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Introduction to Volunteer Key Working in Tameside

Following the successful pilot of volunteer Key Workers in Tameside, we are hoping to extend the service to more families by recruiting more parent volunteers.  This information booklet is aimed at: 

a) Parents of Children with additional needs who may be thinking about becoming a volunteer Key Worker for another family

b) Individuals with experience related to Children with additional needs who may be thinking about becoming a volunteer Key Worker for a family

History of Early Support and Key Working in Tameside

Early Support is a national government initiative to improve the co-ordination of services for young children with disabilities and their families.  Key Working has been an integral part of this initiative within Tameside.  All children with additional needs who require the support of two or more professionals should be offered a Lead Professional.  A lead professional has 3 core functions:

1) To act as a single point of contact that the child or young person and their family can trust, and who is able to support them in making choices and in navigating their way through the system.

2) To ensure that they get appropriate interventions when needed, which are well planned, regularly reviewed and effectively delivered.  

3) To reduce overlap and inconsistency from other practitioners. 

It is clear that some families require further support over and above that provided by a Lead Professional and it is these families with a higher level of need who can be supported by a Key Worker.

What is a Key Worker?

The Role of the Key Worker over and above Lead Professional is:

· The Key Worker is for the whole family, therefore the needs of all family members must be considered 

· Provide pro-active regular contact with the family, even during periods of relative inactivity 

· Provide emotional support and signposting to relevant support agencies

· Act as an advocate or enabling families to access advocacy

· Negotiate between family and professionals where appropriate

· Act as an information resource relating to: medical conditions / impairments, benefits and allowances, local services, national organisations and assessment materials

· Attend appointments with the family when required

A non-designated Key Worker is someone who Key Work in addition to their day-to-day job (i.e. a Physiotherapist).  A designated Key Worker is someone who is employed specifically to Key Work. 

What is a Volunteer Key Worker?

Tameside has a number of parents of children with additional needs who have undergone training to become volunteer Key Workers.  They buddy up with a non-designated Key Worker or Lead Professional to support a family.

The roles of the volunteer Key Worker and non-designated Key Worker are outlined in Appendix A.

What is expected of a Volunteer Key Worker?

Initially, a Volunteer would undergo an induction period including undertaking relevant training.  Once this is completed, the Volunteer would buddy up with a non-designated Key Worker and with a family.  The amount of support a family needs varies from family to family and upon circumstances at the time.  The volunteer Key Worker would keep in regular contact with the family they are working with and help coordinate the support they need.  A Volunteer’s own transport would be helpful in order to fulfil the role however we would look to supporting them with alternative transport if required.  Travelling expenses will be reimbursed.  The amount of time needed to devote to Key Working is flexible and we would look to support volunteers in whatever way we can to ensure it fits in with their own family life and other commitments.  See Appendix A for other support a family may require from their Key Worker.

What training and support is available for Volunteers?

Training which must be completed as part of the induction process includes:

	Title of Training
	Duration
	How to book

	Working in Partnership for Children with Additional Needs
	2 Days
	Contact Early Support Lead - Barbara McDowell 0161 342 2797 or Kristy Nuttall 0161 366 2050

	Key Worker Top-up Training (bespoke training according to need.  May include Information finding, the SEN Code of Practice, Bereavement etc)
	Varies (usually ½ day or a series of 1 hour sessions) 
	Contact Early Support Lead- Barbara McDowell 0161 342 2797 or Kristy Nuttall 0161 366 2050


Other training can be accessed dependent upon need.  Safeguarding is highly recommended.  Most training is multi-agency with volunteers training alongside professionals from a variety of different services.  Some of the courses available are shown below, however others may be available.

	Title of Training
	Duration
	How to book

	Common Assessment Framework Practitioner Day
	1 Day
	TSCB Application Form (details found under Safeguarding on TMBC website)

	Using Common Processes in Meeting a Child’s Needs Workshops
	½ Day
	TSCB Application Form (details found under Safeguarding on TMBC website)

	Safeguarding Training
	Various
	See link to http://www.tameside.gov.uk/childprotection/training


	Facilitators training- Introduction to Parenting Skills
	1 Day
	Catherine Mee-Parenting Co-ordinator NHS Tameside and Glossop Tel:  0161 368 4242 


What experience and skills are required?

	Skills and Knowledge
	Experience

	· Ability to work in partnership with parents and professionals.

· Ability to establish and maintain effective relationships with a wide variety of people.

· Ability to deal with challenging and emotive situations.

· Good interpersonal and communication skills.

· A calm, positive approach.

· Ability to develop warm caring relationships.

· Committed to ongoing personal development.

· Ability to maintain confidentiality at all times.

· Being aware of safeguarding procedures.

· Being aware of a range of issues associate with additional needs.


	· At least 3 years experience working or living with a child with additional needs.

· Experience of working in a team.


I want to become a Volunteer Key Worker, what do I do now?

Any person with experience of children with Additional Needs is welcome to apply to become a Volunteer Key Worker.  If this person is a parent or carer it is recommended that they have reached a point in their journey with their own child where their own situation is settled and they feel able to offer support to another family.  An expression of interest should be given to the Early Support and Portage Development leads at the contact details shown below.  A short application form is completed followed by an informal interview.  Two character references will be required and all volunteer Key Workers will be subject to an enhanced CRB check.

Early Support and Portage Development Lead

Integrated Service for Children with Additional Needs

Rowan House

Grange Road South

Hyde

SK14 5NY

Tel: 0161 366 2050

Appendix A- Roles of the Lead Professional/Non-designated Key Worker and the Volunteer Key Worker

	Lead Professional/Non-Designated Key Worker
	Volunteer Key Worker

	· Hold Lead Professional Baton

· Complete Paperwork

· Maintain record of involvement

· Send out letters

· Log involvement on Contact Point

· Complete Family Service Plan (FSP) pre-meet with Volunteer Key Worker

· Facilitates the sharing of information between Family, Volunteer Key Worker and other professionals.
	A volunteer Key Worker’s role may entail some of the following, dependant upon family’s needs and wishes:

· Keep in regular contact with the Family

· Attend appointments with Family at Family’s request

· Help apply for charity funding

· Visit support groups with Family

· Help Family understand information given

· Speak on behalf of the Family in meetings (if asked to by Family)

· Introduce to other Families

· Attend social events 

· Keep a log of own involvement with the Family

· Help to complete forms or signpost to agencies who can help with this i.e. Welfare Rights

· Complete FSP pre-meet with Non-Designated Key Worker.

· Signpost Families to services locally and nationally e.g. Carer’s centre

· Help draft letters i.e. to Wheelchair Centre- then have them signed by non-designated Key Worker 


The non-designated Key Worker can carry out work from both columns as deemed appropriate, however the Volunteer Key Worker must rely on the non-designated Key Worker for those items in column 1.  Both parties must adhere to confidentiality guidelines at all times. 

Appendix B
VOLUNTEER REGISTRATION FORM

	PERSONAL INFORMATION

	Title: Mr/Mrs/Ms/Miss:

	First name(s):


	Surname:



	Home Address:


	Daytime phone number:



	
	Evening phone number:



	
	Mobile phone number:



	Postcode:
	Email address:



	Date of Birth:


	National Insurance No:


	EMERGENCY CONTACT DETAILS

	Please give details of someone we may contact in an emergency:

	Full name:



	Address:


	Daytime phone number:



	
	Evening phone number:



	
	Mobile phone number:



	What is your relationship to this person?




	SUPPORT AND HEALTH NEEDS

	Please tick the relevant boxes:


	Do you have a disability or extra support needs?   








Yes

   No
If yes, please give details:

Do you have any health needs of which we should be aware?

e.g. epilepsy











Yes

  No
If yes, please give details:


	YOUR INTERESTS

	What days and times would best suit you and how often would you be able to volunteer?



	What do you hope to gain from volunteering with Early Support Key Working Service?



	What do you do in your spare time?  What hobbies or interests do you have?



	VOLUNTEERING AND WORK EXPERIENCE

	Do you have any unpaid or voluntary work experience?


   


Yes

  No


If yes, please give brief details starting with your present, or most recent position:



	Do you have any paid work experience?


   


Yes

  No


If yes, please give brief details starting with your present, or most recent position:




	QUALIFICATIONS, TRAINING AND SKILLS

	Please give brief details of any qualifications you have, or training courses you have attended or any skills you have:



	Do you have any of the following skills?


Computer Skills

Driving Licence (car)               


First aid

Languages (other than English)?







Yes

   No

If yes, please state which languages you speak:




	REFERENCES

	Please give us the names and addresses of two people, not relatives, who have known you for at least two years, who will be able to give you a reference.  Wherever possible, these should be past employers.  If you have not been in employment, please give details of a teacher or discuss this at your interview.



	(1)
	(2)

	Name:
	Name:

	Address:


	Address:

	Postcode:
	Postcode:



	Telephone No:


	Telephone No:

	Occupation:


	Occupation:



	How do you know this person?


	How do you know this person?



	DATA PROTECTION

	Tameside Early Years Support Key Working Service values your support and promises to respect your privacy.  The data we gather and hold is managed in accordance with the Data Protection Act (1998).  We will not disclose, or share personal information supplied by you, with any third party organisation without your consent.

I understand and agree that data contained in the registration form will be used for volunteer registration purposes and will be held on a computer database.  I agree to Tameside Early Years Support Key Working Service holding the information in this form.



	Signed:
	Date:



	Print Name:




















































	





	





	





















