CERTIFICATE IN COMMUNITY VOLUNTEERING
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COURSE 

HANDBOOK
Certificate in Community Volunteering – OCVA

Welcome to the Certificate in Community Volunteering course at OCVA. We hope this course will help you to get the most out of your volunteering, and to achieve a nationally recognised qualification.

This handbook explains:

1. Training sessions for the course

2. Homework and the portfolio

3. Your volunteer Supervisor

4. One-to-one sessions

5. What will I get in the end?

6. What if I can’t finish?

7. Data protection

8. Equal Opportunities on OCVA training

9. Health and Safety

10. More information about OCVA

If you have any questions, don’t hesitate to ask during the sessions. The contact person for this course is:

Liz Pride - Course Leader

Tel. 01865 251946

Email. admin@ocva.org.uk
1.  Training sessions

[image: image2.png]



These sessions will take place with a small 

group of up to 16 people. The sessions will 

include discussions, activities, individual 

exercises, and input from the trainer. 

Sessions take place on Tuesday afternoons

from 1.30 pm – 4.30 pm. The sessions take place at OCVA Meeting OCVA Meeting Room, Floyds Row, St Aldates, 

Oxford OX1 1SS . The course leader is Liz Pride.
There will be four main ‘topics’ or ‘units’ covered during the course. These four units each represent some of the essential skills involved in being a volunteer. The four units will cover: Managing yourself; Dealing with Meetings; Standards in the workplace (health and safety, equal opportunities); Understanding the role of my organisation.

We can help you with the cost of travel to get to the sessions, and childcare costs. Just let us know in advance.

If you miss more than two sessions, it will be difficult to complete the course. But sometimes emergencies arise and you might have to miss a session. You will be asked to let the course leader know if you have to miss a session. There will be time to catch up!

2. Homework and portfolio
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At each training session, we will set you some

‘homework’ to help you complete the course 

and get the certificate. The homework might be:

· To fill out some worksheets

· To gather some information from your

voluntary workplace

During the course, you will be asked to gather 

lots of different information and documents from 

your volunteer workplace. This information might include: your organisation’s Health and Safety Policy; a copy of the Mission and Aims of the organisations; your Volunteer Role Description. 

You will also be asked to provide some evidence about certain activities that you do in your volunteer workplace. The key activities that everyone will be expected to do include:

· Taking part in a meeting
· Discussing your organisation’s health and safety procedures
· Discussing your organisation’s equal opportunities policy
We will help you to organise all your pieces of work into a ‘portfolio’ or folder. You will hand this in at the end of the course. It is important to complete the portfolio, because this is what can give you the award of the Certificate in Community Volunteering qualification. 

All the homework and activities are designed to be easy for any volunteer to carry out, no matter what kind of volunteering you are doing. It’s our job to help make sure that everyone manages to put together a portfolio that will achieve the Certificate at the end. 

[image: image4.png]


[image: image5.png]




3. Your Volunteer Supervisor
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It’s probably a good idea to tell your volunteer

supervisor that you are doing this course. This

 is because your supervisor can be a great help

 in gathering the evidence you need for your 

project folder. We have contacted your

volunteer supervisor to explain the course to them. 

We would be happy to answer any questions 

that your supervisor has.

During the course, you will be asked to gather lots of different information and documents from your volunteer workplace. Some of this information you will have already been given. But there may be other documents you may need to go and find. It may be useful to start gathering this information now – there is a section in this file to store the documents. But don’t worry if you can’t find all this information immediately.

The documents you might need include:

· Your volunteer agreement and role description

· Your induction information

· Mission and aims of the organisation

· Health and Safety policy

· Accident and emergency procedures

· Equal opportunities policy

· Other key policies that are relevant to your role

You will also be asked to provide some evidence about certain activities that you do in your volunteer workplace. The key activities that everyone will be expected to do include:

· Taking part in a meeting
· Discussing your organisation’s health and safety procedures
Discussing your organisation’s equal opportunities policy

4. 1:1 Sessions
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There are several 1:1 sessions in addition to 

the weekly training sessions. These are an

important part of the course. The 1:1 sessions

provide an opportunity to talk through what 

you are learning, and to review all the pieces of

work in your project folder. The sessions will

be held at OCVA, Floyds Row, or at the Rose Hill Children’s 

Centre, Rose Hill.

All participants will be booked in for three 1:1 sessions:

· Before the course starts – this was an important part of deciding that this course is the right course for you

· Half way through the course – individual times will be agreed 

· Towards the end of the course – individual times will be agreed. This is a chance to have a final review of your project folder, to check for any additional work you might need to add before you hand it in.

In addition, you can also contact Liz the course leader if you want to talk through anything to do with the course more informally. 

The 1:1 sessions will be also be the times when Liz the course leader will be reviewing and assessing your work. Your work has to be assessed in order to qualify to get the nationally recognised qualification at the end. The good news is that the person assessing the work can also advise and support you to achieve the required standard. So there will be help available for you to get through!

At the end of the course, you may have some goals for what you want to do next. This ‘next step’ might involve looking for work, other courses, other kinds of volunteering, etc. The 1:1 sessions are also an opportunity to look ahead at your personal goals.

5.
What will I get in the end? 
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The course is designed so that you can achieve 

the national qualification ‘Certificate in Community 

Volunteering’. This is a qualification which has been

set up to recognise people’s practical skills. The 

qualification is awarded by a national body called

‘ASDAN’, an organisation which designs qualifications

 which recognise people’s practical skills.

The full ‘Certificate in Community Volunteering’ is nationally recognised. This means it can be useful evidence to any future employer or college that you have attained a certain level of knowledge and skills. The Certificate is equivalent to two ‘B’s at GCSE (92 points). At the end of the course, we will give you some tips about how to ‘sell’ this qualification on your CV!

The award of the Certificate is dependent on you submitting a project folder which contains all the necessary evidence about your skills. We have designed the course so that you have every opportunity to gather all the evidence needed. In addition, the course leader Liz (who will be supporting you in the training and the 1:1 sessions) is the person who will be assessing your project folder – so she will be able to give you lots of pointers. However, you will also need to do your bit by completing the tasks and activities that are set!

We will collect in all the project folders on the last day of the course in July. The folders will then be assessed by the course leader and an Internal Moderator. We will then send them off to be checked by the national awarding organisation (this takes a few weeks). We will notify you of your results within 1 Month, and the Certificate itself should arrive by the end of September.

If you unhappy with a decision that is made about your project folder when it is assessed, you can appeal. In the first instance, contact the Deb at OCVA on 01865 251946 (or at OCVA, The Old Courthouse, Floyds Row, Oxford. OX1 1SS). If you’re still unhappy after this, you can put your appeal in writing to the Chief Executive of OCVA (same address). You will receive a written reply within 7 days.

6. What if I can’t finish?
If you need extra time to complete the portfolio because of illness or an emergency, you can apply for an extension of up to one week (you must apply for this in writing using a designated form). Extensions will not be granted for minor illness or poor time management; this is to ensure that everyone is treated fairly.

Ideally you will submit a full project folder with all the work. But if you only complete part of the course, you can still get nationally recognised ‘credits’ for any pieces of work you submit. For example, if you only complete half of the pieces of work for the project folder, you can still get a ‘mini’ certificate awarding you the credits that you have earned. This means that you could come back in the future and complete the work to get the full Certificate. (OCVA may be able to let you know of other organisations where you can complete the other units of the course in future).
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7. Data Protection

OCVA will keep some of your details (address, 

volunteering placement, etc) on file in order to

administer the course effectively. Your details will 

be kept in a locked filing cabinet. You can ask us to 

show you what information we are keeping.

In order to process the award of your Certificate, we will also need to send your project folder and some other details to ASDAN, the awarding body.  

8
Equal Opportunities 
OCVA strives to promote equality of opportunity in all areas of our work, including training programmes. In simple terms:

· All learners are equally important to us

· All learners need different sorts of help to achieve their goals, and we will strive to help in any way we can.

This means that there should be respect and no unfair treatment because of: age, race, colour, nationality, ethnic origin, disability, HIV status, sexual orientation (straight or gay), gender (male, female or undergoing a sex change), marital or parental status, political or religious belief, employment status, social or economic class.

Please help us make sure everyone feels valued.  This means that we want you to treat everyone involved in OCVA training with respect – trainers and fellow participants.  If you feel that you are not being treated fairly and with respect, please let your course leader know.  

Please let us know if you have any particular access requirements, and we will try to provide appropriate facilities and support.

9
Health and Safety

OCVA seeks to provide a safe and happy environment for trainers and participants on our courses. We strive to provide appropriate work space, regular breaks, and to remove hazards from the learning environment. 

You are also encouraged to take responsibility for your own health and safety, and to be considerate of others around you. Please be aware of hot drinks, items on the floor which may be a trip hazard, etc. 

10

More about OCVA

As well as the Certificate in Community Volunteering, OCVA runs other types of training:

· accredited training in volunteering skills

· short courses (one day or half day) 

· courses for management committee members

· sharing-and-exchange forums

Oxfordshire Community and Voluntary Action is an umbrella body for voluntary and community groups in Oxfordshire. OCVA is a registered charity (no. 1108504) and a company limited by guarantee (no. 5363946). 

Our mission: Enabling a diverse voluntary and community sector to flourish in Oxfordshire

We do this by: providing advice, information and training, acting as advocates and representatives, and building partnerships.

Our values: as an organisation and as individuals we value:
· equality

We will work within an equal opportunities policy which is regularly reviewed. We will respect the rights, views and needs of others.

· professionalism

We will be effective and reliable in our service delivery, partnership working, and relationships with funders.
· empowerment

We will enable others to take responsibility for identifying and achieving their own objectives. We will support the take up of our services by individuals and groups from a diverse range of backgrounds, including the most disadvantaged.
· flexibility

We will respond to a constantly changing environment with energy and creativity, in order to influence the future of our sector.
· collaboration

We will build and maintain a variety of strong relationships and be open and honest in sharing information and skills.
Oxfordshire Community and Voluntary Action

The Old Courthouse, Floyds Row, Oxford. OX1 1SS.

tel. 01865 251946   fax. 01865 204138   

 email. admin@ocva.org.uk   web. www.ocva.org.uk

