current residents’ file
	Information re current residents in the refuge e.g. daily observations /progress notes. Long term this file is included in social work file.
	
	

	Social work files
	Case record of work of social worker staff with each service user. Includes progress notes and support plans. 
	
	

	Childcare files
	Case record of work of childcare staff with each child including daily records and reports.
	
	

	Database
	This computerised database contains details of each service user and work carried out.
	
	

	Incident forms
	Record of all incidents and accidents
	
	

	Personnel files 
	A file is kept on each volunteer, containing information relevant to the placement including records of supervision sessions. Each person is entitled to see her/his file.
	
	

	Medication record 
	Record of mediations taken by individual residents
	
	

	
	
	
	


Table B: Policies and Procedures

	Policy/ Procedures
	What is recorded
	E
	O

	Volunteer Pack
	Policy / practice in relation to volunteer placements
	
	

	Health & Safety Statement
	Policy / practice in relation to health, safety & welfare of staff, students, volunteers and service users
	
	

	Child Welfare & Protection Policy
	Policy / practice in relation to child welfare and protection
	
	

	Childcare Practice Manual 
	Policy / practice for staff working with children
	
	

	Admission Policy 
	Policy / procedure in relation to admissions. Includes checklist
	
	

	Guidelines for Outreach Staff
	Procedures to be followed by outreach staff
	
	

	Guidelines for Handover
	Procedures in relation to handovers between staff coming off / going on duty. Includes checklist.
	
	

	Progress notes – procedures
	Procedures in relation to recording observations / progress of individual service users. Includes sample form. 
	
	

	Contact sheets
	Record of interaction/interventions with individual service users
	
	

	
	
	
	


Table C: Reading and other Relevant Resources
	Reference
	Type
	E
	O

	“The woman who walked into doors” Roddy Doyle.
	Fiction Book
	
	

	“Lean on Me,” ADAPT
	Information Guide
	
	

	“CAUGHT IN THE MIDDLE” Sandra Corrigan, Northern Ireland Women’s Aid Federation
	Text book
	
	

	“Safe and Sound – a resource manual for working with children who have experienced domestic violence” Ed: H Saunders and C Humphreys
	Resource manual
	
	

	“Dating Violence – Young Women in Danger” Barrie Levy
	Text Book
	
	

	Safety and Sanctions – Domestic Violence and the Enforcement of the Law in Ireland, Kelleher & O’Connor
	Research
	
	

	An Evaluation of Intervention Programmes in Ireland working with abusive men and their partners and ex-partners, Thangam Debbonaire
	Research
	
	

	Task Force Report on Violence against Women
	Government Report
	
	

	“Rethinking Domestic Violence – The Social Work and Probation Response” Audrey Mullender
	Text Book
	
	

	Trip Trap
	Video
	
	

	ADAPT – Who Cares?” ADAPT
	Video
	
	

	“Getting Back To Me,” ADAPT
	Video
	
	

	“Diversity & Domestic Abuse, Learning together to work together,” ADAPT Conference papers (2004)
	Conference Papers
	
	

	“Children First – National Guidelines for the Protection and Welfare of Children” Dept of Health and Children
	Government Regulations
	
	

	 
	
	
	


4.
Internal Areas of Work
Volunteers may be involved in some or all of the following areas of work.  The level of involvement and the areas in which s/he is involved will be decided by the supervisor and will be determined by the length of the placement, the level of experience of the Volunteer and the objectives of the placement.

The role of the volunteer may be to:
· Observe (O) attend as an observer to learn more about an area of work; 
· Participate (P) e.g. sit in on a meeting and participate in the discussion; 
· Intervene (I) Work directly with or on behalf of a service user 
	Area of Work
	Form of Work
	O
	P
	I

	Social Work / Childcare meeting
	Meeting
	
	
	

	Childcare meeting
	Meeting
	
	
	

	Social work meeting
	Meeting
	
	
	

	Handover – morning / evening
	Meeting
	
	
	

	Partner contact meeting
	Meeting
	
	
	

	General staff meeting
	Meeting
	
	
	

	Training and Development meeting
	Meeting
	
	
	

	Awareness Raising Training
	Training
	
	
	

	Admission assessment
	Direct /co-working
	
	
	

	Outreach assessment
	Direct /co-working
	
	
	

	Court accompaniment
	Direct /co-working
	
	
	

	Breaking the Silence Project
	Direct /co-working
	
	
	

	Making Changes Programme
	Direct /co-working
	
	
	

	Support Group for Women Survivors
	Direct /co-working
	
	
	

	Playroom activities with children
	Direct /co-working
	
	
	

	1-2-1 session with a woman
	Direct /co-working
	
	
	

	Evening activities with residents
	Direct /co-working
	
	
	

	Overnight cover
	Direct /co-working
	
	
	

	Dealing with telephone calls
	Direct /co-working
	
	
	

	Helpline calls
	Direct /co-working
	
	
	

	Household duties
	Indirect /co-working
	
	
	

	General administration
	Indirect /co-working
	
	
	

	Book-keeping
	Indirect /co-working
	
	
	

	Awareness raising
	Indirect /co-working
	
	
	

	Fund-raising
	Indirect /co-working
	
	
	


 

6.6
Links with External Services
Volunteers may be involved in some of the following areas of work.  The level of involvement and the areas in which s/he is involved will be decided by the supervisor and will be determined by the length of the placement, the level of experience of the Volunteer and the objectives of the placement.

The role of the Volunteer may be to:
· Study Visit (SV) visit a service / agency to learn more about the service and what it offers women survivors of domestic abuse and their children 
· Observation Visit (OV) shadow a member of staff as s/he liaises with a service on behalf of an individual women and/or her children; 
· Intervention (IV) Work directly with a service on behalf of a service user 
	Agency/Service
	SV
	OS
	IV

	MOVE
	
	
	

	Probation Service
	
	
	

	Court services/Family Court
	
	
	

	Legal Aid Board
	
	
	

	Garda Station
	
	
	

	Community Welfare Service
	
	
	

	Social Welfare Service
	
	
	

	Homeless Persons’ Centre
	
	
	

	Local Authority Housing Section (City & County)
	
	
	

	Suaimhneas
	
	
	

	Thomond House
	
	
	

	Novas Ireland Crash facilities; Intensive Family Support
	
	
	

	Southill Domestic Abuse Project
	
	
	

	Limerick Rape Crisis Centre
	
	
	

	Health Service Executive (HSE) Adult Counselling Service
	
	
	

	CARI
	
	
	

	HSE Child & Family Centre 
	
	
	

	HSE Case Conference/Childcare Review meeting
	
	
	

	HSE Violence Against Women Project Worker 
	
	
	

	Limerick Social Service Centre
	
	
	

	Family Rights Group
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Working Agreement 4

Supervision Record
Supervisee’s Name: _______________________
Date/ Duration of Session: ___________

Volunteer’s Preparation for the session:

Areas discussed:

Supervisor’s feedback:

_____________________________________________________________________________

Volunteer’s preparation for the next supervision session:

Supervisor’s preparation for the next supervision session:

Signed: _____________________________
Position: ____________________________  



Supervisor




Signed: _______________________________ 
Date/time of Next Session: _____________


  
Volunteer
APPENDIX A

  

BACKGROUND INFORMATION ON ADAPT

1.
Purpose

ADAPT is a Limerick based voluntary organisation established in 1974 by a group of local women. It works to promote the right of women and their children to a life free from violence and to support individual women survivors of domestic abuse and their children. It is committed to offering respect, support and safety to women and children where domestic abuse is their experience and to challenging the existence of this abuse in society. It does this by:

· Developing quality services to meet the needs of women survivors and their children.  
· Promoting awareness of domestic abuse and its impact on women and children; 

· Lobbying for the elimination of violence against women;

The range of services provided by ADAPT is outlined below. Other activities include: 

· Provision of awareness raising training for community, statutory and voluntary agencies. These are provided at basic and advanced levels and are tailor made to meet the needs of individual organisations.

· Development of relevant resource material relevant in relation to domestic abuse. An example of this is the production of the information guide for women living with domestic abuse entitled “Lean on Me” (2001).

· Research on issues of policy and practice related to domestic abuse. An example of this is “Starting form Scratch” (2001) a research study into the response of housing and community welfare services in the needs of women survivors of domestic abuse.

· Participation in relevant regional and national policy-making fora. This includes the National Forum on Violence against Women and the Regional Planning Committee. 

2.
Structure

Responsibility for the overall management of ADAPT rests with a voluntary Board of Directors, while the day-to-day management rests with the Director of Services who reports to the Board. The composition of the Board is as follows:

Chairperson:

Lee-Ann Purcell


Secretary:

Rose Rushe
Other Directors:
Carol Murray, Hilary McSweeney, Alix Tiernan
Director of Services:
Monica McElvaney

Other staff:

Full-time = 24;



Part-time =  9;

FAS Funded Staff:
Full-time = 3;



Part-time = 25;


Volunteers:

30 – 40 individuals  

3.
Legal Status

In 1981, ADAPT registered as a company limited by guarantee (Reg: 084938) and in 1986 it was granted charitable status (CHY 7405).  The Tax reference number is 04509353G.

4.
Funding





The budget required to sustain the present level of operation in the coming year is in the region of €1,800,000. This figure increases annually in line with the cost of living and other factors. Presently the main statutory sources of funding towards core running costs are: Department of Education and Science (c.2%); Department of Justice, Equality and Law Reform (c.3%); POBAL (c.5%) Limerick City Council (c.19%) FAS (c.24%), HSE (c.42%) The remaining funds required towards running costs, plus funding for capital projects and to address service gaps has to be raised through local fundraising.

5.
Services

At a service level, ADAPT opened the first refuge outside of Dublin in 1976 and presently runs the largest refuge in the country – catering for up to 14 families at any one time.  In addition to refuge, ADAPT has consistently expanded the services it provides in response to the ongoing needs of women survivors and their children.

Main services provided by ADAPT

	Service Provided


	Estimated Annual Usage



	Refuge accommodation – 24 hour service


	130 – 160 women; 200 – 250 children 

	Telephone Helpline – 24 hour service


	450 – 500 women



	Information on services e.g. Housing, Finance


	350 – 400 women

	Accompaniment to services


	250 – 300 women

	Court Accompaniment


	180 – 200 women

	Social Work support


	350 – 400 women

	Developmental group work


	40 – 50 women; 30 – 40 children

	Crisis Counselling


	100 – 150 women

	Education/Training opportunities


	50 – 60 women

	Outreach support


	250 – 300 women; 40 – 50 children;

	Transitional Housing


	2 – 3 women; 6 – 12 children 

	Childcare Support


	350 – 400 children

	Educational support for children


	75 – 100 children

	Play Therapy


	20 – 30 children

	Total


	500 – 600 women; 350 – 400 children


� “Unauthorised” visits are visits that have not been authorised by the supervisor or the relevant team leader





PAGE  
11

