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Co-ordinator, Alumni Network (Volunteering Position)

1. Task Description
Coordinator, Alumni Network
Safe Ground is a voluntary sector organisation that works inside and outside prison to support stronger relationships and communities. 
We were commissioned by the Prison Service in 1999 to develop the unique parenting and family relationship programmes Family Man (FM) and Fathers Inside (FI). We now manage their delivery across a network of 20 prisons in England and Wales and train prison officers and education specialists to deliver the programmes. 
The Programmes Team is looking for a volunteer to co-ordinate the activities of a small Steering Group of supporters, providing the group with help, guidance and support as necessary. The Steering Group will take the lead on establishing and managing an Alumni Network, comprising graduates (and their families) of our FM and FI programmes. 
We have created this volunteering opportunity for anyone wishing to gain practical work experience, increase their skills base or volunteer to work for an organisation that fits in with their own values and beliefs. 
The volunteer will:
· Be committed to Safe Ground’s mission statement 
· Be knowledgeable about criminal justice and/or education policy
· Have excellent organisational skills with the ability to work to tight deadlines and ability to prioritise conflicting tasks  
· Have experience of building relationships, networking and coordinating complex partnerships 
· Be able to commit to a certain number of days or hours per week over a set period of time to achieve these objectives.
	Volunteer Role
	Coordinator, Alumni Network 

	Line Manager
	Deputy Director

	Length of Commitment
	Given the complexity of the project we would ideally like a volunteer who is able to commit to 1 day per week for 6 months though this is negotiable. Days and hours can fit around other commitments in order to meet the specific outcomes of the project. 

	Location
	Flexible. Can be based in our central London office, work from home or other designated work area.


Key Result Areas:

1. Co-ordination of Steering Group
· Work with the Deputy Director and Steering Group to determine purpose and terms of reference 

· Work with the Steering Group to develop an action plan of activities and support them to define roles and responsibilities for its implementation

· Provide information and support for Steering Group members and Alumni where appropriate

· Plan and run meetings

· Develop communication systems for keeping the Steering Group engaged

2. Co-ordination of Alumni Network

· Work with the Steering Group to develop system to engage and communicate with the alumni, taking into account prison guidelines, data protection requirements etc.

· Assist in implementing the action plan developed by the Steering Group

3. Operational relationships

· Report to the Deputy Director on progress, seeking guidance and support where necessary

· Develop, support and maintain key relationships 

4. Monitoring, reporting and evaluation

· Maintain record-keeping and reporting systems

· Support preparation of reports or collate information from members to contribute to Safe Ground’s projects
· Follow Safe Ground policies and procedures 
2. Person Specification

Essential

· Share a commitment to Safe Ground’s mission statement 
· Experience of building relationships, networking and coordinating partnerships 
· Excellent organisational skills with the ability to prioritise conflicting tasks  
· Excellent teamwork and communication skills 
· Excellent IT skills and the ability to use Outlook and Microsoft packages competently 
Desirable

· Good understanding of social exclusion and/or working with marginalised groups 
· Experience of conveying complex information to a range of audiences

· Understanding or experience of criminal justice or offender learning policy
In accordance with our Equal Opportunities and Recruitment of ex-offenders policy, Safe Ground welcomes applications from ex-offenders. Please note that in order to undertake all the tasks outlined in the task description, the successful volunteer may be required to receive clearance to work in prison.
Closing Date
Completed Volunteer Application Form should be returned to info@safeground.org.uk 

by 5pm on Monday 30th January 2012 

It is anticipated that interviews will take place 8th and 9th February 2012. 
3. About Safe Ground
Mission statement
Safe Ground works to reduce the risk of offending and reoffending based on a continually developing understanding of the origins and impact of crime and a commitment to empowering people to change. 

Family Man and Fathers Inside
In 1999 the Prison Service commissioned Safe Ground to use their expertise in motivating large groups of resistant learners to create a family relationships and parenting programme bespoke for male offenders. This ground-breaking partnership led to the creation of two pioneering programmes, Family Man and Fathers Inside, which since 1999 have been delivered in 40 establishments across England and Wales. 

The jointly owned National Offender Management Service (NOMS) and Safe Ground programmes address the complex needs of male offenders in different ways;
· Educational. Both programmes are mapped to a number of National Open College Network (NOCN) and Literacy awards, requiring the student to complete a range of written, spoken and group activities in order to achieve accreditation which is recognised both in and out of prison
· Employability and Personal Development. Family Man and Fathers Inside provide the vital first step towards improving a students’ employability skills by encouraging teamwork, responsibility, listening and confidence building and supporting their progression following programme completion
· Maintaining Family Relationships. Evidence suggests that maintaining family ties within prison reduces an offenders’ chance of reoffending by 39%. Both programmes tackle the sensitive and often complex issues related to families and parenting in a safe and constructive way to encourage healthy family ties and contribute towards the rehabilitation and early intervention agenda.  
What makes the programmes different?
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4. Volunteer Application Form

General Information
Please complete
	Title:

	

	Surname:


	

	Forenames:


	

	Full permanent address:


	

	Postcode:


	

	Contact number: 

	Home / work / mobile – please specify

	How soon would you be able to volunteer? 


	


Education and Training
Please include any relevant educational, professional development or training qualifications you have achieved or are working towards. 

	Date
	Subject
	Qualification and grade


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Relevant experience
Please tell us about your employment or other relevant experience. This can include transferrable skills gained through voluntary work or outside the workplace. 
	Dates
	Name and address of employer
	Position held and relevant duties and skills


	From
	To
	
	

	
	
	
	


	If yes, please give details of dates, job titles, locations and reason for leaving:

	


Have you ever worked for the Prison Service in any capacity?          
Relevant Skills, Interests and/or Experience
	How do you meet the requirements of the Task description? 

	


	Tell us about your experience of co-ordinating activities of other people or negotiating with people whose agenda or priorities were different from you own. How did you resolve this conflict? 

	


	What excites you about this opportunity?  What ideas do you have for engaging with the Steering Group and wider alumni network? 

	


References

Appointment is subject to satisfactory references and security clearance. Please provide two references, one of which must be from for your most recent employer.
	
	Recent employer
	Other

	Name
	
	

	Job Title
	
	

	Organisation
	
	

	Capacity known
	
	

	Email
	
	

	Contact number
	
	

	Address
	
	

	Can we contact this reference now? 
	
	


Declaration

	I declare that all the information given on this form is true and complete to the best of my knowledge and belief.


	Signature

Date




Equal Opportunities Form

Safe Ground is committed to the promotion of equality of opportunity in its employment policy, practices and procedures.  We would be grateful if you could provide us with the following information which will ensure our statistics are accurate and representative of people who are seeking employment with Safe Ground. 
This form will be separated from your application form and treated in the strictest confidence.  The information you provide will not be used as part of the recruitment selection process.  

How would you describe:

1)  Your gender ………………………………………………………………………………
2) Your Nationality. …………………………………………………………………………..

3) Your ethnic origin……………………..……………………………………………………
4) Do you consider yourself to have a disability?
YES / NO

    If yes, please explain any adjustments we would need to make to accommodate you

	


The definition of disability under the Disability Discrimination Act 1995 is “a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities”.

5) My age falls within the following category: 

	16 –19
	
	40 – 49
	

	20 – 29
	
	50 – 59
	

	30 – 39
	
	60 – 64
	


The Family Man and Fathers Inside programmes:


Incorporate opportunities for individual progression into resettlement, education and Offending Behaviour Programmes though a dedicated ‘What Next’ session


Use storytelling and drama techniques to engage and motivate large groups of learners of mixed ability 


Enable learners to improve their literacy skills


Create an intensive learning environment giving students opportunities to practice skills essential to healthy family and work relationships 


Enable learners to apply presentation techniques culminating in a final presentation to their peers, family members and staff 


Require offenders to consider the impact their behaviour has on the people around them and become motivated to improve their communication with their family.
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