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Volunteer Application Pack

Detention Action

Detention Action is a small NGO working at the frontline of human rights in the UK. We rely on the work of volunteers to deliver much needed support and advice to people in immigration detention centres. We provide emotional and practice support and advice to people detained in the two immigration detention centres near Heathrow, as well as The Verne in Dorset.

Volunteer roles

There are three main volunteer roles at Detention Action in London: Advocacy and Support Volunteer, Volunteer Visitor and Volunteer Interpreter. This pack includes a role description, person specification and application form for each role. 

Applying to be a volunteer
There are three steps to the recruitment of our volunteers. Each step is used to assess the suitability of the applicant for the Visiting or Advocacy and Support role.
1)    Application form – please download a form, complete and send it back to us.
2)    Interview – interviews take place from 10am – 4pm at our office in Islington.
3)    Training – the induction training takes place one weekday evening at our office.
Please take some time to read our website and the role description before completing the application form. Consider how your skills and experience are relevant to the role and to the work that Detention Action does.

If you would like to discuss the application process or have a question about the forms, please call us on 020 7226 3114.


Volunteer Visitor Role Description

Post: Volunteer Visitor
Report to: Advocacy Coordinator

Purpose of the post: To provide emotional support to a person in immigration detention by visiting them in Harmondsworth / Colnbrook IRCs.

Commitment: 1 visit every 7-10 days for 6 months 

Supporting people in detention

· To provide emotional support, by using active listening skills and developing trust with the person you are visiting 

· To explain Detention Action’s services to the client during the first visit or as needed, including the limits of our remit (e.g. we cannot provide legal advice)

· To contact the detainee over the phone as soon as possible to introduce yourself and arrange a visit within a week of being given their contact details

· To complete the feedback form after each visit and return it your supervisor as soon as possible

· To immediately seek guidance and advice from your supervisor if any difficulty arises or you are unsure about how to proceed

· To report immediately to your supervisor if the detainee has been transferred to another removal centre or removed

· To alert your supervisor or Harmondsworth or Colnbrook staff if it is felt that the detainee is at serious risk of self-harm (please see Suicide Guidelines provided in Induction Training)

Other duties

· To attend volunteer meetings to support other volunteers and develop your skills and knowledge (optional)

· To attend at least one supervision during your time as a volunteer

· To inform your supervisor of any change in your availability as soon as possible

· To act responsibly to the client and in accordance with Detention Action policies at all times

Volunteer Visitor Person Specification

Post: Volunteer Visitor
Report to: Advocacy Coordinator

Essential Knowledge and Experience

1.  Knowledge and understanding of the aims and principles of Detention Action

2.  Knowledge of the asylum system and immigration detention in the UK and understanding of issues faced by asylum seekers and immigration detainees

3.  Experience of supporting people with emotional needs

Desirable Knowledge
1. Knowledge of a useful language (including, but not limited to, Arabic, Urdu / Hindu, Pashto, Polish, Farsi/Dari, Vietnamese, Mandarin, Russian or Tamil)

Essential Skills

Ability and commitment to regularly visit a detainee at Harmondsworth Removal Centre or Colnbrook Removal Centre every seven to ten days and maintain contact with Detention action office for at least six months

Ability and commitment to attend Detention Action Induction Training before starting 

Ability to use active listening skills to emotionally support detainees in a one-to-one setting in a non-judgmental, non-discriminatory, sensitive and empathic manner

Ability to complete feedback form accurately and return it to Detention Action promptly after each visit and seek advice and guidance from the Supervisor or other staff when necessary

Excellent communication skills - ability to communicate with Detention Action staff, Harmondsworth Removal Centre staff, Colnbrook Removal Centre staff and, when necessary, liaise with other organisations and individuals on behalf of the client in clear English

Excellent interpersonal skill – ability to relate to individuals from different backgrounds and cultures and willingness to understand their situations

Ability to attend Volunteer Meetings every 8 weeks and any other appropriate training and to contribute to the running of the organisation in a constructive manner

Ability to act in accordance with Detention Action policies at all times, particularly Code of Conduct, Confidentiality and Equal Opportunities Policies

APPLICATION FORM: VOLUNTEER VISITOR 

Date of application: …………………………………………

Name: ……………………………………………… Date of birth: …………………. …………

Contact telephone number(s): …………………………………………………………………

E-mail address: ……………………………………………………………………………..........

Address: ……………………………………………………......................................................

Languages (not essential) and level (e.g. basic, conversational, fluent): 

……………………………………………………………………………………………………….

Referee’s details: ………………………………………………………………………………… 

…………………………………………………………………………………………………………

Next of kin’s details: ………………………………………………………………………………

…………………………………………………………………………………………………………

Where did you hear about the role: 

______________________________________________________________________

Please answer the following questions in brief:

1)
Why do you want to volunteer as a visitor?

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

2)
Please tell us about your relevant knowledge, skills or experience.  (We value experience from your personal life and skills acquired from other paid and volunteering roles)

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

_______________________________________________________________________

Thank you for your application. Please return to admin@detentionaction.org.uk or Detention Action, The Green House, 244-254 Cambridge Heath Road, London E2 9DA

Advocacy and Support Volunteer Role Description

Post: Advocacy and Support Volunteer

Report to: Advocacy Coordinators 

Purpose: To provide emotional and practical support to immigration detainees over the telephone from Detention Action’s office

Commitment: 1 day a week for 6 months 

Client work

· To answer phone calls from people in detention and deal with requests for assistance, with the support of Advocacy Coordinators as needed

· To build relationships with people in detention, responding sensitively and professionally to clients’ needs

· To carry out referrals with new clients, including sending information packs

· To conduct individual casework for each client with the support of Advocacy Coordinators as needed (including applying for bail addresses, contacting solicitors)

· To ensure clients are informed about their rights and access to services and information (eg right to apply for bail, how to get legal advice)

· To provide proactive and ongoing emotional support to a caseload of people in Colnbrook / Harmondsworth / the Verne

· To refer and signpost clients to other organisations for specialist support (eg on medical issues, bail advice)

· To record all information, including conversations and action taken on behalf of clients 

· To liaise between volunteer visitors and clients 

· To obtain feedback from clients about our services

Administration

· To undertake regular administrative duties, including photocopying, filing, data entry and taking messages

General duties

· To ensure Advocacy Coordinators are updated on clients’ situation as appropriate
· To seek guidance from staff when a difficulty arises in carrying out client work 

· To be punctual and to inform staff as soon as possible if you are not available at any point

· To participate in morning briefing meetings

· To attend volunteer meetings (optional)

· To act responsibly to the client and in accordance with the Detention Action policies at all times. 

Advocacy and Support Volunteer Person Specification

Post: Advocacy and Support Volunteer
Report to: Advocacy Co-ordinator

Essential Knowledge and Experience

1.  Knowledge and understanding of the aims and principles of Detention Action 

2.  Knowledge of the asylum system and immigration detention in the UK and understanding of issues faced by asylum seekers and immigration detainees

3.  Experience of supporting people with complex emotional needs

Desirable Knowledge
1. Knowledge of a useful language (including, but not limited to, Arabic, Urdu / Hindu, Pashto, Polish, Farsi/Dari, Vietnamese, Mandarin, Russian or Tamil)

Essential Skills

Ability and commitment to volunteer in the office one day a week for six months or two days a week for three months 

Ability and commitment to attend Detention Action’s Induction Training before starting

Ability to use active listening skills to emotionally support detainees over the telephone in a non-judgmental, non-discriminatory, sensitive and empathic manner

Ability to seek advice and guidance from the Supervisor or other staff when necessary

Excellent communication skills - ability to communicate with Detention Action staff, detention centre staff, and other organisations and individuals on behalf of the client in clear English

Excellent interpersonal skills – ability to relate to individuals from different backgrounds and cultures and willingness to understand their situations

Ability to use basic computer packages and willingness to learn

Ability to work in a busy office environment, including to prioritise and multi-task as needed

Ability to attend volunteer training sessions regularly and to contribute to the running of the organisation in a constructive manner

Ability to act in accordance with Detention Action policies at all times, particularly the Code of Conduct, Confidentiality and Equal Opportunities Policies


APPLICATION FORM: ADVOCACY & SUPPORT VOLUNTEER 
Date of application: …………………………………………

Name: ………………………………………………  Date of birth: ……………………………


Contact telephone number(s): …………………………………………………………………

E-mail address: ……………………………………………………………………………..........

Address: ……………………………………………………......................................................

Languages (not essential) and level (e.g. basic, conversational, fluent): 

……………………………………………………………………………………………………….

Please state which day(s) of the week you are available, 10am – 5pm, and the period 
you are available for: 

………………………………………………………………………………………………………..
Referee’s details: ………………………………………………………………………………… 

…………………………………………………………………………………………………………

Next of kin’s details: ………………………………………………………………………………

…………………………………………………………………………………………………………

Where did you hear about the role:

______________________________________________________________________
Please briefly answer the following questions:

1)
Why do you want to volunteer as an Advocacy and Support Volunteer?

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..
2) Please explain your relevant knowledge, skills or experience. (We value experience 

from your personal life and skills acquired from other paid and volunteering roles). Please also send us a copy of your CV.

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..
_______________________________________________________________________
Thank you for your application. Please send your form and CV to admin@detentionaction.org.uk or Detention Action, The Green House, 244-254 Cambridge Heath Road, London E2 9DA
Volunteer Interpreter Role Description

Report to: Advocacy Coordinator

Purpose of the post: To assist office-based staff and volunteers in their casework by interpreting conversations with clients over the telephone.

Duties include:

To be available at short notice within office hours to assist with interpreting between clients and staff or Advocacy and Support Volunteers over the telephone

To provide consecutive interpreting in a three way telephone conversation between a client and an office-based staff member or volunteer

To interpret conversations quickly, accurately and respectfully

With guidance from staff and Advocacy and Support Volunteers, to explain Detention Action’s role and confidentiality policy at the beginning of each phone call

To immediately seek guidance and advice from your Supervisor or other staff when a difficulty arises in carrying out the client work or you are unsure about how to proceed

To maintain regular contact with your Supervisor (or another member of staff if your Supervisor is away) and inform him/her of change in availability 

To alert staff if it is felt that any client is at serious risk of self-harm (please see Suicide Guidelines provided in Induction Training)

To attend volunteer training sessions to improve the quality of service to the clients provided by the organisation

To act responsibly to the client and in accordance with Detention Action policies at all times

Volunteer Interpreter Person Specification

Essential Knowledge and Experience

1.  Knowledge and understanding of the aims and principles of Detention Action

2.  Knowledge of asylum system and immigration detention in the UK and understanding of issues faced by asylum seekers and immigration detainees

3. Knowledge of a useful language including, but not limited to, Albanian, Arabic, Bengali, Farsi, Kurdish, Mandarin, Pashto, Polish, Russian, Tamil, Urdu / Hindi and Vietnamese. (Please note, we do not need French, Spanish, Italian, German, Dutch or any of the Scandinavian languages.) 
Essential Skills

Ability and commitment to interpret several times a month, during office hours, for six months 

Willingness to be flexible – interpreters may be required as often as several times a week or as little as once a month

Ability and commitment to attend Detention Action Induction Training before starting as an interpreter

Ability to use active listening skills to support clients and interpret over the phone in a non-judgmental, non-discriminatory, sensitive and empathic manner

Ability to seek advice and guidance from the Supervisor or other staff when necessary

Excellent communication skills – ability to communicate with Detention Action staff, volunteers and clients

Excellent interpersonal skills – ability to relate to individuals from different backgrounds and cultures and willingness to understand their situations

Ability to attend volunteer training sessions regularly and to contribute to the running of the organisation in a constructive manner

Ability to act in accordance with Detention Action policies at all times, particularly Code of Conduct, Confidentiality and Equal Opportunities Policies
APPLICATION FORM: VOLUNTEER INTERPRETER 

Date of application: …………………………………………

Name: ……………………………………………… Date of birth: …………………. …………

Contact telephone number(s): …………………………………………………………………

E-mail address: ……………………………………………………………………………..........

Address: ……………………………………………………......................................................

Languages (expert or fluent only): ……………………………………………………………
Availability during weekdays: ……………………………………………………....................

Referee’s details: ………………………………………………………………………………… 

…………………………………………………………………………………………………………

Next of kin’s details: ………………………………………………………………………………

…………………………………………………………………………………………………………

Where did you hear about the role: ______________________________________________________________________

Please answer the following questions in brief:

1)
Why do you want to volunteer as an interpterr?

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

2)
Please tell us about your relevant knowledge, skills or experience.  (We value experience from your personal life and skills acquired from other paid and volunteering roles)

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

_______________________________________________________________________

Thank you for your application. Please return to admin@detentionaction.org.uk or Detention Action, The Green House, 244-254 Cambridge Heath Road, London E2 9DA
PRIVACY NOTICE FOR VOLUNTEERS

What data we process
Detention Action processes the personal data that you provide as part of the recruitment process to become a volunteer. This includes information you provide in your application form and also at interview and in training if you attend these. It also includes any information provided by your referee.   This may include sensitive information, for example about your health or any criminal convictions if you disclose these to us.

While you are a volunteer with us, we also process personal data you give us through the supervision and support we provide for you.

Why we need your data
We need to know this information so that we can communicate with you about volunteering at Detention Action and as part of the recruitment process. We will not keep any personal data from you that we do not need as part of the recruitment process.

When you are a volunteer with us, it is also important that we process your data so that we can communicate with you and support and supervise you effectively. It is also important so that we can continue to develop and improve how we manage volunteers. If you ask us to be a referee, we will also need your data to provide a reference.

What we do with your data
We have a data protection policy and procedures in place to oversee the effective and secure processing of your personal data. We are happy to provide more information on this on request. No third parties have access to your personal data unless the law allows them to do so.

How long we keep your data
If you apply to be a volunteer, we keep your data only for the time needed to consider whether to invite you for interview.  If you are invited for interview, we keep your data for ten years after the recruitment process has finished or for ten years after you stop volunteering with us if you become a volunteer. The exception is if there have been safeguarding concerns in which case we may keep your data until we deem it no longer necessary.

What are your rights?
If you want to talk to us about your rights, you can contact us at admin@detentionaction.org.uk or you can call 020 7226 3114. You can ask to speak directly to the person responsible for data protection if you prefer.

We try to keep your information up to date and accurate. If you think the personal data we process about you is incorrect, you can request to have it corrected. You can also ask us to delete your information. You can request a copy of the information we have about you. You do not have to pay for this. We will give you this information within one month. 

If you wish to make a complaint on how we have handled your personal data, please contact us so that we can investigate the matter. 









